NCDA&CS WORKPLACE REQUIREMENTS FOR SAFETY AND HEALTH

Policy and Procedures
I. Purpose:

NCDA&CS believes every employee is entitled to a safe and healthful workplace. To achieve this goal, the Commissioner has approved and signed a policy statement for safety, health and the environment.  In addition, the Commissioner, deputy commissioner, assistant commissioners and division heads have approved specific health and safety policies all of which have been published and distributed as the NCDA&CS Safety and Health Policy and Reference Manual.

In conjunction with safety and health policies, the following information lists requirements and how they are accomplished for specific aspects of NCDA&CS's overall safety program. The material herein is written to group specific program elements in a way to facilitate communication of these elements to employees, managers and the Office of State Personnel.

II. Scope:


These requirements and procedures shall apply to all NCDA&CS employees.

III. Responsibility:

Division directors are responsible for ensuring compliance of all health and safety requirements set forth by OSP, OSHA, EPA, N.C. General Statutes and other regulatory agencies which govern workplace safety and health.  The NCDA&CS safety director shall assist management by information dissemination, providing technical advice, and by conducting inspections and audits.  Division directors are responsible for ensuring documentation is kept for all requirements specified, such as, self inspections, training, occupational injuries and illnesses, safety meetings and reporting requirements.

    IV.
Minimum Requirements:


A.  Record keeping - The minimum recordkeeping requirements are to be kept at each NCDA&CS physical location (site).  Divisions with field forces may keep their records in the Division Office.


1.  First aid log        

 5.  Self inspection lists



2.  OSHA 300 log        

 6.  Safety orientation material



3.  Accident reports     
 
 7.  Other records required for special 



4.  Safety meetings

      circumstances or equipment (e.g. forklifts)







 8.  Training record minutes







B.  Hazard Assessment - Each site/division shall conduct a self-audit and inspection at least annually to determine the effectiveness of their safety efforts.  The safety director may conduct an inspection and audit all areas and division locations to assist management in identifying program deficiencies.  The safety director will conduct these inspections at management's request.  The following are specific inspection items and minimum frequencies of inspection to be conducted by each division.




1.  Fire extinguishers - monthly

  


2.  Safety showers - monthly




3.  Eye wash - monthly



4.  Exit lights - monthly




5.  Egress routes - monthly




6.  General building - annually




7.  MSDS inventory - quarterly




8.  Personal protective equipment - quarterly




9.  Shop equipment - quarterly



          
 l0.  Electrical cords and outlets - quarterly



          
11.  Recordkeeping - annually



         
12.  Respirators - monthly



Inspections shall be documented by checklists or installed tags on the equipment.




C.  Equipment and Chemical Procurement:  Each division is responsible for reviewing equipment, chemical procurement and biological agents before introduction to the workplace (before it is ordered) to assure it meets safety requirements and that appropriate engineering controls and personal protective equipment is on hand to safely handle and store the material.



D.  Industrial Hygiene Surveys - Management or the safety director may wish to investigate or conduct surveys to identify chemical, biological or physical hazards.  Management may be required to perform such hazard identification through employee requests at safety committee meetings or as a requirement of the OSHA Lab Standard.  Such studies should be requested by the safety director.  If the survey cannot be done "in house", the safety director will consult with the requesting division to secure help from an outside source.



E.  Review of New Construction and Renovation - State Construction and Insurance are responsible for reviewing major new construction and renovation at NCDA&CS sites for compliance with safety and health standards.  All plans and specifications for these and other small construction projects must be also submitted to the NCDA&CS safety director for review.



F.  Funding for Correcting Safety Deficiencies - Funding for program safety requirements (i.e. personal protective equipment, medical surveillance, safety supplies and equipment) is the responsibility of each division.  Major funds for correcting safety problems will be requested by the division head.  The Commissioner will prioritize these projects within the context of other Capital expenditure requests to the Legislature.



G.  NCDA&CS Compliance to Safety and Health Requirements - The Commissioner has previously published a policy statement addressing this issue.



H.  Safety Program Implementation Responsibilities - Line management of each NCDA&CS division is responsible for implementing their own safety programs.




1.  Safety and Health Policy Statement - The Commissioner's Safety and Health Policy Statement addresses the responsibilities of managers, supervisors and employees in NCDA&CS's Safety and Health Program.




2.  Safety Objectives - Written annually, goals and objectives are prepared by each division.  These are incorporated into an overall department "Safety by Objectives" program.




3.  Emergency Plan - A written emergency preparedness plan shall be prepared, implemented and exercised at each NCDA&CS facility.  For more information, consult NCDA&CS's Emergency Response Plan Policy.




4.  Stopwork Authority - Each division director or line supervisor, including the safety director, shall have the authority to stop work for any condition determined by that supervisor, manager or safety director to be of imminent danger to the life or health of NCDA&CS employees or the public at large.  Such determinations may be implemented immediately, but preferably after consultation with the division head and safety director.



5.  Training Procedure - Each division is responsible for safety and health training.  The safety director will assist management in acquiring training materials and resources.  Training needs are defined by OSHA, Department and OSP requirements. The effectiveness of this training will be periodically evaluated by management and the safety director.



I.  Hazard Communication - The Department has a written hazard communication policy concerning all employees.  The Chemical Hygiene Plan for all laboratories further details hazard communication procedures.




1.  New Employee Orientation - New employees are required to read and sign the OSP Employee Safety and Health Handbook.  In addition, other information is conveyed to the new employee by their supervisor according to his or her hazard exposure.




2.  Safety Awareness - The use of posters, incentives, newsletters and other promotional material is encouraged.  Each division shall develop and implement promotional material as the division head sees fit.




3.  Personal Protective Equipment - Written procedures explaining the purpose, use and maintenance of personal protective equipment shall be provided.  Two department policies are devoted to respirators.  Each division shall have such procedures covering their particular needs.




4.  Medical Surveillance - The Department has policies for medical surveillance of organophosphate pesticides, lead, formaldehyde, benzene, respirator use and noise exposure.  Each affected division has a chemical hygiene plan which describes procedures for additional medical surveillance when it is required.




5.  Training Requirements - The following topics are required training according to applicability by division.  The amount of training each division employee receives will vary by relevancy of the topic.  Employees shall receive all applicable training with initial work assignment or reassignment.





1.  Annual Training Required





1.1   Respiratory Protection






1.2   Other Personal Protective Equipment






1.3   Fire Extinguishers






1.4   Emergency Evacuation Training and 







Drill






1.5   Confined Space Entry






1.6   Lockout-Tagout






1.7   Hydrogen






1.8   Benzene






1.9   Formaldehyde






1.10 Forklift Review






1.11 Anhydrous Ammonia






1.12 CPR/AED






1.13 Medical Records Access






1.14 Hazard Communication






1.15 Farm Equipment






1.16 Hearing Conservation






1.17 Back Care/Listing Techniques






1.18 Electrical Safety




2.  One-Time Required Training





2.1  Accident Investigation





2.2  Job Safety Analysis





2.3  New Employee Orientation





2.4  Aids Awareness




3.  Training Required Every 3 Years





3.1  First Aid






3.2  Forklift Recertification





4.  Documentation of Training- Each division shall be responsible for documenting all safety and health related training. This documentation may take the form of an outline, minutes or written summary.  The list of attendees, signatures and supporting subject matter shall be kept on site for a period of 3 years.





5.  Safety Committees - NCDA&CS has developed a "two tier" system of safety committees.  The department safety committee consists of a representative from each division at NCDA&CS. The committee is chaired by a division head/assistant  commissioner who is appointed by the Commissioner.  The committee has the following duties:






5.1  Reviewing all department safety and health policies






       and procedures






5.2  Reviewing incidents involving work






       related injuries and illnesses






5.3  Reviewing employee complaints regarding safety and






       health hazards






5.4  Analyzing the department's work injury 






       and illness statistical records






5.5  Reviewing the department's training records






5.6  Conducting a meeting at least once every 3 months






5.7  Presenting written recommendations on safety and health improvements to the Commissioner






5.8  Maintaining minutes of each meeting.

In addition, each division will have an active safety committee with the following duties:






5.9  Reviewing all division documents relevant to OSHA 






       training and inspection






5.10  Conducting inspections of the work site(s) at least once






       every 3 months






5.11  Reviewing employee safety and health complaints






5.12  Formulating division procedures for implementing






       NCDA safety policies






5.13  Maintaining minutes of each meeting.

Committee members are chosen by the division head and should consist of an equal number of staff and supervisors.  The minimum number on the division's committee shall be 3 employees.  The chairman of the committee may be voted or appointed by the division head.

J. Accident Reporting and Investigation - Consult NCDA&CS's Policy on this subject in the Safety and Health Manual.


K.  Safe Work Practices and Rules - Each site manager shall develop, post and distribute to all employees a list of safe work practices and safety rules.




1.  Discipline - An employee who violates any established safety rule shall be reprimanded by site management.  Depending on the severity and frequency of a safety rule violation, the manager may discipline the employee according to State Personnel Policy.  Discipline may include immediate dismissal.




2.  Contractors, Visitors - The site manager shall ensure all contract workers at the site will be informed of physical, chemical or biological hazards they may encounter during their work at the site.  Visitors shall be informed of potential hazards in the area(s) they will be visiting.  Personal protective equipment will be issued if necessary (example - issuing safety glasses to visitors in laboratories which require safety glasses for employees).  Contractors and visitors who are not accompanied by a site employee shall be informed of site emergency procedures.  All of these topics shall be discussed with the contractor at a pre-construction meeting.



L.    Procedures for Employee Safety and Health Complaints - Any employee has the right to complain to their supervisor about any unreasonable potential or existing safety and health hazard.  This complaint may be made verbally or in writing by using NCDA&CS's Safety Observation Report.  An employee can make a complaint without fear of retaliation.  Anonymous complaints may be submitted directly to the safety director by using the Safety Observation Report form.  Whenever possible, a response to the complaint will be made within five (5) working days of the date the complaint is received.

                              M.     Record Retention    -   Each Division shall retain safety and health documents for the following minimum lengths of time:

1. Safety meeting minutes  -  3 years

2. Facility Inspection reports (both internal and external inspections and audits) -  3 years

3. SBO reports  -  3 years

4. Form 19  -  6 years

5. Supervisor’s Incident Report  -  6 years

6. Training  -  3 years

7. Fork Lift Inspection reports  - 1 year

8. Fire extinguisher inspection records  -  life of extinguisher

9. Vehicle inspections  -  1 year

10. OSHA 300 logs  -  6 years

11. OSHA 300A form  -  6 years

12. Medical Records  -  length of employment plus 30 years

13. Air/Noise monitoring data  - 30 years

14. Respirator fit test data   -  2 years

15. Hazard assessments ( PPE, JSA, Near Miss, SOR)  - 2 years



N.   Medical Attention for Work Related Injuries and Illnesses - It is the objective of NCDA&CS to ensure an employee who is hurt while performing the prescribed duties of their job will be given the best treatment available.  To facilitate such treatment, each NCDA&CS site should establish an agreement with the local hospital, clinic or private physician to treat NCDA&CS employees for work related injuries or illnesses.  Preferably, those facilities shall be listed as "Compcare facility" or have approval from NCDA&CS's safety director.  All major injuries (broken bones, eye injuries, loss of a body part or uncontrollable bleeding) shall be handled by the nearest hospital emergency facility.  The following are specific procedures.



1.  Minor Injuries/Illnesses




1.1  Perform first aid, if needed.




1.2 The supervisor should accompany the injured employee to the physician.

1.3 A Medical Authorization and Attending Physician's Report must accompany the injured employee.

1.4  Appropriate Workers' Compensation forms and accident report forms must then be filled out and submitted to appropriate managers in accordance with the NCDA&CS accident investigation policy.  (Web location: http://www.agr.state.nc.us/safety/forms.htm )



2.  Major (life threatening) Injuries



2.1  Call emergency medical team (paramedics) if available, if not




2.2  If indicated, perform First Aid/CPR







2.3  If no paramedic team is available, the supervisor or other employee shall transport the injured employee  to the  emergency room of a hospital.




2.4  The supervisor shall ensure that a thorough investigation is performed and appropriate paperwork is submitted in a timely manner in accordance with the NCDA&CS accident investigation policy.






2.5  Management and the safety director must be notified of the incident according to Accident Investigation Policy.
