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SAFETY AND HEALTH POLICY STATEMENT

Our company, KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS, considers safety 
and health to be the most important part of our operaƟ on. Through the implementaƟ on of safety 
goals, objecƟ ves, work rules and conƟ nuous evaluaƟ ons, we will make every eff ort to prevent 
work-related accidents, injuries, and illnesses through the anƟ cipaƟ on, recogniƟ on, and correc-
Ɵ on of unsafe working condiƟ ons and pracƟ ces.

We will take all appropriate measures to prevent injuries and accidents through educaƟ on and to 
eliminate unsafe condiƟ ons through conƟ nual workplace evaluaƟ on. Our safety program begins 
at the top level of management and involves all employees throughout the organizaƟ on. We each 
will respect and enforce company safety objecƟ ves and rules.

All employees, through iniƟ al orientaƟ on and periodic training, will be familiar and comply with 
all aspects of the safety program. Everyone’s parƟ cipaƟ on and input is essenƟ al to the program’s 
success. 

The most important part of any job is safety!

  ________________________________  ________________
 President/Owner Date
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POLICY CHANGES DISCLAIMER

KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS reserves the right to make any 
changes at any Ɵ me by adding to, deleƟ ng, or changing any exisƟ ng policy.

The rules set out in this manual are as complete as we can reasonably make them. However, they 
are not necessarily all inclusive, because circumstances that we have not anƟ cipated may arise. 
The company may vary from the policies and provisions in this manual if, in its sole discreƟ on, the 
circumstances require it.
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ACKNOWLEDGMENT

I,  (name) hereby acknowledge receipt of the 
KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS Safety Program.

Date Signed

(This porƟ on to be retained by employee)

ACKNOWLEDGMENT

I, (name) hereby acknowledge receipt of the 
KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS Safety Program.

Date Signed

(This porƟ on to be retained by employer in employee personnel fi le)
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MANAGEMENT OBJECTIVE STATEMENT

• All safety regulaƟ ons and procedures will be followed and enforced by all levels of supervision. 
InfracƟ ons of any type will result in disciplinary acƟ on.

• Management will designate a safety coordinator who will assist in making sure the working 
environment is safe. 

• Safety educaƟ on and technical training will be provided to all employees on a regular basis.

• Management will be familiar and comply with accepted safety pracƟ ces as defi ned by MIOSHA, 
as well as by federal, state and local standards.

• Management will implement its Hazard CommunicaƟ on Program in accordance with the 
state’s Right to Know law.

• Management will ensure all personnel involved in hazardous or specialized acƟ viƟ es will be 
appropriately trained and cerƟ fi ed.

• Management will prepare, communicate and conƟ nually evaluate the company’s Safety Rules 
and Hazard CommunicaƟ on Program.

• Proper personal protecƟ ve equipment will be made available and demonstrated for use by all 
personnel when necessary.

• Management will ensure that all vehicles, equipment, and tools are well maintained and fi Ʃ ed 
with necessary safety devices appropriate for the job.

• Management will anƟ cipate the need for emergency responses.

• Management will promptly invesƟ gate all accidents and near misses, determine the cause, 
take correcƟ ve acƟ on, where necessary, and prescribe changes to the safety rules to prevent 
reoccurrence.

• Management will maintain an “open-door” policy to encourage personnel to report unsafe 
condiƟ ons. PosiƟ ve reinforcement and incenƟ ves will be provided whenever possible.

  President/Owner   Date
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SAFETY DIRECTOR

A safety director is the key person in any program designed to create and maintain interest in 
safety because this person is responsible for coordinaƟ ng the program, supplying the ideas 
and inspiraƟ on, while enlisƟ ng the wholehearted support of management, supervisors, and 
employees.

DUTIES OF THE SAFETY DIRECTOR

• Develop wriƩ en safety policies and procedures;
• Coordinate acƟ viƟ es with safety commiƩ ee;
• Inform management of proposed safety and health recommendaƟ ons;
• Compile and distribute safety and health informaƟ on to employees;
• Provides safety training for employees, supervisors, and managers;
• Arrange for training of new employees;
• Conduct rouƟ ne workplace safety inspecƟ ons;
• Complete and analyze accident invesƟ gaƟ on reports;
• Monitor and evaluate the eff ecƟ veness of safety and health programs;
• Assure compliance with government regulaƟ ons; and
• Prepare progress reports on programs for management and safety commiƩ ee.

SAFETY DIRECTOR ANNOUNCEMENT

I am pleased to announce that Andrew Theisen and Joseph Fleming have been appointed to the 
posiƟ on of Safety Directors for KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS.

We are asking the Safety Directors to give you all the assistance possible to help provide a safe 
environment for all employees and the general public. The Safety Directors have full authority to 
implement our safety program, so please refer any quesƟ ons or comments regarding the safety 
program to one of these two people.

We will expect all employees to abide by the guidelines of the safety program and to cooperate 
with the Safety Directors in all safety related maƩ ers.

 President/Owner
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SAFETY MEETING FORM

KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

TOPICS DISCUSSED
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

PROBLEMS OR CONCERNS
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

PERSONS ATTENDING THE MEETING
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________
  ____________________________________   _____________________________________

PERSON HOLDING THE MEETING  ___________________________________________________

LOCATION OF THE MEETING  _______________________________________________________

DATE OF THE MEETING  ___________________________________________________________
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RESPONSIBILITIES & DUTIES
MANAGEMENT

RESPONSIBILITIES:  Safety begins with management commitment and parƟ cipaƟ on.
 We will set goals, establish accountability and become involved.
 A poor safety record is a management problem.
 Establish, implement and maintain the company safety program.

DUTIES:  Communicate safety commitment and policy.
 AƩ end company safety funcƟ ons. Review accident reports and safety acƟ vity.
 Make needed appropriaƟ ons.
 Set a good example.

SAFETY COORDINATOR
RESPONSIBILITIES:  Someone must be responsible for the program.
 In some cases a safety commiƩ ee will be used to schedule a block of Ɵ me to 
 devote to safety acƟ vity.

DUTIES:  Develop wriƩ en safety policies and procedures;
 Coordinate acƟ viƟ es with safety commiƩ ee;
 Inform management of proposed safety and health recommendaƟ ons;
 Compile and distribute safety and health informaƟ on to employees;
 Provide safety training for employees, supervisors, and managers;
 Arrange for training of new employees;
 Conduct rouƟ ne workplace safety inspecƟ ons ;
 Complete and analyze accident invesƟ gaƟ on reports;
 Monitor and evaluate the eff ecƟ veness of safety and health programs;
 Assure compliance with government regulaƟ ons; and
 Prepare progress reports on programs for management and safety commiƩ ee.

SUPERVISORS
RESPONSIBILITIES:  Supervisors have a direct responsibility for a working group.
 They will help build safety into the work process and be alert for safety and 
 health problems.

DUTIES:  Train new employees.
 Re-train present employees.
 Make department inspecƟ ons.
 Prepare accident reports.
 Enforce safety rules.
 Make daily safety contacts.
 Correct unsafe acts and condiƟ ons

EMPLOYEES
RESPONSIBILITIES:  Workers must learn the hazards of their jobs and abide by safety rules.
 The program requires the wholehearted support of those it was designed
 to protect. 

DUTIES:  Abide by safety rules. Report hazardous condiƟ ons or concerns.
 Communicate safety to fellow employees. Make suggesƟ ons to help 
 improve safety.
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COMPANY SAFETY RULES

• Drugs, alcohol, or employees under the infl uence are not allowed on the job site.

• There will be no horseplay allowed on the job site.

• All injuries, no maƩ er how minor, must be reported to your supervisor immediately.

• Any unsafe condiƟ ons must be immediately reported to your supervisor and corrected.

• All tools must be kept in good condiƟ on. DefecƟ ve tools must be removed from service 
and discarded or repaired.

• There will be no running allowed on the job site.

• Good housekeeping must always be pracƟ ced. All walkways must be open and free of 
debris at all Ɵ mes.

• Nails must be bent over or pulled from all scrap lumber.

• Icy or slippery surfaces must be cleaned or salted/sanded immediately upon discovery.

• Electrical power cords must not present a tripping hazard.

• Emergency phone numbers and fi rst aid kits will be available on all job sites.

• Appropriate Personal ProtecƟ ve Equipment will be used.

• All Personal ProtecƟ ve Equipment must be kept in good condiƟ on.

• Proper footwear will be worn at all Ɵ mes while on the job site.

• Obey all posted safety rules on the job site.

• Never ride any type of moving equipment, such as loaders and material hoists, except 
where a seat is provided.

• Straight or extension ladders must be extended at least three feet above the working 
surface.

• Ladders must be equipped with safety feet.

• Secure the base and/or top of straight ladders to prevent movement.

• All ladders with broken or missing rungs will be removed from service.

• Job built ladders will be built in accordance with state and federal regulaƟ ons.

• Persons who are uncomfortable with heights should not aƩ empt to work high off  the 
ground.

• All scaff olding will be built in accordance to state and federal standards.

• Guardrails will be used on all scaff olds more than 10 feet off  the ground.

• All fl oor openings must have guardrails or be covered with suitable covering to eliminate 
fall exposures.

• When fall exposures more than six feet cannot be physically guarded, employees must 
wear safety harnesses when near the exposure, unless an approved fall protecƟ on plan 
is in place. Ladder and scaff old work is not included in this rule.

• All guards will remain in place on saws, pulleys, and other possible pinch or cuƫ  ng points.

• Never walk or work underneath any type of suspended load.
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• Never operate any construcƟ on equipment unless you are authorized to do so.

• Gasoline and other fl ammable materials must be stored and transported in approved 
safety cans.

• The right tool for the job must be used at all Ɵ mes.

• Never use compressed air to blow dust and dirt from your clothes.

• Store gas cylinders securely in an upright posiƟ on.

• Do not engage in any acƟ vity that would endanger co-workers by distracƟ ng them while 
they work.

• Never move anyone who is injured unless they are in danger of further injury. Keep 
injured worker as comfortable as possible unƟ l help arrives.

• No employee will enter a barricaded area unless specifi cally authorized to do so.

• No employee will use power tools or equipment without instrucƟ on in the safe use of 
the tools.

• Never perform maintenance or service any equipment while it is running.

• Any tools or equipment that are tagged “Danger-Do Not Use” or ‘Remove From Service” 
will be immediately repaired or replaced.

• Anyone placing any tags on equipment must print their name, foreman’s name, and date 
that tag was placed.

• No one may remove tags at any Ɵ me unless authorized to do so.

• Any running or powered equipment must be deenergized and locked out prior to 
removing any covers or possible energized parts.

• All equipment must remain locked out while work is being performed so there is no 
chance of equipment becoming energized.

• Personnel who place locks and tags or deenergize equipment must be authorized and 
fully aware of lock-out procedure.

• Whoever places the lock on the equipment must be the person who removes the lock. If 
more than one person works on the equipment, a lock must be placed on the equipment 
by each person performing the work.

• All back-up alarms must be funcƟ oning on any construcƟ on equipment where the 
operator does not have clear visibility.

• In the event a back-up alarm is not working, a fl ag person must be in constant visual 
contact with the equipment operator to direct all backward movement.

• Danger signs indicaƟ ng “Radius Swing Is Possible” must be placed on cranes. Barricades 
must be placed around cranes to keep pedestrian traffi  c out of the radius swing of the 
crane.

• Any trenches or excavaƟ ons more than fi ve feet in depth must be properly sloped or 
shored.

• A ladder will be within twenty-fi ve feet of all employees in any trench or excavaƟ on 
more than four feet in depth.

• All trenches and excavaƟ ons will be inspected every Ɵ me it rains before employees 
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enter.

• All materials and spoils from excavaƟ ons must be placed at least two feet away from the 
bank.

• All uƟ liƟ es must be located, marked and exposed by hand digging prior to any digging 
with construcƟ on equipment. This will be done by contacƟ ng the appropriate agency.

• Any barricades designed for keeping pedestrians away from a trench or excavaƟ on must 
be at least six feet from the side of the bank.

• VenƟ laƟ on fans must be used when spraying in paint room, or out in work area of shop.
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COMPRESSED AIR

• Check the condiƟ on of the hose. Air hoses are designed to withstand pressure, but 
become weakened at bends, kinks, and connecƟ ons to shut-off  valves and nozzles. Such 
weak points may swell and burst, throwing pieces of hose in every direcƟ on, also causing 
the hose to thrash about dangerously.

• Keep the air hose off  the fl oor. It is a tripping hazard and is subject to damage by trucks, 
doors, and dropped tools.

• Always coil the hose, without kinks, and hang it over a broad support when not in use.

• Where you have choice of pressure, use the lowest pressure that will do the job.

• Air pressure against the skin may penetrate deeply to cause internal hemorrhage and 
intense pain. Air that enters body openings may burst internal organs.

• It is dangerous to use compressed air to remove dust from clothing. Use safer, beƩ er 
ways of cleaning dust from your clothes. Dust blown from anything merely rises and 
seƩ les again to become a nuisance.

• Air compressors shall be equipped with pressure relief valves and pressure gauge.

• Use low pressure (under 30psi) and the correct nozzle to remove dust or parƟ cles from 
jigs, fi xtures or deep holes in parts. Wear cup type goggles and set up shields to protect 
others in the area.

• For transferring liquids from properly rated pressure vessels, check air pressure, aƩ ach 
hose connecƟ on Ɵ ghtly, remain at control valve to shut off  in emergency, and make sure 
bleed-off  valve and pressure relief valve work. Never use compressed air to transfer 
fl ammable liquids.

• Air fi lters shall be installed on the compressor intake to ensure only clean, 
uncontaminated air enters the compressor.

• Safety devices on compressed air systems shall be checked frequently.

• Before any repair work is done on the pressure system of a compressor, the pressure 
shall be bled off  and the system locked-out.

• Signs shall be posted to warn of the automaƟ c starƟ ng feature of the compressors.

• The belt drive system shall be totally enclosed to provide protecƟ on for the front, back, 
top and sides.

• When compressed air is used with abrasive blast cleaning equipment, the operaƟ ng 
valve shall be of the type that must be held open manually.

• A clip-on chuck and an in-line regulator (preset to 40psi) shall be required when 
compressed air is used to infl ate auto Ɵ res.
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COMPRESSED GASES

Any material that is under pressure can be dangerous if it is not handled properly. If the 
material is a compressed gas it may be fl ammable, explosive, reacƟ ve, toxic or a combinaƟ on 
of these. Because of the hazards of compressed gases, it is important to know what you are 
working with, what the hazardous properƟ es are, and how to safely handle the compressed 
gas cylinder.

The following compressed gases require special treatment:

OXYGEN: Oxygen is not fl ammable, but increases the tendency of things around it to burn 
or explode. Keep oxygen cylinders away from combusƟ ble or fl ammable materials and fi re 
hazards, including oil or grease on your hands, clothes and work area. Oxygen should not be 
used for compressed air. 

CHLORINE AND FLUORINE: These gases are highly corrosive and irritaƟ ng and will aƩ ack 
many materials. When combined with acetylene, and exposed to light, they may explode. In 
water chlorine will form corrosive hydrochloric acid, aƩ acking iron or steel equipment. A gas 
mask and other protecƟ ve equipment should be available.

AMMONIA: Ammonia is a highly corrosive gas that requires quick access to a gas mask and 
other protecƟ ve equipment.

ACETYLENE AND HYDROGEN: Both are highly explosive gases requiring extreme cauƟ on 
when handling. Hydrogen escapes easily around threaded fi ƫ  ngs. FricƟ on of escaping gas 
can ignite spontaneously. Hydrogen has no odor to warn of a leak. 

• Cylinders should always be chained in upright posiƟ on to a wall, cylinder truck, 
cylinder rack or post. This becomes more important when gas is in use, as a 
regulator is aƩ ached to the cylinder valve and the safety cap is not in place.

• Always replace the cylinder cap when the cylinder is not in use or when it is being 
moved.

• Never place cylinders in hallways or work areas where they could be hit by fork liŌ  
trucks or struck by falling objects.

• Never hammer, pry or wedge a stuck or frozen cylinder valve to loosen it, and never 
use a wrench. If a valve will not open by hand, call the gas distributor.

• Do not rely on the color of the cylinder to idenƟ fy the gas inside, as suppliers use 
diff erent color codes. Return any unidenƟ fi able cylinder(s) to the supplier.

• Keep cylinders away from electrical circuits and excessive heat. Cylinders are made 
of steel and will conduct electricity.

• Keep cylinders away from the sparks and hot slag of molten metal resulƟ ng from 
welding, cuƫ  ng, machining or foundry operaƟ ons. Using or storing cylinders at 
temperatures in excess of 130 degrees F is in violaƟ on of DOT regulaƟ ons. Keep 
cylinders out of direct sunlight as gases expand when heated. A cylinder at 2200 psig 
and 70 degrees F will increase in pressure to 2451 psig at 130 degrees F.
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• Always “crack” the cylinder valve (open it slightly and close it immediately) before 
aƩ aching a gas regulator to any cylinder, except hydrogen or fuel gas cylinders. 
Cracking removes any dirt that may be lodged in the valve outlet, and prevents dirt 
from entering the regulator. Wipe out the outlet connecƟ ons on hydrogen or fuel gas 
cylinders with a clean, dry, lint free cloth. Do not stand in front of the valve outlet 
while cracking it, and do not point the outlet at anyone.

• Always use a cylinder wrench or other Ɵ ghtly fi ƫ  ng wrench to Ɵ ghten the regulator 
nut and hose connecƟ ons.

• Store fuel gas cylinders away from oxygen and compressed gas cylinders. OSHA 
regulaƟ ons require stored oxygen cylinders be separated from fuel gas cylinders and 
combusƟ ble materials by at least twenty feet or by a noncombusƟ ble barrier at least 
fi ve feet high having a fi re resisƟ ve raƟ ng of a least one-half hour.

• Keep unauthorized persons away from the cylinder storage areas. Use a lock or fence 
if necessary.

• “NO SMOKING” signs should be posted around all fuel gas and oxygen storage areas.

• Under certain condiƟ ons, otherwise harmless gases can kill. Inert gases such as 
argon, helium, carbon dioxide and nitrogen can cause asphyxiaƟ on. Always use these 
gases in well venƟ lated areas.
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CONSTRUCTION SITE SAFETY

PERIMETER BARRICADES: EnƟ re construcƟ on site should be fenced, or otherwise secured, 
to prevent unauthorized persons from intenƟ onally or unintenƟ onally entering the work 
site.

INTERNAL BARRICADES: Barricades will help warn workers of hazardous areas where dan-
gerous condiƟ ons might exist.

TOOLS: Tools should be well maintained. They should be properly stored when not in use. 
The correct tool should always be used for the job.

WALKWAYS: Walkways should be clearly marked and roped off , allowing employees to safely 
enter and leave the work site.

HOUSEKEEPING: All debris, tools and equipment, should be picked up and either stored or 
disposed of in the proper locaƟ on.

EXCAVATIONS: ExcavaƟ ons should get special aƩ enƟ on and a detailed company procedure 
should be followed.

ABOVE GROUND WORK: Ladders and scaff olds should be regularly inspected for damage 
and weakness. Specifi c safety rules should be adopted for these devices.

ELECTRICITY: Electrical power sources not necessary for construcƟ on should be shut off . In-
sulate all wiring and post warnings around live wires. Fuses, circuit breakers, and ground fault 
interrupters should be used to help prevent shock injury. Be aware of the dangers of overhead 
wires.

FIRES: Fire protecƟ on equipment should be made available and employees trained in proper 
use.

PERSONAL PROTECTION EQUIPMENT: Safety equipment such as shoes, gloves, hard hats, 
and eye protecƟ on should be provided to all employees at the site. All employees should use 
and maintain these items.



KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

15

ELECTRICAL

• When electrical equipment or lines are to be serviced, maintained or adjusted, 
necessary switches should be opened, locked-out and tagged-out whenever possible.

• All portable electrical tools and equipment should be grounded or double insulated 
type.

• Extension cords should have grounded conductors and insulaƟ on in good condiƟ on.

• Use of metal ladders is prohibited in areas where the ladder or the person using the 
ladder could come in contact with energized parts of equipment, fi xtures or circuit 
conductors.

• Exposed wiring and cords with frayed or deteriorated insulaƟ on should be repaired or 
replaced.

• All cord, cable and raceway connecƟ ons should be intact and secured. All unused 
openings in electrical enclosures should be closed with appropriate covers, plugs, or 
plates. Electrical enclosures such as switches, receptacles, or juncƟ on boxes should be 
provided with Ɵ ght fi ƫ  ng covers or plates.

• Ground fault circuit interrupters should be installed on each temporary 15 or 20 ampere, 
120 volt AC circuit at locaƟ ons where construcƟ on, demoliƟ on, modifi caƟ ons, alteraƟ ons 
or excavaƟ ons are being performed.

• Electrical installaƟ ons in hazardous dust or vapor areas should meet the NaƟ onal 
Electrical Code (NEC) for hazardous locaƟ ons Class I, Division 1.

• Inspect all electrical equipment before using. Use only equipment in good condiƟ on.

• Start and end electrical equipment with switch in “OFF” posiƟ on. Do not leave the 
switch in the “ON” posiƟ on and use the plug to turn the equipment ON and OFF.

• InstallaƟ on work should be in compliance with the NaƟ onal Electric Code Standards, 
OSHA, local building codes and ordinances. This work should be performed by a qualifi ed 
and fully licensed electrician.

• Fixtures, appliances and equipment used should be listed or labeled by Underwriters 
Laboratories or another naƟ onally accepted tesƟ ng organizaƟ on.
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EYE PROTECTION

In all operaƟ ons where striking and struck tools are used, or where the cuƫ  ng acƟ on of a tool 
causes parƟ cles to fl y, eye protecƟ on (American NaƟ onal Standards InsƟ tute 287.1 - 1989 Prac  ce 
for Occupa  onal and Educa  onal Eye and Face Protec  on) is needed by the user of the tool and 
by others who may be exposed to fl ying parƟ cles.

• ProtecƟ ve equipment, including personal protecƟ ve equipment for eyes and face, shall 
be provided, used, and maintained in a sanitary and reliable condiƟ on. This protecƟ on 
should be provided whenever it is necessary by reason of hazards of processes 
or entrainment, chemical hazards, radiological hazards, or mechanical irritants 
encountered in a manner capable of causing injury or impairment in the funcƟ on of any 
part of the body through absorpƟ on, inhalaƟ on or physical contact.

• Where employees provide their own protecƟ ve equipment, the employer shall be 
responsible to assure its adequacy, including proper maintenance, and sanitaƟ on of 
such equipment. 

• ProtecƟ ve eye and face equipment shall be required where there is a reasonable 
probability of injury that can be prevented by such equipment. In such cases, employers 
shall make conveniently available a type of protector suitable for the work to be 
performed, and employees shall use such protectors.

• Persons whose vision requires the use of correcƟ ve lenses in spectacles, and who are 
required by this standard to wear eye protecƟ on, shall wear goggles or spectacles of 
the following types: spectacles whose protecƟ ve lenses provide opƟ cal protecƟ on or 
goggles that can be worn over correcƟ ve lenses mounted behind the protecƟ ve lenses.

• Safety goggles or face shields should be worn with woodworking or cuƫ  ng tools, such 
as chisels, brace bits, planes, scrapers, and saws, are used and there is a chance of 
parƟ cles falling or fl ying into the eyes.

• Eye protecƟ on should be worn when working with grinders, buffi  ng wheels and scratch 
brushes.

• Jobs such as cuƫ  ng wire and cable, hand drilling, removing nails, chipping concrete, 
shoveling material or working under objects where parƟ cles of materials may fall 
require eye protecƟ on.

• Wear eye protecƟ on, keep it clean and fi t for use, wear the right protecƟ on for the-job.

• Safety glasses are to be worn in the shop at all Ɵ mes
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FIRE EXTINGUISHERS

• A fi re exƟ nguisher, rated not less than 2A, 10B:C, should be provided for each 3,000 
square feet of the protected building area or major fracƟ on thereof. Travel distance from 
any point of the protected area to the nearest fi re exƟ nguisher shall not exceed 75 feet.

• One or more fi re exƟ nguishers should be provided for each fl oor. In mulƟ -story 
buildings, at least one fi re exƟ nguisher should be posted adjacent to the stairway.

• Fire exƟ nguishers should be conspicuously located and readily accessible at all Ɵ mes. 
They should be periodically inspected and maintained in operaƟ ng condiƟ on.

• Carbon tetrachloride and other toxic vaporizing liquid fi re exƟ nguishers are prohibited.

• Each fi re exƟ nguisher is considered professional equipment and its eff ecƟ veness in 
protecƟ ng property depends on knowing: What it can and cannot do, how to use it, 
where to install it, how to maintain it, knowledge of classes or types of fi res, what class 
or classes of fi re the exƟ nguisher is capable of exƟ nguishing.

• Training should be provided for the use of fi re exƟ nguishers.

• All company fi re exƟ nguishers to be inspected annually by a 3rd party.

CLASSES OF FIRES
CLASS A - Fires in ordinary combusƟ ble materials (wood, paper, cloth).

CLASS B - Fires involving fl ammable liquids, gases and greases.

CLASS C - Fires which involve energized electrical equipment.

CLASS D - Fires in combusƟ ble metals.
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FLAMMABLE AND COMBUSTIBLE LIQUIDS

A fl ammable liquid is defi ned as any liquid whose fl ash point, the temperature at which vapors 
can ignite when there is a spark, fl ame or staƟ c electricity, is below 100 degrees F. At higher 
concentraƟ ons and higher temperatures the vapors of the liquid can ignite or explode without 
a spark. Most fl ammable liquids are volaƟ le, evaporaƟ ng quickly and reaching a concentraƟ on 
in the air that could lead to an explosion. Some highly volaƟ le fl ammable liquids are gasoline, 
acetone and alcohol. These fl ammable liquids must be marked with a red label. To work safely 
with fl ammable liquids, the three potenƟ al hazards: temperature, concentraƟ on of vapor and 
igniƟ on sources, must be controlled. A combusƟ ble liquid is defi ned as any liquid whose fl ash 
point is at or above 100 degrees F.

• Only approved containers and portable tanks shall be used for storage and handling of 
fl ammable and combusƟ ble liquids.

• No more than 60 gallons of fl ammable or combusƟ ble liquids shall be stored in any one 
storage cabinet. No more than three storage cabinets may be located in a single storage 
area.

• Inside storage rooms for fl ammable and combusƟ ble liquids shall be of fi re resisƟ ve 
construcƟ on, have self closing fi re doors at all openings, four inch sills or depressed 
fl oors, a venƟ laƟ on system that provides at least six air changes within the room per 
hour, and electrical wiring and equipment approved for Class I, Division 1 locaƟ ons.

• Storage in containers outside buildings shall not exceed 1,100 gallons in any one pile or 
area. The storage shall be graded to divert possible spills away from building or other 
exposures, or shall be surrounded by a curb or dike. Storage areas shall be located at 
least twenty feet from any building and shall be free from weeds, debris and other 
combusƟ ble materials not necessary to the storage.

• NO SMOKING signs shall be posted in service and refueling areas.

• All fl ammable and combusƟ ble liquid wastes shall be kept in fi re-resistant, covered 
containers.

• Appropriate fi re exƟ nguishers shall be mounted within 50 feet of outside areas 
containing fl ammable liquids and within ten feet of any inside storage area for such 
materials.

• Safety containers shall be used for the dispensing of fl ammable or combusƟ ble liquids.

• All spills of fl ammable or combusƟ ble liquids shall be cleaned up promptly.

• All fl ammable or combusƟ ble liquid storage tanks shall be adequately vented to prevent 
the development of excessive vacuum or pressure as a result of fi lling, emptying or 
atmosphere temperature changes.

• All fl ammable or combusƟ ble liquid storage tanks shall be equipped with emergency 
venƟ ng that will relieve excessive internal pressure caused by fi re exposure.

• Flammable liquids shall be stored separately from other chemicals, especially reacƟ ves 
such as oxidizers.

• All containers containing a fl ammable or combusƟ ble liquid shall be labeled correctly 
and clearly.
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GRINDERS

• Adjust the work rest and keep it within 1/8 inch of the wheel. Keep the adjustable 
tongue on the top side of the grinder adjusted to within 1/4 inch of the wheel.

• Side guards should cover the spindle, nut, fl ange and 75% of the wheel diameter.

• Bench and pedestal grinders should be permanently mounted.

• Goggles and face shields should always be worn when grinding.

• The maximum RPM raƟ ng of each abrasive wheel should be compaƟ ble with the RPM 
raƟ ng of the grinder. Before abrasive wheels are mounted they should be visually 
inspected and ring tested.

• Fixed or permanently mounted grinders should be connected to their electrical supply 
system with metallic conduit or other permanent wiring method and each should have 
an individual on and off  switch.

• Dust collectors and powered exhausts should be provided on grinders used in operaƟ ons 
that produce large amounts of dust. 

• Splash guards should be mounted on grinders that use coolant to prevent the coolant 
from reaching the employees.

• Maintain good housekeeping around grinders.

• Guards may be removed to complete certain tasks, but must be reinstalled when 
completed.
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HEARING SAFETY

• Hearing protecƟ on must be worn in areas where sound levels exceed 85 decibels.

• Wear proper ear plugs for low level noise abatement.

• Ear muff  hearing protecƟ on, along with ear plugs, may be needed in high level noise 
areas.

• Keep hearing protecƟ on clean and fi t for use.

• Check ANSI Standard S 3.19 Method for the Measurement of Real-Ear Protectors and 
Physical AƩ enuaƟ on of Earmuff s to determine the effi  ciency of a specifi c device for a 
given noise exposure.

• Sound absorbing materials can be used to isolate the noise source helping to prevent the 
spread of noise.

• Altering or enclosing equipment or using quieter work processes can reduce overall 
noise levels.
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LADDERS

A ladder is an appliance usually consisƟ ng of two side rails joined at regular intervals by 
crosspieces called steps, rungs or cleats, on which a person may step in ascending or descending. 
There are variaƟ ons called step ladder, single ladder, extension ladder, fi xed ladder, job-made 
ladder, plaƞ orm ladder, and secƟ onal ladder. Ladders are constructed of wood, metal, aluminum 
or fi berglass.

PROPER SELECTION
• Select a ladder of proper duty raƟ ng to support combined weight of user and materials.
• Ladders are available with duty raƟ ngs of 200, 225, 250, and 300 lbs.
• Select a ladder of proper length to safely reach the desired height.

INSPECTION BEFORE EACH USE
• Inspect thoroughly for missing or damaged components. Never use a damaged ladder 

and never make temporary repairs.
• Inspect thoroughly for loose fasteners. Make sure all working parts are in good working 

order. Lubricate if necessary.
• Clean ladder of all foreign material (wet paint, mud, snow, grease, oil).
• Destroy ladder if damaged, worn, or exposed to fi re or chemicals. Bring the ladder back 

to the shop, tag for inspecƟ on, put a note on your daily report and management will 
make the decision of destrucƟ on.

CONSIDER BEFORE EACH USE
• Metal ladders conduct electricity. Keep away from electrical circuits or wires.
• Consult manufacturer for use in chemical or other corrosive environments.
• Use ladder only as outlined in instrucƟ ons. Ladders are designed for one person only.
• Do not use in high winds or during a storm.
• Keep shoes clean. Leather shoes should not be used.
• Never leave ladder set-up and unaƩ ended.

PROPER SETUP AND USE
• Use help in seƫ  ng up ladder if possible.
• Do not place on unstable, loose or slippery surfaces. Do not place in front of unlocked 

doors.
• Ladders are not intended to be used on scaff olds.
• Secure base secƟ on before raising ladder to upright posiƟ on. Do not raise or lower with 

fl y secƟ on extended.
• Extend and retract fl y secƟ on only from the ground when no one is on the ladder.
• Do not overextend. A minimum overlap of secƟ on is required as follows:

Ladder size up to and including 32 feet - 3 foot overlap
Over 32 feet up to and including 36 feet - 4 foot overlap
Over 36 feet up to and including 48 feet - 5 foot overlap
Sizes over 48 feet - 6 feet overlap -

• PosiƟ on ladder against upper support surface. Make sure ladder does not lean to the side.
• Ladder must make a 75 degree angle with the ground.
• Erect ladder approximately three feet beyond upper support point.
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• Check that top and boƩ om of ladder are properly supported. Make sure runlocks are 
engaged before climbing.

• Face ladder when climbing up or down. Maintain a fi rm grip. Use both hands in climbing.
• Keep body centered between side rails. Do not over reach. Get down and move ladder 

as needed.
• Fly secƟ on must have safety shoes if used as a single ladder.

PROPER CARE AND STORAGE
• Hang ladder on racks at intervals of six feet for support.
• Never paint a wooden ladder. Treat with wood preservaƟ ve.
• Protect wooden ladder from exposure to the elements, but allow good venƟ laƟ on. Keep 

away from heat and moisture.
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MACHINE GUARDING

• Guards are put on machines for one purpose ... to protect!
• Machines without guards or suitable safety devices in place must not be operated.
• Only authorized personnel should remove or adjust guards or safety devices.
• Be sure the main power switch for the machine is locked and tagged before removing 

the guard or safety devices.
• Guards isolate hazards from workers. Safety devices also save fi ngers, limbs and lives. 

They protect from distracƟ ons, impaƟ ence and accidents caused by inaƩ enƟ on.
• A guard or safety device not secured or funcƟ oning improperly can create an addiƟ onal 

hazard. Inspect guards or safety devices regularly and keep them in good repair.
• Manufacturer installed guards and safety devices may not be enough. Review the 

working purpose of your machine. If need be, install addiƟ onal guards or safety devices 
at point-of-operaƟ ons at other hazardous areas.

• Do not bypass guards or safety devices. Trying to speed up producƟ on and save Ɵ me 
only increases the chance for serious injury. Guards or safety devices are a vital part of 
any safe environment.

• Some work may require the guard to be removed. In this instance the guard is to be leŌ  
in close proximity and reinstalled when task is complete.
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MATERIAL HANDLING

• Aisles and doorways should provide adequate clearances.
• Aisles and doorways should be designated, permanently marked and kept clear to allow 

unhindered passage.
• Hand operated and motorized vehicles should be adequate for the load and operaƟ on.
• Separate containers of combusƟ ble or fl ammable liquids by dunnage when stacked or while 

being moved to provide safety.
• All dock plates and loading ramps should be constructed and maintained with suffi  cient 

strength to support the required load.
• Maintain hand operated and motorized vehicles in a safe operaƟ ng condiƟ on.
• Pallets should be of the proper size and strength to the imposed load.
• Shelving should be maintained and of proper strength to support the required load.
• Hooks with safety latches should be used when hoisƟ ng materials.
• Securing chains, ropes and slings should be adequate to support the required load.
• Keep fl oors clean, dry and free of oil.
• PracƟ ce proper liŌ ing techniques.
• Use hand operated or motorized vehicles to move heavy loads.
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OFFICE SAFETY

• Each offi  ce should have fi re exƟ nguishing equipment available and a training program on 
how to use exƟ nguishers.

• An evacuaƟ on plan should be in place with fi re drills and training.
• Inspect the work place using an inspecƟ on form.
• Exit signs should be lighted and clearly visible, and emergency lighƟ ng should be installed.
• Aisles should be kept clear to allow for easy travel and exit in the event of an emergency.
• Doors to stairwells and to exits should not be blocked. These areas should be clearly 

marked.
• Store inks, solvents and any other fl ammable or combusƟ ble liquid properly and use in 

small amounts only.
• Trash and rubbish should be properly stored and discarded daily.
• Machines should be grounded and the use of-extension cords should be avoided.
• Non-carpeted walking surfaces should be swept and mopped frequently to prevent grease 

and dirt buildup. Carpeted fl oors should be vacuumed regularly.
• Spills should be cleaned immediately.
• Use signs or barriers to warn of wet fl oors.
• Loads of 40 pounds or more should not be liŌ ed manually. Proper liŌ ing techniques should 

be uƟ lized.
• Chairs should never be used in place of a ladder.
• Chairs should be stable and have at least a fi ve point base.
• Adjustable seaƟ ng should be used for diff erent builds of people and for diff erent tasks.
• Armrests for chairs should be low and short enough to fi t the chair under the work surface 

and allow the user to get close enough to the work surface to use the chair backrest.
• Thin keyboards should be used to minimize wrist deviaƟ on or keyboard palm rests should 

be used.
• A short rest break should be encouraged aŌ er each hour of video display work is 

performed.
• A physician approved fi rst aid kit should be available for emergency use.
• Work areas should be well illuminated, however, glare should be reduced by lowering the 

lighƟ ng.
• Widow glare can be reduced by providing drapes or blinds.
• Items stored on racks and shelves should not be overhanging or protruding so as to cause 

personal injury .
• Available heaƟ ng, air condiƟ oning and venƟ laƟ on systems should be kept in proper 

working order.
• Do not leave fi le drawers open and unaƩ ended.
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PORTABLE HAND TOOLS

• The correct tool should be uƟ lized for the job and used in a correct manner.

• If a job requires excessive force or bending of the wrist creaƟ ng stress, a powered tool or 
a diff erently shaped tool should be used.

• Tools should be kept in good working condiƟ on. Damaged, worn or defecƟ ve tools can 
cause injuries and should not be used.

• Keep tools in a safe place. Do not leave tools on the fl oor or above work areas.

• Sharpened tools should not be carried in- pockets or leŌ  in tool boxes with cuƫ  ng edges 
exposed.

• Appropriate personal protecƟ ve equipment, such as safety goggles and gloves, should be 
worn to protect against hazards that may be encountered while using hand tools.

• Keep impact tools, such as chisels and punches, free of mushroomed heads.

• Keep wooden handles free of splinters or cracks, and assure a Ɵ ght connecƟ on between 
the tool head and the handle.

POWER TOOLS

• Electric power operated tools should either be approved double insulated, be properly 
grounded, or used with ground fault circuit interrupters.

• Power tools should not be used unƟ l proper instrucƟ on has been given and authorizaƟ on 
given by a supervisor.

• Guards on machinery and equipment should not be removed without authorizaƟ on.

• The power tool should be off  and moƟ on stopped before the tool is set down. 

• Disconnect the tool from power source before changing bits or blades, or aƩ empƟ ng any 
repair or adjustment. Never leave a running tool unaƩ ended.

• Inspect electrical extension cords and other wiring to be certain they are properly 
insulated and grounded. Do not use frayed or damaged cords.

• A power tool must never be used with a safety guard removed.

• All fi xed power driven woodworking tools should be provided with a disconnect switch 
that can either be locked or tagged-in the off  posiƟ on.

• Only trained employees will be allowed to operate power actuated tools. All power 
actuated tools will be tested daily before use and defects discovered before and during 
use will be corrected. Tools will not be loaded unƟ l immediately before use.

• Never operate power actuated tools in, near or around water.
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SAFE LIFTING

Most back injuries are the result of improper liŌ ing techniques. The worst liŌ ing situaƟ ons occur 
when the body is extended over the load. Keep the back straight to shiŌ  the weight of the load 
being liŌ ed onto powerful leg muscles, thus reducing the lever eff ect caused when the-body
is extended over the load.

• Keep in good physical condiƟ on. Diffi  cult liŌ ing tasks should not be aƩ empted if not 
accustomed to vigorous exercise.

• Think before liŌ ing. Make certain there is adequate space and clear aisleways. Also, plan 
for a place to set the load down.

• Maintain a good grip on the load by using the palms of the hands.
• LiŌ  with the load close to the body. The closer the load is to the spine, the less force it 

exerts on the back. This is one of the most important rules in liŌ ing.
• Test the load before handling it. If it appears to be too heavy or bulky, get help or some 

type of mechanical aid.
• Place the feet close to the load. The feet should be far enough apart for stability, have 

one foot slightly ahead of the other and pointed in the direcƟ on of movement.
• Tighten stomach muscles. Abdominal muscles support the spine when liŌ ing, off seƫ  ng 

the force it exerts on the back.
• LiŌ  with your legs. The stronger leg muscles are beƩ er suited for liŌ ing than the weaker 

back muscles.
• Keep the back straight, head up whether liŌ ing or puƫ  ng down the load. Avoid twisƟ ng, 

it can cause injury.

THINK BEFORE YOU LIFT

MENTAL LIFTING - LiŌ  the load twice, by fi rst liŌ ing the load mentally.

FIND A BETTER WAY - Mechanical help can be used to avoid heavy loads, twisƟ ng moƟ ons, 
repeƟ Ɵ ve moƟ ons, bulky loads, verƟ cal liŌ ing and uneven surfaces. Pushcarts, conveyors, two 
wheeled carts, hoists, or forkliŌ s are good examples of material handling devices that can be - 
used.

PUSH, DON’T PULL - Twice as much can be pushed than-pulled, while running less risk of back 
injury.

WATCH YOUR FOOTING - Wear proper footwear, take small steps, go slowly and clear a proper 
pathway free from tripping hazards

HAND SAFETY WHEN LIFTING
• Inspect materials for slivers, jagged or sharp edges, burrs, rough or slippery surfaces.
• Grasp the object with a fi rm grip.
• Keep fi ngers away from pinch and shear points, especially when seƫ  ng down materials.
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• When handling pipe, lumber or other long objects, keep hands away from the ends to 
help prevent them from being pinched.

• Wipe off  greasy, wet or dirty objects before trying to handle them.
• Keep hands free from oil and grease.
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SCAFFOLDING

• Scaff olds, by their very nature, present a danger of falling or being struck by something 
falling. Because this possibility exists, certain safety precauƟ ons must be kept in mind 
when working on or around scaff olds.

• When erecƟ ng a scaff old be sure it is capable of supporƟ ng at least four Ɵ mes the 
maximum load, including the weight of materials, workers and the scaff old itself. The 
height must not exceed four Ɵ mes the minimum base dimensions as well. FooƟ ngs 
should be sound and rigid.

• Check the scaff olding for damage prior to use. Damaged scaff olding should not be used.
• Planking should be at least 2x10’s, of scaff old grade, placed together to help keep 

materials and tools from falling. Choose planks that are straight grained and free of 
shakes, large or loose knots and other defects. Extend the planks beyond the center line 
of supports from six to twelve inches, and cleat or otherwise fasten so the planking stays 
in place.

• Always use a safe means of access when climbing a scaff old, such as a fi xed or portable 
ladder, ramp, runway or stairway. Climbing on cross braces is never acceptable.

• While using a mobile scaff old, be certain to lock the wheels before beginning use. 
Do not ride or allow anyone to ride on scaff olding while it is being moved, unless the 
scaff olding is constructed of a specifi c alloy designed for occupied horizontal travel. All 
material and equipment should be removed or secured before moving the scaff old. Do 
not try to move a rolling scaff old without suffi  cient help. Be aware of holes in fl oors and 
overhead obstrucƟ ons.

• While working on a scaff old, do not allow tools and materials to accumulate in a manner 
that creates a hazard.

• While working on a scaff old ten feet or more above the ground, it must be equipped 
with guardrails including a toeboard. Wear a safety belt and life line if a railing is 
impracƟ cal. When working near overhead electrical power lines, a minimum of ten feet 
of clearance must be maintained. (Clearance will increase depending on voltage.)

• Always wear hard hats and other appropriate personal protecƟ ve equipment.
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SECURITY

• Protect building openings, docks, yards, and alleys with quality lighƟ ng. 

• Provide interior lighƟ ng over valuable merchandise and over the safe.

• Control all security lighƟ ng by a Ɵ mer or photo-electric cell.

• All outside doors should have double cylinder dead bolt locks.

• UƟ lize the bar extension lock on overhead doors, along with a case hardened padlock.

• Door hinges should not be located on outside of entrance doors, or be secured in such a  
manner that pins can not be removed.

• Windows should be equipped with locks, bars or wire mesh. Protect window bars and 
wire mesh from outside tampering.

• Security fencing should be provided for the enƟ re open lot. Try to make it a “man proof” 
type of fencing. Maintain the fence and check it regularly. Fence gates should have 
padlocks.

• Develop a wriƩ en procedure for securing the building and yard at the end of the 
business day.

• Metal locking cross bars can also be added on outside doors to provide extra security.

• For life safety purposes, provide single cylinder locks, panic bars or alarmed releasing 
bars on outside doors.
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SLIPS AND FALLS

Slips, trips and falls can happen to anyone, anyƟ me, anywhere. No single method can be used to  
prevent all slips and falls.

The most common causes of slips and falls include: unsafe use of ladders, jumping on or off  liŌ  
gates, slippery surfaces, inappropriate footwear, poor lighƟ ng, obstacles on walkways, inaƩ enƟ on 
and haste.

• Mop fl oor in area of spills immediately and post a sign staƟ ng “WET FLOOR”. Never 
leave spills unaƩ ended.

• An oil absorbing material should be used to control small oil spills in the work place.

• During inclement weather keep rugs, mats, and fl oors dry. Snow and ice should be 
removed from all sidewalks, drives and access points used by the general public or 
employees. Post wet fl oor signs.

• Keep all fl oors, stairs, ladders, walkways, sidewalks -and driveways in good repair.

• Be aware that electrical cords cause many tripping injuries.

• Good housekeeping is a must in accident prevenƟ on.

• Stairs, aisles and walkways should be clearly marked and kept free of any material.

• Look at each job and work area to consider the possible hazards.
COMMON HAZARDS

These include:
• Slippery areas
• Blocked walkways and stairs
• Ladders
• Electrical cords
• Poor lighƟ ng
• Housekeeping condiƟ ons

PREVENTATIVE MEASURES

These include:
• Proper footwear
• Warning signs
• Non-skid surface.
• Correct use of tools and ladders.
• Floor mats.
• Proper lighƟ ng
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SPRAY PAINTING

• Conduct all spray painƟ ng operaƟ ons according to NFPA Standard No. 33 “Standard for 
Spray ApplicaƟ ons Using Flammable and CombusƟ ble Materials.”

• Conduct all spray painƟ ng operaƟ ons in a factory built, approved spray painƟ ng booth.

• Construct the walls, fl oors, ceiling and doorways of steel concrete, masonry or other, 
noncombusƟ ble material.

• All electrical wiring and equipment should be approved for Class I, Division 1 hazardous 
locaƟ ons.

• No open fl ame or spark producing equipment should be located within the spray area.

• Heat should be ducted into the booth, with no heat sources inside the booth.

• Keep only one days supply of fl ammable or combusƟ ble liquids stored inside the booth.

• Mechanical venƟ laƟ on, adequate to remove fl ammable or combusƟ ble vapors, mists, 
residues, dusts or deposits to a safe locaƟ on, should be provided and must be in 
operaƟ on while spray painƟ ng.

• The mechanical venƟ laƟ on exhaust motor should be located outside the path of 
escaping vapors.

• The mechanical venƟ laƟ on system should also be located within eighteen inches of fl oor 
level.

• Replace fi lters and clean the venƟ laƟ on system frequently. Remove overspray from the 
spray area and mechanical venƟ laƟ on system on a regular basis.

• Maintain good housekeeping pracƟ ces at all Ɵ mes.

• Personal protecƟ ve equipment should be worn by all employees engaged in spray 
painƟ ng operaƟ ons.

• Know and understand the MSDS available to you.

• “NO SMOKING” signs shall be posted in the spray painƟ ng area.
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TRENCHING AND EXCAVATING

These guidelines are suggested for trenching and excavaƟ ng. AddiƟ onal safety guidelines may be 
required to meet individual specifi c safety needs.

UƟ lity installaƟ ons, such as sewer, telephone, fuel, electric, water, or any other underground 
installaƟ ons that reasonably may be expected to be encountered during excavaƟ on work, shall  
be determined prior to opening an excavaƟ on. This can be accomplished by contacƟ ng local or 
state “one-call” system before digging.

• When the excavaƟ on is open, underground installaƟ ons shall be protected, supported or 
removed as necessary to safeguard employees

• Each employee in an excavaƟ on shall be protected from cave-ins by an adequate 
protecƟ ve system:

1. Any excavaƟ on more than fi ve (5) feet deep, slope the sides no more steeply than 
the proper angle of repose for soil condiƟ ons.

2. Proper shoring.
3. Trench box; as recommended by OSHA. (angle of repose - The greatest angle above 

the horizontal at which a material will lie without sliding. This varies for diff erent soil 
condiƟ ons.)

• Keep excavated materials a minimum of two feet from the edge of the trench.

• In trenches more than four feet deep, locate adequate means of exit, such as ladders, 
or steps, so they can be reached in no more than 25 feet of travel from anywhere in the 
trench.

• Keep heavy loads of all kinds as far from the trench as possible.

• Do not allow water, rain, ground water, or surface water to accumulate in a trench. 
Water reduces soil stability.

• Daily inspecƟ ons of excavaƟ ons, the adjacent areas and protecƟ ve systems shall be 
made by a competent person prior to the start of work and as needed throughout the 
shiŌ . If evidence of a situaƟ on that could result in a possible cave-in, indicaƟ ons of 
failure of protecƟ ve systems, hazardous atmospheres or other hazardous condiƟ ons 
are found, exposed employees shall be removed from the hazardous area unƟ l the 
necessary precauƟ ons have been taken to ensure their safety.

• Never touch a piece of excavaƟ on machinery while it is in operaƟ on. 

• Always stand in view of the machine operator, and out of the way. Never stand at the 
edge of the excavaƟ on.

• In locaƟ ons where oxygen defi ciency or gaseous condiƟ ons are possible, the air in 
excavaƟ ons shall be tested.

• UnaƩ ended excavaƟ ons must be lighted and barricaded. Keep non-workers away from 
the trench, parƟ cularly at night.

• When excavaƟ ng near traffi  c areas safety vests shall be worn by all employees involved.

• Full bodied safety harness will be uƟ lized for extreme condiƟ ons.

• Head protecƟ on shall be required of everyone at the job site.
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WELDING AND CUTTING

• Wear proper eye safety protecƟ on during welding and cuƫ  ng operaƟ ons.

• VenƟ laƟ on should be provided whenever welding, cuƫ  ng or heaƟ ng is being performed.

• Arc welding and cuƫ  ng operaƟ ons will be shielded by noncombusƟ ble or fl ame-proof 
shields to protect employees from direct rays.

• A suitable fi re exƟ nguisher should be readily available when welding, cuƫ  ng or heaƟ ng 
operaƟ ons are being conducted.

• Always clear the area below cuƫ  ng or welding operaƟ ons so hot slag will not drop on 
hoses, cables, or employees.

• When electrode holders are leŌ  unaƩ ended, electrodes should be removed and the 
holder should be placed or protected so it can not make electrical contact. All arc 
welding and cuƫ  ng cables should be completely insulated.

• Always wear required eye protecƟ on to guard against slag while chipping, grinding and 
dressing of welds. Always wear a welding hood to protect eyes from fl ash bum. 

• Fuel gas and oxygen hoses must be easily disƟ nguishable and not interchangeable. 
Inspect hoses daily and repair or replace if defecƟ ve.

• Always store cylinders properly on a welding cart or secured to a wall with a chain.

• All tank valves should be closed when equipment is not in use.

• Do not cut or weld around gasoline --or aƩ empt to weld or cut a container that has 
stored a fl ammable or combusƟ ble liquid.

• Welding or cuƫ  ng equipment should not be operated unless proper training has been 
provided.
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BLOODBORNE PATHOGENS EXPOSURE CONTROL PLAN
FOR KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

SECTION 1

A. PURPOSE 
The purpose of the exposure control plans is to limit occupaƟ onal exposure to blood and other 
potenƟ ally infecƟ ous materials. Since any exposure could result in transmission of bloodborne 
pathogens, which could lead to disease or death. This plan includes exposure determinaƟ on,  
methods of compliance, engineering work pracƟ ce control, personal protecƟ ve equipment, 
housekeeping, HepaƟ Ɵ s B Virus (HBV) vaccinaƟ on post-exposure evaluaƟ on and follow-up 
informaƟ on training and record keeping that, coupled with employee educaƟ on, will help reduce 
on-the-job risks for all employees exposed to blood or other body fl uids.

B. EXPOSURE DETERMINATION
OSHA requires employers to perform an exposure determinaƟ on concerning which employees  
may incur occupaƟ onal exposure to blood or other potenƟ ally infecƟ ous materials. The exposure 
determinaƟ on is made without regard to the use of personal equipment. The following job 
classifi caƟ ons, in which some employees have occupaƟ onal exposure because they have received 
training in First Aid and/or CPR or are responsible for housekeeping, include:

• Any volunteer employee who is designated as First Aid and/or CPR responder. All names 
are posted in the main offi  ce.

•  _______________________________________________
•  _______________________________________________

The task and procedures are as follows:
• Cardiopulmonary resuscitaƟ on
• First Aid for choking vicƟ m
• Treatment of injury
• Wound care
• First Aid for strokes or seizures
• Cleaning and decontaminaƟ ng an area aŌ er exposure to blood or other potenƟ ally 

infecƟ ous material

SECTION 2
GENERAL PROGRAM MANAGEMENT

A. RESPONSIBLE PERSONS
1. Safety Manager
This person will be responsible for the overall management and support of the Bloodborne Patho-
gens Exposure Control Plan (BPECP). AcƟ viƟ es will include, but not be limited to:

• Overall responsibility for implemenƟ ng the BPECP.
• Development of addiƟ onal related policies as needed.
• Revisions and updaƟ ng of plans as necessary.
• Keeping abreast of legal requirements concerning bloodborne pathogens.

2. Local Coordinator
• Locate and provide training on BPECP as needed on an annual basis.



SAFETY MANUAL

36

• Responsible for reporƟ ng incident to Safety Manager.
• Will work with the Safety Manager to develop specifi c exposure control procedures in 

their separate localiƟ es.

3. CPR/First Aid Responders and Housekeeping Staff 
• Knowing which tasks they perform are potenƟ ally hazardous for bloodborne pathogen 

exposure.
• AƩ ending the bloodborne pathogen training session.
• Using all work pracƟ ce controls.

B. AVAILABILITY OF THE EXPOSURE CONTROL PLAN
The BPECP is available to all employees at any Ɵ me. Employees will be advised of this
availability during their training session. Employees will also be informed of the BPECP
through the employee handbook.

SECTION 3
A. METHOD OF COMPLIANCE
In the offi  ce locaƟ on, the requirements for compliance will be carried out by the Safety Manager 
and/or designated coordinator.

Universal precauƟ ons will be observed at this facility in order to prevent contact with blood and 
other potenƟ ally infecƟ ous material. All blood or other potenƟ ally infecƟ ous material will be 
considered infecƟ ous, regardless of the perceived status of the source individual.

B. ENGINEERING, WORK PRACTICE CONTROLS AND PPE
Hand washing faciliƟ es are readily accessible to employees who incur exposure to blood or other 
potenƟ ally infecƟ ous material. Hand washing faciliƟ es are located outside of all bathrooms.

Engineering and work pracƟ ce controls will be uƟ lized-to eliminate or minimize exposure to 
company employees. Where occupaƟ onal exposure remains aŌ er insƟ tuƟ on of these controls, 
personal protecƟ ve equipment shall also be uƟ lized.

The following engineering controls will be uƟ lized:
• Disposable latex/vinyl gloves shall be worn where it is reasonably anƟ cipated that 

employees will have hand contact with blood, non-intact skin, mucous membranes or 
other potenƟ ally infecƟ ous material. 

• Microshields with one way valves will be required to be used if blood or other infecƟ ous 
materials can reasonably be anƟ cipated.

• The protecƟ ve equipment will be considered appropriate only if it does not permit 
blood or other potenƟ ally infecƟ ous materials to pass through or reach the employees 
clothing, skin, eyes, mouth, or other mucous membranes under normal condiƟ ons of 
use and for the duraƟ on of Ɵ me which the protecƟ ve equipment will be used. Personal 
protecƟ ve equipment (PPE) is readily accessible to each employee listed in the job 
classifi caƟ on. The PPE will be kept in fi rst aid kits located in marked sites around the 
facility and other designated locaƟ ons. The housekeeping staff  will keep the appropriate 
PPE in a visible locaƟ on in their storage rooms.

• The coordinator will be responsible to oversee that aŌ er the removal of personal 
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protecƟ ve gloves, the employees wash their hands and any other potenƟ ally 
contaminated skin area immediately or as soon as feasible, with soap and water. 

• PPE Accessibility - All personal protecƟ ve equipment used at this facility will be provided 
without cost to employees and the appropriate size is readily accessible at the work site.

• PPE Use - The coordinator shall oversee that the employee uses the appropriate PPE. If 
the supervisor shows that the employee temporarily and briefl y declined the use of PPE, 
when under rare and extraordinary circumstances, it was the employee’s professional 
judgment that in the specifi c instance its use would have prevented the delivery of 
health care or posed an increased hazard to the safety of the worker or coworker. 
When the employee makes this judgment, the circumstances shall be invesƟ gated and 
documented in order to determine whether changes can be insƟ tuted to prevent such 
occurrences in the future.

C. HOUSEKEEPING
The coordinator will follow approved disposal methods for handling regulated waste which has 
been used in an exposure incident. The coordinator will follow local procedures for disposal.

Regulated waste refers to the following categories of waste which require special handling, at a 
minimum:

• Liquid or semi-liquid blood or other potenƟ ally infecƟ ous materials;
• Items contaminated with blood or other potenƟ ally infecƟ ous materials and which 

would release substances in a liquid or semi-liquid state if compressed;
• Items that are caked with dried blood or other potenƟ ally infecƟ ous materials and are 

capable of releasing these materials during handling.
• Any contaminaƟ on of equipment surfaces shall be cleaned and disinfected using a 1:10 

bleach soluƟ on.
 Hard surfaces  1 : 10 bleach soluƟ on
 Carpeted surfaces  Absorbent bleach material (ie. Zep Chlor-retain)
All other non-regulated waste shall be disposed of in a lined waste container.

D. LAUNDRY
Any laundry that is contaminated with blood or other potenƟ ally infecƟ ous materials will be 
handled as liƩ le as possible. Such laundry will be placed in appropriately marked bags at the 
locaƟ on where it was used. Such laundry will not be sorted or rinsed in the area of use. The 
laundry service will take the appropriate measures to handle these items.

SECTION 4
A. POST EXPOSURE EVALUATION & FOLLOWͳUP
All exposure incidents shall be reported, invesƟ gated and documented. When an employee incurs 
an exposure incident, it shall be reported to the coordinator, who will forward the informaƟ on to 
the Safety Manager before-the end of the workday.

All employees who experience an exposure will be off ered a confi denƟ al post-exposure evaluaƟ on 
and follow-up in accordance with OSHA standards at no charge to the employee.
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Following a report of an exposure incident, the exposed employee shall immediately receive a 
confi denƟ al medical evaluaƟ on and follow-up. Cost of tesƟ ng and counseling will be borne by the 
company. The follow up will include at least the following elements:

1. DocumentaƟ on of the route of exposure, and the circumstances under which the exposure 
incident occurred. 

2. IdenƟ fi caƟ on and documentaƟ on of the source individual, unless it can be established that 
idenƟ fi caƟ on is not feasible or prohibited by state or local law.

3. The source individual’s blood shall be tested as soon as feasible and aŌ er consent is ob-
tained in order to determine HBV and Human Immunodefi ciency Virus (HIV) infecƟ vity. If 
consent is not obtained, the coordinator shall establish that legally required consent cannot 
be obtained. - When the source individual’s consent is not required by law, the source indi-
vidual’s blood, if available, shall be tested and the results documented.

4. When the source individual is already known to be infected with HBV or HIV, tesƟ ng for the 
source individual’s known HBV or HIV status need not be repeated. 

5. Results of the source individual’s tesƟ ng shall be made available to the exposed employee, 
and the employee shall be informed of applicable laws and regulaƟ ons concerning disclo-
sure of the idenƟ ty and infecƟ ous status of the source individual. 

The coordinator evaluaƟ ng an employee aŌ er an exposure incident shall ensure that the health 
care professional responsible for the employee’s HepaƟ Ɵ s B vaccinaƟ on is provided the following 
informaƟ on:

• WriƩ en documentaƟ on of the route of exposure and circumstances under which the 
exposure occurred. (see aƩ ached Exposure Incident Report)

• Results of the source individual’s blood tesƟ ng, if available.
• All medical records relevant to the appropriate treatment of the employee, including 

vaccinaƟ on status.

The coordinator shall obtain and provide the employee with a copy of the evaluaƟ ng health care 
professional’s wriƩ en opinion within fi Ō een (15) days of the compleƟ on of the evaluaƟ on.

The health care professional’s wriƩ en opinion for HBV vaccinaƟ on shall be limited to whether 
HBV vaccinaƟ on is indicated for an employee, and if the employee has received such vaccinaƟ on. 
The health care professional’s wriƩ en opinion for post exposure follow-up shall be limited to the 
following informaƟ on:

• A statement that the employee has been told about any medical condiƟ ons resulƟ ng 
from exposure to blood or other potenƟ ally infecƟ ous materials which require further 
evaluaƟ on or treatment.

• A statement that the employee has been informed of the results of the evaluaƟ on.
• All other fi ndings and diagnosis shall remain confi denƟ al.

B. INFORMATION AND TRAINING
The coordinator shall ensure that training is provided at the Ɵ me of iniƟ al assignment to tasks 
where occupaƟ onal exposure may occur, and that it shall be repeated within twelve (12) months 
of the previous training. Training shall be tailored to the educaƟ on and language level of the 
employee, and off ered during the normal work shiŌ . The training will be interacƟ ve and cover 
the following:
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1. A copy of the standard and an explanaƟ on of its contents;
2. A discussion of the epidemiology and symptoms of bloodborne diseases;
3. An explanaƟ on of the modes of transmission of bloodborne pathogens;
4. An explanaƟ on of the KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS Bloodborne 

Pathogen Exposure Control Plan and a method for obtaining a copy;
5. The recogniƟ on of tasks that may involve exposure;
6. An explanaƟ on of the use and limitaƟ ons of methods to reduce exposure, for example: engi-

neering controls, work pracƟ ces, and personal protecƟ ve equipment;
7. InformaƟ on on the types, use, locaƟ on, removal, handling & decontaminaƟ on,
8. An explanaƟ on of the basis and selecƟ on of PPEs;
9. InformaƟ on on the HepaƟ Ɵ s B vaccinaƟ on, including effi  cacy, safety, method of administra-

Ɵ on, benefi ts, and that it will be off ered free of charge;
10. InformaƟ on on the appropriate acƟ ons to take and persons to contact in an emergency 

involving blood or other potenƟ ally infecƟ ous materials;
11.  An explanaƟ on of the procedures to follow if an exposure incident occurs, including the 

method of reporƟ ng and medical follow-up;
12. InformaƟ on on the evaluaƟ on and follow-up required aŌ er an employee exposure incident.

The person conducƟ ng the training shall be knowledgeable in the subject maƩ er:

Employees who have received training on bloodborne pathogens in the twelve months preceding 
the eff ecƟ ve date of this policy shall only receive training in provisions of the policy that were not 
covered.

AddiƟ onal training shall be provided to employees when there are any changes of tasks or 
procedures aff ecƟ ng the employee’s occupaƟ onal exposure.

C. RECORD KEEPING
Training Records - The coordinator is responsible for maintaining training records. These records 
will be kept in the above named individual’s offi  ce.

Training records shall be maintained for three years from the date of training. The following 
informaƟ on shall be documented:

1. The dates of the training sessions;
2. An outline describing the material presented;
3. The names and qualifi caƟ ons of persons conducƟ ng the training;
4. The names and job Ɵ tles of all personnel aƩ ending the training sessions.

Availability - All employee records shall be made available to the employee in accordance with 
29 CFR 1910.20.

All employee records shall be made available to the Assistant Secretary of Labor for the 
OccupaƟ onal Safety and Health AdministraƟ on and the Director of the NaƟ onal InsƟ tute for 
OccupaƟ onal Safety and Health upon request.

Medical Records - The Safety Manager/Coordinator is responsible for maintaining medical records 
as indicated below. These records shall be kept in the Safety Manager/Coordinator’s offi  ce.
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Medical records shall be maintained in accordance with OSHA Standard 29 CFR 1910.20. 
These records shall be kept confi denƟ al, and must be maintained for at least the duraƟ on of 
employment plus thirty (30) years. These records shall include the following:

1. The name and social security number of the employee;
2. A copy of the employee’s HBV vaccinaƟ on status, including the dates of vaccinaƟ on or a 

declaraƟ on statement indicaƟ ng they choose not to be vaccinated;
3. A copy of all legally accessible results of examinaƟ ons, medical tesƟ ng, and follow-up 

procedures ;
4. A copy of the informaƟ on provided to the health care professional, including a 

descripƟ on of the employee’s duƟ es as they relate to the exposure incident, and 
documentaƟ on of the routes of exposure and circumstances of the exposure.

D. EVALUATION AND REVIEW
The Safety Manager and/or designated coordinator is responsible for annually reviewing this 
program and its eff ecƟ veness, and for updaƟ ng this program as needed.

E. DATES
All provisions required by this standard will be implemented by  _____________________ .
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EXPOSURE INCIDENT REPORT
 

Date _______________________ 
Name of exposed employee(s) __________________________________________________
Explain in detail how exposure occurred. (What body fl uids were involved, which body part 
was exposed, what was size of exposure, etc.)
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Explain the source of exposure. _________________________________________________
___________________________________________________________________________
Did the exposed employee(s) use PPE? ______Yes ______ No     If no, please explain.
___________________________________________________________________________
___________________________________________________________________________
Individuals who witnessed the exposure.
  ____________________________________   ________________________________
  ____________________________________   ________________________________
Did the exposed employee wash the exposed area as soon as feasible aŌ er the exposure?
___________________________________________________________________________
______Yes   _______No    If no, please explain.
___________________________________________________________________________
___________________________________________________________________________
Was the employee(s) sent to the clinic to receive their confi denƟ al medical evaluaƟ on in-
cluding the post exposure vaccinaƟ on within 24 hours?
______Yes   _______No    If no, please explain.
__________________________________________________________________________  
What clinic did the employee(s) aƩ end? _________________________________________
Who was the aƩ ending health care provider? _____________________________________
Did anyone accompany the employee(s) to the clinic?  ______Yes  ______No
Was there any regulated waste that needed to be disposed of? ______Yes  ______No
If yes, please explain how this was accomplished. __________________________________
__________________________________________________________________________
__________________________________________________________________________

 Signed ___________________________________
 Date _____________________________________
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MEDICAL RECORDS
BLOODBORNE PATHOGEN EXPOSURE

Employee’s Name _______________________________________________________________
Social Security Number ___________________________________________________________

AƩ ached are the following:
• Copy of the employee’s HBV vaccinaƟ on status, including dates of vaccinaƟ ons or a 

declaraƟ on statement indicaƟ ng they chose not to be vaccinated. 

• Copy of informaƟ on provided to the health care professional including descripƟ on of 
employee’s duƟ es as they are related to the exposure incident and circumstances of 
the exposure.
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BLOODBORNE PATHOGEN EXPOSURE CONTROL PLAN
COORDINATORS RESPONSIBILITIES

1. Read and understand the Bloodborne Pathogen Exposure Control Plan.
2. Inform CPR responders in your business that you are the coordinator and that you must be 

contacted immediately if an exposure occurs.
3. Inform CPR responders that you have a copy of the Exposure Control Plan and they may 

review it or receive a copy at any Ɵ me.
4. Locate a qualifi ed trainer to conduct your annual Bloodborne Pathogen Review Training and 

maintain training records in your offi  ce for three (3) years from the date of training. Training 
records will include:

• Dates of training;
• Outline describing material presented;
• Names and qualifi caƟ ons of persons conducƟ ng training;
• Names and job Ɵ tles of all persons aƩ ending the training session.

5. You, as the responsible person, will oversee that the Bloodborne Pathogen Exposure Control 
Plan is implemented and followed as described. This includes the following responsibiliƟ es: 

• Distribute microshields and latex gloves to all trained CPR responders. This personal 
protecƟ ve equipment is to be stored by the responder. Make sure all gloves are the 
proper size.

• Monitor fi rst aid supplies and resupply as necessary.
• If an exposure incident occurs, you must follow all post evaluaƟ on and follow-up 

procedures.
• Ensure that all regulated and non-regulated waste at the exposure scene is handled 

safely and disposed of properly.
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POST EVALUATION AND FOLLOWͳUP

If a fi rst responder or housekeeping staff  person responds to any situaƟ on involving the 
presence of blood or other potenƟ al infecƟ ous material (OPIM) the following steps must be 
taken:
1. If responder has exposure (direct contact with skin-, eyes, mucous membrane) to blood 

or OPIM, wash all aff ected areas with disinfecƟ ng soap immediately, or rinse with running 
water. When in doubt if an exposure occurred, call the nearest clinic.

2. Contact the coordinator as soon as possible, but no later than the end of the exposed 
person’s work shiŌ .

3. Off er to send the employee to the nearest health care clinic to have a confi denƟ al 
medical evaluaƟ on. Specifi cally request that all charges be billed directly to KONWINSKI 
CONSTRUCTION INC/KONWINSKI KABINETS. The employee can decline this service.

Bring a copy of the medical evaluaƟ on form with you to the clinic and give it to the aƩ ending 
licensed health care professional and ensure that all informaƟ on has been covered with the 
exposed employee.

4. Complete the Exposure Incident Report as soon as possible and forward it to the Safety 
Manager. 

5. Obtain and provide the employee with a copy of the evaluaƟ ng health care professional’s 
wriƩ en opinion for HBV vaccinaƟ on and whether the employee has received such HBV 
vaccinaƟ on within fi Ō een (15) days of the compleƟ on of the evaluaƟ on.

The health care professional must also provide a statement indicaƟ ng that the exposed 
employee has been told of any medical condiƟ ons resulƟ ng from the exposure and that the 
employee has been informed of the results of the evaluaƟ on.
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CONFIDENTIAL MEDICAL EVALUATION FORM

1. Provide wriƩ en documentaƟ on of route of exposure.

2. Test source individual for HBV and HIV infecƟ vity if consent is given.

3. Test exposed individual for HBV and HIV infecƟ vity if consent is given. Document if consent 
is not given to test.

4. Provide informaƟ on idenƟ fying whether the HEPB vaccinaƟ on was recommended for the 
exposed employee and whether or not the employee received the vaccinaƟ on. Any added 
fi ndings must be kept confi denƟ al.

5. Prove a wriƩ en statement that the employee has been told about any medical condiƟ ons 
resulƟ ng from exposure to blood or other potenƟ ally infecƟ ous materials which require 
further evaluaƟ on or treatment.

6. Provide a statement that the employee has been informed of the results of the evaluaƟ on,

7. Off er the employee counseling with the appropriate health care professional.
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EMERGENCY ACTION PLAN

I. PURPOSE
The purpose of this Emergency AcƟ on Plan is to protect the employees of KONWINSKI 
CONSTRUCTION INCKONWINSKI KABINETS from serious injury, property loss, or loss of life in the 
event of a major disaster. A major disaster consƟ tutes any one (1) of the following: fi re, tornado, 
earthquake, bomb threat, or hazardous chemical spill.

In the event of any disaster listed, this Emergency AcƟ on Plan describes the responsibiliƟ es and 
acƟ ons to be taken to protect all employees.

II. GENERAL PROCEDURES
In the event of a disaster, the warning may come from any one (1) of the following sources: 
commercial radio or television, civil defense radio, in-plant automaƟ c sprinkler system, in-plant 
alarm, messenger, or police.

A. NoƟ fi caƟ on of Early Warning
A person receiving noƟ fi caƟ on of a possible disaster, or an in-plant emergency should immediately 
noƟ fy their immediate supervisor. The type of disaster or emergency situaƟ on should then be 
conveyed to all employees with the use of the plant emergency alarm system.

B . Emergency Control CommiƩ ee
The following personnel of KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS will 
consƟ tute the Emergency Control CommiƩ ee (ECC). In the event of a disaster or immediate 
emergency, they are to report to a designated Emergency Control Center unless the prevailing 
situaƟ on dictates otherwise. CormniƩ ee members are:

1.  ________________________________________________ Manager
2.  ________________________________________________ Personnel Director
3.  ________________________________________________ Safety Director

ResponsibiliƟ es - Emergency Control CommiƩ ee
1. Access nature and extent of all emergencies;
2. Assume control of all emergency acƟ ons;
3. Assign tasks to personnel to carry out specifi c acƟ ons;
4. Order evacuaƟ on if deemed necessary;
5. Take any other acƟ on necessary to protect life;
6. Annually review plan and revise as necessary;
7. Plan training exercises to test evacuaƟ on plan; and
8. Instruct personnel of their duƟ es under this plan.

In any emergency situaƟ on, the ranking member of management present shall have fi nal 
authority to coordinate procedures, and amend, modify, or supersede any provisions of this 
plan in order to ensure employee safety.

C. Emergency Control Center
Emergency acƟ ons should be coordinated at the Emergency Control Center which will be 
designated as the manager’s offi  ce. If this offi  ce is not available, report to the most convenient 
offi  ce of the other two (2) commiƩ ee members.
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If the emergency situaƟ on warrants the commiƩ ee members to meet on the plant fl oor, it will be 
the plant manager’s responsibility to noƟ fy, and give the locaƟ on where members are needed.

D. First Aid Services
All fi rst-line supervisors have been cerƟ fi ed by the American Red Cross to provide fi rst aid. They 
will be available to administer fi rst aid in the plant or, in the event of a complete evacuaƟ on, at a 
safe assembly area outside the plant.

E. UƟ lity Controls
All maintenance personnel will know the locaƟ on and operaƟ on of main controls for shuƫ  ng off  
the gas, electricity, and water leading into the building.

F. News InformaƟ on
InformaƟ on to any source of news media will only be released at the discreƟ on of the plant 
manager.

III. EMERGENCY ALARMS
A. AutomaƟ c Sprinkler Alarm
In the event of a fi re, the AutomaƟ c Sprinkler Alarms System will be acƟ vated automaƟ cally. Upon 
acƟ vaƟ on, the fl ow of water will begin in the area of the fi re, and an alarm will sound throughout 
the building. Upon hearing the alarm employees should, if Ɵ me permits, shut off  the power to the 
equipment they are operaƟ ng and proceed to the evacuaƟ on sites indicated outside the building 
and conduct a roll call.

B. AcƟ on
When the alarm is acƟ vated, at least one (1) member of the ECC should report to the evacuaƟ on 
site outside the plant. The other members should take the necessary acƟ on to ensure the safety 
of the employees and noƟ fy proper agencies for any services that are needed.

C. Plant-wide EvacuaƟ on Alarm (ConƟ nuous High Pitched Alarm)
With the excepƟ on of a fi re, employees should not evacuate the building unless authorized by 
the ECC. The signal/alarm for a plant-wide evacuaƟ on will be a conƟ nuous high pitched alarm. 
Once at the assembly site, the fi rst-line supervisor should conduct a roll call and report to an ECC 
member for assistance.

D. The signal/alarm for a segmented area evacuaƟ on will be an intermiƩ ent high-pitched alarm. 
A fi rst-line supervisor will have the authority to acƟ vate this alarm and give appropriate instrucƟ ons 
to employees to insure safety. Before leaving, the fi rst-line supervisor should inspect the area to en-
sure all employees are evacuated. Evacuated employees should report to the assembly site posted 
inside the building. Once at the assembly site, the front-line supervisor should conduct a roll call 
and report to an ECC member for assistance.

E. Phone LisƟ ngs
A lisƟ ng of all emergency telephone numbers is located at plant and offi  ce telephones. If the 
emergency occurs on the day shiŌ , the switchboard operator will be responsible for contacƟ ng 
the appropriate agency. A member of the ECC should then be contacted for assistance.
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IV. EVACUATION SITES
A map of all evacuaƟ on sites will be displayed in the lunch room and all departments. Each map 
shows the route and exit to take, depending where employees are located in the plant. It will be 
the responsibility of the fi rst-line supervisor to inform employees of these evacuaƟ on routes.

V. PROCEDURE FOR EMERGENCY SHUTDOWN OF OPERATIONS
An emergency shutdown will only be ordered from the highest ranking member of the ECC. No 
employee should risk any type of injury to accomplish this task. However, if Ɵ me permits, the 
following personnel should perform the following duƟ es: 

A. All warehouse personnel and material handling personnel should drive forkliŌ  trucks out of 
aisles and exit ways.

B. Maintenance department should shut off  gas lines and electrical supply as instructed by the 
maintenance manager.

VI. TORNADO
In the event of a tornado or a severe weather warning, the following procedure should be put 
into eff ect by the supervisor or ECC:

1. Listen for latest advisories on radio.
2. Post outlooks for outside observaƟ on.
3. If necessary, iniƟ ate emergency shutdown procedures.
4. Move personal into designated safe assembly areas within the building.
5. Open any door or window where possible to equalize pressure.
6. AŌ er tornado passes, restore-calm and check for injuries.

VII. EARTHQUAKE (IntermiƩ ent Alarm)
An earthquake will usually occur without any type of warning. All personnel should aƩ empt to get 
into a doorway passage or under a table or desk. NO ONE SHOULD GO OUTSIDE THE BUILDING. 
AŌ er an earthquake has stopped, the following procedure should be iniƟ ated.

1. All employees should help restore calm to fellow employees.
2. Emergency Control CommiƩ ee and fi rst-line supervisors should check for injuries and 

provide fi rst aid as needed.
3. The maintenance department should check for fi res and shut off  all gas, electricity, and 

water at main controls.
4. The building should be inspected for damage by a member of the ECC. If major structural 

damage has occurred, the ECC should order a complete evacuaƟ on.
5. The ECC should then noƟ fy proper uƟ lity companies or other services as needed.

VIII. BOMB THREAT (ConƟ nuous High-Pitched Siren)
In the event of a bomb threat, which will normally be received over the telephone, the following 
procedure should be followed:

1. The person receiving the bomb threat should complete the aƩ ached BOMB THREAT 
CHECKLIST as soon as possible and answer quesƟ ons once the report has been turned over 
to the ECC.
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2. The ECC shall determine the appropriate procedures to be taken among the following:
•  Commence immediate plant wide evacuaƟ on to outside evacuaƟ on sites.
• Contact proper law enforcement agencies.
• Contact the fi re department
• Do not permit re-entry unƟ l the building has been searched and declared safe by bomb 

disposal unit.
3. If a bomb threat is received by any-other means than the telephone, the person receiving the 

threat should report immediately to their fi rst-line supervisor or a member of the ECC.

IX. FIRE PREVENTION AND WORKPLACE HAZARDS
A. It is the responsibility of all employees to prevent any type of fi re in the building. Listed below 
is a list of general items to take into consideraƟ on to accomplish this objecƟ ve:

• ExƟ nguish all cigareƩ es in their proper place.
• Do not have open fl ame around any type of chemicals, paints, solvents, or fl ammables .
• Make sure all hand held torches are exƟ nguished when not in use.
• Do not put any type of hot object, such as cigareƩ e buƩ s, in trash cans.

B. LisƟ ng of Some Workplace Hazards
1. Flammable substances:

• Paint and paint solvents
• Mineral spirits
• Alcohol
• Propane tanks for forkliŌ  trucks
• Oxygen and acetylene tanks
• Hydraulic oil
• Grease

2. Welding OperaƟ ons
All welding operaƟ ons will be done in a confi ned area unless otherwise instructed by 
the maintenance manager. A fi re exƟ nguisher will be immediately available in case of an 
emergency.

X. CONTROL OF WORKPLACE HAZARDS
A. All fl ammable and combusƟ ble materials will be stored in a designated area or fl ammable stor-
age area.
B. Good housekeeping will be the responsibility of ALL employees.
1. Waste materials are to be discarded in their proper places.
2. Operators are to pick up and sweep any debris on or around their machine on a shiŌ  to shiŌ  
basis.
3. All aisles and exits will be kept clear.
4. All painted areas to fi re exƟ nguishers will be kept clear for access.
5. All employees will know evacuaƟ on routes and exits to proceed to when instructed, if an emer-
gency situaƟ on develops.
6. All employees will be instructed on the company Emergency AcƟ on Plan. 
7. Emergency telephone numbers will be posted at the main recepƟ onist desk,
offi  ces of ECC members, and fi rst-line supervisors.
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8. Each fi rst-line supervisor will be responsible for their shiŌ  employees to
handle, store, and maintain hazardous materials properly.

XI. MAINTENANCE OF FIRE EQUIPMENT AND SYSTEMS
A. Maintenance Manager ResponsibiliƟ es
1. To have monitoring company run monthly checks of the water sprinkler system.
2. Maintenance department will conduct monthly inspecƟ on of fi re exƟ nguisher and blanket loca-
Ɵ ons.
3. An outside safety fi rm will run annual checks on all fi re exƟ nguisher equipment.



KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

51

EMERGENCY  LISTING 

FOR 
KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

EMERGENCY NUMBER ___________________________________________________________
(FIRE, POLICE, AMBULANCE)

POLICE DEPARTMENT ____________________________________________________________

COUNTY SHERIFF _______________________________________________________________

STATE POLICE __________________________________________________________________

FBI ___________________________________________________________________________

POISON INFORMATION __________________________________________________________

U.S. MARSHALL _________________________________________________________________

CIVIL DEFENSE _________________________________________________________________

ELECTRICAL UTILITY _____________________________________________________________

GAS UTILITY ___________________________________________________________________

WATER DEPARTMENT ____________________________________________________________

WEATHER INFORMATION _________________________________________________________
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BOMB THREAT CHECKLIST

INSTRUCTIONS:  BE CALM AND COURTEOUS.
 LISTEN, DO NOT INTERRUPT CALLER.

NAME OF OPERATOR: _______________________________________________________

TIME:  ___________________________  DATE: _________________________________

CALLERS IDENTITY:  MALE  FEMALE  ADULT  JUVENILE

ORIGIN OF CALL:  LOCAL LONG DISTANCE
 BOOTH INTERNAL
A. KEEP CALLER TALKING IF THE CALLER IS AGREEABLE TO FURTHER CONVERSATION.

B. ASK QUESTIONS LIKE:
• WHEN WILL BOMB GO OFF?
• WHAT IS LOCATION OF BOMB?
• WHAT KIND OF BOMB?
• WHAT IS YOUR PRESENT LOCATION?
• WHAT IS YOUR NAME AND ADDRESS?
• HOW DO YOU KNOW SO MUCH ABOUT THE BOMB?

C. DID CALLER APPEAR FAMILIAR WITH PLANT OR BUILDING BY HIS DESCRIPTION OF THE BOMB
 LOCATION?

D. AFTER CALL IS TAKEN, NOTIFY AT ONCE A MEMBER OF THE EMERGENCY  CONTROL 
 COMMITTEE.
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DRIVING POLICY

KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS has made a commitment of safety, 
service, and quality to both our employees and customers. KONWINSKI CONSTRUCTION INC/
KONWINSKI KABINETS mandates that our employees operate all vehicles owned by or used 
by the company in a safe and economical manner. Policy guidelines are summarized by the 
following:

1. Vehicles are not to be operated unless in a safe operaƟ ng condiƟ on.
2. Drivers must be physically and mentally able to drive safely.
3. Drivers must conform to all traffi  c laws with allowances made for adverse weather and 

traffi  c condiƟ ons.
4. Respect the rights of other drivers and pedestrians. Courtesy is contagious.
5. Drivers may not use drugs or alcohol while operaƟ ng a vehicle owned by or used by the 

company.

ACCIDENTS
All accidents are to be reported to management of KONWINSKI CONSTRUCTION INC/
KONWINSKI KABINETS within twenty-four (24) hours aŌ er the accident occurs. All accidents will 
be reviewed and determinaƟ on made as either preventable or non-preventable. A preventable 
accident is defi ned as an accident in which the driver failed to do everything reasonably possible 
to avoid it.

MVR STANDARDS
Motor Vehicle Records (MVR) will be checked annually on all employees where driving is a part of 
their job descripƟ on. The MVR will-be reviewed to ascertain the employee holds a valid license 
and their driving record is within the parameters set by company management. MVR checks 
which reveal:

1. Three (3) or more traffi  c violaƟ ons for drivers age 25 and older, two (2) traffi  c violaƟ ons for 
drivers between ages of 18 and 25, or one (1) traffi  c violaƟ on for drivers 17 and under over 
a three (3) year period; or 

 
2. One of the following types of traff c convicƟ ons:

• driving while intoxicated or while disabled by use of a drug;
• refusal to take a breath analyzer test;
• two or more preventable accidents in a twelve (12) month period;
• fl eeing the scene of an accident.
• homicide or assault arising out of the operaƟ on of a motor vehicle, or criminal               

negligence in the operaƟ on of a motor vehicle resulƟ ng in death;
• driving while license is suspended or revoked;
• reckless or dangerous driving which results in injury to a person;
• racing;
• passing a stopped school bus;

will disqualify the employee from driving company operated vehicles, or those vehicles in the 
care and custody of the company.
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“Traffi  c violaƟ on” includes seat belt violaƟ on, but does not include such non-moving violaƟ ons as 
weight violaƟ ons or improper or inadequately maintained equipment.

The number of convicƟ ons “allowed” will be reduced by one for each at-fault accident of the 
parƟ cular driver.

RADAR DETECTORS
The use of radar detectors is forbidden in all vehicles owned or used by the company. Drivers 
using radar detectors will have their driving privileges revoked.

PASSENGERS
Hitchhikers and passengers, other than company employees, are not permiƩ ed.

SEAT BELTS
Seat belts must be worn whenever the vehicle is in moƟ on.

SECURING CARGO
Cargo will be secured and all doors locked while en route and while the vehicles are parked.
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HAZARD COMMUNICATION PROGRAM

GENERAL
The following Hazard CommunicaƟ on Program has been established for KONWINSKI 
CONSTRUCTION INC/KONWINSKI KABINETS. This program will be available for review by all 
employees.

I. HAZARD DETERMINATION
KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS will be relying on Material Safety 
Data Sheets from suppliers to meet determinaƟ on requirements.

II. LABELING
A.  Andrew Theisen and Joseph Fleming will be responsible for seeing that all containers 
 coming in are properly labeled.

B.  All labels shall be checked for:
1. IdenƟ ty
2. Hazard
3. Name and address of responsible party

C.  Each employee shall be responsible for seeing that all portable containers used in their work
 areas are labeled with idenƟ ty and hazard warning.

III. MATERIAL SAETY DATA SHEETS ΈMSDSΉ
A.  Andrew Theisen and Joseph Fleming will be responsible for compiling the master MSDS 
 fi le. It will be kept in shop offi  ce and all foreman trucks.

B.  Copies of MSDS for all hazardous chemicals to which wmployees may be exposed will be kept
  in a fi le at main offi  ce.

C. MSDS will be available for review to all employees during each work shiŌ . Copies will be 
 available upon request to Kim Klump.

D.  The employees will be provided with the required MIOSHA Right-To-Konw posters and 
 posƟ ngs noƟ fying employees of new ro revised MSDS within fi ve (5) days of receipt of new or
  revised MSDSs.

IV. EMPLOYEE INFORMATION TRAINING
A. Andrew Theisen and Joseph Fleming shall coordinate and maintain records of training 
 conducted for KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS.

B.  Before starƟ ng work, or as soon as possible thereaŌ er, each new employee will aƩ end a 
 safety class. In that class. each employee will be given informaƟ on on:

1. Chemicals and their hazards in the workplace.
2. How to lessen or prevent exposure to these chemicals.
3. What the company has done to lessen or prevent workers’ exposure to these chemicals.
4. Procedures to follow if they are exposed.
5. How to read and interpret labels and MSDSs.
6. Where to locate MSDSs and from whom they may obtain copies.
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C.  The employee will be informed that:
1. The employer is prohibited from discharging, or discriminaƟ ng against an employee who 

exercises the rights regarding informaƟ on about hazardous chemicals in the workplace.

2. As an alternaƟ ve to requesƟ ng an MSDS from the employer, the employee may obtain a 
copy from the Department of Public Health.

D.  AƩ endance will be taken at training sessions. These records will be kept by Andrew Theisen 
 and Joseph Fleming.

E.  Before any new hazardous chemical is introduced into the workplace, each employee will be 
 given informaƟ on in the same manner as during the safety class.

V. HAZARDOUS NONͳROUTINE TASKS
A.  On occasion, employees are required to do work in hazardous areas (confi ned spaces). Prior
  to starƟ ng work in such areas, each employee will be given informaƟ on about the hazards 
 involved in these areas.

 This informaƟ on will include:
1. Specifi c chemicals hazards.
2. ProtecƟ on/safety measures the employee is required to take to lessen risks.
3. Measures the company has taken to lessen the hazards, including venƟ laƟ on, respirators, 

the presence of another employee, and emergency procedures.

B.  It is the policy of KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS that no employee 
 will begin work in a confi ned space, or any non-rouƟ ne task, without fi rst receiving a safety 
 briefi ng.

VI. INFORMING CONTRACTORS
A.  It is the responsibility of Andrew Theisen and Joseph Fleming  to provide any other 
 contractors with employees exposed to our chemicals with the following informaƟ on:

1. Hazardous chemicals with which they may come in contact.
2. Measures the employees would take to lessen the risks.
3. Where to get MSDS for all hazardous chemicals.

B.  It is the responsibility of Andrew Theisen and Joseph Fleming  to obtain chemical
  informaƟ on from contractors when they will expose our employees to hazardous chemicals 
 which they may bring into our workplace.

VII. PIP AND PIPING SYSTEMS
A.  InformaƟ on on the hazardous contents of pope and piping shall be readily available.
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

VIII. LIST OF HAZARDOUS CHEMICALS
The list of chemicals used by KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS is 
available in MSDS book.
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HAZARD COMMUNICATION/WORKER RIGHTͳTOͳKNOW REGULATIONS
MEMBER/EMPLOYEE TRAINING ACKNOWLEDGMENT

This document signifi es that you have received training regarding the types of chemicals present 
in the plant and that you understand that you have the right to conƟ nue to obtain informaƟ on on 
these chemicals should you so desire.

I,  ________________________________________   , have received training regarding the chemi-
cals used in the plant, including their properƟ es, use of safety equipment, proper handling tech-
niques, emergency response procedures, and potenƟ al health eff ects .

 _____________________________________
 Hazard Coordinator

 _____________________________________
 Date
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RETURNͳTOͳWORK & LIGHT DUTY JOB POLICY

If you become ill or injured as a result of a job related accident, you will be missed by other 
employees working in your department. Employees have the responsibility to return to work at 
the earliest possible Ɵ me, commensurate with your health and safety.
-
KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS will acƟ vely seek to return disabled 
employees covered by workers compensaƟ on to producƟ ve work as quickly as possible, in 
cooperaƟ on with the employee’s physician or health care provider. 

If necessary, a temporary job may be provided for you that is within your physical capabiliƟ es, 
consistent with company needs. Even working at a parƟ al capacity will assist your fellow employees 
in compleƟ ng the work. Eff orts will be made to return you to your previous job, when possible.

Listed below are some examples of light duty jobs which KONWINSKI CONSTRUCTION INC/
KONWINSKI KABINETS has available for you to do, depending upon your injury, capabiliƟ es, and 
company need.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

_____________________________   ______________________   _________________
Owner/Offi  cer   Signature Title   Date
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ACCOUNTABILITY

In order for a Safety Program to be eff ecƟ ve, there must be a means developed for holding 
employees accountable for their unsafe work habits or condiƟ ons.

If an accident occurs, and if it has been determined that the accident could have been avoided, 
the means of holding employees accountable should be made more severe aŌ er each consecuƟ ve 
off ense.

Examples :
 1. First Off ense-  Verbal warning
 2. Second Off ense-  Verbal and wriƩ en warning with a copy of the wriƩ en 
  warning  becoming a part of the employee’s fi le.
 3. Third Off ense-  One day off  work with no pay
 4. Fourth Off ense-  Possible employment terminaƟ on.
 5. Serious off enses may result in immediate terminaƟ on.

The purpose of holding employees accountable is to help employees conform to company policy 
and work safely. It is not designed to end employment and, therefore, employees should be given 
the opportunity to start over with a clean slate periodically.
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EMPLOYEE WARNING NOTICE

Employee  ____________________________________________________________________

Supervisor  _______________________________________ Date _____________________

 Previous Warnings  Oral  WriƩ en  Date  By Whom

1st Warning ___________________________________________________________________

2nd Warning __________________________________________________________________

3rd Warning  __________________________________________________________________

Employer Statement  Employee Statement
Date of incident ___/___/___ Time  __________ I ___agree ___disagree with Employer’s 
_______________________________________ statement. The reasons are: ___________
_______________________________________  __________________________________
_______________________________________  __________________________________
_______________________________________  __________________________________
_______________________________________  __________________________________
_______________________________________  __________________________________
_______________________________________  __________________________________
_______________________________________ _____________________   ___/____/___

 Employee                                       Date

AcƟ on to be taken:
 ____Warning  ____ProbaƟ on  ____Suspension  ____Dismissal
Other: _______________________________________________________________________

Consequences should incident occur again: _________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

I have read this warning and understand it.

____________________       ___/___/___                _______________________     ___/___/___
Employee Signature     Date  Supervisor Signature     Date
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EMPLOYEE PERFORMANCE REVIEW

Employee:  _________________________________________Date: _______________
PosiƟ on: _______________________________________________________________
Evaluator: ______________________________________________________________
Evaluator’s PosiƟ on: ______________________________________________________
InstrucƟ ons to Evaluator: Each raƟ ng category must be accompanied by wriƩ en comments explaining the raƟ ng. 
Use addiƟ onal pages if necessary. ObjecƟ ve work related examples should be used whenever possible.

RATINGS DEFINITIONS
Excellent: Performance always exceeds requirements and is exceeded by few, if any, others.
Superior:  Performance exceeds requirements most of the  me. Consistently and no  ceably above average.
Average: Consistently meets all requirements of job.
Substandard:  Performance requires improvement.
UnsaƟ sfactory:  Performance below standard in many areas. Immediate improvement needed in order to maintain posi  on.

KNOWLEDGE OF JOB: Knows job to be performed and most effi  cient way to perform it. Knows company policies 
and procedures.  
 Comments:
 Excellent
 Superior
 Average
 Substandard
 UnsaƟ sfactory

QUALITY OF WORK: Job is done effi  ciently, on Ɵ me, without disrupƟ on to people or operaƟ ons, and without mis-
takes. 
  Comments:
 Excellent
 Superior
 Average
 Substandard
 UnsaƟ sfactory

RELIABILITY: AƩ endance is good, employee requires minimal supervision and direcƟ on.  
 Comments:
 Excellent
 Superior
 Average
 Substandard
 UnsaƟ sfactory

RESPONSIBILITY: Self starter, helps others when needed, fl exible, shows desire to master job and improve self and 
job., takes pride in work  
 Comments: 
 Excellent
 Superior
 Average
 Substandard
 UnsaƟ sfactory

COOPERATION: Works well with peers and supervisors, shows maturity, stability.  
 Comments:
 Excellent
 Superior
 Average
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 Substandard
 UnsaƟ sfactory

JUDGMENT: Exercises sound judgment and discreƟ on in focusing on job goals, establishing prioriƟ es, and reacƟ ng 
to unexpected situaƟ ons.  
 Comments:
 Excellent
 Superior
 Average
 Substandard
 UnsaƟ sfactory

OVERALL RATING:  
 Comments:
 Top 20%
 Second 20%
 Middle 20%
 Fourth 20%
 BoƩ om 20%

OTHER ITEMS COUNSELED:

1. _________________________________________________________________________________________

2. _________________________________________________________________________________________

3. _________________________________________________________________________________________

STRONGEST ASSETS:

1. _________________________________________________________________________________________

2. _________________________________________________________________________________________

3. _________________________________________________________________________________________
AREAS REQUIRING IMPROVEMENT:

1. _________________________________________________________________________________________

2. _________________________________________________________________________________________

3. _________________________________________________________________________________________

 
 
  ____________________________  _______________________
 Evaluator’s Signature  Date

A copy of this report has been read to and discussed with me.

  ____________________________  _______________________
 Employee’s Signature  Date

Employee’s Comments:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________
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EMPLOYEE EDUCATION AND TRAINING

EducaƟ on and training are the foundaƟ ons of a Loss Control Program. If the hazards are not 
known, prevenƟ on can not be pracƟ ced. New employees must be trained. ConƟ nuing educaƟ on 
is a fact of today’s business world. Safety is no excepƟ on.

The primary purpose of safety training is- to help employees learn how to work safely and to 
reduce injuries. Training is one of the main cornerstones of any Safety Program.

OSHA’s seven step voluntary training guidelines are a good place to start when seƫ  ng up a training 
program. This allows for an organized approach by following proven techniques.

Step 1 - Determining if training is needed
Step 2 - IdenƟ fying training needs
Step 3 - IdenƟ fying goals and objecƟ ves
Step 4 - Developing learning acƟ viƟ es
Step 5 - ConducƟ ng program eff ecƟ veness
Step 6 - EvaluaƟ ng program eff ecƟ veness
Step 7 - Improving the program

Safety training is recommended:
1. For all new employees,
2. When new equipment, procedures, or processes have been introduced, and 
3. When an employee’s safety performance needs improvement.
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EMPLOYEE SAFETY ORIENTATION CHECKLIST

Employee Name _____________________________________________________________

Job Title ____________________________________________________________________

 IniƟ als 
 SUPERVISOR  EMPLOYEE  DATE

1. Company Safety Policy Statement  _____   _____   _____
2. Company Safety Rules  _____   _____   _____
3. Job OrientaƟ on  _____   _____   _____
4. Accident ReporƟ ng  _____   _____   _____
5. Employee ReporƟ ng & CommunicaƟ on System  _____   _____   _____
6.   ________________________________   _____   _____   _____
7.   ________________________________   _____   _____   _____
8.   ________________________________   _____   _____   _____

TOOLS, MACHINERY & EQUIPMENT
Managers are required to conduct “hands on” demonstraƟ on on the safe use of tools, machin-
ery and equipment to be used by the employee. Special instrucƟ on and emphasis will be placed 
on safety devices. IdenƟ fy equipment on which the employee was trained below.

1.   ________________________________   _____   _____   _____
2.   ________________________________   _____   _____   _____
3.   ________________________________   _____   _____   _____
4.   ________________________________   _____   _____   _____
5.   ________________________________   _____   _____   _____
6.   ________________________________   _____   _____   _____
7.   ________________________________   _____   _____   _____
8.   ________________________________   _____   _____   _____
 

 Signed _____________________________   Signed ____________________________
 Supervisor Employee
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EMPLOYEE FALL PROTECTION PLAN

KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

JOB LOCATION: __________________________________________________________

DATE PREPARED: _________________________________________________________

REVISED: _______________________________________________________________

PREPARED BY : __________________________________________________________

APPROVED BY: ___________________________________________________________
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COMPANY FALL PROTECTION POLICY

KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS is dedicated to the protecƟ on of 
its employees from on-the-job injuries. All employees have the responsibility to work in a safe 
manner and follow company direcƟ ves.

THIS PLAN’S PURPOSE IS TO:
 a) Supplement our exisƟ ng safety program with a specifi c employee fall 
  protecƟ on procedure required for this job.

 b) Ensure each employee is trained regarding this site’s fall exposure 
  hazards and made aware of the safety procedures that will be followed 
  while on this job.

 c) Enable each employee the ability to recognize fall hazards before work
   begins.

We have evaluated the operaƟ ons we are to perform and feel it’s infeasible or creates a greater 
safety hazard to use one of the convenƟ onal fall protecƟ on systems (i.e., guardrail, safety net, 
or personal fall arrest system) for the following operaƟ ons. Therefore, our non-convenƟ onal 
designated alternaƟ ve fall protecƟ on system will be used with the following work applicaƟ ons:

 a) Floor joists iniƟ al connecƟ on.  d) Roof sheathing installaƟ on.
 b) Roof truss and raŌ er installaƟ on.  e) Floor sheathing installaƟ on.
 c) Leading edge work while seƫ  ng exterior walls.

This plan is designed to enable all employees to recognize the site hazards and establish the 
procedures that will prevent wall and fl oor opening falls. Each employee will receive procedural 
training, which they will follow unless they expose themselves or another employee to a greater 
hazard. Should this situaƟ on occur, the employee will immediately contact the site plan supervisor 
or foreman for evaluaƟ on. 

Andrew Theisen and Joseph Fleming  shall have responsibility for implemenƟ ng this fall protecƟ on 
plan and will conƟ nually monitor work operaƟ ons for compliance with company safety policies 
and procedures. Any noted unsafe condiƟ ons or work pracƟ ces will be immediately corrected 
and company direcƟ ves enforced.

It is this company’s responsibility to ensure all employees understand and follow our fall protecƟ on 
plan procedures, which include onsite supervisor/foreman instrucƟ ons. Employees must report 
immediately to management all hazardous condiƟ ons or unsafe work pracƟ ces. 

Andrew Theisen and Joseph Fleming must approve any change to this fall protecƟ on plan.
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JOB SITE FALL PROTECTION SYSTEMS

Employees engaging in one of the listed operaƟ ons from the previous page have been task-trained 
to recognize potenƟ al fall hazards. Employee fall exposures during these operaƟ ons are normally 
short term. This plan details how Andrew Theisen and Joseph Fleming will minimize these exposure 
standards.

CONTROL ACCESS ZONES

Before implemenƟ ng this plan, the company will designate a control access zone (CAZ) to minimize 
access within a designated high hazard area when a non-convenƟ onal fall protecƟ on system is 
used. The company will take the following steps to ensure CAZ is clearly marked or controlled by a 
competent person.

1. ______________________ will designate and clearly mark the CAZ.
 (Supervisor/Foreman)

2. Persons authorized to enter CAZ will be idenƟ fi ed by name or other readily visible 
method.

3. CAZ entry will be restricted to authorized personnel.
4. ______________________ will ensure all CAZ protecƟ ve measures are taken before work 
 (Supervisor/Foreman)     

        begins.

ROOF TRUSS AND RAFTER INSTALLATION

A. INFEASIBILITY OF CONVENTIONAL FALL PROTECTION METHODS

1. During roof truss and raŌ er erecƟ on and bracing, convenƟ onal fall protecƟ on may present 
a greater employee hazard. On this job, safety nets, guardrails, and personal fall arrest 
systems will not provide adequate fall protecƟ on. The nets will cause the walls to collapse 
and there are no suitable aƩ achment or anchorage points for guardrails or personal fall 
arrest systems due to instability.

Workers’ misuse of ladders during an enƟ re operaƟ on will create or result in a greater 
hazard as follows:

 a) Workers stand with their back or side towards the ladder’s front.
 b) Truss or raŌ er erecƟ on/installaƟ on requires use of both hands to maneuver the
   object into place and therefore the worker can’t hold onto the ladder.
 c)  Ladder’s inadvertent movement can’t be adequately controlled during object’s 
   maneuvering into place.
 d) Worker’s faƟ gue, from extended overhead work involving handling heavy and 
   awkward material.

2. Exterior scaff olds can’t be used because the work area was recently backfi lled and can’t safely 
support the scaff olding’s weight. In most cases, the scaff olding erecƟ on and dismantling will 
expose workers to a greater fall hazard than actual truss/raŌ er installaƟ on and erecƟ on 
operaƟ on.
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B. PROCEDURES INVOLVING WALLS EIGHT Έ8Ή FEET OR LESS.

1. Workers will erect interior scaff olding along the interior below the truss/raŌ er locaƟ on or;

2. Use another management-approved site specifi c method.

C.  PROCEDURES REQUIRING TOP PLATE WORK ON WALLS EIGHT FEET HIGH OR HIGHER 
 WHERE SCAFFOLDING AND LADDER USE CREATES A GREATER HAZARD FOR WORKERS
  EXPOSED TO FALL HAZARDS.

1. __________________________will monitor all top plate operaƟ ons.
                                (Supervisor/Foreman)

2. Only the following trained workers will be allowed to do top plate work during truss/raŌ er 
erecƟ on and installaƟ on.

  ____________________________________   ________________________________
  ____________________________________   ________________________________
  ____________________________________   ________________________________

3. During truss/raŌ er erecƟ on and installaƟ on worker stability will be ensured at all Ɵ mes.
4. All trusses/raŌ ers will be braced before any worker will use as a support.
5. Workers will remain on the top plate using the previously stabilized truss/raŌ er as 

support.
6. Workers involved in truss/raŌ er installaƟ on or erecƟ on will not have any other duƟ es 

during operaƟ ons.
7. Workers will leave the secured truss/raŌ er area only when it’s necessary to secure 

another.
8. The fi rst two trusses/raŌ ers will be set from ladders leaning on side walls that can 

suffi  ciently support the weight.
9. A worker will climb onto the interior top plate via a ladder to secure the peaks of the fi rst 

two trusses/raŌ ers being set.

D. PROCEDURES FOR SECURING TRUSS/RAFTERS AT THE PEAK AND RIDGE BEAM.

1. Only the following trained workers will be allowed to work at the peak during installaƟ on.
  ____________________________________   ________________________________
  ____________________________________   ________________________________  
  ____________________________________   ________________________________
2. Once truss/raŌ er installaƟ on and erecƟ on begins, workers not involved with the operaƟ on 

will not stand or walk under any area where there is an exposure to falling objects.
3. Workers will not have any other duƟ es than bracing and securing the &&ridge beam.
4. Workers posiƟ oned at the peaks, within the webs or on top of the ridge beam will work from 

a stable posiƟ on. This can be accomplished by using a “ridge seat,” another stable surface, or 
by the workers posiƟ oning themselves between already stabilized trusses or raŌ ers.

5. Workers will not remain on or in the peak/ridge area any longer than is needed to safely 
complete the operaƟ on.
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ROOF SHEATHING OPERATIONS

Roof sheathing operaƟ ons have been deemed infeasible due to truss/raŌ er structures considered 
unstable unƟ l parƟ al sheathing is completed. Therefore, workers can’t be protected using 
convenƟ onal fall protecƟ on methods unƟ l the roofi ng system is determined to be safe as an 
anchoring point. Truss/raŌ er systems are unstable and can collapse or topple over with a “domino 
eff ect” should an employee fall while aƩ ached to the system using a personal fall arrest system. 
Safety nets could cause the same eff ect and there is no place to eff ecƟ vely aƩ ach guardrails. To 
minimize exposure while installing roof sheathing, employees will use the following procedures:

1. _______________________will determine limits necessary within the sheathing area with      
(Supervisor/Foreman) 

       clear direcƟ ons provided to all workers before beginning sheathing.

2. The above person can stop roofi ng acƟ viƟ es to allow other employee’s passage through the 
area when the passage doesn’t create a greater hazard.

3. Once sheathing operaƟ ons begin, workers not involved with the operaƟ on will not stand or 
walk under any area where they have the potenƟ al of being struck by a falling object.

4. All sheathing material will be staged to allow quick installaƟ on and minimize length of fall 
exposure.

5. Only trained workers will install roof sheathing.

6. The boƩ om row of sheathing will be installed from exterior ladders or from stabilized truss 
webs, according to supervisor’s decision and based on the condiƟ ons at the job site.

7. AŌ er installaƟ on of the boƩ om sheathing row, a slide guard (lucker) with a normal 4” height and 
capable of stopping an uncontrolled slide, will be aƩ ached along the roof edge. The kicker will 
be installed from within the truss web and reaching over or from an exterior ladder, according 
to supervisor decision.

8. AddiƟ onal sheathing will be placed by workers standing on previously secured sheathing.

9. AddiƟ onal slide guards (kickers) will be placed no farther than 13’ intervals for roof pitches 9-in-
12 or less.

10. Roof pitches greater than 9-in-12 will have slide guards (kickers) placed at 4’ intervals.

11. Roof sheathing operaƟ ons will be suspended during inclement weather unless safe fooƟ ng can 
be assured, according to .supervisor’s decision.

12. Roof sheathing operaƟ ons will cease when winds exceed 40 m.p.h., unless wind breaks have 
been erected.
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FLOOR JOISTS AND SHEATHING
ΈLEADING EDGEΉ INSTALLATION

Andrew Theisen and Joseph Fleming have determined leading edge construcƟ on for fl oor joists 
and sheathing  installaƟ on as infeasible to use convenƟ onal fall protecƟ on methods. To minimize 
the fall exposure risk, the following procedures will be followed:

1. ConstrucƟ on materials will be placed for easy access to all workers.
2. The fi rst few fl oor joists or truss system will be rolled into posiƟ on and secured from 

either the ground, ladders, or saw scaff olding.
3. AŌ er the fi rst joists/truss systems are secured, addiƟ onal ones will be placed and se-

cured from atop the previous system using plywood as a work plaƞ orm as work pro-
gresses, ensuring its stability.

4. All workers not assisƟ ng in the leading edge construcƟ on while leading edge exists will 
not go within six feet of the leading edge under construcƟ on.

EXTERIOR WALL ERECTION

Andrew Theisen and Joseph Fleming have determined the use of convenƟ onal fall protecƟ on 
method is infeasible during the erecƟ on of exterior walls. The following procedures will be 
followed to minimize fall exposure risk:

1. Only the following trained employees will be allowed to erect exterior walls.

  ____________________________________   ________________________________  

  ____________________________________   ________________________________

  ____________________________________   ________________________________

2. _______________________will idenƟ fy a warning line with paint or warning tape 6’          
(Supervisor/Foreman)

 from perimeter of the edge that is clearly visible before beginning wall erecƟ on 
 operaƟ ons, to warn workers about approaching an unprotected edge.
3. Site supervisor/foreman will ensure all workers are trained regarding the meaning of the 

warning line.
4. All construcƟ on material will be conveniently posiƟ oned to minimize the fall exposure 

duraƟ on.
5. Workers will complete as much of the wall construcƟ on as possible within the 6’ perim-

eter to minimize their exposure to an unprotected edge.
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ENFORCEMENT

Complying with this company’s safety policies and procedures regarding fall protecƟ on is a condiƟ on 
of employment. Management and/or designated safety personnel will enforce this company’s 
policies and procedures to ensure safe work pracƟ ces and site condiƟ ons. Enforcement may include 
employee disciplinary acƟ ons in accordance with company policies, up to and including terminaƟ on 
for failure to follow program direcƟ ves.

MISHAP INVESTIGATIONS

All work-related employee injuries will be reported immediately and invesƟ gated. Employees will 
report injuries to supervisors who will invesƟ gate per company policies. InvesƟ gaƟ ons help idenƟ fy 
the cause of injuries and the correcƟ ve acƟ ons that can be taken to prevent recurrence. However, 
should an employee fall or there is some other related serious incident, this plan will be reviewed to 
determine if addiƟ onal pracƟ ces, procedures, or training is needed to prevent recurrence.

PLAN CHANGES

Employees will report all plan changes immediately to ____________________for approval, before
 (Supervisor/Foreman)

deviaƟ ng from this plan’s established procedures and policies. Management will evaluate the 
recommended change to ensure that appropriate fall protecƟ on is taken. Management will 
immediately noƟ fy all employees if this plan is changed or updated and provide training, as needed, 
for all related work pracƟ ces on the job site. This plan will be maintained at all Ɵ mes by the supervisor/
foreman.
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FALL PROTECTION TRAINING OUTLINE

NOTE: The following guidelines may be used as a Fall ProtecƟ on Training Package (add or delete 
material as it pertains to your operaƟ ons) or as an outline to develop your own Training Package. 
These guidelines are the minimum required per the Fall ProtecƟ on Standard, MIOSHA Part 45.

Fall ProtecƟ on Training is an important factor in reducing injuries and workers’ compensaƟ on 
claims.Training will be provided to all employees of KONWINSKI CONSTRUCTION INC/
KONWINSKI KABINETS for this purpose.

The following items will be discussed with employees before beginning work for this company.

1. Each employee will be trained to recognize potenƟ al fall areas and hazards on each job site to 
include, but not limited to:

a) Leading edge work.
b) Controlled Access Zones (CAZ) .
c) Working from scaff olding and ladders.
d) Working in trusses and on roofs during sheathing operaƟ ons.
e) Shingling operaƟ ons.
f) Floor and wall openings.
g) Seƫ  ng fl oor joists.

2. All employees will be trained in the proper use of Personal Fall Arrest Systems such as:
a) Harness, lanyards, and deceleraƟ on devices.
b) Guard rails and toe boards.
c) Safety net systems.
d) Safety monitor systems.
e) PosiƟ oning devices.

3. Employees will be trained in the proper use and care of Fall ProtecƟ on equipment to 
include:

a) InspecƟ on before use.
b) Proper maintenance of Fall ProtecƟ on devices.
c) Proper assembly before use.
d) Proper disassembly for inspecƟ on and tesƟ ng.

4. Training will include each employee’s role when using a Safety Monitor System on the job site 
to include:

a) Who is designated as a Safety Monitor.
b) Their individual funcƟ on on each job site.
c) How the company will interact with other contractors on the job site.

5. Employees will be trained on the limitaƟ ons of using mechanical equipment during roofi ng 
and truss seƫ  ng operaƟ on such as:

a) Overreaching on step ladders and extension ladders.
b) Overreaching or working on guarded scaff olding.
c) Working from liŌ  trucks or forkliŌ s.
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6. Training will include Overhead ProtecƟ on when handling and staging materials on rooŌ ops 
and upper stories:

a) Stage material so tripping hazards are eliminated.
b) Ensure material is posiƟ oned so it won’t slide off  the roof onto workers below.
c) Ensure air hoses and lanyard aƩ achment lines don’t create a tripping hazard.

7. All employees will be trained to know their role in reducing fall hazards on the job. This will 
be accomplished by training each employee on their role in the Fall ProtecƟ on Plan and by 
knowing the guidelines in the Fall ProtecƟ on Standard, MIOSHA Part 45.

8. The designated trainer for  KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS will 
be Andrew Theisen and Joseph Fleming.

a) Each employee will sign the training package aŌ er training has been completed.
b) Their name, date of training, and signature are required on the training package.

9. Employees will be retrained for any of the following reasons:
a) Poor job site pracƟ ces or inadequacies.
b) Substandard performance using fall protecƟ on methods or systems.
c) Failure to properly understand established guidelines.
d) New operaƟ ng procedures or job site changes.

10. I cerƟ fy that I have received fall protecƟ on training from Andrew Theisen and Joseph Fleming, 
of KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS, dated ________________ .

 (Today’s Date)

__________________________________________________
(Employee Signature)
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CONSTRUCTION SITE INSPECTION FORM

JOB SITE ________________________________________  DATE __________________  
  YES  NO  CORRECTED
List of emergency phone numbers posted  _____  _____   _____
First aid kit & instrucƟ ons available  _____  _____   _____
Job personnel informed of accident procedure  _____  _____   _____
Someone on job trained in fi rst aid  _____  _____   _____
OSHA posters posted  _____  _____   _____
Copy of company safety program on hand  _____  _____   _____
Housekeeping: 
 Aisles and stairs clear of obstacles  _____  _____   _____  
 Aisles and stairs adequately lighted -  _____  _____   _____
 Work area generally clean  _____  _____   _____
 Holes, pits, excavaƟ ons etc. barricaded  _____  _____   _____
 Proper toilet facility  _____  _____   _____  
 Toilet faciliƟ es clean  _____  _____   _____
 Adequate and clean drinking faciliƟ es  _____  _____   _____
 Materials stored safely  _____  _____   _____
 Any overhead dangers  _____  _____   _____
 Fire prevenƟ on equipment available  _____  _____   _____
 Waste containers of adequate size & covered  _____  _____   _____
Electric equipment:
 Tools properly grounded  _____  _____   _____
 Cords in good condiƟ on  _____  _____   _____
 Plugs & receptacles in good condiƟ on  _____  _____   _____  
 Tools operaƟ ng properly  _____  _____   _____
 Ground fault interrupƟ on devices installed  _____  _____   _____
Chemicals stored safely  _____  _____   _____
MSDS available  _____  _____   _____
Mechanical equipment checked & in good working order  _____  _____   _____
Ladders checked and in good condiƟ on  _____  _____   _____
Scaff olding checked, in good condiƟ on, guarded  _____  _____   _____
Ropes and cables checked and in good condiƟ on  _____  _____   _____
Welding cables checked and in good condiƟ on  _____  _____   _____
Welding and burning hoses checked and in good condiƟ on  _____  _____   _____
Gas cylinders secured properly  _____  _____   _____
Rubbish disposed of properly  _____  _____   _____
Safety signs posted  _____  _____   _____
Hoists in good condiƟ on and load rated  _____  _____   _____
Safety equipment (glasses, hats, gloves, shoes, etc.)  _____  _____   _____
Are there hazards not under your control  _____  _____   _____
Did you conduct a weekly safety meeƟ ng  _____  _____   _____
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  YES  NO  CORRECTED
AddiƟ onal checks perƟ nent to your job.
___________________________________________   _____  _____   _____
___________________________________________   _____  _____   _____
___________________________________________   _____  _____   _____
___________________________________________   _____  _____   _____
Have sub-contractors been trained on safety rules?  _____  _____   _____

INSPECTION COMMENTS:  __________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

__________________________________________________
Signature
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CONSTRUCTION SITE SAFETY CHECKLIST

Contractor: _____________________________________________________
Job-site LocaƟ on: ________________________________________________
Person in Charge: ________________________________________________
Person(s) making the inspecƟ on: ____________________________________
Date: _________    Time: _________

 Adequate   Inadequate
1Ή PROGRAM ADMINISTRATION:

a) OSHA and other job-site warning posters posted?  _______  _______
b) Safety meeƟ ngs held on regular basis?  _______  _______
c) Job safety training, including fi rst-aid training?  _______  _______
d) Emergency phone numbers posted?  _______  _______
e) Company Safety Program available?  _______  _______  
f) MSDS Manual available?  _______  _______

2Ή HOUSEKEEPING AND SANITATION:
a) General neatness of working area?  _______  _______  
b) Regular disposal of waste and trash?  _______  _______
c) Passageways and walkways clear?  _______  _______
d) Sanitary faciliƟ es adequate and clean?  _______  _______

3Ή FIRE PREVENTION:
a) Fire instrucƟ ons to personnel?  _______  _______
b) Fire exƟ nguishers idenƟ fi ed, checked and lighted?  _______  _______
c) Hydrant clear; access to public thoroughfare open?  _______  _______

4Ή ELECTRICAL INSTALLATIONS:
a) Adequate wiring; well insulated?  _______  _______
b) Fire hazards checked?  _______  _______  
c) Electrical dangers posted?  _______  _______
d) Terminal boxes have required covers; covers are used?  _______  _______
e) Ground Fault InterrupƟ on devices installed?  _______  _______

5Ή HAND TOOLS:
a) Proper tool being used for each job?  _______  _______
b) Neat storage; safe carrying?  _______  _______
c) InspecƟ on and maintenance?  _______  _______
d) Damaged tools repaired or replaced promptly?  _______  _______

6Ή POWER TOOLS:
a) Tools and cords in good condiƟ on?  _______  _______
b) Proper grounding?  _______  _______
c) Proper instrucƟ on in use?  _______  _______
d) All mechanical safeguards in use?  _______  _______



KONWINSKI CONSTRUCTION INC/KONWINSKI KABINETS

106

7Ή FALL PROTECTION:
a) Ladders inspected for condiƟ on?  _______  _______
b) Scaff olding condiƟ on and guarding inspected?  _______  _______  
c) Harnesses and lanyards inspected and used?  _______  _______
d) All fl oor openings properly guarded?  _______  _______

Notes: __________________________________________________________________   
________________________________________________________________________   
________________________________________________________________________   
________________________________________________________________________  
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ACCIDENT INVESTIGATION

Accidents and incidents, in which employees are injured or narrowly escape injury, clearly expose 
hazards. Accident invesƟ gaƟ on analysis, to idenƟ fy accident causes, permits development of 
measures to help prevent future injuries. An accident reporƟ ng form may be used to: 1) record 
the accident or near miss, 2) determine the accident cause, and 3) help plan for follow-up acƟ on 
in prevenƟ ng repeƟ Ɵ ve accidents.

CLAIMS REPORTING

All accidents, especially those involving injuries, should be reported to the safety director, store 
manager, or other person responsible for reporƟ ng to your insurance carrier. Each provider of 
insurance coverage has diff ering standards for claim reporƟ ng and guidelines should be followed 
to ascertain promptness in reporƟ ng. Forms for each coverage should be included in this manual 
&d should be labeled for each coverage provided. The claims department of your insurance carrier 
will provide sample forms for this purpose.

Property & Casualty Claims Offi  ce:  _____________________________________________  

  _____________________________________________

 Telephone: ____________________________________

Workers CompensaƟ on Claims:  _____________________________________________  

  _____________________________________________

 Telephone: ____________________________________
.
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SUPERVISOR’S REPORT OF INJURY OR ILLNESS

Type of injury:  _______ Disabling _______  Medical  _______ Illness  ________ Unclassifi ed
Name of Employee  ______________________  Department _________________________
OccupaƟ on  ____________________________  Years Experience ______________________
Place of Accident  _______________________  Date ________________________________
Time  _________________________________  Witnesses ___________________________
Sent to Doctor  ______________Given Fist Aid ___________  Refused __________________

1. Place of accident or exposure _________________________________________________
2. What was employee doing when injured? _______________________________________
3. How did accident occur? (Describe fully) ________________________________________   

_________________________________________________________________________   
_________________________________________________________________________   
_________________________________________________________________________

4. Part of body aff ected _______________________________________________________
5. Name of object or substance which directly injured employee _______________________
6. What is being done to prevent similar accidents or injuries _________________________   

_________________________________________________________________________   
_________________________________________________________________________

Date  ____________Signature of Supervisor _______________________________________

CAUSE: Mark Basic Cause X  Mark Contribu  ng Cause If Any X
1.   ___ OperaƟ ng without authority
2.   ___ OperaƟ ng at unsafe speed
3.   ___ Making safety devices inoperaƟ ve
4.   ___ Using unsafe equipment or equipment unsafely
5.   ___ Unsafe loading, placing, mixing
6.   ___ Taking unsafe posiƟ on
7.   ___ Working on moving or dangerous equipment
8.   ___ DistracƟ on, teasing, horseplay
9.   ___ Failure to use personal protecƟ ve device

1.   ___ Inadequate guarding
2.   ___ Unguarded
3.   ___ DefecƟ ve tools or equipment
4.   ___ Unsafe design or construcƟ on
5.   ___ Hazardous condiƟ ons
6.   ___ Unsafe illuminaƟ on
7.   ___ Unsafe venƟ laƟ on
8.   ___ Unsafe clothing
9.   ___ Weather condiƟ ons

Why was the unsafe act commiƩ ed? ______________________________________________   
____________________________________________________________________________   
____________________________________________________________________________
Why did the unsafe condiƟ on exist? ______________________________________________   
____________________________________________________________________________   
____________________________________________________________________________
FOLLOW-UP ACTlON ___________________________________________________________   
____________________________________________________________________________   
____________________________________________________________________________   
____________________________________________________________________________   
____________________________________________________________________________

Date  __________ Safety Director/CommiƩ ee Member _______________________________
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EMPLOYEE REPORTING AND COMMUNICATION SYSTEM

It is important for employees to noƟ fy management of unsafe acts or condiƟ ons and to receive 
a Ɵ mely and appropriate response to such communicaƟ on. Such employee insight provides 
management a greater perspecƟ ve of possible unsafe acts or condiƟ ons while acƟ vely involving 
employees in safety and health issues.
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EMPLOYEE REPORTING AND COMMUNICATION SYSTEM

Unsafe Act or CondiƟ on
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

LocaƟ on of Unsafe Act or CondiƟ on
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Proposed SoluƟ on For Unsafe Act or CondiƟ on
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Date SubmiƩ ed ____________________________________

Signature (if desired) ________________________________
(AcƟ on will be taken whether signed or not)

Safety Director/CommiƩ ee EvaluaƟ on
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Plan Of AcƟ on

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Date To Be Completed __________________________________________________________

Date of CompleƟ on _____________________________________________________________

Signature _____________________________________________________________________


