SAFETY POLICY 
It is the policy of [ORGANIZATION NAME] that the safety of its employees and the public is of chief importance. The prevention of accidents and injuries takes precedence over expedience. In the conduct of our business, every attempt will be made to prevent accidents from occurring.  [ORGANIZATION NAME] requires that its employees, as a condition of employment, comply with all applicable safety regulations as listed in the [ORGANIZATION NAME] Employee handbook, Safety Policy and the Fuels Reduction Safety Requirements(for applicable staff).
The designated safety coordinator for [ORGANIZATION NAME] is the Operation’s Director, who will be the primary contact for safety-related matters. All employees will receive an orientation to the safety rules and [ORGANIZATION NAME] policy upon initial employment, and are encouraged to bring to the attention of their immediate supervisor any unsafe conditions or practices. Supervisors will communicate these concerns to the safety coordinator, who will respond to this concern within 24 hours.
Although it is not the desire of the Board or Executive staff to unduly punish employees for accidents, this is not a progressive discipline system and any gross and willful safety violation may lead to an employee’s termination without prior instruction or warning. Management reserves the right to impose whatever disciplinary action it deems appropriate.
These general safety rules are designed to provide you with knowledge of the recognized and established safe practices and procedures that apply to many of the work situations you may encounter while employed at this organization.  It would be impossible to cover every work situation.  If you are in doubt about the safety of any condition, practice, or procedure, consult your supervisor for guidance.
1. ACCIDENT REPORTING: Report all accidents or near misses to your supervisor before the end of your shift.  Falsification of company records, including employment applications, time records or safety documentation will not be tolerated.
2. HAZARD REPORTING: Employees and other personnel are responsible for notifying a supervisor immediately of any unsafe condition and/or practice. 
3. SEAT BELTS: All employees and others who drive or ride in company vehicles or are on company business and drive their own vehicles must wear seat belts.
4. HORSEPLAY:  Wrestling, running, pushing, throwing any item in play or other disorderly conduct is forbidden while on the job.
5. MACHINERY: Report broken or malfunctioning equipment to your supervisor immediately.  Only trained, authorized employees or personnel are permitted to service or repair equipment and then only after deactivating all energy sources and locking out equipment. Only authorized machinery with all required guards will be used.  If you are not familiar with the safety operation of a piece of machinery, ask your supervisor for instruction.
6. HAZARDOUS MATERIALS: Follow proper use and handling procedures for all hazardous materials.  Do not use a chemical if you are not familiar with the hazardous properties or have not received and been trained on the required protective equipment. 
7. HOUSEKEEPING: All employees and other personnel are required to keep their work area clear of debris or other tripping or slipping hazards.  All debris must be disposed of properly in designated areas.
8. PERSONAL PROTECTIVE EQUIPMENT: Employees and other personnel must practice proper use, care and storage of personal protective equipment.
9. SIGNS/LABELS: Pay attention to all signs and labels. They are present as reminders for safety.
10. DRINKING WATER: Always drink from regular water fountains or approved water coolers.  Water from any other source may be unsafe to drink. 
11. HYGIENE:  It is each person’s responsibility to maintain personal hygiene particularly when working with hazardous chemicals. Eat or smoke only in designated areas, and always wash your hands before eating/smoking.
12. CONCENTRATE:  Most accidents can be avoided by concentrating on the job to be done.  Always be aware of your surroundings and what is going on around you.  Safety is a full-time job.
Safety Training
All new personnel (including Board members and volunteers) shall receive orientation and training from an experienced staff member when performing work for [ORGANIZATION NAME]. Program/equipment- specific training may be required. For example, personnel who will operate a chipper will receive specific training based on manufacturers recommendations, and those handling chainsaws shall have gone through chainsaw training as offered by [ORGANIZATION NAME]. Every two years, personnel will participate in a first-aid/CPR refresher course. Prior and after volunteer events, staff will provide a tailgate safety orientation and debrief. For additional Safety policy information, example planning, reporting and investigation forms, please refer to  the full safety policy, which each employee is supplied when they are hired or when it changes, and each employee is required to review and sign an acknowledgement of the review each year. 
Claims
1. All employees will be provided with an explanation of the Workers’ Compensation system and the benefits it will provide. Volunteers are covered on a separate volunteer policy. 
2. In the event of a work-related injury or illness, the injured person must report it to their immediate supervisor or the safety coordinator before the end of the work shift.
3. If the injured person needs immediate medical attention, they will be driven or sent to the nearest appropriate hospital or clinic.
4. If the injury is not an emergency, an appointment will be made with the designated medical provider as soon as possible.
5. An accident investigation will be conducted following all work-related injuries. The supervisor or safety coordinator will be responsible for interviewing the injured employee and all witnesses. 
6. The safety coordinator will report the claim by phone to [ORGANIZATION NAME]’s workman’s comp insurer within 24 hours of the accident. The phone number is available from either the Chief Executive Officer or the Office Manager. 
7. If the incident involved a death or a catastrophe (three or more persons admitted to the hospital) OSHA must be notified within eight hours.
8. The safety coordinator will use information from the accident investigation to identify changes that may help prevent future incidents.
9. For employee lost time claims, the supervisor will contact the injured employee at least once a week to answer questions, keep the injured employee informed of organization activities, and discuss return to work options.
10. The safety coordinator will contact the medical provider after each appointment to keep current on the employees work status and medical progress, and to ensure that appointments are being kept.
11. Modified duty procedures will be as follows:
· The medical restrictions will be evaluated by the employee’s supervisor, who will determine if the employee can return to their regular job duties.
· If the employee is unable to return to normal job duties, the supervisor will determine if the employee’s position can be temporarily modified to accommodate the restrictions.  
· If the job cannot be modified, the safety coordinator will evaluate other tasks or positions the employee may be able to perform until the medical restrictions are lifted.
· If the employee is unable to return safely to a modified position, the medical restrictions will be re-evaluated after each doctor's visit to ensure the employee is returned to work as soon as possible.

1. An entry will be made on the OSHA 200 Log for all cases involving medical treatment. (Employers with 10 or more employees)
2. Accurate records will be kept for all Workers’ Compensation claims. This file will document all communications regarding the claim and all records from the medical providers and [ORGANIZATION NAME]’s workman’s comp insurer.
