Safety
Program

Jarco AsSOCIATES, [N,

This is a sample of the final product
these pages are for your review only
and are protected by Janco’s copyright
PAGES HAVE BEEN EXCLUDED

Janco Associates. Inc. e-janco.com
L —
2024


Victor
Sample

Victor
New Sample


Safety Program

4

JaNco AssocIATEs, INc.

Table of Contents

F (1Y 2 e T={ = 0 0 T o oY S 2
=L ( 8V oY= 3RS 3
RESPONSIDIIITIES ...vveeeeeiiie ettt e e e e e e e et e e e ettt e e e s aeeeeasbeeeaassaeeeasseeessseeeaansseeeanssnessnnseeessnsseenannes 4
INTEINET Of THINGS (10T) weiitiieeeiiie ettt ettt eeet e e e ettt e e eeteeeeeeateeeeetbeaeeaasaeseeeasaeeeasseeeeantseseassaessassaaasasseseannns 6
SATELY RUIBS ettt e e e e ettt e e e e e e e et baaeeeeeeeeatbaaeeeaaeeeasaasaeaaeaesaansasaesaaassaaasssbaseaessenaantaeseaaesannns 7
Progressive DiSCIPliNary PrOSIam .. ... i iiiiiee ettt e e ettt e e e e e e ettt e e e e e e e eesabaaaeeaeeeesnssaaeeeeeeesansssseseaaesannnnrens
W iXolol[o [=T o | A N}V == | A (o] TSP
Hazard Recognition AN CONTIOL .......uiiiiiiie et e et e e e et e e e st e e e e ataeessasseeesnsseeeenssaeeesnsaneessseeaans

JOD HAzard ANQlYSis (JHA) ....oe et et e e e st e e et e e e sttt e e e s ataeesesaaeesnseeaaasseeeeanssseesssneeesnsanesannes
[[a 1Y o=Tot o T o o Yol =Yo 0T =TSRSS
Incidental Inspection..........ccceeeeueeee.
Planned Inspection..........cccccuvvveeennn..
Safety Committee......ccocceeeeeeicinniennnnnn.
RE (=LA N 11 0TV = R UUT
(60T 0910 TV T oY Lot A To T o TSRO PRRPN
L2 Y=ToTo ] e I =T o1 [ TSR
INSPECLION DOCUMENEATION e s e e s s e s e s e s e s e e e s e s e s e s s e e s e sesesssnsssesasasnsasnsnsnns
Accident Investigation -- Accident & INJUrY RECOIS .......ccccuiiiiiiiie et et et e e e raea e e s eaneeas
LI 11 1= N
R} (=1 AT 0] 1 V0 0] (=TT U PUUPRRRNt
NS S g Y] (o) V2T @ T =T o1 = o] o NPT UURPRPNt
TraiNING cevevevereieiereieierererererererererererererenen
Appendix
IT Job Descriptions
Manager Safety Program
Supervisor Safety Program

Area Safety Inspection
Employee Job Hazard Analysis
First Report of Injury
Inspection Checklist — Alternative Locations
Inspection Checklist - Computer Server Data Center
Inspection Checklist — Office Locations
Inspection Checklist — Work From Home Locations
New Employee Safety Checklist
Safety Program Contact List
Training Record
OSHA ElECEIONIC FOMMIS.citiiiiiiitieetee ettt ettt ettt ettt e et e st e st e s bt e s be e s beesabeesabeesabeesabeesabeesabaesabeesabaesaseens 24
Instructions
OSHA xIs Form
OSHA 300 Form
OSHA 300A Form
OSHA 301 Fprm
Y L o] g o 11 (o] YOO PORORPPROON 25

1 ©2024 Copyright Janco Associates, Inc. https://e-janco.com


https://e-janco.com/
http://www.e-janco.com/

Safety Program

JaNco AssocIATEs, INc.

Safety Program Policy

Safety on the job in [ENTERPRISE] is of the foremost importance. At the same time, risk and vulnerabilities are to
be avoided. No operation is so important that it must be done in a manner that permits unacceptable hazard to
personnel or property nor exposes [ENTERPRISE] to unnecessary risk or vulnerabilities. Therefore, it is the policy of
[ENTERPRISE] to provide and maintain standards of security and safety, following Federal, State, and Local Laws
and Regulations

Only through the joint Safety committee, on the part of management and employees, can workplace accidents and
injuries be reduced or eliminated. It is {ENTERPRISE]’s policy that Employees are to be encouraged to not only
work safely, and report unsafe conditions, but to also take an active role in safety and health program creation and
management.

The enterprise’s overall philosophy is:
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All manage rogram. [ENTERPRISE]

provides responsibility lists to all supervisors and management personnel and their job descriptions include these

provisions. Job performance evaluations, salary increases, bonuses, and other incentives are tied to safety and
health success.

As more and more devices become connected to the network, this increases the risk from physical infrastructure
complexity and automation, hazard controls are part of the security landscape, and cyber-attacks can have an
impact on the physical world.

The convergence of physical security and information security is now inevitable. As the organization moves
towards the Internet of Things (IoT), it becomes probably the most important thing we need to think about.
Physical security has been concerned with the safety and preservation of life and now it's going to be in the view of
everyone in the organization that deals with loT. Enterprises no longer have the option to fail. loT does not just
sense what is going on, it changes what is going on; it changes the physical world and the safety protocols that
have to be applied to be proactively responsible.

For any safety program to be successful, all employees must be aware of the employer’s policies and most
importantly the commitment from top management.

Work From Home (WFH) adds complications to the safety program process. Unsafe work conditions can exist in a
home. At the very least, rules need to be established on the placement and access to equipment, files, and
materials supporting the WFH employee.
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Safety Rules

Rules and procedures that employees and management must follow are critical to a formal safety program. The
rules cover items for which employees are accountable. Below is a list of [ENTERPRISE]’s general safety rules.

General Rules

& Each employee® shall always observe safe working methods and procedures and assist in
acquainting new employees with our safety concerns, as established at [ENTERPRISE].

&l Each employee is responsible for reporting to their Supervisor whenever they become sick or
injured at work. All injuries, no matter how minor, must be reported immediately.

&l Each employee must obey warning signs, signals, and alarms.

&l Firefighting equipment shall be maintained following the manufacturer's instructions and the
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&l No person shall be permitted to remain on the premises while their ability to work is so affected
by alcohol, drugs (prescription or non-prescription), or other substance, to endanger their
health or safety or that of any other person.

&l Employees working alone shall be required to check in regularly with Security or a supervisor to
ensure that their well-being is maintained.

&l Inappropriate behavior, such as horseplay, fighting, and practical jokes is extremely dangerous
and will not be tolerated.

& Every employee, once they see any unsafe conditions, shall, where possible, correct it and
always report it to their Supervisor. Any damaged equipment or missing machine guards must
be reported to their Supervisor.

&l Office equipment shall be arranged to provide safe working conditions.

4+ Employees are not to operate any machinery or equipment if it is known to be in an
unsafe condition.

4 Employees shall not use unfamiliar tools or equipment without proper instruction and
permission from their immediate Supervisor. Always use the correct tool for the job,
and do not improvise

4 Unskilled persons shall not be permitted to operate or tamper with office machines.

™ Employees for purpose of this document are defined as anyone who is working in any of the [ENTERPISE]’s facilities be
they a paid employee, contractor, consultant or volunteer.
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Record Keeping

Good record-keeping procedures are the backbone of the safety program. Documentation of training, discipline,
and other safety activities demonstrates [ENTERPRISE]’s safety effort. Accident data and inspection reports will be
used to identify problem areas through trend analysis of accidents and review of inspection reports.

Inspection Documentation

&l The Supervisor’s Inspection Checklist and Supervisor’s First Report of Injury Forms will be
maintained in the Safety Director’s office. These forms will be given to the supervisor to be fully
completed as needed. A copy will also be maintained by the supervisor for follow-up. When all
corrective action is addressed, the second copy will be provided to the Safety Director.

&l Safety Committee periodic Inspection Checklist forms will be maintained in the Safety Director’s
office. The corrective action will be followed up by the Safety Committee and Safety Director.
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#+ Notes and Related items (Doctor’s report)

&l A First Aid Log will be maintained at each first aid kit. Employees will sign when receiving any
first aid supplies. This will double as a receipt of the Employee Workers Compensation Claim
Form, which must be given to any employee requiring first aid attention/supplies.

&l OSHA logs will be maintained and posted as per the applicable standards. The Safety Director
will be responsible for completing the OSHA log.

&l Coordination within the enterprise with the electronic filing of the OSHA electronic forms is a
priority task

Training

All training programs will have attendance sheets which the employee will sign at the time of the
training. This sheet will be maintained with a description of the training in the Safety Director’s office.

Safety Committee

Safety Committee meeting minutes will be maintained by the Safety Director. Minutes will be copied to
all safety committee members during the following month's meeting.

18 ©2024 Copyright Janco Associates, Inc. https://e-janco.com


https://e-janco.com/
http://www.e-janco.com/
Victor
New Sample


4

JaNco AssocIATEs, INc.

Safety Program

New Employee Orientation

L |
i

A supervisor will go over the “New Employee Safety Checklist” with each new employee.

The “New Employee Safety Checklist” will be signed and dated on the first day of employment.
The completed forms will be placed in the personnel files.

At the time of employment, the new employee shall be told about [ENTERPRISE] and
department safety policies.

A supervisor will discuss the following items with each new employee:

o prevent accidents is that
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%+ [tis positively forbidden for any person to try to operate any mechanical equipment
without instruction and specific authorization from his/her supervisor.

# Persons are urged to report anything about the work that appears to be unsafe.
4 Allinjuries must be immediately reported to the supervisor.

4+ Methods of obtaining protective equipment, and rules and practices governing its use,
will be explained.
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| IT Job Descriptions

Two detailed job descriptions are included along with this template. They come separately in their
directory.

Manager Safety Program

Supervisor Safety Program
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|Forms

Electronic forms are included along with this template. They come separately in their directory.

Good working knowledge of MS WORD is required to modify the electronic
versions of the MS Word forms. These, in turn, can be used to create pdf forms.

Area Safety Inspection

Employee Job Hazard Analysis

First Report of Injury

Inspection Checklist — Alternative Locations
Inspection Checklist - Computer Server Data Center
Inspection Checklist — Office Locations

Inspection Checklist — Work From Home Locations
New Employee Safety Checklist

Safety Program Contact List

Training Record

OSHA Electronic Forms

Instructions
OSHA xlIs Form
OSHA 300 Form
OSHA 300A Form
OSHA 301 Form
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Revision History
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12024

&l Updated all the standard forms to the current versions

&l Update all the included job descriptions to the current versions

2023
4 Updated all the standard forms to the current versions
4 Update all the included job descriptions to the current versions
2022
4+ Updated to reflect Work From Home
4 Updated all the standard forms to the 2022 versions
4 Update all the included job descriptions to the 2022 versions
2021
4 Updated to reflect Work From Home
4+ Added electronic form
o Inspection Checklist Work From Home Location
4 Updated to meet the latest mandated requirements
4 Updated all the standard forms to the current version
4 Update all the included job descriptions to the current version
2020
4 Updated to meet the latest mandated requirements
% Added OSHA forms
o Instructions on electronic filing
o Excel spreadsheet
o OSHA 300 Form
o OSHA 300A Form
o OSHA 301 Form
4 Updated all the standard forms to the current version
4 Update all the included job descriptions to the current version
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