CITY OF CABOT

Safety and Health Policy

The City of Cabot intends to provide safe working conditions for its employees.  Every attempt will be made to reduce the possibility of accidents and to protect our employees, the public and the City from physical and financial injury. 

Employees must understand their personal responsibility for the prevention of injuries on and off the job and become familiar with City procedures and policies.  Management will continue to be guided and motivated by the City’s safe workplace policy and will actively pursue methods to ensure safe working conditions throughout the City.

​___________________________________

Mayor Eddie Joe Williams
CITY OF CABOT

SAFETY MANUAL
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CITY OF CABOT

SAFETY & HEALTH MANUAL
CABOT SAFETY PROGRAM

The safety program contained herein has been prepared to assist employees in the safe and efficient performance of their duties.  Maintaining a safe place to work is of utmost importance to the City of Cabot.  We firmly believe that strict adherence to the procedures of this safety program will hold work-related accidents/injuries to a minimum.

It is the duty of all employees to plan and carry out their job assignments in the safest manner possible.  The practice of effective accident prevention is mandatory and a responsibility to be shared by each and every employee. 

Since it is not possible to cover every situation that might be encountered in the many operations of municipal government, department heads and supervisors will be responsible for tailoring these guidelines to meet the requirements of their particular operation. 

The City’s Safety Program will go beyond this text.  Employees may be required to attend training courses addressing issues relating to their personal safety as well as the safety of co-workers and citizens.  These courses will focus on job-related injury and prevention.  Courses may be specified to fit each department’s needs.  For example, office employees will not receive the same block of instruction as those employees in the Street Department. 

SAFETY AND HAZARD COMMITTEE

The Safety Representative is the primary person responsible for ensuring the City’s Safety Committee meets on a regular basis, understands its responsibilities, and properly assumes the responsibilities set forth herein related to enforcing the City’s Safety Program. 

The basic functions of a safety committee are to create and maintain an active interest in safety and reduce accidents.  The safety committee will discuss the current safety problems and seek solutions or ways of prevention. 

There is hereby established a City Safety Committee with the following membership duties:

1. The Committee membership shall consist of:

a)
The following Department Heads to serve on a regular and continual basis:

i) Human Resources Director;

ii) Public Works Director or designated representative;

iii) Safety Representative;

iv) Chief of Police or designated representative;

v) Fire Chief or designated representative.

b) The following departments shall designate, preferably by peer recommendation or Department Head selection, an individual to serve a 12-month term on the Safety Committee.  Department (i) shall designate an individual to serve each year.  Departments  (ii) and (iii) shall designate individuals to serve during even years (ex: 2004, 2006, 2008…..) and Departments (iv) and (v) shall designate individuals to serve during odd years (2003, 2005, 2007….):

i) Public Works

ii) Parks and Recreation

iii) Police Department

iv) Administration/Finance

v) Fire Department 

All Departments will work towards designating different individuals to serve, when possible, to provide the Committee with differing perspectives and ideas concerning Safety and Health Matters.  Any Department Head who designates another to serve on the Committee for him/her shall give that person authority to carry out the recommendations of the Committee within that Department, subject only to Mayoral approval (if necessary), the constraints of the budget and city policy.

2. The City Council may designate one of its members as liaison to the Committee.

3. The Committee members shall nominate the Chairman of the Committee.  The Chairman shall designate a Recording Secretary. 

4. The Committee will conduct regularly scheduled monthly meetings at the call of the Chairman.  Meetings may be postponed or rescheduled upon good cause.  Sixty percent (60%) of the committee members must be present in order for the monthly Health and Safety Committee to commence.    

5. The Committee’s basic functions are to create and maintain an active interest in safety and reduce accidents.  They will discuss the current safety problems and seek solutions or ways of prevention.  All of these activities will be supervised and monitored by the Chairman of the Committee and Safety Representative. 

The Committee shall:

(a) Promote activities and provide a positive program to maintain employee interest in safety. 

(b) Recommend, coordinate and/or plan safety programs to increase the awareness of safety issues among employees at all levels. 

(c) Regularly schedule, conduct and supervise inspections of City property and facilities to determine if there are safety problems and to recommend actions to correct the problems.  The Committee may designate one or two of its members to be responsible for inspections. 

(d) Monitor and, if deemed necessary, recommend safety-training programs for employees.

(e) Assist departments in integrating safety into the everyday activities. 

(f) Oversee/assist with Human Resource’s adequate record keeping of accidents, injuries and illnesses resulting from on-the-job situations. 

(g) Coordinate investigation of accidents involving City employees, equipment and third-party incidents to recommend appropriate action to department heads as a result of those accident investigations.  The Committee may appoint two members to be responsible for overseeing the investigation of accidents and ensuring timely, proper investigation. 

(h) Coordinate and host bi-annual compliance visits by the Arkansas Municipal League Loss Prevention Specialist.

(i) Review and revise the City’s Safety and Health Program during the first month of each calendar year.  This review will be documented on Appendix G found at the end of this plan.  The review will determine if all areas of exposure are appropriately addressed in the Program.  Any new hazards identified during the review will be included in the Program, and training will be implemented as needed.  The reviews will be documented showing date of review and any areas of exposure identified.  The Human Resources Department will maintain documentation. 

RESPONSIBILITY

DEPARTMENT HEADS are initially and ultimately responsible for accident prevention within their respective departments.  This responsibility is delegated to supervisors through management directives and the safety program.  Each department shall establish safety performance goals and maintain accurate performance and accident records.  Goals and records will be reviewed regularly and appropriate action will be taken.  Evaluations for department heads and supervisors will include criteria for rating their performance in regard to compliance with the safety program.  Department heads are responsible for ensuring that the Safety Committee receives copies of all accident and investigation reports. 

SUPERVISORS are charged with the responsibility of preventing accidents and maintaining safe working conditions.  They must cooperate and work with the Department Head regarding safe operation of mechanical equipment.  Supervisors must be familiar with the safe methods and procedures required for the work to be performed under their supervision.  They must set an example for other employees by practicing proper safety procedures at all times. Supervisors will be responsible for furnishing a detailed explanation of applicable safety and hazardous materials procedures to new employees (other than that information that is provided during the Human Resources Department orientation) and for ensuring that these procedures are understood and carried out.  They are also responsible for general housekeeping in and around their respective work areas and for completing periodic inspection reports.  He/she shall make a written report of each accident and shall submit a copy of this report to his/her department head. 

EMPLOYEES must abide by adopted safety procedures at all times.  Those who do not will be subject to appropriate disciplinary action.  Prescribed wearing apparel and safety equipment shall be worn while on the job.  Employees are expected to observe general housekeeping rules and to assist in maintaining their respective work areas in a clean and sanitary condition.  Employees must immediately report ALL accidents (including minor incidents and “near misses”) to their supervisor.  Each and every employee is expected to comply with and support the provisions of the safety program. 

*When any supervisor knowingly allows any employee to violate the rules and such violation leads to an accident, then that supervisor is considered equally responsible for the accident.

ACCIDENT/INJURY ANALYSIS REVIEW

The Safety Representative will review all accident investigation reports, hazard reports, incident reports, inspection reports and the OSHA 200 Log on a quarterly basis or as needed, to determine any trends in accidents or hazards that may be developing.  The Safety Representative shall report any findings to the Safety and Hazard Committee on an annual basis or more often, if the Director deems necessary. 

The Safety Representative will recommend corrective action necessary to prevent recurrence of similar accidents or hazards.  The Safety Representative is responsible for implementing corrective actions and for tracking the status of corrective action and reporting such to the Safety and Hazard Committee as needed. 

Documentation of these reviews will be retained by the Human Resources Department for a minimum period of two (2) years. 

SAFETY PROGRAM RECORD KEEPING

The Human Resources Department is responsible for maintaining all documentation of training, accident reports, OSHA Logs, hazard reports, accident investigation records, safety meeting records, incident reports and any other documentation incidental to the implementation of this Program.  Records of all Hazard Committee training will be maintained as well.  All records may be maintained on the Human Resources Information System that permits reports to be provided in printed form, if necessary.

Blank forms and reports concerning all safety-related training and documentation will be available in the Human Resources Department or through the Safety Representative. 

Injury Records:  An injury log is maintained in the Human Resources Department and will be recorded as an OSHA 200 Log, or equivalent, within 24 hours of being reported or the next business day for incidents on weekends.  Inspection Records are maintained by the Human Resources Department.  Although the City is not required by law to retain this information, it is in the best interests of the City to have such information available to managers and employees.  Best efforts to maintain accurate information will, therefore, be made by the HR Department to track this information.  Injury records will be kept for a period of five (5) calendar years. 

HEALTH AND SAFETY EDUCATION AND TRAINING

The Safety and Hazard Committee, in cooperation with the Safety Representative, are responsible for identifying the education and training needs of City employees on an annual basis. 

Employees will attend safety meetings/training coordinated by the Safety Representative.  The following training will be provided to employees exposed to certain conditions in their workplace:

· HAZCOM and MSDS (for employees exposed to hazardous chemicals)

· Safety Equipment

· Housekeeping

· First Aid

· Equipment Guarding

· Personal Protective Equipment (PPE)

· Fire Extinguishers

· Forklift Training

Supervisors are responsible for ensuring that specialized training (such as Forklift and HAZCOM) is provided and documented before employees are required to perform tasks that could potentially expose them to health and safety concerns.

New employee orientation will include all of the above-mentioned topics.  New employees will receive HAZCOM training before being allowed to work with potentially hazardous chemicals and will be provided with a copy of the Hazard Communication Program in place for their respective department.  Refer to the Hazard Communication Program for additional details concerning HAZCOM and MSDS.

ACCIDENT INVESTIGATION

An accident may be defined as any occurrence that interrupts or interferes with the orderly progress of the job and usually occurs suddenly and unexpectedly.  Some accidents may involve bodily injury.  Accidents usually arise from a combination of unsafe acts and unsafe conditions. 

The purpose of an accident investigation is to determine what basic condition(s) or act(s) caused the accident so corrective measures can be taken to prevent reoccurrence.  Accidents should be investigated as soon as possible and at least within the first 24 hours.  The sooner information is gathered, the more accurate the investigation’s findings.  

ACCIDENT INVESTIGATION PROCEDURES

1) Investigations are required on all accidents, including “near misses” not producing injuries.   “Near misses” will be documented on an accident report and forwarded to the Department Head and Safety Representative for review.  “Near misses” are reviewed to determine if a recurring hazard exists; therefore, they must be thoroughly investigated and reported.  Accidents that do not produce injury have probably produced other job hindrances, such as delays, damaged material, damaged equipment, etc. 

2) The Department Head or Supervisor is required to notify the Safety Representative within 24 hours of an accident to allow sufficient time to prepare for and conduct an investigation.  All accidents should be investigated by a Safety Committee representative and the Safety Representative.  Investigations will be conducted as soon as possible, but no later than 24 hours after the accident.  Investigations will be reported on the Accident Report Form found on Appendix C of this Plan.

3) Accident reports will be forwarded to the Safety Representative and Department Head for review.  The Safety Representative and Safety Committee Chairman will determine if trends are developing, or are apparent, and will review all incident reports, accident investigation reports and inspection checklists. 

4) After an accident has occurred, it is imperative that the accident scene remains untouched.  Cleaning up an accident scene may result in destroying evidence that may be helpful in determining the cause of the accident.  The Safety Representative should take a picture of the accident scene.  If a camera is not available, the Safety Representative should draw a sketch of the accident scene.  The Safety Representative shall attach pictures or drawings to the accident report.  Based on the information obtained, the Safety Representative must then formulate an opinion as to the cause of the accident and immediately take corrective measures to prevent recurrence of a similar accident. 

At a minimum, the following guidelines must be followed when investigating an accident:

Physical causes that may have contributed to the accident are to be reviewed; i.e. poor housekeeping conditions, wearing of improper apparel, defective equipment, unsafe working area, lack of proper safety apparel, etc. 

Personal causes that may have contributed to the accident are to be reviewed; i.e. unsafe action by the injured employee, unsafe action by someone else that contributed to the accident, violation of rules, instructions, etc. 

A determination is to be made as to WHY an unsafe condition existed or WHY an employee engaged in an unsafe act.  (Was it because of a disability, or did he/she misunderstand the instructions given?  Was it because he/she had not received sufficient instructions and lacked experience, or did he/she have the wrong attitude and consider the instructions unimportant?)

5) The steps for a thorough and effective investigation include:

· Interview of employee(s) involved, if possible, to evaluate the situation and potential liability;

· Ask any employees involved with the accident to provide a step-by-step sequence of events concerning the accident;

· Locate, interview and obtain statements from any witnesses;

· Gather facts about the investigation (Who, What, When, Where, Why);

· Evaluate any evidence found at the scene and reconstruct events;

· Take pictures or draw diagrams of the accident scene.  Do not rely on memory;

· Do not disturb the accident scene until you are satisfied with the investigation;

· Before leaving the scene, warn, protect and/or repair any exposure areas to prevent another accident from occurring;

· Re-interview involved employee(s) or witnesses if necessary;

· Prepare a written, detailed report within 24 hours;

· Follow-up on recommendations to ensure the corrective action has been implemented;

· Double check on corrective action to ensure it is effective. 

6)
Once the investigation is completed, it must be provided to a review committee.  The Committee will consist of the following:
the immediate supervisor of the employee(s) involved, the Department Head, the Human Resources Director, and the Safety Committee Chairman.

7)
Each person in the review process is responsible for ensuring thorough investigations and effective corrective action.

8) Written accident investigation reports will be filed in a log in the Human Resources Department where it is available for review upon request.  The accident investigation process will be documented and retained by the Human Resources Department for a period set forth by law or directive. 

DISCIPLINARY ACTION

For employees who violate safety rules, the City of Cabot will enforce the following disciplinary system.  Police and fire are expected to follow appropriate procedures as defined in their respective Policy and Procedure manuals.  

Deviation from these safety regulations will be considered as “misconduct”.  It is imperative that all employees and supervisors follow safety rules.  If an employee’s misconduct is deemed as being seriously negligent, the City of Cabot may bypass the disciplinary system, and suspend or terminate an employee immediately. 

Disciplinary Actions:

1st Offense:
Employee Counseling (Documentation placed in file).

2nd Offense:
Written Warning.

3rd Offense:
Written Warning or Suspension.

4th Offense:
Suspension or Termination.

5th Offense:
Termination.

SAFETY INFORMATION FOR CITY EMPLOYEES

MAIN CAUSES OF ACCIDENTS

1. Improper Tools or Equipment – Employees are responsible to know and use the proper tools for the job being done. 

2. Not Suitable – A safe workman knows the correct method of performing a job.  If an employee is in doubt as to how to do a job, the supervisor shall be consulted.  If the supervisor is unsure, the Safety Representative shall be consulted. 

3. Protective Equipment Not Used – Every employee must use all safeguards and protective equipment as required.

4. Rules and Instructions Not Observed – Rules and Procedures are essential for smooth and effective operations.  Suggestions are always welcome but before deviating from the established rules, an employee shall consult the supervisor. 

5. Lack of Proper Instructions and Maintenance  - Machinery, tools and operating equipment shall be inspected before and during use.  Necessary repairs shall be reported to the supervisor immediately.  Employees should use the self-inspection forms provided by Arkansas Municipal League when inspecting equipment and regularly turn in copies to their department. 

6. Negligence – Employees shall think about others around them and not allow carelessness or neglect to endanger co-workers.  Inattention, even for only a moment, can result in serious injury.

7. Inattention – Employees shall keep their minds actively on the job.  Daydreaming, worry, and horseplay have no place on the job. 

8. Mental and Physical Condition – Employees shall think of others and not allow carelessness or neglect to endanger co-workers.

9. Housekeeping – A large percentage of reportable hazards can be classified as “poor housekeeping”.  Clean equipment and clean work areas promote safe working conditions. 

10. Lack of Communication – Poor communication often causes accidents.  Employees shall communicate effectively with every employee connected with the job to prevent accidents.  Employees must know (not guess) what the “other guy” is going to do.  A wrong guess can result in injury to employee as well as the “other guy”.

11. Medication – It is the employee’s responsibility to apprise the supervisor if medication, that might affect the safety of the operation or co-workers, is being used.  A physician’s certification may be required, so contact your supervisor or the Human Resources Department if you are concerned or have reason to know your medication will affect your ability to perform your job functions safely. 

12. Attire – Employees shall maintain uniforms in good state of repair, and wear them properly.  Shirts shall be buttoned and tucked in, especially around moving machinery.

13. When Using Hand Tools – Take good care of your tools.  Many injuries result from the use of defective or unsafe tools or improper use of tools.  

Keep cutting edges sharp.  A sharp tool makes the work easier, faster, and safer than a dull one.  Learn how to sharpen tools properly, or where to have it done. 

Inspect tools regularly to note damage such as mushroomed striking heads, loose or cracked handles, and bent or sprung jaws.  Repair or turn in all damaged tools before they injure you or someone else. 

Tools not in use should be put away properly, on racks, or in suitable tool boxes.  If it is necessary to carry tools with you, use a holster or sheath to protect the cutting edges and pointed ends to avoid injury to yourself or others. 

Use the right tool for the job.  Using a wrench instead of a hammer, a screwdriver instead of a chisel, a file or screwdriver instead of a punch, results in damaged tools and injuries. 

14. When Using Portable Electric Tools – Never use portable electric equipment unless you know it is in good condition.  Questionable items should be inspected and tested by qualified maintenance personnel.  Always report defective parts on any piece of equipment. 

Portable electric tools should always be grounded, either at the frame or by use of a three-wire conductor and plug. 

In wet locations, wear rubber boots and gloves or stand on good insulating mat or platform.  Use only low voltage equipment in such locations if possible. 

Never use, or attempt to repair, power equipment with which you are not familiar. 

Electrical cords should be protected from damage by oil and should not be left in aisles where they may be run over by trucks, equipment, or cause a tripping hazard. 

FIRST AID AND HEALTH
First Aid is the immediate and temporary care given the victim of an accident or sudden illness until the services of a physician can be obtained. 

Some good practices to follow are:

1. If you are injured, no matter how slight the injury, report it and get First Aid at once. 

2. If you become ill when at work, do not continue on the job, but report to your supervisor.  He/she will see that you get proper medical aid. 

3. Do your part to keep washrooms and toilets clean and sanitary.

4. Keep First Aid supplies in a sanitary and usable condition. 

5. First Aid Kits are required for all work crews. 

6. An adequate supply of drinking water shall be provided. 

OPERATION OF CITY VEHICLES
The operation of a City-owned vehicle is a privilege that should not be abused at any time. 

Suggested Guidelines for Establishing Motor Vehicle Record Checks and Driver Certifications:

1. All City vehicles shall have an operational and safety inspection by their assigned operators or other assigned inspector (daily “walk around” inspections).  Vehicles should be taken to the City Service Center on at least an annual basis for an operational inspection. 

2. All vehicles having any condition that would interfere with its safe operation shall be immediately removed from service and necessary repairs made to bring the vehicle into a safe operating condition before any future operation of that vehicle. 

3. There shall be an effective “preventative maintenance” for all City vehicles to keep them in a safe operating condition.  The preventative maintenance shall include the necessary forms and reports to continually evaluate the operational and safety conditions of the vehicle.  Contact the Service Center for details. 

4. All drivers shall have a valid Arkansas driver’s license. 

5. The City of Cabot shall determine the validity of each driver’s license upon hire.  Employees shall, thereafter, be obligated to immediately give written notification to his/her department head of the revocation of the individual license or of any moving motor vehicle violations received.  Drivers who violate this obligation will be subject to disciplinary action that could result in suspension or termination.  Once reported, the Department Head and Human Resources Director shall evaluate each driver’s driving record and determine if any infractions on that record should be cause for removing the privilege of driving City vehicles. 

SAFE DRIVING PRACTICES FOR CITY DRIVERS
1. All drivers of City vehicles shall observe all Arkansas Department of Motor Vehicle laws and regulations, especially as they apply to the operation of emergency vehicles. 

2. The City of Cabot shall establish an effective enforcement program to ensure that all applicable laws and regulations are complied with, and that appropriate and effective disciplinary measures are taken to assure the success of the program. 

a. Develop safe driving habits and attitudes. 

b. Maintain physical and mental alertness.

c. Your vehicle, especially the brakes, lights, steering, tires, horn and wipers must be kept in operating condition.

d. Operators of City vehicles should perform the following checks before initially starting your vehicle.  This procedure should be performed once a day.  There is no need to repeat the procedure if it has already been performed.  Self-inspection forms should be used to document that the inspections are performed. 

(1) Check all lights, including tail lights and turn signals.

(2) Check the horn, siren and emergency lights.

(3) Check gas, oil and water.

(4) Check brakes.

(5) Check tires for inflation.

(6) Clean the windshield, windows and mirrors.

(7) Replace windshield wipers that are worn.

(8) Check condition of spare tire.

(9) Check emergency equipment: first aid kit, fire extinguisher, etc.

e. Expect the unexpected.

f. Know your stopping distance. 

STOPPING DISTANCES
SKID CONTROLS:
Skidding is one of the hazards of pursuit driving and plays a significant role in accident rates.  The experienced driver can reduce the seriousness of the skid. 

Remember that the chances of a car rolling over on a flat, smooth surface are practically non-existent regardless of the type of maneuver attempted.  Spin-out tests conducted at high speeds show that an automobile remains fairly level on the roadway during such maneuvers.  It is very different, however, if the vehicle strikes a solid object or loose surface materials. 

BASIC SKID RULES:
1. Use the brakes only when steering control is re-established.

2. Take your foot off the gas – do not use power.

3. Steer in the direction of the skid until you are under control, then counter-steer to compensate for the skid. 

VEHICLE OPERATIONS REGULATIONS:
1. When an employee is backing up a vehicle and does not have a clear view of the entire rear area, he/she will be assisted by a ground guide.  The ground guide is the second person in the vehicle.  He/she will get out and guide the vehicle back using the appropriate hand signal and voice signal.  If the driver is alone, he/she will get out of the vehicle and inspect the area behind before backing up. 

2. Riding on the sides, toolboxes, tailgates, or roof of any truck is prohibited.  Further, standing in the back of any truck is not permitted.  Riders will sit down in the carrying area. 

3. Riding on running boards of trucks is prohibited.

4. Except in authorized emergencies employees shall adhere to posted speed limits. 

5. Drivers will direct their full attention to driving.  Necessary inspections of streets, trees, signs, etc., will be made by a second person other than the driver. 

6. During periods of limited visibility or any time windshield wipers are in use, the headlights will be turned on. 

7. Trailers are to be fastened securely to hitches.  Safety pins in pintail locks will be used.  Safety chains will be crossed under the hitch and securely fastened before moving the vehicle.

8. All items that might be transported either in a truck or trailer, which may move around during transport, will be secured. 

9. No more than three (3) people will ride in the front seat of any vehicle.  Where only two single seats exist, only one rider per seat. 

10. Before initial use of any vehicle each day, the driver will walk around and inspect the vehicle for damage, inoperable lights, loose hardware, tire condition, or any other condition that might create an unsafe situation. 

11. Any deficiency encountered will be reported to a supervisor immediately.  It will be the supervisor’s responsibility to insure that appropriate action is taken to correct the problem. 

12. Each Department will create their own policy regarding employee’s use of personal and/or City cellular phones while operating a vehicle on City business.

No employee will be directed to operate a vehicle for which he/she does not have the appropriate classification of driver’s license.  To do otherwise is a violation of state law and would be the total responsibility of that employee if found to be in violation of licensing limits.  In addition, an employee will be adequately trained to operate, including safety procedures, tire and wheel changing procedures and vehicle maintenance requirements that pertain to the operator.

All drivers of City-owned vehicles and those using their personal vehicles while performing City business shall comply with all applicable laws of the State of Arkansas as well as the following regulations:

PARKING:
1. City vehicles are not to park in “NO PARKING” zones except in emergency situations or in required performance of official duties.  While a vehicle is parked in a “NO PARKING” zone, emergency blinkers will be turned on.

2. City vehicles should not be left unattended with ignition key left in the ignition unless vehicle is locked.  The only exception will be emergency vehicles when in emergency situations such as rendering aid at an accident.

3. When possible, vehicles will be locked when not occupied.

EQUIPMENT:

1. Operators and passengers will wear their seat belts at all times. 

2. Doors may not be removed from vehicles or tied open.

3. Turn signals will be used by drivers at all times in ample time to warn oncoming or following vehicles of the intent to turn.

4. Drivers will insure that windows, headlights, tail lights and wipers are clean and operational at all times.

5. Tailgates will be up and locked when vehicles are in motion.  If a vehicle’s function requires the tailgate to remain in the open position, a red flag will be attached to the outward corners of the gate.

6. The driver of the vehicle is responsible to see that all necessary conditions are met on his vehicle before he operates it. 

7. If the vehicle does not have a tailgate, but is loaded, the driver of the vehicle will insure that the load is secure on the truck and that over-hangs are properly marked according to state law.

8. All loads must be properly secured in the bed of the transport vehicle to prevent the load from shifting forward through the rear window. 

9. Do not stow gear (hard hats, etc.) on rear deck of vehicles.  These objects become deadly projectiles in a sudden stop situation. 

SPECIAL EQUIPMENT:
1. Special equipment such as tractors, hi-lifts, graders, plows, cranes, or any unit which has special devices added for specific types of work, will receive informal instruction by the supervisor prior to use by a driver.  This special training will include the following:

a. Explanation and demonstration of all control devices;

b. Explanation and demonstration of all safety equipment;

c. Maintenance items such as fuel, water, oil or other minimum operating needs of the unit;

d. Demonstration of operation; and

e. Instruction in driving to and from or on and off trailer, parking procedures, and method for securing. 

2. Passengers will ride only in seats designed for passengers on special equipment; exceptions may be given to individuals who are participating in the training process. 

3. Operators will always view the area around the vehicle and have a person guiding them when backing up a vehicle.

4. Construction-type equipment will travel at less than 20 mph – WITHOUT EXCEPTION.  This equipment will use the right lane except when a left turn is required.  Right-of-way will be given to all other motor vehicles.

SAFETY EQUIPMENT
The City of Cabot will provide a limited amount of safety equipment – not all safety equipment will be provided by the City.  Only personal protective equipment (PPE) needed to perform routine operations shall be issued to the appropriate departments.  The designation and use of PPE for all jobs that have an inherent injury potential shall be issued to employees. 

Safety equipment includes, but is not limited to:

Work Boots:
To protect the feet against possible injury from articles that can be dropped from vehicle wheels, machinery and nail punctures. 

**SPECIAL NOTE**  Work boots shall be purchased by the employee; the City of Cabot will not cover the cost.  EMPLOYEES WORKING IN HAZARDOUS AREAS SHALL NOT WEAR SNEAKERS, LOAFERS OR SANDALS.
Not all City employees will be required to wear work boots.  Employees who are required to wear work boots are listed below:

1. Employees who operate mowing equipment; and

2. Employees who are exposed to heavy construction equipment such as road work, recreation clean-up in the City’s parks and employees who operate heavy mechanical equipment.

Rain Gear:
To be worn in inclement weather.

Gloves:
To be worn in inclement weather.  Refuse Collectors shall use gloves provided by the Public Works Department to protect from cuts, needle sticks, etc., on a regular basis. 

Protective Headgear:
To protect the head against falling objects, head bumping situations, or electrical conductors.

Goggles, Face Shield or Safety Glasses:
To guard against airborne debris, dust, flying particles, chips, chemicals, compressed air, paint spray, weed control, heat or injurious rays.

Hearing Protection:
To guard against prolonged exposure to noise exceeding sound tolerance levels, as defined by law.

Respiratory Protection:
To filter or otherwise prevent toxic substances from entering the respiratory system during pesticide and paint spraying, sand or abrasive blasting, concrete cutting or drilling, chemical dusting and welding of certain metals. 

Protective Clothing:
Such as gloves, sleeves, aprons, leggings and full suits to protect against wounds, abrasions, bumps, slag and hot melted materials. 

Life Preservers:
To be worn while working over water reservoirs or in pollution control area. 

Each individual will be responsible for maintaining the safety equipment issued by the City.  Each employee will sign for personal safety equipment.  If an employee loses or damages the equipment issued to them (if damage is not due to age and normal wear and tear), they will have to replace the equipment at their own expense.

SPECIAL APPLICATION TOOLS
Request for equipment not immediately available should be directed to the supervisor. 

It is the employee’s responsibility to use the provided PPE; failure to do so may subject the employee to disciplinary action.  If an injury results from an employee who refuses to wear or negligently wears his/her safety equipment, the employee may be found liable for the injury and he/she may have to pay damages. 

ADDITIONAL SAFETY EQUIPMENT

Other protective equipment is provided in order to protect employees and citizens from unnecessary exposure.  This includes barricades, cones, warning signs, warning lights and many other specialty items. 

If employees have any questions about their safety equipment, consult a supervisor for more information. 

SPECIFICATION OF PERSONAL PROTECTIVE EQUIPMENT
Supervisors will specify the use of protective equipment for all jobs that have an inherent injury potential.  Supervisors shall coordinate detailed specifications for the design, purchase and use of all protective equipment, the purchasing department and the users. 

UNDERGROUND DIGGING
Underground digging can lead to serious problems.  Underground utility lines can be ruptured or destroyed; therefore, employees who engage in this activity should take certain precautions.  If a City employee is assigned a job task that involves digging, the employee’s supervisor will contact Arkansas-One-Call @ 225-3914, two (2) working days before performing digging operations. 

The supervisor shall provide Arkansas-One-Call with the direct location for proposed digging.  In return, Arkansas-One-Call will determine if the area is safe.  In many cases, Arkansas-One-Call will send a representative from its organization to examine the area.  It should be emphasized over and over again – NO CITY EMPLOYEE SHALL ENGAGE IN UNDERGROUND DIGGING WITHOUT THE CONSENT OF ARKANSAS-ONE-CALL.
Underground utilities are usually marked or color coded.  The majority of Arkansas’ underground utilities are color coded.  Each color represents the following:

	ELECTRIC
	E
	RED

	GAS/OIL
	G
	YELLOW

	SEWER
	S
	GREEN

	COMMUNICATIONS
	TELEPHONE
	ORANGE

	WATER
	DRINKABLE
	BLUE

	WATER
	RECLAIMED
	PURPLE

	PROPOSED DIGGING
	
	WHITE


**SPECIAL NOTE**

After a supervisor has received clearance to dig in a designated area, the supervisor will instruct the employee to observe the area while he/she is digging.  If an employee observes any of the markings or color-coding mentioned above, the employee will stop digging immediately and notify his/her immediate supervisor.  The supervisor shall contact Arkansas-One-Call.

ROAD REPAIR AND MAINTENANCE SAFETY
SAFETY:
The best solution to controlling traffic when repairing roads is to redirect the traffic to another road.  If this is not possible, advance warning to motorists, proper barricades, flagman and other traffic controls must be used. 

General safety precautions for road maintenance:

1. When street work is to be performed, preparations should be made for traffic and pedestrian safety before work actually begins. 

2. If traffic is affected by the operation, proper signs will be used to warn in advance of work area (construction ahead) and traffic control signs in and around the work area will be properly placed and maintained through the period when work or traffic obstructions exist. 

3. Flashing signs will be kept on vehicles during the entire operation of sign placement. 

4. Signs will be in accordance with Arkansas Department of Labor regulations and City policy. 

5. Where barricades and signs are used overnight, supervisors will examine work area for proper placement at the end of the workday before leaving the site. 

6. Nighttime work requires a steady or flashing yellow light system for alerting traffic to roadwork.

7. Where traffic must be periodically stopped or obstructed by workers or equipment in the traveled portion of the roadway, a flagman with protective vest will be used. 

8. All workers in or near the roadway will wear reflective vests while at the work site. 

9. Road maintenance workers must ride in seats and their safety belts must be fastened.  No riding in truck bed will be allowed. 

10. Riders are forbidden on the outside of the truck, under all circumstances.  Do not use or put temporary seats in the back of open trucks. 

11. All gear stored in vehicles must be fastened in place on racks or in storage compartments.  Because loose gear can fly around and become a hazard in a sudden stop, special barriers should be placed in trucks that need them. 

12. Life jackets shall be worn by personnel working near or over water. 

13. First aid kits should be provided for each work crew.

14. When streets are significantly obstructed or closed for any period of time, the Police and Fire Departments will be notified of the situation and be given an estimate of the duration of closure.

15. The supervisor is responsible for checking with the local utility companies for possible underground cables before starting any excavation work. 

16. Department employees should report hazards caused by work or equipment on streets or roads by outside contractors to their supervisors.

17. To minimize hazards from passing traffic, road crews should park legally, as far out of the traffic lanes as possible, and preferably off the shoulder of the road. 

OFFICE SAFETY
1. Use handrails when ascending and descending stairs (when applicable).

2. Do not stand on chairs, boxes, etc., to make overhead repairs or reach for supplies - use a stepladder.

3. Maintain passageways, keeping them clear of obstructions. 

4. Do not open more than one file cabinet drawer at a time. 

5. Always close file cabinet drawer when you leave the cabinet. 

6. Make sure that fingers are on the handle of the paper cutter before pressing down on the blade.  Keep blade in closed position when not in use. 

7. Keep fingers away from ejecting slot when loading or testing stapling tools. 

8. Do not leave open scissors lying on top of desk or in desk drawers.  Always close scissors when you are through using them. 

ORDINANCE NO. 18 OF 1993:
Smoking is Prohibited:  Smoking In Cabot City Buildings is prohibited.  

Penalties:  A civil penalty not to exceed $25.00 will be levied against violators of this ordinance.  Each day such violation continues shall constitute a separate offense.

TEMPERATURE EXTREMES

Severe sunburn and illnesses caused by exposure to weather are among the most unnecessary of occupational hazards.  Still, these minor problems may cause considerable trouble.  Employees should use sunburn preventive lotions in the early part of the hot season and should minimize their exposure by wearing shirts and hats.  The City of Cabot is not responsible for supplying sunscreen lotion.  Drinking water should be supplied for all workers exposed to heat extremes; however, taking steps to ensure against dehydration, such as increasing fluid intake, is ultimately the employee’s responsibility.  NO SALT tablets shall be distributed or provided. 

Cold weather requires layered clothing, sweaters, or windbreakers, preferably water repellent.  Protect your face; wear a muffler or mask over your mouth to protect lungs from cold air.  Wear mittens rather than gloves.

Rapid cooling of exposed skin increases susceptibility to frost-bite, which causes loss of feeling and white or pale appearance in fingers, toes, tip of nose and earlobes.  Get medical attention immediately. 

Hypothermia occurs when the body begins to lose heat faster than it can produce it.  Symptoms are uncontrolled shivering, slurred speech, memory lapses, fumbling hands, stumbling, drowsiness and exhaustion. 

If any of these symptoms occur, get the person into dry clothing.  Wrap in a blanket, give warm drinks and get medical help. 

POISON IVY, OAK AND SUMAC
Every year a certain number of public employees come into contact with poison ivy, poison oak or poison sumac.  To help prevent the allergic or sensitive reactions to these plants, workers must be able to first identify them.  

Poison ivy first appears in the Spring as small red leaflets, which rapidly become bright green.  Each leaf consists of three leaflets that are two to four inches long, irregular and notched along their margins.  The old saying, “Leaflets three, let it be” is a reminder to beware of poison ivy. 

In early Summer small clusters of greenish-white flowers form where the leaf and stem join.  Each flower develops into a white or cream-colored berry about the size of a raisin.  The berries are especially helpful in identifying poison ivy during the winter. 

Poison ivy is a woody perennial that may grow as a low shrub or a tall climbing vine.  It climbs by means of aerial roots, which become attached to such supports as posts, tree trunks and rock fences.  Vines several years old are usually woody and one inch or more in diameter.  

Seeds, often carried to uninfested areas by birds and underground rootstocks that send up leafy shoots for several yards from the main stems, account for the rapid spread of poison ivy. 

The toxic substance in poison ivy is oil that is present in the plant throughout the year.  The oil from direct contact with the plant can poison you, or the oil may be carried on your own clothing, on the fur of pets, or in smoke from burning poison ivy. 

Dead poison ivy leaves and vines are still toxic; workers should use heavy gloves to collect the plants for burial.  If burial is not feasible, put the leaves and vines in bags and dispose of them at the recycling center. 

Poison sumac, unlike poison ivy, grows as a coarse woody shrub, never as a vine.  It is found in swamps and other wet areas.  There are many non-poisonous sumacs.  They have red flowers and fruit normally in the top of the plant.  Poison sumac has green flowers and loose clusters of white fruit.  It has the same poison material as poison ivy and causes the same reaction in people. 

Poison oak usually does not climb as a vine, but occurs as a low-growing shrub.  Stems generally grow upright with slender branches that are covered with fine hairs, giving the plant a downy appearance.  Leaflets occur in threes, as in poison ivy, but are lobed, resembling oak tree leaves. 

Wise use of chemical weed killer is the best way to destroy poison ivy, poison oak and poison sumac with the least risk to the person doing the job. 

TREATMENT OF POISON IVY, OAK AND SUMAC:
If you come into contact with poison ivy, wash the contaminated area with a strong soap.  If you do this quickly enough, you may remove the poisonous oil before it enters the pores of the skin.  Always wear long sleeve shirts and long pants when working in areas where you suspect the presence of these poisonous plants. 

SNAKE BITES
Snakebites are very common among individuals who work in outdoor areas.  It is important for employees to know what type of procedures to follow. 

There are several Venomous Snake Species; they include the pit viper (rattlesnake, cottonmouth and copperhead), and coral snake.  The coral snake is especially dangerous because it attacks the central nervous system. 

WHAT TO DO IF BITTEN:
Individuals should not try to not use any type of treatment.  The injured individual should be transported to the nearest medical facility.  Snakebites may evolve into a very serious ordeal.  Therefore, it is essential that an individual should not use their own techniques.  Individuals who apply their own treatment to the bite victim could be found liable if the victim experiences major complications. 
SPIDER BITES
Individuals should place an icepack on the wound.  The same procedure outlines in the section above should be applied.  The employee should be immediately transported to the nearest medical facility for treatment. 

BEES, WASPS AND ANT STINGS
If an individual is stung by any of the three insects mentioned above, certain safety precautions should be taken.  Some individuals may experience an allergic reaction.  Allergic reactions are not to be taken lightly.  Extreme cases of allergic reaction could result in death. 

It is important to follow the procedures listed:

1. Place an icepack on the bitten area;

2. If available, use a sting capsule on the wound.  These capsules can be found in a first aid kit;

3. If no apparent shock or allergic reaction is present, continue to apply icepack to reduce swelling; and

4. If the individual experiences any type of allergic reaction or shock, he/she should be immediately transported to the nearest medical facility. 

SNOW SHOVELING
If you must manually shovel snow, lift with your legs!  For the best leverage, keep your hands far apart, legs bent at the knees and your back straight.  Don’t load the shovel, especially if the snow is heavy (wet).  Don’t twist when throwing snow and don’t throw snow higher than waist level.  Use a snow “pushing” shovel whenever possible.

INCLEMENT WEATHER: DUE TO SNOW & ICE OR OTHER DISASTER
Employees unable to report to their duty assignment due to inclement weather or disaster must notify their Supervisor as soon as possible for proper instructions.  It must be recognized that certain essential personnel are expected and required to report to their duty station because of the nature of their work and should attempt to do so if at all possible.  In the event it is impossible, it is imperative that the employee attempt to notify his/her Supervisor through available means.  No extra pay will be given for those who do report, however, those who cannot report will not be required to use annual leave or discretionary leave. With approval through Human Resources, a supervisor may make the determination whether it was reasonable that an employee could have reported for duty but did not do so.  He/she may be required to take annual leave or discretionary leave for the time off. 

LADDERS AND SCAFFOLDING
1. The use of ladders with broken or missing rungs or steps, broken or split side rails, or other faulty or defective construction is prohibited.  When ladders with such defects are discovered, they shall be immediately withdrawn from service.  Inspection of metal ladders shall include checking for corrosion of interiors of open-end hollow rungs. 

2. Portable ladders shall be used at such a pitch that the horizontal distance from the top support to the foot of the ladder is about one-quarter of the working length of the ladder (the length along the ladder between the foot and the top support).  Ladders shall not be used in a horizontal position as platforms, runways or scaffolds. 

3. Ladders shall not be placed in passageways, doorways, driveways or any location where they may be displaced by activities being conducted on any other work, unless protected by barricades or guards. 

4. Portable metal ladders shall not be used for electrical work or where they may contact electrical conductors.

5. The footing or anchorage for scaffolds shall be sound, rigid and capable of carrying the maximum intended load without settling or displacement.  Unstable objects such as barrels, boxes, loose bricks or concrete blocks shall not be used to support scaffolds or planks. 

6. Any scaffold, including accessories such as braces, brackets, trusses, screw legs, ladders, etc., damaged or weakened from any cause, shall be immediately repaired or replaced. 

7. Scaffold planks shall extend over their end supports not less than 6” nor more than 12”.

8. The poles, legs or uprights of scaffolds shall be secure, solid, and firmly braced to prevent swaying and displacement. 

9. Slippery conditions on scaffolds shall be eliminated as soon as possible after they occur. 

FIRE SAFETY
There are many causes and types of fires, and fires produce only bad results: injuries, loss of life, damage and loss of materials, property and jobs. 

1. Clear access must be maintained to all fire extinguishers, fire alarm boxes, fire passageways, stair wells, hydrants, hoses or any fire protection equipment. 

2. Storage must be at least 3 feet from heaters and 18” below sprinkler heads. 

3. Place all rags containing flammable fluids in a fireproof container.  Oily waste and finishing cloths must be disposed of properly in a safety can. 

4. Wherever possible, fire extinguishers and alarm boxes should be located at exits.  Make it a point to immediately become familiar with all escape routes provided to you.

5. Flammable liquids shall not be stored directly in the path of or near a hot blower.  The heat may cause excessive pressure in the containers. 

6. Flammable liquids or materials should be stored in metal cabinets and each container should have its lid secured. 

7. Follow all manufacturers’ instructions carefully when using flammable materials. 

8. Assure that all products containing flammable chemicals are properly labeled. 

9. Clean up spilled flammable liquids immediately.  Eliminate sources of ignition and dispose of cleanup waste or rags in a metal safety container. 

10. Flammable liquids shall be stored in safety cans for shop and field operations. 

11. When transferring flammable liquids from one container to another, the containers shall be bonded.  One of the containers shall also be grounded to eliminate static electrical charges.  Proper HAZCOM labeling procedures must be followed. 

12. Observe “NO SMOKING” area restrictions. 

MATERIALS HANDLING
1. Know the safe way to lift equipment and material.  Use caution when lifting or lowering any item of significant weight. 

2. Always request assistance in handling heavy loads or loads of bulky size or shape. 

3. Keep hands away from pinch points; such as between walls and objects being handled, to prevent crushed fingers and hands. 

4. Use the proper equipment for moving or lifting the load. 

5. Remove exposed nails from all lumber, crates, etc., before handling. 

6. When piling materials for storage, make sure the base is firm and level.

7. Stand clear of flying material when cutting metal or wire straps.  Warn others of danger.

8. Make sure the path through which you must move material is free of traffic, tripping hazards and other dangers. 

9. Have someone guide you if you must walk backwards when carrying a load.

10. Use gloves when handling materials that have slivers, burrs, rough or sharp edges, and hot or slippery surfaces. 

11. Special shapes – barrels, drums, etc., will require special lifting bars and/or a helper to handle safely.  When rolling, push on sides with hands – do not use feet.

12. When using pry bars and crow bars - get a good bite, position hands so that if the bite slips, hand or fingers will not be pinched.

13. In team carrying, have one person give signals, lift together, walk in step and carry long objects on the same shoulder. 

14. Use hand-trucks or other special equipment to handle compressed gas cylinders. 

GENERAL SAFETY

1. At least one portable fire extinguisher shall be located outside of, but not more than 10 feet from, the door opening into any room used for storage of more than 60 gallons of flammable liquids. 

2. At least one portable fire extinguisher shall be located not less than 25 feet from any flammable liquid storage area located outside. 

3. Flammable liquids shall be kept in closed containers when not actually in use.  Flammable liquids themselves do not burn or explode, but the vapors do, and being heavier than air, they flow along the floor or ground for quite a distance at times and may be ignited at some remote area and flash back to the dispensing area. 

4. Employees should avoid spillage or overflow of liquids when filling tanks of vehicles, operating equipment, portable containers, etc.  If a spillage occurs, clean area immediately.  Spread sand or some other absorbent material; shovel material into a proper container and dispose of the material.  The disposal should comply with State Environmental Regulations. 

** STOP MOTORS WHEN REFUELING**
5. Always use flexible spouts on portable containers when used to fill gas tanks or other containers and keep spout in constant contact with the rim of the tank or container opening during dispensing operations. 

6. Smoking and use of open flame or other sources of ignition in vicinity of filling or dispensing operation are prohibited.
7. Do not talk on radios or cell phones while refueling. 

FIREFIGHTING EQUIPMENT
1. Report any empty fire extinguishers.

2. Check the tags on all fire extinguishers – they should date back no more than 12 months.

3. Extinguishers should be mounted on brackets; they should not be placed on the floor. 

4. Make sure that extinguishers are clearly visible to all employees.

5. Make sure that all employees know how to use the different types of extinguishers.  Instructions should be placed on or near all extinguishers. 

HOUSEKEEPING AND MAINTENANCE
Good housekeeping means not only cleanliness and good maintenance, but also an orderly and efficient arrangement of materials, operations, tools, equipment, supplies and storage facilities in general. 

1. Keep yard areas free of unnecessary combustibles, dry grass, weeds, rubbish, trash, litter, etc.

2. Spillage of sand and gravel should be cleaned up immediately. 

3. Clean up liquid spills promptly. 

4. All stairways, platforms and catwalks, as well as ramps and steps, must be kept free of unnecessary parts, tools, equipment, oil, gravel, etc.

5. Maintain all buildings in a neat and clean condition with clear passageways to exits, fire extinguishers, switch gears, etc.

6. Maintain roadways and walkways free of obstruction and holes. 

7. Keep work areas and passageways free of tripping hazards such as old scrap metal, oil spills and other miscellaneous gear. 

APPENDIX: A


SELF-INSPECTION FORM













     Yes   No

	Housekeeping


	Is the work area clean and orderly?
	
	

	Floors
	Are floors in good condition – smooth, clear surfaces, without holes, cracks or lumps?
	
	

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

	Stairways


	Are stairs in good condition with handrails?
	
	

	Storage
	Are materials, products or supplies properly and safely stored to a workable height?
	
	

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

	Machines & Equipment
	Are machines and equipment in safe operating condition?

Are necessary guards provided and used?


	
	

	Hand Tools
	Are the right tools for the job being used?

Are they in good condition?
	
	

	Electrical
	Are all required grounds provided on power tools and extension cords?  Is equipment in good operating condition?
	
	

	Lighting


	Is adequate lighting provided in all work areas?
	
	

	Eye Protection
	Are all employees provided with suitable eye protection when around operations that produce flying particles?
	
	

	First Aid


	Are first aid supplies provided if needed?
	
	

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

	Entrances


	Are entrances kept dry or provided with non-skid mats?
	
	

	Exterior (sidewalks, parking lots, etc)
	Are sidewalks and parking lots smooth and free of cracks, holes and tripping hazards?


	
	

	Training
	Are employees trained in proper lifting techniques and material handling?
	
	

	Signs


	Are safety inspections and warning signs posted where needed?
	
	


Department: ____________________________________________________

Location: _______________________________________________________

Inspection by: ___________________________________________________

Date: __________________________________________________________

APPENDIX B:



SAFETY HAZARD RECORD

Date: _________________ Day of Week: _____________________ Time: _________________AM/PM

Location: ___________________________________________________________________________

HAZARD DESCRIPTION: ____________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
RECOMMENDATION: _______________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
DATE CORRECTION WAS MADE: ____________________________________________________

FOLLOW UP CONDUCTED BY: ______________________________________________________

APPENDIX C:


ACCIDENT INVESTIGATION FORM
Date of this report: __________________________

Injured Employee: ______________________________________________________ Age: __________

Depart/Job Title: ______________________________________________________________________

Time of Injury: ________________________AM/PM

Where Injury occurred: _________________________________________________________________


Nature of Injury/Property damage: ________________________________________________________

____________________________________________________________________________________

Object or equipment that inflicted the injury, if applicable: _____________________________________

____________________________________________________________________________________

Describe the Incident (what happened)_____________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
____________________________________________________________________________________

____________________________________________________________________________________
____________________________________________________________________________________
What were the contributing factors? ______________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
Witnesses:

______________________________________
_________________________________________

______________________________________
_________________________________________

______________________________________
_________________________________________

What action(s) are being taken, any by whom, to prevent recurrence of this type of injury in the future? ___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
Was the report to supervisor or first aid delayed? ____________________________________________

If yes, why? _________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Was medical treatment required?   Y/N
Who administered? ________________________________

Where was medical treatment administered? ________________________________________________

APPENDIX C:


ACCIDENT INVESTIGATION FORM
What is severity potential for lost time?


High/Major____
Medium/Serious_____
Low/Minor_____

Probable Recurrence Rate:  Frequent______     Occasional ______     Rare______

________________________________________________
Date: ____________________

SUPERVISOR SIGNATURE:

________________________________________________
Date: ____________________

INVESTIGATED BY:

________________________________________________
Date: ____________________

REVIEWED BY:

APPENDIX D:


DRIVER’S VEHICLE CHECK LIST

Vehicle Type: _______________________   Vehicle Number: _____________________

Check the following items prior to operating the vehicle for the first time each day:


Brakes




Gages


Horn




Leaks


Mirrors



Tires


Lights




Fluid Levels- water, oil, fuel, hydraulics

Duty specific equipment such as:  radar, chainsaw, etc.

Month: _________________________

Day:









(Sign and Print Name)

1st- Driver’s Signature______________________________________________________

2nd- Driver’s Signature_____________________________________________________

3rd - Driver’s Signature_____________________________________________________

4th - Driver’s Signature_____________________________________________________

5th - Driver’s Signature_____________________________________________________

6th - Driver’s Signature_____________________________________________________

7th - Driver’s Signature_____________________________________________________

8th - Driver’s Signature_____________________________________________________

9th - Driver’s Signature_____________________________________________________

10th - Driver’s Signature____________________________________________________

11th - Driver’s Signature____________________________________________________

12th - Driver’s Signature____________________________________________________

13th - Driver’s Signature____________________________________________________

14th - Driver’s Signature____________________________________________________

15th - Driver’s Signature____________________________________________________

16th - Driver’s Signature____________________________________________________

17th - Driver’s Signature____________________________________________________

18th - Driver’s Signature____________________________________________________

19th - Driver’s Signature____________________________________________________

20th - Driver’s Signature____________________________________________________

21st - Driver’s Signature____________________________________________________

22nd- Driver’s Signature____________________________________________________

23rd - Driver’s Signature____________________________________________________

24th - Driver’s Signature____________________________________________________

25th - Driver’s Signature____________________________________________________

26th - Driver’s Signature____________________________________________________

27th - Driver’s Signature____________________________________________________

28th - Driver’s Signature____________________________________________________

29th - Driver’s Signature____________________________________________________

30th - Driver’s Signature____________________________________________________

31st- Driver’s Signature_____________________________________________________
APPENDIX E:


ACCIDENT / INJURY ANALYSIS FORM
DATE OF REVIEW:
​​​​​​​​​​​​​​​​​​____________________________________________________

REVIEW PERIOD
From: _______________________ 

To: __________________________

REVIEWED BY:

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

DOCUMENTS / DATA REVIEWED:

Incident Report



[  ] Yes
[  ] No
[  ] No Report

Accident Investigation Reports

[  ] Yes
[  ] No
[  ] No Report








Hazard Reports



[  ] Yes
[  ] No
[  ] No Report

Inspection Reports



[  ] Yes
[  ] No
[  ] No Report

OSHA Log




[  ] Yes
[  ] No
[  ] No Report








CONCLUSION: ___________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

ACTIONS TO BE TAKEN: _________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________






DIARY DATE:__________________________________

APPENDIX F:


SAFETY HAZARD REPORT
DATE: ​​​​​​​​​​​​​​​______________________ DAY OF WEEK: ____________________________

TIME: ______________________ LOCATION: _______________________________
	HAZARD DESCRIPTION
	RECOMMENDATION

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Superintendent/Manager’s Signature: ____________________________________

Date: ____________________________

APPENDIX G:

ANNUAL HEALTH AND SAFETY PLAN REVIEW

NEW EXPOSURES IDENTIFIED:

_____________________________________________________________________________________

______________________________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________________________

ACTION TAKEN:

_____________________________________________________________________________________

______________________________________________________________________________________________________
_____________________________________________________________________________________

______________________________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________________________________________

REVIEWED BY / DATE REVIEWED:

_____________________________________________________________________________________

______________________________________________________________________________________________________
_____________________________________________________________________________________

______________________________________________________________________________________________________
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