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ICS 1 & 2 Maintaining a Clean, Safe, and Organized Work Environment
Policy
AbleNet ensures that it provides for the safety of staff, clients and visitors in all work sites, offices, locations and delivery vehicles (if applicable). AbleNet promotes safety and minimizes risks and hazards while complying with all regulations concerning a safe, clean and organized work environment. AbleNet routinely conducts safety inspections to identify hazards, and to ensure compliance with Company safety practices in all workplace environments including office, warehouse, storage areas.  

The goals of this policy include, but are not limited to:
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· Annually reduce employee incidents and injuries until incidents reach zero.
· Provide ongoing education to all employees in an effort to develop safe work habits and attitudes.
· Meet regularly as a safety committee to review any accidents and develop plans to reach our goal No.1.


Procedure
All office locations maintain working smoke detectors, smoke alarms and fire extinguishers in accordance with all local and state fire codes, as well as the National Fire Protection Agency (NFPA) and the Life Safety Code (LSC).
AbleNet performs a comprehensive safety review of all sites. Exit paths, lighting and posted escape routes are operable and posted through all locations. Fire extinguishers are placed in conspicuous areas and are well marked, easily accessible, are currently active and show the date of last inspection and expiration.
Smoking is prohibited in any area where oxygen is stored or being used, and is only permitted in designated smoking areas as determined in accordance with state and county laws and requirements.
Fire drills are conducted annually to assess the staff’s ability to clear the area safely and swiftly. Reports of these drills are documents and any deficiencies identified create an action plan for correction. (See also 2.9 Disaster and Emergency)
AbleNet appoints a safety team, who is responsible for the monitoring and surveillance of all safety and infection control issues. The duties and responsibilities of the safety team include but are not limited to:
· Identifying hazards in the workplace.
· Ensuring there are posted exit strategies throughout the physical location, with clearly marked routes and exits. 
· Maintaining working fire extinguishers and smoke detectors and that sprinklers (if present) are tested appropriately 
· Conducting and documenting a fire drill, at least annually
· Maintaining adequate first aid supplies. 
· Providing an eye wash station in areas where cleaning and disinfecting occur and when required by law and regulation. 
· Ensuring that any hazardous waste is handled and disposed of properly. 
· Keeping the workplace clean of clutter and ensuring that regular trash removal is consistent and thorough. 
· Advising and monitoring the staff to ensure that any food items kept on company property are stored appropriately and away from contaminated areas and all patient or client products.
· Supervising and conducting all safety and infection control training and education
· Informing management of results or findings during inspections.
· Ensuring that identified items are corrected immediately, or, if that is not possible, ensuring that these items are part of an action plan that is created to correct the deficiencies.
· Reporting this information to appropriate Safety and Maintenance Committee members.
· Maintaining annual documentation of all drills held
In addition to the above procedures, the following processes are also followed:
· Review past injuries quarterly for trends and cause of accidents.
· Develop an ongoing educational plan based on department and job responsibilities. 
· Each committee member will provide the training recommendations and the committee will finalize the communication plan.
· Put together an annual safety committee meeting calendar in an effort to review our goals, processes, employee educational plan, and make any necessary changes 

In order to achieve the desired safety results, committee members, managers/ supervisors and employees must each take on defined responsibilities. The following responsibilities are guidelines and they are minimum requirements and should not restrict individual initiatives to further strengthen the injury prevention program. 

Safety Committee Responsibilities:
1. Track and analyze accident and injury reports 
2. Develop an educational plan commiserate with department and individual responsibilities.
3. Implement the educational plan. 

Manager/Supervisor Responsibilities: 
1. Ensure all incidents are reported to human resources.
2. Assist and ensure the implementation of the educational plan is executed. 
3. Provide training to new employees.

Employee Responsibilities: 
1. Report any incidents as they occur and provide any details if possible. 
2. Follow manager/supervisor’s educational plan recommendations.
3. Proactively report any potential hazards to supervisor/manager.
4. Review all safety information posted to the shared drive under S:\Common\Safety Committee and agree to his or her commitment to the information provided.
  

Work Standards and Rules
All employees are expected to be familiar with and abide by all the following rules. Our policy toward safety is not limited to these rules alone. All unsafe practices, whether listed here or not, will be addressed. Failure to comply with any safety rule will be cause for disciplinary action and can lead to reprimand or termination. 

1. Always report any injuries or accidents or any potential hazards to Tech department or their manager immediately.
2. Know where first aid station is located. All injuries should be treated immediately.
3. Do not remove safety guards from any saw, machine or hand tool. Do not operate any saw, machine or hand tool without a safety guard.
4. Obey all warning tags and signs posted throughout the workplace or affixed to machinery or hand tools. Be careful when lifting or pushing heavy objects. Avoid unnecessary back injuries by following rules of common sense:
a. Use equipment to move heavy items whenever practical.
b. Use team lifting to share the load.
c. If an employee must lift a load alone, they will:
I. Know your limitations.
II. Keep neutral curve in low back.
III. Keep head up.
IV. Lift with legs.
V. Bring load in close.
5. Know where a fire extinguisher is located and how to properly operate it. Do not play with fire extinguishers. 
6. Keep all areas neat, orderly and free from trash and debris.
7. Check the condition of all personal protection equipment, machinery and extension cords daily. Never remove ground wires from electrical tools. Unless it is a part of your regular job, never attempt to make electrical repairs.
8. Smoking is allowed only in designated areas. Completely extinguish all matches and butts.
9. Possessing, using, selling or being under the influence of alcohol, marijuana, hallucinogens or any other drugs or controlled substances on company property at any time or when on company time away from the workplace is strictly prohibited and could result in immediate termination of employment.
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