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P.O. Box 104900
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Phone: 573-635-9127 ext 259

Fax: 573-635-2286

Email: property @diojeffcity.org

Date:

January 1, 2008

To:

All Parish Facilities of the Diocese Of Jefferson City

From:

Barry Vollmer

Subject:  
Safety Program Announcement 

We are in the process of evaluating our safety program.  It was decided that because of the various size of the parishes vs. the parishes with schools, that the safety program will vary somewhat as to what is required.  We will be revising and reissuing the program as we get each policy revised.  Unlike the previous program, some locations will have more responsibility than other locations.  This is because the exposures will vary with size and operations.

Important life-saving and money-saving opportunities are available to us with the implementation of this safety program.

Most of us know and understand that a majority of injuries are usually preceded by some situations and/or incidents that seem unimportant until they are later recalled after a tragic accident occurs.  For every serious or disabling accident there are 10 minor injuries, 30 property damage accidents, and 600 incidents with no visible injury or damage (near misses).  We need to emphasize recognizing, reporting and correcting the causes of these near misses.  To accomplish this, our new safety program will be implemented in 2008 or as completed.

To further emphasize our commitment to safety, we have put together a Safety Policy Statement and enclosed it for you to review.

We will be taking a regular look at our equipment and facilities to specifically check for hazards and correct them promptly.  If an accident does occur, we will investigate it to determine what can be done to prevent a similar accident from recurring.

Your cooperation and assistance in making this a safer place to work will be greatly appreciated.

Sincerely, 



 
Barry Vollmer,  Buildings & Properties for the Diocese of Jefferson City, MO  

Diocese of Jefferson City

Safety Program

For

Diocesan Facilities

Revised 9/08

Parish Safety Policy

It is the Diocese of Jefferson City policy that every employee (paid & volunteer), parishioner and church visitor is entitled to maximum protection from controllable hazards. This Diocese is committed to safety and it is our intention that each employee shall work under the safest condition possible. We strive to maintain a safe workplace and equipment that is free from recognized hazards. We will strive to provide a safe environment all our building users. 

We know that most accidents can be avoided by using common sense and personal initiative. It is not our intention that you perform only tasks that you believe to be safe. The Pastor or Parish administrator in your parish oversees all activities and has been instructed guide employees toward best management safety practices. Many accidents occur when employees take shortcuts and ignore established safety rules and regulations. It is the Diocese’s intention that the established safety program (procedures, rules and regulations) be followed at all times.

The application of information contained in this safety manual will vary with location and type of operation you function in.  But the safety rules and procedures herein described are to be followed by all Diocese employees. While this manual will help you recognize and avoid obvious hazards, it cannot cover all situations. When in doubt, consult with your pastor or assigned safety coordinator for guidance.

Each employee (paid & volunteer) and parishioner, given assigned tasks shall be responsible for his/her own performance and adherence to our Safety Policy & Procedures. 

Sincerely,

Barry Vollmer

Coordinator of Buildings & Properties  

9/08
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Goals & Objectives



The goal of the safety program is to minimize our losses by keeping Diocese of Jefferson City employees (paid & volunteer), parishioners and visitors from being injured and by keeping our materials, equipment and facilities from being damaged as well. To accomplish this goal, we must:

1. Identify hazards that could cause an injury or property damage.

2. Prioritize the hazards, starting with the most severe hazard first.

3. Evaluate solutions that are available to eliminate or reduce the hazards.

4. Implement Best Management Safety Practices.

Our task is not to focus on accidents, but to take a more pro-active approach vs. re-active in eliminating hazards that could potentially cause accidents.

The Pastor or Parish Administrator at each parish location shall be responsible for identifying hazards and eliminating them. This includes enforcing the Diocesan safety rules and procedures outlined in this manual & designed to minimize hazards. All employees (paid and volunteer) shall be responsible for working safely, following safety procedures, and assisting their Pastor or Administrator in identifying hazards. To help make sure that all the various parts of the safety program are being completed and that we are in compliance with the various Local, State, and Federal Safety Standards, we have asked someone in the parish to accept the role as a safety coordinator. 

By working together we can prevent employee accidents, fires, property damage and protect the general public in so far as they visit our parish locations. 

Safety is an intangible item, an effective safety program is a major cost saving to the diocese, which allows us to use those funds for other church and school programs that are needed within the Diocese.

Together Everyone Achieves More! 

Duties & Responsibilities

The success of any safety program depends upon a number of factors. The Diocese must assume a degree of responsibility for the success of the safety program.

Administration


The Administrators of the Diocese have the duty and responsibility to provide a safe workplace for their employees that is free from recognized hazards. The Administration also has the duty to provide the proper equipment, training, and enforcement of established safety rules and recommendations.

Each Priest and Pastoral Administrator has the duty and responsibility of being aware of Diocese safety rules and regulations, and assuring their employees (Paid & volunteer) perform assigned tasks in a safe and proper manner. They shall be responsible to assure his/her employees utilize the proper personal protective equipment when required. The Administrator shall be responsible to see that his/her injured employee receives prompt first aid/medical treatment as deemed necessary, and that injuries are investigated and reported accordingly. He shall be responsible to make certain that employees are properly trained in their assigned work tasks, and that unsafe conditions/acts are not allowed to exist or continue. She shall encourage all employees to freely discuss their safety and health concerns and respond accordingly.

Employee 


Each employee including volunteer workers has the duty and responsibility of following established safety rules and regulations. Employees should perform their tasks in a safe and proper manner, immediately report all unsafe conditions to their Administrator and /or to the assigned safety coordinator, use required personal protective equipment, and seek guidance when in doubt. If injured on the job, the employee should inform their safety coordinator. Each employee including any volunteers is expected to discuss safety and health concerns freely with their person in charge/or assigned safety coordinator and reports any unsafe condition. 

Parishioners

Administrators shall encourage their parishioners to observe for unsafe acts and conditions, and report them immediately to her or the parish assigned safety coordinator.
Self-Assessments


In order to determine the effectiveness of our current safety program, Self-Assessments (checklist) must be conducted on a periodic basis to ensure adequate safety procedures and best management work practices are being utilized. These self-assessments are designed to help the assigned safety coordinator in each parish location to identify potential hazards prior to an accident occurs. 

Basically, there are two types of self- assessments:

1. Daily visual assessments conducted by each employee/teacher and/or lead administrator.

2. Weekly documented assessments conducted by your assigned safety coordinator.


Daily- all employees shall visually inspect his/her work area, tools and equipment at the beginning of each workday. Any potential deficient conditions/practices noted, reported to the assigned safety coordinator and corrected as soon as possible.

Weekly- safety coordinator shall inspect/survey the areas they are responsible for on a weekly basis. The safety coordinator shall complete a checklist during each inspection/walkthrough and forward it to the Administrator for prompt corrective actions. Any hazards identified shall be corrected as soon as possible. If an immediate solution is not possible, interim measures shall be taken to reduce and/or eliminate the potential exposure until the situation can be corrected.    

Accident Reporting/Investigation


Incidents and accidents do not just happen, they are caused. They indicate some aspect of the management system is in need of improvement. Something is wrong with the work area or equipment, or the way workers are doing their jobs. Therefore, the Diocese has developed the following Accident Reporting Policy & Guidelines toward Accident Investigation Techniques.

Policy:

It is the policy of the Diocese of Jefferson City that all injuries will be reported before the end of the day the injury occurred.  The employee should report the injury to the person “in charge” or to the person they “report” to.  Failure to report the injury before the end of the day is not satisfactory.

 
It is also the policy of the Diocese of Jefferson City that a follow-up (accident investigation) be conducted on all work-related accidents, injuries and illnesses. The follow-up should be conducted in a professional manner to identify probable causes or “root cause” (not blame), and used to develop specific management actions for the prevention of future accidents. 

All accidents that require medical attention (except first aid treatment) should be reported to Winter-Dent & Co. (Diocese Insurance Agency) call Teresa Leuckenotte 800-769-3472.

Responsibilities


Pastor or the Pastoral Administrator shall:

· Ensure all accidents and injuries are properly reported & investigated.

· Ensure immediate and long-term corrective actions are taken to prevent reoccurrence.

· Ensure proper entities are made on the OSHA 300 log & First Report of Injury (as required)

· Provide all necessary medical care for injured workers.

· Conduct immediate initial accident investigations.

· Report all accidents to Pastor and the chancellor as soon after the event as possible.

· Collect and preserve all evidence that may be useful in an investigation.

· Conduct interviews of witnesses in a polite professional manner.

· Not attempt to find or assign blame for accidents.

· Take action to protect people and property from secondary effects of accidents.

Accident Reporting/Investigation (cont)
Employees & Volunteers:

· Immediately (before the end of the day) report all accidents & injuries to their Pastor and/or assigned safety coordinator. 

· Assist as requested in all accident investigations.

· Report all hazardous conditions and near misses to supervisors.

Reporting Of Fatality or Multiple Hospitalization


The Occupational Safety & Health Administration has issued a final rule requiring employers to orally report, within eight hours, any occupational fatality or incident involving in-patient hospitalization of three or more workers.

Within eight hours of learning of the fatality or multiple hospitalization, we are required to report the incident to OSHA (nearest area office). Immediately, thereafter, contact Winter-Dent & Co. (1 800- 769-3472) for assistance as well. 

Accident Report Form- See Accident Report Form attached. 

General Safety Rules

Diocese of Jefferson City has developed a set of safety rules that each employee & volunteer is to follow. They are as follows:

Code Of Safe Practices:


1. Report any injury to your assigned safety coordinator or Pastor the same day it happens.

2. Report any observed unsafe conditions or practices to your safety coordinator.

3. Administrators shall insist on employees (paid & volunteer) observing and obeying every safety rule, regulation.

4. Any employees, including volunteers known to be under the influence of drugs or intoxicating substances which has impaired the employees ability to safely perform his/her assigned duties shall not be allowed to continue working while in that condition.

5. Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety or well being of the employee shall be prohibited.

6. No one shall knowingly be permitted work while the employee’s and/or volunteer’s ability or alertness is so impaired by fatigue, illness, or other causes that it might expose the employee or others to injury.

7. Employees shall be instructed to ensure that all safeguards and other protective devices are in proper places and adjusted, and shall report deficiencies promptly. Never remove or bypass safety devices.
8. Inappropriate clothing shall not be worn.

9. No task shall be performed unless you have been trained to do so and are aware of the hazards associated with that task.

10. Know where the first aid kits and fire extinguishers are located.

11. When using a ladder, always face the ladder and use both hands while climbing.

12. Do not use ladders with broken or missing steps or rungs and report any unsafe ladder to your supervisor.

13. When using flammable chemicals, remember: No Smoking in the immediate area.

14. Wash hands and face thoroughly before eating.

15. Obey all traffic rules and regulations when operating vehicles on public /private roadways/highways.

16. When operating or riding in a diocese vehicle, or using your own vehicle for diocese business, the vehicle seatbelt shall be worn.

17. Pre-plan your work and include safety as a priority! 

18. Always perform your assigned task in a safe and proper manner. Do not take shortcuts; inattention to detail is the leading cause of employee injury.
19. Volunteers should not be allowed to operate dangerous equipment and work at heights above six feet.

Bloodborne Pathogens

Policy

The Diocese has made available a supplied first aid kit at each parish location so that an employee, including volunteers may treat a minor injury to his/her person. No person, volunteer, and/or employee of the Diocese are under any obligation to render first aid to another employee as part of his/her occupational obligations. If you choose to do so, you are acting as a Good Samaritan.

Employees (nurses) working as First Aid Responders for the Diocese have potential occupational exposure to blood or other potentially infectious materials in this capacity. The Diocese has not specifically requested any employee to be a first aid responder as part of their duties. In fact, we request that all employees utilize the emergency medical responding system such as 911, ambulance, fire department, or local law enforcement agencies. You are specifically prohibited by the Diocese to act as a first aid responder unless you are properly trained and certified. If you are certified and choose to act as a first aid responder, you are acting as a good Good Samaritan. It is each employee responsibility to ensure his/her training is renewed/current.

Life Safety 



The most important factors to consider in providing adequate safety in a fire situation are the availability of proper exit facilities to assure ready access to safe areas, and the proper educational awareness as to the actions to be taken in a fire emergency.

Policy:


It is the Diocese of Jefferson City policy to provide a reasonable level of safety by reducing the probability of injury and loss of life from the effects of fire and other emergencies.

Requirements:

The following list provides the fundamental requirements that each parish location is expected to be in compliance with:

· Every building or structure, new or old, shall be provided with exits sufficient to permit the prompt escape of occupants in case of fire.

· Every building or structure shall be constructed and maintained to avoid undue danger from fire, smoke, fumes, or resulting panic during the time reasonably necessary for escape.

· Every building or structure shall be provided with exits of kinds, numbers, location and capacity appropriate to the individual hazard.

· Exits shall be arranged and maintained to provide free unobstructed egress from all parts of the building or structure when occupied.

· Exits shall be clearly visible.

Additional Requirements:

· No building or structure under construction shall be occupied until required exit facilities are completed.

· Every automatic sprinkler system, fire detection and alarm system, exit lighting, fire door, and other emergency equipment shall be in continuous operating condition.

· Maximum seating capacity shall be posted at each church entrance and effectively enforced.

· Emergency lighting shall be provided and maintained in those areas as required by Life Safety Code NFPA 101.

· Fire Alarms and fire detection systems shall be provided and maintained as required by Life Safety Code NFPA 101.

· Emergency procedures provide and posted in each parish location as required by Life Safety Code  NFPA 101.  

General Liability 



There are numerous General Liability exposures that exist at our parish locations. One of our main concerns is Life Safety among the general public, guests, and the parish staff at various church/school functions (Day Care/Pre-School, Elementary, Secondary & High School, Sport Activities, and Parish Picnics) etc. Children playing on the premises and possibly playground equipment provided them to use as well. Since, there are occasions for public assembly, there is also a chance for a catastrophic loss. 

Falls account for the largest number of accidents in the U.S. than any other category. This is also true for the Diocese as well. Most of these injuries result from poor housekeeping, deficiencies in steps, stairways, or sidewalks, loose or no handrails, lack of proper repair to pews, benches, and kneelers, poor lighting, slippery floors and steps, and burns from uncovered radiators or steam lines. Older adults attending church presents a special liability exposure. They are more prone to slipping, tripping, and falling, and prone to extensive type injuries than younger adults.

In recent years, candles have presented potential burn exposures to employees, members, guests, and children as well.

The following is a list of potential liability exposures that every pastor, assigned safety coordinators should know and become familiar with in an effort to reduce and/or eliminate such practices/conditions:

1. Poor housekeeping

2. Waxed floors

3. Uneven surfaces (sidewalks/steps)

4. Loose frayed carpeting

5. Snow & Ice

6. Stairs in poor repair

7. Lack of or loose handrails

8. Inadequate exits

9. Locked or bolted exit doors ( means of egress) 

10. Crowds (exceeding occupancy loads)

11. Insecure balconies

12. Electrical power cords in aisle ways

13. Lack of supervision in areas of activity

14. Inexperienced volunteers

15. Playground/recreation equipment (attractive nuisance exposures)

16. Kitchen hazards 

17. Fire (candles)

18. Dispensing of liquor

19. Parking lot maintenance

20. Lack of building maintenance

Fire Protection



1. Flammable liquid containers shall be clearly identified as to the type of chemical and hazard warnings noted as well.


2. All flammable liquids shall be stored in an approved safety can and labeled accordingly.


3. Adequate number of fire extinguishers shall be available at each parish location and serviced on a regular basis. The service frequency should be at least semi-annual basis and completed by a certified fire extinguisher supplier.

4. Fire extinguishers should be tagged and dated throughout the parish.

5. Fire extinguishing systems in the kitchen should be periodically tested and inspected by a qualified competent service contractor/supplier to assure system is operable. System should tagged and dated as well. 


6. All compressed gas cylinders shall be stored in the upright position with valve caps securely fastened.


7. All flammable and non-flammable compressed cylinders shall be segregated accordingly.

8. Grease accumulation in kitchens, where applicable, shall be kept at a minimum. 

9. Cooking utilities (grease laden vapors-fryers) used daily should be cleaned on a daily basis, and filter systems cleaned on a weekly basis. Those cooking utilities not normally used on a daily basis, filters should be cleaned on a monthly basis at a minimum.

10. Minimize the usage of candles, arc and sparking materials when possible. When necessary, keep candles away from combustibles as far as possible.

11. Prohibit cigarette smoking in all parish locations.

12. Boiler log should be kept up-to-date. Boiler inspection shall be conducted by a certified boiler inspector on an annual basis, and documented to show proof (documentation) that such inspection took place and system is operable.

13. Smoke and fire detection systems should be periodically inspected and tested (semi-annual) to assure systems are operable. 

First Aid & Employee Health

Medical emergencies can occur without warning and can require immediate action.  To respond to such emergencies, adequate first aid facilities and training are required.

1. Each parish location should be equipped with a standard first aid kit that is approved by a physician within the parish, that is inspected and replenished on a periodic basis (quarterly).

2. Each parish location should have emergency phone numbers posted in prominent places.

3. Where chemical hazards exist (including chemistry labs), eye or eye/face wash stations and showers should be available in areas where hazardous chemicals and materials are present.  The facilities should be inspected on a monthly basis. 

4. All injuries, no matter how slight, should be reported to your assigned safety coordinator and Administrator. Any injury requiring medical attention (excluding first aid) should be reported to Winter-Dent & Co. as well.

5. No employee should be allowed to work alone without processing a means of two-way communication.  Those employees working alone should be required to check in at regularly schedule times.

6. Ambulance or medical personnel trained and certified shall be present at all high school football games & sporting events held at each parish location.

7. Medical examinations shall be required before students may participate in any sport activities. See Form attached!

Personal Protective Equipment

1. Appropriate clothing and footwear should be worn where required.

2. Personal protective safety equipment assigned to the employee should be maintained in good condition and used as required.

3. Employees who find that they lack required personal protective equipment should immediately contact their assigned safety coordinator to obtain needed equipment.

4. Use only clean personal protective equipment.

5. In high noise areas approved hearing protection should be worn.

6. Approved eye protection should be worn when working with chemicals, welding, grinding, or exposed to flying objects especially lawn care maintenance activities, in particular, weed trimming.

7. Employees should not work at heights that expose them to a serious fall without adequate protection.  Work areas should have adequate handrails or the employee should be tied off.

8. The assigned safety coordinator has the responsibility to make certain that employees including volunteers use personal protective equipment when such conditions are warranted or required by regulation. 

Electrical Hazards

Electrical current will flow to ground by the path of least resistance whether it is through an employee or a wire.  The following rules are to keep the employee from becoming a path of least resistance.

1. All extension cords should be inspected for defects each month.  Their use should be limited whenever possible, and considered as temporary.

2. All extension cords and temporary wiring must be three wire conductor and connected only to a properly grounded outlet connection. Those electrical cords and appliances used in damp or wet locations must be equipped with a GFCI (Ground fault circuit interruption) device.

3. Know whether circuit (wires) are energized before beginning work near any exposed electrical wiring or components.

4. Do not make electrical repairs, connections, or installations unless you are qualified to do so.

5. All extension cords must be inspected before use, damaged cords are not to be used, are to be taken out of service, and reported to the assigned safety coordinator.

6. Protect extension cords and wiring from damage by being run-over, sharp corners, and pinching.

7. Do not wear metal or conductive hard hats when working near exposed overhead wires or other exposed electrical wiring and components.

8. Do not use any electrical power tools that are not properly grounded or double insulated.   Do not use any electrical power tool that has the electrical cord plug ground prong missing.

9. Exposed wiring of any kind is not permitted and should be reported immediately to the assigned safety coordinator.

10. Temporary wiring should be kept at a minimum.

11. All electrical receptacles, panel boards, disconnects and switches should be properly covered and secured 

12. All circuits, disconnects on panel boards should be properly identified as to what it controls, and circuit schedule must be legible.

General  Housekeeping & Maintenance

1. Work areas should be kept free of objects on the ground or floor to reduce the hazard of slips and falls.

2. Water and grease should not be allowed to remain on floors and walking surfaces.

3. Oily rags should be placed in closed metal containers until disposed of.

4. Work areas, exits, and aisle spaces should not be used for storage areas and exits should be kept clear, unobstructed at all times.

5. Specific storage areas should be established and all materials should be stored using proper and safe storage methods. 

6. Walking surfaces should be kept clear of debris, lint, dust, oil, paint or spray residue, granular materials, sand, mud, ice, and other slippery, traction-robbing materials.

7. Adequate ventilation should be provided to prevent any accumulation of noxious fumes or flammable vapors. 

8. Accumulations of ice and snow should be removed from parking lot areas and sidewalks on a timely basis to prevent slips and falls.

9. Periodically inspect all electrical power cords to be sure that plugs and/or cords are in safe operating manner.

10. Any holes and trenches noted on the exterior and interior premises should be properly barricaded, arranged and maintained accordingly.

11. Spills of any kind are shall be cleaned as quickly as possible.

12. Temporary storage of materials and supplies done in an organized fashion and in the out of the way areas.

13. Foods properly stored after use.

14. Kitchen Area is cleaned and floors are dry. (Where Applicable)

15. Exhaust hoods/filters in the kitchen are clean and inspected accordingly. (Where Applicable)

16. Exterior Premises (sidewalks, parking lots, and steps) are free of debris that could contribute to a trip, slip, and fall exposure.

17. Playground/recreational equipment are free from any recognized hazards etc. (Where Applicable)

18. Pews in the church are securely fastened and structurally stable.

19. All guardrails on stairs, balconies should be periodically checked for adequate height and stability. 

20. Sitting and standing pews should be periodically checked for stability as well.

Playgrounds

Every year, about 150,000 children are treated in the U.S hospital emergency rooms for public playground equipment-related injuries. Based on National statistics, approximately 15 children die each year as a result of playground equipment-related injuries. Most of these fatalities involve falls to the surface below the equipment.

The following is a safety checklist developed by the US Consumer Product Safety Commission for playground equipment. It is suggested that each assigned safety coordinator at his/her parish location review and complete on a periodic basis. Checklist is as follows:

Suggested Public Playground (Planners & New Construction)

-Separation of equipment for different age groups.
-Placement of swings (sets) away from other activities.

-Adequate space for children to exit equipment

-Layout design to promote safe flow of traffic.

-Fencing to separate the playground from adjacent streets

-No equipment installed over hard surfaces such as concrete or asphalt.

- Accessible components of equipment adjacent to sliding surfaces (avoid strangulation)

- No components forming angles or openings that could trap a child’s head or body.

- Hand gripping components of size and shape to make them easy to grasp.

- Climbing and gripping surfaces, which are slip resistant under wet and dry conditions.

Maintenance Checklist


Inspections of playground equipment should be conducted on a frequent (weekly), regularly scheduled basis. The following danger points should be checked on each inspection:

· Visible cracks, bending, warping, rusting, or breakage of any component.

· Deformation of open hooks, shackles, rings, links, etc.

· Worn swing hangers and chains.

· Missing, damaged, or loose swing seats.

· Broken supports/anchors

· Footings exposed, cracked, loose in ground.

· Broken supports/anchors

· Footings exposed, cracked, loose in ground.

· Accessible sharp edges or points.

· Exposed ends of tubing that should be covered by plugs or caps.

· Protruding bolts ends that do not have smooth finished caps and covers.

· Loose bolts, nuts etc.

· Splintered, cracked or other deteriorating woods.

· Tripping hazards and poor drainage areas.

Fleet Safety

Policy:

It is the Policy of the diocese that all Diocese own/leased vehicles shall be operated and maintained in a safe manner.  Common sense, good judgment and road courtesy, as well as proper vehicle maintenance, are the responsibilities of all drivers.  Preventing vehicle accidents, property damage and personal injury demand the same interest and concern as our procedures relating to quality, volume and cost of operations.

Administration Of The Program:

The administration of the Diocese Fleet Program is an integral part of the overall safety and loss control program.  The responsibility of administering the Diocese fleet safety program is the responsibility of the Pastor and assigned safety coordinator, and the drivers operating these vehicles.

Personnel/Driver Selection:

Driving records and capability must be considered with other job requirements in the selection of personnel who may be required to operate a vehicle for diocese activities.

Driver License:

Each individual driver who will operate a Diocese owned/leased vehicle shall have a proper valid driver’s license.  A check should be made to insure the employee has a valid driver’s license.  Each driver’s license expiration date should be recorded and the driver’s license should be checked at the expiration date to make certain the license has been renewed.

Driver Mvr Review:

1. A Driver Motor Vehicle Record (MVR) shall be obtained and reviewed.  If the employee is hired and put to work prior to obtaining the new employee’s MVR, then their hiring will be conditional. Employees hired prior to the implementation of this Fleet Safety Program and operate vehicles for diocese activities will have an MVR review conducted.

2. An MVR review will be conducted periodically on all drivers who operate vehicles for diocese activities.  An MVR review will be conducted annually for all drivers subject to Department of Transportation (DOT) regulations.

Fleet Safety (Continuation)

Driver Safety Meetings:

1. A minimum of one- (1) driver safety meetings should be held each year with all drivers.  Attendance of these meetings will be mandatory for all drivers operating vehicles on Diocese business.  The subject matter of the driver safety meetings should be relevant to hazards the drivers are encountering and past accident experience.

Vehicle Inspection:

1. Each driver should visually inspect their assigned vehicle at the beginning of the day.  The inspection should be oriented towards safety and should include all safety-related equipment on the vehicle.

2. Any deficiencies observed during the daily visual vehicle inspection should be promptly reported and set-up for repair as soon as possible.

3. The individual responsible for the location’s fleet safety program should review those observations noted during the daily visual checks with maintenance files.  Should it be found that vehicle defects are not being reported promptly during daily visual vehicle inspections, corrective action should be taken.

Vehicle Maintenance:
All Diocese vehicles should be properly maintained.  A file should be established on each vehicle and the history (repairs, preventive maintenance, and servicing of vehicles) should be noted and/or logged.

Accident Reporting:

1. All employees (paid & volunteer) including pastors should immediately report any vehicle accident, involving Diocese vehicles or the employee’s vehicle conducting diocese activities, to their supervisor. The accident must be reported to Winter-Dent & Co. (1-800-769-3472) as well.

Fleet Safety (Continuation)

Accident Investigation:

Each parish location should assign a safety coordinator with the responsibility of investigating all vehicle accidents involving their Diocese owned/leased vehicles, or personal vehicles being used to conduct diocese activities.

Personal Vehicle Use:

1. Before granting an employee permission to use their personal vehicle to conduct Diocese activities on a regular basis, a MVR must be obtained and reviewed.  If the employee (paid or volunteer) has a history of violations, permission to use a personal car for business purposes may still be granted, depending upon the circumstances of the violations and the time period involved.  In any case, the employee must be advised that this permission is granted subject to their safe operation of a motor vehicle.

2. Employees (paid & volunteer) who operate their own vehicle to conduct Diocese activities should be required to carry adequate limits of collision liability insurance.  The minimum limits of coverage should be $300,000. Proof of insurance should be provided to the pastor and the assigned safety coordinator will be responsible to assure the employees/parishioner members know and understand any physical damage loss to his/her vehicle will be covered under their own policy!  

3. Employee (paid or volunteer) shall be required to wear seatbelt when operating Diocese owned/leased vehicles or their own vehicle when conducting diocese activities. 

4. A “Vehicle Accident Reporting Kit” will be obtained from the office and placed in the employee’s vehicle glove compartment.

Fleet Safety Rules



The following are safe driving rules that should be followed by all employees:

1. Do not take chances. To arrive safely is more important than to arrive on time.


2. Drivers should be mentally and physically rested and alert prior to each trip.


3. Drinking of alcoholic beverages while driving, or driving while under the influence of alcohol or restricted drugs is prohibited.


4. Drivers must have a valid driver’s license for the type of vehicle to be operated.


5. Traffic laws must be obeyed.

· Speed shall never be faster than a rate consistent with existing speed laws and road, traffic and weather conditions. Posted speed limits must be obeyed.

· Never attempt to exercise the right-of-way; always let the other driver go first.

· Keep to the right except when overtaking slow-moving vehicles, or when getting into a position to make a left turn.

· Never follow another vehicle so closely that you will not be able to make a safe stop under any conditions. 

· Turn signals must be used to show where you are heading: while going into traffic and before every turn or lane change.

· Remember, signaling intentions neither gives the driver the right-of-way nor guarantees a safe lane change.

· Slow down and watch for children in school zones.

6. Vehicles are to be driven by authorized drivers only.


7. Do not give rides to hitchhikers or strangers.


8. Seat belts shall be worn at all times.

9. Check your vehicle daily before each trip; check lights, tires, and brakes particularly. An unsafe vehicle should not be operated until repairs are made.


10. Drivers must report all accidents/incidents to your pastor and/or assigned safety coordinator immediately.


11. Drivers must report all arrests and traffic convictions to your Pastor and to the assigned safety coordinator. Repeated traffic convictions or failure to report traffic accidents or convictions may result in disciplinary actions and/or termination of employment.

Vehicle Accident Reporting

1. Take immediate action to prevent further damage or injury at the scene of an accident.

· Pull onto the shoulder or side of road

· Activate four-way flashers and place warning signals promptly.
· Assist any injured persons, but don’t move them unless they are in danger of further injury.

2. Call 911 (Emergency Dispatch) or Police

· If someone is injured, request medical attention.

· If driver cannot get to a nearby phone, contact appearing motorist and ask him/her to notify police.

3. Exchange traffic accident information with other driver(s).

· The driver should give identifying information to the other party involved, but should make no comments about assuming responsibility.


4. Secure names and addresses of all witnesses.

· Witnesses should be asked to complete a witness information card.

· If there are no witnesses, the name and address of the first person to arrive at the scene should be obtained.

5. Complete Motor vehicle accident report form.

· Print or write legibly

· Follow instructions to the letter
· Answer all questions completely. If unable to answer any question, write in “not known.”

6. Report the Accident.

· Driver should call his supervisor and/or company office immediately in the event of any accident.

· The accident should be reported to the nearest insurance claim office as listed in the vehicle accident report packet.

Hand And Power Tools

1. Inspect all tools before using.  Do not use defective tools.

2. Use tools only for their designed application

3. Do not use tools with mushroomed heads, sloppy connections, split or broken handles, or that have other defects.

4. Power tools used outdoors and/or in damp locations shall be equipped with ground fault circuit protection.

5. Disconnect tools and machines from their power source before making adjustments or attachment changes.

6. All air powered tools must have safety clips or retainers on all connectors

7. When using saws, use guards or push sticks when possible.  The employee should not place their fingers closer than 3 inches to any rotating blade.

8. Do not remove guards or safety devices, or use power tools that have such devices defective or missing.

9. Inspect abrasive wheels for cracks, chips or other defects before mounting.

10. Wrenches shall not be altered by the addition of handle-extensions or cheaters.

11. Screwdriver shall not be used as a chisel.

12. Electric cords shall not be exposed to damage from vehicle traffic.

13. Only qualified operators permitted to use power tools. 

Kitchen Safety

This section will help you understand and comply with the safety requirements of this school district.

It is extremely important that you understand HOW each task is to be done in a safe manner…and if you do not know, STOP –ASK before you begin work.  Your safety and well-being, as well as the safety for fellow workers and students, can be accomplished only through your constant, sincere effort.  Merely talking about safety will not make safety a fact.

IT TAKES ACTION!

Safety…Is performing your daily tasks in the safe manner you have been shown and trained on.

Safety…Is protecting people and equipment from hazards.

Safety…In this school district is REQUIRED!

General Safety Rules

 This district is committed to safety, and has taken steps to protect you from injury on the job.  Your help is vital for your own protection. Please observe the following safety rules at all times.

1. NO ALCOHOL OR DRUGS will be used on the job at any time.

2. REPORT ALL JOB ACCIDENTSTHE SAME DAY the accident happens.

3. All non-emergency TREATMENT FOR ACCIDENTS MUST BE AUTHORIZED by your supervisor.

4. WEAR SEAT BELTS at all times in district vehicles.

5. YOU ARE RESPONSIBLE for keeping the area where you work clean and neat at all times.

6. DO NOT REMOVE OR BYPASS ANY GUARDS on any machinery at any time.

7. Ask your supervisor if you need additional equipment or instruction to GET THE JOB DONE SAFELY.

8. Lift with your legs, not your back and GET ASSISTANCE WITH LOADS OVER 50 LBS.

9. Advise your supervisor of any hazardous conditions.

10. Follow all other written and spoken safety rules.

11. Caution is exercised in handling hot equipment to guard against burns.  Employees will use potholders to handle hot pots and pans.  Handles of pans are turned away from the edge of the stove to prevent accidental spilling.

12. Glassware and dishes are handled with care. Chipped or cracked pieces are discarded.

13. Spilled material is wiped up immediately to help prevent falls.

14. Employers will lift heavy boxes properly to prevent injury.  Two or more employees will lift heavy articles when necessary.

15. Stepladders are used for climbing.  Never use a box, crate, or chair to stand on.  Stepladders are kept steady and sturdy when in use.

16. All personnel will observe warning signs, such as “wet floor signs”.

17. Running and horseplay is prohibited in the kitchen and cafeteria.

18. Employees will wear flat shoes with closed toes and with non-skid soles.  Shoes will be sturdy and well maintained.

19. Traffic areas are kept free from debris and clutter.

20. Equipment is kept in proper working order.  Malfunctions are reported to the School Food Service Manager immediately.

21. Defective equipment, broken chairs, frayed electrical cords, lights that will not burn leaky faucets, broken glass, or additional unsafe items are reported to the Manager.

22. Employees will report to the Manager any accident, injury, burn, cuts, sores, respiratory or gastrointestinal infections.

23. Only heavy, dry mitts, or potholders shall be used when handling hot utensils, hot pots, and hot pans.  These will be readily available for use. Towels and mitts will not be placed on the stove or on a direct source of heat.

24. Remove pot and pan covers slowly and by lifting sideways to ensure that steam may escape without scalding hands or face.

25. Turn the handles of cooking utensils away from the edge of the stove so utensils will not be accidentally bumped off. Handles are not positioned over an open flame.

26. Have adequate assistance prior to removing heavy containers from the stove.  Make certain the work area is clear prior to moving hot containers.

27. Regard all pots, pans and the stove as hot and handle with the proper utensils or suitable hot pads.

28. Do not allow grease to build up on equipment (including hoods).

29. Do not over-fill food containers.  Ladle foods instead of pouring to prevent spills and burns.

30. Do not store dishes, glassware or articles on shelves or tables where food is prepared.

31. Chemicals used in cleaning and sanitizing are labeled and used only under conditions that will not contaminate food.  They are stored in areas outside of the food storage, prep, equipment and utensil storage areas.

32. Easily shredded, abrasive materials, such as steel wool or core sponges shall not be used to clean food preparation equipment or utensils.

Personal Protective Equipment

Personal protective equipment will be worn for the following job activities.

Metal mesh gloves are used when cleaning knives and blades for the slicer and chopper.

Insulated or heat-resistant gloves of elbow-length are used to remove hot pans from the oven.

Protective gloves are worn when using bleach, oven cleaner, abrasive cleaner, or other harsh chemicals.

Electric Equipment

1. Employees are trained in the use of the machines and equipment they will use on the job.

2. Employees will be sure hands are dry prior to touching an electrical appliance, plug or electrical outlet.

3. Employees will ensure that all safety devices are firmly attached and in place prior to using the machine.

4. Turn the switch to “off” and unplug from the electrical outlet prior to cleaning or adjusting the machine.

5. Employees will keep fingers, hands, spoons, knives, etc. away form moving parts.  Do not remove food until the machine has stopped.

6. Prior to plugging a machine into an electrical outlet, the machine is in the “off” position.

7. Mixing machines are not started until the bowl is properly placed and the “beater” is securely fastened.

8. A spatula is used to push food into the mixer or grinder.

9. Equipment is not left on when unattended.

10. Extension cords are not used.

11. All electrical plugs manufactured with 3 prongs will be maintained as such.

12. Metal mesh gloves are used when cleaning knives and blades for the slicer and chopper.

Knives

1. Knives are utilized only for the operation for which they are intended. Employees are trained to use the right knife for the job. Employees are trained on the correct use of various kinds of knives.

2. Point the sharp edge away from the body and away from others when cleaning, drying or wiping knives.

3. Knives are stored safely and neatly with handles easily accessible to prevent cuts.  Knives are stored in a knife rack or special knife drawer.

4. Remove steel particles from knives after they are sharpened.

5. Knives to be washed are left on the drain board and not placed in locations where they are not obviously visible.

6. Do not try to catch a falling knife.

7. Knives are picked up by the handle not the blade.

8. Knives are kept sharpened for ease of use.

9. Wire mesh gloves are worn when cleaning knives.

10. Clean, sanitized cutting boards are available and available at every workstation where knives are used.

Carts

1. Carts will not be overloaded. Employees should always be able to see where they are going.

2. Carts are kept clean and sanitized.

3. The wheels on carts are maintained in good working order.

4. Carts that are in poor repair are removed from service.

Delivery Containers, Crates or Box Opening and Supply Items Stored

1. When opening boxes, cartons, barrels, crated, etc., remove nails or staples carefully.

2. In storing materials on shelves, always locate the heavier and bulkier materials      on lower shelves.  Avoid storage on top shelves or other high storage units.

3. All containers are clearly labeled.

4. All supplies are stored on well-constructed shelves and floor racks.

5. Arrange heavy supplies on floor racks or on lower shelves.

6. Odd shaped, sharp-edged objects shall be placed where they are readily visible, never on top shelves.

7. Stepladders or approved stools are used for reaching high shelves.

8. Correct lifting procedures are followed.

Preventing Strains

1. Heavy items are stored on the lower shelves or waist high.

2. Heavy files are placed in the bottom drawer of the file cabinet.

3. Dollies, carts or hand trucks are used when moving objects too heavy to carry.

4. One object at time is removed from shelves.

5. Carts or dollies or hand trucks are used at all times to move heavy or bulky loads.

6. Employees will work together to lift heavy loads.

7. Employees are trained on proper lifting techniques.  Use proper lifting techniques.

8. Employees do not lift objects when their hands are greasy or wet.

Floors

1. Floors are kept clean and dry.

2. When cleaning floors, one area is mopped at a time.  Mops and cleaning equipment are kept out of the line of traffic.

3. Employees will walk across floors, never run, and always look carefully where they are going.

4. Clear traffic lanes shall be maintained.  Objects should be kept off the floor and out of the aisles and doorways.

5. Floors are rinsed well to prevent slipping.

6. When operating electrical equipment, do not stand on a wet floor.

7. Any spills occurring are cleaned immediately.

Fire Prevention
1. Equipment that sparks or smokes is not used.

2. Equipment with frayed cords, worn wiring, or missing ground pins is not used.

3. Electrical outlets are not overloaded with more cords than designed for.

4. Electrical outlets and light switches have cover plates and are in good repair.

5. All plugs and outlets are grounded (three prong)

6. Extension cords are not used for equipment.

7. All lights have shield or covers.

8. Dust or grease build-up does not accumulate on sockets or wiring.

9. All circuit breakers are labeled for what they control.

10. Keep walls free of grease build-up.

11. Keep cooking equipment free of grease build-up.

12. Keep the hood, vents, and filter free of grease build-up.

13. Store paper products away from heat sources and chemicals.

14. Dispose of paper trash promptly.

15. Keep Canned Heat lid near during use.

Sidewalks

Use designated walkways on campus, worksites, and public walkways.
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