POLICY AND PROCEDURE

POLICY:     

       
Safety
OVERVIEW STATEMENT

It is the intent of (Company Name) to provide a safe and secure environment.  All employees must be aware of their surroundings and report any unsafe condition that may exist in the workplace to their supervisor.

POLICY

All employees of (Company name) are required to immediately notify his/her supervising manager in the event of an accident and/or injury of themselves, fellow employees or clients and visitors to the agency; whether on or off premises, but while conducting agency-related business, regardless how minor the incident.  

All state and federal laws governing Workers Compensation and OSHA regulations will be adhered to in the treatment and recording of all accidents and/or injuries including completion of required Accident Reporting Forms.  The current Workers Compensation legislation in the state of Pennsylvania requires an employee injured while performing job related work to be medically evaluated by the company’s approved panel of physicians.   Per the requirements of the Worker’s Compensation Act, if an employee has a work-related accident or injury, the employee is required to use one of the health care providers listed on the Provider Panel for the first ninety (90) days of the injury, accident or work –related illness, unless an emergency occurs that makes it impossible for the employee to see a member of the Panel.  Employees who fail to sue a Panel Provider during the first ninety (90) days will be responsible for the costs associated with seeing the Non-Panel Provider.

The following procedures will be used as a guideline for all agency employees and clients in the event of a natural disaster, fire or other extreme emergency.  In the event of a fire, gas leak or other clear threat to an employee’s health and safety, the building may be evacuated (following the posted routes of egress).  Each department manager/supervisor will be responsible for conducting a staff and client census to ensure all persons are safely outside of the building and away from further physical harm.  The census reports must be communicated to the appropriate manager or emergency assistance personnel.

While the building is equipped with an automated fire notification system, the highest-ranking member of the management team on the scene should alert emergency authorities by calling 911.  The same member of management must coordinate with employees, clients and emergency authorities arriving on the scene.
In the event of a weather emergency, hurricane or tornado, employees shall remain in the building away from glassed areas and large pieces of furniture that could present a safety hazard.  If safe travel is impossible, all employees should remain in the building until current threatening conditions are over.

In the interest of safety, personal well-being, and a pleasant working environment, all employees are expected to keep their work areas clean.  

