SAFE AND HEALTHY WORK PRACTICES

It is the policy of The Talent Fund, Inc. injury/prevention program and is mandatory by Title 8, Section 3203, CAL/OSHA that everything possible will be done to protect employees from injury.

The following safe work practices are intended to provide you with basic safety and health information that will assist you in avoiding injury while performing your work duties.

It is the employee’s responsibility to read and comply with the following safety practices.  The attached copy of the Code of Safe Practices is for you to keep.  Please sign, date and return only this page to your Steward or Immediate Supervisor.  

You can also fax it to: The Talent Fund, Inc.  650.726.5694

Your support and cooperation is greatly appreciated.

I have read and understand the code of safe practices.

________________________                       _______________________________

Date                                                    Signature

                                                           ________________________________

                                                           Print

CODE OF SAFE PRACTICES

1. REPORT ALL UNSAFE CONDITIONS AND EQUIPTMENT TO YOUR SUPERVISOR.

2. REPORT ALL INCIDENTS, INJURIES AND ILLNESSES TO YOUR SUPERVISOR IMMEDIALTEY

3. ANYONE KNOWN TO BE UNDER THE INFLUENCE OF DRUGS OR INTOXICATING SUBSTANCES WHICH IMPAIR THE EMPLOYEES’S ABILITY TO SAFELY PERFORM THE ASSIGNED DUTIES SHALL NOT BE ALLOWED ON THE JOB WHILE IN THAT CONDITION.

4. HORSEPLAY, SCUFFLING, AND OTHER ACTS WHICH TEND TO HAVE AN ADVERSE INFLUENCE ON THE SAFETY OR WELL-BEING OF THE EMPLOYEES, ARE PROHIBITED.

5. WORK SHALL BE WELL PLANNED AND SUPERVISED TO PREVENT INJUIRES IN THE HANDLING OF MATERIALS AND IN WORKING TOGETHER WITH EQUIPMENT.

6. FLAMMABLE LIQUIDS SHOULD BE STORED IN APPROPRIATE CONTAINERS.

7. IN THE EVENT OF FIRE, SOUND ALARM AND EVACUATE.

8. EXIT DOORS MUST COMPLY WITH FIRE SAFETY REUGULATIONS DURING BUSINESS HOURS.

9. STAIRWAYS SHOULD BE KEPT CLEAR OF ITEMS THAT CAN BE TRIPPED OVER, AND ALL AREAS UNDER STAIRWAYS THAT ARE EGRESS ROUTES SHOULD NOT BE USED TO STORE COMBUSTIBLES.

10. MATERIALS AND EQUIPMENT WILL NOT BE STORED AGAINST DOORS OR EXITS, FIRE LADDERS OR FIRE EXTINGUISHER STATIONS.

11. AISLES MUST BE KEPT CLEAR AT ALL TIMES.

12. WORK AREAS SHOULD BE MAINTAINED IN A NEAT ORDERLY MANNER.  TRASH AND REFUSE ARE TO BE THROWN IN PROPER WASTE CONTAINERS.

13. ALL SPILLS SHALL BE WIPED UP PROMPTLY.

14. SUPPLIES SHOULD BE STORED IN SUCH A MANNER AS TO PRECLUDE DAMAGE TO THE SUPPLIES OR INJURY TO PERSONNEL WHEN THEY ARE MOVED.  HEAVIEST ITEMS SHOULD BE STORED CLOSEST TO THE FLOOR AND LIGHTWEIGHT ITEMS STORED ABOVE.

15. ALL CORDS RUNNING INTO WALK AREAS MUST BE TAPED DOWN OR INSERTED THROUGH RUBBER PROTECTORS TO PRECLUDE THEM FROM BECOMING TRIPPING HAZARDS.

16. NEVER STACK MATERIAL PRECARIOUSLY ON TOP OF LOCKERS, FILE CABINETS OR OTHER HIGH PLACES.

17. NEVER LEAVE DESK OR CABINET DRAWERS OPEN THAT PRESENT A TRIPPING HAZARD.

18. DO NOT OPEN MORE THAN ONE UPPER DRAWER AT A TIME, PARTICULARLY THE TOP TWO DRAWERS ON TALL FILE CABINETS.

19. NEVER ATTEMPT TO REPAIR ELECTRICAL EQUIPMENT WHILE IN SERVICE.  REPORT ALL NON FUNCTIONING EQUIPMENT TO PROPER SUPERVISOR.

20. ALL ELECTRICAL EQUIPMENT SHOULD BE PLUGGED INTO APPROPRIATE WALL RECEPTACLES OR INTO AN EXTENSION OF ONLY ONE CORD OF SIMILAR SIZE AND CAPACITY.  THREE-PRONGED PLUGS SHOULD BE USED TO ENSURE CONTINUITY OF GROUND.

21. MAINTAIN SUFFICIENT ACCESS AND WORKING SPACE AROUND ALL ELECTRICAL EQUIPMENT TO PERMIT READY AND SAFE OPERATIONS AND MAINTENACE.

PROPER LIFTING PROCEDURES

1. NEVER LIFT ANYTHING YOU ARE NOT SURE YOU CAN PHYSICALLY MANAGE.  ASK FOR HELP IF NEEDED.

2. INSPECT PALLETS AND THEIR LOADS FOR INTEGRITY AND STABILITY BEFORE LOADING, UNLOADING OR MOVING.

3. POSITION YOUR FEET AT SHOULDER WIDTH TO PROVIDE THE NECESSARY BALANCE FOR A SMOOTH LIFT.

4. TIGHTEN YOUR STOMACH MUSCLES BY PULLING IN YOUR STOMACH.  KEEP YOUR BACK STRAIGHT TO KEEP THE SPINE, BACK MUSCLES AND LIGAMENTS IN CORRECT ALIGNMENT.

5. BEND AT THE HIPS AND KNEES BY USING THE SIT DOWN POSITION.  DRAW THE OBJECT CLOSE TO THE BODY. AVOID TWISTING MOTIONS.

6. GRASP THE OBJECT BY OPPOSITE CORNERS AND POSITION THE BODY SO THE WEIGHT IS CENTERED OVER YOUR FEET.

7. START THE LIFT WITH A THRUST OF YOUR FEET, LIFTING WITH YOUR LEG MUSCLES NOT YOUR BACK MUSCLES. USE SMOOTH MOVEMENTS.

8. SQUAT DOWN SLOWLY AND PLACE THE LOAD DOWN GENTLY.

