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[bookmark: Text3]The president and management of (Name of Company) are committed to providing a safe and healthful work environment for all our employees and others that may work, visit, or enter our facilities.

It is our policy to manage and conduct operations and business in a manner that offers maximum protection to each and every employee and any other person that may be affected by our operations and business.

It is our absolute conviction that we have the responsibility for providing a safe and healthful work environment for our people and all others that may be affected as we conduct our business.

We will make every effort to provide a working environment that is free from any recognized or potential hazard.

We recognize that the success of a safety and health process is contingent and dependent upon support from the executive level management down to involvement of all employees of the company. 

The management of this company is committed to allocating and providing all the resources needed to promote and effectively implement the safety and health process.

This company will establish avenues to solicit and receive comments, information, and assistance from employees about safety and health.

This company will comply with all applicable federal, state, and local safety and health regulations.

Company management and designated supervisors will set an example of commitment to safety and health at this company.

This policy applies to all employees and persons affected or associated in any way by the scope of this business.


___________________________________
President















I. Authority and Accountability 


[bookmark: Text6]The (title) of (name of company) accepts the responsibility of providing resources and guidance for the development and implementation of the safety and health process.

The (title) is responsible and will be held accountable for the overall implementation of the working process.  The (title) has the authority to delegate any or all portions of the process to subordinates, but will be held responsible for the performance of the process.  The (title) also has the authority to approve or carry out disciplinary actions against those that violate policies, procedures, or rules.

The (title) is/are responsible and will be held accountable to ensure that all employees under his/her control follow all safety and health policies, procedures, and rules established by the company.  They are also responsible for administering training and guidance to employees under their direction.  (title) has/have the authority to reprimand and recommend disciplinary actions against employees that violate the safety and health policies of the company.

Employees are responsible and will be held accountable for providing this company with a commitment to the safety and health process, abiding by the policies, procedures, rules set forth by the process, and becoming actively involved in the process to assist in providing a safe and healthful workplace for all involved.

Contractors that provide or perform services for this company, at any location, are responsible to ensure that all employees’ actions and services delivered are in a manner consistent with our commitment to safety and health.  The Safety and Health Process manual will be made available to all contractors for review. 




II.						Analysis 


[bookmark: Text7][bookmark: Text8](title)  will review and analyze all records and documentation pertaining to the safety and health process.  This review will be conducted on a (monthly, quarterly, semiannual, or annual) basis, starting in (month) and will focus on hazard analysis and recognition of developing trends.

Trend analysis will identify recurring accidents and near miss incidents resulting in or potentially involving injury, illness, and/or property damage.  The analysis will also recognize repeatedly identified hazards/violations needing corrective action to establish what process component(s) is/are failing that allows the hazard to exist.

(title) will provide information and recommendations for corrective measures for trends developing in their areas.  Employees will be made aware developing trends and hazard exposures as they are recognized.  Trends of accidents or hazard recurrences will be a focal point for corrective action and employee training as needed.

Corrective measures will be followed (title) of each location until the causal factor has been eliminated or controlled.

Employee training records will be reviewed on an annual basis to ensure an adequate and effective training program is maintained.




III.					Safety and Health Training 


[bookmark: Text18](name of company) is committed to providing safety and health related orientation and training to all employees at all levels of the company. (title) will develop, implement, and maintain an aggressive safety and health orientation and training program.  The program's purpose is to educate and familiarize employees with safety and health procedures, rules, and work practices of the facility.  The management of this organization will encourage and require involvement and participation of all managers, supervisors, and employees.  Furthermore, the executive level will support the orientation and training program with allocations in funding, staff, resources, and time to develop and implement this program.

Training Program Development 
The training subjects and materials are developed utilizing industry and site specific criteria relating to identified and potential hazards, accident and incident data, and training required by federal regulations.  The orientation, and subsequent training sessions may include, but is not limited to, the following:

· The hazards of the job or task assigned.

· Emergency procedures.

· Personal protective equipment.

· Hazard Communication.

· Hand tools.

· Ladder safety.

· Specific equipment operation training.

· Employee reporting requirements.

· Accident investigation (supervisor and other designated personnel).

· Any federally required training not included or addressed above.


The training program shall be administered in two phases consisting of new employee (or reassigned) orientation and regular periodic training/refresher sessions.  

Orientation Training
[bookmark: _GoBack]The orientation training will be administered to all new employees by (title) prior to the initial work assignment and to employees assigned to new or different tasks or jobs.  The orientation will consist of all required training programs as well as job and site specific safety and health information.  All new employees will be given a tour of the facility and an opportunity to pose questions to expedite the familiarization process.  New employees will not be released to an individual job assignment until it has been determined by (title) that the individual has retained the minimal acceptable elements of the training provided and pertinent information to safely perform the assigned duties.

Ongoing Training 
All managers, supervisors, and employees are required to participate and become involved in the ongoing safety and health-training program.  The frequency, repetitiveness, and subject matter will be determined by training assessments and audits to be performed by (title) and will be at intervals that ensure demonstration of adequate training.  The assessments and audits will, for the most part, be informal questions and observations of employees and work areas.  At some point, a more formal survey, such as written examination, may be required.  

At this time it has been determined that employees will receive training on a (monthly, quarterly, biannual) basis beginning (month).  At no time will an employee be approved to work at an interval greater than 12 months without appropriate refresher training.  Training will be conducted by (title).  All employees assigned to attend a training session must demonstrate competency and retention of the minimal acceptable information prior to returning to any job assignment.  (title) has the authority to assess training effectiveness and are responsible for enforcing implementation of criteria requirements of all training.

Documentation 
Any and all safety and health related training administered or provided by (title) will be documented with the following minimum information:

· Date of training session.

· [bookmark: Text21]Provider (name of person conducting training and affiliation, if not an employee of the company).

· Subject matter.

· Legible name of attendee(s) and supplemental identification if needed or required.

· Signature or acknowledgment of attendance.

All training records and documentation will become a permanent part of each employee record as well as a master record used to determine participation of all employees.  Individual training records will be maintained for the current year plus five more.

IV.			                    Safety Audit/Inspection 


[bookmark: Text19](name of company) has implemented a program to identify, correct, and control hazards on an ongoing basis.  This program will utilize multiple resources to ensure effectiveness.  

Comprehensive Surveys 
This company may receive a comprehensive safety and health audit by our workers' compensation insurance carrier.    These audits will identify existing and potential hazards and non-compliance issues that should be addressed.  The findings of the surveys will be discussed and recommendations for corrective actions suggested.  Audits will also be conducted to evaluate the overall effectiveness of the Safety and Health Process and employee training.  Recommendations will be made to enhance the performance of the safety and health process.  Reports will be forwarded to management for review.

Safety and Health Self-Inspections 
The (title) at each location will conduct (monthly, quarterly, semiannual, or annual) in-house safety and health self-inspections that will cover the entire facility and all equipment.  The inspections will begin in (month).  All inspections will be conducted on an ongoing basis without interruption.  Management will allocate adequate time and resources to perform the surveys.

Each location will develop and maintain an inspection checklist(s) specific to the operation.  The list will be developed utilizing a general inspection checklist, which will be evaluated and updated with hazards that are identified during the inspections and other pertinent data as it is acquired.  The contents of this checklist will be reviewed on a regular basis to ensure that it is current and updated. The checklist becomes part of the permanent record of the inspection and will serve as a confirmation of the audit.  Each checklist will indicate the location or specific site or area surveyed, name and title of the inspector, date of inspection, and corrective action taken for identified hazards or violations.  The inspection report will be used in trend analysis and recordkeeping.

Employees must be notified of the hazards that pose an immediate threat of physical harm or property damage, and informed of measures or steps that will be taken to eliminate, correct, or control the hazard.

Management will review the inspection checklists and any other established documentation to ensure that a course of corrective action and time line has been established for eliminating each deficiency.


V.					Accident and Hazard Investigation 


Management is committed to and will correct or control all hazards identified through any of the avenues of recognition established.  All identified hazards will receive a timely response.

Hazard Correction 
Whenever possible and feasible, hazards identified at facilities will be corrected, eliminating the cause of the hazards at the source.  This will include, but not be limited to the following:

· Discontinuation or removal of hazardous chemicals, materials, or substances from the workplace.

· Discontinuation from use or removal of hazardous equipment until replaced or repaired.

· Correction of any unsafe act or conditions in existence, by service or training.

Hazard Control 
When identified hazards cannot be eliminated, the hazard will be effectively controlled by engineering, administrative procedures, work practices, personal protective equipment, or any suitable combination of these measures when personal protective equipment is issued, the employee will be informed of the requirements, use, and limitations of the equipment. 

VI.				Accident Reporting and Investigation 


(title) will investigate all work related accidents and near miss incidents involving employees or company property to develop preventive measures and implement corrective actions.

Employee Reporting 
All employees and associates are required to report any of the following to their immediate supervisor:

· Accidents/incidents with injury/illness of any magnitude (including first aid related cases).

· Accidents/incidents resulting in property or equipment damage of any magnitude.

· Any near miss incidents that could potentially have resulted in injury/illness or property damage.

Employer Reporting 
(title) will report the following accidents to local, state and federal agencies as required:

· For OSHA: Fatalities and accidents involving hospitalization of three (3) or more injuries will be reported within eight (8) hours.

· Lost workday cases other than fatalities

· Report these to your insurance carrier using form DWC-1, Employer's First Report of Injury.

· Non-fatal cases without lost workdays which result in transfer to another employment, require medical treatment other than first aid, involve loss of consciousness, or restriction of work motion.  This category also includes any diagnosed occupational illness, which are reported to the employer but are not classified as fatalities or lost workday cases.

The Occupational Safety and Health Administration (OSHA) Form 300 will be maintained as this company's recordable injury log.  Nonrecordable injuries will be maintained on a separate log.

Accident Investigation 
The (title) will be responsible for conducting investigations of accidents that occur in their areas or that affect employees under their supervision.  Upon notification of an accident or near miss incident, the responsible supervisors will begin investigative proceedings to determine the following:

· How the accident or incident occurred.

· Special circumstances involved.

· Underlying, indirect, or associated causes.

· Corrective actions or preventive measures and controls.

Accidents and incidents involving situations where multiple supervisors are effected, (an employee of one department injured in another), will be investigated jointly.  The supervisor of the area where the incident occurred will be in charge of, and accountable for the investigation.

Documentation 
All activities and findings of the investigators will be documented and recorded for review.  



VII.                                                      Return to Work Process


In the event an employee is injured on the job, (name of company) has implemented a Return to Work process.  This process will provide the injured employee with the immediate appropriate medical attention and will attempt to provide opportunities to return the employee to safe, productive work as soon as medically possible.  The ultimate goal is to return the employee to his or her original job.  If the injured employee is unable to perform the tasks of the original job, the Return to Work process will attempt to provide alternative productive work that meets the injured employee's capabilities.

Management, supervisors, and employees are expected to participate in (name of company) Return to Work process.  

The responsibility of the employer is to:
· Orient all employees on the policy and procedures of the Return to Work process
· Identify meaningful alternative productive tasks (light duty) before injuries occur
· Maintain recordkeeping and reporting systems as related to work-related injuries

The responsibility of the employee is to:
· Understand company policy on reporting injuries
· Inform treating doctor that (name of company) has a return to work policy
· Communicate with supervisor on a weekly basis to report status
· Return to work the next scheduled shift after doctor has provided a release of either full duty or restricted duty
· Comply with treating doctor's medical restrictions while on alternative productive work

The responsibility of the supervisor is to:
· Ensure injured employee receives immediate medical attention
· Communicate with employee on weekly basis
· Communicate to treating doctor that (name of company) has a Return to Work process
· Assist in identifying appropriate alternative productive work for injured employee
· Ensure employee is complying with treating doctor's restrictions
· Review employee's progress while on alternative productive work



VIII.					Periodic Review & Revision 


(title) or other designated representative will annually review and revise the components of the safety and health process manual for effectiveness and implementation.  Special attention will be devoted to areas and criteria that demonstrate failure in a program component, introduction of new procedures, processes, or equipment.  Corrective measures will be taken as needed to reemphasize or restructure the process to perform at the optimum effectiveness.  The review will be during the month of (month) each year.

Information will be solicited from area supervisors and employees to determine the effectiveness of each program component, and assistance in developing adjustments and corrections.











Safety and Health Process Reference Guide

Goals and Objectives


Goals:
An effective Safety and Health Process will achieve the following goals:

· Effective involvement of each and every employee of the company.

· Elimination of any and all hazards (current and potential) that expose or create risk of any nature.

· A reduction of all work related incidents resulting in injury or illness to any employee or other person associated with our operations or business.

· A reduction of all losses due to incidents resulting in injury or illness to any employee or other person or property damage from such incidents.

· An increased awareness of the overall safe operation of all facilities.

· An increase in employee moral from knowing their work environment is maintained as free as possible from any and all recognized hazards.

· Elimination of all work related injuries and illnesses, property damage, and all associated losses.


Objectives: 
Implementation of an effective Safety and Health Process.

· Commitment for ongoing support from each and every level of management and personnel.

· Assigned responsibilities and accountabilities for the safety and health process.

· Allocation of adequate resources to the safety program.

· Establish lines of communication involving management and employees at all levels for safety and health concerns.

· Effective records and documentation maintenance and review.

· Completion of comprehensive surveys and periodic self-inspections.

· Establishment of effective measures for hazard identification, correction and control.

· Implementation of effective orientation and training programs.

· Initiation of regular program review and revision procedures.


The goals will be realized only if the objectives are carried out without hesitation or interruption, and every employee becomes interested in the safety program and its success.
5	

Employee Commitment and Responsibilities

We recognize the success of any company-wide endeavor is largely dependent upon the entire work force.  This company recognizes the value of employee involvement to assist us in realizing the goals we have set for ourselves.

The president aggressively solicits from all employees the assistance for, and commitment to, the implementation of the Safety and Health Process. 

All employees are encouraged and expected to become involved in all aspects of the implementation of the Safety and Health Process.

All employees are expected to utilize established avenues to solicit and receive comments, information, and assistance where safety and health is concerned.  

All employees are expected to perform their job duties in a manner that is safe for themselves, as well as those around them.

All employees are required to abide by all safety and health policies, procedures, and rules established by this company.

All employees of this company will adhere to the safety and health regulations established by federal, state, and local agencies.

All employees are expected and required to adhere to the safety and health process of this company.  This is not optional! Your continued employment with (name of company) is contingent upon your recognizing and abiding by the safety and health policies, procedures, and rules established by this company.



Employee Involvement

Management encourages employee involvement in each part of the implementation process for the ongoing safety and health process of this facility.  We solicit this involvement by giving each employee an opportunity to participate and be responsible for implementation of the safety program for his or her respective areas.

Departmental Safety Meetings 
This company will ensure that all employees meet on a regular basis to discuss safety and health issues or concerns and increase employee awareness of the safety and health process.  Regular meetings will keep the process active in the minds of employees, and offer an avenue for employees to voice concerns regarding workplace safety and health.

Meeting minutes and attendance records will be kept on file.  Minutes will include all safety items and procedures discussed as well as the date and time of the meeting.

Reporting of Hazards and Unsafe Conditions 
As a condition and requirement of employment, all employees are required to report hazards and unsafe conditions in the workplace to (title).  He/she will take prompt and appropriate action to determine if a hazard exists.  If it is determined that a hazard does exist, immediate attention for correction or interim protective measures will be taken.  Regardless of whether or not a hazard is identified, the reporting employee will be notified of the corrective action taken or the procedures used to conclude that no hazard existed.  If practical, this information will be shared with all employees of the facility.

Documentation 
All reports of hazards and corrective measures/action taken will be documented and recorded.  Management will review this documentation.  Pertinent information will be made available for employee review.



Disciplinary Policy

(name of company) has developed a disciplinary policy that applies to the safety and health program of this company.  The disciplinary policy will be a tool to ensure enforcement of the rules and procedures for a safe and healthy working environment.  The disciplinary policy applies to all employees of this company.

Verbal Warnings 
Management or supervisors may issue verbal warnings to employees that commit minor infractions or violations of the safety rules or safe work practices.  Continued violations or verbal warnings will lead to more stringent action.

Written Warnings 
Management or supervisors may issue written warnings for the following:

· Repeated minor violations of safety rules or procedures.

· Single serious violations of a rule or procedure that could have potentially resulted in injury to themselves or another employee or could have caused property damage.

· Activities that could potentially resulted in injury or property damage.

Disciplinary Leave
Supervisors may recommend and management may institute disciplinary leave for the above reasons and the following:

· A single serious violation of a rule or procedure that results in injury to an employee or property damage.

· Repeated violations, non-conformance to safety rules or procedures.

Termination 
Supervisors may recommend and management may concur in the termination of any employee for repeated serious violations of the above circumstances.

Documentation 
(title) will establish employee files.  Violations of company rules and/or safety rules, regulations or procedures will be documented by filling out a report on the employee.  The report will state the type of violation and corrective action taken.  The employee must read and sign the report acknowledging that they understand the seriousness of the violation.


Recordkeeping

(name of company) believes that the only valid means of reviewing and identifying trends and deficiencies in a safety and health process is through an effective recordkeeping program.  The recordkeeping element is also essential in tracking the performance of duties and responsibilities under the program.  Unless otherwise noted, all records will be kept in the (title) office for 5 years.

This company is committed to implementing and maintaining an active, up to date recordkeeping program.


Injury and Illness Data Injury and Illness Data

(title) will maintain records of all work related injuries and illnesses to our associates or employees.  The following records are applicable only to work related injuries and illnesses.  Applicable forms and records:

· OSHA 300 Log for Recordable Injuries and Illnesses or equivalent if required.  

· Division of Workers' Compensation form DWC-1, Employers' First Report of Injury 

· Record of first aid or other non recordable accidents/incidents

These records will be maintained for a minimum of 5 years.


Safety and Health Surveys and Inspections Safety and Health Surveys and Inspections

The (title) will maintain and review records of all safety audits and inspections that are conducted within or that affect the company, our employees, or facilities.  Applicable forms and records:

· Comprehensive survey and reports and records of action taken.

· Documented checklists of self-inspection and records of action taken.


Safety or Other Related Meetings Safety or Other Related Meetings

The (title) will maintain accurate records of all proceedings associated with the safety and health process of this company.  Applicable forms and records:

· Minutes, records, and data resulting from safety meetings or other gatherings in which discussion occurs that affects the safety and health process.


Training Records

(title) will document and maintain records of all safety and health related training.  Applicable forms or records:

· Training documentation records. All safety and health related training provided to employees of this company will be documented.  



Accident/Incident Investigation 

(title) will ensure proper records and documentation of all accident and incident investigation activities are maintained and reviewed.  Applicable forms and records:

· Incident investigation forms and supporting data (which may include photographs).

· Records of corrective action or preventative measures implemented.


Equipment Inspection and Maintenance 

(title) will maintain records and data pertaining to equipment inspection and maintenance programs performed at or with each facility.  Applicable forms and records:

· Routine inspection and maintenance records.

· Documentation of services performed by contract agreement.

· Documentation of repair and replacement of parts and equipment.

Accurate records will be maintained involving all routine inspection and maintenance procedures performed on equipment at this company. 



[bookmark: Text20](Name of Company)
SAFETY AND HEALTH PROCESS

EMPLOYEE ACKNOWLEDGMENT


Employee Name ___________________________________ Date Hired __________________

Social Security No. ________________________________ Driver’s License _________________


The undersigned employee acknowledges that they have received, read and understood the contents of the safety program.  If unable to read, the contents of the safety and health process have been explained by your supervisor.

Complying with all stated company policies, including safety is a condition of continued employment with this company.






_______________________________________		_____________
Signature						Date





ANNUAL REVIEW
SAFETY AND HEALTH PROCESS


Date of Review: ________________________________________

New Exposure Identified:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Taken:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reviewed By:

_________________________

_________________________	
















TRAINING ATTENDANCE LIST

Date Held: ____________________                ______________

Program Title: _______________________________________

Trainer: ________________________ ____________________


The following personnel attended the training listed above:

Name					SSN					Signature
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Topics Discussed

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	SELF-INSPECTION FORM

Date of Inspection: _________________________
Location Inspected: _________________________
Signature: _________________________________

	ITEM
	YES
	NO
	N/A

	1. Housekeeping - Is the work area clean and orderly?
	
	
	

	2. Floors - Are floors in good condition - smooth, clear surfaces without holes, cracks, or humps?
	
	
	

	3. Aisles - Are aisles and passageways clear, dry, and free of tripping hazards?
	
	
	

	4. Storage - Are materials, products, or supplies properly and safely piled to a workable height? 
	
	
	

	5. Ladders - Are ladders provided where needed, of standard construction, and in good physical condition?
	
	
	

	6. Machines & Equipment - Are machines and equipment in safe operating condition?  Are necessary guards providing and used?
	
	
	

	7. Hand Tools - Are the right tools for the job being used?  Are they in good condition?
	
	
	

	8. Electrical - Are all required ground provided on power tools and extension cords?
	
	
	

	    Is equipment in good operating condition?
	
	
	

	9. Lighting - Is adequate lighting provided in all work areas?
	
	
	

	10.  PPE - Is appropriate personal protective equipment provided when needed?
	
	
	

	11.  First Aid - Are first aid supplies provided?
	
	
	

	12.  Fire Extinguishers - Are fire extinguishers easily accessible, unblocked, and properly serviced?
	
	
	

	13.  Exits - Are emergency exits marked, clear, and easily accessible?
	
	
	

	       Are exit doors unlocked and to they swing toward the outside?
	
	
	

	14.  Training - Are all employees trained in properly lifting techniques and   material handling?
	
	
	

	15.  Signs - Are safety instructions and warning signs posted where needed?
	
	
	

	16.  Labeling - Are all chemical containers properly labeled?
	
	
	






SAFETY HAZARD REPORT



Location: _______________ __________________	Date: ______________   ___

Day of Week: ______________________________	Time: __________________

Reported by: _______________________________

Hazard Description:

_________________________________________________________________________

_________________________________________________________________________

________________________________  ________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Recommendation:

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________





Work Area Safety Checklist
General Work Environment
	Are the worksites clean and orderly? Good housekeeping practiced?
		Are floor mats provided to protect employees from wet floors?
		Are all spilled materials or liquids cleaned up immediately?
		Is combustible scrap, debris and waste stored safely and removed from the worksite promptly?
		Are covered metal waste cans used for oily or paint-soaked waste? Are they emptied at least daily?
		Is smoking permitted in designated “safe areas’ only?
		Are NO SMOKING signs prominently posted in areas containing combustibles and flammables?
Chemicals
		Employees trained in the safe use of hazardous chemicals and materials?
		Employees required to use personal protective clothing and equipment when handling chemicals?
		Containers and spray bottle properly labeled?
		Employees prohibited from eating in areas where hazardous chemicals are present?
Exiting or Egress
		Are all exits and means of egress kept free of obstructions?
		Do all employees know what to do in emergencies?
		Is there an assigned gathering place in the event of an evacuation?
		Is there a plan in place for headcount should an evacuation happen?
Fire Protection
		Are fire extinguishers inspected monthly for general condition and operability and noted on the inspection tag?
		Are fire extinguishers recharged regularly and properly noted on the inspection tag (annual inspection)?
		Are all tire extinguishers accessible and their locations clearly designated?
Portable Ladders
		Are all ladders maintained good condition?
		Are non-slip safety cleats provided on each ladder?
		Are ladder rungs and steps free of grease and oil?
		Is it prohibited to place a ladder in front of doors opening toward the ladder except when the door is blocked open, locked or otherwise
		guarded?
	Are employees prohibited from using ladders that are broken, missing steps, rungs. or cleats, have broken side rails, or from using other
  faulty equipment?
		Are employees instructed not to use the top step of ordinary stepladders as a step? Is training provided on safe use?
Gas cylinders:
		Are welding gas cylinders stored so they are not subjected to damage? Are helium gas cylinders properly stored and secured with cap in
		place?
		Are welding gas cylinders stored at least 20 feet from oxygen cylinders?
		Are valve protection caps in place on all cylinders not connected for use?
		Is the proper fire extinguisher provided at the welding site?
		Do operators have the proper protective clothing and equipment?
Materials
		Are approved safety cans or other acceptable containers used for handling and dispensing flammable liquids?
		Are all flammable liquids that are kept inside buildings stored in proper storage containers or cabinets?
Employee Protection
	Are the first-aid supplies adequate for the type of potential injuries in your workplace and do they comply with American National Standard
  Institute (ANSI) Z308.1-1978?
		Are there quick water flush facilities available where employees are exposed to corrosive materials? Are they accessible and flushed
		weekly?
		Are protective glasses or goggles provided and worn where there is any danger of flying particles or splashing of corrosive materials?
		Are protective gloves, aprons, shields or other means provided for protection from sharp, hot or corrosive materials?
		Is all protective equipment maintained in a sanitary condition and readily available for use? (respirators stored properly between use?)
Tools & Equipment
		Circular saw guards checked to assure they are not wedged up, thus leaving the lower portion of the blade unguarded? Are power saws and
		similar equipment provided with safety guards?
		Effective guards in place over belts, pulleys, chains, and sprockets lie, key machines?
		Portable fans provided with full guards or screens having opening 1/2 inch or less?	
		Hoisting equipment available and used for lifting heavy objects. and are hoist ratings and characteristics appropriate for the task?
		Is compressed air used for cleaning reduced to less than 30 psi?
		Are grinding wheel tool rests set to within 1/8 inch or less at the wheel?
		Is there any system for inspecting small hand tools for burred ends, cracked handles, etc.? Are hand tools and other equipment regularly
		inspected for safe condition?
Electrical Wiring, Fixtures and Controls
		Are all electrical cards strung so they do not hang on pipes, nails, hooks, or across walkways, etc.?
		Do any electrical cords have fraying or broken insulation?
		Are rubber cords kept free of grease. oil and chemicals?
		Are portable electric tools and appliances grounded or double insulated
		Are all ground connections clean and tight third prong in place)?
		Unused openings inducing conduit knockouts) in electrical enclosures and fittings protected with appropriate covers, plugs or plates?
		Sufficient access and working space provided and maintained around all electrical equipment to permit safe operations and maintenance?
		Use of metal ladders prohibited in areas where the ladder other person using the ladder could come in contact with energized parts or 
		equipment, fixtures or circuit conductors?
		Multiple plug adapters prohibited?
		Extension cords not used as permanent wiring? Unplugged after each use?
 		  Miscellaneous:________________________________________________________________________________________________
_________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________

        Signature of person conducting inspections: _______________________________	Date of Inspection: ____________________________
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I. INTRODUCTION 

[bookmark: Text10]As part of (Name of Company)overall safety and health program, a chemical hazard communication program has been established. The Hazard Communication Program is designed to comply with the Occupational Safety and Health Administration (OSHA) Hazard Communication Standard. 


II. OBJECTIVE 

The objective of the Hazard Communication Program is to prevent occupational injuries and illnesses related to chemical exposure by educating employees about workplace chemical hazards. 


III. SCOPE 

[bookmark: Text11]The Hazard Communication Program applies to all work areas where hazardous chemicals are known to be present both under normal conditions and in a foreseeable emergency. The (title) has the responsibility for overall coordination of the Hazard Communication Program. The (title) has the responsibility to administer and implement the program at (Name of Company). 

The Hazard Communication Program has four major components: 
· Container labeling and other forms of warning; 
· Material Safety Data Sheets (MSDSs); 
· Employee education and training; 
· Written program and chemical inventory 


IV. HAZARDOUS CHEMICALS 

The definition of "hazardous chemicals" as given by OSHA is "any chemical which is a physical hazard or health hazard". 

Chemical physical hazard characteristics include substances which are: 
· combustible, 
· compressed gases, 
· explosive, 
· flammable, 
· organic peroxides, 
· oxidizers. 
· pyrophoric, and 
· unstable (reactive) or water reactive 

Chemical health hazard includes substances which are: 
· toxic or highly toxic, 
· irritants, 
· sensitizers, 
· carcinogens, and those with 
· target organ effect 

Further explanation hazardous chemicals can be found in Appendix A of the Hazard Communication Standard. 


V. HAZARD COMMUNICATION PROGRAM 

This written Hazard Communication Program outlines and describes how the following information will be organized and transmitted: 

A. List of hazardous chemicals known to be present in the workplace. 

B. Information on precautionary labels and other forms of warning for known hazardous chemicals in the workplace. 

C. Material Safety Data Sheets (MSDSs) for known hazardous chemicals in the workplace. 

D. Methods used to provide employee information and training. 

E. Methods used to inform employees of hazards of non-routine work. 

F. Methods used to inform contractor employers of any hazardous chemicals to which contractor employees may be exposed. 

[bookmark: Text12]Guidance for developing and maintaining the written program is provided by the (title). 

The Hazard Communication Program is available for review by all employees upon request to their supervisor. 


[bookmark: OLE_LINK1]VI. CHEMICAL INVENTORY LIST 

The (title) has the responsibility to maintain an inventory list of known chemicals in the workplace. Any changes to the inventory list should be approved by the (title). 

The chemical inventory list is available to employees during their work shift and is located in their work area. Refer to Material Safety Data Sheet section for specific location(s). 

Employees who have questions about the chemical inventory list should contact their immediate supervisor. 

See Appendix for the inventory of chemicals. 

VII. PRECAUTIONARY LABELING 

A. Containers in the Workplace 

The (title) has the responsibility to insure all known hazardous chemicals present in the plant display, in English, a precautionary label stating: 

· Identity of the hazardous chemical(s) 

· Appropriate hazard warning(s) 

In the event of an improperly labeled hazardous chemical container, a proper label will be requested, by telephone and letter from the chemical supplier. Failure of a supplier to correct labeling deficiencies within 60 days will result in suspension of use of the affected product. 

All labels on incoming chemicals must not be defaced in any way. Observation or other detection of defaced labels must be immediately reported to supervision so appropriate labels can be applied. 
B. Portable Containers 

All portable containers of hazardous chemicals require labeling. The exception to this policy is that portable containers of hazardous chemicals do not have to be labeled if they contain chemicals transferred from a labeled container, and are intended only for the immediate use by and remain the constant control of the employee who performs the transfer. All other portable containers and usage will require labeling. Employees who have questions about portable container labeling should contact their immediate supervisor. The employee who uses the portable container is responsible for placing the label on the container, and the Restaurant Manager is responsible to see that labeling is done. 

C. Update and Review 

The (title) is responsible for reviewing the labeling system annually and updating if necessary. Changes in the labeling system will be transmitted to affected supervisors and employees. 

Employees who have questions about the precautionary labeling system should contact their immediate supervisor. 


VIII. MATERIAL SAFETY DATA SHEETS (MSDSs) 

A. MSDS Format 

MSDSs are written or printed material concerning product hazard determination, which are prepared and distributed with chemicals by chemical manufacturers and distributors. MSDSs are written in English and contain the following information:
 
· Identity of the chemical as provided on the container label; 
· Physical and chemical characteristics of the material; 
· Physical hazards of the material; 
· Health hazards of the material; 
· Primary route(s) of entry; 
· Exposure limits, Threshold Limit Value (TLV), OSHA Permissible Exposure Limit (PEL), or supplier recommended limits; 
· Whether or not the material or components have been found to be a potential carcinogen by the     International Agency for Research on Cancer (IARC), National Toxicology Program (NTP), or by    OSHA; 
· Applicable precautions for safe handling and use; 
· Applicable control measures; 
· Emergency and first-aid procedures; 
· Date of preparation or date of last change; 
· Name, address and telephone number of the chemical manufacturer, importer, employer or other responsible party, who can provide additional information. 

B. Obtaining MSDSs 

On all Purchase Requisitions for any chemicals, the (title) will verify: "MSDS on file," or "MSDS required," or "material exempt." 

The (title) is responsible for obtaining MSDSs for the company. A MSDS should be available for every hazardous chemical listed on the inventory list. 

In the event a MSDS is not available, the (title) will use the following procedures to obtain MSDSs: 

1. The supplier will be contacted by telephone and letter, and all correspondence and communication documented as proof of effort to comply. 
2. If a supplier should not satisfy the first written request within 30 days, a second written request for a MSDS should be sent to the supplier and the Department of Labor will be contacted if MSDS is not received within 15 days. 
3. All requests to suppliers and the Department of Labor including letters and telephone calls must be documented and maintained on file. 

C. Review of MSDSs 

The (title) is responsible for reviewing all incoming data sheets for new and significant health/safety information. Any new information will be transmitted to Restaurant Managers so appropriate measures can be taken to inform affected employees. 

If deficiencies exist or additional information is needed concerning MSDSs, the chemical manufacturer or supplier will be contacted to obtain necessary information. 

D. MSDS Maintenance 

The (title) is responsible for maintaining the MSDSs. 

The MSDSs for chemicals and the chemical inventory list are maintained by supervisors in a notebook titled "Hazard Communication Program". These are accessible to employees during each work shift. Notebook locations can be found in Appendix E. 

If MSDSs are not available or new chemicals in use do not have MSDSs, employees should contact their immediate supervisor. 

A master copy of the MSDSs and inventory list will be maintained by the (title). 

E. New/Trial Chemicals 

The (title) must approve all new/trial chemicals before use by employees. A MSDS must be reviewed before the chemical is used. A new chemical purchase request form should be completed by the requestor and sent to the (title) prior to employee use of a new chemical. 

F. Hazard Determination 

(Name of Company) relies upon the hazard determination and Material Safety Data Sheet supplied by the chemical manufacturer or distributor to determine the hazards of all chemicals bought, used or stored in the facility. 

Employees who have questions about Material Safety Data Sheets should contact their immediate supervisor. 


IX. EMPLOYEE TRAINING AND EDUCATION 

Effective employee training and education is the most critical component of the hazard communication program. A properly conducted training program will insure that employees are aware of hazards in the workplace and appropriate control measures to protect themselves. 

The (title)coordinates the employee training and education program for the company. 

A. Program Outline 

All employees who work in areas where hazardous chemicals are used and/or maintained and those who may be exposed in an emergency are involved in the employee training and educational program. The program is presented in two phases: 

1) General Information Training 
a) Explanation of the Hazard Communication Standard; 
b) Location and availability of written hazard communication program; 
c) Operations in the work area where hazardous chemicals are present; 
d) General introduction of chemical hazards, labeling and Material Safety Data Sheet (MSDSs); 
e) Each employee will receive information describing how they can work safely with chemical hazards.  General information training is administered by the Restaurant Manager during the initial orientation. 

2) Specific Hazard Training 
a) Location of hazardous chemicals in the work area; 
b) Discussion of methods and means of determining/detecting the presence/ release of hazardous chemicals in the work area; 
c) The chemical physical and health hazards in the work area; 
d) Explanation of internal labeling system; 
e) Hazards associated with piping systems; 
f) Review of appropriate work practices, personal protective equipment and emergency procedures; 
g) Access to safety and health information; 
h) Work area list of hazardous chemicals and Material Safety Data Sheets; 
i) How to obtain additional information. 

Specific hazard training is administered by the immediate supervisor. As a training aid, the following material is used: 

· Audio-visual presentation: Orientation Program 
· Written material: Chemical Safety Training Sheet 

All employees who receive general information and specific hazard training sign a training sheet as documentation. 

B. Re-Assigned/Transferred Employees 

Employees Re-Assigned/Transferred to other work areas will undergo a review of specific hazard training in their new work area. The (title) is responsible for scheduling and insuring that this retraining session is conducted by the immediate supervisor, and initiated on the first day of employment in a new work area.
 
C. New Hires 

Whenever a person is hired for employment, hazard communication training and education will be provided at the time of their initial assignment. 

New Employee training will be provided by the (title) as part of new employee orientation at the time of initial employment and prior to handling hazardous chemicals. 

New hires will sign an Employee Orientation Sheet. 

D. New Hazard
 
There are three ways in which a new hazard may be introduced: 

1. A new hazardous chemical may be brought into the workplace; 
2. A current hazardous chemical in use may expose additional employees in the same work area;
3. A former non-hazardous chemical may begin to be used in a manner that is hazardous. 

Whenever a new hazard is introduced, the immediate supervisor is responsible for providing specific hazard training to all affected employees prior to the introduction of the hazard. 

The (title)can provide assistance and guidance with new hazard training. Employees will be required to sign a new chemical training sheet. 


X. NON-ROUTINE WORK 

Occasionally employees will be asked to perform non-routine work, which can be defined as work not normally performed by an employee during the normal course of job duties. Example of non- routine work could be, but not limited to: 
· Confined space entry work; 
· Floor stripping/coating; 
· Building and structural repair; 
· Welding and cutting operations; 
· Intensive maintenance activities during plant shutdowns; 
· Breaking and opening piping systems; 
· Using internal combustion engines in enclosed areas. 

The following procedures will be used when employees perform non- routine work: 

A. (title)will determine the need for non- routine work and the hazards associated with the work. The (title) can provide assistance to determine the hazards involved. 

B. The immediate supervisor will train the employees performing the non-routine work of the hazards associated with the work and of procedures/permits to follow. The training should be given each time prior to employees performing non-routine work.
 
Employees share in the responsibility by ensuring their immediate supervisor knows that non-routine work will be performed. 

Employees should contact their immediate supervisor with questions concerning non-routine work. 

XI. CONTRACTORS 

It is (name of company)’s policy that when contractors are working on company property they must comply with all OSHA standards and requirements, where applicable. The Hazard Communication Standard requires all contractors working on company property to be informed by the (title) concerning applicable workplace hazardous chemicals which the contractor's employees may be exposed to while performing their work and of appropriate protective measures. This information is provided so contractor employers can properly train their employees. In addition, the contractor will inform the (title) about hazardous chemicals that the contractor brings onto (name of company) property so that precautions can be taken. 


The following procedure is utilized with contractors, prior to the contractor's employees beginning work on company property. 

A. Individual Restaurant Managers 

Responsibilities:
 
1. Include with the request for a quote for projects requiring on-site work by contractor employees, a general letter of notification that contractor employees may be exposed to hazardous materials. 
2. Obtain along with the vendor's quotation and forward to the (title), a signed acknowledgement of contractor hazard notification. 
3. Forward all requests for further hazard information to the (title). 
4. Minimize exposure of contractor employees to hazardous materials. 

B. Chemical Inventory 

The (title) will determine and list what hazardous chemicals the contractor's employees may be exposed to while performing their work. 

C. Material Safety Data Sheets 

The contractor employer will be provided with the list of hazardous chemicals the contractor's employees may be exposed to while performing their work and the availability of Material Safety Data Sheets, which list appropriate protective measures. A copy of the form signed by the contractor employer will be maintained by (title). 

D. Contractor Supplied Chemical Inventory 

The contractor employer will provide, in writing, a list of chemicals with Material Safety Data Sheets the contractor will bring onto company property. 

The (title) will review the chemical list and MSDSs provided by the contractor and will notify the supervisor of the area where the contractor is working of the potential exposure and appropriate protective measures. 

E. Documentation 

All contacts with contractors concerning hazardous communication shall be documented and filed. 


XII. AUDIT 

A. Hazard Communication Program Annual Review 

The Hazard Communication Program will be audited at least annually by the (title). 

A report will be generated from the review audit and sent to each Department Manager and the Plant Manager. 

B. Health Hazard Audits 

The Chemical Inventory List will be used for auditing specific chemical hazards. The Restaurant Manager is responsible for following up to see that supervisors take corrective action concerning recommendations resulting from the audit.
 


NOTICE TO EMPLOYEES





MATERIAL SAFETY DATA SHEETS (MSDS) are available for your inspection at the 

[bookmark: Text14][bookmark: Text13](Name of Location).  Contact (Name of Person) to see the MSDS.


These Data Sheets contain the following information about the chemicals in your workplace.



		1.	Name

		2.	Hazardous Components in the chemical products

		3.	Properties of the chemicals

		4.	Materials to avoid while using these chemicals

		5.	Health Hazards/Routes of Exposure

		6.	Emergency Procedures:  Fire Hazards/Spill Procedures

		7.	Protective Methods (Personal Protective Equipment)













*TO BE POSTED IN EMPLOYEE WORK AREAS


HAZARD COMMUNICATION PROGRAM
Chemical Inventory List

	
CHEMICAL NAME
	
USE
	
LOCATION(s)
	Date of
Latest
MSDS
	
REQUIRED PERSONAL
PROTECTIVE EQUIPMENT
	
Training
Provided?

	

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	











HAZARD COMMUNICATION PROGRAM
Training Log


	
Chemical
	
Use
	
Employees Exposed (Printed Names w/signature below)
	
MSDS
Reviewed
	
Handling
Procedures
Reviewed *
	Personal
Protective
Equipment
Requirements
Reviewed *
	
Health
Hazards
Reviewed *
	Emergency
Spill
Procedures
Reviewed *

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	


		* Record date of training























	
	MONTHLY SAFETY & MAINTENANCE CHECK:
		DATE
	INITIALS
	EMPLOYEE
		DATE
	INITIALS
	MANAGER
	
	COMMENTS

	1. CHEMICALS - Material safety data sheets (MSDS) on file in office for all chemicals handled by employees?  Employees trained on hazards of the chemical?  Wearing of eye and hand protection enforced by management?  Training on chemical hazards documented?
	
	
	

	2. MAINTENANCE ROOM - Floor clean and organized?  Adequate aisle space provided?  Electrical wiring in good condition and circuit breaker boxes properly covered?
	
	
	

	3.  ELECTRIC TOOLS - Power cords in good condition?  Blade guard on circular saw in place and operational?  Three wire electrical extension cords provided and in good condition?
	
	
	

	4.  LADDERS - Portable ladders in good condition?  Employees trained   on safe use of portable ladders?  Ladders tied off when being         used? Ladder safety training documented?
	
	
	

	5.  STAIRS, BALCONIES & LANDINGS - Are in good repair? Nothing     obstructing walkways?  Porch lights working?
	
	
	

	6.  EXTERIOR LIGHTING - Bulbs, fixtures, timers and photo cells all      working properly so as to provide adequate lighting?
	
	
	

	7.   GAS LINES - Sniff test performed as required by outside company?  All leaks repaired?
	
	
	

	8.  SIDEWALKS, PAVING & GROUNDS - All holes in ground filled and   leveled?  Sidewalks in good condition?  Potential trip and fall          hazards corrected?
	
	
	

	9.   DOORS, WINDOWS, LOCKS, KEYS - All safe and secure?   
	
	
	

	10. INSECTS - Any signs of termites, wasps, fire ants or other insect    problems?  Employees trained on safe use of pesticides?  Training   documented?
	
	
	

	11. LAWN CARE EQUIPMENT - Blade brake operational on push           mowers?  Eye protection worn when operating nylon line weed      cutters?  Ear protection worn when operating leaf blowers or other  high noise lawn care equipment?
	
	
	

	12. PORTABLE FIRE EXTINGUISHERS - Operable units provided in the   office and maintenance shop?  Fire extinguishers inspected            monthly by management?  Fire extinguishers serviced annually by   licensed service company?  Employees trained on safe use of         portable fire extinguishers?                   
	
	
	

	13. PERIODIC UNIT INSPECTION - Smoke detectors tested?  Fire         extinguishers provided and operational if required?  Checked for      water leaks?  Floors in good condition?  Housekeeping problems     noted?  Electrical receptacles properly covered.
	
	
	

	14.  LAUNDRY ROOM - Floor clean?  Machines operational?
	
	
	

	
	
	
	


	SAFETY INSPECTIONS-APARTMENT COMPLEX

APT. NAME_________________________    	  MONTH_____________     	      DATE COMPLETED__________



		PERIODIC
	JAN
	FEB
	MAR
	APR
	MAY
	JUNE
	JULY
	AUG
	SEPT
	OCT
	NOV
	DEC

	A/C - Clean condensing unit coils, check freon charge, analyze unit and repair as needed. Oil fan motor.
	
	
		
	
	
	
	
	
	
	
	
	

	BOILERS - Clean and remove lime, check TMP valve, adjust thermostat.
		
	
	
		
	
	
	
	
	
	
	
	

	ROOFS - Look over, repair bare areas, flashing problems, nails or staples that have worked loose?  Branches trimmed away from roofs?
	

	
	
	
	
	
	
	
	
	
	
	
	

	GROUNDS - Fertilize and plant as needed?
	
	
	
	
	
	
	
	
	
	
	
	

	CHIMNEYS - Flues clear and clean?  Caps in place?
	
	
	
	
	
	
	
	
		
	
	
	

	FURNACE - Cleaned, pilots lit, nothing stored near furnace fan motor oiled?
	
	
	
	
	
	
	
	
		
	
	
	

	WATER PIPING - insulate or be prepared to drip and turn off faucets during freezes.
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(Name of Company)
ALCOHOL AND CONTROLLED
SUBSTANCES POLICY


The company has adopted and Alcohol and controlled substances policy to ensure the safety and well being of all employees.  Company policy forbids the possession or consumption of alcoholic beverages and the possession or use of any controlled substances on the premises, or while on company business.

The definition of a controlled substance is any drug, inhalant, narcotic, hallucinogen, barbiturate, amphetamine, mixture, or compound not prescribed by a licensed physician for legitimate treatment of a specific employee's medical condition.  All prescription drugs taken for an illness or other legitimate medical need must be registered with the department head and the personnel manager.  Persons failing to register their prescriptions with the above personnel will be subject to immediate disciplinary action.

Users of illicit drugs, mixtures, compounds, or alcohol present a serious danger not only to themselves, but to all other employees with whom they work or come in contact.  Lack of mental alertness, slow reactions, and other effects of alcohol and drugs lead to poor judgment and errors that place the safety of our workers and facility in grave danger.  Management cannot and will not allow the safety of our workers and facility to be compromised.

Violations of any of the following rules will result in immediate dismissal:

	1.	No alcoholic beverages may be brought onto or consumed on company property, or consumed while on company business.
	
	2.	No illicit drug, mixture, or compound may be brought onto or used on company property, or consumed while on company business.

	3.	All legitimate prescription drugs prescribed for a specific employee by a licensed physician for a specific illness or other legitimate medical need will require a doctor's statement indicating the name of the drug, the duration of the treatment, and that the drug will not interfere with the employee's ability to work safely.  The employee must register the prescription with the personnel manager and the department head immediately upon reporting to work on the first day of use of the drug.

             4. 	Any employee taking a prescription drug as noted above will immediately inform his/her supervisor or department head of any adverse side effects occurring from use of the drug as soon as adverse side effects become evident to the employee.

	5.	No employee may give, sell, or otherwise transfer any drug, mixture, or compound to any other employee.  To do so is in violation of federal law, and the employee involved will be reported to law enforcement authorities immediately. All employees are cautioned that violation of the above rules will lead to immediate dismissal and possible criminal charges being filed in those cases where illicit drugs are involved or the transfer of prescription drugs takes place.





[bookmark: Text17]
(Name of Company)
ALCOHOL AND CONTROLLED 
SUBSTANCES POLICY

EMPLOYEE ACKNOWLEDGMENT







I acknowledge that I have received a copy of the Alcohol and Controlled Substances Policy.  I also acknowledge that the provisions of the Policy are part of the terms and conditions of my employment and I agree to abide by them.






____________			________________________________________
             Date				Signature of Employee




					________________________________________
					Printed Name




					________________________________________									Employee Social Security Number
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. . : Do you know there’s a
killer on the job that you
L] L]
Aon s A‘Q probably meet face-to-face
everyday? A common, ordinary
ladder can be a killer. Ladders are
involved in many accidents, some of which are fatal.
Your life literally can depend on knowing how to
inspect, use, and care for this tool.

Inspecting Ladders

Before using any ladder, inspect it. Look for the
following faults:
1. loose or missing rungs, cleats, or bracing;

2. loose nails, bolts, or screws;

3. cracked, broken, split, dented, or badly worn
rungs, cleats, or side rails;

4. wood splinters;
5. corrosion of metal ladders or metal parts, and
6. missing or damaged side rails or foot pads.

If you find a ladder in poor condition, don’t use it.
Report it. It should be tagged and properly repaired or
immediately destroyed.

Using Ladders
Choose the right type and size ladder. Except where
stairways, ramps, or runways are provided, use a
ladder to go from one level to another. Keep these tips
in mind:
1. Be sure straight ladders are long enough so that the
side rails extend above the top support point by at
least 36 inches.

2. Don’t set up ladders in areas such as doorways or
walkways where others may run into them, unless
barriers protect them. Keep the area around the
top and base of the ladder clear. Don’t run hoses,
extension cords, or ropes on a ladder that would
create a trip or fall hazard.

The Texas Department of Insurance,
Division of Workers’ Compensation (TDI/DWC)
E-mail resourcecenter@tdi.state.tx.us
or call 1-800-687-7080 for more information.

Ladder Safety

A 5-Minute Safety Training Aid

3. Don’t try to increase the height
of a ladder by standing it on
boxes, barrels, or other objects.
Never splice two ladders
together.

4. Set the ladder on solid footing
against a solid support. Don’t
try to use a stepladder as a
straight ladder.

5. Place the base of straight ladders out away from
the wall one foot for every four feet of vertical
height. Don’t use ladders as a platform, runway, or
scaffold.

6. Tie in, block, or otherwise secure the top of
straight ladders to prevent them from being
displaced.

7. To avoid slipping on a ladder, check your shoes for
oil, grease, or mud and wipe it off before climbing.

8. Always face the ladder and hold on with both
hands when climbing up or down. Don’t try to
carry tools or materials with you.

9. Don’t lean out to the side when you’re on a ladder.
If something is out of reach, get down and move
the ladder over.

10. Most ladders are designed to hold only one person
at a time. Two may cause the ladder to fail or
throw it off balance.

11. On a step ladder, never stand above the indicated
topmost safe step or on the crossbraces.

12. Store ladders in well-ventilated areas, away from
dampness.

13. Ensure you do not exceed the maximum weight
limit allowed for the ladder.

Remember to practice safety. Don’t learn it by
accident.

Safety Violations Hotline
1-800-452-9595

safetyhotline@tdi.state.tx.us
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Back Injury Prevention

Prevencion de Lesiones de Espalda

LEARN TO PREVENT BACK INJURY

Preventing a back injury is much easier than

repairing one. Because
your back is critically
important to your ability
to walk, sit, stand, and
run, it’s important to take
care of it. Most back
pain arises from using
your back improperly, so
learning a few basic rules
about lifting, posture and
proper exercise can help
keep your back in good
shape.

EXERCISE TO STRENGTHEN YOUR BACK AND

REDUCE STRESS

Having strong back

and stomach muscles is
important in order to ease
the work your back is

put through each day. By
doing simple back-toning
exercises, you not only
strengthen your back but
also reduce stress and
improve your appearance,
too! Check with your
doctor as to the best
exercises for you.

ESPALDA

APRENDA A PREVENIR LAS LESIONES DE LA

El evitar una lesion de espalda es mucho mas
facil que reparar una. Debido a que su espalda

PREVENTION
1S THE BEST
MEDICINE

PREVENCION ES iA

MEJOR MEDICINA

EXERCISE TO
STRENGTHEN
YOUR BACK
AND REDUCE
STRESS

HAGA EJERCICIOS PARA
FORTALECER LA
ESPLADA Y REDUCIR
LA TENSION

2

es criticamente importante para su habilidad de

caminar, sentarse, pararse,
y correr, es importante
cuidarla. La mayoria de
los dolores de espalda
surgen de utilizar su
espalda inapropiadamente,
asi que aprender algunas
reglas bésicas de como
levantar, de la postura y
del ejercicio adecuado
pueden ayudarle a
mantener su espalda en
buena forma.

HAGA EJERCICIOS PARA FORTALECER LA
ESPALDA Y REDUCIR LA TENSION

El tener una espalda y musculos abdominales
fuertes es importante para facilitar el trabajo

que hace su espalda

cada dia. {Haciendo
simples ejercicios de
fortalecimiento de la
espalda, Ud. fortalece no
solamente su espalda sino
también reduce tensidn

y mejora su apariencial
Consulte con su médico en
cual es el mejor ejercicio
para Ud.
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LOSE EXCESS WEIGHT

Pot bellies and excess
weight exert extra force
on back and stomach
muscles. Your back tries
to support the weight
out in front by swaying
backwards, causing
excess strain on the
lower back muscles. By
losing weight, you can
reduce strain and pain in
your back. Check with
your doctor for the most
sensible diet plan for you.

MAINTAIN GOOD POSTURE

You can prevent many back pains by learning to

sit, stand and lift items
correctly. When you

sit down, don’t slouch.
Slouching makes the
back ligaments, not the
muscles, stretch and hurt,
thus putting pressure on
the vertebrae. The best
way to sit is straight, with
your back against the back
of the chair with your feet
flat on the floor and your
knees slightly higher than
your hips. Learn to stand
tall with your head up and
shoulders back.

PIERDA PESO EXCESO

El tener sobrepeso y barriga ejerce mas fuerza sobre

LOSE WEIGHT

PIERDA PESO

MAINTAIN
GOOD
POSTURE

MANTEGNA BUENA
POSTURA

los musculos de la espalda
y el estomago. Su espalda
trata de sostener el peso de
enfrente al doblarse hacia
atras causando asf esfuerzo
excesivo en los musculos
inferiores de la espalda.
Perdiendo peso, Ud. puede
reducir esfuerzo y dolor en
su espalda. Consulte con
su médico para el plan de
dieta mas adecuado para
ud.

MANTENGA BUENA POSTURA

Usted puede evitar muchos dolores de espalda
aprendiendo a sentarse, pararse y levantar articulos

correctamente. Evite una
postura floja al sentarse.
Una postura floja hace
que los ligamentos de la
espalda, no los musculos,
se jalen y duelan, as{
poniendo presion en la
vértebra. El mejor modo
de sentarse es derecho,
manteniendo la parte
inferior de la espalda
contra el respaldo de la
silla con los pies fijos

en el piso y las rodillas
ligeramente un poco més
altas que sus caderas.

Aprenda a pararse con la cabeza en alto y los

hombros hacia atras.
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MAINTAIN GOOD POSTURE WHILE YOU

SLEEP AND DRIVE

Sleep on a firm mattress
or place plywood between
your box springs and
mattress for good back
support. If your mattress
is too soft it could result
in a back sprain or sway
back. Sleep on your side
with your knees bent or on
your back with a pillow
under your knees for
support. Drive with your
back straight against the
seat and close enough to
the wheel so your knees
are bent and are slightly
higher than your hips.

PLAN YOUR LIFT

Lifting objects is often

a mindless task, and
unfortunately many
people perform their lift
incorrectly, resulting in
unnecessary strain on their
back and surrounding
muscles. In order to lift
correctly and reduce
strain on your back, it’s
important to plan your lift
in advance. This means
to think about the weight
of the object you will be
moving and the distance
you will be moving it.

Is it bulky? Will you need help? Do you see any
hazards that can be eliminated? Think about this
whenever you do any lifting.

MANTENGA BUENA POSTURA MIENTRAS
DUERME O CONDUCE

Duerma en un colchon firme o coloque madera

‘ entre la base de la cama y
el colchon para un buen

apoyo de la espalda. Si
su colchdn es demasiado
suave podria resultar en
una espalda torcida o
espalda desbalanceada.
Duerma de lado con las
rodillas dobladas o boca-
arriba con una almohada
bajo sus rodillas para
apoyo. Conduzca con su
espalda contra el asiento.
Acérquese al volante para
que sus rodillas estén
dobladas y un poco mas
altas que sus caderas.

MAINTAIN GOOD
POSTURE WHILE
YOU SLEEP
AND DRIVE

MANTEGNA BUENA
POSTURA MIENTRAS
DUERME O CONDUCE

PLANEE SU LEVANTAMIENTO

El levantar objetos es frecuentemente una

tarea despreocupada.
Lamentablemente,
mucha gente desempefia
el levantamiento
incorrectamente
resultando asi en esfuerzo
innecesario en la espalda
y los musculos que

la rodean. Para poder
levantar correctamente

v reducir tensidn en su
espalda, es importante
planear el levantamiento
de antemano. Esto
significa en estimar sobre
el peso del objeto que
Ud. estard moviendo y la
distancia que lo moverd. ;Es bultoso? ;Necesita
ayuda? ; Ve algun peligro que pueda ser eliminado?
Piense sobre esto siempre que haga cualquier
levantamiento.

PLAN YOUR
LIFT

PLANEE SU
LEVANTAMIENTO
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POSITION YOURSELF CORRECTLY IN FRONT

OF THE LOAD

Once you have planned your lift, the

COLOQUESE CORRECTAMENTE FRENTE A LA
CARGA

Una vez que haya planeado el levantamiento,
el siguiente paso importante es de alinearse
B correctamente frente a

step is to align yourself
correctly in front of the load
with your feet straddling
the load, one foot slightly

in front of the other for
balance. Slowly squat down
by bending your knees, not
your back and stomach.
Using both hands, firmly
grab the load and bring it

as close to your body as

you can. This will help %ﬁ
distribute the weight of
the load over your feet and
make the move easier.

LIFT WITH YOUR LEGS, NOT YOUR BACK

Once the load is close to your body, slowly
straighten out your legs 2

la carga. Con las piernas
abiertas y, una ligeramente

POSITION

YOURSELF frente a la otra para mejor
CORRECTLYIN B cquilibrio, lentamente
FRONT OF THE ich doblando 1

LOAD agachese doblando las

otk rodillas, no la espalda.

comzuc)rqmzme Usando ambas manos,
FRENTEALACARGA B8 agarre firmemente la carga

y arrimela a su cuerpo lo
mds cerca que pueda. Esto
ayudara a distribuir el peso
de la carga sobre los pies y
hara el levantamiento mas
facil.

LEVANTE CON LAS PIERNAS, NO CON LA
ESPALDA

Cuando la carga esté cerca

until you are standing
upright. Make sure the
load isn’t blocking your
vision as you begin to
walk slowly to your
destination. If you need

to turn to the side, turn by
moving your feet around
and not by twisting at your
stomach,

AR — a su cuerpo, lentamente
enderece sus piernas
hasta que esté parado
rectamente. Aseglirese
de que la carga no esté
bloqueando su vision
cuando empieza a caminar
lentamente a su destino.
Si necesita voltear hacia
un lado, voltée moviendo
los pies y no torciendo la
cintura.

YOUR LEGS, :
NOT YOUR BACK §

LEYANTE CON LAS
PIERNAS, NO CON
LA ESPAIDA
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SET THE LOAD DOWN CORRECTLY

Once you have reached
your destination, it’s
equally important that the
load is set down correctly.
By reversing the above
lifting procedures you
can reduce the strain on
your back and stomach
muscles. If you set your
load on the ground, squat
down by bending your
knees and position the
load out in front of you.
If the load is set down at
table height, set the load
down slowly and maintain

your contact with it until you are sure the load is
secure and will not fall when you leave.

BAJE LA CARGA CORRECTAMENTE

Una vez que haya alcanzado su destino, es
de la misma importancia que la carga se baje

SET THE
LOAD DOWN
CORRECTLY

BAJE LA CARGA
CORRECTAMENTE

correctamente. Invirtiendo
los procedimientos de
Jevantar mencionados
arriba, puede reducir la
tensién en los misculos de
la espalda y del abdomen.
Si pone la carga en el
suelo, abra las piernas

y. doblando las rodillas,
coloque la carga frente a
Ud. Si la carga se pone

a una altura de mesa,

baje la carga lentamente

Vv mantenga contacto con
ella hasta que esté usted
seguro de que la carga esté

segura y no se caerd cuando Ud. se vaya.
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GET HELP, IF NEEDED

If the load is too heavy, bulky, or awkward for you
to lift alone, find a friend

OBTENGA AYUDA, SI ES NECESARIO

Si la carga es muy pesada, bultosa o dificil para que
usted solo la levante, busque a un amigo para que
le ayude a cargarla. Sino hay nadie disponible,
entonces piense si es

to help you carry it. If
no one is available, is it
possible to break the load
into two smaller loads?
Or, can you locate a

cart or dolly to help you
move it? Look for simple
solutions to help make the
move easier on you and
your back.

RESOURCES

The Texas Department of Insurance, Division of
Workers™ Compensation (DWC) Resource Center
offers a workers” health and safety video tape
library. Call (512) 804-4620 for more information
or visit our web site at:

www.tdi.state.tx.us.

Safety module created by AgSafe. This publication
is compiled from various reference sources and

is designed to provide current and authoritative
information on the subject matter covered.
Information about the Agsafe Project can be
obtained by writing to Agsafe, 140 Warren Hall,
University of California, Berkeley, CA 94720.

The Texas Department of Insurance,
Division of Workers' Compensation (TDI/DWC)
E-mail resourcecenter@tdi.state.tx.us
or call 1-800-687-7080 for more information.

posible dividir la carga en
dos cargas mas pequefias.
O, tal vez puede utilizar
una carreta o carretilla
para moverla. Encuentre
soluciones simples para
ayudarse a hacer el
movimiento mas facil y
para ayudar a su espalda.

GET HELP,
{F NEEDED

OBTENGA AYUDA,
St ES NECESARIO

RECURSOS

El Centro de Recursos de la Comision de
Trabajadores de Texas (DWC) ofrece una biblioteca
de videos de salud y seguridad. Llame a la
biblioteca (512) 804-4620 para mas informacion
sobre estos titulos y otros, o visite nuestra pagina en
la Internét:

www.tdi.state.tx.us

Modulo de seguridad producido por AgSafe. Esta
publicacién estd compilada de diversas fuentes de
referencia y esta disefiada para proveer informacion
en curso y autoritaria sobre la cuestion del tema
cubierto. Informacion del Proyecto Agsafe se
obtiene con escribir a Agsafe, 140 Warren Hall,
University of California. Berkeley, CA 94720.

Safety Violations Hotline
1-800-452-9595
safetyhotline/@tdi.state.tx.us




