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SAFE WORK RULES

General Safety Rules for All Employees

1. Every injury, regardless of its nature or extent, will be reported to your supervisor. Failure to comply with this rule could delay the correction of the situation that caused the injury. 

2. The possession or use of alcoholic beverages on state property is prohibited. No worker will report for duty, or perform duties, while under the influence of intoxicants. 

3. The use of narcotics or tranquilizers by employees during working hours is prohibited unless under the supervision of a physician and knowledge of your supervisor. 

4. Do not remove, displace, damage, destroy or carry off any safety device, safeguard, notice, or warning. 

5. Do not engage in fighting, horseplay, or distraction of fellow employees. 

6. Do not attempt to lift anything that may be too heavy or bulky for your physical capacity. If in doubt, get help. 

7. Good housekeeping will be maintained in all work areas. Clean up waste materials promptly and completely after a job is completed. 

8. Observe all traffic rules and regulations when driving. 

9. Do not operate a piece of equipment unless you have been instructed in its use. 

10. Never use a box, bucket, chair, shelf, etc., as a ladder. Use only approved step stools or ladders. 

11. Observe and obey all safety signs and procedures in any area you are assigned to work in. 

12. Report all damaged or faulty equipment to your supervisor unless you are authorized to make repairs. 

13. Unauthorized persons will not make electrical or mechanical repairs or adjustments on equipment. 

14. Do not hang articles from building fire sprinkler system or insulated steam or water lines. 

15. Do not block or obstruct an aisle, passageway, hallway, stairway, escape way, or exit. Do not use these areas for storage. 

16. Do not block access to electrical panels. 

17. Do not block or cover fire extinguishers, fire alarms, or sprinkler heads. 

18. Approach doors slowly and open them with caution; someone may be on the other side. 

19. Fire doors must not be blocked open or locked in such a way that they cannot be opened in the exit direction. 

20. When using stairs, do not carry loads so large that the view of stair treads is obscured. Keep one hand free for the handrail. 

21. Keep stairs clear of all objects. Pick up anything you find on the stairs and dispose of it properly. 

22. Know where the fire extinguisher in your area is, how to use it, and for what types of fires it is rated. 

23. Gasoline or similar flammable solvents will not be used to clean floors, walls, or other surfaces, or for cleaning skin. 

24. Do not run power cords, computer cables, or telephone wires across walkways creating a tripping hazard. 

25. Do not use extension cords as a substitute for permanent electrical wiring. The only exception to this are “fused” multi-outlet strips that are “UL listed.” If extension cords are necessary for short-term use, use only heavy-duty cords. 

26. Report unsafe conditions or behavior to your supervisor or a member of management.

27. Wipe up all spilled liquids immediately, to prevent falls on polished floors. Place some type of warning marker near wet spots until dry.

28. Do not remove labels from chemical containers unless the containers are empty and have been thoroughly cleaned. Clean, empty containers may be used for other materials if proper new labels are affixed. 

29. Clean machine parts using only approved solvents and parts-washing baths specifically designed for such use. Use with adequate ventilation. Dispose of waste solvents through the safety office.
Lifting
1.  Do not lift of any item over 5 pounds.
Office Safety Rule

1. Flammable chemicals, such as duplicating fluid, typewriter cleaner, gasoline or paint thinner will not be used as a skin cleansing agent. 

2. Electrical or mechanical equipment that is defective shall not be used. Report all such equipment to your supervisor. 

3. Select shoes that provide comfort, support, and proper balance. 

4. Shoes with heels that are two inches or less in height, with rubber caps to prevent slips and falls, will be worn. 

5. Close a drawer to a filing cabinet as soon as you are through with it and before opening another. Use the handle for opening and closing drawers. Do not open more than one of the top drawers at the same time. Heavier materials will be kept in the lower drawers of filing cabinets. 

6. Keep fingers away from staple release mechanism when closing the stapler after filling. 

7. Keep fingers away from the cutting edge of paper cutters. Lock the paper cutter handle in the closed position when cutter is not in use. 

8. Store sharp knives, pencils, letter openers, thumbtacks, and scissors in separate boxes or compartments. If possible, knives will be protected by inserting the blade into an eraser or sheath. 

9. Be sure to obtain prompt first aid for paper cuts or other wounds that penetrate through the skin. 

10. Do not use electric cords that are frayed or defective. Power cords will be attached directly to the wall or floor outlet whenever possible. 

11. Extension cords must not be used to connect permanent electrical equipment. The only exception to this are "fused" multi-outlet strips that are "UL listed."

Fire Protection and Prevention

1. Fire extinguishers are to be mounted, clearly visible, and unblocked for immediate access.

2. Fire extinguishers shall not be removed from their assigned stations.

3. Report the use of any fire extinguisher to a supervisor.

4. Do not return a fire extinguisher to its holder if it has been used or the seal has been broken.

5. Employees are to know how to properly operate fire extinguishers.

6. When welding or cutting, suitable precautions shall be taken to ensure that smoldering metal or sparks do not cause a fire.

7. No person shall smoke or use open flames:

· where flammable or combustible solvents, liquids, or other flammable materials are stored, transported, handled, or used

· Where flammable or combustible compressed gases are stores, transported, handled, or used

· Where "NO SMOKING" signs are posted
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NEW EMPLOYEE JOB SAFETY ORIENTATION RECORD

EMPLOYEE’S NAME: _____________________________ DATE HIRED: _____________



SUBJECT






DATE TRAINED

INITIAL

Company Safety Policy Statement




_______________

________

Alcohol and Controlled Substances Policy


_______________

________

Employee Safety Responsibilities




_______________

________

Hazards associated with the work areas



_______________

________

General and job specific safety rules




_______________

________

Emergency procedures






_______________

________

Ergonomics








_______________

________

Lifting









_______________

________

Slip/trip/fall Prevention






_______________

________

Reporting unsafe conditions





______________

________













_______________

________

I have been trained in each of the above subject areas and will comply with all the policies, procedures and rules set forth.

_______________________________



___________________________

Employee’s Signature






Supervisor
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EMPLOYEE ACKNOWLEDGMENT

Of ALCOHOL/CONTROLLED SUBSTANCES POLICY

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

______________________________






Date




























______________________________




__________________________________________

Printed Name




















Signature of Employee

[image: image7.jpg]@]l TEMPS

A DIVISION OF QUESTPRO CONSULTANTS



[image: image8.wmf]
EMPLOYEE ACKNOWLEDGMENT

Of Employee Safety and Health Policies

I hereby acknowledge receiving, reading, and understanding QuestPro, Inc.’s Employee Safety & Health Policies.  I fully understand that compliance with the policies, procedures, and rules set forth are a condition of my employment, and I agree to abide by them.  I further agree to perform my job in the safest manner possible to prevent injury to my fellow workers, the general public, and myself.

______________________________






Date
































__________________________________


_____________________________

Printed Name
























Signature of Employee

________________________________


Signature of Supervisor


