Dear Web Site Visitor,

This document can be used as part of a loss control program and also as a manual to meet Senate Bill 198.  To give you a bit of background, Senate Bill 198 established new requirements for employers in the area of occupational health and safety.  The law requires every employer to establish, implement and maintain a written effective Injury and Illness Prevention Program.

I have customized a lot of this program to your needs, but you can better complete specific safety procedures that you want your employees to follow.  So please change anything in this manual to meet your needs.  If you want us to make any of the changes for you, or would like to get together to discuss the manual, please let me know so we can set up a time to get together

The program must include, in writing, the following:
* A system for identifying and evaluating hazards, including periodic scheduled inspections to identify unsafe conditions and work practices;

* Methods and procedures for correcting unsafe or unhealthy conditions and work practices in a timely matter;

* An occupational health and safety program designed to instruct employees in general safety and health work practices and to provide instruction in writing about the hazards specific to each employee’s job assignment;

* A system for communicating with employees on occupational health and safety matters, including provisions designed to encourage employees to inform the employer of work site hazards without fear of reprisal;

* A system for insuring that employees comply with safety and healthy work practices including a provision for disciplinary action; and

* Identification of the person(s) responsible for implementing the program.

Employers must train all employees upon inception of a new safety program.  Training must also be provided to new employees, to employees in new job assignments, and to all employees when new substances, processes, procedures or equipment are introduced or when newly recognized hazards have been identified.  The law also includes requirements regarding unsafe working conditions.  Employers must correct unsafe or unhealthy work practices and conditions in a timely matter.  The degree of potential severity determines how quickly the situation must be corrected.

Failure to adopt a written Injury and Illness Prevention Program, provide employee communications and maintain records can lead to the following penalties:

A fine of $2,000 to $10,000

and

A penalty of $10,000 plus an officer of the company can be held criminally responsible.
To help our policyholders comply with these new requirements, I have enclosed a complete safety program, which will help you meet the conditions of Senate Bill 198.  Your current Workers’ Compensation company can provide assistance to your firm in meeting these new OSHA guidelines; however, it is the employer’s responsibility under the law.

Exhibits 4, and 5 are currently blank pages.  After each of these exhibits are actually usable exhibits for each section.  You may want to use these exhibits exactly as printed or use the blank page to add your own rules and regulations.

I hope this program will ease the paperwork nightmare caused by this law.  As always, we thank you for the opportunity to provide service to your firm.  Please do not hesitate to call anytime you have a question or we can be of further service.

Best Regards,

HOFFMAN BROWN COMPANY

DISCLAIMER
THIS INJURY AND ILLNESS PREVENTION PROGRAM HAS BEEN PROVIDED AS A GUIDE FOR CALIFORNIA EMPLOYERS.  THE MANUAL IS PREPARED IN ACCORDANCE AND COMPLIANCE WITH CALIFORNIA SENATE BILL 198, CALIFORNIA LABOR CODE §6401.7 AND GENERAL INDUSTRY SAFETY ORDER §3203.  HOFFMAN BROWN COMPANY AND THE AMERICAN CONSULTING GROUP, INC. DOES NOT WARRANTY THE MANUAL TO BE COMPLETE IN ALL RESPECTS AND SHALL NOT BE HELD RESPONSIBLE FOR THE ACCURACY OF ALL DETAILS UNDER STATE LAW, SB 198

SAMPLE SB198 HANDBOOK

INJURY AND ILLNESS

PREVENTION PROGRAM
(Prepared in accordance and in compliance with

California Senate Bill 198,

California Labor Code §6401.7 and

General Industry Safety Order §3203)
YOUR COMPANY
SAFETY POLICY
It is the policy of YOUR COMPANY to provide safe working conditions for all employees and to promote continuing, vital SAFETY AWARENESS at all levels, from top management to the individual worker.  It is our belief that SAFETY AWARENESS is the basis on which a safety program must be founded; for, without this, safety is seriously compromised.

YOUR COMPANY recognizes its responsibility to furnish a place of employment which shall be safe for employees and visitors; to provide safety devices and mechanical safeguards; to use methods to protect the life, health, safety and welfare of employees, visitors and the general public, and to maintain and enforce a program to fulfill this responsibility.

Therefore, it shall be considered each person’s responsibility not to only assure his own personal safety, but to develop a concern for safety of all who work with him.

Employees shall at all time, while on our firm’s property, conduct themselves and perform work in a safe manner consistent with existing safety rules.
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I.
OUR FIRM’S COMMITMENT TO SAFETY AND HEALTH

A.
Safety and Health Policy
YOUR COMPANY is firmly committed to maintaining a safe and healthful working environment.  To achieve this goal, our firm has implemented this comprehensive Injury and Illness Prevention Program.  This program is designed to prevent workplace accidents, injuries and illnesses.  A copy of the Company’s policy is attached to this program and is also provided to you (Exhibit 1).


B.
Company Housekeeping Policy
Good housekeeping is an integral part of any effective safety program.  Keeping work areas neat and clean reduces the chances of accidents and injuries.  Well-organized work areas also increase the ability of employees to perform their jobs efficiently.  Each employee is responsible for keeping his or her work area or office neat and orderly.  Housekeeping inspections will be conducted in each area on a regular basis.


C.
Objectives of the Injury and Illness Prevention Program
The Company’s Injury and Illness Prevention Program is designed to prevent injuries, illnesses and accidents in the workplace.  The primary purpose of the Program is to ensure the safety and health of YOUR COMPANY employees and provide a safe and healthful work environment.


D.
Responsibility for Safety and Health

All employees of our firm are responsible for working safely and maintaining a safe and healthful work environment.



1.
Program Administrator - Southern California
The Program Administrator is Administrators Name . He can be reached by phone.  The Program Administrator is responsible for the overall implementation and maintenance of our firm’s Southern California Injury and Illness Prevention Program.  The Program Administrator’s duties include, but are not limited to:


a.
Ensuring that managers and supervisors are trained in workplace safety and are familiar with the safety and health hazards to which employees under their immediate direction or control may be exposed, as well as applicable laws, regulations and Company safety rules and policies.


b.
Ensuring that employees are trained in accordance with this Program.


c.
Inspecting, recognizing and evaluating workplace hazards on a continuing basis.


d.
Developing methods to abate workplace hazards.


e.
Ensuring that workplace hazards are abated in a timely and effective manner.

The Program Administrator may assign all or some of these tasks to other individuals within the Company.  Nevertheless, the Program Administrator remains ultimately responsible for the implementation and maintenance of our firm’s Injury and Illness Prevention Program.



2.
Managers - Administrators Name 



3.
Employees - None at this time

II
HAZARD ASSESSMENT CONTROL

A.
Identification of Workplace Hazards


1.
Periodic Scheduled Inspections
Hazards, when and where identified, shall be scheduled for periodic inspections.  Depending on the degree of hazard, this may involve periodic inspection on a daily, weekly, monthly or yearly basis.  Managers and employees shall engage in daily ongoing monitoring and inspection of their specific work areas.



2.
Unscheduled Inspections
In addition to scheduled inspections and ongoing review, the Program Administrator will arrange for unscheduled surprise inspections unannounced.  The list of subjects for these inspections will be chosen randomly, and will focus on general housekeeping and any possible hazards.



3.
New Matters
The Program Administrator will arrange for an inspection and investigation of any new substance, process, procedure or equipment introduced into the workplace.  The Program Administrator will also arrange for an inspection and investigation whenever our firm is made aware of a new previously unrecognized hazard.



4.
Employee Reporting of Hazards
Employees are required to immediately report any unsafe condition or hazard that they discover in the workplace immediately to their manager or the Program Administrator.  No employee will be disciplined or discharged for reporting any workplace hazard of unsafe condition.

Employees who wish to remain anonymous may report unsafe conditions or hazards by submitting Form 2 to the Program Administrator without identifying themselves.



5.
Documentation of Inspections
Inspections are to be documented on Forms 1 and 4.  These records will be retained by the Company for at least three years.


B.
Monitoring and Correcting Identified Potential Safety and Health Concerns


1.
Identified Safety and Health Concerns
All identified workplace hazards, as well as the methods to be followed to control such hazards, shall be listed and retained on Forms 1 and 4.



2.
Newly Discovered Safety and Health Concerns
New safety and health concerns, including the inspection process noted above and employee complaints and suggestions will be documented and retained on Forms 1 and 4.



3.
Hazards Which Give Rise to a Risk of Imminent Harm
Whenever possible, it is the Company’s intent to abate immediately any hazard which gives rise to a risk of imminent harm.  When such a hazard exists which the Company cannot abate immediately without endangering employees and/or property, all exposed personnel will be removed from the area of potential exposure except those necessary to correct the hazardous condition.  All employees involved in correcting the hazardous condition will receive appropriate training in how to do so and will be provided with necessary safeguards.

III
EMERGENCIES

A.
Emergency Action Plan - Leave the premises immediately in a severe emergency.  In lesser emergencies, call 911 for the appropriate emergency assistance.


B.
Earthquake Procedures - Leave the premises immediately through the front door and move to a clear area away from the building.


C.
Fire Prevention Program - In the event of a small fire, use fire extinguishers located  near the mail box area or the rear supply room to extinguish fire.  If unable to extinguish flames or in the event of an explosion or major fire, leave the premises immediately and call 911 for assistance from another location.  (Also See Exhibit 3)

IV
COMPANY SAFETY RULES

YOUR COMPANY’s Safety Rules are shown in Exhibit 3.  Violation of safety rules will result in discipline up to and including termination.

V
COMMUNICATING WITH EMPLOYEES ON SAFETY AND HEALTH ISSUES

A.
Safety Meetings
The Program Administrator will conduct safety meetings once each quarter.  During these meetings, each manager shall discuss with the employees under his or her supervision such issues as:


1.
New hazards that have been introduced or discovered in the work place.


2.
Causes of recent accidents or injuries and the methods adopted by the Company to prevent similar incidents in the future.


3.
Any health or safety issues deemed by the manager to require reinforcement.

These safety meetings will be documented using Form 5.


B.
Anonymous Notification Procedures
The Company has a system of anonymous notification whereby employees who wish to inform the Company of workplace hazards may do so anonymously be sending a written notification to the program Administrator using Form 2.  The Program Administrator shall investigate all such reports in a prompt and thorough manner.


C.
Training
The Company has training requirements designed to instruct each employee on general safety procedures as well as on safety procedures specific to the employee’s job.  These training requirements are described in greater detail in Section VII of this program.

VI
ENFORCEMENT OF THE SAFETY PROGRAM

A.
Disciplinary System
The Company’s disciplinary procedures are described in Exhibit 4.  (The existence of disciplinary procedures does not change the at-will status of employment at the Company.)

VII
SAFETY AND HEALTH TRAINING
Awareness of potential health and safety hazards, as well as knowledge of how to control such hazards, is critical to maintaining a safe and healthful work environment and preventing injuries, illnesses and accidents in the workplace.  Our firm is committed to instructing all employees in safe and healthful work practices.  To achieve this goal, our firm will provide training to each employee with regard to general safety procedures and with regard to any hazards or safety procedures specific to that employee’s work assignment.


A.
When Training Will Occur

Training will be provided as follows:

1.
Upon hiring.


2.
Whenever an employee is given a new job assignment for which training has not previously been provided.


3.
Whenever new substances, processes, procedures or equipment which represent a new hazard are introduced into the work place.


4.
Whenever the Company is made aware of a new or previously unrecognized hazard.


5.
Whenever the Company Program Administrator or Manager believes that additional training is necessary.


B.
Training of Managers and Employees
Training of Managers and employees will be conducted in accordance with Exhibit 5.


C.
Documentation of Training

All training will be recorded and documented on Training Verification Form 6.

VIII
ACCIDENT INVESTIGATION

A.
Company Policy
All work-related accidents will be investigated by YOUR COMPANY in a timely manner.  Minor incidents and near misses will be investigated as well as serious accidents.  A near miss is an incident which, although not serious in itself, could have resulted in a serious injury or significant property damage.  Investigation of these instances may avoid serious accidents in the future.  Vehicle accidents should be reported on form #7A.B.


B.
Responsibility for Accident Investigation
Assignment or responsibility for accident investigation will be determined by the Program Administrator, including the establishment of procedures for investigation of accidents and correcting the hazards and preventing reoccurrence.

FORM 1

SAFETY INSPECTION REPORT
	Date:                                                                                  
Name of Inspector:                                                             
Signature of Inspector:                                                       

Area Inspected:                                                                  
	Evaluations:

 S = Satisfactory

 U = Unsatisfactory

 NA = Not applicable to the area inspected

If any unsatisfactory rating is provided for a particular item, the Company’s Safety Action Report (Form 4) must be completed for the item in question.

	1.  GENERAL WORK ENVIRONMENT
	RATING
	ADDL COMMENTS

	1.1 Adequate and proper storage for tools and materials.
	
	

	1.2 All flammable liquids stored in approved containers.
	
	

	1.3 All waste materials deposited in metal containers.
	
	

	1.4 Waster material containers emptied on a regular basis.
	
	

	1.5 Vacuum cleaners, floor polishers and other equipment in good working condition.
	
	

	1.6 Broken glass properly handled and disposed of.
	
	

	1.7 Electric equipment properly grounded.
	
	

	1.8 Ladders and stools equipped with safety treads.
	
	

	1.9 All spillage’s immediately wiped up.
	
	

	1.10 Employees regularly warned of hazards.
	
	

	1.11 Proper tools used on each job.
	
	

	1.12 All work areas clean and orderly.
	
	

	1.13 Storage and equipment rooms neat and orderly.
	
	

	1.14 All flammable wastes disposed of promptly.
	
	

	1.15 Lighting and ventilation adequate.
	
	

	1.16 All work areas adequately illuminated.
	
	


SAFETY INSPECTION REPORT
	Date:                                                                                  

Name of Inspector:                                                             
Signature of Inspector:                                                       

Area Inspected:                                                                  
	Evaluations:

 S = Satisfactory

 U = Unsatisfactory

 NA = Not applicable to the area inspected

If an unsatisfactory rating is provided for a particular item, the Company’s Safety Action Report (Form 4) must be completed for the item in question.



	2.  FIRE PREVENTION
	RATING
	ADDL COMMENTS

	2.1 Fire prevention equipment in working order (e.g. extinguishers).
	
	

	2.2 Fire extinguishers, sprinklers, fire exits, etc. unblocked.
	
	

	2.3 Fire extinguishers recharged regularly and noted on inspection tag.
	
	

	2.4  “No Smoking” procedures followed.
	
	

	2.5 Smoking prohibited near flammable materials.
	
	

	3.  EMERGENCY RESPONSE
	
	

	3.1 Emergency telephone numbers posted.
	
	

	3.2 Exit signs posted.
	
	

	3.3 First Aid supplies stocked.
	
	

	4.  MACHINE OPERATORS
	
	

	4.1 Machines used only be authorized, trained employees.
	
	

	4.2 Machinery turned off when not in use.
	
	

	4.3 Correct speed and feed used when operating equipment.
	
	

	4.4 Safety guards in place on all equipment.
	
	

	4.5 Machinery and equipment clean and property maintained.
	
	

	5.  ADDITIONAL ITEMS COVERED
	
	

	
	
	

	
	
	


FORM 2

REPORT OF UNSAFE CONDITION OR HAZARD

OPTIONAL: EMPLOYEES MAY SUBMIT THIS FORM ANONYMOUSLY
Employee’s Name:  


Job Title:  

Location of Condition Believed to be Unsafe of Hazardous:  

Date and Time Condition or Hazard Observed:  


Description of Unsafe Condition or Hazard:  


What Changes Would You Recommend to Correct the Condition or Hazard?  
OPTIONAL:
Signature of Employee:  






    Date:  
COMPANY RESPONSE:
Name of Person Investigating Report:  

Results of Investigation (what was found? was unsafe condition unsafe or a hazard?) -(attach additional sheets is necessary)  

Action Taken to Correct Hazard or Unsafe Condition, if appropriate (or, alternatively, information provided to employees as to why condition was not unsafe or hazardous) - (attach additional sheets if necessary)  

Signature of Person Investigating Report:  
FORM 3

OCCUPATIONAL ACCIDENT, INJURY OR ILLNESS

INVESTIGATION REPORT
Investigator’s Name:  

Person Involved in Accident, Injury, or Illness:  

Position Held:  






    Dept.:  
Description of Accident, Injury or Illness
Date:  


  Time:   


 Location:  

Describe the accident, injury or illness and the cause of the incident.  Include the nature of any injury, illness or property damage.  

Witnesses:

Name






Phone Number
Investigator’s Signature:  






       Date:
FORM 4

SAFETY ACTION REPORT
Inspector/Manager Name:  


Telephone Extension:  

Inspector/Manager’s Signature:  

Date:  

	Description and Location of Unsafe Condition and Date Discovered by Management
	Action To Be Taken
	Completion Date *

Projected Actual



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* NOTE: Hazards which pose a risk of serious or substantial injury to employees must be corrected immediately.  Other hazards should be corrected as soon as reasonably possible but in no case later than 15 days from the date of discovery by management.  Any deviation from these time requirements must be reported to the Program Administrator immediately.

FORM 5

SAFETY MEETING REPORT
Date:  


Department:  

Meeting Leader (Print Clearly):  

Meeting Leader (Signature):  

	TOPICS DISCUSSED

(Attach or Identify All Documents Provided and Discussed)

	

	

	

	

	

	

	

	


	PERSONNEL IN ATTENDANCE



	EMPLOYEE NAME (Print Clearly)
	EMPLOYEE SIGNATURE

	
	

	
	

	
	

	
	

	
	



FORM 6

TRAINING VERIFICATION
Name of Employee:  


Date Employed:   Position Held:  


Name of Training Supervisor:  

I have been trained and instructed in the following and agree to follow all Company safety and health rules, policies and procedures, including:

	A.  General Safety and Health Issues

(Insert Appropriate Categories, such as)
	Employee’s Initials
	Training Initials
	Supervisor’s Initials

	1)The Company’s Injury & Illness Program
	
	 
	

	2)The Company’s Safety Rules
	
	
	

	3)Emergency Procedures
	
	
	

	4)Housekeeping
	
	
	

	5)Personal Protective Equipment
	
	
	

	6)Lifting Techniques
	
	
	

	7)Working Around Equipment
	
	
	

	8)Reporting Unsafe Conditions
	
	
	

	9)General Safe Work Practices
	
	
	



Employee’s Signature





Date

I have trained or instructed this employee in all of the above noted categories.  I also observed the employee performing his/her job tasks on  
        and observed him/her performing in a safe and healthful manner in accordance with this training and instruction.

  


Signature of Training Supervisor




Date

RESPONSIBILITIES FOR THE SUPPORT OF COMPANY SAFETY PROGRAM
MANAGERS
To effectively execute their safety responsibilities, managers will:


1.
Familiarize themselves with the safety program, safety policies and procedures and ensure its effective implementation.


2.
Be aware of all safety considerations when introducing a new process, procedure, machine or material to the workplace.


3.
Give maximum support to all programs and committees whose function is to promote safety and health.


4.
Actively participate in safety committees as required.


5.
Review serious accidents to ensure that proper reports are completed and appropriate action is taken to prevent repetition.


6.
Provide complete safety training to employees prior to the assignment of duties.


7.
Consistently and fairly enforce all Company safety rules.


8.
Investigate injuries to determine cause, then take action to prevent repetition.


9.
See that all injuries, no matter how minor, are treated immediately and referred to the personnel Office to ensure prompt reporting to the insurance carrier.


10.
Inspect work areas often to detect unsafe conditions and work practices.  Utilize Company self-inspection checklists as required.

EMPLOYEES
Employee responsibilities for safety include the following:


1.
Adhere to all safety rules and regulations.


2.
Wear appropriate safety equipment as required.


3.
Maintain equipment in good condition, with all safety guards in place when in operation.


4.
Report all injuries, no matter how minor, immediately to a supervisor.


5.
Encourage co-workers to work safely.


6.
Report unsafe acts and conditions to the supervisor.

EXHIBIT 2

SAFETY RULES
GENERAL SAFETY RULES
For the protection of all employees, YOUR COMPANY has established the following rules designed to prevent accidents and injuries.  Compliance with these rules will be mandatory.  Documentation will be made when the rules are distributed to new employees.


1.
All accidents and injuries must be reported to the supervisor at the time of occurrence.


2.
Machines or equipment shall not be operated until you have received proper instruction on their operation.


3.
Horseplay, throwing things, running in aisles, running at job sites and stairways, distracting employees at work, and unnecessary shouting are forbidden.


4.
All spilled oil, grease, water and other liquids, must be wiped up immediately.


5.
Any defective equipment must be immediately reported to the office  manager or job supervisor.


6.
Failure by an employee to comply with the safety rules will be grounds for corrective discipline.


7.
Specific department safety rules, when applicable, will be posted in appropriate work areas.

MATERIAL HANDLING

1.
Lifting: Attempting to lift or push an object which is too heavy must be avoided.  You must contact the supervisor when help is needed to move a heavy object.


2.
Hand trucks will be pulled when in transit except when going down incline or placing load in position.


3.
Hand trucks will be loaded in such a manner as to eliminate the possibility of spilling.


4.
When carrying material, caution will be exercised in observance of obstructions, loose material, etc.


5.
Protruding nails or staples in boxes, or other containers will be removed or made flush.


6.
All material will be stacked and stored in proper areas.


7.
Material will not be stored in aisles.  Aisles must be kept clear at all times.

MACHINE OPERATING

1.
Use of a machine or piece of equipment will be restricted to that which an employee has been trained on, qualified and authorized to operate.


2.
Immediate notification must be given to the office manager or supervisor for any unsafe equipment which is missing protective guards or has improperly positioned protective guards.


3.
Machinery or equipment will be turned off when not in use.


4.
Rings, jewelry, watches, gloves, neckties, long sleeves or loose clothing will not be worn when near or when operating machinery.


5.
Tampering with or removal of safety guards is prohibited.

HOUSEKEEPING
The foundation for a safe, healthful and pleasant place to work is good housekeeping.


1.
Materials and equipment will be kept out of aisles and job walkways.


2.
Materials will not be stored against doors, exits or fire extinguisher stations.


3.
Tools and other equipment will be returned to their proper storage area after use.


4.
Tools will be kept dry; spilling of liquids will be avoided; all spills will be wiped up immediately.


5.
Trash and scrap will be thrown in proper waste containers.


6.
Good housekeeping practices will be exercised within each employee’s work area or office.

CHEMICALS

1.
Chemicals meeting the definition of “Hazardous Material” as defined by the OSHA Safety and Health Regulations, will not be purchased and/or brought into a plant for usage without a Materials Safety Data Sheet (Form OSHA-20) or equivalent information on file.


2.
No chemicals meeting the definition of “Hazardous Material”, as defined by the OSHA Safety and Health Regulations, will be used without strict adherence to the data, precautions and procedures for handling, storage, disposal and usage contained on the appropriate Materials Safety Data Sheet (Form OSHA-20).


3.
All containers will be labeled as to their contents.

FIRE EMERGENCY

1.
All fires must be reported immediately.  Fire emergency number will be called and locations of fire given.


2.
All employees must know the location of fire extinguishers.


3.
Tampering with fire extinguishers is forbidden.


4.
Fire extinguishers or fire exits will not be blocked by supplies, stock or parts at any time.


5.
Smoking or open flame is prohibited in areas where flammable materials are used or stored.


6.
All employees will comply with posted “No Smoking” areas.

MEDICAL EMERGENCY

1.
All medical emergencies will be reported immediately.  Medical emergency number must be called and location of emergency given.


2.
Person who is reporting fire must stay on telephone line until released by answering party.

IT IS IMPERATIVE THAT ALL EMPLOYEES BECOME THOROUGHLY FAMILIAR WITH THE ABOVE SAFETY RULES AND PROCEDURES.

EXHIBIT 3

DISCIPLINARY PROCEDURES
Employees who fail to comply with safety rules will be subject to disciplinary action up to and including termination.  Supervisors will follow the normal disciplinary procedures as follows:


1.
Verbal counseling - the first step.  Must be documented in the employee’s personnel file.


2.
Written warning - outlining nature of offense and necessary corrective action.


3.
Suspension without pay - the third step or a separate disciplinary action resulting from a serious violation.


4.
Termination - if an employee is to be terminated, specific and documented communication between the supervisor and the employee, as outlined, must have occurred.

Managers will be subject to disciplinary action for the following reasons:


1.
Repeated safety rule violation by their department employees.


2.
Failure to provide adequate training prior to job assignment.


3.
Failure to report accidents and provide medical attention to employees injured at work.


4.
Failure to control unsafe conditions or work practices.


5.
Failure to maintain good housekeeping standards and cleanliness in their departments.

Supervisors who fail to maintain high standards of safety within their departments will be demoted or terminated after three documented warnings have been levied during any calendar year.

EXHIBIT 4

SAFETY TRAINING
The goal of our safety training program is to develop safe work habits and attitudes.  It is critical that new workers understand work rules and procedures prior to being assigned a job.  Supervisors are responsible for providing safety training to their department employees utilizing the job instruction training (JIT) method described below.

HOW TO GET READY TO INSTRUCT

Have a Timetable

•
How much skill you expect them to have


•
By what date

Break Down the Job

•
List important steps


•
Pick out the key points (safety is always a key point)

Have Everything Ready

•
The right equipment, materials and supplies

Remember, when teaching adults, the following points are important:

•
Adults learn best in a warm, friendly atmosphere


•
Adults don’t like to waste time


•
Adults respond quickly to praise and attention

JOB INSTRUCTION TRAINING (JIT) HOW TO INSTRUCT

PREPARE

•
Put the worker at ease


•
Define the job and find out what is already known about


•
Get the person interested in learning job


•
Place in correct position

PRESENT

•
Tell, show and illustrate one IMPORTANT STEP at a time


•
Stress each KEY POINT

TRY OUT PERFORMANCE

•
Have person do the job - correct errors


•
Have person explain each key point to you as the job is done again


•
Make sure the person understands


•
Continue until YOU know the person knows

FOLLOW-UP

•
Put them on their own


•
Designate to whom to go for help


•
Check frequently


•
Encourage questions


•
Taper off extra coaching and close follow-up


•
Stressing safety is always a key point

EXHIBIT 5

EMPLOYEE TRAINING CHECKLIST
(This report is to be completed with the Supervisor and New Employee within five working days of employment or new job assignment and filed with Personnel)

Name:  







      Birth Date:  


Date Employed:    Department Assigned:  


Type of Work:    Employee Past Work Experience:  

I HAVE BEEN INSTRUCTED IN THE FOLLOWING THAT ARE CHECKED:

	
	YES
	NO

	1.  Company safety policies and programs;
	
	

	2.  Safety rules, both general and specific to the job assignment;
	
	

	3.  Safety rule enforcement procedures;
	
	

	4.  Use of tools and equipment;
	
	

	5.  Handling of product;
	
	

	6.  Lifting and use of lifting equipment;
	
	

	7.  How, when and where to report injuries;
	
	

	8.  Importance of housekeeping;
	
	

	9.  Special hazards of job;
	
	

	10.  When and where to report unsafe conditions.
	
	



Employee Signature






Date

Follow up on employee will be observed by:  

Employee has performed operation to the satisfaction of the undersigned.  An observation was made at time of 30-day employment.


Supervisor Signature






Date

IMPORTANT: If this employee is transferred to another type of job, a new safety instruction report must be prepared.
EXHIBIT 6

INSPECTIONS
Inspection works because it is an essential part of hazard control.  It is an important management tool, not a gimmick.  Inspections will be viewed as a fact-finding, not fault-finding, process.  Emphasis will be placed on locating potential hazards that can adversely affect safety and health.

All personnel will be responsible for continuous, ongoing inspection of the workplace.  When uncovered, potentially hazardous conditions will be corrected immediately or a report will be filed (See Form 2) to initiate corrective action.

Periodic, planned inspections will be made utilizing the Company self-inspection check list.  The report will be reviewed and action will be taken to eliminate uncovered potential hazards.

SAFETY INSPECTION REPORT
Check each item below as SATISFACTORY, “YES” or “NO”.  For each “NO”, check the appropriate box and submit recommendations or observations to correct the condition or unsafe practice.  Describe under “other”, conditions not listed.

Date:  




  Inspector:  

Department and/or Location:  
	
	SATISFACTORY

	OBSERVATIONS/

RECOMMENDATIONS

	
	YES
	NO
	

	1.  FIRE HAZARDS

          A. Fire Extinguishers - Serviced, Accessible

          B. Flammables - Storage, Handling

          C. Exits - Marked, Lighted, Accessible

          D. Housekeeping and trash removal
	[    ]
	[    ]
	

	2.  WORK AREAS

          A. Walking and work surfaces clear of                          obstruction

          B. Floors - Clean, Good repair, Nonskid
	[    ]
	[    ]
	

	3.  STAIRS

          A. Steps clear, unobstructed

          B. Non-skid strips

          C. Handrails adequate, secure
	[    ]
	[    ]
	

	4.  ELECTRICAL EQUIPMENT

          A. Adequate clearance around control panels                 (3 ft.)

          B. Purpose of each switch identified

          C. Voltage labeled
	[    ]
	[    ]
	

	5.  LADDERS

          A. Properly stored

          B. Strong enough for intended use

          C. Regularly maintained
	[    ]
	[    ]
	

	6.  ENVIRONMENT

          A. Adequate lighting and ventilation

          B. Noise at acceptable level

          C.  Housekeeping

          D. Material handling

          E. Material storage/stacking

          F. Hand tools used, maintained properly

          G. Employee safety awareness

          H. Supervisors’ safety attitude
	[    ]
	[    ]
	

	7.  OTHER OBSERVATIONS OR RECOMMENDATIONS:  




SIGNATURE OF INSPECTOR:  

EXHIBIT 7

