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1. MANAGEMENT SAFETY POLICY 
  

 The safety and health of all our employees are of prime importance to our organization.  
Management holds in the highest regard to safety, welfare and health of its employees.  It 
is our belief that accidents that injure persons and damage equipment cause needless 
human suffering, inconvenience and expense.  The company will provide our employees 
a work environment as free of recognized hazards as is possible and practical.  Control of 
potential safety and health hazards and their elimination is the primary objective of the 
company’s safety program. 
 

 One individual in this company will be designated in writing the safety coordinator, and 
will be responsible for all safety related training records, reports, and inspection 
activities. 
 

 Each supervisor at every level of management is accountable for safe, efficient work 
practices and procedures.  Each supervisor is responsible to ensure that our safety 
programs are explained and understood by all employees.  He/she will be provided with a 
copy of this Safety Manual, and is expected to keep it up to date with all additions and 
modifications. 
 

 All employees will do everything possible and necessary to eliminate accidents. 
 

 Reducing accidents and related unnecessary losses will help us to be more competitive in 
our industry, this helping to safeguard our jobs. 
 

 This policy, under the direction of management and the guidance of our supervisors, shall 
be observed by all employees. 
 
 
 
Executive Director: ________________________________ Date: ________________ 
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2.  ORGANIZATIONAL SAFETY RESPONSIBILITY 
 

a. MANAGEMENT RESPONSIBILITY FOR SAFETY 
 

i. Maintain an active progressive safety plan, in which all members 
of management will participate in order to promote safety 
awareness and safe work practices on and off the job. 

ii. Authorizes necessary expenditures for the safety department. 
iii. Provide within reason a work environment in which identified, 

occupational hazards are controlled when eliminations are not 
feasible. 

iv. Require that all employees follow established safety rules and safe 
work practices. 

v. Proved budget approvals for the achievement of all approved 
safety objectives. 

vi. Establish a program, with a system of accountability, in order to 
audit and track safety performance of all subordinates. 

vii. Actively support the Safety Program as an example to 
subordinates, and with the decisions and directives that are 
required. 

viii. Delegate authority to others under his and/or her supervision to 
expedite and facilitate the application of the Safety Program. 

 
b. SAFETY COORDINATOR RESPONSIBILITY FOR SAFETY: 

 
i. Identify and appraise the needs of the organization, as well as the 

needs of the employees. 
ii. Develop and implement a plan to meet the needs of the 

organization and of the employees. 
iii. Communicate the plan to the persons involved with its 

implementation. 
iv. Evaluate and monitor the plan to determine its strengths and 

weaknesses. 
v. Coordinate safety activities. 

vi. Keep and analyze accident records and trends. 
vii. Conduct safety educational programs for supervisory personnel. 

viii. Coordinate departmental safety interest and motivational 
programs. 

ix. Evaluate all OSHA recordable case investigations. 
x. Assist in scheduled facility inspections. 

xi. Periodically attend scheduled safety meetings. 
xii. Provide safety orientations to all new employees. 
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c. MAINTENANCE SUPERVISOR 
 

i. Maintain a regular maintenance schedule on all equipment from a 
standpoint of safety. 

ii. Work with the safety coordinator. 
iii. Make regularly scheduled inspections as instructed by safety 

department and make reports. 
 

d. SUPERVISOR RESPONSIBILITY FOR SAFETY 
 

i. See that all new workers are taught company operations 
procedures and policies.  Explain the company’s personnel and 
safety program and make every effort to get the employees 
interested in safety procedures, stressing the point that each worker 
is an important part of the team and give him/her every opportunity 
to learn. 

ii. Respond to all employee recommendations, either by 
implementation or explanation. 

iii. Encourage and give credit to employees who report unsafe 
conditions or practices. 

iv. Investigate and discuss all accidents and injuries with the workers 
to develop complete information as to the cause and corrective 
measures. 

v. Constantly study the guidelines so that all work and equipment will 
be up to company standards and policies. 

vi. See that all safety equipment is used, and is in proper working 
condition. 

vii. Be knowledgeable of all rules and regulations of the Federal 
Government pertaining to the company and ensure these rules and 
regulations are strictly followed. 

viii. Make sure all new and inexperienced workers are instructed in safe 
operating procedures and the hazards of their jobs. 

ix. Instruct the workers to inspect their equipment regularly to ensure 
that it is in good and safe working condition. 

x. Do pre-job planning to help foresee any problems or hazards. 
xi. Take necessary steps to correct hazardous conditions and incorrect 

work practices. 
xii. See that protective devices are in good condition and that they are 

being used. 
xiii. Promptly report any unsafe equipment to the maintenance 

department. 
xiv. Stress the importance of teamwork.  We must work as a team to 

prevent accidents and to get the job done. 
xv. See that workers complete each job in an orderly fashion and leave 

the area hazard free. 
xvi. Be sure that workers are mentally and physically fit for the job. 
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xvii. Remind workers frequently how accidents affect them personally 
and cause hardships on their families such as: pain, suffering, loss 
of income, etc. 

xviii. Set an example for workers by wearing proper clothing and safety 
equipment yourself. 

xix. Maintain good housekeeping on all work sites. 
 

NOTE:  The ultimate responsibility for the control of accidents remains 
with you, the supervisor, as part of your regular operational duties. 
 

e. EMPLOYEES’ RESPONSIBILITY FOR SAFETY 
 

i. Be expected to review the Safety Program, read and follow the 
safety rules 

ii. Support and participate in the Safety program. 
iii. Be expected to perform their jobs in the safest manner possible. 
iv. Be on the alert constantly for any unsafe conditions and report 

them immediately. 
v. Remember that sound suggestions for the improvement of your 

jobs are appreciated and are encouraged. 
vi. Observe the same principles of accident prevention on and off the 

job. 
vii. Take pride in your work and be proud of a job well done. 

viii. Make every effort to keep morale high.  Good morale is essential 
for a safe and happy work environment. 

 
3. WORKPLACE INSPECTIONS 
 

a. INSPECTIONS SERVE TWO BASIC FUNCTIONS: 
 

i. To maintain a safe work environment and control the unsafe 
actions of people. 

ii. To maintain operations profitability.  Management inspections can 
be a good tool to measure supervisor’s performance in safety.  This 
practice will assure that line managers inspect their areas more 
often to ensure that conditions remain safe and to reduce the 
occurrence of unsafe acts. 

 
b. REASONS FOR INSPECTIONS ARE: 

 
i. To check results against the safety plan. 

ii. To re-awaken interest in safety. 
iii. To re-evaluate safety by example. 
iv. To display the supervisor’s sincerity about safety. 
v. To collect data for safety meetings. 

vi. To note and act upon unsafe behavior trends. 
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vii. To improve safety standards. 
viii. To spot unsafe conditions. 

 
c. THE INSPECTION PROCESS SHOULD COVER THE 

FOLLOWING AREAS: 
 

i. The supervisors should conduct inspections of their areas monthly. 
ii. Inspections may also be conducted by the Safety Coordinator on a 

random schedule. 
iii. Inspections must be documented in writing.  

1. This report is designed to cover the identification of 
recognized unsafe acts, conditions and any other items 
inherent in a particular job. 

2. This report should include corrective action. 
iv. The completed report will be routed to the company Safety 

Coordinator and retained on file for a period of one year. 
 

4. ACCIDENT INVESTIGATIONS 
 

a. All accidents involving personal injury or equipment damage must be 
reported immediately. 

b. Supervisors are responsible for completing the appropriate form(s) 
filling in all details. 

c. Accident report forms are in the appendix.   
Recommended Corrective Action:   
Once you have developed recommendation designed to correct all 
contributing factors, your report should be submitted, it is very 
important to follow up with those people involved to be sure that 
recommended changes have been implemented. 

d. Summary:  
Remember, all accidents should be investigated as soon as possible.  
All people involved should be interviewed in an effort to determine 
exactly how the accident occurred.  Once all the facts have been put 
together, a report should be submitted to top management.  The report 
should answer the questions:  Who, When, Where, What, How and 
Why? 

 
5. SAFETY MEETINGS 
 

a. Safety meetings can vary from a formal presentation to a five-minute 
“tailgate” meeting.  The frequency of the meetings needs to be 
determined by the type of operation and the nature of the business.  
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However, there should be sufficient items of business for at least one 
meeting a month. 

b. Besides arousing interest, promoting discussion and getting input, 
meetings can serve many different functions such as being informative 
and motivational. These meetings also reflect management’s concern 
towards safety. 

c. Seek input from workers; they have often given management 
information in safety meetings, which has contributed to safety policy, 
as well as increased production and improved operation. 

d. A record of meetings should be kept showing the topics discussed, 
date the meeting was held and the names of persons attending the 
meeting.  (Attendees should sign their name to the roster). 

e. SAFETY MEETNG FORMS – see last page of this policy for GLPC 
Form 

 
6. SAFETY RULES 
 

a. PERSONAL CONDUCT 
 

i. The work place is no place for clowning.  Scuffling, practical 
joking, or horseplay of any kind will not be tolerated.  Such 
conduct is prohibited.  The unauthorized introduction, possession, 
or use of intoxicating beverages, illegal drugs, narcotics, firearms 
or other weapons, explosives, or other hazardous items or 
substances shall be prohibited on job sites. 

 
b. HOUSEKEEPING 

 
i. During the course of work all waste material and rubbish shall be 

removed from the immediate work area as the work progresses and 
all other debris shall be kept cleared from work areas, 
passageways, stairs and in and around buildings or other structures.  
Garbage and other waste material shall be disposed of at frequent 
and regular intervals. 

ii. Office safety should not be overlooked.  Orderly and 
commonsense housekeeping will reduce the number of office 
accidents by eliminating potential hazards. 

 
c. SANITATION 

 
i. Drinking water, toilet facilities, washing facilities, etc., shall be 

provided as per OSHA J 1910.141. 
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d. SAFETY & WARNING SIGNS 

 
i. When operations are such that signs, signals, and barricades do not 

provide the necessary protection on or adjacent to a highway or 
street, flagmen or other appropriate traffic controls shall be 
provided. 

ii. The use, color, and design of danger signs, caution signs, exit 
signs, safety instruction signs, directional signs, and accident 
prevention signs and tags shall be as specified in OSHA Subpart J-
1910.145, ANSI 235.1 and ANSI 235.2, latest editions. 

 
e. LIGHTING 

 
i. Work areas, aisles, stairs, ramps, runways, corridors, offices, shops 

and storage areas where work is in progress shall be lighted with 
either natural or artificial illumination. 

ii. When working at night, adequate spotlights or portable lights shall 
be provided as needed to perform the work safely.  Temporary 
lights shall be equipped with guards to prevent accidental contact 
with the bulb unless the bulb is deeply recessed.  They shall be 
equipped with connections and insulation maintained in safe 
condition. 

iii. Temporary lights shall not be suspended by their electrical cords 
and splices shall have insulation equal to that of the cable.  The 
cord shall not be used if it is defective.  Working spaces, 
walkways, and similar locations shall be kept clear of cords so as 
to not create a hazard. 

 
f. VEHICLES 

 
i. All operators of motor vehicles shall have a valid and appropriate 

driver’s license in their possession and shall be familiar with and 
abide by all traffic regulations effective therein.  Getting on or off 
a vehicle or heavy equipment while it is in motion is strictly 
forbidden, as is riding on the running board, fenders, or anywhere 
not designed for passengers. 

ii. Gasoline or diesel fuel shall not be supplied to the fuel tank of a 
motor vehicle while its engine or the engine of the servicing unit is 
running.  Smoking shall not be allowed near the vehicle while it is 
being refueled. 

iii. Seat belts shall be worn by drivers and passengers of all company 
vehicles. 
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g. WEATHER 
 

i. Sufficient clothing should be worn to protect against the cold, but 
tight clothing that restricts the circulatory system should be 
avoided. 

ii. If a storm approaches while work is progressing in the field, 
employees should discontinue working in the open.  Employees 
should be kept away from wire fences, telephone lines, metal tools, 
rivers and lakes. 

iii. Appropriate measures should be taken in hot weather to avoid 
sunburn, sunstroke and heat exhaustion. 

 
h. STORAGE OF FLAMMABLE LIQUIDS 

 
i. All gas or gasoline leaks or other potentially hazardous leaks shall 

be reported immediately.  If immediate repair is not possible, 
adequate warning signs should be posted and extra precautions 
against fire instituted.  Employees required to handle or use 
flammable liquids, gases or toxic materials shall instructed in the 
safe handling and use of such materials.  Only approved containers 
and portable tanks shall be used for storage and handling of 
flammable and combustible liquids.  Gasoline or any other highly 
volatile material shall not be stored indoors.  Appropriate outdoor 
storage shall be provided. 

ii. Filling of fuel containers for trucks or motor vehicles from bulk 
storage containers shall be performed not less than 25 feet from the 
nearest building.  Filling of portable containers or containers 
mounted on skids from storage containers shall be performed not 
less than 50 feet from the nearest building.  Cans of oil, kerosene, 
oily rags, waste, etc. shall not be allowed near stoves, furnaces, or 
gas fires.  Use of gasoline as a cleaning agent is strictly forbidden. 

 
i. FIRE PROTECTION & PREVENTION 

 
i. All accidental fires, no matter how small, shall be reported.  The 

prevention of fires is of utmost importance.  Good housekeeping 
and equipment maintenance shall be followed to eliminate fire 
hazards. 

ii. The telephone number(s) of the local fire department(s) and 
reporting instructions shall be posted conspicuously at telephones 
and at employee entrances. 

iii. Personnel shall be instructed in the basic application of fire 
extinguishers. 

iv. A fire extinguisher, rated not less than 2-a shall be provided for 
each 3000 square feet of protected building area.  Travel distance 
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from any point of the protected building area to the nearest 
extinguisher shall not exceed 100 feet. 

v. Partially used fire extinguishers shall be discharged of pressure, 
recharged or replaced immediately.  The hose nozzles should be 
kept free of obstruction at all times.  In areas where insects tend to 
nest, the nozzle should be protected to prevent plugging.  All 
employees should be instructed in the proper use of available fire 
fighting equipment and any special precautions against fire that 
must be taken. 

 
j. PERSONAL PROTECTIVE EQUIPMENT 

 
General: 
Employees are required to wear appropriate personal protective equipment 
in all operations where there is an exposure to injuries without such 
equipment.  No unprotected person shall be knowingly subjected to a 
hazardous condition or situation. 
 

i. WORK CLOTHING 
 
Ordinary work clothes provide sufficient protection for most 
construction work operations.  Complete clothing is required for 
outside work, and shorts shall not be worn. 
 

ii. HEAD PROTECTION 
 
Hard hats shall be worn whenever head injury hazards may exist.  
The hats shall meet specifications contained in ANSI Z89.1, Safety 
Requirements for Industrial Head Protection, latest revision. 
 

iii. EYE PROTECTION 
 
Safety spectacles as a minimum shall be worn at all times on the 
job by all employees.  Side shields shall be added if peripheral 
protection is needed.  Impact-type goggles shall be worn when 
chipping scraping, buffing, grinding and hammering, or when 
engaged in any activity involving hazards to the unprotected eye 
by flying or falling particles or objects.  A person near others who 
are doing work requiring the use of safety goggles shall also wear 
such goggles.  Complete-coverage eye protection shall be worn 
when dust hazards exist and when using any type of pneumatic 
tool.  Splash-proof chemical goggles shall be worn when handling 
hazardous chemical liquids, powders, or vapors, such as in 
cleaning material with chemical solutions. 
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iv. HEARING PROTECTION 
 
Protection (ear muffs or ear plugs) for the inner ear against damage 
to hearing shall be worn in excessively noisy areas.  These areas 
are generally defined as any area where the noise level is 
sufficiently high to make conversation difficult. 

 
v. HAND PROTECTION 

 
Gloves shall be worn as protection against abrasions and 
lacerations from rough or sharp materials, and against burns and 
skin irritants. 
 

vi. FALL PROTECTION 
 
An approved safety belt shall be worn at all times where there is 
exposure to a fall of 6 feet or more unless other adequate 
protection against falling is provided.  A lifeline should be secured 
to a higher independent support.  The belt shall be snugly fitted to 
the wearer, with no more slack in the safety line than is absolutely 
necessary. 
 

vii. FOOT PROTECTION 
 
Safety shoes and/or boots with steel toes are recommended for use 
on the job.  The wearing of hobnailed shoes and shoes with 
protruding nails or metal taps shall be prohibited.  Lace type boots 
with non-slip soles are preferable because they afford more ankle 
supports than the loose pull-on type.  Tennis shoes or other cloth 
shoes should not be worn, nor should boots with thin or worn-out 
soles.  They are easily penetrated by sharp stubs, nails, or glass.  
Occasionally, rubber boots may be worn when working in wet or 
muddy conditions. 
 

viii. RESPIRATORY PROTECTION 
 
Respirators shall be worn when personnel are working in an 
atmosphere contaminated with harmful dusts, fogs, mists, gases, 
smokes, sprays, and vapors.  Respirators shall be one of the types 
approved by the National Institute of Occupational Safety and 
Health (NIOSH). 
 

ix. BACK PROTECTION 
 
1. Make sure you can handle the load alone.  If not, get help. 
2. Set your feet solidly and well apart. 
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3. Crouch as close to load as possible. 
4. To lift the object, straighten your legs, keep your back as 

straight as you can. 
 

THE RIGHT WAY TO LIFT 
 

1. Feet parted – one alongside, and 
    one behind object. 
   2.  Keep back straight, nearly vertical 
   3.         Chin tucked in. 
   4. Grip the object with the whole hand. 
   5.  Elbows and arms tucked in. 
   6.  Body weight directly over feet. 
 
   If an object is too heavy, do not attempt to 
   lift, without assistance…you can avoid a  

back injury. 
 

k. HAND TOOLS 
 

i. All hand tools and similar equipment shall be inspected regularly 
and maintained in a safe condition.  They should be used only for 
the purpose for which they are designed.  Any tool found not 
improper working order, or that develops a defect during use, shall 
be removed immediately from service and not used until properly 
repaired.  Tools and/or loose material shall never be left aloft or on 
moving machinery. 

 
l. POWER TOOLS 

 
i. Only those workers who have been trained in the operation of the 

particular tool in use shall be allowed to operate a power-actuated 
tool.  It shall be tested each day of use to ensure that safety devices 
are in proper working conditions. 

ii. When power-operated tools are designed to accommodate guards, 
they shall be equipped with such guards when in use.  Belts, gears, 
shafts, pulleys, sprockets, spindles, drums, fly wheels, chains, or 
other reciprocating, rotating or moving parts of equipment shall be 
guarded if such parts are exposed to contact by workers or 
otherwise create a hazard. 

 
m. HEAVY EQUIPMENT 

 
i. Only those employees qualified by training or experience are 

utilized to operate equipment and machinery.  The use of any 
machinery, tools, materials, or equipment which is not in 
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compliance with OSHA-Part 1926 is prohibited.  Such items shall 
either be identified as unsafe by tagging or locking the controls to 
render them inoperable or shall be removed physically from its 
place of operation.  Operators shall ensure that all machinery and 
equipment is maintained in safe running order and inspected 
regularly to ensure safe, continued operation. 

ii. Equipment operators shall be designated in writing as being 
qualified by training or experience to operate equipment or 
machinery. 

iii. Utility companies shall be notified and requested to locate 
underground equipment prior to performing excavation work. 

 
n. BOATS AND WATER SAFETY 

 
i. Only those employees qualified by training or experience shall be 

allowed to operate boats. 
ii. All persons aboard boats and barges shall wear a proper work vest. 

iii. Precautions must be taken when boarding and disembarking from 
boats.  Wherever practical, a boarding ramp shall be utilized. 

iv. Personnel shall not jump from docks to vessels and vice-versa. 
 

o. ROADSIDE WORK 
 

i. Personnel engaged in roadside work shall wear brightly colored 
clothing, basically seen by approaching motorists. 

ii. Motorist shall be warned by appropriate signs or flag persons of 
roadside work in the area. 

 
p. WAREHOUSE SAFETY 

 
i. Warehouses shall have posted smoking and non-smoking areas. 

Gasoline or any other highly volatile material shall not be stored in 
a warehouse.  Appropriate outside storage shall be provided. 

ii. Allowable floor or platform loadings shall be determined by 
competent professional personnel and prominently posted.  These 
posted loads shall not be exceeded. 

iii. The principles of and the necessity for good housekeeping should 
be stressed.  If heavy fittings are placed in bins, strips shall be 
placed across the lower part of the bins to keep such fittings from 
falling out.  Proper provisions shall be made to reach material 
safely on the higher shelves.  The shelves shall be inspected for 
strength periodically.  Aisles, stairways, hallways and loading 
platforms shall also be kept free of materials that can cause 
tripping, fire, explosion, or pest harborage.  A non-skid surface 
shall be provided on ramps and walkways where there is potential 
danger of slipping. 
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iv. All materials stored in tiers shall be stacked, racked, locked, 
interlocked, or otherwise secured to prevent sliding, falling or 
collapsing. 

 
q. ELECTRICAL SAFETY 

 
i. All electrical work shall be in accordance with the appropriate 

provisions of the National Electrical Code – NFPA 70, OSHA 
requirements, and ANSI C2, latest revision before any work is 
begun on or near energized systems.  The power shall be secured 
by de-energizing the circuits where practical or by providing the 
proper personnel protection to all who may come into contact with 
the competent energized system.  Before work is begun, 
technicians shall ascertain by inquiry or direct observation, or by 
instruments, whether any part of an electric power circuit, exposed 
or concealed, is so located that the performance of the work may 
bring any person, tool, or machine into physical or electrical 
contact therewith.  Operating voltage of equipment and lines shall 
be determined before working on or near energized parts. 

ii. A lock-out/tag-out system shall be utilized to protect personnel 
working on electrical equipment. 

iii. All cords and electric tools shall be inspected frequently for defects 
and either properly repaired or replaced. 

 
r. LADDERS & SCAFFOLDING 

 
i. All ladders shall be used within those specifications identified by 

the manufacturer. 
ii. Ladders shall be inspected frequently for defects or damage and 

repaired or replaced accordingly. 
iii. Scaffolds shall be erected by competent persons as per OSHA 

requirements. 
 

s. HAZARDOUS MATERIALS 
 

i. Effective May 23, 1988, all employers with employees exposed to 
hazardous chemicals are required to establish hazard 
communication programs to transmit information on the hazards to 
the employees. 

ii. This will be carried out by means of labels on containers, material 
safety data sheets (MSDS), and training through safety meetings 
with employees. 

iii. Upon assigning employees to work management will communicate 
any potential exposure, which may be hazardous to employees. 
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iv. Employees are also encouraged to read and heed labels, and 
familiarize themselves with the hazardous nature of substances 
they may come in contact with. 

v. A Material Safety Data Sheet (MSDS) Manual shall be provided 
for reference and use.  It contains the following information:  
Emergency telephone numbers and emergency medical advice on 
hazardous chemical exposure; guidelines on labeling containers; an 
index listing the various chemicals routinely used by customers in 
normal operations; a data sheet on each chemical describing 
composition, flash point, toxicity, personal protection 
requirements, etc.; and handling and storage precautions. 

 
7. SAFETY TRAINING 
 

a. In addition to safety meetings, employee training should be conducted 
for new employees and existing employees on a new job, or when new 
work practices are initiated. 

i. Employee training should include:  the correct work procedures to 
follow, use of personal safety equipment, company safety policy 
and procedures and where to get assistance when needed. 

ii. Employee training should be conducted by the employee’s 
immediate supervisor and/or associates. 

b. Training should be conducted for all supervisory positions in:  
conducting safety meetings, conducting inspections, accident analysis 
and leadership skills. 

i. Supervisory training will be conducted by the Company Safety 
Coordinator, Training Specialist, Corporate In-house Seminars, 
Outside Consultant or Industry Seminars. 

 
8. RECORDKEEPING 
 

a. Accident and injury records are essential to a successful safety 
program.  Records supply the information necessary to transform 
haphazard, costly, and ineffective methods into planned safety 
programs that control conditions and actions, which contribute to 
accidents.  Often it is the reluctance to maintain records that causes the 
failure of a safety program. 

i. OSHA records must be kept on file for a period of five years 
(Federal requirement). 

ii. OSHA yearly summaries must be posted during the month of 
February for the preceding year. 

b. Other records must be kept on file for a period of one year (State 
requirement).  These records include: 
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i. Inspection reports Accident investigation 
ii. Minutes of safety meetings 

iii. Training records 

c. LWC-15 requires that the “Notice of Compliance” be displayed at 
your place of business in order to fulfill your duty of advising your 
employees. 

 
NOTE:  Time of retention should begin the year following the year for which the 

record is initiated. 
 
 

9. FIRST AID  
 

a. In case of accidents and injury, first aid may be necessary in order to 
save lives and further injury before medical attention can be obtained.  
First aid should be rendered at once to an injured man. 

i. Handle the patient carefully and reassure him. 
ii. Clean an open wound, apply the proper dressing.  Do this with 

confidence. 
iii. Sterilize all instruments before using. 
iv. Do not tear away blood clots.  Do not tear off a dressing; soak it 

with warm sterilized water or antiseptic. 
v. Apply splints to broken bones.  Avoid putting a strain on the 

injured part. 
vi. Extreme caution must be exercise if there is a back injury.  Work a 

blanket under the patient and lift with an even strain and then slide 
stretcher underneath. 

vii. Call “911” for severe cases requiring critical emergency care. 
 

b. BLEEDING 
 

i. Most external bleeding can be controlled by applying pressure 
directly over wound, using clean cloth or handkerchief. 

ii. Application of bare hand or fingers may be necessary for quick 
action until cloth material can be used. 

iii. After bleeding is controlled, bandage snugly. 
iv. If an extremity is involved, elevate it, using pillows or substitutes. 

 
c. BURNS 

 
i. Small Burns 

1. Immediately immerse in cold water or apply clothes 
wrung out in cold water. 
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2. After pain subsides, blot dry and cover with simple 
dressing if desired. 

ii. Extensive Burns 
1. Cut clothing from burned area. 
2. Place clean cloth over burned areas to exclude air. 
3. Have patient lie down; head and chest lower than rest of 

body. 
4. Severely burned patients need fluids (non-alcoholic). 
 

d. HEAT EXHAUSTION 
 

i. Protect victim by having him lie down in the shade. 
ii. Give fluids sparingly.  If available, administer salt solution (1/2 

teaspoon per half-glass of water) every fifteen minutes for three or 
four doses. 

iii. Nauseated patients usually can take salt solution after period of 
rest. 
 

e. SHOCK 
 

i. Best advice is to give aid for shock to all seriously injured people.  
Shock symptoms are usually these:  clammy skin, pale face, 
complaint of chilled feeling, nausea, shallow breathing. 
1. Take steps to control cause of shock 
2. Keep patient lying down. 
3. Elevate patient’s legs. 
4. If weather is cold or damp, keep patient warm. 
 

f. ORAL POISONING 
 

i. Serious poisoning may occur in a variety of ways:  most common 
is by swallowing a harmful substance.  Occasionally, poisoning is 
the result of an overdose of a drug or medication. 

ii. First aid should be given to dilute or neutralize the poison as 
quickly as possible; then, except as advised, to induce vomiting. 

iii. Do not give fluids to an unconscious victim. 
iv. If the victim has not swallowed a strong alkali, strong acid, or 

petroleum product and is conscious: 
1. Dilute the poison with water or milk. 
2. Induce vomiting. 
3. Seek medical advice and attention immediately. 

v. If the victim has swallowed a strong acid, strong alkali, or 
petroleum product: 
1. Keep the victim quiet and warm. 
2. Do not give fluids. 
3. Get medical help immediately. 
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vi. If the specific antidote, which is described on the label of a 
commercial product, is available, it should be administered.  
Otherwise, have someone call a doctor, poison control center, or 
hospital for advice. 

 
g. HEART-LUNG RESUSCITATION 

 
When the victim’s heart has stopped due to a heart attack, electric shock, 
or any other accident, you may be able to save a life by taking this 
immediate action. 
 

i. Heart-Lung Resuscitation 
 
1. Heart-Lung Resuscitation combines the administration of 

mouth-to-mouth inflations with closed chest heart 
compressions in a programmed sequence that provides 
oxygen to the brain and restoration of the heartbeat. 

2. Speed is imperative. 
3. The rescuers must get oxygen to the brain within 3 or 4 

minutes to prevent possible brain damage. 
4. Ideally, you want two rescuers – one to give mouth-to-mouth 

inflations and the other to do the closed chest heart 
compressions, however, it is possible for a single rescuer to 
perform both. 
 

ii. Closed-Chest Heart Massage 
 
1. IF PULSE IS ABSENT – Pupils dilated and deathlike 

appearance: 
2. Place heal of one hand on lower part of breastbone.  Put other 

hand on top of it. 
3. Press downward with both hands, until breastbone is 

depressed from one or two inches.  Continue pressure and 
release at one-second intervals. 

4. ONE OPERATOR – alternate 2 quick inflations with 15 
compressions. 

5. TWO OPERATORS – interpose on inflation after every fifth 
compression. 
 

iii. MOUTH TO MOUTH RESUSCITATION 
 
1. When a person cannot breathe for himself due to electric 

shock – drowning-asphyxiation, you may preserve a life if 
you do the following at once:  The first several seconds are 
vitally important.  Do not delay. 

2. IF UNCONSCIOUS – OPEN AIRWAY 
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3. If air passage is not yet cleared, clear at once with several 
sharp blows between shoulder blades. 

4. IF NOT BREATHING - BREATHE FOR HIM 
5. Open your mouth wide and cover victim’s mouth completely 

by placing your mouth over his with airtight contact also 
closing victim’s nose by pinching it between thumb and 
finger. 

6. Blow air into victim’s lungs until you see his chest rise. 
7. Take your mouth away and watch the chest fall, now blow 

again.  Continue this rhythm at least 12 times/minute (20 
times/minute for children) until victim can breathe for 
himself. 

 
10. EMERGENCY RESPONSE PLAN 
 

a. GENERAL EMERGENCIES 
 

i. The most probable emergencies such as injuries, fires and vehicle 
collisions that require attention beyond the in-house capabilities of 
our employees can be attended by the professional agencies that 
exist in the near proximity of all of our work locations by calling 
911. 

ii. All vehicles and boats have telephone and/or radio communication 
at these work areas. 

iii. Office personnel are aware of the access and egress passageways 
and doors in our main office.  These will be inspected monthly to 
ensure that they are clear, unobstructed and operable. 

 
b. HURRICANES  

 
i. Our staff and personnel participate in an annual Hurricane 

Preparedness and Evacuation Plan review with Lafourche Parish 
agencies and local Civil Defense officials. 

ii. This plan is reviewed and updated just prior to hurricane season 
each year. 
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