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INTRODUCTION TO THE PERMA SAFETY PROGRAM

The Public Employer Risk Management Association (PERMA) was created by its members to provide stable workers' compensation coverage and to help control the escalating costs of workers' compensation insurance.

A key element to controlling workers' compensation losses is the development of an active and comprehensive loss control program.  Controlling and reducing losses in the workplace is beneficial for all involved:

· It reduces the risk of injuries, which affect the employee's life both on and off the job;

· By reducing lost time injuries, the employee is more productive which is more rewarding to both the employee and the employer; and

· The cost of workers' compensation insurance is more effectively controlled.

This Loss Control Manual has been prepared to assist the PERMA members in developing successful loss control programs.  The success of the program is dependent, however, upon the sincere, constant and cooperative participation of each member.  The participation starts with top management but must also include department heads, supervisors and the employees.

This manual provides step by step advice on developing and maintaining a sound loss control program in any member workplace.  It is directly related to a loss control evaluation rating, which will be applied to each member annually.  The scores on this rating can affect the size of premium discount available to the member so that there is a significant financial incentive to work towards a high rating.

The manual has been designed to be easy to read with relatively short chapters on each topic and more detailed information contained in various appendices.  It is designed to be updated annually with room for inserts such as the PERMA newsletter.  It is not difficult to read through the chapters at one sitting to get a general idea of the program.  The manual is also invaluable for frequent reference in the actual implementation of a program.  We look forward to your utilization of the manual and your development of a more effective loss control program.

Brent A. Wilkes

President/Treasurer

LOSS CONTROL EVALUATION RATING
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The PERMA LOSS CONTROL EVALUATION RATING is designed to identify those safety practices within the member community, which can act to substantially reduce accidents and losses from them.

Every PERMA member will be evaluated initially using this form.  After the initial evaluation, Loss Control staff will design an individual Loss Control Program for that member which is designed to improve the rating.  Toward the end of each policy year, each member will be reevaluated to measure the level of implementation.

Enhanced levels of implementation will lead to larger premium discounts.  This Loss Control Manual has been designed around this evaluation rating to assist members in implementing those practices, which are included in the rating.

Member:
     

Manager/Administrator:
     

Safety Coordinator:
     

Contact:
     




Date:
     
Evaluator:
     

Major Program Categories
Point Value
Points Earned

1. Management Leadership
200
200

2. Loss Prevention
100
100

3. Accident Management
120
120

4. Special Safety Programs
55
55

5. Fleet Safety
55
55

6. Results
100
100

Grand Totals
630
630

1.
MANAGEMENT LEADERSHIP (200 points)

1.1 Safety Policy Statement ‑ 25 points

The chief administrative officer or governing body has approved a written safety policy statement, which outlines a program and assigns staff responsibilities.  (25 pt.)
25 pt.


1.2
Governing Body or Chief Executive ‑ 25 points

a.
Support safety program through budget appropriations and adoption of municipal policies and procedures.  (15 pt.)
15 pt.

b. 
Attend occasional Safety Committee Meetings. (5 pt.)
5 pt.

c.
Review Safety Committee minutes and accident statistics.  (5 pt.)
5 pt.


1.3
Safety Coordinator ‑ 25 points

A safety coordinator has been appointed and is actively involved in the safety program.  Duties and responsibilities have been defined and written.  (25 pt.)
25 pt.


1.4
Safety Committee ‑ 55 points

a.
Safety committee has been established, or for small members Departmental Safety Meetings are conducted.  (10 pt.)
10 pt.

b.
The Safety Committee meets at least quarterly with mandatory attendance for all members.  (10 pt.)
10 pt.

c.
An agenda is prepared for each meeting and minutes are kept.  (5 pt.)
5 pt.

d.
The Safety Committee reviews loss runs, accident investigation reports and analyzes accidents.  (10 pt.)
10 pt.

e.
All major departments are represented on the Safety Committee.  (10 pt.)
10 pt.

f.
The safety committee has established specific written goals within the last twelve months.  (10 pt.)
10 pt.

1.5 Department Head Participation ‑ 35 points

a.
All department heads have reviewed the goals of the safety committee and have developed plans by which those goals can be implemented in their department.  (10 pt.)
10 pt.

b.
Departments with more than 20 employees have a designated safety leader who has met with the employees at least twice in the past twelve months Meetings are documented.  (5 pt.)
5 pt.

c.
All department heads have reviewed the PERMA Loss Control Manual.  (5 pt.)
5 pt.

d.
Ensures that all employees receive regular safety training.  (5 pt.)
5 pt.

e.
Develops, implements and enforces mandatory departmental safety policies and procedures as appropriate.  For example:  The use of personal protective equipment.  (10 pt.)
10 pt.


1.6
Supervisor Participation ‑ 25 points

a.
Supervisors have given all new employees a basic orientation to safety practices in the workplace.  (10 pt.)
10 pt.

b.
Supervisors investigate all accidents by their employees and complete a report within 24 hours.  (10 pt.)
10 pt.

c.
Supervisors and/or department heads conduct regular documented safety inspections of equipment, machinery and vehicles.  (5 pt.)
5 pt.


1.7
Records Management ‑ 10 points


The following records are maintained in an easily accessible file (10 points):

· Safety policy

· Safety committee agendas and minutes

· Loss control manual

· First reports of injury

· Supervisor accident investigation report

· Written record of self inspections

· DOSH 900 log of injuries and illnesses

· Written record of training conducted
10 pt.

2.
LOSS PREVENTION ‑ 100 points


2.1
Pre-Placement Physicals ‑ 15 points

a.
Pre-placement physicals are conducted for all positions for which strenuous activity is required.  (10 pt.)
10 pt.

b. 
Pre-placement physicals are conducted for all employees entering service with the member.  (5 pt.)
5 pt.


2.2
Inspections ‑ 60 points

a.
The member cooperates with PERMA in all site inspections.  (5 pt.)
5 pt.

b.
The member responds to all recommendations made by PERMA as a result of the inspection within 30 days.  (25 pt.)
25 pt.

c.
Implementation is scheduled or corrective action is taken promptly.  (20 pt.)
20 pt.

d.
The member conducts self inspections at least twice a year for small members and quarterly a year for larger members.  (10 pt.)
10 pt.


2.3
Training ‑ 25 points

a.
All department heads and supervisors with more than two years in the position have attended at least one PERMA safety orientation or training program.  (5 pt.)
5 pt.

b.
Training programs attended by the employees and management are evaluated by the safety committee or Safety Coordinator for value.  (10 pt.)
10 pt.

c.
Required OSHA training is provided and documented.  (10 pt.)
10 pt.

3.
ACCIDENT MANAGEMENT (120 points)


3.1
Reporting of Claims ‑ 20 points

a.
All Quick fax reports of accidents are completed in a timely fashion.   (10 pt.)
10 pt.

b.
PERMA, through the claims administrator, is notified of any major accident within 24 hours.  (10 pt.)
10 pt.


3.2
Transitional Duty Program ‑ 100 points

a.
Steps have been taken to implement a transitional duty program.  (15 pt.)
15 pt.

b.
Transitional duty is informal on a case by case basis.  (25 pt.)
25 pt.

c.
A transitional duty program has been written and includes:


1) Designated jobs in each department.  (20 pt.)
20 pt.

2) Specific time limits are set.  (20 pt.)
20 pt.

3) Transitional duty includes off the job injuries.  (20 pt.)
20 pt.

4.
SPECIAL SAFETY PROGRAMS (55 points)


4.1
Personal Protective Equipment ‑ 30 points

a.
Employees are issued all required personal protective equipment.  (15 pt.)
15 pt.

b.
Employees are instructed on mandated proper use of personal protective equipment.  (15 pt.)
15 pt.


4.2
Back Program ‑ 25 points

a.
The member is working on the implementation of a back program designed to prevent employee injury to the back.  (10 pt.)
10 pt.

b.
A back program has been implemented.  (15 pt.)
15 pt.

5.
FLEET SAFETY (55 points)

5.1
Drivers License ‑ 10 points

a.
Drivers of municipal vehicles have background license checks before hire.  (5 pt.)
5 pt.

b.
License validity checks are conducted on a periodic basis.  (5 pt.)
5 pt.


5.2
Driver Training ‑ 20 points

a.
All new drivers have an orientation session.  (5 pt.)
5 pt.

b.
All drivers complete defensive driving course within two years of employment and every three years thereafter.  (10 pt.)
10 pt.

c.
Driving performance is reviewed in any performance evaluation of a position with major driving responsibilities.  (5 pt.)
5 pt.


5.3
Driver and Vehicle Evaluation ‑ 25 points

a.
Drivers' vision is tested on hire and every four years thereafter.  (5 pt.)
5 pt.

b.
Drivers conduct pre-trip and post-trip inspection of vehicles. (10 pt.)
10 pt.

c.
All vehicles have preventive maintenance records.  (10 pt.)
10 pt.

6.
RESULTS The member has instituted steps that have produced demonstrable positive results. (100 points)

a.

      pt.

b.

      pt.

CHAPTER 1 - LEADERSHIP
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WHAT YOU NEED TO KNOW

No loss control program has a chance of being successful without the full and active support and participation of top management.  Token support will not work.  Employees will not take any loss control program seriously unless they see top management taking it seriously.

Fortunately, for top management, active promotion of a comprehensive loss control program is a win/win proposition.  Reducing the frequency and severity of employee injuries is a concept that is of equal interest to both employees and management.  No employee wants to be seriously injured such that they cannot work and enjoy a normal off the job life.  Similarly, management understands that a reduction in injuries will improve productivity and reduce the cost of workers' compensation insurance.  It will also improve morale.

The development and enhancement of a loss control program deserves and needs a high priority from the top elected and appointed officials in the community.  The amount of money spent on workers' compensation and the rising nature of these costs makes it a major cost to control.  The right of all employees to the safest possible work environment needs no further justification.

Top management can make a real difference by reviewing the specific steps in this loss control manual and making a commitment to make it happen in the community.

WHAT YOU NEED TO DO

Below are six specific steps that top management can undertake to display the necessary leadership for an effective loss control program.  Whether it is a mayor, a manager, a town supervisor, a clerk/treasurer or some other administrative position, the following steps provide a good start to an effective program.  These steps are important but not time consuming.  They can be easily woven into the other duties of the position.

1.  Issue a Policy Statement

Top management can set the stage for a serious loss control program by a simple promulgation of a "Safety Policy Statement."  The purpose of the statement is to make a formal declaration that the community and the community leaders are committed to the development of the safest possible work environment.  A sample statement is shown below.  This is only an example; your community should feel free to develop one that is more meaningful for you.  

SAMPLE STATEMENT OF MANAGEMENT SAFETY POLICY
The personal safety and welfare of our employees, as well as the general public, is a primary and continuing concern of the (Municipality).  It is our goal to provide every employee a place of employment free from recognized hazards that are a potential cause for serious physical harm or health impairment.  To accomplish our goal, 

Management will:

· Implement progressive accident prevention programs, systems, and techniques;

· Provide a work environment where identified occupational hazards are controlled when elimination is not feasible;

· Cooperate with government and labor to optimize employee safety and health.

Department Heads, Supervisors and Foremen will:
· Be responsible and accountable for a superior level of employee protection and performance;

· Institute work practices which reflect the safest, most efficient methods available for accomplishing the required tasks; and,

· Educate and train employees regarding "on" and "off‑the‑job" hazards.

All employees will:
· Be expected to perform their jobs in the safest and healthiest manner prescribed;

· Be expected to conduct themselves in a way that enhances their personal safety and that of their fellow employees; and,

· Be encouraged to cooperate and contribute towards the overall success of the safety program.

_________________________________ (Highest authority in municipality)
(Name/Title)





(Date)

2.  Appoint a Safety/Injury Coordinator

Top management needs to assign to one individual (or the chief administrative official in smaller communities) the day-to-day responsibility for monitoring the loss control program and the employee injuries that do occur.  This is a very important responsibility but not necessarily one that will consume a lot of time.  Most communities can assign this task to an existing employee with other related duties.

· The Safety/Injury Coordinator should be responsible for the following:

· Report to top management the extent of employee injuries and progress on the loss control program;

· Attend all executive safety committee meetings; prepare agendas and maintain minutes;

· Maintain records of injuries and milestones in the implementation of the loss control program;

· Review reports provided by PERMA claims administration and loss control staff; meet with PERMA as needed; and

· Work with PERMA loss control staff to develop training programs for supervisors and employees.

3.  Establish an Executive Safety Committee

Every PERMA member should have an executive safety committee.  The committee should include the safety/injury coordinator, major department heads and top management.  Committee membership should not normally exceed nine so that the meetings are more manageable.  The operation of the committee is more fully described in Chapter Four of this manual.

The most important point of the safety committee is that it actually meet on a regular basis and that it follow up on decisions made at the meeting.  Again, the committee need not be a big time consumer.  Depending upon the size of the community and the level of worker injury activity, safety committees might meet anywhere from quarterly to monthly.  It is better to have fewer meetings that are more heavily attended and where follow up occurs than to have more meetings where attendance is lower and where there is less follow up.

Top management should develop the committee and make the appointments to the committee.  They should attend at least the first meeting and then as many continuing meetings as possible.  Attendance at safety committee meetings shows visible support from the top.

PERMA Loss Control personnel can assist any member in the establishment of a committee.

4.  Establish Measurable Goals

One of the first tasks of the safety committee should be to establish realistic, aggressive and measurable goals.  The goals should be determined after a review of existing safety conditions and the current level of work injuries.  Based upon that data, goals meaningful to the community can be developed.

The goals could relate to accident frequency, type of injury (e.g. injuries relating to motor vehicle accidents), workplace practices or any number of other factors that relate to a good safety program.  The important part is to develop goals that make sense for the community, can really be achieved within a year and can be measured.

Goals should be established annually.  PERMA loss control staff can assist with the development of the goals and the proper measurements of achievement.

5.  Incorporate Safety into Performance Evaluation

In communities where performance evaluations exist, contribution to, and participation in, the loss control program should be included in the criteria for personnel evaluations.  This creates a much stronger incentive for the department head, supervisor or employee to work towards the annual goals.

In communities where there is no formal performance evaluation program, participation in, and contribution to, the loss control program should still be considered important to top management.  Since pockets of non-participation or rejection of the program can act like a cancer to destroy general interest in the program, it is important that everyone participate.  Participation needs to be recognized or rewarded in some fashion and non-participation by any department head, supervisor or employee requires some corrective action.

Clearly, unsafe activities should be met with disciplinary action.

6.  Monitor Loss Reports

PERMA provides each member with various reports on a monthly basis.  Other reports are provided on an ad hoc basis as developed.  The community also should be maintaining records on such activities as lost days due to injuries.  These reports are of little value unless they are read.  They provide trends in the frequency and severity of employee injuries as well as the departments with the most and fewest problems.

Top management should take the time to become familiar with the various reports that are made available to the members.  They should at least review the summary information that is available.  PERMA staff can assist in understanding the reports and showing how summary information can be reviewed very quickly.  PERMA can also develop some custom reports at the request of the member.

The important point is that top management should have a general idea of the level of employee injuries within the community and any trends in the causes.  This provides the necessary background to establish the goals of the loss control program.

CHAPTER 2 - DEPARTMENT HEAD PARTICIPATION
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WHAT YOU NEED TO KNOW

The general risk management duties of all department heads should be to maintain and promote safe and healthful working conditions throughout the department.  Department Heads should ensure that all loss control policies and procedures are implemented and enforced.

Department Heads maintain and review all incident/accident reports, which involve their area of responsibility, and cooperate and coordinate with other staff in the disposition and resolution of claims and recommendations for improvements.

On a regular basis, the Department Head should schedule training seminars that will aid the employees in completing their daily tasks safely.  They are also responsible for ensuring that equipment, facilities and programs have safety measures built into them, and that appropriate OSHA and Consumer Product Commission guidelines are considered.

WHAT YOU NEED TO DO

The role of a Department Head is a necessary link in the safety chain.  Department Heads are the communicators between employees and administrators.  Communication between administrators and employees must be positive to ensure that safety practices are accepted.  The following steps will help in developing the safety responsibilities for the individual Department Heads.

1.  Train All Department Heads on the Purpose of the Loss Control Program

Department Heads should be charged with the general promotion of health and safety in their particular department.  The risk management duties of the department heads should be communicated by administration, stressing the importance of safe work practices and how they will benefit the individual departments.  Not only is their primary role to promote health and safe working conditions and practices, they serve as a primary contact for risk management and loss control activities within their departments.

2.  Participate in Executive Safety Committee or Meet Regularly with Safety Coordinator

Where appropriate, a departmental safety committee should be formed.  In larger municipalities this would be proper practice; particularly in large departmental units of over forty employees.  This provides an avenue for safety discussion among the selected departmental safety committee members to assist in the development of safe work practices, review accidents, and to suggest departmental safety policy.

In smaller municipalities, the department head should assume the role of the departmental safety coordinator and assure that safety related concerns are transmitted and communicated to all employees on a regular basis.  This could be accomplished as a part of any regularly scheduled departmental staff meetings.

Documentation of safety meetings, whether formal or not, should be maintained in the department's safety files with a copy sent to the Safety Coordinator.

3.  Establish Department Safety Committee in Departments with >20 Employees

Safety committees of various types are found in any successful safety organization.  They in themselves should not be considered a "safety program," but they do have basic functions.  No matter the size of the department, safety committees are responsible for the same functions.  All committees should:

a. Create and maintain an active interest in safety.

b. Serve as a means of safety and health communications.

c. Make inspections and recommend methods for elimination of hazards.

d. Provide information towards improvement of the safety program.

e. Review accident reports and assist in the development of methods to prevent recurrence.

Although records of activities should be kept and procedures should be in writing, the paperwork should be kept to a minimum.  A record-keeping system that requires excessive writing and filing is a waste of valuable time and effort.  KEEP IT SIMPLE.

A department with more than twenty employees should give consideration to identifying several key line employees and supervisors to participate in the safety committee.  It should then be their responsibility to inform the remainder of the staff via safety memos, including safety on the individual departmental meeting agendas, developing payroll attachments, etc.  PERMA Loss Control personnel are available to assist any member in the establishment of a safety committee.

4.  Develop Departmental Safety Policies

Each department head is responsible for the safety and well being of his/her employees.  Therefore, it is essential that departmental safety guidelines be established which are specific to that department's needs and safety concerns.  For example, in Public Works, this might include safety guidelines for setting up roadway barriers around a work site.  In Parks & Recreation, it might require specific personal protective equipment to be worn while using a weed trimmer.

Once established and written, these guidelines should be reviewed with all employees on a regular basis as part of the departmental safety training effort.  Copies of all safety guidelines should be provided to the Municipal Safety Coordinator.  A sample departmental safety policy appears in Appendix 1.

5.  Develop Departmental Training Program in Departments with >20 Employees

It is the department head's responsibility to assure all employees receive adequate safety training.  There are several specific, annual safety-training requirements, which must be, met under Federal and State OSHA guidelines.  These must be included as a minimum safety training effort.  Other training, as effects the individual's job or task, must also be included.  In all cases any training must be documented as to the type of training completed, date, purpose of the training, who attended, who conducted the training, and signature of the department head or supervisor in charge.  Copies 

of training documentation should be kept in the department head's safety files and a copy sent to the Safety Coordinator.

At the beginning of each year, each department head should outline the safety training to be accomplished and include this as a part of the departmental safety goals and objectives for the year.  This should fit in with the municipality's overall safety program objectives.

6.  Monitor Supervisor Performance Regarding Safety Management

The role of the supervisor, department head, and other administrative personnel in instilling and promoting positive employee safety performance cannot be over-stressed.  Accordingly, supervisory staff should be expected to, and held individually accountable for, working closely with the Safety Coordinator to achieve necessary coordination of safety activities.  To this end, position descriptions and performance evaluations for all personnel should consider safety as a key element of successful job performance.

Below is a sample section from an Employee Evaluation form where safety performance is specifically outlined.  This sample could be used as a guide in developing a policy for evaluating safety performance.

EMPLOYEE EVALUATION OF SAFETY PERFORMANCE
INITIATIVE: The combination of job interest, dedication, and willingness to extend oneself to complete assigned tasks.

 Exceptional

 Very Good

 Good

 Acceptable

 Unacceptable

TEAMWORK:  The working relationship established with fellow employees in the working environment.

 Exceptional

 Very Good

 Good

 Acceptable

 Unacceptable

DEPENDABILITY:  The reliance that can be placed on an employee to persevere and carry through to completion any task assigned.  This also applies to attendance and punctuality.

 Exceptional

 Very Good

 Good

 Acceptable

 Unacceptable

SAFETY AND WORK ENVIRONMENT:  Has a safe and pleasant work environment been maintained in this area?  Is the work area clean, uncluttered and free of hazards?  What safety programs have been implemented?

 Exceptional

 Very Good

 Good

 Acceptable

 Unacceptable

PERFORMANCE SUMMARY:

CHAPTER 3 - 
SUPERVISORY STAFF PARTICIPATION
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WHAT YOU NEED TO KNOW

The supervisor has the greatest responsibility to the Loss Control program.  A supervisor has the full responsibility for the safe actions of his/her employees and the safe performance of machines and equipment under their jurisdiction.  The supervisor should ensure that all administrative policies developed in regard to Loss Control are fully communicated and implemented, and work towards maximizing the safety and efficiency of every job under their control.

WHAT YOU NEED TO DO

The following nine points greatly define the major responsibilities of supervisors to both the municipality and the employee.  Supervisors are the key to any good safety program, they must be educated to accept this responsibility for it cannot be passed along to any other individual or to any committee.  Administration's guidance and participation is necessary in order to enlist and maintain employee interest in the safety program.

1.  Serve on Department Safety Committee

Where appropriate, as dictated by the size of the organization, supervisors should be responsible for serving on departmental safety committees.  The supervisor should relay any suggestions and/or concerns the department may have to the Department Head for discussion and review.

2.  Train All Supervisors on Loss Control Program

All supervisors should be trained in the specifics of the municipal safety program and the direct responsibilities that are given to them.  All supervisors should provide adequate job training and continuing safety instruction to all employees in their department, focusing attention on potential hazards and changes in work conditions or procedures.  In the event of an accident or incident, Supervisors should also promptly and thoroughly investigate all conditions and reports and make certain that the recommended corrective action is implemented.

3.  Orient All New Employees on Loss Control Program

Statistically, new employees have a disproportionately high number of accidents in the first year of employment.  This is mainly due to lack of training and inexperience.  All newly hired employees should be briefed on safety program requirements within each department by the supervisor.  A New Employee Safety Orientation form should be completed by the supervisor, signed by the employee and a copy placed in the employee's personnel folder.  

Starting a new job is always exciting...new challenges, new responsibilities and new opportunities that the new employee will want to make the most of.  To really take full advantage of these opportunities, the new employee will need to have a thorough understanding of what the new job is all about.

What's expected of the employee?  How do you get the job done?  What kind of support and assistance can be expected?  You wouldn't, and probably couldn't, go to work without the answers to these all-important questions.  That's because the answers to these questions will determine how productive, how proficient and, ultimately, how happy the person will be in that job.

Similarly, a complete awareness of the new job's safety rules and guidelines is equally important in getting off to the right start.  The safety information provided is important in determining how successful they will be.  

A new employee is faced with the challenge of learning new techniques and working with equipment that may be unfamiliar.  The goal is to be safe and injury-free.  The below New Employee Safety Orientation form can be copied directly OR it can be modified for your specific location.

PERMA NEW EMPLOYEE SAFETY ORIENTATION CHECKLIST


Employee Initials
Employer Initials
Date Completed

1.  "Right to Know" Orientation




2.  Employee given copy of Safety Rules/Procedures




3.  Reporting unsafe conditions/safety suggestions




4.  Department safety rules & procedures discussed




5.  Role of Safety Committee reviewed




6.  Safety Devices reviewed*




7.  Personal Protective Equipment provided*




8.  Lifting techniques discussed/reviewed




9.  Medical/First Aid- Injury reporting practices reviewed




10.  Emergency procedures reviewed




11.  Housekeeping practices reviewed




12.  Personal Hygiene practices reviewed




13.  Obtained copy of driver's license




14.  Obtained copy of CPR card




15.  Storage of materials- procedures reviewed*




16. Fire protection practices reviewed




17. Form packet reviewed




  Accident report- Auto/truck




  Workers' compensation form




  Occupational Illness/Injury




  Unsafe condition report




  Near miss




*Where appropriate

______________________________________________

_________________________________________________

SUPERVISOR







DATE

EMPLOYEE







DATE

Documentation of training provided to all employees should be made.  You may use the form below for such documentation.

TRAINING DOCUMENTATION FORM

TOWN/VILLAGE OF ___________________________

A record shall be maintained of all training that an employee receives, whether by someone in the Department or by an outside source.  These training records will be maintained in the employee's personnel records and a copy will be forwarded to the Safety Coordinator for placement in the central files.  Training records should be in the following format:

I, __________________________________________(print name) attended a class or received training on




(date) on the subject of 















.  The instructor was from 














(organization).

_________________________________________

(signature)







(date)

4.  Investigate All Accidents within 24 Hours and Complete Report

All accidents must be reported to the employee's supervisor immediately.  The supervisor or department head must then complete a thorough accident investigation report for submittal.  The "QuickFax" report must be completed on all injuries and faxed to PERMA with 24 hours.  The New York State form (C2) must also be completed and mailed to PERMA promptly.  A copy must be sent to the safety coordinator and/or personnel office responsible for submitting the injury notice for Workers' Compensation purposes.

In all cases, the "QuickFax" report must be completed on the day of the accident and the C2 report must be completed and submitted by the next working day.

5.  Enforce the Utilization of Departmental Safety Procedures, Including Protective Clothing

When violations of policies (policies which are directly associated with saving lives, preventing injuries, or eliminating lawsuits) occur, corrective action should be immediate and positive.  Disciplinary action should be taken when any person causes injury to himself and/or to others or destroys/damages equipment either by willfully violating safe work rules or by disregarding traffic regulations or by demonstrating an attitude of indifference or defiance.

The correction of improper performance that leads to the unsafe act requires much more attention that the correction of mechanical and machine hazards.  Further, the correction of improper or unsafe actions requires possible instruction, a demonstration of how to do the job, and the follow up to see that the instructions are being applied on the job.

Disciplinary action resulting from safety violations should be monitored closely by the Department Head, the Supervisor, the Administrator, and Safety Coordinator.  In cases where little or no action is taken, those supervisors responsible should be required to justify their lack of action upon receipt of an inquiry.

The designation and use of personal protective equipment for all jobs that have an inherent injury potential should be specified by the supervisor involved.  Detailed specifications for the design, purchase, and use of all personal protective equipment should be coordinated among authorized department personnel, supervisors, and users.  Employees should be fully accountable for the use of specialized protective equipment provided by the employer.  Sample Departmental Safety Procedures are included in Appendix 2.

6.  Inspect Facilities and Equipment on A Regular Basis

A regularly scheduled self-inspection of facilities for safety related problems should be instituted.  Document the inspection and any items needing attention.  Complete a written report and send copies to the Department Head and Safety Committee.  Establish follow-up action dates for completion of targeted items.  An outline and a form for self-inspections appear below.

SELF INSPECTION PROGRAM IMPLEMENTATION OUTLINE

I.  Inspection Zones
Divide the facility into inspection zones based on building structure, fire zones, activity areas or other criteria.

II.  Documentation
Utilize the Self-Inspection Checklist/Report form based on the specific needs of each inspection area.

III.  Inspection Teams
Establish two-member inspection teams to help ensure that all obvious hazards are noted.  Teams for quarterly inspections may include administrators, members of the safety committee, or other key personnel.  Monthly inspections by maintenance personnel may be conducted with the assistance of an area worker.

IV.  Inspection Process
Conduct an inspection in each zone utilizing the Self-Inspection Checklist/Report.  Assign a reference number to each hazard indicating the year, month, and number of the hazard in that particular inspection zone.

V.  Recommendations
Develop a list of recommendations that identify the hazards in each inspection zone and possible corrective measures.  Forward the recommendations for each zone to the appropriate administrative or maintenance personnel for follow-up.

VI.  Follow-up Inspections
Utilize the list of recommendations as a guideline during the next follow-up inspection to help ensure that all hazards have been corrected.  Re-list all "outstanding" hazards by their original identification number in the next list of recommendations to focus attention on these pending items.

VII.  Records
Maintain copies of past Checklist/Reports, recommendation lists, and follow-up corrective measures for each inspection zone to verify this important part of the beneficiary safety program.

MONTHLY SAFETY CHECK
Date:  









Department:  









Supervisor:  










Indicate Discrepancy with an (X)

General Area
 Floor Conditions

 Special Purpose Flooring

 Aisle Clearance Markings 

 Floor Openings Require Safeguards 

 Railings Stairs Temp/Perm 

 Dock Board- (Bridges/Plated) 

 Piping- Water/Steam/Air 

 Wall Damage 

 Ventilation 

 Other 

Illumination - Wiring
 Unnecessary/Improper Use

 Lights on During Shutdown

 Frayed/Defective Wiring

 Overloaded Circuits

 Machinery Not Grounded

 Hazardous Location

 Wall Outlets

 Other

Housekeeping
 Floors

 Machines

 Break Areas/Latrines/Lavatories

 Waste Disposal

 Vending Machines/Floor Protection

 Rodent/Insect/Vermin Control

Vehicles

 Unauthorized Use Prohibited

 Operating Defective Vehicle

 Reckless/Speeding Operation

 Failure to Obey Traffic Rules

 Other

Materials Storage

 Hazardous & Flammable Materials Not Stored Properly

 Improper Stacking/Loading/Securing

 Inadequate Lighting/Warning Signs/Ventilation

 Other

Tools
 Power Tool Wiring

 Condition of Hand Tools

 Safe Storage

 Other

First Aid
 First Aid Kits Stocked

 Stretchers/Fire Blankets/Oxygen

 CPR Masks

 Other

Machinery
 Unattended Machines Operating

 Emergency Stops Not Operational

 Platforms/Ladders/Catwalks

 Instructions to Operate/Stop Posted

 Maintenance Being Performed on Mach. in Operation

 Guards In Place

 Pinch Points

 Other

Security
 Doors/Windows Secured

 Alarms Operational

 Department Shutdown Security

 Equipment Secured

 Unauthorized Personnel

 Other

Fire Protection
 Fire Hose/Extinguishers Mounted Properly

 Extinguishers Charged/Properly Located 

 Extinguishers/Alarms Accessible

 Exit Lights/Doors/Signage/Stairs 

 Other

Comments: 

Inspected By: 










7.  Monitor Toxic Substance Compliance

As part of the annual review of toxic substances and required employee training, the supervisor must assure all employees are properly trained and are complying with any safety requirements for safe handling of toxic substances.  The supervisor must be knowledgeable concerning compliance requirements.  The information in Appendix 3 will assist you in explaining the Hazard Communication Program.

8.  Certify Equipment Operators

All operators of equipment, such as backhoes, snowplows, or other specialized equipment, must be properly trained to operate this equipment.  No unauthorized personnel should be permitted to operate this type of machinery or equipment.  The supervisor must ensure that authorized operators have received proper training and are current in their training requirements.  Documentation of certification of operators of specific equipment must be kept on file.  Where specified retraining is required, this must also be accomplished and documented.

9.  Departmental Training 

Other safety training should be conducted by the supervisor in accordance with departmental safety training goals and objectives.  Documentation of all training must be kept on file in the department head's safety file with a copy sent to the safety coordinator.

CHAPTER 4 - SAFETY COMMITTEE DEVELOPMENT

[image: image5.wmf]
WHAT YOU NEED TO KNOW

Every municipality must establish an "Executive Safety Committee" which should include all major department heads and the safety coordinator.  This group may meet separately or as a part of a regular staff meeting.  In either event, the committee should focus on current accident prevention problems and what can be done to solve them.  In addition, this committee should set realistic safety performance goals and objectives for the year, develop and implement methods to measure safety performance, and institute a safety policy.

Effective safety committees may vary in size and functions, but all have one thing in common:  they must have strong support from administration.  Administration's guidance and participation is necessary in order to enlist and maintain employee interest in the safety program.

WHAT YOU NEED TO DO

The purpose of a Safety Committee is to provide a means for implementation of the Loss Control Program.  The Safety Committee's responsibilities include the planning of Safety Programs, inspections of facilities and training of employees.  Safety Meetings are always an effective means of exchanging safety and health related ideas, concerns, and issues between staff, supervisors, department heads, and administration.

1.  Meet on Regular Schedule

Whether the committee meets separately or during the staff meeting, safety issues should be discussed on a monthly basis or more often as safety concerns dictate a need.  This is important when monitoring the success of training programs, policies and procedures, corrective action measures, etc.  Monthly meetings will help maintain regular discussion of every day work practices, and ensure all members will keep safety in mind both on and off the job.

2.  Develop Agendas for Meeting; Maintain Minutes

Copies of the Safety Committee Meeting Agenda and Minutes should be kept with the safety/injury coordinator.  Any departmental Safety Committee Meeting Agenda and Minutes should be kept with the Department Head and a copy should be sent to the Safety/injury Coordinator.

Although records of activities should be in writing, the paperwork should be kept to a minimum.  A record-keeping system that requires excessive writing and filing can be a waste of valuable time and effort.  Use the following Sample Safety Committee Meeting Agenda and Minutes form as an example.


SAMPLE SAFETY COMMITTEE MEETING AGENDA AND MINUTES
1.
Attendance

2.
Review and approval of past meeting minutes

3.
Discussion of self inspection on the administration facility

4.
Review accident/incident reports and discuss corrective action

5.
Preview the "Work Place Safety" training program

6.
Discuss additional Safety Training Topics

7.
Other concerns

8.
Set next meeting date

3.  Establish Annual Goals; Monitor Performance

In order for a committee to function successfully, goals and objectives should be formulated on a regular basis.  Goals and objectives will ensure the committee has particular safety concerns that will be addressed.  An action plan should be developed to accompany these objectives to monitor the progress being made in reducing the human and dollar losses attributable to accidents and injuries, as well as in formalizing Safety Program Development.  The following are helpful examples when developing your goals and objectives.

a. A new employee orientation program should be developed to review safe work practice with each new employee.

b. All Job Descriptions should be rewritten to include safety responsibilities.

c. Driver orientation should be conducted at the time of hire and should be documented.  Annual refresher training is recommended for all drivers.

d. Self-inspections of all facilities should be documented and conducted on a regular basis.  Corrective action should be completed on noted hazards as soon as possible.

4.  Review Safety Procedures

Once formal safety procedures are developed, they should be updated and reviewed on a regular basis.  As time progresses, obsolete machinery and equipment are disposed of and new equipment and work practices are developed.  Remember to provide refresher training to existing employees and orientation training to all new hires.

5.  Review Major Accidents or Frequency Problems

All accident reports should be reviewed and preventative measures/procedures should be discussed to help reduce the chance of accident recurrence.  When reviewing all reports look for trends that may be developing and begin to search for corrective action.  Once a trend or problem is noted, the committee should develop recommendations to tackle safety problems.  An example of a recommendation is:

No guards, safety appliances, or devices should be removed from machinery or equipment or made ineffective except for the purpose of making immediate repairs, adjustments or lubrications, and then only after the power has been shut off.  All guards and devices are to be replaced immediately after completion and repairs and adjustments.

6.  Develop Employee Safety Handbook

An employee safety handbook should be developed for all employees.  This handbook will inform the employees as to the safe work practices stressed by the municipality and hold the employee accountable for his/her actions.  The handbook should be reviewed and updated on a regular basis.  Once any changes are made, all employees should be informed.  An example of an employee safety handbook is included in Appendix 2.

7.  Encourage Suggestions From Workforce

All employees should be encouraged to provide safety suggestions.  Suggestions can include additional training seminars on particular topics, new videos, a more efficient way to complete a task, etc.  Employees must understand that the comments and suggestions they make about the safety program are being discussed at committee level and once decided upon, a response will be provided.  The suggestion program makes employees feel they have an active role in the safety program.

CHAPTER 5 - LOSS CONTROL
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WHAT YOU NEED TO KNOW

Within the operational activities of any endeavor, there may be exposure to personal injury or property damage that may be unintentionally hidden.  Reviews of operations should include consideration of problems and/or errors that could occur as it relates to the environment, equipment, job procedures, and personnel.  Accidents are unplanned events.  Proper planning can control accidents.  Most accidents are preventable.  Loss Control is to initiate such preplanning as is necessary to minimize unsafe acts, contain environmental hazards and control unsafe conditions.

WHAT YOU NEED TO DO

Loss Control is an important aspect of any organization.  The fundamental principle of Loss Control is the identification and measurement of risk.  The reduction and elimination of risk provides a profitable goal in terms of both money and the safety and well being of those involved.  The following paragraphs illustrate methods of reducing risk in your organization.

1.  Increase Employee Safety Awareness with Posters, Articles, etc.

2.  The Employee’s Role in Accident Prevention

Oftentimes, following a safety meeting, an employee will remark:  "What can I do about accident prevention?  I just work here."  And, more often than not, one finds it hard to come up with a quick answer to that question.  It is obvious though, that since safe, or unsafe conditions, and practices, occur at the employee level, there must be a lot the employee can do about accident prevention.  In fact, he/she has almost total control of safety procedures in your organization.  Following are a few answers to that question:

a. Accept accident prevention as part of your daily duties, and as a personal challenge.
b. You can't pass the buck and leave it to the other employee.

c. Report unsafe working conditions.  If you see an unsafe working condition, report it promptly to your supervisor.

d. Avoid horseplay, and discourage others from playing practical jokes.

e. Follow instruction.  Stick to safe, approved methods and do the job the right way.  Your supervisor has considered beforehand the best, and safest way to undertake the job.  Follow his/her plan or you may inadvertently create an unsafe condition for fellow workers.  If you're not sure of what or how to do it, ask your supervisor.

f. Make suggestions.  Develop an interest in your work and study your job.  Find out how your work ties in with the work of others.  Try to improve methods and quality, and you will also improve safety.  Discuss your ideas with your supervisor.

g. Keep your work area and equipment neat and orderly.  Don't let unnecessary trash, materials and equipment accumulate.  Maintain a safe place to work.

h. Dress for the job.  Dressing safely will help you work safely.  Leave off rings; wear appropriate shoes; don't wear oil-soaked or too loose clothing.  Dress cool in summer and warm in winter.

i. Develop a Safety Attitude

Many times employees think that safety is so much a part of their job that they don't need to think safety.  Nonetheless, here are attitudes you must develop if you are to make safety work for you and if you are to do your work without accidents:

1) Accidents can be prevented

2) Preventing accidents is more important than blaming the people who cause them

3) Safety rules and regulations are reasonable and important

4) The employees that I work with will respect me for practicing safety

5) Safety is a mark of intelligence and skill

6) It's dumb to take chances

7) I have a responsibility to do something toward correcting any hazard that I see

8) I have a right to be in a safe work environment, and not get hurt

9) I don't get paid to be hurt

Any worker who develops attitudes such as these will not only work safely and avoid accidents, he/she will also be a strong force for safety in the workplace.  Additional information is provided in Appendix 4.

3.  Influencing Attitudes for Safety - The Positive Approach

Attitudes have much to do with employee safety performance and job performance.  Many safety people have made the mistake of talking mainly about the attitudes that cause accidents.  Some of these are:

· Safety is just a matter of chance.  

· I'll get it when my number is up.
· It's necessary to take chances to get anything done.
· If I'm tough and strong I can take chances and get away with it.
· They don't really care about safety.
These "Attitudes for Accidents" may have been overemphasized, since it often amounts to scolding or finding fault and, as such, really doesn't change any attitudes. If we want people to have good attitudes toward safety, we ought to think about what the safe attitudes are.  Here are a few:

· Accidents have causes.  They can be prevented.
· Accidents interfere with production.  Safe work is efficient work.
· Management is truly interested in safety and so are the people who work here.
· My fellow employees will respect me if I show good judgment and work 
safely.
· Working safely is a mark of skill.  We are proud of our safety record.
There are many other Attitudes for Safety.  If we accept positive attitudes for safety they will rub off on the people we associate with and become a part of our daily conversation.  Attitudes grow and like anything that grows, they flourish best in a favorable environment.  So if we create a good environment for safety ideas, everyone is more likely to accept them.

Attitudes also are influenced by example.  If we set an example of working safely and working for safety, others will be influenced by what they see.  Particularly, new employees are influenced by the behavior of veteran workers and others whom they look to as leaders.

Attitudes for safety will grow if people take part in discussions about how accidents can be prevented.  It is natural for people on the job to talk about accidents.  If the ideas expressed are sound it tends to kill off the unsound, superstitious beliefs.

4.  Institute Pre-Placement Physicals

The purpose of pre-placement physical examinations is to determine whether or not the employee's physical fitness is consistent with the job's physical requirements.

The objectives of pre-placement examinations are:

a. To measure the medical fitness of individuals to perform their duties without hazard to themselves or others.

b. To assist individuals in the maintenance or improvement of their health,

c. To detect the effects of harmful working conditions and advise on corrective measures,

d. To establish and record the condition of the individual at the time of each examination.

These objectives hold benefits to the employees, the employer, and the community.  The emphasis of the objectives is toward proper job placement, not simply the exclusion of the physically imperfect individual from employment.  In light of recent legal developments in the areas of discrimination in employment, this principle is important.

Subsequent physical examinations should be required in the following instances:

a. An injured employee who has recently received medical attention should have medical approval before he returns to work.

b. An employee who has been absent from work for 30 or more days should have medical authorization before he returns to work.

c. When there is doubt as to an employee's physical well-being following absenteeism because of illness or any other time, he should be sent to the authorized medical facility for examination.

d. Incumbents of critical occupations should be reexamined on a periodic schedule.

The results and findings of the physical examination, for pre-placement, annual or reevaluation, should be treated as confidential.  Information should not be provided to anyone outside the normal processing agencies involved in hiring an individual without the individual's expressed consent in writing.  Additional information is provided in Appendix 5.

5.  Implement Recommendations of PERMA and Self-Inspections

One of the most important aspects of any effective safety program is the implementation of a comprehensive self-inspection program.  Periodic self-inspections of buildings and grounds by members help identify and correct hazards before an accident or injury occurs.

a.  Self-Inspection Format

Each building and area should be divided into small, manageable inspection zones based on structural units within the facility, fire zones, activity areas, or other criteria.  This breakdown into small inspection units should facilitate a staggered building inspection schedule by member personnel during convenient times.  These self-inspections should be conducted by two-member teams to improve inspection efficiency and to help ensure obvious hazards are identified and corrected.

b.  Documentation

A Self-Inspection Checklist/Report should be utilized to document the inspection process. The report should include a short checklist section of safety concerns common to each building, room, or area.  A second section should be provided for a list of specific hazards identified during the inspection.  This section will typically include those safety hazards that occur infrequently such as a missing machine guard, broken window, or crumbling sidewalk.  The hazards cited in each section should be described in detail and clearly indicate the exact location of the hazard for prompt follow-up/corrective measures.

Self-Inspection Checklist/Report forms may be developed for specific areas to help improve inspection efficiency.  Hazards common to a maintenance shop, for example, vary considerably from safety concerns at a swimming pool.  Supervisors in high-risk areas can help identify common safety concerns that could be used to develop a Self-Inspection Checklist/Report specific to their area.

c.  Inspection Follow-Up

After the inspection is completed, a list of recommendations should be developed for each building and inspection area.  Each recommendation should include a reference number indicating the year, month, and number of the related hazard on the Checklist/Report.  The list of recommendations should be forwarded to the appropriate supervisor or maintenance personnel for necessary follow-up and should also be used as a guideline during the next self-inspection to help ensure these hazards have been corrected.  Those recommendations not corrected by the next inspection should be re-listed with their original reference numbers as "pending" or "outstanding" recommendations.

d.  Inspection Frequency

Inspection frequency will be determined by several factors including building size, layout, past accident history, and any special concerns or hazards at that facility.  Smaller operations often rely on a monthly self-inspection conducted by the administrator and maintenance supervisor.  Larger operations, however, may expose participants and employees to a wider variety of hazards.  As a result, many of these areas require a weekly self‑inspection by supervisors to supplement the monthly inspections by the building safety inspection teams.  These safety inspection teams usually consist of Safety Committee or safety organization members and will include the safety administrator, maintenance supervisor, and other key personnel.  Supervisors from other high risk areas are often required to inspect their facilities on a more frequent basis.

6.  Undertake a Job Safety Analysis Program

The Job Safety Analysis Program will be referred to as the JSA  It is a continuing systematic effort to identify and analyze the hazards or potential accidents associated with each step of a job.  Once established, a JSA becomes a standard safe procedure that shall be made known to employees for the safe and efficient performance of the job being performed.

A JSA program is a never-ending program.  After introduction of the JSA Program, the main thrust usually will take two or three years to complete.  It is during this time that jobs are analyzed for the first time.  A sustained effort is required for the program to be successful.  No one should be led to believe that developing JSA's is an easy task.  Once the original development phase is completed, the major effort is done.  Thereafter, it is a matter of periodic review and revision as required.

The purpose of a JSA program is not to accumulate a lot of safe job procedures for filing.  The real purpose is to provide supervisors with another tool or training guide to be used for both instruction and re-instruction in the training of their employees.  There is little value in a JSA program that is never put to use.  If supervisors do not use the completed JSA's, then a lot of time and effort will have been wasted.

Experience has proved that a JSA program is effective only if the program is guided and well managed.  If it is badly managed because of poor planning and organizing, by failure to stimulate leadership, and by lack of control, the supervisors are sometimes inclined to just go through the motions of fulfilling a requirement.  The development of the program will start and continue at a slow pace.  See Appendix 6 for more information.
7.  Develop an Incentive Program

Some measure of incentive to promote safety awareness should be considered as an overall part of the safety program.  This could be as basic as a letter of congratulations on achieving a stated safety performance goal or some specific award for a safety "Contest."  In any event, there are some general rules to follow:

a. Include everyone in the contest.  When everyone is included in the plans and execution of the contest, interest is developed quickly.  This means that all departments should take part.

b. Consider the prizes carefully.  One of the elements of a successful contest is the fact that winners are rewarded for their efforts.  This is a must factor and the reward must be adequate to compensate for their performance.

c. Select a novel theme.  The element of excitement in a successful safety contest can best be created by the employment of a novel theme.  Horse races, baseball, and football games are perhaps three of the best known types of contest themes that have been used successfully to encourage participation.

d. Establish complete rules.  Proper planning will eliminate many of the difficulties which might arise later in the contest.  Rules for conduct of the games are of utmost importance.  The more complete and carefully thought out, the better the results.

e. Establish a timetable.  Every contest has some time limit imposed on it or it wouldn't be a contest.  When will the contest start?  How long will it last?  Will there be a halfway mark or seventh-inning stretch?  Will prizes be awarded during various stages of the contest?  Will individual team standings be posted at the quarter, half time, and when the contest is almost over?

f. Have an adequate budget.  A truism of business is that you have to spend money to make money.  A safety contest can only be effective if an adequate budget is set aside.

g. Selling the idea.  Once a safety contest is started, the selling job is not complete.  It is important to keep selling the idea during the entire period.  A frequent report of participants' standings is a device used to keep employees interested.  Daily postings, if possible, will build and retain interest.

8.  Implement Changes in Work Practice as a Result of an Analysis of Losses

When reviewing accident and incident reports, loss summaries, etc., you may begin to find trend information.  If a trend occurrence is noted, corrective action should be decided upon immediately, before another incident occurs.  For example, if you have six slip/trip/fall accidents within one week, in the same corridor of court house, a trend has developed.  Contact should be made with the maintenance department to find out if there is a leak which is producing a wet floor, improperly waxed floors, broken tile, frayed carpet, etc.  Once a problem has been documented, any follow up action should also be included.

CHAPTER 6 - ILLNESS AND INJURY CONTROL
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WHAT YOU NEED TO KNOW

Members can control the overall cost of a claim with the right procedures that encourage rehabilitation and early return to work.  Supervisors and department heads need to assume a greater role.

WHAT YOU NEED TO DO

In developing an Illness and Injury Control program for your municipality, proper accident reporting and investigation, coupled with a formal modified duty program will ensure a comprehensive approach to curbing employee accidents and illnesses.

1.  Report and Investigate All Major Accidents Immediately

Each accident regardless of whether it results in a personal injury, property damage or a near miss should be investigated to determine the actual cause and to take proper action to prevent recurrence.

The accident should be investigated by the supervisor of the injured employee or department involved.  The investigation should be conducted as soon as possible to get the most accurate information.  Your purpose is to obtain facts and prevent recurrence‑not place blame.

Steps to Follow:

a. Obtain notice of event.

b. Go to the scene immediately.

c. Find out what happened.

d. Determine accident CAUSES.

e. Develop and implement corrective action.

f. Complete all sections of the Supervisors Investigation form.

g. Report to management.

h. Follow up.

This Guide is to stimulate questioning in determining the DIRECT and INDIRECT accident causes.  See Appendix 7 for further information.

2.  Develop a Modified Duty Program

Returning injured employees to work is a mission that should be everyone's goal.  Returning injured employees to their jobs as quickly as possible with a minimum of disability and at a minimum of cost is a basic concept that PERMA wants to stress.  An early return to work benefits both the municipality and the employee economically and socially.

Some benefits to consider:

· Reduces Workers' Compensation costs

· Reduces injury severity

· Decreases injury frequency

· Minimizes medical care expenses

· Accelerates the injured employee's recovery

· Reduces employee turnover

· Maintains an experienced workforce

· Promotes employee morale and security

· Improves work ethic

The concept of Modified Duty is practiced widely.  It applies to personnel who sustain a work related injury which prevents them from performing their normal duties, but who nonetheless have "some" work capacity.  Modified duty is considered to be a rehabilitative tool to assist an employee to gain or maintain his/her work tolerance and to give the injured worker a feeling of worth.  Modified duty also helps prevent post-injury emotional problems.

Traditionally, we find that the expense for the lost time in an accident exceeds expense for medical treatment.  Minimizing the lost time expense is the primary purpose of a modified duty program.

Modified duty programs enhance both psychological and physical healing, thus shortening the period of time until the employee is reinstated to full capacity within their normal job.

Physicians in the field of rehabilitation admit that the difference between success and failure is more frequently a factor of mental attitude rather than physical symptoms.  Mental attitude and rehabilitation depend to a large extent on the employee's attitude toward the work, their supervisor, and the municipality.

These procedures apply to any situation where an employee is being treated for a work related injury or illness and is determined fit by the approved physician and the employee's physician to be able to return to work with modified duties or tasks.

Any temporarily disabled employee qualifying for Workers' Compensation benefits, who has been approved to return to work by the treating physician, is eligible for assignment to a modified duty position.  Modified duty assignments will be approved by the Chief Administrator, subject to the following conditions:

· The treating physician's approval of the modified duty job description.

· The availability of a modified duty position within the department where the employee is regularly assigned.

· The availability of modified duty positions in other departments when there are no available modified duty positions in the department where the employee is normally assigned.

The municipality recognizes that the impact of disabling injury or illness to both the employee and the organization can be reduced by returning the employee to good health and productive employment at the earliest possible opportunity.  Early return to work keeps the employee involved with work, shortens the period of disability and assists in the recovery process.  At the same time, early return to work reduces the cost of the injury to the Municipality and makes full use of the recovering employee's potential for productivity.  Appendix 8 has a sample program for your review.
CHAPTER 7 - 
WELLNESS AND HEALTH PROMOTION
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WHAT YOU NEED TO KNOW
The physical and psychological problems people suffer from impact the workplace in the form of increased absenteeism, tardiness, hospitalization, disability, turnover, early retirement for health reasons, accidents, injuries, illnesses, workers' compensation claims, and decreased productivity, quality, and morale.

It is imperative that employers offer a health promotion package to their employees to help curb the daily physical and psychological problems workers may face.  By promoting good health practices, a healthier workforce emerges which is less prone to accidents and injury.

WHAT YOU NEED TO DO

When setting up an employee health promotion program, keep in mind that the goal is to positively modify employee health habits, not regulate employee lifestyles.  Make the program voluntary.  Avoid blame.  Try to motivate employees to exert more influence over their present and future health.  To help employees make informed choices, provide information and professional advisers to assist employees in implementing their choices.  In other words, help employees to help themselves.

1.  Establish a Wellness Program

An incentive to encourage employees to participate in a wellness program should be initiated.  Activities such as blood pressure monitoring, cholesterol screening, completing a "lifestyle" inventory, or participating in a physical conditioning program will not only benefit the individual employee, but will produce a healthier, more fit employee on the job.  Additionally, health screening may assist in the early detection of potential problems which may be addressed before a more serious situation develops.  This program is also beneficial from a morale standpoint, as the municipality is seen as being concerned for their employees' overall health and welfare.  Appendix 9 has additional information on this topic, for your review.
2.  Establish a Back Program

Back injury and pain is one of the most predominant health problems in America today.  Seldom is back pain a result of an isolated incident.  Rather, it is a consequence of a prolonged, systematic maltreatment and abuse of the structural and functional units of the body's supportive systems.  That is to say, that most back pain cases stem from acquisition of "bad habits," such as improper postural pattern, standing and sitting positions, incorrect methods of lifting and carrying heavy objects, and placing sudden and undue strain on the back during local and/or leisure activities in general.  Thus it is absolutely essential that, in addition to the therapeutic exercise, the employee is taught to recognize and eliminate these "bad habits."  Further information on back programs can be found in Appendix 10.
CHAPTER 8 - 
RECORDKEEPING
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WHAT YOU NEED TO KNOW

Well maintained records are essential to develop an information base from which to tailor a loss control and injury control program for each individual member.  It is not difficult to set up a good recordkeeping system and to maintain it.

WHAT YOU NEED TO DO

One of the most important aspects of any safety/loss control program is the maintenance of proper and adequate recordkeeping.  The safety coordinator or designated safety representative should be responsible for retaining all safety records.

1.  Maintain the Requisite Files

Specific safety program records should be maintained.  In some cases, copies of certain records should be kept within the individual Departmental safety program files.  In all cases, a central safety program record keeping file should be maintained for all documented safety program materials and activities.  In general, the following should be maintained in the central safety files:

· Municipal safety policies

· Accident investigation reports ("QuickFax" or other)

· Toxic Substance Control Act compliance information

· New employee orientation materials

· Training documentation

· All Safety Committee meeting minutes and agendas

· Safety-related correspondence

· Goals and objectives

· Injury statistics

· Municipal safety manual

Department heads should also maintain at least the following:

· Departmental Safety Committee Meeting Agendas and Minutes

· Accident investigation reports

· Self-inspections

· Departmental Toxic Substance Compliance Activities

· New Employee Safety Orientation Materials

· Goals and Objectives

· Departmental safety policy/procedural manual

· Municipal safety manual

a.  PERMA Lost Days Report Policy

A specific "Lost Days Report" should be completed monthly for quarterly submittal to the PERMA office.  The purpose of this form is to help track injury experience by member and to develop a history or trend analysis for establishing improvement goals and objectives.  

The purpose of the Lost Days Report is to establish a standard system for summarizing and reporting occupational injuries and illnesses.  The report will provide injury/illness experience data that indicates the quality of municipal and PERMA safety performance.

It is the responsibility of the municipal safety coordinator to prepare this report on a monthly basis for quarterly submission to the PERMA office.  The report is due by the 7th calendar day at the end of each quarter.  In the event the report will not reach PERMA by the due date, all information must be TELEPHONED or FAXED.  Additional information can be found in Appendix II.  A two-part example of the PERMA Lost Days Report can be seen on the next two pages.  

PERMA LOST DAYS REPORT

Report Preparer 







  Municipality 







  Phone  




 


Date 









Lost Workday Cases



Lost Workdays


1
2
3
4
5
6
7 
8
9
10
11

Month
Avg. # of Employees
Hours Worked
Medical Treatment Cases
Restricted

Work
Away From Work
Fatal Cases
Total

Cases
# Days

Restrict
# Days Lost
Total Lost Days

Jan











Feb











Mar











1st Qtr











April











May











June











2nd Qtr











July











August











Sept











3rd Qtr











Oct











Nov











Dec











4th Qtr











Form-1
To be submitted by the 7th calendar day at the end of each quarter (i.e.:  April 7, July 7, October 7, January 7)

INVENTORY OF LOST WORKDAY CASES (CUMULATIVE)
A
B
C
D
E

Name of Employee
Date of Injury
Brief Accident Description

# Days Lost/

Restricted
Status: Open/

Closed

































































































RECORDKEEPING COMMENTS:



Form-2
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CHAPTER 9 - FLEET SAFETY

WHAT YOU NEED TO KNOW

The lives of people and the professionalism of employees are under public evaluation every time a vehicle is operated, and it is of paramount importance that only employees who have a healthy attitude toward their driving responsibilities be assigned to driving tasks.

WHAT YOU NEED TO DO

The operation of vehicles is required in many aspects of local government employment.  How each vehicle is handled and maintained directly affects the effectiveness and efficiency of government services.

Each year injuries, property and liability damage claims continue to increase.  Most direct costs of these accidents are paid by the insurance.  However, the indirect costs are paid by the agency, such as increased premiums, loss of vehicle use, vehicle replacement costs, loss of employee productivity, deductible payments, increased paperwork, etc.

The purpose of a Fleet Safety Program is to enforce policies and procedures to ensure that acceptable standards of proficiency and safety are maintained by each employee who operates a vehicle on agency business.

1.  Perform Background License Checks for All Drivers

Any employee who will be required to drive full or part‑time should provide references of past employment.  The references provided should be contacted and questioned about the employee's driving history.  Documentation of this background check should be maintained in the personnel file for each employee.

2.  Check for Valid Licenses

Any driver (both full and part-time) should have a Motor Vehicle Record check completed through the State of New York.  The fee for this check is $5, made payable to the Department of Motor Vehicles.  A copy of the blank request form and coding information is provided for your review in Appendix 12.

The address for the Department of Motor Vehicles is:

Department of Motor Vehicles 





Telephone:  (518) 474-0713/0710

Division of Data Preparation

Empire State Plaza

Albany, New York 12228

3.  Orient All New Drivers to Equipment and Safety Policies

Upon hire, all drivers should receive training and orientation on any fleet policy and/or procedure that the municipality shall enforce.  The driver needs to become aware of each type of vehicle he/she will be operating, and the safe working practices of each particular vehicle.  Once the individual receives training, they should take part in a Vehicle Road Test.  A copy of the Road Test is provided in Appendix 12.  The completed test should be placed in the employee file.

4.  Hold Drivers Responsible for Vehicle Safety and Condition

It should be the individual driver’s responsibility to complete pre- and post-trip inspections.  Any noted problems should be written on the Inspection Form (Appendix 12).  Your safety inspection check should include but not be limited to the following items:

· Condition of tires and air pressure

· Windshield washers and wipers

· Lights, turn signals, horn

· Amount of fuel

· Motor oil and all other fluids should be checked at least once a week and should be written on mileage sheet located in vehicle.

· Windows, mirrors, and seat should be clean and secured, and properly adjusted.

· Emergency equipment, such as first aid kit, portable warning reflectors, charged fire extinguisher.

5.  Train All Drivers On Accident Reporting Procedures

If there is an accident involving a municipal vehicle, the police should be notified immediately to investigate the accident.  The supervisor, safety coordinator, and Fleet Manager should also be informed.  Listed below are some general guidelines to follow when involved in an accident:

a. If possible, stop immediately in a safe place.  Turn on overhead lights.  Notify the Police immediately.

b. Assist the injured if aid is necessary or requested.  DO NOT move the injured unless absolutely necessary.

c. Call a doctor or ambulance if there are injured persons.

d. Protect the accident scene to prevent further damage or accidents.

e. Secure all pertinent details so that an accurate and complete accident report can be written.  Do not speak to anyone about the accident, except the police.

6.  Maintain Preventive Maintenance Records on Vehicles

The fleet manager should maintain a record on each vehicle and driver.  A vehicle record should include the following:

a. The date and time each vehicle is used (driver/vehicle log).

b. The mileage traveled on each trip.

c. The condition of the vehicle prior to and following each trip.

d. The date and mileage record of vehicle maintenance, including the maintenance activity performed, repairs made, and inspections performed.

7.  Train All Drivers on Defensive Driving Tactics

The defensive driving course should be presented to all personnel who operate vehicles owned, rented or leased by the municipality.  The fleet manager will coordinate class schedules with supervisors.  Supervisors will ensure all operators are identified and scheduled to attend the course.  New employees will attend within a reasonable time period after employment, normally attending the next scheduled class.  Priority will be given to new employees; however, current employees who have not attended the course will be scheduled to attend on a space available basis.  The safety coordinator should be certified to teach the program and be able to function as a backup instructor for the fleet manager.

a. Assignments for classes shall be made by supervisors to ensure class quotas are met and to maintain satisfactory work schedules.

b. Frequency of employee attendance in defensive driving classes shall be determined by the fleet manager when a review of records indicates a need for retraining.

c. Any driver involved in a preventable collision or demonstrating questionable driving capabilities shall be required to be retrained in defensive driving or reassigned to non-driving duties if no improvement is noted.

8.  Review Driving Performance on Regular Basis

Periodic check rides should be completed with all vehicle operators.  This check ride will help to identify any bad habits that a driver may have and prevent any accident from occurring.  The employee's driving record should be reviewed on a regular basis, noting any problems such as multiple speeding tickets, accidents from backing up, etc.  Any noted problems should be documented and discussed with the employee, and placed in the employee file.

9.  Check Vision Regularly

Drivers eyes can change over a period of time, therefore the municipality should check drivers' vision on a yearly basis.  They should successfully pass eye exams that determine visual acuity (near and far), vertical and lateral balance, depth perception, field of vision and color recognition.

CHAPTER 10 - TRAINING
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OSHA TRAINING REQUIREMENTS

The Occupational Safety and Health Administration believes that employee safety and health training helps to protect workers from injuries and illnesses.  OSHA emphasizes their point through standards that require employers to train their employees in safety and health.  Certain jobs are limited to employees who are "certified," "competent" or "qualified."

Employers can find help with their training program by contacting OSHA area offices, State agencies with OSHA approved occupational safety and health programs and the OSHA Office of Training and Education.

The Agency has also developed guidelines to assist employers.  These guidelines emphasize seven key steps, including identifying whether training is needed, determining the training content, preparing instructional objectives, developing learning activities, conducting the actual training, evaluating program effectiveness and revising the program where needed.  These guidelines are voluntary, not mandatory, and can be used to supplement other workplace training and education programs.

OSHA has published a number of helpful training books and audiovisuals.  One such publication is OSHA Safety and Health Training Guidelines for General Industry.  Publications for each industry are available from the OSHA Publications Office, Department of Labor, N-3101, 200 Constitution Ave., Washington, D.C.  20210.

Following, you will find a matrix of OSHA-required training.

REQUIRED TRAINING
GENERAL INDUSTRY

Means of Egress

PPE

Employee Emergency Plans and Fire Prevention Plans

Powered Platforms and Vehicle-Mounted Work Platforms

Powered Platforms

Care and Use

Occupational Health and Environmental Control

Personal Protection

Hearing Protection

Hazardous Materials

Flammable and Combustible Liquids

Hazardous Waste Operations and Emergency Response

Personal Protective Equipment

Respiratory Protection

General Environmental Controls

Specifications for Accident Prevention Signs

Permit-Required Confined Spaces

The Control of Hazardous Energy (Lockout/Tagout)

Medical and First Aid

Medical Services and First Aid

Fire Protection

Portable Fire Extinguishers

Fire Detection Systems


REFERENCE
OSHA 1910

Subpart E

1910.32

1910.38

Subpart F

1910.66

1910.66 App. C, Sec. 1
Subpart G

1910.132-138
1910.95
Subpart H

1910.109

1910.120
Subpart I
1910.134

Subpart J

1910.145

1910.146

1910.147

Subpart K
1910.151

Subpart L
1910.157

1910.164


FREQUENCY
Annual

One Time

One Time

One Time

One Time

Annual

One Time

Annual

Annual

One Time

Annual

Annual

One Time/Annual

Annual

One Time


MEDIA

PERMA Video

PERMA Video

PERMA Video

PERMA Video

PERMA Video

PERMA Video

PERMA Video


LENGTH

30 Min.

15 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

15 Min.

30 Min.

30 Min.

30 Min.

15 Min.


TRAINER
PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

Certified

PERMA

PERMA


AUDIENCE
General

General

General

General

General

General

General

General

General

General

General

First Aiders

General

General

REQUIRED TRAINING

Material Handling and Storage

Servicing Multi-Piece and Single-Piece rim Wheels

Powered Industrial Trucks

Truck Cranes

Welding, Cutting and Brazing

Welding, Cutting and Brazing

Electrical Safety-Related Work Practices

Electrical Training

Toxic and Hazardous Substances

Asbestos

Lead

Bloodborne Pathogens

Hazard Communication

CONSTRUCTION STANDARD

Tools-Hand and Power

Powder-Operated Hand Tools

Woodworking Tools

Electrical

Ground Fault Protection

Scaffolding

Scaffolding

Fall Protection

Excavation

General Protection Requirements

PESH  STANDARD

Occupational Exposure to Rabies

Rabies Exposure Control Guide


REFERENCE

Subpart N

1910.177
1910.218

1910.180

Subpart Q
1910.252

Subpart S
1910.332

Subpart Z
1910.1001

1910.1025

1910.1030

1910.1200

OSHA 1926

Subpart I

1926.302

1926.304

Subpart K

1926.404

Subpart L

1926.451
1926.503
Subpart P

1926.651
Dept. of Labor

NYS Sanitary Code

Chapter 1


FREQUENCY

One Time/Annual

One Time

One Time

One Time

One Time

Annual

Initial/ Annual

Initial/ Annual

Annual

Annual

One Time

Annual

One Time

Annual

Annual

One Time


MEDIA

PERMA Video

PERMA Video

PERMA Video

PERMA Video


LENGTH

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

30 Min.

15 Min.


TRAINER

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA

PERMA


AUDIENCE
General

General

General

General

General

General

General

General

General

General

General

General

General

General

CHAPTER 11 - WORKING WITH CLAIMS MANAGEMENT
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WHAT YOU NEED TO KNOW

When submitting claims to PERMA, the paperwork should be filled out in a complete manner and submitted in a timely fashion to help assist in expedient claims management.

WHAT YOU NEED TO DO

When working with PERMA claims personnel, it is important to cooperate with any inquiries they may have.  The following information will help in completing the necessary forms for processing claims that are submitted.  Sample forms are provided in Appendix 13.  If questions should arise, contact your PERMA Claims Representative for help.

1.  Forms Explanations

a. C2 Form:  "First Report"
The C2 form, "Employer's Report of Injury/Illness," is the initial step in a chain that will ensure that the claim is administered properly.  Be sure to answer all of the applicable questions and submit a copy of the form to the claim representative's attention immediately following the accident.  If there is something unusual, for example, if you think the injured employee is working elsewhere, etc., please attach a separate statement to the form.  Do not write this type of information on the State form!
PERMA should be contacted by phone immediately if the claim involves:

1)  Death

2)  Major member amputations

3)  Heart attacks or strokes

4)  Multiple injured employees

5)  Head injuries - loss of consciousness

6)  Serious burns

7)  Mental disorders

8)  Occupational disease

9)  Questionable compensability

b. C11 Form:  "Return to Work"
The C11 form should be completed and sent to the claim representative’s office on the first day an injured employee returns to work.  The C11 form indicates the employee's return-to-work date and whether or not there has been any change in the employee's earning capacity subsequent to his return to work.  The C11 form is also used to show subsequent lost time following the employee's initial return to work.  If the aforementioned subsequent lost time scenario should occur, please contact PERMA by phone immediately so appropriate action can be taken.

c. C240 Form:  "Payroll Statement"
The C240 form should be completed in any case in which an employee has been disabled for seven or more days.  Under certain circumstances, PERMA may request that you complete a C240 form despite the fact that the employee has been disabled for less than 7 days.

The C240 form is normally filled out for a 52-week period preceding the date of accident.  The C240 form should show a week-by-week payroll, listing the number of days worked each week and the amount of gross pay paid each week.  The total number of days worked must be written in the space provided, as well as the total gross income for the 52-week period.  Partially completed forms are rejected by the New York State Workers' Compensation Board and hence serve no value.

If the injured employee has not worked 52 weeks prior to the date of accident, then you would submit the payroll of a "similar worker."  A "similar worker" would be someone in the same class of employment, working at the same rate of pay, working essentially the same number of hours per week, and who has worked 52 weeks preceding the date of accident.  If no "similar worker" exists, PERMA would create a projected payroll for the injured employee and indicate under Question 9 that there is no "similar worker."

d. C107 Form:  "Reimbursement Form"

The Employer's Request for Reimbursement form is used to request reimbursement of wages paid before the Workers' Compensation Board.  This situation occurs when an employee has lost time from work as a result of a compensable injury and has received salary continuation.  The Request for Reimbursement should show the period and gross wages paid.  Normally, the employer is entitled to reimbursement at the Workers' Compensation rate, however, under certain circumstances, PERMA may be able to recover the total amount of wages paid.

It should be noted that reimbursement to the employer is awarded at the discretion of the Workers' Compensation Law Judge.  PERMA is not allowed to dispense moneys from a claim file without prior Board approval.  Be advised that the Employer's Request for Reimbursement must be completed and filed prior to an award of compensation.  If, at the time of hearing, the Employer's Request for Reimbursement is not in the Workers' Compensation Board folder, the Law Judge might rightfully make the award to the injured employee.

The C2 form, C11 form, C240 form, and C107 form are basically all that is expected from the employer in the way of filings.

CHAPTER 12 - WORKING WITH LOSS CONTROL
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(TO BE DEVELOPED)
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APPENDICES

WHAT YOU NEED TO KNOW

The Appendices provide more detailed and specific information on ideas and programs contained in the text of the manual.  There are also tabs for collecting and maintaining other PERMA related data.  

APPENDIX 1 - DEPARTMENTAL SAFETY POLICY STATEMENT

SAMPLE STATEMENTS

Sample Number 1

Purpose
It is the intention of the members of the City/Village/Town of ________, to develop, implement, and administer a comprehensive loss control program.  The municipality maintains that the public and its employees are their most important assets.  Therefore, public and employee safety is our greatest responsibility.  In all of our assignments, the health and safety of all should be the utmost consideration.  Department heads and supervisory personnel at all levels of the workforce are directed to make safety a matter of continuing concern, equal in importance with all other operational considerations.  This program is established to emphasize that effective loss prevention is an integral part of management procedures designed to fully utilize the City's/Village's/Town's capital and personnel.  Although profit is not the goal of municipal operations, the same efficiency is desired to ensure maximum use of each tax dollar available.

Concept
Within the operational activities of any endeavor, there may be exposure to personal injury or property damage that may be unintentionally hidden.  Reviews of operations should include consideration of problems and/or errors, which could occur as it relates to the environment, equipment, job procedures, and personnel.  Accidents are unplanned events.  Proper planning can control accidents.  Most accidents are preventable.  Loss control is to initiate such pre-planning as is necessary to minimize unsafe acts, contain environmental hazards, and control unsafe conditions.

Continual emphasis on loss control techniques, the refinement of work procedures, and safe working conditions has been shown to significantly reduce injuries, property damage, and work interruption.  Every employee is charged with the responsibility of supporting and cooperating with the loss prevention program outlined in the attached manual.  All employees are expected, as a condition of employment, to adopt the concept that the safe way to perform a task is the most efficient and the only acceptable way to perform it.  Safety adherence and performance will be considered an important measure of supervisory and employee performance evaluations at the municipality.

___________________________________

Director/Administrator




Date

SAMPLE SAFETY POLICY STATEMENTS (Cont.)

Sample Number 2

The City/Village/Town maintains that its residents and employees are its most important asset.  Therefore, their safety is our greatest responsibility.  In all of our assignments, the health and safety of all should be the utmost consideration.  Every effort should be made to produce an atmosphere free from potential accidents, fire hazards and health problems.

Every Department Head or Director is responsible for developing mental attitudes of safety among all the personnel under his or her supervision, and establishing a safety program in conjunction with the City/Village/Town Safety Committee, that will eliminate unsafe conditions that can cause unnecessary injuries and accidents.  It will also be the Department Head or Director's responsibility to follow all Federal, State and local standards in putting the Safety Program into effect.

Every assignment must have safety precautions built into them and the employees shall comply with all the safety standards and regulations.

Safety is a mental attitude, everyone must think safety.  It shall be the City/Village/Town Safety Committee's responsibility to coordinate the efforts of all departments so that all employees constantly think safety.

_______________________________________

City/Village/Town Manager




Date

SAMPLE SAFETY POLICY STATEMENTS (Cont.)

Sample Number 3

This program is established to emphasize an integral part of management procedures that enhance the best utilization of City/Village/Town capital and personnel through effective loss control.  Although profit is not a purpose of municipal operations, the same efficiency is desired to ensure full utilization of each tax dollar available.

When consistently incorporated with other management efforts, loss control techniques have a profound effect on the reduction of personnel injuries, property damage, and work interruptions.  By placing continual emphasis on the refinement of operational procedures, employee discipline, and healthful working conditions, it is possible to virtually eliminate the major causes of municipal losses.

It is an established fact that a well‑trained, well‑disciplined, and well‑supervised individual in a safe and healthful environment is unlikely to have an accident.  The objectives of this program are focused upon this accomplishment.  A low experience of losses in any organization is indicative of top quality supervisors at all levels; and it has overruled for all time the misconception that accidents are inevitable where hazardous operations are accomplished.

The loss control objectives herein are mandatory, and they are in consonance with those directed by Federal and New York Statutes promulgating standards established to conserve lives and materials.

_______________________________________

City/Village/Town Manager




Date

APPENDIX 2 - DEPARTMENTAL SAFETY PROCEDURES

I.  SAMPLE EMPLOYEE SAFETY GUIDELINES

1. Report unsafe conditions and mechanical and electrical defects in writing immediately to the appropriate division.

2. Report every personal injury, however minor, immediately to the supervisor.  Delayed reporting of injury is inexcusable.

3. Use every safeguard provided.  After removing guards for repairs, etc., replace at once.

4. Do not run; watch your step and keep firm footing and balance at all times.

5. Horseplay will not be tolerated.

6. No alcoholic beverages or non‑prescription drugs are allowed.  Do not work while under the effects of any drugs, unless approved in advance by your doctor.

7. Wear no loose clothing, torn sleeves, key chains, rings, etc., which may get caught in machinery.

8. Lift with your legs; set your feet firmly; bend your knees; keep your back straight; and do not twist your body.  If the object is too heavy, get help.

9. Keep your work area clean and free of loose objects, stumbling or slipping hazards, rubbish, etc.

10. Never use gasoline for cleaning purposes.  Keep flammables in approved safety type containers.

11. Use the right tool and use it properly.  Do not use defective or mushroom-headed tools.

12. Never leave materials, tools, etc., in a position to slide or fall.

13. Be sure all electrical devices, power tools, etc., are properly grounded at all times.

14. Never grease or service machinery while in motion.

15. Never leave an unsafe condition unguarded or unmarked, even temporarily.

16. Learn location of fire extinguishers and know how to use them.

17. Do not walk or run in front of or behind moving equipment.

II.  OFFICE SAFETY RULES

Listed below are safety rules for office personnel that are general in nature and adaptable to all types of office operations and situations.  Office safety is your personal responsibility.  Most accidents are caused by one person and happen to one person.  It does not have to be you.  Be your own safety expert by knowing the safety rules and how to prevent office accidents.

General Safety in the Office

· All injuries, regardless of how minor, must be reported to your supervisor.  First aid should be obtained immediately.

· Walk, never run.

· Horseplay, in any form, is prohibited.

· When lifting heavy objects, keep your back straight and do the actual lifting with your leg muscles.

· Do not try to lift heavy objects while leaning over a desk, chair, or other object that forces you to use poor lifting methods.

· Always get help for objects that are too heavy or too bulky.

· Good housekeeping prevents fires and accidents.  Keep offices clean and orderly.  Every employee is responsible for his/her own desk and work area.

· Work at a safe speed.  Always take time to be safe.

· Keep aisles clear at all times.

· Always walk in designated aisles and keep alert to your environment and where you are going.

· Use caution where floor mats are used.  Floor mats can easily shift and create a potential tripping hazard.

· Always use handles on drawers, doors, and safes when opening or closing them.  Using the handles is easy and it saves a crushed hand or fingers.

· Use caution when approaching a door that can be pushed toward you or against someone else.

· Use caution when coming to a blind corner.

· Report any unsafe conditions to your supervisor.

To Prevent Falls in the Office
· Keep file and desk drawers closed when not in use.

· Keep floors clean.  Even something as small as a pencil or paper clip could cause someone to trip and fall.

· Use aisles and avoid between‑desk short cuts.  Wastebaskets, phone, and extension cords are waiting to trip someone.

· Watch your step.  Do not read while walking nor obstruct your vision with huge loads in your arms.

· Report out-of-order lights promptly.

· Wipe up spills and/or wet areas.  Carry beverages in covered containers or on trays to help prevent spills.

· Wear shoes with moderate heels.  They lessen fatigue, as well as give you firmer footing.

· Be aware that pant cuffs that are too long, leather heels, and untied shoes can cause a fall.

· Use chairs properly and safely.  Do not tilt back in a chair since this often results in overbalancing and a fall.  Be sure your chair is behind you before you sit down.

· Report defective chairs to your supervisor.

· Do not stand on chairs, desks, or other office furniture.  Whenever it is necessary to reach a height, a stepladder should be used.  Do not accept any substitutes.

· When using a stepladder, be sure the stepladder spreaders are open and the ladder is placed on level ground.

· Always face the front of the ladder going up or coming down.

· Stay off the top two steps of the ladder unless you have a handrail.

· Move the stepladder to the area you need to access, rather than reach and overextend out to the side.

· Always keep one hand free to balance you while ascending, standing, or descending the stepladder.

· There should only be one person on the stepladder at a time.  Too much weight can break or weaken the ladder.

· Always use handrails on stairways, escalators, and at entrances.

· Take one step at a time when ascending or descending stairs.  Do not run.

· Do not go up or down stairs with hands full.  When carrying materials, use an elevator if possible.  And, never carry so much as to limit your vision.  If you must use stairs, be sure to have at least one hand on the handrail.

· Do not congregate on stairs or landings, or stand near doors at the head or foot of stairways.

· Remain alert when using stairs.  You may risk a fall if you are talking, laughing, and turning to others while going up or down stairs.

To Prevent Office Equipment and Machine Accidents in the Office
· Do not use any machine which you have not been trained, instructed, or authorized to use.

· Keep hands, hair, and clothing away from moving parts of office machines.  Long hair must be tied back when using equipment with exposed moving parts (press, etc.).

· If you remove a mechanical guard temporarily, be sure to replace it before you turn the machine on.

· Turn machines off while adjusting them, before applying flammable solutions (if you must use them), and whenever you leave a machine even for a minute.

· Report malfunctions or potentially hazardous conditions to your supervisor immediately.  Do not attempt to fix a machine yourself.  Meanwhile, to prevent others from using it, put a sign on the machine to indicate that it is out of order and unsafe.

· Be sure your equipment is grounded.

· Watch your clothes when around machinery.  Loose sleeves, scarves, hair, belts, dangling jewelry, ties, and key chains are dangerous around machines with moving parts.

· Before using office machinery, check the position.  Make sure typewriters, duplicators, adding machines, and the like are firmly positioned on the working surface.

To Prevent Cuts and Punctures in the Office
· Keep scissors, knives, and letter openers in a separate compartment of your drawer where they can be seen.

· Keep fingers away from the point of operation on such equipment as staplers, hole punchers, and paper cutters.  Use these items the correct way.

· Secure safety latch of paper cutter when not in use.

· Use rubber finger guards when working with stacks of paper.

· Use a sponge or sealing device to moisten stamps and envelopes.

· If you have to clean up broken glass, sweep up pieces instead of picking them up by hand.  Wrap glass in paper and mark.  Glass splinters can be picked up with a damp towel.

To Prevent File and Storage Accidents in the Office
· Avoid overloading top file drawers, it can bring the cabinet down on you.  Too much weight near the front of a drawer can also cause overbalancing.

· Pull out only one file drawer at a time to prevent the cabinet from toppling over.  It also prevents bangs on the head or unexpected tips.

· If unfamiliar with the file cabinet, test the drawers and do not pull them out too far if there is no locking device on them.

· Close a file drawer immediately if not using it.  Close drawers gently and use handles.  Fingers can get pinched if you use top or sides of drawer.

· Make sure vault doors are held open.  Their extreme weight makes them a potential hazard.  Walk‑in vaults should have emergency releases inside.

· If any drawers or doors are stuck, do not struggle to open.  That is an easy way to cause back injury or bring everything down on you.  If stuck, call maintenance.

· Storage shelves and cabinets should be securely bolted to floor, wall, or each other.  Shelves should be in easy reach and not overloaded.

· All materials should be stored inside cabinets, files, and lockers‑not on top.

· Keep heavy objects at floor level and out of walkways.

III.  SAFETY IN THE PARKING AREA AND GROUNDS

· Observe all safety signs and markings in the parking areas.

· Do not run in the parking area.

· Be especially careful walking on wet, snowy or icy sidewalks and grounds.

VI.  FIRE PREVENTION MEASURES

· Observe all posted NO SMOKING areas at all times.

· Do not place or throw cigarettes and other smoking materials near combustibles.  Never discard in wastebaskets or on the floor.  Have ashtrays available at all times for use by visitors and/or yourself.

· Know where fire extinguishers are located and how to use them.  Locations are marked with a red decal.

· Know the procedure for reporting a fire and learn the emergency warning system (your supervisor will explain).

· Know the location of the nearest emergency exit and how to get to it.  Also know the alternate emergency exit if the primary exit is blocked.

· Do not block access to fire equipment at any time.

· Report fire hazards and empty extinguishers to your supervisor.

· Maintain a neat, clean work area, and prevent rubbish or other combustible materials from accumulating.

· Keep combustible materials at least 18 inches away from appliances like coffee makers, hot plates, space heaters, etc.

· Accidents are preventable, because accidents are the result of attitudes and of actions that you can help eliminate.

V.  ELECTRICAL FIRE SAFETY

Extension cords are one of the most common electrical items in use today.  From a safety standpoint, they are also one of the most misused.  This often leads to shock and tripping accidents, and electrical fires.  The safest way to use extension cords is not to use them!  Avoid them whenever possible.  And if they must be used, remember they are approved only for temporary situations.  Unfortunately, they often wind up in permanent positions.

Extension cords - Basic Hazards and Safety Measures

· Avoid their use whenever possible.  This is the best way to eliminate any problems!

· Designed for temporary situations only, not to provide permanent power.  If additional wiring is required, have it installed.

· Must be of adequate size to carry the load.  If not, the insulation will break down from overheating.  This may lead to a short circuit and fire.  Cord must be the same wire gauge or heavier than the power cord to which it is attached.  Approved multiple-outlet power snips are good temporary cords.

· Use only UL approved cords.

· Inspect before using.  Reject if worn, frayed, or broken.  Get a new one.

· Never use a spliced or patched extension cord.

· Never nail or staple cords to walls or ceilings.  This can damage the insulation and result in a short circuit.

· Never connect more than one appliance to a cord.  Multi-connections can easily overload the wiring.

· Never run electrical cords under carpeting or through door openings.  In both cases, the cord will become damaged.  Similarly, don't allow heavy furniture to rest on top of the cords.

VI.  HOUSEKEEPING

Many painful and sometimes disabling injuries are caused when employees are struck by falling objects or trip over objects they did not see.  Many injuries and much property damage stems from fires caused by poor housekeeping practices and improper storage of flammable materials.  The best protection against these hazards is good housekeeping.

When materials are stored properly with adequate space to move through the storage area, or with adequate clearance to work within the storage area, accidents are prevented.  With some planning before laying out a job, tripping hazards can be avoided and many other sprains, fractures and bruises that result from falls can be prevented.

Aside from the accident prevention benefits, good housekeeping means efficient performance.  When materials, tools, and equipment all have a place for orderly storage, and are returned to the proper place after use, they are easier to find and easier to inspect for damage and wear.

The following safety procedures are recommended:

1. Keep work areas and storage facilities clean, neat and orderly.

2. All aisles, stairways, passageways, exits and access ways to buildings should be kept free from obstructions at all times.  All grease and water spills should be removed from traffic areas at once.

3. Do not place supplies on top of lockers, hampers, boxes or other moveable containers.

4. When piling materials for storage, make sure the base is firm and level.  Cross tie each layer.  Keep aisles level and not stacked too high.  Keep aisles clear and with adequate space to work in them.

5. When storing materials overhead on balconies, provide adequate toe boards to prevent objects from rolling over the edge.  In addition, a secure railing may be required for employee safety.

6. When storing materials suspended from racks or hooks, secure it from falling, and route walkways a safe distance from the surface beneath.

7. Tools, equipment, machinery and work areas are to be maintained in a clean and safe manner.  Defects and unsafe conditions should be reported to your foreman.

8. Return tools and equipment to their proper place when not in use.

9. Lay out extension cords, air hoses, water hoses, ladders, pipes, tools, etc. in such a way as to minimize tripping hazards or obstructions to traffic.

10. Clean up spills immediately to avoid slipping hazards.  In the event the removal cannot be done immediately, the area should be appropriately guarded, signed or roped off.  Snow shall be removed from all access sidewalks and exterior stairs to buildings as soon as practicable.

11. Nail points, ends of loop or tie wires, etc. should not be left exposed when packing and unpacking boxes, crates, barrels, etc.  Nails are to be removed as soon as lumber is disassembled.

12. Sharp or pointed articles should be stored as to prevent persons from coming in contact with the sharp edges or points.

13. All packing materials should be properly disposed of to prevent fire.

14. Wastebaskets are to be emptied on a daily basis into approved containers.

15. Oily and greasy rags should be put in a metal container for that purpose and emptied daily.

16. Adequate lighting in obscure areas should be secured for the protection of both employees and public.

17. All switches or drives on machinery should be shut down, locked out and tagged with a "Do Not Touch - Men Working" sign before cleaning, greasing, oiling, making adjustments, or repairs.

18. Control or fuse boxes should be kept closed at all times and clear of coats, rags, bottles, etc.

19. Extension cords should not be run across aisles or through oil or water.  Cords should be inspected for kinks, worn insulation, and exposed strands of wire before use.

20. When fuses blow continually it is an indication of an overload or short.  This condition should be reported to your supervisor.

21. Keep electrical equipment properly oiled, free of grease and dirt.

22. To prevent static sparks, keep drive belts dressed.  Also check belts for proper tension to prevent overloading motors.

23. Fire inspections and prevention measures should be maintained.

24. Keep safety in mind when selecting housekeeping supplies and equipment‑try to minimize the use of chemicals that cause skin irritations, have harmful vapors, are combustible or otherwise harmful to the user.

25. All chemicals, solvents and fuels should be clearly marked on the container.

VII.  MATERIALS HANDLING

Analysis of accident records reveal over one-third of injuries occur in the process of handling materials.  Improper material handling causes many types of injuries such as strains, hernia, ruptures, fractures, lacerations, bruises and contusions, and crushed bones.  

Accidents of this nature can be avoided by planning ahead, using mechanical equipment where possible, thinking about the proper way to perform the task and using the proper tools to perform it.

Proper Lifting Techniques

The single and most important preventative safety measure an employee should use is the FOUR-STEP LIFTING PROCESS.  This technique will save you much pain and suffering that could extend into your retirement years.  Therefore, it is essential that you carefully read and implement the Four-Step Lifting Process as described below.

1.
GET READY . . .

· Size up the load.  If it is too heavy or bulky, play it smart - Get help or break the load down into smaller loads.

· Check the load and remove protruding nails, splinters, sharp edges, oil, and grease or moisture.

· If the surface is rough, wear gloves.

· Wear safety shoes to help prevent foot injuries.

· Know where the load is going and where you are going to put it down.

· Be sure the path you take is clear of obstacles.

2.
PICK IT UP . . .

· Get a firm footing and good balance.  Place your feet about a shoulder‑width apart.

· If the load is below waist level, bend your knees to get into position.  Keep your back as straight as possible.

· Grip the load firmly.

· Lift the object to carrying position, keeping it close to the body.  Let the leg and arm muscles do the work.  Do not lift with your back.
3.
CARRY IT CAREFULLY . . . 

· Be sure you can see where you are going.

· When changing direction, be careful not to twist your body.  Change the position of your feet to turn your body.

4.
PUT IT DOWN . . .

· If the receiving surface is near waist high, place the load on the edge of the surface, then push it forward.

· If you lower the load to the floor, bend your knees, keep your back as straight as possible, and keep the load close to your body.

Beyond knowing the proper technique for lifting, employees should follow established material handling rules, as described below.

Dollies or Two-Wheel Hand Trucks

1. Use the right type of hand truck for the material you are using.  If there is a special truck, for example a drum or draw-bar truck, it should be used.

2. Allow clearance for your hands when moving through doorways or past other objects.  Use truck handles.

3. Secure help in getting hand trucks up or down inclines to prevent them from getting away from you.

4. When using trucks, stop at all blind intersections before passing the area.

5. Park trucks at a spot where people will not stumble over them; leave handles in a vertical position.

6. Report hand trucks with broken wheels, splintered handles, and other defects to your supervisor.

7. When using hand trucks, be sure to watch the floor ahead to avoid bumps, cracks, uneven surfaces, etc.

8. Pile loads evenly.  An unbalanced load may shift causing the hand truck to overturn.

Hoisting Equipment

All hoists are to have rated load capacity posted on the exterior of the hoist.  Employees are not to exceed the specified limit.

Piling Materials

1. Have a safe base.  That means a solid, smooth, and level surface.  If the floor or ground is not level, use dunnage or bearing strips or timber to make sure that the pile will not shift.  Barrels and other materials that may roll or slide should be locked at the base.

2. Pile to a safe height, that means not so high the pile will be unsteady and do not stack so high that the lower objects may collapse and cause the pile to fall.  Also watch that floor load limit is not exceeded and that 18 inches remain between the pile and the sprinkler heads.

3. Lock the material by cross-tying the layers so there are no unsteady stacks within the pile.  Piles should also be stepped-back to ensure stability.

4. Maintain aisle space for workers and fire equipment.  Materials should not protrude beyond the face of the pile.

Handling Gas Cylinders

1.
The protective cap over the valve should be kept on when the cylinder is not in use.

2.
Keep grease and oil off your hands.  Keep hands away from the oxygen cylinder controls.

3.
Lifting cylinders is generally a job for two persons.  If available, move cylinders with a cylinder dolly.

4.
Keep cylinders on end, strap or chain them securely so that they aren't likely to fall.

5.
Store cylinders away from salt, acids, or other corrosive substances.

VIII.  PROTECTIVE CLOTHING AND EQUIPMENT

The variety of work operations performed by employees involves many industrial hazards.  The tasks performed can range from custodial services to heavy construction activities.  In all tasks, however, there are counterparts in private industry where much research has been done to develop measures to protect employees from accidental injury.  Where possible, this is done by "engineering out" the hazard.  Most commonly, this is done by providing guards for various types of machinery.  All machine guards shall be kept in place while machinery is in operation.  Tampering with machine guards should be avoided.  All guards should be properly replaced after the repair work that necessitated their removal has been completed.  When you must work on electrically driven machinery, the disconnect switch for controlling the machine should be secured in the Open or Off position while performing the job.  The securing device should not be removed until the work has been completed and the area has been cleared.

When it is impractical or impossible to place a guard over the source of the hazard, then it becomes advisable to place the guard on the worker.  This is done by wearing approved personal protective apparel such as hard hats, safety belts, safety goggles, traffic vests, face shields, gloves, aprons, toe guards, respirators, etc.  Supervisors should determine that their employees are properly protected.  Local dress codes may be established within a particular department, division, or work area, and each employee is expected to know and follow these codes where applicable.

Every possible effort will be made by supervisory personnel to select protective clothing and equipment that is acceptable for comfort, appearance and utility and still afford the desired protection.  It is sometimes less comfortable to wear than ordinary dress, however, and this creates a temptation for some individuals to lay it aside when the "boss" isn't around.  That employee becomes a gambler who is betting on his life, or eyesight, or other physical well being, that "it wouldn't happen to me."  Losing that bet becomes more uncomfortable for a lifetime than wearing the equipment for the duration of the job.  Safety, in this instance, is a knowledge of the hazards, knowledge of the protection available, and a frame of mind that makes use of available protection a safe work habit.

1. Clothing for General Manual Labor

a. For your safety and comfort, wear clothes that are sturdy, fit well, and are washable.

b. The wearing of loose, flowing, or ragged clothing on or near moving machinery or equipment should be avoided.

c. Short sleeve shifts or tee shirts should be worn for operating machinery.  Rolled up sleeves are dangerous because they have flapping ends and because the added thickness of the cloth can pull your arm into a machine before the cloth tears.

d. Pant legs should be cut to ankle length and cuffs sewn up.  Rolled up cuffs collect dirt and are likely to come down and cause you to fall.

e. Steel-toed safety shoes should be worn in jobs where heavy objects can drop on the foot.  Excessively high-heeled shoes may create a tripping hazard and soft-soled shoes (such as tennis shoes) do not afford protection from puncture wounds when in the field and their use is prohibited while on the job.

f. Shoes with run down heels or torn soles are hard on the feet and can cause falls.  Keep your shoes in good repair.

g. The safe worker does not wear rings, medals, identification bracelets, and other jewelry.  Jewelry increases the anger of electric shock and can cause fingers to be badly injured.

h. Women workers should wear slacks, or snug fitting, plain work dresses.  Clothing with sashes, scarves, full sleeves, full skirts, and ornamental buttons, pins and other jewelry can be the cause of accidents.  Oxfords and other low heeled shoes are the most comfortable to work in, and also the safest to walk in.

i. Work clothes should be washed frequently as a safeguard against skin infections and irritations.

j. Smocks, overalls, and aprons should be worn whenever possible to keep work clothes clean.

k. For outdoor work in winter, it is best to wear loose, warm fairly lightweight clothing.  Wear layers of clothing so you can peel it off for inside work and put it back on when you have to go outdoors.

l. Oil soaked clothes are a serious fire hazard.  Keep clothes free from oil.

2. Head Protection

Hard hats are provided to prevent head injuries, from being struck by falling objects, and bumps against objects when working in confined spaces.  The proper protection is provided when the head harness is adjusted so that there is approximately 1" clearance, plus or minus 1/8", between the skull and the inside of the hat when it is worn.  When the harness becomes worn to the extent that it no longer can be adjusted to maintain that clearance, hard hats should be turned in for repair or replacement.

Hard hats are required by OSHA regulations whenever overhead work creates a hazard of workers below being struck by falling objects.  Hard hats must comply with ANSI standards and the inside webbing should be adjusted in accordance with the manufacturer's instruction.

Hard hats that have been repaired, reconditioned, etc., shall be cleaned and kept clean until issued to an employee.  The construction and shape of hard hats should not be altered in any manner by the employees.  Metal hard hats are not permissible.  A hard hat is a personal item and shall be for the individual and exclusive use of the person to whom it is issued.

3. Face and Eye Protection

Hazards involving the possibility of injuries to the face and eyes exists in both indoor and outdoor tasks.  They range from dust blown into eyes on a windy day to particles of steel, sand, concrete, etc. propelled into eyes with considerable force by power tools and machinery, or splashes of corrosive dust and liquid chemicals.

There are many types of safety glasses, goggles, shields, etc. made of glass or plastic to protect workers from these hazards.  The loss of one or both eyes can have extremely serious consequences to an employee, yet individuals often vigorously resist efforts to require this vital protection with no better excuse than slight discomfort or false pride.  This is probably one of the most important protective features of any safety program yet one of the most difficult to sell.

Face and eye protection should be provided for any task where there is any probability that an injury may occur without such protection.  Employees assigned to perform tasks that require eye protection shall wear the protection provided.  The employer should provide appropriate face and eye protection devices at no expense to the employee.

Safety glasses, goggles, and other eye protection equipment offer a vital protection.  If sufficient care is not exercised to maintain them properly, dirty or scratched lenses may provide another hazard from reduced visibility.  Safety glasses shall be inspected and replaced on a regular basis.  The following safety procedures are recommended:

a. Safety goggles or safety glasses with temple shields should be worn when:

· Grinding, cutting, milling or drilling with power tools,

· Using impact wrenches and compressed air tools,

· Chipping, scraping, or scaling paint, rust carbon or other materials,

· Using punches, chisels, or other impact tools,

· Cutting rivets,

· Cutting or breaking glass,

· Chipping or breaking concrete,

· Rigid pipe cutting, threading,

· Using paint remover,

· Using power activated tools,

· Soldering,

· Cleaning dust or dirt from vehicles, machinery, etc.,

· Sand blasting or air cleaning operations,

· Using metal cutting lathes, shapers, drill press, power hack saw and other metal working tools,

· Using power woodworking machinery, both fixed and portable,

· Washing vehicle parts with soap or solvents,

· Working under vehicles,

· Using push type rotary lawn mowers.

b. A full plastic face shield should be worn when handling acids, caustics, and other harmful dusts, liquids or gases.

c. Spectacle type safety glasses should be worn when performing electrical switching operations or activating high voltage circuits where arcs may occur.

d. A face shield with the proper filter lens, or welders lens, or welders goggles, should be worn in all welding and cutting operations.

e. Areas that need eye and/or ear protection shall be clearly marked with the correct signs.

4. Personal Protective Equipment while Electric Arc Welding

· Welders helmet with proper filter lenses should be worn.

· Portable welding screens should be used to protect the eyes of others in the vicinity whenever potential exposure to others exists.

· Helpers and observers should wear safety glasses, goggles or handheld shields with the proper filter lenses.

5. Personal Protective Equipment while Gas Welding and Cutting

· Welders goggles with proper filter lenses should be worn.

· Portable welding screens should be used to protect the eyes of others in the vicinity whenever potential exposure to others exists.

Eye protection may be required by your foreman on other jobs not listed.  Beyond this, you are encouraged to wear eye protection at all times.  REMEMBER, YOU HAVE ONE PAIR OF EYES.  THEY CANNOT BE REPLACED; PROTECT THEM.
6. Hearing Protection

In the variety of activities conducted by employees there are some machines or equipment that may produce sound levels in the frequencies which cause hearing loss.  When employees are subjected to excessive sound levels, attempts should be made to use engineering controls.  If the sound level cannot be reduced within tolerable range, then personal protective equipment shall be provided and should be worn by employees so exposed.

Ear protection may consists of ear muffs, ear plugs, or some of the newer disposable materials.  The type most acceptable to employees shall be provided whenever possible, so long as it achieves sufficient reduction of noise exposure.  Cotton will not be used as ear plugs.

7. Foot Protection

Many tasks involve manual lifting or handling of heavy tools and materials.  Foot injuries frequently occur when heavy objects are dropped, resulting in bruises, dislocations, fractures or crushes.  Shoes, rubber boots, etc., reinforced with steel toes or soles will prevent foot injuries from impacts of falling objects, stepping on sharp objects, or exposure to blades of power tools.  These items of footwear are available in a variety of attractive styles as comfortable as any pair of properly fitted shoes can be.

8. Finger, Palm and Hand Protection

One of the most dangerous human ornamentation’s to wear in occupational or industrial work is a ring.  Rings should be removed or not worn to work if there is the slightest chance of getting the ring caught in any hook, tool, or piece of machinery.  Rings can cause serious loss of fingers or painful lacerations and frequently have to be cut off of fingers if bent in such a manner as to shut off circulation.  Gloves with leather palms should be worn when handling rough edge or abrasive material or when the work subjects hands to possible lacerations, puncturing or burns.  Other hand protection may be designated by authorized persons.  Skin irritations should be prevented by washing with soap and water‑not gasoline.  Learn to recognize poison ivy and poison oak, Indian Rhubarb, (or wild celery), nettles, and Devils club. and avoid it.  Rubberized gloves should be worn when handling irritating materials.

9. Respiratory Protection

There are some tasks involving exposure to fumes, gases, mists, chemical dusts, etc. that can be harmful to the human respiratory system.  These hazards can be avoided by use of the appropriate filter action breathing masks, self-contained breathing apparatus, etc.  

Safe performance is achieved through adequate knowledge of noxious or toxic effects of substances being handled, the circumstances under which harmful atmosphere may exist in the work environment before entering it, the type of equipment that will provide adequate protection, and training in the proper way to use the protective equipment.  The following safety procedures are recommended:

a. Supervisors should learn, and instruct all employees whose work assignments may involve exposure to atmospheres containing noxious or toxic substances or oxygen deficiency, about the properties of such atmospheres, the potential hazards, the circumstances under which these hazards may exist, the proper method of testing for hazardous atmospheres, the proper type of protective breathing apparatus to use, and how to use it.

b. Suitable breathing apparatus should be conspicuously placed near work environments, or in trucks used to service said areas, involving the possibility of exposure to harmful atmospheres.  The apparatus should be kept clean and used only for the protective function intended.

c. Each time the respiratory equipment is used, a report should be made to the supervisor of the reason for its use and the amount of time it was in use.

d. Approved respirators should be worn in the following instances:

· When welding on brass, bronze, or galvanized iron in confined areas where ventilation is limited.

· When cutting pipe with power saws.

· When working in a dusty environment.

· When in confined spaces, i.e., underground vaults, sewer lines, etc.)

e. The following is a list of recommendations for the use and maintenance of the self-contained breathing apparatus:

· The masks should be used whenever and wherever chlorine, ammonia, or other hazardous gas leaks are suspected or detected.

· When determined by the supervisor to be advisable due to the known or suspected presence of hazardous substances or lack of oxygen in the environment concerned.

· Before entering a potentially hazardous area, notify at least one other employee to stand by in case of emergency.

· Before entering a potentially hazardous area be sure the mask is functioning properly and the face seal is secure.

· The masks should not be worn when conditions prevent a good face seal.  Such conditions may be a growth of beard, sideburns, or cap that projects under the face base, or temple pieces on glasses.  It is essential that all employees be prepared to obtain a good face seal with the mask on short notice should the occasion require it.  (Check the mask frequently to insure no interference from beards or sideburns.)

· Wearing of contact lenses in contaminated atmospheres with the masks shall not be allowed.

IX.  HAND TOOLS

Disabling injuries, such as metal chips from mushroomed chisel heads flying in an eye, do happen.  Injuries to fingers and hands are a common occurrence.  The following safety rules are recommended:

1. Select the right tool for the job.

2. Sharpen the cutting edges of the tool and carry the tool with the sharp edge down.

3. Sand the wooden handles of a shovel, rake, mall, etc. thus preventing splinters and burns.

4. Check the handle on each tool for tightness before each use.

5. Check the head of each tool, before each use, such as hammers, chisels, punches, malls, and have the tool dressed if it is mushroomed (includes burrs and chipped edges).

6. Wear shatterproof clean goggles when using chisels, punches, and wedges.  Whenever applicable, be sure no one is in the area before using such a tool.

7. Use only properly insulated tools (screwdrivers, wire cutters, etc.) when working around energized electrical circuits or equipment.

8. Avoid using metal measuring tape, fabric tapes containing woven metal strands, rope with wire cord, or other tools and equipment that have conductive properties while around energized electrical circuits or equipment.

9. Return tools to their proper place so that they do not fall from a ledge or are tripped on.

10. Note and report to supervisor anything wrong with tools in order that they may be repaired or replaced.

IX.  POWER TOOLS

Power tools substantially increase the number and types of hazards to an employee.  Hazards range from electrical shock of a short circuit to being struck by chips, shavings, and other debris during operation.

1. Electrical Equipment

a. Electrical tools used in operations should be grounded by connecting a three-wire cord with polarized, three-prong plug, to a properly grounded, three-hole receptacle.

b. If extension cords are used, they must be of the three-conductor type with matching plug and receptacle.

c. Each electrical tool or machine should be visually inspected each time they are used for damage to cords and ground connections.  The most common defects occur at the points where the cord is attached to the tool or where the cord is attached to the plug.  Be sure to check for a secure connection that allows for an insulation plate on the inside portion of the plug.

d. Where electrical equipment is used in a wet location, use only low voltage equipment and wear rubber gloves.

e. Avoid operating power tools without the guards provided.

f. Remove electrical plug from outlet when servicing electrical tools, i.e., changing drill bit on electric drills, changing blades on power saws, changing wheel on grinder, etc.

2. Grinders

a. Only those employees who are familiar with the mounting of grinding wheels are permitted to do so.  A ring test on each of the wheels should be completed before installation.  (A ring test is made by supporting the wheel freely on a rod through the arbor hole and tapping it lightly with a wooden object.  A clear, metallic ring indicates absence of cracks.)

b. Wheel must fit easily onto the spindle.  Too loose or too tight is dangerous.

c. When wheel is mounted, stand out of danger at one side while you allow it to develop full operating speed for at least one minute.

d. Apply work gradually to a cold wheel at the beginning of each work period, as cold wheels are most subject to breakage.

e. Don't store a grinding wheel on damp or cement surfaces, or put oily rags on the wheel.

f. Grinding tools should be securely fastened to the shaft before commencing work.

g. The maximum operating speed as given by the wheel manufacturer is on the wheel label; and grinding wheels should not be operated in excess of these speeds.

h. The work-rest must be securely adjusted on all stationary grinders to about 1/8 inch of the wheel.  Don't attempt this adjustment while machine is in motion.

i. Avoid using the side of an emery wheel for grinding, unless it is especially designed for side grinding.  Side grinding weakens the ordinary wheel and may cause it to burst.

j. Use the cutting surface of a grinding wheel uniformly, as a grooved wheel has been dangerously weakened.

k. Grinder bearings must be kept properly oiled and adjusted.  This will help to prevent hot bearings and spindles, which are sometimes responsible for melted brushings.

l. Avoid applying excess pressure to wheels.

m. Be particularly careful when grinding narrow tools or other objects as they are apt to catch between the rest and the wheel.

n. The operator's eyes should be protected with full face shields at all times when the machine is in use.

3. Cleaning with Compressed Air

The use of compressed air for cleaning purposes is prohibited.  Brushes should be used for cleaning machinery.  Use of compressed air to blow dirt off of clothing can cause severe injury and/or death.

4. Woodworking Machinery

a. Machine guards should be permanently attached.

b. If you are running short or narrow stock, protect your fingers by using a push-stick.

c. Before using a circular saw, check all materials for possible warping.  If a concave edge is found, always place it away from the straightedge guide of the table saw.

d. If the saw binds in a cut, hold the piece with push stick and shut saw off to dislodge the lumber.

e. A rip saw should not be used for crosscutting; nor should a crosscut saw be used for ripping.  A spreader should be used when using a crosscut saw.

f. Learn to stand out of the line of a possible "kick-back" to avoid the danger of being struck by small pieces that are frequently thrown from a circular saw.

g. Don't reach over a machine to get finished materials from the opposite side, to remove dust or wood particles from the saw table, or to oil the machine while it is in operation.

h. In using a joiner, don't allow either hand to pass over the knife.  Use both hands, one on each side of the material using particular care at the start and finish.

5. Gas Welding

a. Proper safety goggles and safety gloves are required.  Employee is required to wear steel-toed shoes.

b. All gas welding equipment and connections should be kept free from grease and oil.  (Oxygen will explode upon contact with oil or grease.)  Oily and greasy gloves may bring about the same effect besides making it difficult to handle the cylinders.

c. Don't roll tanks on the floor, don't attempt to carry them by hand or hoist unless properly slung.  Use the skid provided when unloading cylinders from the truck.  After unloading tank, the cylinder should be securely chained.

d. Securely fasten with a chain the acetylene and oxygen tanks in an upright position where there is no danger of their falling or being bumped.

e. Use only standard green oxygen hose with right-hand coupling together with red acetylene hose with left-hand thread.

f. Blow out the tank valve before attaching the regulator.  Don't use compressed air for blowing out equipment as air may contain some oil and moisture.  Use oxygen to blow out the oxygen hose and acetylene to blow out the acetylene hose.

g. When changing empty tanks for full ones:

· Shut off valve on empty tanks.

· Release thumbscrew on regulator.

· Disconnect regulator, blow out tank valve and connect on full tank.

· Stand on opposite side of tank, point the acetylene valve outlet away from the oxygen tank and face away from the gauge while opening the tank valve.

· Adjust thumbscrew on regulator to proper pressure, making sure that you do not have excess oxygen, which only causes unnecessary sparks in operation.

h. Be sure that the end of your torch is cleaned before attempting to light.  Use only friction lighters.

i. Do not put the materials in such a position as to permit sparks, hot metal, or the severed section of metal to fall on the gas supply hose or the feet of any employee.

j. At the completion of the work, the welder may make a careful inspection of the job site to insure that hot articles have not been left smoldering which might later develop into a serious fire.

k. No butane cigarette lighters should be on the person of the welder.

6. Electric Arc Welding

a. Whenever possible, welding operations should be carried on inside a regular welding booth.  If work must be performed outside a booth, the arc should be effectively screened to prevent injury to eyes and others.

b. Before entering the welding area, an effective warning, such as shouting, should be given, so that the operator may be aware of your presence and help you to avoid a sudden flash or other injury.

c. Like the welding operator, the person entering the welding area should also wear required eye protection.

d. The welding of galvanized material should be undertaken with special instruction provided by supervisor.

e. Deposit short ends of welding rods in the containers provided for that purpose, to prevent burning holes in your shoes or starting fires.

f. When not in use, place the electric holder where it cannot cause an arc.

g. Prevent injury to yourself and others from short circuits by only using welding cables that are in good condition.

h. Only properly authorized operator should use welding equipment.  Don't attempt to repair welding equipment yourself.

i. Helmets and shields will be used with all electrical welding.  Do not remove your helmet while bending over a hot weld.

j. No butane lighters should be on the person of the welder.

7. Lawnmowers

a. Power mowers should not be left unattended with motor running.

b. Area to be mowed should be inspected for foreign objects before mowing.  Wire, stone, bottle caps, sticks, etc. should be removed before mowing.

c. Bystanders should be warned by the operator of the danger of flying objects.  Extreme precaution must be taken when there are children in the immediate area.

d. Operator must keep hands and feet away from the undercarriage of the mower.

e. During maintenance repairs or when refueling, the spark plug wire should be disconnected from the spark plug.

f. After mowing is completed, disconnect spark plug wire from the spark plug; remove dirt, grass, etc. from the top of the mower; place mower in dry location under cover.

g. Operators of power mowers should wear steel-toed shoes or steel-toed caps.

h. Use funnels when refueling mowers.

8. Ladders and Scaffolding

Electrocution and free falls are the two most critical types of injuries on ladders and scaffolding.  Other hazards include:  splinters, slivers and slips resulting in sprains and strains, bruises and abrasions.

The following safety procedures may prevent accidents and possible injury:

9. Ladders

a. Metal ladders should not be used in the vicinity of electrical circuits.

b. Periodically inspect wooden ladders.  Wooden ladders shrink over a period of time.  In a stepladder, this may cause steps or back bar members to become loose.  Hold the rods beneath the steps with a pliers and tighten the nut at the end with a wrench to maintain strength and steadiness.

c. Wooden ladders or scaffold planks should not be painted as defects may be covered by paint.  Use a good grade of spar varnish or a mixture of linseed oil and turpentine to preserve the wood.

d. Nonskid feet should be used on all straight and extension ladders.

e. Straight ladders form a triangle when placed against the wall or objects for climbing.  When properly placed, the bottom side of the triangle should be about one‑fourth as long as the vertical.  (i.e., if the ladder is leaned against a wall eight feet high, the feet should be set two feet from the wall.)  Ladders should never be placed against a window sash.

f. When using a straight ladder, it should be long enough to extend at least three rungs above the level to which the user is climbing.  Step ladders must not be used as straight ladders; they are not designed for this purpose.

g. If the bottom of a ladder is placed on an insecure surface, secure the ladder in a position by the use of hooks, ropes, spikes, cleats or other anti‑slip devices or by stationing an employee at the base of the ladder to hold it in position during use.

h. Don't stand on the top step of a stepladder to work.

i. Only one person should be on a ladder at a time.

j. Don't carry articles in hand while climbing.  Use a hand line to raise and lower tools and materials, or secure them suitably in a tool belt.

k. Always face a ladder when ascending or descending it and have free the use of both hands.

l. Clean muddy or slippery shoes before climbing.

m. Keep rungs clean and free of grease and oil.

n. If it is necessary to place a ladder near a door or where there is potential traffic, set up warning signals or take other precautions to prevent accidental contact that might upset the ladder.

X.  SCAFFOLDING

1. Proper supervision is required to erect scaffolding.

2. Planks and other material used in building scaffolding must be sound and free from knots.  Keep planks in good condition with a spar varnish (never paint the planks).

3. Planking should be adequately cleated, the scaffolding over 10 feet should have toe boards, mid‑rails and handrails.

4. Tools on top of the scaffolding are liable to fall and injure someone.  Keep tools in a bucket or box lashed on the scaffolding.

XI.  MOTOR VEHICLES AND MOBILE EQUIPMENT

Municipal and school vehicles are easily identified as such and thus constitute a traveling advertisement seen by many citizens.  In our relationship with other motorists and pedestrians while operating vehicles, we control an important influence upon good or bad public relations with citizens.  By employing courteous, considerate driving habits and applying the principles of defensive driving to avoid accidents, we can build good public relations.  The following safety procedures are recommended:

1. All employees should be responsible for a safety check EACH DAY of any vehicle or mobile equipment he is assigned to drive.

2. A pre-trip safety check should include:

· Lights

· Horn

· Directional signals

· Brakes

· Check Lug Nut (when visible)

· Loose items inside car - secure them!


· Power steering fluid reservoir 

· Windshield washers and wipers

· Tires

· Clutch travel

· Mirrors



3. Position all adjustments for safe driving before putting the vehicle into gear such as the seat, inside and outside mirrors and sitting positions.

4. Drivers of vehicles must possess a valid driver's license and they must be thoroughly familiar with the state and local regulations governing motor vehicle operation.

5. All slow-moving equipment operated in public right of ways should be equipped with a triangular shaped reflecting sign in accordance with the Motor Vehicle Code.

6. Supplies transported in motor vehicles should be secured in such a manner that they will not be dislodged or fall out or forward during transit or sudden stops.

7. Don't take drugs or strong medication before operating a vehicle.  Remember that drugs, illness or extreme fatigue may affect your ability to judge distances, speed, and driving conditions.

8. All persons who drive or ride in vehicles shall wear the installed seat belts.

9. Not more than three persons should be permitted to ride in the front of a driver's seat of any vehicle.  Persons should not be transported in any vehicle unless safe and secure seating is provided for each person.

10. All motor vehicle laws - Statute or Ordinance - should be adhered to at all times.

11. Parking Vehicles:

a. Except when working conditions require otherwise, parked vehicles should have motor stopped, key removed and be left in park.

b. If on a downgrade, turn front wheels towards the curb.  If on an upgrade, turn away from the curb.  Set brakes and leave transmission in "Park" before leaving the driver's seat.

c. Before leaving the curb, walk around car to check for obstacles.

12. When backing up a vehicle, be sure the way is clear.  Get out of the vehicle when necessary and inspect the area to be backed into.  Back up slowly.  If there is another employee along, he should get out and direct backing.

13. Never leave the vehicle with the engine running.  It is illegal as well as an unsafe practice to leave any vehicle unattended with the motor running.  Remove keys from ignition.

14. Stay within posted speed limits.  Slow down when conditions warrant.

15. Do not assume the right of way.  The driver who has the last chance to avoid an accident may be the driver in the legal right.  "DON'T BE PUSHY:  YIELD OR STOP."

16. Keep a distance behind other vehicles so as to avoid tailgating.  Do not allow others to tailgate.  Slow down, pull over to the side, let the tail-gater pass ‑ a safe travel distance is to use the "2 second rule."

17. That is, allow two seconds to pass before your car is at the same spot as the car in front of you, of course, in icy or wet weather, this distance should be increased.

18. Signal intentions at least 100 feet in advance, including change in lanes, and actual change in directions.  Avoid sudden braking.

19. Turn on low beam headlights whenever engine is running.  Parking lights designate a vehicle is parked.  Never drive with only parking lights on.

20. Filling tanks:

a. Shut off the motor of the equipment.

b. Do not smoke near gasoline pumps.

c. Keep the hose nozzle against the edge of filler pipe.

d. To avoid spilling, do not fill tank too fast or too full.

e. Use a funnel.

APPENDIX 3 - Hazard Communication Information/Sample Program

OSHA HAZARD COMMUNICATION STANDARD OR "RIGHT TO KNOW" LAW

The OSHA Hazard Communication Standard requires that people who work with hazardous substances are made aware of the related dangers and are trained to effectively protect themselves.  Workers need to know which chemicals are hazardous and how to protect themselves against those hazards.  The standard mandates communication about workplace hazards between employers and employees.  The three primary components of OSHA's Hazard Communication program are:

· Labels or Other Signs - Labels or other signs on containers of hazardous chemicals provide an immediate warning to the worker, and are a primary responsibility of chemical manufacturers.

· Material Safety Data Sheets - Material safety data sheets provide more detailed information on the chemical and its hazards.  The employer must keep the data sheets readily accessible.

· Worker Training - The worker must be trained in how to interpret and understand labels and material safety data sheets and how to safely handle these hazardous substances.

Substances covered by the Hazard Communication Standard/Right to Know law all present physical or health hazards, and it's expected that the number of regulated materials will be increased periodically.

QUESTIONS & ANSWERS ON OSHA HAZARD COMMUNICATION STANDARD

What is a hazardous chemical?  

One which demonstrates any physical or health hazards.  A physical hazard can be a combustible (liquid), compressed gas, explosive, flammable, an organic peroxide, an oxidizer, pyrophoric, unstable or water-reactive.  A health hazard can be a carcinogen, corrosive, highly toxic, an irritant, sensitizer, toxic, or have target organ effects (for example: neurotoxins, eye hazards, etc.)

How are health hazards determined?  

Through one or more positive scientific studies based upon the following criteria:  carcinogenicity, human data, animal data, adequacy and reporting of data.

Are there any chemicals not labelled?  

Yes, pesticides, food, food additives, coloring, drugs or cosmetics, distilled spirits for non-industrial use, and consumer products.  These substances are regulated under separate agencies.

Are there any other substances not covered by this Regulation?  

Yes, hazardous wastes, tobacco and products, wood and wood products, and non-hazardous manufactured items.

Are laboratories covered by these Regulations?
Yes, but with some changes:  labels on incoming containers must not be removed or defaced.  All material safety data sheets received with shipments must be maintained and readily accessible.  All employees must be trained and informed of any hazards.

What about trade secrets?
Information related to a bona fide trade secret can be withheld from a material safety data sheet, with certain stipulations. However, if a treating physician or nurse determines that the identity of that substance is necessary for emergency or first aid treatment, the information must be immediately disclosed.  A written statement of need may be required for non-emergency situations and an agreement of confidentiality may be asked for by the company holding the trade secret.

OSHA HAZARD COMMUNICATION FACT SHEET 

HAZARD ASSESSMENT AND TRADE SECRETS

1.  Hazard Assessment

The quality of the Hazard Communication Program is largely dependent on the adequacy and accuracy of the hazard assessment.  Chemical manufacturers and importers are required to review the available scientific evidence concerning the hazards of the chemicals they produce or import and report the information they find to their employees and to employers who purchase their products.  Downstream employers can rely on the evaluation performed by the chemical manufacturer or importer to establish their hazard communication programs.

The chemical manufacturers, importers, and employers are responsible for the quality of the hazard determinations they perform.  Each chemical is to be evaluated for its potential to cause adverse health effects and its potential to pose physical hazards.

These hazards are physical hazards such as: combustibility, flammability, explosiveness, pyrophoric (spontaneous ignition), a compressed gas, organic peroxide, an oxidizer, unstable or water reactive.

Health hazards include carcinogen, corrosive, highly toxic, irritant, sensitizer, toxic or having target organ effects.

Material safety data sheets, labels and other warning or informational material from the manufacturer or importer will contain the appropriate hazard names, symbols and other related data.

2.  Trade Secrets

As in the case of hazard evaluations, the subject of trade secrets does not directly involve the employer.  However, the use of any substance which contains a trade secret should be reviewed in light of the two situations listed below.

A "trade secret" is something that gives a manufacturer an opportunity to obtain an advantage over competitors who do not know it or use it.  For example, a trade secret may be a confidential device, pattern, information, or chemical make‑up. Chemical industry trade secrets are generally formulas, process data, or a "specific chemical identity."  The latter is the type of trade secret information referred to in the hazard communication standard.  The term includes the chemical name, the Chemical Abstracts Services (CAS) Registry Number, or any other specific information which reveals the precise designation.  It does not include common names.

Two situations can occur which would require limited disclosure of trade secret information to health professionals who are furnishing medical or other occupational health services to exposed employees:

a. Medical Emergency

The chemical manufacturer, importer, or employer must immediately disclose the specific chemical identity of a hazardous chemical to a treating physician or nurse when the information is needed for emergency or first aid treatment.  As soon as circumstances permit, the chemical manufacturer, importer, or employer may obtain a written statement of need and a confidentiality agreement.

b. Non-Emergency Situation

In non-emergency situations, chemical manufacturers, importers, or employers must disclose the withheld chemical identity of the "trade secret" substance to health professionals providing medical or other occupational health services to exposed employees provided certain conditions are met.  In this context, "health professionals" include physicians, industrial hygienists, toxicologists, or epidemiologists.

The request for information must be in writing and must describe with reasonable detail the medical or occupational health need for the information.  The request of the health professional will be considered if the information will be used to complete one or more of the following activities:

· Assess the hazards of the chemicals to which employees will be exposed.

· Conduct or assess sampling of the workplace atmosphere to determine employee exposure levels.

· Conduct pre-assignment or periodic medical surveillance of exposed employees.

· Provide medical treatment for exposed employees.

· Select or assess appropriate personal protective equipment for exposed employees.

· Design or assess engineering controls or other protective measures for exposed employees.

· Conduct studies to determine the health effects of exposure.

Please note that only a health professional, not the employer who uses the substance, can obtain trade secret information.

OSHA HAZARD COMMUNICATION FACT SHEET

WRITTEN HAZARD COMMUNICATION PROGRAM

As an employer, you are required to communicate the information on chemical hazards received from the manufacturer or importer to your employees.  The best method for providing this information is through a written, comprehensive Hazard Communication Program.  This program communicates through labels and warnings, material safety data sheets, and training of employees who handle or are exposed to these chemicals.

Although the three aspects mentioned above are basic to any Chemical Hazard Communication Program, you must also consider these one-time or less frequent activities:

1. List of Hazardous Chemicals - All chemicals and substances present at your workplace must be reviewed for their inclusion in the Program.  Contacting the supplier for material safety data sheets or information on each suspected substance will help finalize your hazardous chemical list.  This list should be grouped for individual work areas so that it is relevant to each group of employees.

2.
Non-routine Tasks - Many servicing or maintenance tasks may bring employees into contact with hazardous chemicals.  The use of Job Safety Analyses or job instructions should indicate the chemical or substance exposures.  Methods of exposure control or protection of employees is required.

3.
Pipes and Piping Systems - You must inform employees of the hazardous chemical contained in pipes.  This can usually be handled through your normal labeling method.

4.
Communication with Contractor's Employees - Persons not in your employ, but present at your site where hazardous chemicals are present, must also be informed.  Your communication is with the contractor, who will then inform his employees who will be present at your facility.  The work area chemical lists described in #1 above can provide basic information, augmented with material safety data sheets and labels.

The extent of your written program need not be complicated or lengthy. Previously written information can be used.  The written program must be available to employees, their representatives, OSHA and NIOSH.  

OSHA HAZARD COMMUNICATION FACT SHEET

MATERIAL SAFETY DATA SHEETS

Material Safety Data Sheets (MSDS) or Material Information Data Sheets (MIDS) are designed to provide you and your employees with the information needed to handle chemicals safely.  They may vary in length or appearance, but nearly all of them follow the general pattern of the sample enclosed at the end of this section.  They must be kept as a reference for products handled at a work area and readily accessible for exposed employees.

This information outlines health and safety precautions and includes the following areas of greatest importance to employees:

1.
Chemical name, synonyms and trade or common names (Section I).

2.
Ingredients that are hazardous - many substances are mixtures (Section II).

3.
Specific physical and chemical characteristics - boiling point, vapor pressure, water solubility, odor and appearance (Section III).

4.
Stability, incompatibility with other substances, and hazardous decomposition or polymerization (Section VI).

5.
Potential health hazards associated with the use or misuse of the substance, including any special handling or storage precautions (Section V and Section IX).

6.
Emergency procedures, if needed, are also pointed out in Section IV for fire and explosion and Section VII for spills or leaks.

7.
Employee protection for the hazards associated with the substance, whether personal or otherwise (Section VIII).

Be sure the identity of the manufacturer, importer or organization responsible for preparing the MSDS is known.  

It is very important that the affected employees understand the contents of the MSDS and are trained in its use.  Also, every new substance in the workplace should be accompanied by a corresponding MSDS.
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LABELS AND WARNINGS

You, as an employer, must ensure that the hazards of chemicals and substances throughout your facility are readily noticed and communicated.  On the workplace floor, the most universal and complete method is through container labeling.

Labels are common practice in the transportation business, and many chemical containers are already marked with familiar diamond-shaped labels.  The Hazard Communication Program considers more types of hazards than those subject to DOT requirements.  It also considers many more types of containers - process machinery, process containers, stationary tanks, and portable containers.

Each workplace container must be labeled, tagged, or marked with the identity of hazardous chemicals contained therein, and must show hazard warnings appropriate for employee protection.  The hazard warning can be any type of message, words, pictures or symbols that convey the hazards of the chemical(s) in the container.  Labels must be legible, in English (plus other languages, if desired), and prominently displayed.

The American National Standards Institute (ANSI) has developed a guideline for the design and use of hazardous chemical labels.  The basic hazard warning information can, however, be used in any legible and understandable form.  There are several exemptions to the in‑plant container labeling requirement:

1.
Employers can post signs or placards which convey the hazard information if there are a number of stationary containers within a work area that have similar contents and hazards.

2.
Various types of standard operating procedures, process sheets, batch tickets, blend tickets, and similar written materials can be substituted for container labels on stationary processing equipment if they contain the same information and are readily available to employees in the work area.

3.
Employers are not required to label portable containers of hazardous chemicals that are filled from labeled containers provided the chemical is intended only for the immediate use of the employee who makes the transfer.

Finally, be sure your employees can understand the labels available in their work areas.  Training in identification of warnings and labels, understanding label terms, and where labels and warnings are found should all be a part of the Employee Training portion of your Hazard Communication Program.
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EMPLOYEE TRAINING

The OSHA Hazard Communication Standard was developed for one primary purpose:  to inform and train the exposed employees.  This training should be provided at the time of the initial employee work assignment and whenever a new hazard is introduced in the work area.  Prior to the effective date of this standard, all exposed employees should have received the equivalent to the initial assignment training program:

1.
Information - The discussion topics must include, at least:

a. The existence of the Hazard Communication Standard and its requirements.

b. The components of the Hazard Communication Program in the employees' workplace.

c. Operations in their work area where hazardous chemicals are present.

d. Where the employer will be keeping the written hazard Communication Program, lists of hazardous chemicals, and the required material safety data sheets.

2.
Training - The employee training plan must consist of:

a.
How the Hazard Communication Program is implemented in the workplace, how to read and interpret information on labels and MSDS, and how employees can obtain and use the available hazard information.

b.
The hazards of the chemicals in the work area.

c.
Measures employees can take to protect themselves from the hazards.

d.
Specific procedures put into effect by the employer to provide protection such as work practices and the use of personal protective equipment (PPE).

e.
Methods and observations, such as visual appearance or smell, that workers can use to detect the presence of a hazardous chemical they may be exposed to.

OSHA HAZARD COMMUNICATION STANDARD

COMPLIANCE OUTLINE

1.
Written Program

a.
Introduction, purpose

b.
Extent of coverage, who's involved, work areas affected, outside contractor's exposure

c.
Contents of Program:  MSDS, labels or other warning methods, training available to employees, review of non-routine tasks by work area (suggest you keep in work area)

d.
List of hazardous chemicals by work area

2.
Material Safety Data Sheets

a.
Referenced by exposed work areas

b.
Method of accessibility for exposed employee (Where are the MSDS's kept?)

c.
Updated periodically and used

3.
Labels and Warning Systems

a.
General information on workplace labeling methods (container labels, warning signs, process ticket-labels, etc.)

b.
Specific warning information by work area

c.
Information on pipe system contents for employees

d.
Updated periodically and used

4.
Employee Training

a.
General:  why, how often, what about

b.
Initial work assignment training program and whenever new substances are introduced.

· Review the written Hazard Communication Program: requirements of the OSHA standard, work area chemical list, operations where such chemicals are located, where the written Hazard Communication Program is located.

· Employee training includes:  how to read and use a MSDS and appropriate labels, where MSDS and label information are found, and the specific hazards of the chemicals.

· How employees can detect the presence of hazardous chemicals (sensory), methods available to test for chemical presence or excess (empirically), and procedures available for employee protection, either personal, mechanical, or through proper work practices.

SUGGESTIONS ON DEVELOPING YOUR PROGRAM

1.
Obtain chemical lists from each work area, department, building.

2.
Cross check to ensure the validity of the lists and the hazards of the listed chemicals.

3.
Obtain any Job Safety Analyses, work orders or procedures, safety rules and similar work practices information, including non-routine work.

4.
Obtain any missing Material Safety Data Sheets.  Review with technical personnel or vendors the possibility of eliminating or substituting for any hazardous chemicals.

5.
Consider testing or monitoring for any commonly used substances that have low Threshold Limit Values and/or serious health effects or substitute with less hazardous materials.

6.
Build into your JSA's, etc. (See 3 above) the appropriate hazard information and precautions.

7.
Develop or use a standardized training program format for employee training on MSDS and labels and utilize this format for specific chemicals.

8.
Overall, the thrust of the Program should be on the work area level:  chemical lists, MSDS, labels, and training.  The written Hazard Communication Program should provide a foundation to help ensure that the information and training provided for in each work area is consistent, accurate and complete.

9.
Use current methods of job communications in the Program.  Process tickets, work orders, job safety rules or procedures, etc., can all contain hazardous substance information.  There is nothing gained by reinventing your communications network.

SAMPLE HAZARD COMMUNICATION PROGRAM

GENERAL INFORMATION

This written Chemical Hazard Communication Program is an integral part of our continuing Employee Safety Awareness Program.  The Occupational Safety & Health Administration (OSHA) Hazard Communication Standard, or Right to Know Law, from which this program has been developed, requires that information be provided to our employees concerning various hazardous chemicals used in the workplace to which employees may be exposed.  This program addresses container labeling, material safety data sheets, employee training, and other information on chemicals found in this workplace.  The goal of our program is to reduce the possibility of illnesses and injuries caused by exposure to chemicals.  We intend to do that by providing employees with as much information as needed concerning the hazards of chemicals they come into contact with and to present that information in a usable, readily accessible form.  Any questions concerning this program should be referred to the __________ Hazard Communication Program Coordinator, ______(Name)______.

INVENTORY OF HAZARDOUS CHEMICALS

A listing of all chemicals used at ___________________ which have been found to present the possibility of either physical or health hazards to employees will be maintained in a separate binder entitled, "Material Safety Data Sheets."  That listing will identify the work areas in ______________ where exposure to these chemicals is most common.

COMPONENTS OF OUR HAZARD COMMUNICATION PROGRAM

Container Labeling:  The OSHA Standard requires that chemical manufacturers, importers and distributors properly label all shipments of hazardous chemicals with the identity of the chemical, clearly noted hazard warnings, and the name and address of the manufacturer or other responsible party.

We will verify that chemical containers are properly labeled at the time they are received from the manufacturer or distributor.  The department supervisors shall ensure that the labels are maintained.  All containers of materials covered by the Standard will be labeled, tagged or marked with the identity of the hazardous chemical contained therein, and will show hazard warnings appropriate for employee protection.  The hazard warning will be legible, in English, and prominently displayed.  Should employees discover any unlabeled containers in their work area, they will be instructed to immediately notify their supervisor.

Containers into which chemicals will be transferred and which can be expected to be used by several workers over a period longer than one shift will be labeled to show contents and an appropriate hazard warning.  The supervisor will replace labels that become torn, corroded or defaced such that content and hazard information cannot be determined.  For replacement purposes we will use pre-printed hazardous materials labels which provide all required information.  An explanation of how to use and understand the labeling system will be covered during initial employee training.

If and when we are informed of new or significant hazards by the chemical supplier, labels for these portable containers will be changed accordingly.

Material Safety Data Sheets (MSDS):  Chemical manufacturers and importers are required by the OSHA standard to develop a Material Safety Data Sheet for each hazardous chemical they produce or import.  The MSDS contains information on the chemical such as physical properties, health and safety data, personal protective equipment, and first aid information, which is useful in meeting the goals of this program.

MSDS's for each chemical in use at ____________________ will be kept on a current basis in the "Material Safety Data Sheets" binder, which is maintained by the Hazard Communication Program Coordinator.  Copies of each MSDS will also be posted in department areas.  Employees have the right to review any and all MSDS's on file for hazardous chemicals used at ____________________.  Anyone wishing to do so should contact the Hazard Communication Program Coordinator.

It is our policy not to accept any chemicals, even on a trial basis, without an accompanying MSDS.  MSDS's will be expected to either accompany the actual shipment of the chemical or be mailed in a timely fashion to the Hazard Communication Program Coordinator to ensure that MSDS's are obtained for all potentially hazardous chemicals used at the department/municipality.  In the event an MSDS is not received with the first shipment of a chemical, the Hazard Communication Program Coordinator will contact that supplier in writing and request the appropriate MSDS.  The written request will be kept on file until the MSDS is received.

Revised or updated MSDS's received from suppliers will replace the existing MSDS covering that chemical in the MSDS binder, and any new or significant health information contained in the revised MSDS will be brought to the attention of all employees.

Supervisors/employees of ___________________ may occasionally purchase chemicals, solvents, cleaning agents and other hazardous materials "off the shelf" from local retail stores.  By law, retailers must provide an MSDS for each of these materials at time of purchase.  Supervisors and employees who buy hazardous materials from retail vendors will request a corresponding MSDS with the purchase.  The MSDS will be forwarded to the department supervisor and Hazard Communication Program Coordinator for posting and inclusion in the MSDS binder.  If the retailer fails to provide an MSDS at the time of purchase, the supervisor and Hazard Communication Program Coordinator will be notified and a written request will be made.  The written request will be kept on file until the MSDS is received.

Employee Information and Training:  We are required under this standard to establish an Employee Information Training Program for employees routinely exposed to hazardous chemicals.  This training and information will be provided for the covered employees at the time of initial assignment or whenever a new category of hazardous chemicals is introduced in our operations.

Supervisors responsible for complying with elements of the Hazard Communication Program have received additional training conducted by the Hazard Communication Program Coordinator or his/her representative.  This training has prepared supervisors for their responsibilities by reviewing basic elements of our Hazard Communication Program, provisions for labeling containers and pipes, procedures for non-routine tasks, and provisions for outside contractors operating in their departments.

All employees exposed to hazardous chemicals have received information and training in group "classroom" format.  All new employees will receive training as part of their new employee orientation.  This training will include the existence and purpose of the Hazard Communication Program, responsibilities of personnel, labeling provisions, how to read and understand an MSDS, and provisions for information and training.  Employees will also receive instruction on operations in their work areas where hazardous chemicals are present, methods employees can use to detect the presence of hazardous chemicals, physical and health hazards of chemicals in their work area, personal protective measures, and measures taken by the Hazard Communication Program Coordinator to protect employees from the hazardous chemical exposures.

Hazards of Non-routine Tasks:  From time to time, employees will be directed to perform tasks of a non-routine nature that may expose them to certain chemical hazards.  Examples of these non-routine tasks include cleaning of boilers; cleaning with degreasers; cleaning machines; and painting.  Each of these non-routine tasks may expose workers to chemical hazards that have not been specifically addressed in our Hazard Communication Program.

It is our policy when assigning workers to non-routine tasks to provide information on recommended maintenance and other practices that will allow the worker to perform these tasks in the safest manner possible.  Specific instruction and identification of hazards associated with performing non-routine tasks will be given to workers directed to perform these tasks by their supervisor.

Outside Contractors:  Outside contractors, which would include temporary employment service employees performing work on our property, will have access to our Hazard Communication Program and will be advised by management of the presence of hazardous chemicals to which their employees may be exposed.  The contractor will also be informed of suggested employee protective measures, steps the Hazard Communication Program Coordinator has taken to reduce risks of exposure, the location of MSDS at _____________, and procedures in the event contractor employees are exposed.  This will be verified in writing prior to the initiation of any contractor service.

Hazards of Chemicals in Pipes:  Our employees will be advised during their orientation of the existence of all hazardous chemicals flowing through pipes.  All hazardous chemical pipes will be labeled.  The hazards of these chemicals will be explained to employees in the course of their Hazard Communication Training.  Workers will also be advised of procedures to take to protect themselves from these hazards.

Hazard Evaluation Procedures:  ________________ is an end-user of various chemicals that have been found to present possible hazards to our employees.  As an end-user rather than a manufacturer or importer of these chemicals, we are not required to evaluate these chemicals for their potential hazards.  We will rely on the chemical hazard evaluation conducted by the manufacturer and/or importer as contained in the manufacturer/importer's Material Safety Data Sheet.

Responsibilities:  The Hazard Communication Program Coordinator for ______________ is ____(Name)____.  Initial employee training was conducted by ____(Name)____.  Follow‑up training for new hires, transfers and subcontractors is the responsibility of ______________.

Initial receipt of all MSDS sheets from outside vendors is the responsibility of the Hazard Communication Program Coordinator when they have been requested.  Labeling of all incoming substances is the responsibility of ____(Name)____.  Labels for substances used in the department are the responsibility of the supervisor.

Employees are charged with complying with all aspects of the Hazard Communication Program.  Employees shall consult with their supervisor or management personnel whenever there are questions regarding this program, work practices or procedures.

APPENDIX 4 - 
SAFETY INFORMATION CONTACTS

Safety information, videos, books, posters, etc., are an excellent means of positive communication with your employees.  The following addresses are excellent information resources.

THE NATIONAL SAFETY COUNCIL

444 North Michigan Avenue

Chicago, IL 60611

1-(800) 621-7619

KRAMES COMMUNICATIONS

312 90th Street

Daly City, CA 94015‑1898

1-(800) 333-3032

CHANNING L. BETE CO., INC.

20 State Rd.

So. Deerfield, MA 01373

1-800-628‑7733

BEST'S SAFETY DIRECTORY

A.M. Best Company, Inc.

Ambest Road

Oldwick, NJ 08858

(908) 439-2200

APPENDIX 5 - 
PRE-PLACEMENT PHYSICAL INFORMATION

PRE-PLACEMENT PHYSICAL EXAMINATIONS

1.  Objectives

a. To measure the medical fitness of individuals to perform their duties without hazard to themselves or others.

b. To assist individuals in the maintenance or improvement of their health,

c. To detect the effects of harmful working conditions and advise corrective measures.

d. To establish and record the condition of the individual at the time of each examination.

These objectives hold benefits to the employees, the employer, and the community.  The emphasis of the objectives is towards proper job placement, not simply the exclusion of the physically imperfect individual from employment.  In light of recent legal developments in the areas of discrimination in employment, this principle is important.

2.  Personnel

The physician is the key person involved in the medical examination.  He/she should conduct the basic physical examination, although the nurse or other adequately trained person should develop basic data, such as height, weight, age and personal health and occupational history.

The physician has the duty of interpreting the medical findings and making decisions regarding their work significance.  To carry out this responsibility, the physician should be familiar with the physical demands and health hazards of the jobs performed in the industry, and must meet with management to determine their policy regarding the physical fitness and health of prospective and present employees.  The familiarity of the physician with the municipality should be derived from personal observation of the various jobs.

3.  Scope of Examinations

It is important that the examination be thorough and cover all points which have a bearing on the purpose of the exam.  What may be adequate in one municipality may be quite insufficient in another.  For example, the physical demands and health exposures of public works employees engaged in heavy labor are quite different from those of a typist, and appropriate considerations should be made as to what evaluations are necessary for different industries.

The economics of the examination are a major factor in the decision of what to include.  There is no good reason, for example, to include routine laboratory and x-ray tests of applicants for clerical positions.  Conversely, a brief and superficial examination of applicants for jobs involving heavy labor or severe potential health hazards would be a misleading and economically unsound procedure.  Another major consideration will be the availability of medical personnel and facilities to conduct routine examinations.  It has been suggested that a minimum physical examination include the following:

· History

· Age

· Height and Weight

· General Appearance

· Skin, Ears, Eyes, Nose, Teeth, Mouth, Chest

· Lymph Nodes

· Peripheral Blood Vessels

· Abdomen (including hernia)

· Anus

· Genitalia

· Spine

· Extremities

· Blood Pressure

· Pulse

· Temperature

· Urinalysis

· Visual and Hearing Acuity

It has also been suggested that personality, temperament and significant nervous or mental manifestations be noted.  In addition to these, it is possible to include chest x-rays, laboratory studies on various biological samples, electrocardiograms, etc.  The choice of these will be influenced by specific health exposures in the industry, or special physical requirements for the job.  The physician, in any case, should determine what goes into the final physical examination, and what use will be made of the findings.

4.  Report Forms

There is no single examination report form that meets the requirements of all municipalities, or gains the approval of all physicians.  The length of the forms run from a single page containing a brief history and a superficial examination to many pages in length giving minute details of personal history.

Some forms are devised so that very little writing is necessary, only checking off various topics as they are evaluated.  Others leave large areas for narrative comment by the physician regarding his findings.

The final detail and arrangement of the form should be developed by the individual municipality, either developing their own form or modifying some of the many examples which are available from professional associations, medical groups, or suggestions by the approved physician.  The final form should be the decision of the physician after consultation with administration regarding the scope of the examination.

5.  Fitness Classification Methods

The final decision as to the placement of an applicant for employment after a pre-placement physical examination lies with administration.  However, the physician should have some guidelines as to how to categorize the individual which he/she has examined.  One method uses the following classifications:

· Physically fit for any work

· Medical defect which renders applicant unfit for certain types of jobs

· Medical defect present which should be corrected, but applicant may work while correction is obtained

· Medical defect present which must be corrected before assignment to work

· Rejection

Again, before any decision is made, the physician and administration should consult with one another to determine what guidelines are to be used for any classification scheme.

The same types of considerations would apply to periodic physical examinations for persons already employed.  If a defect is found, correction, transfer, or other action should be decided upon by administration with the advice of the physician.

6.  Summary

Properly administered physical examinations on a pre‑placement basis, or on a periodic follow‑up basis can be beneficial to a municipality in proper placement of employees, increasing work productivity, reducing absenteeism, and reducing Workers' Compensation costs.  They can also be beneficial to the community at large and to the individuals given the examination.

PERSONAL HEALTH HISTORY

Most organizations have a need to obtain information on the health status of job applicants so that applicants may be properly placed in jobs which will not have an adverse effect on their health and so that the job can be performed effectively by the applicant.  Examples would include not placing a person with poor vision in a job requiring driving of a vehicle, not placing a person with a back injury in a job requiring heavy lifting, or not placing a person with a history of nervous conditions in a high stress position.

While this need for medical information exists, many organizations do not need or cannot provide physical examinations conducted by a physician for all job applicants.  For those organizations, the attached type of form may provide the information.

The specific items on the form should be reviewed by the consulting physician and modified to fit the situation and health exposures of the specific jobs in consideration.  The physician should be familiar with the organization's facilities and the jobs performed so that pertinent questions may be added to the list to find health conditions which are significant in relation to job performance.

When the form is completed by the applicant, a review may be made by the interviewer or physician to determine the seriousness of any "yes" answers, and a decision may be made as to the proper job placement of the individual.

It should be noted that the purpose of the Personal Health History form is positive, not negative, in that it enables administration to place individuals in jobs that they are able to perform, rather than eliminating job applicants.

PERSONAL HEALTH HISTORY FORM

Name:  _____________________________






Date:  ________________

Answers to all questions will be treated with strict confidence and become a part of your permanent record.  It will be reviewed by the physician if a physical examination is performed.

Home Address

Date of Birth

Telephone Number

In case of emergency notify _____________________________

Address

Telephone Number

Personal Physician:  _______________________________

In the following list, check "Yes" or "No."  If "Yes," underline the condition.

Have you ever had or do you now have:









Yes
No

Poor or blurred vision, watery eyes



Decreased hearing



Earache, running, ringing ears



nose or throat trouble



Dermatitis, skin rash, eczema or hives



Pleurisy, pneumonia, bronchitis or frequent colds



Allergy, asthma or hay fever



Tuberculosis or spitting of blood



Shortness of breath



Palpitation, pounding heart or chest pain



Heart trouble or circulatory disorder



High or low blood pressure



Varicose veins, swelling or ankles or feet



Nausea, stomach pain or frequent vomiting



Diabetes or thyroid trouble



Gall bladder or liver disease



Duodenal or gastric ulcer



Pain or urination of blood in urine



Hernia rupture



Kidney, bladder or urinary disorder



Rheumatism, arthritis, painful joints or neuritis



Back injury, back pain, sciatica



Convulsions, epilepsy, fainting or dizziness



Head injury or frequent headaches



Nervous breakdown



Numbness, weakness, fatigue



Periods of depression or worry




Yes

No
If Yes, give details

Have you had any illnesses or injuries other then those listed above?




Have you ever been a patient in a hospital or sanitarium?




Have you ever had or been advised to have an operation?




Have you ever been disqualified for duty in or discharged from the armed services for medical reasons?




Have you ever filed a compensation claim or received benefits as a result of an industrial injury or disease?




Have you ever lost time from work due to illness or injury during the last two years?




Has your work ever been limited or restricted on account of your health?




Have you any physical implant, impairment or disability at present?




Are you taking any medicine or drugs now?




Have you ever consulted or been treated by clinics, physicians, healers or other practitioners within the past five years?




Would you say your present health is:
Excellent 
Good 

Fair 
Poor 

The preceding answers are true to the best of my knowledge, and I understand this will become part of my medical record.

___________________________________

Signature


Date

APPENDIX 6 - DEVELOPING A JOB SAFETY ANALYSIS PROGRAM

DEFINITION OF A JOB

The term "job" is commonly used in two ways.  Sometimes it is used to refer to the occupational title or position that a person holds.  The occupational title may refer to millwright, electrician, forklift operator, maintenance, inspector, press operator, welder, sanitation, to name a few.  Other times, it is used to refer to specific tasks required, e.g., sweeping the floor, installing an electric switch, erecting a scaffold, setting up a ladder, repairing a part of a machine, changing a light bulb, using a grinder.  In the JSA program, we shall use the term job only in the latter way.  The JSA will be a sequence of definite steps or separate activities that together accomplish a safe work goal.

WHAT IS A JOB SAFETY ANALYSIS

A Job Safety Analysis (JSA) is a procedure used to review job methods as they relate to safety and to uncover hazards (a) that may have been overlooked in the layout of the plant or building and in the design of the machinery, equipment and processes, and (b) unsafe practices or conditions that may have developed after operations and production started.

Once the hazards are known, the proper solutions can be developed.  The solutions noted in a JSA may require physical changes in order to control the hazard, such as installing a guard over exposed gears or other moving parts of a machine.  Other solutions may be new procedures that will eliminate or minimize the hazard.  For example, a different way for safe piling or storage of material.  Additional personal protective equipment such as eye protection, face protection, hand and arm protection may be required.  All of these changes will require new training and close supervision.

PLANNING AND ORGANIZING A JSA PROGRAM

Before the first job is analyzed, the JSA program must be planned and organized.  The basic steps are as follows:

· Establish the objectives based on guidelines

· Determine what jobs to analyze

· Develop a program procedure

· Schedule the jobs to be analyzed

1.  Establishing the Objectives

The supervisor, assisted by his/her staff, should develop a suitable statement of the objectives of the JSA program.  This will have several benefits.  It will inform lower levels of supervision that the administration is behind the program.  It clarifies the purpose of the program to employees who may misinterpret the JSA as a disguised way to change their responsibilities and duties.  It will tell supervisors and all employees why the JSA program is being installed.

2.  Determining What Jobs to Analyze

The program should concentrate on those jobs that are known to produce accidents and injuries.  A master list of jobs associated with occupations in each department should be drawn up.  The master list should include jobs that have (1) a history of many accidents and injuries, regardless of the severity, (2) a history of serious and lost workday accidents and (3) a recognized potential for serious injury accidents.

Once the master list has been developed, it has several uses:  (1) It will determine what jobs will be analyzed.  (2) It provides a basis for establishing the priority of JSA's.  (3) It provides a basis for scheduling JSA assignments.  The master list is extremely important and all supervisors should be required to contribute to the development of the list.

3.  Developing A Program Procedure

Program procedures should be established during the time the master list is being developed or before.  The program procedures should include the following:

· A procedure for scheduling and controlling assignments.

· A procedure for checking supervisors' progress on their assigned JSA's.

· A procedure for reviewing, integrating and editing all first drafts of JSA's.  The JSA should be reviewed for content.  Are the job steps correctly identified?  Are they listed in order?  Are the major hazards identified?  Are they practical?  When copies of JSA's of poor quality are determined, the supervisor should be required to make changes and resubmit the JSA

4.  Scheduling the Jobs to be Analyzed

JSA's should be scheduled months in advance.  The advantage of scheduling well in advance is that all supervisors concerned will know what JSA's will be required.  Listed below are some points on scheduling and assignment.

· In the early part of the program, assign a minimum of two supervisors to analyze the same job.

· Schedule the most hazardous jobs first.  A greater return for the effort spent will be realized if you proceed from the most to the least hazardous job.

· Assign supervisors to JSA's with which they have the greatest job experience.

· Give supervisors a reasonable amount of time to complete their JSA's.  In the beginning of the program, a period of two months is suggested.  After the program has been in effect and experience has been gained by the supervisor, the time should be reduced to one month.

· Insist that target dates assigned for JSA's be met.  Make this clear and be firm about it.  When a target date has not been met, find out why and handle on an individual basis.  If the JSA is unusually difficult, perhaps an extension is in order.  Use the safety meeting to control assignments and discussion.  Keep the program moving but do not sacrifice quality for quantity.

USING THE JOB SAFETY ANALYSIS

Copies of complete and approved JSA's should be made available to all supervisors whose employees are involved in doing the job analyzed.  If a JSA is readily available, it is more likely to be referred to and used.  Whenever possible, the JSA should be kept in a plastic holder attached to the equipment or nearby for easy reference.  The principle benefit comes from use of the JSA  We must also recognize that supervisors learn from developing the JSA  Employee safety attitudes are improved through the process; safer and better procedures are developed as the JSA is completed and used.

WAYS OF USING JSA's

The JSA should be used in all phases of a supervisor's instruction whenever possible.  Several ways of use would be as follows:

1.
Employee safety contacts

2.
Instructing the new or transferred employee

3.
Instructions on regular or irregular jobs

4.
Reviewing safe job procedures after an accident

5.
Observation for improvement in safe job procedures

BASIC STEPS OF A JOB SAFETY ANALYSIS

There are four steps to doing a Job Safety Analysis.  They are:

· Select the job to be analyzed

· Break down the job into successive steps

· Identify the hazards and potential accidents

· Develop solutions to eliminate or minimize the hazard/accident

1.  Select the Job to be Analyzed

Supervisors may have small or large areas or departments which consist of many different types of jobs performed by their employees.  This brings up some practical questions.  What determines which jobs should be analyzed, and of those that should be analyzed, how does the supervisor establish priorities?  We have stated before that a master list of all jobs should be prepared and that priorities be established according to the factors noted.

Administration and Supervisors, after reviewing the master list, should select jobs for safety analysis based on facts derived from the list.  They should be guided by the following factors:

· Frequency of Accidents.  A job that has repeatedly produced accidents and injuries is a requirement for a JSA  Past experience tells us that a job which has produced a lot of accidents and injuries over the years will continue to produce accidents in the future.  The greater the number of accidents associated with a job, the greater its priority claim for a JSA

· Frequency of Lost Workday Cases.  When there is past history and knowledge of the lost workday cases, a priority should be established that JSA's will be developed in this area first.

· Nonfatal Cases Without Lost Workdays.  Priorities should also be established in this area because, as with the lost workday cases, the injuries themselves prove that past recommendations to prevent recurrence have not been successful.

· Newly Established Jobs.  Changes in machinery, equipment and tools create new and different jobs.  The potential for accidents is not always fully appreciated or recognized because there is no experience to draw from.  A JSA of any new job should be made at once.  The job safety analysis will show the hazards and accident potential of the job.

· Recognition of Accident Potential.  The supervisor at times may recognize that a job has the severe potential for producing an injury.  The job may have no history of accidents and injuries but where in the opinion of the supervisor and management the potential exists, a JSA should be considered and assigned.

2.  Breaking Down the Job Into Steps

The job should be broken down into the basic steps and listed in the left column of the JSA under "Basic Job Steps."  The job steps should describe what is done and in what order without going into details of how each job step is done.  Listed below are two common jobs found in municipalities with a step-by-step breakdown.

Example 1
Using a Dry Chemical Fire Extinguisher

Step 1
Remove extinguisher from hanger

Step 2
Carry to fire in upright position

Step 3
Remove seal and pin

Step 4
Hold hose in one hand, extinguisher handle in other hand

Step 5
Apply dry chemical to base of fire

Step 6
Return empty extinguisher to proper rack and report use

Example 2
Using a Pedestal Grinder

Step 1
Carry tool or object to grinder

Step 2
Check wheel, tool rest and floor surface

Step 3
Start grinding wheel

Step 4
Apply tool or object to grinding wheel

Step 5
Stop grinding wheel

Step 6
Remove tool or object from area

Notice that each step tells what must be done generally.  The details of how to do it are omitted.  Also notice that no hazards are mentioned and that no safety precautions are listed.  These come later.

Two errors are very often made when breaking down a job into steps.  The first is to make the job steps too detailed.  The second is to make the job steps too broad.  When breaking down a job into successive steps, the following methods should be used:

a. Select the right employee to observe

b. Brief the employee on the safety analysis

c. Observe the job for the basic steps

d. Check the breakdown of basic steps with the employee

3.  Identify Potential Hazards with Each Job Step

After the job has been broken down into the basic steps, each step is reviewed for hazards and accident potential.  Observation of the employee performing the basic steps of the job should enable you to identify and list all hazards.  For each basic step of the job listed, ask yourself the following questions:

a. Can the employee be caught in anything?

b. Can the employee be caught on anything?

c. Can the employee strike against anything?

d. Can the employee be struck by anything?

e. Can the employee be contacted by anything?

f. Can the employee fall to a level below?

g. Can the employee trip or slip on anything?

h. Is there a potential for strain or overexertion?

i. Is there a potential for exposure to: toxic gas, vapor, mist, dust or heat?

Potential hazards should be recorded during the observation.  By referring on the center section of the JSA under "Potential Hazards."  Along with each basic job step shown, there should appear a potential hazard associated with the step listed.

4.  Developing Solutions to Eliminate or Minimize Hazards/Accidents

Now that the basic steps and hazards for each of those steps have been identified and recorded, you are ready to study and develop the solutions which will become the "Safe Job Procedures" as shown in the right column of the JSA  Listed below are several key points for consideration.

· Job procedures solutions, change the procedure.

· Job environment solutions, change physical conditions.

· Reduced frequency solutions, try to reduce the necessity of doing a job or at least the frequency that the job must be performed.  This is particularly helpful in maintenance jobs.

Determine if there is a new way to do the job or certain steps of the job.  Check the work goal of the job and then analyze the various ways of reaching the goal to see which way is the safest.  Consider work-saving tools and equipment. 

Frequency of a repair or service job may increase the risk of accidents.  To reduce the necessity of such repetitive jobs, ask "what can be done to eliminate the cause of the condition that makes excessive repairs or servicing necessary?  Can anything be done to minimize the frequency of repairs?"

Reduced-frequency solutions are a gain for both safety and cost reduction.  The less frequently a hazardous job must be done, the less employees are exposed to the hazards.  Cost reduction comes through fewer injuries and other items such as labor, parts and downtime.

APPENDIX 7 - ELEMENTS OF ACCIDENT INVESTIGATION

ACCIDENT INVESTIGATION PROGRAM INSTITUTED

All supervisors should be thoroughly trained in the techniques of accident investigation.  A uniform accident investigation form should be used by all departments.  All employee accidents must be reported to the immediate supervisor as soon as they happen or as soon as practical in an emergency.  The supervisor should accompany the worker to the treatment site and return with the worker to the safety/injury coordinator no later than the end of the work day.  The accident investigation report should then be completed and submitted to the injury/safety coordinator.  Specific policy and procedures should be developed within the municipality as to distribution of reports for filing and workers' compensation administration.

INVESTIGATION PROCEDURES FOR ON-THE-JOB INJURIES

Each occupational injury shall be investigated by the supervisor of the person injured, immediately after it has occurred.  The following procedures are listed as a summary providing supervisors with a reference to ensure all elements of an investigation have been considered.  Not every incident will require such an exhaustive evaluation.

1.  Check the Scene

a. Begin where the accident occurred.  The first step is to carefully determine when the injury occurred.

b. Reconstruct as much as possible the chain of events leading up to the injury, and attempt to determine the single event that caused the injury.

c. Draw a diagram of the location, if it will be helpful in arriving at a conclusion.  Whenever possible, photographs should be taken of the scene of the accident and should show any damage resulting from the accident.

d. Sketch in machinery, equipment, vehicles or any other nearby physical objects, together with the places where witnesses were standing.

2.  Write It Down

a. Make notes on all facts which may relate to the cause of the injury.  As an example:  employee had complained of dizziness ‑ or:  employee had not used proper equipment.

b. Write down any procedure used, misuse of equipment or other factors not in accordance with published work rules or safety policies.

c. Write down any unsafe conditions in work area, defective tools or faulty equipment noted.

d. Write down such other items as:  the time of your investigation, the lighting conditions, the weather conditions (if pertinent), a description of supplementary evidence, and conversations having a bearing on this case.

3.  Collect the Evidence  If an injury or near miss occurs when machine parts or structures fail, it is essential to determine what failed and why.  This can frequently be done without laboratory analysis and corrective action can be initiated without great expense.  If however, a detailed study is determined to be essential, then all components shall be collected and submitted for study immediately.

4.  Interview Witnesses  Get all witnesses to the scene immediately or soon thereafter.  If possible, make brief notes and identify those who gave information.

5.  Interview the Victim

a. Timing is important.  Most injuries are minor and the interview should be made as soon as the employee has received initial medical treatment.

b. If the injury is serious, selecting the right time is a judgment factor.  Too soon afterward and the victim may be confused and inaccurate; waiting too long, may cause him to be cautious and evasive.  Let the employee tell his story as he wishes without actual interrogation, but a complete picture should be encouraged.  The interview must be complete, and it may be necessary to question the employee or witnesses several times.  The supervisor should collect the basic information - who, what, when, where, how and why - the day of the accident.

6.  Evaluate the Evidence

a. It is essential to attempt to eliminate any inconsistencies in the testimony of the injured or witnesses even if further questioning is required.  However, under no circumstances, will any attempt be made to judge the validity of any statements or assertions of fact.

b. When assembled, all facts should be reviewed for completeness before submittal to the department head.

7.  Develop Corrective Action After the completion of the investigation, the supervisor is to provide a statement identifying any measures necessary to avoid recurrence of the incident.  In addition, periodic follow‑up should be made by the supervisor to ensure that the appropriate changes have been made and are continually being used.

REPORTING PROCEDURES FOR ON-THE-JOB INJURIES

Timely reporting of any accident is mandatory.  Ensuring full employee benefits is totally dependent upon proper reporting.  It is the responsibility of each employee to report all accidents in accordance with this chapter.

Regardless of the degree of injury, if emergency medical treatment is needed, the employee shall report its occurrence to his/her supervisor immediately or as soon thereafter during the current shift as is practicable.  The supervisor should accompany the employee to the treatment facility.

It is not necessary to have a physician treat an injury in order to validate an injury claim.  As long as the injury is reported to the supervisor and recorded, the employee will be fully covered for medical treatment later if needed.  

Should an employee experience recurrence of a previously reported injury, he/she shall report it to his/her supervisor and the Safety Coordinator.  A claim is reopened if it is considered a recurrence of a previous injury.  An accident/injury to a previously injured area necessitates the need for a new filing and new reports must be prepared.

1.  Employee's Report Of Accident/Injury The supervisor of any employee involved in an accident/injury will ensure all required forms describing the accident/injury are completed and returned to the injury/safety coordinator.  Unless serious injury requiring hospitalization has occurred, the supervisor and employee will return to the injury/safety coordinator before the employee is sent home.

2.  Supervisor's Report of Accident/Injury The supervisor shall thoroughly investigate the cause of each accident/injury occurring within his or her area of operation and record the findings and recommendations on the appropriate form(s).  The supervisor shall ensure that any police report pertaining to the accident/injury is reviewed and included in the final recommendation to the department head.  If, after the Supervisor's review, further department action is required, the original form will be returned to the department.

3.  Employer's Report of Accident/Injury

The Personnel Office shall ensure that the necessary reports are distributed as required.  Supplemental information will be distributed as it becomes available.  

A Log and Summary of Occupational Injuries and Illnesses (DOSH 900), put out by the NYS DOL, shall be maintained.  Logging of occupational injuries and illnesses shall be current, complete and confidential.  The DOSH 900 Log will be posted for the full month of February in the place where other Dept. of Labor notices are displayed.  Blank forms may be obtained by calling 1-212-352-6690 and requesting them.

Individual departments may have additional reporting and investigation forms as determined by departmental work rules.

5. Employee Return-To-Work After Injury 

In the event an employee is injured and cannot return to work for a period exceeding three (3) workdays, a written release from the treating physician shall be supplied to the immediate supervisor prior to resuming normal work activities.  The supervisor shall initial the release and immediately forward it to the personnel office.

5.  Incident/Near-Miss Report

a. Close calls or near accident information is frequently as valuable as accident reports in identifying hazardous procedures or conditions.

b. Supervisors shall encourage employees to report details on incidents that nearly caused an accident.

c. Information gained from such reports will then be disseminated to all who can benefit from the lesson.

d. Use plain paper or memo sheet using subject:  NEAR MISS and send details to the responsible department head and Safety Coordinator.

6.  Unsatisfactory Report

a. Equipment or facilities which are poorly designed for the task at hand, and in themselves constitute additional hazards to personnel, shall be reported if attempts to make corrections have failed.

b. Information furnished by such a report can be used to advantage when future procurement of equipment or construction of buildings is anticipated.

c. Tools and other equipment can frequently be modified to eliminate most of the undesired features and can be exposed by this Unsatisfactory Report.

d. Use plain paper or memo sheet using subject:  UNSATISFACTORY REPORT and send details through channels to the responsible department head, with a copy to the Department Safety Committee.

APPENDIX 8 - DEVELOPING A MODIFIED DUTY PROGRAM

MODIFIED DUTY PROGRAM:  POLICY STATEMENT

A program of Modified Duty is hereby established for Municipal personnel who sustain a work related disabling injury subject to the following guidelines.  An injured employee who is judged to have Modified Duty capacity by his/her treating physician may be given a Modified Duty assignment consistent with his/her physical abilities and any limitations imposed by the treating physician.

It is the goal to the Municipality, with the cooperation of all departments, to locate and assign Modified duty, when feasible, to employees who are temporarily disabled from their regular job as a result of an on the job injury.  All such modified duty work assignments are to be within the limitations as described by an approved physician.

a. The approved physician shall be encouraged to release temporarily disabled employees to a modified duty work status and describe the employee's capacities in sufficient detail to enable the municipality to determine a suitable work or task assignment.

b. The employee's regular work division shall attempt to locate or design a work assignment within the capacities described by the physician.

c. If the usual work division is unable to assign suitable work, other divisions within the department shall be contacted to determine if a suitable work assignment exists.

d. If no suitable temporary assignment is available within the department, the Chief Administrator shall be contacted in order to consider other alternatives.  The Chief Administrator will attempt, when feasible, to coordinate and effect a temporary reassignment of the employee on an inter-department basis.  The department of which the employee is regularly assigned will continue to provide regular wages.

e. Upon release to regular work without restrictions, the employee shall be returned to his/her permanent work unit and his/her regular position.

MODIFIED DUTY PROGRAM:  GUIDELINES

An injured worker who is considered by administration to be a likely candidate for Modified Duty will be so identified to the Chief Administrator.  The Chief Administrator will communicate in writing with the candidate's treating physician or a case manager.

A list of typical Modified duty jobs will be included with the letter.  The doctor will indicate which jobs may or may not be within the physical capability of the worker.  The doctor will also be requested to list any limitations, such as the number of hours per day, and any other restrictions that may apply.

The injured workers' medical treatment, such as prescribed physical therapy and visits to the doctor, will have priority over all other activities.

After the treating physician agrees to a modified duty regimen, the injured worker will meet with the Chief Administrator who will arrange the Modified Duty schedule and activities consistent with the medical release and capacities.  Adjustments to the work schedule and type of modified duties will be made as dictated by common sense and the circumstances of each injured person.

There may be instances where a doctor may agree to a limited or trial period of Modified duty.  Administration will react accordingly to the treating physician's instructions.

After the treating physician determines that the injured person is cleared for normal duties, the employee will be taken off the Modified duty assignment and returned to his/her normal job.

MODIFIED DUTY PROGRAM:  WORKING WITH MEDICAL LIMITATIONS

It is essential that modified work be assigned only upon proper medical authorization.  This presumes good rapport between the municipality and the physician.  The physician needs to know the policy regarding Modified duty and the degree of accommodation that the Municipality will make.  This can best be accomplished by discussing the matter with the doctor before asking him/her to put it down on the Modified Duty Evaluation.  The municipality needs to know, in writing, the specific limitations in regard to lifting, bending, standing, contact with various substances, etc.  The administrator, in turn, must understand these limitations and live by them, enforcing with discipline, if necessary.  Re-injury during modified duty is not common but is quite possible if limitations are ignored.  Unless limitations are clearly understood by the employee and the administrator and are adhered to, there is great potential for creating ill will.

MODIFIED DUTY PROGRAM:  FORCED TO RETURN TO MODIFIED DUTY

The employee may not be psychologically or economically coerced to return to work, so the Municipality may have to take further initiative.

Any forced effort, however, should be supported by a doctor, the Municipality, and the Claim Adjusters, in writing!  It is suggested that staff be offered a position at the same rate of pay.  If the staff member refuses to accept the position, refusal must be placed in writing to the above mentioned personnel.  Refusal to return to a physical authorized restricted duty position could result in discontinuing disability payments.  Work assignment and supervision must also be more exacting in forced situations.  The rehabilitation results of restricted duty are generally considered positive.

The following procedures will be used in identifying and/or creating modified duty positions and assignments:

a. The treating physician will notify the Chief Administrator when an injured employee may be able to return to a modified duty assignment.  The date that the employee can return and work capacities will be ascertained by the Chief Administrator at that time.

b. Notification of the above will be given to the department head, supervisor, or designee, by the Chief Administrator.

c. The department head, supervisor, or designee, will advise the Chief Administrator of the modified duty assignment, or that there are no positions available within the department at this time.

d. In the event that a modified duty assignment is made, the Chief Administrator will obtain the treating physician's approval of the modified duty job description.

e. In the event that a modified duty assignment cannot be made within the employee's regularly assigned department, then the Chief Administrator and the Director of Personnel will make a modified duty assignment within any department that has a job position that would meet the requirements of the job restrictions.  This department would be responsible for the direct supervision of the assigned employee and shall furnish the department head and/or supervisor of the employee's regularly assigned department all documents pertaining to that employee; time, attendance and performances in accordance with existing personnel regulations.

f. The injured employee will be evaluated by the treating physician, on regularly scheduled intervals, to be determined by the treating physician, in cooperation with the Chief Administrator, and in compliance with existing policy.

(Copy this letter on your Municipal Letterhead)
Date

Re:
Modified Duty Program for ___________________________

Dear Doctor:

     (Municipality)      has a program of Modified Duty Assignment for qualified persons who have sustained a work-related injury as provided for under the State of New York Workers' Compensation Law.  ____________________________ is being treated by you for such an injury.

If you feel he/she has a minimal work capacity, please indicate which modified duty assignments may or may not be attempted and list any work limitations you feel are appropriate.

As the treating physician, your judgments are paramount.  At any time, you may alter the modified duty assignments or the hours of activity as you feel appropriate, by notifying us.

Attached is a list of Modified Duty assignments with a description of each activity.  Please indicate by initialing those assignments that are acceptable to you and list any limitations or concerns you have.  Please return the attachment to the Chief Administrator of         (Municipality)        .

Sincerely,

Typed Name Here

DOCTOR'S FORM - TRANSITIONAL DUTY EVALUATION

The 
(Municipality)
 requests that the information below be completed by the attending physician pertinent to the capabilities of our employee as a result of his/her accident on ________________.  The employee's job description is attached for you to review in order to determine if:

a. The employee can return to work with no restrictions to the performance of his/her duties.

b. The employee can return to work with limited restrictions to the performance of his/her duties.

c. The employee can return to work and perform tasks checked on the form entitled "Modified Duty" tasks.

d. The employee may not return to work until released from doctor's care.

If there are any questions at all, please call the Chief Administrator of 
(Municipality)

 at 
(phone number)  
DOCTOR'S CERTIFICATE FOR WORK AUTHORIZATION

Employee's Name:
Date of Accident:

Employee's Job Title:


Department Employed by:


Physician's Name:
Date of Exam/Treatment:

Nature of Injury/Diagnosis: 

Treatment Administered:

Medication Prescribed:

How Long Have You Been Treating Employee?

Could Any Other Prior Injuries in Your Records Have Contributed to This Problem?   Yes    No

Restrictions on Employee's Activity:

Date Disability Begins:



No Disability or Time Lost.


Disability Begins: ___/___/___

Can Employee perform duties of a less strenuous nature than normally assigned in his/her line of work?
 Yes
 No

After reviewing the job description and "Modified Duty" tasks employee can:

a. Return to normal duties with no restrictions.

 Yes

 No

b. Can return to duties of job with restrictions noted.
 Yes

 No

c. Can return to work and perform tasks checked on the Transitional Duty Tasks form.   Yes  No

d. Cannot return to work performing any task until released from Doctor's Care.   Yes    No

Date Employee can return to work.  ____________________

Follow-up visits scheduled for _________________________

NOTE:
The employee will be receiving Workers' Compensation payments.  It is requested that follow up visits be scheduled so as to run concurrent with the expected healing progress of the employee's injury in order for the employee to return to his/her normal duties, if possible, in the most timely method possible.

I, ______________________, hereby authorize the release of the above information and any medical records and information related to the above request to   (Municipality)   and its authorized representatives.  

_______________________________

Employee's Signature

Date

TRANSITIONAL DUTY TASKS

To the attending Physician:

    (Municipality)     provides short-term restricted duty for employees who are temporarily disabled by occupational injuries.  Our purposes are to facilitate recovery, prevent deterioration of work skills, demonstrate concern, minimize loss of human resources, and reduce costs.  Because of the varied work activities, some type of work can usually be found to meet the injured employee's capabilities.

Please consider the availability of this restricted duty program before making a decision on our employee's estimated period of disability.

RESTRICTED WORK AS INDICATED BELOW:

No prolonged standing or walking


No climbing, bending or stooping


Limited use of right/left hand


Right/left handed work only


No work near moving machinery for the duration of modified duty


No twisting motion


Weight lifting restriction


0 ‑ 15 lb


15 ‑ 35 lb


35 ‑ 50 lb

Doctor's comment:

Doctor's Name:

Address/Phone:


APPENDIX 9 - 
HEALTH PROMOTION PROGRAM

RECOMMENDATIONS FOR A SUCCESSFUL HEALTH PROMOTION PROGRAM

In order to determine the scope and ensure success of a health promotion program, it is necessary to identify needs and interests, set priorities, develop a budget, specify objectives and "sell" the program.  The following suggestions are offered to assist in the development and implementation of a successful program.

1.  Obtain Administrative Support Without support of administration, even the best programs may not succeed.  Some fail or disappear due solely to lack of support and interest.  Encourage administration personnel to actively participate and involve the approved physician during initial planning.

2.  Obtain Employee Support Involve employees in the development of the program.  Unless employees have a program they want and are interested in, they may not participate.  If the facility has a recognized labor organization, solicit its support and input.

3.  Make the Program Visible Even the best program will not be effective if awareness of the program is inadequate.  It is important to focus attention to the program in order to create and sustain interest.  Promotion is a major factor in order to gain employees' interest and participation.

4.  Select a Competent Coordinator Choose or hire a qualified and enthusiastic program coordinator who knows how to administer a health promotion program and how to work with and involve people.

5.  Set Realistic Objectives Have definite goals which are achievable, clearly stated and easily understood.  Be prepared to wait patiently before seeing results.  Such benefits as reduced health care costs, improved productivity and reduced absenteeism may not occur immediately but almost certainly will take place over time.  It is also important to know what management expects and to report results and progress in terms that management can understand.

6.  Prepare a Budget Little can be done without a commitment of both time and money.  Some aspects of a wellness program may involve initial and continued substantial expenses while other goals can be accomplished with relatively little expense.  The monetary benefits of health promotion programs generally exceed the cost.

7.  Evaluate Programs Program evaluation is an essential component of any health promotion program.  By evaluating the program, one can isolate its strengths and weaknesses, thus providing a method for updating and improving the program.  Positive evaluation is also an excellent program justification.

8.  Make Participation Voluntary It is a basic trait of human nature to resist things that we are forced to do.  Voluntary participation fosters a more enthusiastic and receptive atmosphere.  Some programs are organized so that the participant pays for part.  The rationale for employees' assisting in the funding is that if an employee pays for the program, even in part, then the employee will more likely be devoted to the experience.

9.  Retain Confidentiality Employee health records and information concerning employee health status must remain confidential.  This is essential in order to promote participation and obtain accurate information.  Advise employees of confidentiality of information.

10.  Schedule Carefully Programs should be scheduled at those times and locations that are most convenient for employee participation.  Even the best programs may not be worthwhile if they are scheduled at a time or a place which makes attendance difficult.

11.  Choose Credible Programs Assure that all programs are educationally acceptable and that reliable information is provided.

12.  Know the Audience Select programs which are acceptable to and appropriate for the participants.  It is important to use communication and educational methods compatible with the needs, capabilities and interests of the participants.

13.  Establish Policy for the Program It is important to have an administrative commitment and/or policy regarding:

a. Incorporation of the health promotion program into the employee benefit package or retaining it as a separate program.

b. The cost of the program.  Will the program to be considered a company benefit?  Will the program be paid in part by the employer and in part by the participants?  Will the program be paid for by the participants alone?

c. the time commitment to the program.  Will the program to be offered during work, on employee time or a combination of both?

14.  Adjust Municipal Policies The employer's attitude toward wellness/health promotion is reflected by its policies.  Employers should critically review policy statements relating to health and consider policy modification to encourage positive health practices.  Such policies may include:  flexible work hours, a safety belt policy for municipal and private motor vehicle use, smoking restrictions, and extension of health benefits to cover items which would lead to a more positive lifestyle with respect to health related issues.

15.  Select an Appropriate Program Title Administration concerned with both making and saving money may respond more positively to a program called "Health Care Cost Containment" while employees may be more impressed with a program entitled "Wellness" or "Health Promotion."  While both program titles may really mean the same thing, people respond differently to the semantics which most appeal to their needs and desires.  Select a program title which most closely meets the needs and accomplishes the objectives and goals of the program.  A program title may not be necessary for small-scale programs.

SUMMARY While there is no single method of assuring that a program will be a success, if one follows the basic guidelines and addresses the situation with determination, enthusiasm and commitment, the chances of success are excellent.

REFERENCE:
1.
Behrens, Ruth, Work Site Health Promotion:  Some Questions and Answers to Help You Get Started, Office of Disease Prevention and Health Promotion, Public Health Service, US Department of Health and Human Services, August 1983.

APPENDIX 10 - BACK INJURY CONTROL

Described below is a basic outline of a back injury control program.  Though it is designed to be used by management, training & supervisory personnel, it is developed for employees, the persons most likely to suffer a back injury.  Please bear in mind that back injury control encompasses many diverse factors.  The below concepts are discussed elsewhere but are an integral part of this program.

a. Top Management Policy Statement and Support.

b. Introduce Lifting Standards - when, where, how much, how to, etc.  Train supervisors in proper lifting.

c. Comprehensive and extensive employee training:

d. Lecture/demonstration, films, posters all emphasizing the "Bend Your Knees" slogan.

e. Supervisory feedback - investigation reports, department hazards, lifting problems, etc.

f. Discuss lifting and manual material handling problems with Medical and Engineering personnel.  Use data developed from past accidents and investigations.  Analyze ergonomic and medical changes/improvements.

g. Introductory training and periodic follow-up (as in #4) for all new supervisors and employees.

h. Reasonable target date with possible incentive/reward.

WHICH JOB DUTIES WILL STRAIN YOUR BACK?

a. Does the job require heavy lifting?

b. Does the job require repetitive motions with no variety?

c. Does the job require reaching or stretching repeatedly.

d. Does the job require maintaining the same physical position for any length of time, such as standing or sitting?

e. Does the job involve an "unnatural" position, such as sitting with both feet raised, or sitting with the back hunched?

f. Does the work provide for frequent rest periods with diversified motion?

g. Does the job provide for communication with fellow workers?

h. Does the job provide sufficient rewards:  financial, praise, public recognition?

i. Is the job performed in comfortable surroundings?  Is the lighting adequate, the heat level normal and steady, the clothing provided adequate, the noise level muted?

j. Does the walking surface give secure footing?

LIFTING/LOWERING TASKS

1. Eliminate the need to lift or lower manually.  Reducing the need to stoop or squat while raising or lowering an object will significantly reduce chances of overexertion injury.  Skids, stands, adjustable or self-adjusting tables and feeders are some familiar common methods of providing proper height.

· Lift tables and platforms

· Raise or lower operator or work area

· Heights of work area 

· Elevate pallets

· Lift trucks

· Work dispensers

· Cranes and hoists

· Gravity dump

· Die trucks 

· Gravity chute

· Drum and barrel dumpers

· Air ejection

· Reduce high storage of heavy objects

· Automatic feed

· Elevating conveyor

· Work positioners

2. Reduce the weight of the object.  Studies have shown that the less an object weighs, the greater the number of workers who can be expected to perform the lifting/lowering task without sustaining an exertion injury.

· Change size of object (box, carton,

· Reduce the load in the container bag, etc.) (administrative control)

· Reduce the capacity of the container

· Specify quantity per container to suppliers

· Reduce the weight of the container 

· Reduce number of objects lifted or lowered at one time.

3. Reduce the frequency to less than one lift every five minutes for maximal loads.  Maximal loads are those that require 100 percent of an employee's strength to perform.  After performing such a task, the normal person needs about five minutes to recover.  If employees are required to perform it more frequently than this, then fatigue would result and make an overexertion injury likely.

4. Reduce the need to handle bulky objects.  Bulky boxes or objects require the hands to grasp at extreme widths.  A comfortable and efficient grasp width (across the body) is at or slightly wider than the individual's shoulders.  Objects wider than this dimension should be handled by other means or eliminated.

5. Increase the weight to a point where it must be mechanically handled.  

· Unit load concept, 

· Palletized loads

6. Reduce the hand distance.  Approximately 90% of all healthy employees can lift a 14-lb. load when it is located 12 inches or less from the center of their body; yet, only 14% would be able to lift that same 14-lb. load if it was located at 20 inches from the center line of their body.  The less you have to reach, the more you can lift.  

7. Change the shape of the object or container

8. Provide grips or handles

9. Provide better access to object

10. Improve layout of work area

11. Provide surfaces that can be readily grasped.  The less energy that is required to grasp a

12. surface, the more energy that is available to carry or lift the object.  Studies have shown that providing handles to objects can increase lifting capacity approximately seven to eight percent.

13. Convert lift or lower combined with carry to push or pull

14. Use conveyors and/or four-wheel carts

15. Use hand trucks/power trucks

PUSHING/PULLING TASKS 

1.  Eliminate the need to push or pull.  Pushing and pulling can be eliminated by using conveyors, lift trucks, slides or hand trucks.  For example, cartons can be slid off a pallet onto a conveyor rather than lifted by using a scissors lift to keep the pallet at the same height as the conveyor.

2.  Reduce force required.  Pushing and pulling can be made easier by reducing the load on a cart, using larger wheels or casters and maintaining them, keeping floor surfaces free of obstacles, etc.

· Reduce size and/or weight of load

· Air bearings

· Four-wheel trucks or dollies Floor maintenance

· Conveyors (non-powered) 

· Ball caster tables

· Casters & wheels 

· Surface treatment to reduce friction

· Lubrication & maintenance 

· Air cylinder pushers or pullers

· Larger diameter

· Location

3.  Reduce the distance of the push or pull.  One way to achieve efficient material handling is to minimize the distance the material is handled.  Reducing the distance the load is pushed or pulled also reduces the exposure to injury.  The supervisor should examine the layout of the department to reduce distances between workstations and storage, etc.

1. Relocate production or storage areas

2. Layout of workplace

4.  Optimize technique of the push or pull.  

a. Best pushing or pulling height between 48 inches and 50 inches

b. Replace pull by push

c. Provide firm handle or grips

d. Replace small casters with larger wheels

e. Use ramps with slope no greater than 6 degrees or 10 percent

f. Eliminate blind pushes

WALKING 

Walking contributes to fatigue, which eventually leads to overexertion.  Some solutions included:

· Reduce the distance walked.

· Use conveyors

· Change layout or workplace

· Use riding vs. walking lift trucks 

· Relocate operation

OTHER FACTORS

The items listed here are associated with the common manual movements.  They tend to magnify the problem if not corrected.  They can also help to improve a workplace if all practical measures of manual movement changes have been made.
1.  Provide good work surfaces.  To minimize strength requirements, surfaces should be level, clean, and provide enough friction to assure stable footing.
2.  Body positions.  Both standing and sitting positions are acceptable if proper conditions are provided.
a. Provide a cushioned standing surface.

b. Provide a foot rest when standing so that the legs are positioned at different heights.

c. Seats must be adjustable:  seat height, back support, seat angle and arm rests.

d. Any foot rests should be in good condition (not broken, non‑slip, correct height from seat).

3.  Controls and Displays.

Controls should be above the knees, but below shoulder level.

Stooping to monitor displays, operate the machine or process must be avoided.

4.  For sharp-edged objects.

· Change the process to eliminate sharp edges prior to extensive manual handling.

· Provide handling tools, prevent direct contact between the hands and the object.

· Protect hands and arms with suitable gear.

CARRYING/HOLDING

1.  Eliminate the need to carry

· Conveyors (all kinds)

· Hand trucks

· Lift trucks

· Four-wheel carts or dollies

· Rearrangements of workplace

· Air or gravity press ejection

· Tables or slides between work stations


· Monorails

· Ball caster tables

2.  Reduce the weight of the object

· Change size or object 

· Specify quantity per container to suppliers (Box, carton, bag, etc.)

· Reduce capacity of the container

· Assign two employees to the job

· Reduce the weight of the container

· Reduce number of objects carrier at one itself time

· Reduce the load in the container

3.  Reduce the distance carried

The further an object must be transported, the greater the amount of energy required.  Carrying objects should be eliminated through use of carts, pallets, conveyors, etc.  Carrying loads should be avoided for an additional reason: the human body rapidly fatigues when holding a static position (no movement).  It is better suited to dynamic rather than static positions.

· Change layout of workplace

· Conveyors

· Move operation closer to preceding or subsequent operations

4.  Convert carry to push or pull

· Conveyors

· Four-wheel carts

· Hand trucks

· Power trucks

5.  Convert short distance bent arm to straight arm carry

Locate grasping and releasing height at knuckle height

APPENDIX 11 - 
DIRECTIONS ON COMPLETING THE LOST DAYS REPORTS

LOST DAYS REPORT
Enter the report preparer's name, phone number, municipality name, and date in the spaces provided.

Column 1.  No entry required.

Column 2.  Average Number of Employees.  Refer to payroll or personnel records.  The employee count should include all working personnel assigned, including hourly, clerical, supervisory, part-time and administrative personnel.

· DO NOT include non-municipal personnel who may be performing contract services and who would be reported, for OSHA purposes, by a different employer, if they were involved in an accident.

Column 3.  Hours Worked.  Refer to payroll records for total calendar month hours.  Include hours for all personnel considered in "Average Number of Employees."

· Enter total hours on current month line.  Estimates for final month of each quarter are acceptable, subject to correction on the next report, to prevent reporting delays.

· DO NOT include paid, but not worked, hours (e.g., vacation, holidays, sick time, etc.).  INCLUDE all paid overtime work hours.

Column 4.  Medical Treatment Cases.  Enter the total number of medical treatment injuries and illnesses

Column 5.  Lost Workday Cases - Restricted Work.  Enter the monthly total number of cases where restricted work is involved.  This includes cases where employee worked, but did not work regular job or was restricted in performing full scope of regular job.

Column 6. Lost Workday Cases - Away from work.  In the "Away From Work" column, enter the total number of cases in the month where employee was unable to report for work because of the occupational injury or illness.  Count all cases where any subsequent scheduled shift after the incident were not worked because of the occupational injury or illness.  DO NOT include those cases involving time lost on the date of the injury only (e.g., balance of work shift).

SPECIAL NOTE:  FOR ANY CASE THAT INVOLVES BOTH RESTRICTED WORK AND LOST TIME AWAY FROM WORK, COUNT AS AWAY FROM WORK ONLY.

Column 7.  Fatal Cases.  Enter the number of cases where a work-related fatality occurred.

Column 8.  Total Cases.  Enter the accumulative number of all lost workday and fatal cases reported for this period.  (The sum of the entries each month for Columns 5+6+7)

Column 9.  Lost Workdays - Number of Days Restricted.  Enter the total number of actual, regularly scheduled workdays in the month where the employee was returned to work with limitations by the treating physician.  Only record those workdays (consecutive or not) whereupon employee returned to work:

· Employee was assigned another job on a temporary basis.

· Employee worked at regular job less than full time.

· Employee worked at regular assigned job, but was unable to perform all duties normally associated with that job.

Column 10.  Lost Workdays - Number of Days Lost.  Enter the total number of all workdays that the employee could not work (consecutive or not) because of the injury as determined by the treating physician.  DO NOT include regularly scheduled days off, holidays, or vacation days.

Column 11.  Lost Workdays - Total Lost Days.  Enter the sum of Columns 9+10 for each month.

NOTE:  Cumulative quarterly totals for each three-month period should not be carried forward to the next quarter.  Each quarterly total is to be reported only for the quarter indicated.  Summary reports will be completed from the Occupational Injuries and Illnesses Report by the PERMA office for distribution to each municipality.

INVENTORY OF LOST WORKDAY CASES (Form PERMA-2) This is an accumulative listing of the lost workday total cases as reported on the OSHA Log.
Column A.  Name.  List name of employee (e.g., Smith, J.)

Column B.  Date of Injury.  List date of injury/illness.

Column C.  Description of Accident.  Briefly state accident/injury (e.g. smashed right thumb with hammer; fell from ladder, fractured arm; sprained back lifting garbage)

Column D.  Number of Days Lost/Restricted.  Indicate cumulative total of lost AND restricted workdays to date for each entry.  NOTE:  Totals must equal those shown on the Occupational Injuries and Illnesses Report as shown in Columns 9 & 10 for the current month.

Column E.  Status.  Indicate either "Open" or "Closed."

· "Open" indicates that the lost workdays will continue into the next reporting period.

· "Closed" indicates that the employee is presently at work and no additional lost days are anticipated from the injury.  NOTE:  There may be cases where an employee may return to work and then lose time for the same incident at a future date.  In those cases, show the case as "Reopened" on the Inventory report.

Defining medical treatment vs. first aid - Medical treatment includes treatment (other than first aid) administered by a physician or by registered professional personnel under the standing orders of a physician.  Medical treatment does NOT include first aid treatment (one-time treatment and subsequent observation of minor scratches, cuts, burns, splinters, and so forth, which do not ordinarily require medical care) even though provided by a physician or registered professional personnel.

APPENDIX 12 - FLEET INFORMATION

NEW YORK - CHECKING DRIVING RECORDS

Information Required: Driver's full name, New York address, date of birth and driver license number.

Format:  Form MV-242B on the following page shall be used.  The form may be photocopied.  IF there are a number of requests, the Department prefers a single sheet of paper containing the list (double spaced) rather than a separate MV-242B form for each of them.

Fee:  $5 per request, all abstracts will be certified.  Fee must accompany request and be payable to the Department of Motor Vehicles.

Agency:
Department of Motor Vehicles

Division of Data Preparation

Swan Street Building

Empire State Plaza

Albany, New York 12228

Telephone:  (518) 474-0713/0710

DRIVER'S MOTOR VEHICLE REPORT
NOTE:  Check with (X) the statement that applies.  If the second statement is checked, the items needing attention should be checked in the list below or defects should be listed on reverse side.
Vehicle is in good operating condition.

Items checked below require attention.


Ammeter/Voltmeter

Lights- fog


Battery Water

Lights- headlights


Body Parts

Lights- body


Brakes- foot

Lights- stop


Brakes- parking

Lights- tail


Bumpers

Lubrication


Chains

Engine Compartment


Clutch

Oil Pressure


Defroster

Radiator


Door Latches/Locks

Rearview Mirrors


Exhaust System

Side Mirrors


Fan Belt

Directional Signals


Fender/Quarter Panels

Speedometer


Fire Extinguisher

Springs/Shocks


Flags/Flares/Reflectors

Starter


Gearshift

Steering Gear


Generator/Alternator

Tires


Heater

Windshield Wipers


Horn

Wiper Fluid


Jack



Ending Mileage



Starting Mileage 



Signed by 
















(Driver)

APPENDIX 13 - NEW YORK STATE WORKERS' COMPENSATION FORMS
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