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I. VISION STATEMENT

It is the intention of the City of Birchwood Village to provide each of its employees with a safe and healthy place of employment that is free from hazards that are capable of causing injury or illness.  

II. COMPLIANCE POLICY

Workplace safety requires a team effort and is a shared responsibility between the City and its employees.  All City employees shall be required to perform assigned work in a safe and proper manner consistent with established safety and health policies, procedures, and work practices.  Serious or recurrent violations of established safety and health policies, procedures, and work practices may result in disciplinary action by the City up to and including termination.  

III. EMPLOYEE SAFETY PROGRAM

The policies, goals, and responsibilities set forth in this document shall constitute the Employee Safety Program of the City of Birchwood.  

IV. DUTIES OF THE CITY

The City shall:

1) Adopt and maintain an Employee Safety Program.

2) Provide all employees with a copy of this Employee Safety Program Manual.  

3) Maintain all City structures and buildings and equipment in a safe working order consistent with applicable codes and regulations.  

4) Provide such safety training to an employee as the City determines is appropriate. 

5) Eliminate any workplace hazard as soon as possible upon discovery of the hazard.  A workplace hazard is any condition, act, or event that has the potential to cause injury or illness.  

6) Maintain records of all workplace accidents and injuries and of all inspections and repairs.  

7) Review the City’s Employee Safety Program at least annually and make any changes that are deemed appropriate.  

V. DUTIES OF EMPLOYEES

Every employee of the City of Birchwood shall:

1) Be knowledgeable of safety and health related regulations, policies, and procedures.

2) Be knowledgeable of workplace safety hazards and health hazards and hazard control procedures and practices.

3) Perform assigned work in accordance with established policies, procedures, and safe work practices.

4) Identify and properly eliminate or control all potential hazards when performing assigned work.

5) Properly wear, inspect, and maintain assigned personal protective equipment.

6) Not use tools and equipment that have been damaged or are defective.  

7) Report unsafe conditions and acts to the City Clerk as soon as possible after discovery.  

8) Advise the City Clerk of all training needs and safety suggestions.

9) Participate in work place training sessions, inspections and hazard assessment.

VI. RIGHTS OF EMPLOYEES

Each employee shall have the right and authority to:

1) Review safety and health related information pertinent to the employee’s job.  

2) Request safety training for a particular job or assignment.  

3) Review the employee’s training, medical, and exposure records.

4) Report unsafe acts or conditions without being subjected to harassment or reprisal.

5) Refuse (in good faith) to perform assigned work, when the work exposes the employee to imminent danger, without being subject to discipline or retaliation.

6) Refuse (in good faith) to perform assigned work, which the employee is not authorized or properly training to perform, without being subject to discipline or retaliation.

7) Refuse (in good faith) to perform assigned work, which the employee is physically incapable of performing, without being subject to discipline or retaliation.

VII. ACCIDENT REPORT AND INVESTIGATION 

A.
Policy

Accidents and injuries can reoccur unless root causes are identified and corrected.  It is the policy of the City of Birchwood to investigate all accidents and injuries (including close calls) to identify the root cause of the matter and to implement appropriate corrective measures.

B.
Reporting and Investigating of Accidents


1)
Employees shall report all injuries, occupational illnesses, and accidents (including close calls) as soon as possible but no later than 24 hours after the occurrence to a supervisor or to the City Clerk or to a City Councilperson.  The form attached hereto as Attachment B should be completed by the employee.  

2) The City shall promptly investigate all accidents, illnesses, and injuries (including close calls) to identify the cause of the accident, illness, or injury and to determine appropriate corrective action.  The City shall prepare a written report of the matter including appropriate corrective action.  

3) A copy of the written report shall be provided to all affected employees and to the City Council.  

VIII. EMPLOYEE ACKNOWLEDGEMENT

Each employee who is an employee of the City at the time of the adoption of this Employee Safety Program, shall sign an acknowledgement in the form attached hereto acknowledging receipt of a copy of this Employee Safety Program Manual.  Each new employee hired after adoption of the Program shall sign the acknowledgement form before commencing employment.  

ATTACHMENT A  

NEW EMPLOYEE SIGNATURE PAGE

DATE OF HIRE   ______________________________________

NAME _______________________________________________

POSITION ____________________________________________

WORK AREA _________________________________________

BIRCHWOOD SAFETY MANUAL RECEIVED:


_______________________________________________


Signature





Date

TRAINING PROVIDED:



_______________________________________________


Signature





Date

WHEN COMPLETED, PLEASE RETURN THIS FORM TO CITY HALL, 207 Birchwood Avenue, White Bear Lake, MN  55110.  Thank you.

ATTACHMENT B

EMPLOYEE ACCIDENT REPORT

DATE OF ACCIDENT   _________________________________

NAME _______________________________________________

POSITION ____________________________________________

WORK AREA _________________________________________

DESCRIPTION TO INCIDENT:

ACTION TAKEN:

EMPLOYEE SIGNATURE:  ______________________________

SUPERVISOR SIGNATURE:  _____________________________

PLEASE SUBMIT THIS FORM IMMEDIATELY AFTER THE INCIDENT TO CITY HALL, 207 Birchwood Avenue, White Bear Lake, MN  55110.  Thank you.

