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K. GENERAL SAFETY AND HEALTH RULES AND ENFORCEMENT PROCEDURES

The City of Philadelphia’s Department Name’s primary Safety and Health Objective is to ensure the safety and health of our employees. Therefore; safety and health rules have been developed to further define these objectives and become consistent with other City policies and labor contracts. The safety and health rules are not designed to address every aspect of our many tasks and services but rather to provide each employee with guidance in performing all of their tasks safely. Each Department’s Name employee should become familiar with and follow General and Departmental Safety Rules listed below. 

The elements of General Safety and Health Rules and Enforcement Programs are as follows:

· Overall departmental safety and health rules

· Specific safety and health rules for worker’s tasks (sometimes referred to as Job Safety Procedures)

· Communication, training and/or posting of safety and health rules for:

· New hires

· Current employees

· New job tasks

· Hazardous job tasks

· Revisions/additions to safety and health rules

· Responsibility for enforcement of safety and health rules

· Disciplinary procedures for safety and health rule violation(s) that parallel other City and departmental policy infraction disciplinary guidelines.

General Safety and Health Rules

These rules are listed for the City of Philadelphia’s Department Name to minimize the likelihood of a safety and health incident from occurring. Failure to adhere to these rules may result in disciplinary action.

1. Be aware of and adhere to the safety and health rules/practices established by the City of Philadelphia’s Department Name and conduct yourself in a safe manner.

2. Report all incidents (including near misses) and accidents, whether an injury occurred or not, to your supervisor and client contact as soon as possible. 

3. Horseplay and practical jokes that may cause harm or injury while on city-owned or leased property or while performing official duties are not permitted.

4. Fighting and physical force should never occur while on city-owned or leased property or while performing official duties. 

5. Displaying or using any weapon (or any instrument used as a weapon) or firearm (or missile-projecting device) while on city-owned or leased property or while performing official duties, unless authorized to do so as part of your assignment, is not permitted.

6. Use, possession, or being under the influence of alcoholic beverages or non-prescribed controlled substances while on city-owned or leased property or while performing official duties is not permitted.

7. Be familiar with the emergency alarm system and evacuation procedure

8. Know the location of the any emergency safety equipment.

9. Keep your work area clean and free from slipping, tripping and all other safety and health hazards.

10. Know and use proper lifting techniques and request assistance when lifting heavy or awkward loads.

11. Use an ANSI approved stepladder or stepstool to reach high shelves.  Move the stool or ladder as necessary to avoid stretching.  

12. Always use handrails when walking in stairways and take one step at a time.

13. Know and adhere to your responsibilities concerning policies and procedures for emergencies such as fires, bomb threats, etc.

14. Always stay to the right side when walking in hallways and use caution around blind corners. In addition, be aware of doors opening as you walk.

15. Exercise care in handling office equipment that has sharp edges.

16. NEVER tilt back in a straight chair, lean excessively backward in a swivel chair, or stand on any office chair. 

17. Avoid all awkward body postures to prevent Work-Related Musculoskeletal Disorders (WMSD).

18. Report electrical hazards, such as loose wires, sparks, excessive heat, smoking equipment, immediately. Do not tamper with electrical equipment. Do not overload electrical outlets.

19. Observe good housekeeping practices in the office.

20. Do not throw anything on steps. Even a piece of paper or a paper clip can create a slipping hazard.  
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