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SAFETY AND HEALTH PROGRAM

UNIVERSITY OF HOUSTON-CLEAR LAKE

1.
Policy

1.1
The University of Houston Clear Lake cares about the health and safety of each employee and citizen served.  Every employee is responsible for safety in each work function.  The University of Houston-Clear Lake shall comply with its policies as well as state and federal requirements. 

1.2
Accident prevention is of primary importance in all phases of operation and administration.  The intention of the University of Houston-Clear Lake’s management is to provide safe and healthy working conditions and to establish and insist upon safe practices at all times by all employees.  To the greatest degree possible, management will provide mechanical and physical protection required for personal safety and health.  Each supervisor shall make the safety of all employees an integral part of his or her regular management function.  It is the duty of each employee to accept and follow established safety regulations and procedures.

1.3
The objectives of the program are to provide for protection of employee health, the environment and to identify and eliminate hazards and correct unsafe practices.  The program shall ensure that waste materials are handled in accordance with established procedures and that safety guidelines are established and adhered to.  Informational systems as well as operational policies shall be implemented throughout the University.

2.
Procedures
2.1  Departments shall provide regular training and awareness sessions.  Employee attendance records shall be kept.  A Safety Meeting Record of Instruction form, (A1-A2) is utilized to record attendance.  The Safety Meeting Record of Instruction forms are kept in the Department of Risk Management.  Supervisors conducting safety meetings will report in writing on the topics discussed and provide a copy of the Safety Meeting Record of Instruction form to the Department of Risk Management.

2.1.1
Supervisors must inform employees (including contracted workers) of hazardous chemicals encountered on their job, hazards the chemical can cause, and actions to be taken to protect themselves from the hazards.  The Safety Officer will provide information to new or newly assigned employees before they work with, or in an area containing hazardous chemicals.  

2.1.2
The Hazard Communication Act is a federal law.  Texas passed The Texas Hazard Communication Act (THCA) in 1985. The THCA is a worker and community Right to Know Law. This act mandates determination of hazardous chemicals, labeling, warnings, Material Safety Data Sheets (MSDS) and a written Hazard Communication Program. 

2.2
Injuries and hazardous conditions must be reported to the Department of Risk Management. There are incident forms to be utilized in these cases.
2.2.1
Injuries occurring on the job must be reported immediately.  Except for emergency trips to the hospital, no employee shall leave the work-site without reporting an injury. Employer’s First Report of Injury or Illness is to be utilized by the immediate supervisor to investigate an accident.  It is the immediate supervisor’s responsibility to forward the completed form to the Department of Risk Management for review.  

2.2.2
Employees or students noting unsafe conditions or potential hazards will complete a Report of Safety or Health Hazard form, (A3) and forward it to the Department of Risk Management.  Report of Safety or Health Hazard forms are available at the Police Department, the Health Center, Student Life, the Delta Building, the Arbor Building, the Central Services Building, and the Department of Risk Management (NOA Building).  

2.3  Supervisors of shops, labs, or other work areas as appropriate perform safety inspections.  Deficiencies noted require that corrective action be taken or planned and listed on the Safety Inspection Checklist form (A4).  The completed form will be submitted to the Safety and Health Committee for review and retention.  A copy of the form is retained by the supervisor to use as an aid in performing the next inspection.  The Department of Risk Management will review the form and determine that prior discrepancies have been corrected.  

2.4
The employee’s immediate supervisor performs investigations of work-related accidents and injuries. Supervisors shall obtain a full and complete understanding of work-related accidents so that corrective actions can be taken to prevent recurrence. The Department of Risk Management will perform the accident investigation; retain one copy for the employee’s file, forward one copy to the department head and one copy to the Department of Risk Management. 

2.5
The Department of Risk Management maintains a Chemical Hygiene Plan (CHP).  Where applicable, every department in conjunction with the Department of Risk Management is responsible for maintaining and adhering to the CHP.  The methods of compliance for maintaining exposures to hazardous chemicals as low as reasonably achievable must be identified in the plan.  To be effective, this CHP must also include the work practices, procedures, and policies that ensure employee and student protection from all potentially hazardous chemicals in the University environment.

2.6
Hazardous materials must be managed.  The Department of Risk Management will maintain Material Safety Data Sheets (MSDS) in the office.  Proper management of chemicals requires that they be ordered in the smallest quantity needed, named upon receipt, dated and stored by hazard class in approved containers.  Chemical waste generated must be disposed of properly. Where applicable, departments must maintain a chemical list and update this list yearly.  Notify the Department of Risk Management if an emergency arises or for assistance with management of departmental materials.

2.7
Programs for inspecting, testing and servicing equipment and systems for the Department of Risk Management will review prevention of fire.  All areas should be generally clean and free of excess combustible materials.  

3.
Responsibilities

The Department of Risk Management is responsible for the development and implementation of programs and procedures enabling a hazard-free environment for faculty, staff, and students within the guidelines of federal, state and university regulations.  Faculty and staff employees are responsible for the performance of their tasks in a manner that ensures their safety and health as well as their co-workers and students.  Specific responsibilities are delegated and defined as follows:

3.1
The Vice President for Administration and Finance will:
3.1.1
Provide visible top management involvement and support in implementing the Safety and Health Program policies, so that all will understand that management is committed.  

3.1.3
Adopt an employee safety and health policy and authorize appropriate safety procedures, standards and regulations to support the policy.

3.1.4
Provide a budget to support the program.

3.2
The Department of Risk Management will: 

3.2.1
Review, coordinate, maintain, and evaluate all aspects of the Safety and Health Program.

3.2.2
Assist employees to develop and implement safe work practices for all operations.

3.2.3
Order the immediate cessation of activities where significant danger is perceived.

3.2.4
Serve as a chairperson of the Safety and Health Advisory Committee.

3.2.5
Process Report of Safety or Health Hazard forms and provide assistance, as required, to satisfy safety concerns.

3.2.6
Provide resources or information to safety coordinators to assist in the planning and implementation of safety meetings.

3.2.7
Serve as the liaison for the University on issues relating to safety, waste generation and management, environmental health, air quality, housekeeping, and other matters.

3.2.8
Maintain the Material Safety Data Sheet files and provide copies during work hours and after hours through the Police Department.

3.2.9
Provide updated information on application of federal, state, and local statutes.  Interpret and advise on application of federal safety, occupational health, and distribution standards.

3.2.10
Initiate action in the development of standards and procedures for safety, fire protection, occupational health and the safe distribution of hazardous materials.

3.2.11
Ensure the coordination of emergency management programs.

3.2.12
Monitor specific measurable goals and objectives to reduce the frequency and severity of employee accidents, injuries, and occupational disease.

3.2.13
Support incorporation of safety concepts and practices into all program operations of the agency.

3.2.14
Establish a safety climate that encourages employees to fully participate in the program.

3.2.15
Report any impropriety to the Vice President for Administration and Finance.

3.3
The Department Heads will:
3.3.1
As appropriate, provide employees with procedures, regulations and requirements pertaining to environmental, health and safety.

3.3.2
Inform employees of changes and additions to regulatory requirements as appropriate.

3.3.3
Ensure that all employees are cognizant of the benefits provided by an effective Safety and Health Program and informed of their responsibilities in connection with the program.

3.3.4
Perform periodic inspections to ensure compliance with program requirements.

3.3.5
Provide necessary support to correct unsafe practices and conditions in the workplace, labs or other areas.

3.3.6
Attend departmental safety meetings as appropriate.

3.3.7
Appoint a departmental safety coordinator.
3.4
The Safety Coordinators will:

3.4.1
Monitor their area for unsafe acts or conditions.

3.4.2
Establish a contact person for the Department of Risk Management.

3.4.3
Conduct periodic safety meetings.

3.4.4
Post and ensure employee familiarity of evacuation procedures.

3.5
The first line managers (Asst. Directors, Assoc. Dean, etc.) will:
3.5.1
Integrate employee safety and health concepts into the everyday procedures of an employee’s job.

3.5.2
Provide active support to the department’s safety coordinators and Safety and Health Program.

3.5.3
Attend safety meetings as appropriate.

3.5.4
Provide necessary support of safety related activities as directed by the department head.

3.6
The supervisors, faculty, etc. will:

3.6.1
Be responsible for instructing employees under their direction in the proper operational procedures for the job being performed.  

3.6.2
Monitor and maintain in safe conditions the facilities and equipment under their jurisdiction.

3.6.3
Explain to all new employees/students, safety regulations that are relevant to their specific work duties and enforce their compliance.

3.6.4
Establish safe work methods and procedures.

3.6.5
Reinforce safe behavior.

3.6.7
Review procedures, regulations and requirements concerning safety.

3.6.8
Inform employees and students of protection requirements pertinent to their activities and ensure that proper tools, handling devices and equipment are supplied for performance of their duties or required course work.

3.6.9
Monitor activities of employees and students to ensure compliance with regulations.

3.6.10
Initiate corrective actions immediately when unsafe activities or conditions are found or reported.

3.6.11
Plan and conduct safety meetings in accordance with departmental schedules. 


Note:
The scheduled formal safety meetings do not preclude the need for instructing employees whenever necessary.

3.6.12
Perform safety inspections and accident investigations as required.

3.6.13
Ensure that awareness programs are communicated to faculty, staff, and students.

3.7
The Safety and Health Advisory Committee will:

3.7.1
Act as an advisory committee to the administration and Facilities Support Services Committee (FSSC); be responsible for the oversight of planning, implementation, assessment of safety conditions on the University of Houston-Clear Lake campus, and other duties as charged by the FSSC by-laws.

3.7.2
Review safety proposals that are distributed University-wide and determine how to spend the safety budget for the fiscal year.

3.7.3
Review accident reports and reports of safety concerns or unsafe conditions.

3.7.4
 Make recommendations to FSSC on actions of this committee, which involve policies, new resources, space planning and re-use, or mediation of disputes. 

4.
Safety Rules for All Employees
Safety is a cooperative undertaking requiring an ever-present safety consciousness on the part of every employee.  To carry out this policy, employees shall follow the safe practices and rules contained in this manual and such other rules and practices communicated on the job.  All employees will:

4.1
Report unsafe conditions or practices to their supervisor. If corrective action is not taken immediately, contact the Risk Management Department.

4.2
Practice good housekeeping in the work area. Clean up waste and eliminate dangers in the work area.

4.3
Use protective equipment and clothing when appropriate or required.

4.4
Participate in safety meetings.

4.5
Report any employee under the influence of alcoholic beverages or illegal substances, also including prescription drugs, which might impair motor skills and judgment.  Such employees will not be allowed on the job.

4.6
Avoid horseplay, scuffling, and other acts, which tend to have an adverse influence on safety or well being of other employees.

4.7
Follow safety directions in the handling of heavy materials and while using equipment.

4.8
Do not consume alcoholic beverages or illegal substances on the job.

4.9
Be alert that all protective devices are in proper places and adjusted, and report deficiencies promptly to the supervisor.

4.10  Not handle or tamper with any electrical equipment, machinery, or air or water lines in a manner not within the scope of their job unless so directed by their supervisor, and employee is trained to accomplish.

4.11
Report all injuries to the supervisor so that arrangements can be made for medical or first aid treatment.

4.12 Do not throw things, especially material and equipment. 

4.13
Dispose of all waste properly and carefully.

4.14
Never undertake a job that appears to be unsafe.

5.
Safety and Health Training

Education and training of employees is a key element in the prevention of injury and illness.  State and federal regulations, and university policies require certain types of safety training and orientation for all employees at UHCL.  Such training is designed to enable employees to learn their jobs properly, bring new ideas to the workplace and reinforce existing safety policies. 

5.1
Each employee shall participate in a general safety training orientation program available from the Department of Risk Management at the start of employment.

5.2
An in-depth safety training program will be established and maintained for employees working in high risk situations.

5.2.1
The Department of Risk Management and the School of Natural and Applied Sciences will establish guidelines concerning training for biological and chemical safety.

5.2.2
The School of Natural and Applied Sciences will establish radiation safety training policies and procedures relating to employees who work in or frequent any area where sources of radiation are used.
5.2.3
The Department of Risk Management will review and establish guidelines for general safety and other specific safety training not currently covered by other specialized committees.

5.3
Department Heads shall be responsible for ensuring that employees receive safety training commensurate with the degree of risk in their work environment.

5.3.1
The Department of Risk Management will assist in development of safety training in-service sessions.

5.3.2
In-service training session attendance shall be documented, including signature of the employee, date, title of the program, and the instructor’s name.  This documentation should be maintained by the employee’s supervisor or on a departmental level and copies submitted to the Department of Risk Management.

5.4
The content of each in-service training session will vary, but in each session, supervisors will attempt to teach the following:

5.4.1
An attitude of personal commitment.  The success of the University of Houston-Clear Lake’s prevention of injury and illnesses depends on the actions of individual employees as well as a commitment by the University.

5.4.2
Safety procedures for specific jobs.  Each employee’s immediate supervisor will review the safe work procedures unique to that employee’s job to protect against risk and danger.

5.4.3
Specific task risks.  A Job Safety Analysis (JSA) should be performed on each distinct job to target the specific critical tasks that have an inherent risk of injury, illness, or disease to employees.  The JSA evaluates specific job tasks associated with performing various duties.  The Department of Risk Management has JSA available upon request.

5.4.4     Emergency Procedures.  Each employee will learn what to do in case of emergencies        occurring in the workplace.  

5.5
Safety education requires employee participation.  The following are employee responsibilities:

5.5.1
No employee is expected to undertake a job until he or she has received adequate safety instructions and is authorized by their supervisor to perform the task.

5.5.2
No employee should use chemicals without fully understanding their properties and without the knowledge required to work with these chemicals safely.

5.5.3
Employees must know about and keep protective devices in place.

5.5.4
Employees must become knowledgeable about and use personal protective equipment when and where required.  Equipment must be properly maintained and fitted.
6.
Hazard Identification and Abatement

This section sets out a system for identifying workplace hazards and correcting them in a timely fashion.  

6.1
Safety inspections of work sites will be conducted.  Workplace safety depends on workplace observation.  Both supervisors and employees are responsible for inspecting the working area.  Each day, before beginning work, employees should inspect the area for dangerous conditions. Supervisors should be informed of significant dangers.

6.1.1
A thorough inspection by the various departments on campus should be completed once a year.  UHCL employees are encouraged to use the enclosed Safety Inspection Checklist (A14).  The sections that apply to that department should be completed.  This checklist should be routed to employees to determine if they are aware of any potential hazards.  Once an item is on the checklist, appropriate action must be taken.

6.1.2
Workplace safety inspections will occur more frequently when conditions change, or when individual areas implement a new process or procedure.  

6.1.3
Employees may be given written or oral communications regarding unsafe conditions or serious concealed dangers. Employees should review and understand this communication and then adjust workplace behavior to avoid any danger or hazards.  

6.1.4
Managers must provide written notice to employees of any serious concealed dangers of which they have actual knowledge.  In addition to providing written notice of all serious concealed dangers to employees, managers are required to report serious concealed dangers to the Department of Risk Management.

6.2
The following are provided for emergencies arising in the workplace.

6.2.1
In the event of a fire, all employees must exit the facility immediately in a safe manner, unless specifically trained and assigned to fight a fire. 

6.2.2
Campus buildings will have evacuation diagrams showing the most logical exits.  FIRE DOORS MAY NEVER BE LOCKED FROM THE INSIDE.  Obstruction to egress routes should be reported to work supervisors immediately.  If the obstruction is not cleared, a Report of Safety or Health Hazard form should be submitted to the Department of Risk Management.

6.2.3
It is every employee’s responsibility to know the locations of the first-aid stations that have been placed throughout the facilities.  The locations of the first-aid stations are as follows:  


Arbor  (room 190, 161, 145)


Central Services  (FMC break room, warehouse, and supply room)


Delta Building  (room 213, and 161)


Bayou Building  (Health and Disability Services room 1406, after hours, Police Department room 1636) 
6.3
A system has been developed and implemented to report a safety or health hazard.  UHCL shall provide and encourage the use of a reliable system for employees, without fear of reprisal, to notify management about conditions that appear hazardous.

6.3.1
In the case of a serious hazard, call the Department of Risk Management for immediate assistance.

6.3.2
Any employee may submit the Report of Safety or Health Hazard form (A13).  Complete the form in its entirety to assist in determining the severity of the problem and forward to the Department of Risk Management.

6.3.3
The Department of Risk Management will investigate the reported safety or health hazards and recommend an action plan.  Recommendations will be given to the responsible party for implementation and an estimated completion date will be determined.

6.3.4
The Department of Risk Management will present all reports of safety or health hazards to the Safety and Health Advisory Committee for further input.  Once the committee has reviewed and approved the recommended plan of action, a copy of the Report of Safety or Health Hazard form will be returned to the initiating department.

6.3.5
The Department of Risk Management will perform a follow-up investigation after the estimated completion date to ensure the problem is resolved.

7.
Work-Related Accidents
This section contains information that assists supervisors and employees in dealing effectively with work-related accidents and the subsequent investigations.  The prompt reporting of work-related accidents will ensure that employees are afforded medical care and timely workers’ compensation benefits as appropriate.  Information gained from accident investigations is used to inform the administration as to work-related accident trends in order to determine the effectiveness of safety programs and to aid in the prevention of recurrences.

7.1
Specific responsibilities are delegated and defined in the case of work-related accidents as follows: 
7.1.1
The Department of Risk Management:


a.  Investigates work-related accidents at UHCL.


b.  Tracks work-related accidents.

c. Presents accident reports to the Safety and Health Committee.

d. Forwards any recommendations from the Safety and Health Committee to the immediate supervisor.

7.1.2
The supervisor:

a.   Ensures that employees are aware of all work-related accident reporting policies.


b.   Reports all work-related accidents that occur in their area of responsibility to Health and Disability Services.


c.   Investigates work-related accident causes and take corrective action.

7.1.3
The employee:

a.    Reports work-related accidents to Health and Disability Services and supervisors as soon as possible.


b.    Reports suspected exposures to radiation, chemicals, or diseases to their supervisor as soon as possible.

c.  Reports injury to the Office of Human Resources within 2 hours.

d.  Abides by the guidelines set forth in 7.3 and any additional departmental procedures.

7.1.4
The Police Department:
a.  Investigates work-related accidents and ensures first aid is provided.

b.  Completes an incident report and forwards a copy to the Department of Risk Management and the Office of Human Resources.


c.    Assists employees, students, and visitors with medical emergencies when Health and Disability Services is closed.


d.    Provides security in and around an accident site.

7.1.5
The Office of Human Resources:

a.  Interfaces with the Department of Risk Management to develop and make available complete and accurate information on work-related accidents.

b.  If appropriate, completes an Injury Statistical Report form.

c.  Forwards a copy of the Injury Statistical Report form to the Department of Risk Management.


d.    If appropriate, prepares paperwork, submits a claim to the Texas Workers’ Compensation Commission and maintains records.

7.1.6
Safety and Health Advisory Committee:

Reviews and makes recommendations concerning work-related accidents, safety concerns and incidents.

7.1.7
Health and Disability Services:


a.    Completes the Injury Statistical Report form and takes a copy to the Office of Human Resources.


b.    If appropriate, administers first aid and/or refers the employee for medical treatment.

7.2
Work-related accident/injury or work related illness reporting procedures are as follows:
7.2.1
Regular working hours (non-emergency):

a.  The employee reports immediately to their supervisor or next higher supervisor.

b.  The supervisor sends the employee to Health and Disability Services for treatment and/or referral.

c.  Health and Disability Services completes the Injury Statistical Report form and takes a copy to the Office of Human Resources.

d.  The employee reports the injury to the Office of Human Resources within 2 hours.

e.  The Office of Human Resources forwards a copy of the Injury Statistical Report form to the Department of Risk Management.


f.     If appropriate, the Office of Human Resources prepares paperwork and submits a claim to Texas Workers’ Compensation Commission.

7.2.2
Regular working hours (emergency):


a.   The employee reports immediately to their supervisor or next higher supervisor.


b.   The supervisor sends or takes the employee to Health and Disability Services (extension 2626) for treatment and/or referral.


c.    Health and Disability treats employee and/or refers employee for treatment, completes the Injury Statistical Report form and takes a copy to the Office of Human Resources within 2 hours.

d.   The Office of Human Resources forwards a copy of the Injury Statistical Report form to the Department of Risk Management.


e.    If Health and Disability Services refers employee to physician or hospital, the employee (or representative) must contact the Office of Human Resources within 24 hours.  Contact may be made by phone.  If necessary, the Office of Human Resources staff may go to the hospital or employee’s home to obtain signatures required to continue processing the claim.

f.  The Office of Human Resources submits the claim to the Texas Workers’ Compensation Commission.

7.2.3
Evening, night, or weekend work hours:


a.   The employee reports immediately to their supervisor or next higher supervisor.  In the absence of a supervisor, contact the Police Department.

b.  The employee or supervisor reports the injury to the Police Department (extension 2222) immediately.

c.  The Police Department completes an incident report and refers the employee for medical treatment or may assist in obtaining treatment if necessary.

d.  The Police Department forwards a copy of the incident report to the Office of Human Resources and the Department of Risk Management during the next regular workday or upon completion.

e.  The employee (or representative) must contact the Office of Human Resources during the next regular workday.
f.  The Office of Human Resources completes the Injury Statistical Report form and forwards a copy to the immediate supervisor and the Department of Risk Management.

g.  If appropriate, the Office of Human Resources prepares paperwork, submits a claim to the Texas Workers’ Compensation Commission and maintains records.

7.3
Reporting procedure is as follows:
7.3.1
The Office of Human Resources acts as a “control center” when employees are missing work because of a work-related injury or illness.  Based on the employee’s regimen of treatment and schedule for seeing the doctor, the Office of Human Resources requires periodic reports and forwards relevant details to the employing department.

7.3.2
Failure, by the employee, to contact the Office of Human Resources to provide periodic reports as required, may result in disciplinary action.  Notice of Disciplinary Action, when appropriate, will be sent to the employee and the employing department by the Office of Human Resources.

7.4
Upon returning from workers’ compensation injury, procedures are as follows:

7.4.1
The employee reports to the Office of Human Resources before reporting to work site with a release letter to return to work from attending physician.


a.    If modified duty is specified, advance notification is required and return to work may be delayed until the Office of Human Resources and employing department work out modified duty assignment details.


b.    If the employee is released to return to full duty, the Office of Human Resources sends the employee to his/her department with a copy of the release letter.

7.4.2
The Office of Human Resources retains the original release letter and prepares required reports for the Texas Workers’ Compensation Commission.

8.
Fire Safety Rules for all Employees

Fire is one of the worst enemies of any facility.  Smoking is not allowed in campus buildings.  No open flames are allowed in any campus building.  No open flame candles are permitted in any campus offices or suites.  The Department of Risk Management (this is in reference to certain functions held on campus) permits the exceptions of open flames on a case by case basis on which approval is given through hot work permits. 

All employees should follow the following fire safety rules:  

8.1
Locate the nearest fire alarm pull station.

8.2
Know your exits and an alternate exit.  

8.3
Do not use the elevator in the event of a fire.  

8.4
Listen and follow all instructions from the public address system in the event of any emergency.  

8.5
Report any fires by calling 9-911.  

8.6
Report the smell of smoke to the Police Department by dialing 2222.

8.7
Observe the no-smoking rules.
8.8
Know the location of the fire extinguishers and learn how to use one properly.  Only attempt to extinguish a small fire if you feel you can.

8.9
Know the location of the Evacu-Tracs. They are located in the Bayou Building on the second and third floor center stairwell number four and five.  The Delta Building also has an Evacu-Trac located on the center stairwell.  

8.10      Learn how to use the Evacu-Trac properly.  The Department of Risk Management

has a training video, which can be borrowed with instructions on how to use the           Evacu-Trac.  They can also give hands on training.
9.
UHCL Evacuation Plan
9.1
Purpose

9.1.1
The University of Houston-Clear Lake recognizes the need for an orderly plan to evacuate its facilities in emergency situations occurring inside buildings, such as fire, explosion, chemical spills, or bomb threats.

9.1.2
This evacuation plan will provide for a timely and effective exit of campus facilities in the event of such an emergency.

9.1.3
This plan is a working document that will be continually reviewed and updated.

9.2
Definitions

9.2.2
Audible Alarm System- a system of low-and high-pitched alarms, accompanied by strobe lights for the hearing impaired, located in hallways and bathrooms in campus buildings.

9.2.3
Area coordinator -an individual designated to be in charge of the evacuation of personnel from a block of suites, classrooms, or similar work areas.  Alternate area coordinators should also be appointed and trained in advance to assume the duties of the area coordinator if necessary.

9.2.4
Evacu-Trac -a device used to enable operators to transport disabled individuals down flights of stairs in a seated position.  Located on the second and third floor center stairwells number 4 and number 5 of the Bayou Building, and on the second floor near the center stairwell in the Delta Building.  

9.2.5
Primary evacuation route -the quickest and most accessible safe route from an individual’s location when the emergency is announced to a designated safe area outside the building.  Evacuation route diagrams (pages 26-33) will be strategically located throughout the buildings. These diagrams will indicate by a red dot your location on the building map.  Exits and stairwells will be indicated in red.

9.2.6
Secondary evacuation routes -the next closest safe route to a designated safe area if the evacuation route cited in 9.2.5 is announced or seen to be unsafe for use.

9.2.7
Work area leader - an individual designated for each work area to coordinate the evacuation of personnel from that suite and to account for the return of personnel to the suite when the emergency is resolved.  The work area leader for a classroom is the faculty member in charge of the class.  Each work area leader or alternate shall make a reasonable effort to assure that disabled personnel receive assistance to exit the building.


a.
A work area leader has the option to request volunteers from either the class or the work area to assist in the evacuation.  If a work area leader is for any reason unable to perform the evacuation duties, he/she should request further assistance from the Police Department. Questions pertaining to evacuation of disabled students or employees may be directed to the Coordinator of Disability Services, Bayou Room 1402, and extension 2627.


b.
Faculty members as work area leaders will inform the class of evacuation routes when needed and will coordinate a plan for the evacuation of any students needing assistance.  Students needing this assistance will inform the Coordinator of Disability Services, Bayou Room 1402, extension 2627, and the faculty member at the beginning of the semester.  Work area leaders are responsible to ensure that all employees and students in the work area are informed about the exit plan for the area.

9.2.8
Alternate - an individual designated to perform the duties of the work area leader if that individual is not present during the emergency.  Alternates are also responsible to ensure that all employees in the work area are informed about the exit plan for their area.

9.2.9
Designated safe area -a site safely away from the building where personnel should wait until the emergency is resolved.  Designated safe areas for Bayou Building occupants shall be either lots “V” for personnel exiting from the rear of the building or lot “R” for personnel exiting from the front of the building.


The designated safe area for the Arbor Building is the grassy area between the sidewalk and University Drive and the sidewalk between the Arbor and Delta Buildings.


The designated safe area for the Delta Building is the outside part of the parking lots that are located by the front and rear entrances.


The designated safe area for the Central Services Building is the grassy area just past the parking lot in front of the Central Services Building.


The designated safe area for the North Office Annex Building is parking lot D directly in front of the building.

9.2.10
“All Clear” -an oral announcement that it is safe to return to the building.  This announcement will be made by a University Police Officer who may either be on foot or operating a public address system from a police vehicle.

9.2.11
Emergency command center -The University Police Department office, Room B1636.  The command center may temporarily assume a stationary or mobile location either inside or outside the building, depending on the nature of the emergency.  The University Police Department is authorized to issue an “All Clear” announcement when the building(s) have been declared safe by the proper authority.

9.3
Policy

9.3.1
The university attempts to provide a safe learning and working environment for students, employees, and visitors. An evacuation plan, to be used in the event of an emergency, is an integral part of this environment.  UHCL Executives and Administrators will ensure that employees under their review will observe this policy and its procedures.

9.3.2
The emergency evacuation procedures described in this document will be observed in any situation requiring the evacuation of personnel from campus buildings.  Deliberate violations of these guidelines will be cause for disciplinary action as follows:


a.     Such misconduct by a student will be grounds for disciplinary action through student life policies and procedures.


b.    Such misconduct by a staff employee will be grounds for disciplinary action though the staff discipline and dismissal policy and procedures.


c.    Such misconduct by a faculty employee will be grounds for disciplinary action through faculty discipline and dismissal policies and procedures.


d.    In addition, such misconduct by any person may be grounds for criminal charges against the individual in a court of law.

9.3.3
Fire and evacuation drills may be conducted on an “as needed” basis.  The same provisions apply during a drill as would apply during a real emergency requiring building evacuation.

9.4
Policy Provisions

9.4.1
Responsibility


a. The Department of Risk Management is responsible for implementing the evacuation plan, assessing its effectiveness, updating the plan to achieve increased safety or efficiency, and for training personnel in the use of the plan.


b. The area coordinator is responsible for facilitating and assisting the safe exit of any employees, students, or visitors from a block of work areas or classrooms at the time the notice of evacuation is received.  The area coordinator is responsible for directing personnel under his/her supervision to the nearest evacuation area via the nearest safe evacuation route.  If an area coordinator becomes unable to serve, an immediate replacement should be designated and the University Safety Officer should be notified to assure that the replacement receives adequate training.


c. The work area leader is responsible for assuring that personnel in a designated office or facility evacuate the area in accordance with procedures when a notice to evacuate is received.  If a work area leader becomes unable to serve, an immediate replacement should be designated and the University Safety Officer should be notified to assure that the replacement receives adequate training.


d. The President is responsible for officially closing the university when the situation warrants and authorizing employees to leave the campus under “Administrative Leave” provisions.  If the President is unavailable during such an emergency, this responsibility rests with the Senior Vice President and Provost, or in that official’s absence, the Vice President for Administration and Finance.  If none of these officials are present during an emergency situation, this responsibility rests with the Director of University Police or his designated representative.


e. Unproved absences from work resulting from or associated with a building evacuation may be cause for disciplinary action, and will be considered on a case-by-case basis.

9.4.2
Notice to evacuate


a.    Notice to evacuate any building will be received via the audible and visual alarm systems.  In an emergency situation, the public address system may also be activated to provide oral instructions.  If the alarm systems and public address system are disabled, University Police officials will provide the notice to evacuate by verbal commands.


b.   When the audible alarm system is activated, the occupants of the building must evacuate, observing the procedures listed in Section 9.4.3.  

9.4.3
Evacuation Procedures

a.    Stop what you are doing and walk, do not run, to the nearest stairwell and proceed down the stairwell to the first floor, and from the first floor to the designated safe area for your group.  If you are working in an area away from your regular workstation, follow the instructions or the work area leader and area coordinator for the area in which you are working when you learn of the emergency.  Do not attempt to return to your regular work area if an emergency is announced.

b.   Do not use elevators in any emergency situation.


c.   Take personal belongings, such as purse, coat, and car keys if they are within easy reach and can be collected quickly.


d.    Office doors should be closed but not locked when personnel exit.

e.    Listen to instructions from work area leaders and area coordinators or those provided via the public address system.  Follow these instructions.


f.    Regroup with your co-workers or classmates in the designated safe area so that your presence can be accounted for.  Because of the possibility of flammables, do not smoke in designated safe areas until the “All Clear” notice is received.


g.    Do not re-enter the building until University Police officials announce the “All Clear” signal.  


h.    Return to your work area via stairwells.

9.5
Exhibits

9.5.1
UHCL building diagrams (26-33).

9.5.2
Evacu-Trac operating instructions (34-39).

10.
Hazard Communication Program

10.1  
Purpose


The purpose of the Hazard Communication Program is to ensure that the hazards of all chemicals used on the University of Houston-Clear Lake campus are evaluated and information concerning their hazards is transmitted to employees.

10.2  
Scope

10.2.1
This program applies to:

a.  Any chemical which is known to be present in the workplace in such a manner that employees may be exposed under normal conditions of use or in a foreseeable emergency.

b.  Work operations where employees only handle chemicals in sealed containers, which are not opened under normal conditions of use (warehouse).
10.2.2
This program does not apply to:

a.  Laboratories

b.  Hazardous waste

c.  Tobacco or tobacco products

d.  Wood or wood products

e.  Foods, drugs, cosmetics intended for personal consumption

10.3
Responsibilities

10.3.1  The Department of Risk Management is responsible for:


a.    The oversight of the Hazard Communication Program along with an annual review and update of the program.


b.   Annual training to all employees who, as part of their normal job duties, will come in contact with hazardous chemicals for the following areas:


i. Facilities Management and Construction employees


ii. Print-shop employees


iii. Support staff employees

c.  Maintaining training session records.

10.3.2
The Department Heads are responsible for:

a.  Developing and maintaining an inventory listing of all hazardous chemicals present within all their facilities and work areas, providing a copy to the Department of Risk Management, and ensuring that the list is accessible to all employees.

b.  Ensuring that all hazardous chemicals are properly labeled.

c.  Documenting that orientation of all new employees to the Hazard Communication Program, and the training of all employees assigned to new or non-routine tasks.

d.  Continuing training (and documentation thereof) of all employees on the hazards involving work area chemicals to which they could become exposed.

e.  Providing a hazard briefing to (or qualified escorts for) any other person who may be temporarily present in their facilities or areas.

10.3.3
Employees who are engaged in activities using hazardous chemicals must share responsibility for becoming aware of the hazards of the materials they work with and take the necessary precautions to protect themselves from these hazards.

10.4  
Training

10.4.1
The Hazard Communication training shall include:


a.
Any locations in their work area where hazardous chemicals are present.

b.  Methods and observations that may be used to detect the presence or release of a hazardous chemical in the work area (such as monitoring conducted by the employer, continuous monitoring devices, visual appearance or an odor of hazardous chemicals when being released).

c.  The physical and health hazards of the chemicals present in their work area.

d.  General safety instructions on handling, cleanup and disposal of hazardous chemicals.

e.  The measures employees can take to protect themselves from these hazards, including specific procedures the employer has implemented to protect employees from exposure to hazardous chemicals, such as appropriate work practices, emergency procedures, and personal protective equipment to be used.

f.  The details of this Hazard Communication Program, including an explanation of the labeling system and the Material Safety Data Sheets, and how employees can obtain and use the appropriate hazard information.

10.4.2
New employees (including part-time, hourly and student employees) and graduate students of any form on stipend from the University must complete an initial orientation program prior to working with hazardous chemicals.

10.4.3
Other employees will receive an orientation program and specific information and training on hazards and hazardous chemicals present within their work areas within 45 days of adoption of this standard.

10.4.4
Students who work with or around hazardous chemicals should receive a briefing on this program and on the hazards and hazardous chemicals present within their work area during one of the first three class sessions, during which potential exposures could occur.

10.4.5
Any employees assigned to new duties, a new work area or non-routine tasks for which previous hazard information and training was inadequate, must be instructed on new hazards prior to beginning the new duty.

10.4.6
Other individuals (contractors, maintenance workers, visitors, etc.) who will be present in area where they could become exposed to potentially dangerous chemicals should be briefed on those hazards, on how danger can be avoided or detected, and of emergency actions which could be required.  NOTE:  Detailed instruction is not required whenever these individuals remain under direct control of a qualified escort.

10.4.7
The employees required to work around or with hazardous chemicals must receive periodic retraining (at least annually) to refresh their knowledge of this program, the hazards of their jobs and work areas, and on the chemicals to which they could become exposed.

10.4.8
Employing departments must develop and arrange for the maintenance of records on individual training given in support of this standard.  Records must be maintained on current and former employees for a minimum of 5 years.  A copy of the training materials and list of individuals receiving this training must be sent to the Department of Risk Management.  Departments must maintain student hazard communication orientation and training responsible for areas where exposures may occur.

10.5
Contractors

10.5.1
Contractors having employees working in an area containing hazardous chemicals shall be given or provided a listing of any MSDS on chemicals to which they or their employees could become exposed.  This is in addition to any required briefings.

10.5.2
Contractors shall provide their University contact or coordinator a listing of all hazardous chemicals and copies of related MSDS prior to bringing the materials into any location where University personnel could become exposed.  The contract coordinator will ensure that the Police Department, Department of Risk Management and occupants who could become exposed are briefed on the hazards of these materials.

10.6
Material Safety Data Sheets (MSDS)

10.6.1
Purchase orders should identify the Hazard Communication Act and instruct vendors to forward a copy of the MSDS to the purchaser and Department of Risk Management.

10.6.2
Each area receiving hazardous chemicals is responsible for insuring that MSDS are available to employees and up to date.

10.7
Container Labeling

All containers containing hazardous materials are required by law, to be labeled.  Labels must not be removed or defaced.  The purpose of the label is to alert users of hazards associated with the chemical.  


The label must identify:


a.
The chemical name


b.
The name and address of the chemical manufacturer


c.
The emergency phone number of the chemical manufacturer


d.
The physical and health hazards


e.
Any important storing or handling instructions


f.
The recommended personal protective equipment and 





procedures to use

APPENDIX 

REFERENCE FORMS

          Page

Safety Meeting Record of Instruction






A1-A2

Supervisor’s Investigation of Employee’s Accident/Incident 


A3-12

(Texas Workers’ Compensation Commission 121 (TWCC 121)) 

Report of Safety or Health Hazard






A13

Safety Inspection Checklist







A14

Organization Chart








A15

Executive Order








A16-17
REPORT OF SAFETY OR HEALTH HAZARD

Name:                                            Date: 


Location of the hazard:

   Building Name_________________________________ Floor:_________

   Area__________________________________________________________

   Room/workstation number_______________________________________

Nature of the hazard: 











_________________________________________________________________________________________________________________________________________________________________________________________________ _








_________________________________________________________________________________________________________________________________________________________________________________________________ _








_________________________________________________________________________________________________________________________________________________________________________________________________ _








Do not write below this line

Recommended Action Plan:










Estimated Completion Date:









Signature:






 Date:






Risk Management Department Representative
Date of Follow-up:



 Problem Resolved:  YES     NO

SAFETY INSPECTION CHECKLIST
Instructions: Please review the checklist.  If you consider an item in your area unsafe, please complete the Report of Safety or Health Hazard form and return to the Department of Risk Management.

Office/Room #



 Bldg.






	ITEM
	Y
	N
	N/A

	Floors have no slippery surfaces due to excess polish or wax
	
	
	

	No holes or depressions in floors
	
	
	

	Rugs in hallways or offices are free from holes, tears
	
	
	

	Aisles free of obstruction, including electrical cords and outlets
	
	
	

	Stairwells and exits properly lighted
	
	
	

	No unsafe ladders or trolleys
	
	
	

	General housekeeping is good
	
	
	

	No top-heavy filing cabinets (either by loading or drawer opening)
	
	
	

	Lifting is performed safely
	
	
	

	Correct use of pins, knives, cutters, or staples
	
	
	

	Fire-escape doors open and free for exit
	
	
	

	Glass doors either frosted or with lettering or decals
	
	
	

	Switch and cover plates in place
	
	
	

	No slivers in furniture or accessories
	
	
	

	No running or crowding or jamming doors
	
	
	

	Safe storage of flammables
	
	
	

	People trained in requirements of the Hazard Communication Standard
	
	
	

	Correct type and placement of the Hazard Communication Standard
	
	
	

	First-aid facilities available
	
	
	

	Electric fans properly guarded-space heaters
	
	
	

	Adequate ventilation
	
	
	


Any unsafe practices observed:

Comments:

Signature: 






Date: 



CONTACT LIST

UNIVERSITY OF HOUSTON-CLEAR LAKE

2700 Bay Area Blvd.

Houston, TX 77058-1098
Police Department




283-2222

DO NOT CALL 911

Bayou Building, room 1636

Operational hours are 24 hours a day, 7 days a week

Health and Disability Services    

283-2626

Bayou Building, room 1406.

Operational hours for the Fall and the Spring are:

Monday-Thursday 9:00 a.m. - 7:00 p.m.

Friday 8:00 a.m. - 12:00 p.m.

Summer hours: Monday - Thursday 8:00 a.m. - 6:00 p.m.

Friday 8:00 a.m.- 12:00 p.m.

Facilities Management and Construction 

283-2250

Central Services Building

Operational hours for the Fall and Spring are:

Monday - Friday 8:00 a.m.- 5:00 p.m.

Summer hours: Monday - Thursday 8:00 a.m. - 6:00 p.m.

Friday 8:00 a.m. - 12:00 p.m.

Custodial Services




283-2239

Bayou Building, room 1401

Operational hours for the Fall and Spring are:

Monday - Friday 8:00 a.m. - 5:00 p.m.

Summer hours: Monday - Thursday 8:00 a.m. - 6:00 p.m.

Friday 8:00 a.m. - 12:00 p.m.

The Department of Risk Management 
283-2106

North Office Annex 
Operational hours for the Fall and Spring are:

Monday - Friday 8:00 a.m. - 5:00 p.m.
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