








I. GENERAL

A. Employee safety is a vital concern.  Monthly safety meetings provide safety education and raise safety awareness.  This will help prevent injuries.

B. Certain training is mandated by agencies such as Occupational Health and Safety Administration (OSHA).  This FSSP will ensure Facilities Services personnel receive required training.

C. Safety meetings and training are not intended to be a substitute for routine communications between employees and supervision and Environmental Health and Safety (EH&S) or required emergency reporting or direct action to correct immediate safety problems.

II. RESPONSIBILITIES

A. EH&S is responsible to determine the training mandated by agencies such as OSHA and documenting that requirements are met.

B. Facilities Maintenance managers and supervisors are responsible to hold monthly safety meetings.

C. Employees are responsible to attend mandatory training sessions and shop safety meetings unless on leave or performing emergency work.

III. PROCEDURE

A. EH&S will determine the safety training mandated by agencies such as OSHA.  In conjunction with Facilities Maintenance (both Main and Health Science campuses) they will prepare a plan to accomplish the required training.  They will maintain documentation of the training and may periodically audit the program.

B. Mandatory training provided by EH&S.

1. EH&S will provide some of the mandatory training.  Topics are specified in E. below.

2. EH&S will notify Facilities Maintenance two weeks in advance.  The notice will state the training is mandatory and will specify the shops required to attend.  The notice will typically be by email to: the Executive Director, Facilities Services; the Director, Facilities Maintenance (Health Sciences Campus); the Utilities Manager and Supervisors; the Buildings Manager and Supervisors; and the Grounds Manager.

3. At least two sessions should be provided.

4. Employees are excused from these sessions only if on leave or performing emergency work.  They must make up the training.

5. A videotape should be made by EH&S to use for those employees who miss the training sessions.

6. Make up training will be coordinated with the appropriate shop supervisor(s).

7. Training attendance records are to be forwarded by EH&S to the Executive Director, Facilities Services and Director, Facilities Maintenance so they can have the information included in the Training Databases (See FSSP 70-0001, Documentation of Training).

C. Shop safety meetings.

1. Shop safety meetings shall be held each month.  All employees not on leave or engaged in emergency work shall attend.

2. Managers will decide whether meetings will be department-wide or by individual shop.  It may vary on a scheduled or unscheduled basis.

3. Managers will assign someone to lead the meetings.  It will typically be supervisors.  Other employees may volunteer.  Non-supervisory members of the Employee Safety Committee should volunteer to lead a shop safety meeting at least once a year.

4. Meetings will generally be a “toolbox” meeting.  They will normally be held in the shop space and will not be elaborate formal presentations.  A question and answer session must be included.

5. Employee Safety Committee members will be given an opportunity to discuss Committee issues.

6. Topics shall be as specified in D. below.  EH&S can provide resources for monthly meetings including those where the department selects the topic.

7. Attendance will be documented in accordance with FSSP 70-0001, Documentation of Training.

D. Safety meeting Topics

1. Monthly Shop Safety Meetings:

Year 2004
January
Driver Safety/Workplace Violence

February
Haz Com (specific)/Signs, Labels, and Tags/Compressed Gas Safety/Pesticide Safety(Grounds)

March
Platform/Lifts/Backhoe/Tractor/Single Rim Wheels (Specialized Equipment Training)

April
Electrical Safety/Lockout/Tagout

May
Excavation Safety/Confined Space Safety

June
Back Safety/Proper Lifting/Ergonomics

July
PPE/Heat Stress

August
Scaffolding/Fall Protection/Ladder Safety

September
Accident Investigation/Reporting/Workers’ Compensation

October
Fire Safety/Emergency Evacuation/Life Safety/Egress/Aisles/Emergency Response (refrigerant)

November
Hand and Power Tools/Landscape Tools/ Machine Guarding/Woodworking Machinery/Welding

December
Holiday Safety/ Slips, Trips and Falls/Housekeeping

Year 2005
January
Workplace Violence

February
Haz Com (specific)/Signs, Labels, and Tags/Compressed Gas Safety/Pesticide Safety(Grounds)

March
Platform/Lifts/Backhoe/Tractor/Single Rim Wheels (Specialized Equipment Training)

April
Electrical Safety/Lockout/Tagout

May
Excavation Safety/Confined Space Safety

June
Department to select topic

July
Department to select topic

August
Scaffolding/Fall Protection/Ladder Safety

September
Accident Investigation/Accident Reporting/Workers’ Compensation

October
Fire Safety/Emergency Evacuation/Life Safety/Egress/Aisles/Emergency Response (refrigerant)

November
Hand and Power Tools/Landscape Tools/ Machine Guarding/Woodworking Machinery/Welding

December
Holiday Safety/ Slips, Trips and Falls/Housekeeping

Year 2006
January
Driver Safety

February
Haz Com (specific)/Signs, Labels, and Tags/Compressed Gas Safety/Pesticide Safety(Grounds)

March
Platform/Lifts/Backhoe/Tractor/Single Rim Wheels (Specialized Equipment Training)

April
Electrical Safety/Lockout/Tagout

May
Department to select topic

June
Back Safety/Proper Lifting/Ergonomics

July
PPE/Heat Stress

August
Scaffolding/Fall Protection/Ladder Safety

September
Accident Investigation/Reporting/Workers’ Compensation

October
Fire Safety/Emergency Evacuation/Life Safety/Egress/Aisles/Emergency Response (refrigerant)

November
Hand and Power Tools/Landscape Tools/ Machine Guarding/Woodworking Machinery/Welding

December
Holiday Safety/ Slips, Trips and Falls/Housekeeping

Year 2007
January
Driver Safety/Workplace Violence

February
Signs, Labels, and Tags/Compressed Gas Safety/Pesticide Safety(Grounds)

March
Platform/Lifts/Backhoe/Tractor/Single Rim Wheels (Specialized Equipment Training)

April
Department to select topic

May
Excavation Safety/Confined Space Safety

June
Back Safety/Proper Lifting/Ergonomics

July
PPE/Heat Stress

August
Scaffolding/Fall Protection/Ladder Safety

September
Department to select topic

October
Fire Safety/Emergency Evacuation/Life Safety/Egress/Aisles/Emergency Response (refrigerant)

November
Hand and Power Tools/Landscape Tools/ Machine Guarding/Woodworking Machinery/Welding

December
Holiday Safety/ Slips, Trips and Falls/Housekeeping

2. EH&S Quarterly Training Presentations

Training programs are presented quarterly by EH&S as listed below and repeat every 3 years unless annual training is mandated.  New employee orientation program is provided at the end of each training session.  Quarterly schedule will be January/April/July/October.  All training sessions will be conducted in the Willis Building Auditorium unless otherwise noted.

Year 2000

October 18
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2001

January 17
Defensive Driving/Motor Vehicle Safety/New Employee Orientation

April 18
Back Safety/Proper Lifting/Ergonomics/New Employee Orientation

July 18
PPE/Hearing Conservation/New Employee Orientation

October 24
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2002

January 16
Workplace Violence/New Employee Orientation

April 17
Confined Space Entry/Excavation Safety/New Employee Orientation

July 17
Forklift Safety/New Employee Orientation

October 16
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2003

January 15
HazCom/Emergency Response/Environmental Awareness/Fire Safety/New Employee Orientation

April 16
Lockout/Tagout/Electrical Safety/New Employee Orientation

July 16
Accident Prevention, Reporting, Investigation, Workers’ Compensation, and Supervisor Responsibilities/New Employee Orientation

October 15
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2004

January 21
Defensive Driving/Motor Vehicle Safety/New Employee Orientation

April 21
Back Safety/Proper Lifting/Ergonomics/New Employee Orientation

July 21
PPE/Hearing Conservation/New Employee Orientation

October 20
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2005

January
Workplace Violence/New Employee Orientation

April
Confined Space Entry/Excavation Safety/New Employee Orientation

July
Forklift Safety/New Employee Orientation

October
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation

Year 2006

January
HazCom/Emergency Response/Environmental Awareness/Fire Safety/New Employee Orientation

April
Lockout/Tagout/Electrical Safety/New Employee Orientation

July
Accident Prevention/Reduction/Reporting/Investigation/Workers’ Compensation and Supervisor Responsibilities/New Employee Orientation

October
Asbestos and Lead Awareness/Asbestos O&M/Respiratory Protection/New Employee Orientation
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