Yamhill SWCD Safety Policy

  August 2006

1. Safety Responsibility

This Safety Policy applies to all Directors, staff and volunteers working under staff direction and was developed to lower risk to workers and make for a safe working environment.

Nothing is of greater concern to the District than the safety of its employees and the public.  For the employee’s protection, job-related injuries or illnesses must be reported immediately in accordance with the following policy.  Employees are expected to use common sense and good judgment in work habits, to follow safe work practices, and to bring any unsafe conditions to the attention of the supervisor.  Employees shall:

· Use safety equipment as provided;

· Not operate equipment while medication, drugs or alcohol are present in the body without a doctor’s written approval;

· Operate only the equipment on which they have received training;

· Warn co-workers and management of unsafe conditions or practices;

· Keep their supervisor informed about their work activities;

· Dress appropriately for field activities;

· Report dangerous or unsafe conditions observed at work; and

· Refrain from horseplay at all times.

The District Manager acts as the head safety officer for the office and appoints staff areas of responsibility such as vehicle maintenance on an annual basis.  The safety officer is responsible for providing safety reports at monthly staff meetings and coordinating necessary safety trainings for staff.  

2. Unsafe Conditions 

A.  Employee Responsibility.  Every employee is responsible for safety as a specific job assignment.  To achieve the District goal of providing a safe work place, everyone must be aware of safety at all times.  Employees shall report immediately any unsafe or hazardous condition to their supervisor, if it cannot be corrected safely and independently.  Every effort will be made to remedy safety problems as quickly as possible.

B.  Management Responsibility.  Supervisors shall frequently review the need for implementing safety practices, policies or procedures warranted by hazards.  Each accident and “near miss” is cause for review.  Supervisors shall consider the need for periodic safety training.

3. Accident Reporting
Accidents involving District employees and/or property must be reported in detail as soon after the occurrence as possible.  All accident reports should be submitted to the employee’s supervisor.

A. Vehicular Accidents.  Accidents involving District-owned vehicles or personal vehicles being operated on District business must be reported to a police agency.  The accident will be reported to the employee’s supervisor, who will indicate the type of written report required.   See Appendix 4-C for the District’s Vehicle Accident Procedure.

B.  Other Accidents  

1.  Equipment or Property.  Accidents involving damage to equipment or property must be reported to the employee’s supervisor who will advise of the nature of a written report, if needed, and will determine the need for further investigation.

2.  Personal Injury.  In case of an accident involving personal injury to an employee, regardless of how serious, the employee’s supervisor should be notified as soon as possible.  Failure to report accidents could violate conditions of insurance coverage and state laws, leading to difficulties in processing insurance and benefit claims.  Injured workers must fill out a Worker’s Compensation Report form in a timely manner to avoid risk of claim denial.  

C.   Worker’s Compensation Insurance

1. Coverage.  If an employee is injured on the job, in most cases the injured worker will be entitled to benefits under the state worker’s compensation law.  The District carries worker’s compensation coverage and will assist employees in obtaining all benefits to which they are legally entitled.

2.  Payments.  If an employee receives compensation from the District’s carrier for an 
on-the-job injury, the employee must photocopy each check before cashing it and furnish a copy of the check to the District.  The District pays the difference between time loss benefits paid and the employee’s wage net (less) taxes. The supervisor must inform the Board Chair of the employee being on worker’s compensation.  

3.  Return to Work.  If an employee has been off work due to an on-the-job injury, a physician’s written release to return to work may be needed.  

4. Violence in the Workplace
 A.  Statement of Concern.  The District recognizes the need for a violence-free work environment for all employees and the public.  The District will not tolerate violence in the workplace and is committed to maintaining an environment clear of all forms of violence including verbal or physical threats and abusive language.  Employees are expected to report all threats and violence, physical or verbal, to their supervisor, Board representative, or USDA Office Supervisor as soon as possible.

B.  Implementation  

1.  No Weapons.  No employee or third party, excluding law enforcement personnel, is permitted to bring weapons or firearms into the workplace or onto District property for any reason.       

2.  Assisting Public.  District employees are expected to assist the general public and fellow employees in a courteous manner.  If a person becomes angry, the employee should attempt to calm the person.  If that does not work, they should seek help from their supervisor or attempt to end the conversation and leave the scene, if it can be done safely.  

3.  Law Enforcement.  Either the employee or supervisor may determine if law enforcement should be notified. 

4.  Investigators.  When applicable, the District and its employees shall cooperate fully with police and other law enforcement officials in the investigation and prosecution of violent acts.

5.  Motor Vehicle Operation and Emergencies

Yamhill Soil and Water Conservation District vehicles are highly visible to the public and their use is scrutinized by the public.  Thus, driving manners and inappropriate use reflects on the District and all District employees.  Operators must exercise the highest degree of prudence and courtesy.  The following are the responsibilities of the operator while driving District vehicles or private vehicles on District business:

a. All vehicle operators must be employees of the district and hold a valid drivers license.

b. All occupants shall use safety restraints at all times.

c. Established speed limits and all other traffic regulations must be followed.  Parking and moving violations are the personal responsibility of the individual operating the vehicle at the time of the violation. 

d. Consumption of alcohol or use of drugs is prohibited.  Further, operators must not drive while under the influence of alcohol, illegal drugs or any other substance that impairs the ability to drive.  Transportation of alcohol in District vehicles is prohibited.

e. Use of tobacco products is prohibited in District vehicles.

5.1  Preventative Maintenance Schedule

Day to Day:

1. Visually inspect the vehicle each day visually checking for body damage, lost/stolen license plates, tire condition and air pressures.

2. Check all under hood fluid levels at least once a week or every other fuel fill up.  Vehicles under heavy use will need fluids checked daily.

Servicing:

The District’s Manager will appoint a staff member that is responsible for getting vehicles serviced.  Employees driving vehicles will report to the responsible party any repair or maintenance needed to a vehicle.  In general the maintenance schedule is as follows:

Changing Oil: 


Every 3000 or 4 months whichever comes first 

Rotating Tires:
Every 3000 to 5000 miles depending on use (short distances vs. highway driving)

Windshield Wipers:

Shall be changed at a minimum of twice a year or when needed

5.2  Emergencies:

Breakdowns:

It is the responsibility of the vehicle operator to monitor functions of the vehicle, indicator lights or gages and any new or uncommon noise of the vehicle.  If any of these occur the operator shall pull to the side of the road and check the vehicle to determine if the vehicle can proceed without damage to the vehicle.

1. Signal to pull to the side of the road.

2. Drive off the road as completely as possible

3. Brake as slowly and easily as road conditions allow.

4. After stopping, turn on emergency flashers.

5. Stay near your vehicle but keep away from traffic.  Do not place yourself or another person between moving traffic and your stalled vehicle.

Over heated vehicle, low oil pressure or no oil pressure are problems that would damage the vehicle if driven further.  If the vehicle can be driven, drive to the nearest rest area or service facility.   Contact the District Office and/or a District Manager to report the vehicle condition and location at the first indication of a serious vehicle problem.  Appropriate action will be taken at the office to assist you.  Personnel can arrange a tow to a service location if the vehicle cannot move on its own.  The towing company may need immediate payment from the driver – a cost that will be reimbursed by the District.

5.3   Vehicle Accident Procedure

When an accident occurs on the job involving one or more vehicles:

Do not panic, stay calm, and help the injured if necessary.  Secure the scene of the accident.  If possible move any involved vehicles out of the traffic flow.  Pictures shall be taken prior to moving vehicles.  If mobile communication devices are available then contact emergency response by dialing 911.  Call the District Manager so they can respond to the scene if possible. 

Take steps to prevent another accident at the scene.  This may include turning on emergency flashers, or asking people to be careful with matches and cigarettes in the presence of spilled gasoline.

Give any reasonable aid to injured persons.  Injured people should not be moved carelessly.  Unless required to move someone, i.e. vehicle fire, they should not be moved until it is possible to get an ambulance or someone medically trained to the scene.

Do not sign or make a statement as to responsibility.  Be courteous.  Do not engage in arguments at the accident scene.

Locate the Accident Report Packet in your vehicle.  If you are unable to locate this packet, notify an office staff person immediately so they can assist with collecting the facts.  The following is a list of information needed:

Date:

Time:

Place:

Witnesses:

Description of accident:

Name, address and phone number of injured person(s):

Other driver and vehicle data:

Name:

Address:

Phone number:

Vehicle make and model:

Vehicle license number:

Driver’s license number:

Owner of vehicle:

Address of vehicle owner:

Insured by:

Policy number:

Damages:

Complete all forms at the accident scene if possible.

If another vehicle or person is involved in the accident, give them a business card as a contact.  Employees should direct the other individual to the District Manager for further information.  Employees should not give out their personal number or have any further communication with the other person or their representatives.

The employee will write a written report as soon as able after the incident.  The employee and District Manager will complete the DMV Oregon Traffic Accident and Insurance Report, turning them into the District Manager within 24 hours.  As previously stated the employee will fill out, as much as possible, the DMV Oregon Traffic Accident and Insurance Report at the scene.  If this has been done the District Manager will review the Report with the employee or assist in completing a new clean copy.  The DMV Oregon Traffic Accident and Insurance Report will be copied and returned to the employee.  It is the responsibility of each employee to file this report themselves as necessary. 

Obtain photos of the damage which must accompany the reports; pictures of all relevant aspects should be taken (the area where the accident occurred, objects blocking view, vehicle damage, etc.).  

If you hit a vehicle no one is in, try to find the owner.  If you cannot find the owner, leave a note where it can be seen.  The note must include your name, District address, driver license number, license number of District vehicle, insurance information and a brief description of what happened.  If you damage property other than a motor vehicle, you also must try to find the owner or someone in charge to report the damage to.

If you hit and injure a domestic animal, stop and make an effort to check the extent of injury.  Give reasonable attention to the animal.  What you can do may vary with traffic hazards at the time or the animal’s demeanor.  If possible, you should try to get the animal out of the way of traffic.  Immediately report the animal’s injuries to its owner.  If you are unable to locate the owner, report the injuries to the nearest police agency.  

If you hit and injure a wild animal, stop and make an effort to check the extent of injury.  It may be too dangerous to render aid.  Be aware of the traffic hazards.  Report the incident to the local police agency.

When any incident occurs contact the District Office and/or the District Manger.  

6. Equipment Operation

Often it is necessary for staff to operate small equipment to complete projects or property maintenance at Miller Woods.  It is important to receive instruction regarding operation of rented and district owned equipment prior to use.  The following equipment requires safety instruction prior to operation and signing of a form indicating completion of the instruction.  Operation of equipment can not be delegated to others that that have not yet received training. 

ATV’s – for operation on Miller Woods roads and logging trails.

Tractors – roll bars, safety belts, lights, and other safety equipment must be present

Chain Saw & Brush Cutter – for small diameter work, not timber felling.

Trailers – follow all weight limits and requirements for trailer lights.

7. Chemical Materials

All affected employees and volunteers should have the information and training they need to work safely with hazardous chemicals found in the work place.  These procedures are the primary tool for ensuring safety. 

7A.
Right to Know Information Center

An employee “Right to Know” Information Center is located in the (SWCD Main File Cabinet).  A copy of this written program, an up-to-date Material Safety Data Sheet (MSDS) catalog, a current chemical inventory listing and chemical container labels are maintained at this Center and are available for review by all employees.

7B.
Labeling Requirements

OSHA defines a label as any written, printed, or graphic sign or symbol displayed on containers of hazardous chemicals; includes identity of the material, appropriate hazard warnings, and name and address of the chemical manufacturer, importer, or other responsible party.  Proper labeling is essential to the success of this hazard communication program.  

Employees receiving or accepting delivery of chemicals should check incoming chemical containers to make sure they are properly marked.  Each container shall be examined when it is received to be sure the label is accurate and the container is in good condition.  If found to be inadequately labeled or the container damaged, (Yamhill SWCD) will attach its own label or return the damaged container.

Employees may not remove or deface a label on any chemical container.  If a label is found defaced, the product container must be removed from use until the damaged label is replaced with an approved label.

7C.
Container Labeling

All hazardous chemical containers used at Miller Woods and at project sites will clearly identify the chemical on the label, and include appropriate hazard warning and the manufacturer’s name and address.  No container will be released for use until this information is verified.  All District staff will ensure that all containers are labeled with a copy of the original manufacturer’s label or a label that has the appropriate identification and hazard warning.

7D.
Material Safety Data Sheets (MSDS)

Yamhill SWCD will obtain, keep on file, and have readily available for review by employees, the most current MSDS on each hazardous chemical product used in the work place.  MSDS catalogs are kept at the District Office and at Miller Woods chemical storage.  The MSDS’s are updated and managed by Dean O’Reilly, Conservationist.    If a MSDS is not available for a hazardous chemical, immediately notify Dean O’Reilly, Conservationist.  

7E.
Training

Before new employees start activities involving hazardous chemicals they will attend a hazard communication class that covers the following topics:

· Hazardous chemicals present in the workplace.

· The written hazard communication plan and where it may be reviewed.

· Physical and health effects of the hazardous chemicals.

· How to reduce or prevent exposure to these hazardous chemicals through use of control/work practices and personal protective equipment.

· Steps taken to reduce or prevent exposure to these chemicals.

· Emergency procedures to follow if an employee is exposed to these chemicals.

· How to read labels and review material safety data sheets.

After attending the training, each employee will sign a form verifying that they understand the above topics and how the topics are related to our hazard communication plan.

7E.
Hazardous Chemical List

The following list identifies all hazardous chemicals used at his workplace: (see Attachment 1.for list of chemicals).  Detailed information about the physical and health effects of each chemical is included in a material safety data sheet; the identity of each chemical on the list matches the identity of the chemical on its material safety data sheet.  Material safety data sheets are readily available to employees.

7E.
Informing Contractors

It is the responsibility of (name and title) to provide contractors and their employees with the following information if they may be exposed to hazardous chemical in our workplace:

· A copy of this Hazard Communication Plan.

· The identity of the chemicals, how to review material safety data sheets, and an explanation of the container and pipe-labeling system.

This person will also obtain a material safety data sheet for any hazardous chemical a contactor brings into the workplace.
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Adopted By District Board on Date:__________, 

By:____________________________________________________


Board Chair

Attachment One:   List of Hazardous Chemicals Stored at Miller Woods Site.

	Product
	Purpose

	LI-700 Surfactant
	Increases herbicide effectiveness.

	Preference
	Surfactant for herbicide use.

	Transline
	Herbicide for Forestry Use

	Weed Master
	General Purpose 2,4-D formulation

	Crossbow
	Blackberry control product

	Garlon 3A
	Water labeled tricloper

	Round-Up Original
	Glyphospate formulation

	Atrazine 4L
	Broadleaf herbicide

	Cutrine Plus
	Aquatic herbicide

	2,4-D Amine 4
	2,4-D formulation
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