A TY OF CORAL SPRI NGS

ADM NI STRATI VE PCQLI CY MANUAL

CHAPTER 06 HUMAN RESOURCES PQLI C ES POLI CY #: 06.05.01
SECTI ON: 05 SAFETY
SUBJECT: 01 SAFETY PROGRAM

OFFI CE/ DEPARTMENT:  PERSONNEL

EFFECTI VE DATE: Septenber 1,
1995

C TY MANAGER: M chael S.
Levi nson

PAGE 1 CF 3

PURPCSE

The Gty of Coral Springs is commtted to providing a safe and
heal thy work environnent for enployees. The Safety Program has
been established for this purpose. Safety in the workplace is
pronoted through enployee involvenent, recognition and abatenent
of hazards, enployee training, self audits, and self inspections
resulting in the elimnation and/or reduction of incidents,

accidents, and injuries. Enpl oyees are expected to report
accidents, injuries, unsafe work conditions, and to perform work
in a safe and practical nanner. Disciplinary actions up to and
including termnation wll be taken for violations of workplace

safety rul es.
PROVI SI ONS

1. SAFETY PROGRAM This policy supports and enforces the safety
program wth a participative approach to prevention,
conmuni cation and training. El enents of the safety program
i nclude education, training, orientation, job specific
information, research, safety rules, first aid kits and
procedures, recomendations for change, inspections, and
rewards for good safety conduct. Managenent enpl oyees
actively support the Safety Program through participation,
safety funding, enployee availability for training, and
establ i shnent of safety rules and policies. The Safety
Program is a cross functional program adm nistered by the
Human Resources, Financial Mnagenent/Ri sk Division, and Cty
Attorney's Ofice as a shared responsibility.

2. SAFETY STEERING COW TTEE A Safety Steering Comittee
oversees and guides the citywi de Safety Conmttee and Safety
Wrk Teanms. Representatives from Ri sk, Human Resources, Gty
Attorney's Ofice, Public Wrks, Parks & Recreation, Police,
and one representative voted by these six conprise the
Steering Conmttee. The Steering Conmttee al so votes on who
is the Safety Commttee Chairperson. The Safety Steering
Conmttee wll identify custonmer needs and governnent
mandat es; guide safety prograns, goals, and objectives to
neet needs and mandates; facilitate an Action Plan to achi eve



prograns, goals and objectives; foster the direction of the
citywide safety commttee; and coach the self directed work
teans to success.

SAFETY COW TTEE Enpl oyee representatives from each
departnment plus the nenbers of the Steering Commttee
conprise the Safety Commttee. The nunber of enployee
representatives shall exceed the nunber of managenent
enpl oyees conprising the Safety Commttee. Representative
contact information is periodically posted. The Safety

Conmttee neets nonthly to foster and pronote safety in the
wor kpl ace; to discuss safety issues, concerns, and identify
courses of action to reduce or elimnate hazards; safety
process inprovenents; to educate the workforce; to reduce or
elimnate city exposure and liability; to netwirk safety
i ssues anong departnents; to review incidents and identify
prevention techniques to avoid repetition; and to establish
and publish safety rules and procedures. Al'l  incident
investigations are coordinated by the R sk Dvision wth
findings summari zed for the Commttee.

SAFETY WORK TEAMS Safety Wrk Teans are the building bl ocks
of the safety program Menbers of the Safety Commttee
participate in Safety Wrk Teans to research and reconmmend
guidelines for all aspects of the safety program

SAFETY COW TTEE REPRESENTATI VES Enpl oyees from each
departnent are elected by their coworkers as Representatives.
Safety Commttee Representatives regularly attend the
nmonthly Safety Commttee neetings; regularly nmeet with their
respective divisions to comunicate information and to
solicit input, ideas, and feedback; contributes to Safety
Wrk Teans; are accessible to departnent enployees relative
to safety matters; assist the Conmttee Chairperson in the
event of an OSHA inspection; participate in the devel opnent
of the safety budget; create appropriate records on safety
and forward to Risk Managenent; participate in the Action
Pl an process; participate in training; post notices of safety
nmeetings and summary reports; and contribute ideas to the
safety program

SAFETY RULES Safety rules are posted in each worksite in a
conspi cuous place. Safety rules may be anended by the Safety
Commttee, Human Resources, or the Departnment D rector.
Enpl oyees are required to be aware of and observe all safety
rules and practices. A 25% reduction in Wrkers Conpensati on
benefits is taken if an injured enployee did not follow
safety rules and practices. The CGty's Safety Mnual
consists of all workplace safety policies, procedures, and
rules; it is updated as changes in the workpl ace occur.



WORKERS COMPENSATI ON The Gty conplies with all Florida
Wrkers Conpensation | aws. Enpl oyees who sustain an
conpensable injury or illness are required to notify their
supervi sor and Ri sk Managenent inmedi ately. Ri sk Managenent
gui del ines for Wrkers Conpensation prevail.

TRAINING Initial enployee training begins with orientation
by the supervisor's careful review of job specific safety
information with the enployee. Enpl oyee refresher training
is conducted annually for mandatory topics with identified
enpl oyees; general safety training is conducted periodically
for all enployees. Safety Conmttee Representatives nonitor
their respective workplaces to ensure that training is in
place, that it is effective, and that it is docunented.
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9.

10.

11.

12.

FUNDI NG The Safety Commttee reconmends itens for the safety
budget . Human Resources and the Financial Managenent
departnents share responsibility for proposing and nanagi ng
respective safety budgets to address projected needs.
Personal protective safety equi pnment should be funded through
i ndividual departnents as a priority. Unf oreseen safety
needs should be Dbrought to the Safety Committee for
resol uti on.

EMPLOYEE RI GHTS AND RESPONSI BI LI TITES Enpl oyees are expected
to follow safe work practices, observing safety rules and
guidelines and wusing safety equipnent. Wen work is
consi dered as unsafe, the enpl oyee nust report the condition
to the supervisor inmmediately. Supervi sors should identify
the hazard and take action to reduce, control or elimnate
the hazard. If a wvalid safety concern remains, the
departnental Safety Conmttee Representative nust be notified
by the supervisor. Human Resources and/or the Safety
Steering Conmttee nenbers are also avail able for assistance.

RECCORDS Records of the Safety Program and supporting
elenments are maintained by Financial Managenent / Ri sk
Di vi si on. Copies of departnental progress should be
forwarded to R sk. Oiginal Enployee Injury or Property
Damage fornms should be forwarded to Risk for processing and
retention within the established tine limts. Records are
mai ntai ned in accordance with State requirenents.

PROGRAM EVALUATI ON  Annual eval uations are conducted by the
Safety Commttee to review progress and safety program
successes. The Steering Conmttee will review eval uati ons and
facilitate changes based upon fi ndi ngs.

M chael S. Levi nson
Gty Manager



Dat e

EFFECTI VE DATE: Septenber 1, 1995
PCLI CY NUMBER  06. 05. 01 Page 3 of 3



