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Member

Management Statement of Safety Policy

The success of MEMBER depends upon our efficient use of resources to produce a high-quality product for the citizens of our community. Our most important resource is our employees. To protect this resource, we are committed to providing a safe and healthful workplace for all employees by establishing and maintaining an effective safety and health program. We consider safety to be a core value of our organization’s operations.

The occupational safety program of MEMBER is organized to give each department responsibility for the accident prevention program. All employees at all levels of our workforce are directed to make safety a matter of continuing concern, equal in importance to all other operational considerations. We are all expected to cooperate in implementing safety practices and to adopt the concept that the safe way to perform a task is the most efficient, and the only acceptable way to perform it.

_____________________________________________

(Mayor or Chair Signature)

_____________________________________________

(Date)
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Safety Responsibilities
Management and Department Head Safety Responsibilities

Management and department heads are responsible for the safety of all employees under their supervision and shall be accountable for providing direction to subordinate supervisory staff regarding safety. Department heads are responsible for developing, evaluating and maintaining all safety programs that relate to operations under their control. Department heads shall provide training and enforce safety rules and initiate discipline when the rules are violated. 

Supervisors’ Safety Responsibilities

Any employee who is responsible for the oversight of employees is accountable for the safety of their subordinates. Supervisors shall be knowledgeable about the safety rules and policies established by management and work with management to implement and evaluate those policies and rules. Supervisors shall ensure that safety rules and procedures are followed by employees and initiate corrective actions, including discipline, when necessary.

Employee Safety Responsibilities

While the employer is responsible for providing a safe work environment, employees are responsible for following all safety policies and using all safety equipment provided. If you see an unsafe situation or are unsure how to proceed with a task safely, it is the responsibility of the employee to report these issues to their supervisor immediately.

Safety Committees

A safety committee should be established by the governing body and be composed of employees representing each department or division. Employees from various work areas should be represented, both supervisory and non-supervisory. A chairperson needs to be selected who will be responsible for scheduling meetings, notifying committee members, and following up on items discussed. To stay on top of things, the committees are encouraged to meet monthly. The committees will have the following responsibilities:

1. Review accident/injury investigation reports from all departments to see if corrective measures need to be implemented.

2. Ensure that quarterly inspections are conducted in each department’s work areas, tools and equipment to identify safety hazards and recommend ways to correct hazards.

3. Coordinate the development of safety rules and safe work methods.

4. Coordinate safety training between departments when possible. This may include films, speakers and exhibits.

5. Report the activities of the committee by sending a copy of their meeting minutes to all departments for posting where all department employees have an opportunity to review them.

6. Set annual safety goals for the organization.

Incident Reporting and Company Nurse
As a member of the Iowa Municipalities Workers’ Compensation Association, MEMBER’S employees are required to report all potential work-related injuries using Company Nurse. Reporting claims through Company Nurse provides employees access to 24-hour, 7 days a week claims reporting and medical recommendations (triage) from a registered nurse. 

To report a claim through Company Nurse, call 1-888-770-0928 and use member specific location code: IAXXX. Available here.
Failure by an employee to report injuries to Company Nurse within 24 hours will be subject to discipline. If the employee is unable to call, the immediate supervisor shall be held responsible for reporting within the allotted time.

Injury and Incident Reporting and Investigation
Many incidents and injuries occurring in the workplace or that involve equipment and property are preventable. In order to prevent future incidents and injuries, it is necessary to immediately review the circumstances surrounding each incident. Once the primary cause for the incident has been established, action shall be taken to prevent recurrence. An Accident/Injury Investigation Form has been developed to facilitate the investigation. The supervisor, in conjunction with the employee shall complete this form and a copy will be forwarded to the department head and safety committee. 

If the investigation determines an employee has contributed to the cause of an incident by failure to obey laws, department or safety rules and regulations, disciplinary action shall result.

The department head shall provide a written response to any recommendations by the safety committee that outlines corrective actions taken by the department. 

Copies of all incident reports and corrective actions shall be kept on file with a copy of the OSHA 300 log for the year that the incident occurred.

Incident reports are available here.
 Training and Orientation
The department head or their designee will provide ongoing safety training in the following areas as the need arises:

• New equipment purchases.

• New/changes in operations.

• Identified areas of increased incidents and injury.

• Newly identified areas of new or potential risk exposure.

• Annual refresher training is required for each program.

Documentation of Safety Training

Documentation from any training courses attended by employees, supervisors or managers will be kept for recordkeeping purposes. Documentation associated with safety meetings and training shall be maintained. Employees who do not attend regularly scheduled safety meetings or training activities will be identified and scheduled to attend make-up training. Documentation will be noted for employees who attend make-up training. 

New, Returning or Transferred Employee Safety Orientation

Department heads or their designee will provide an orientation to all new, returning and transferring employees to address the hazards of their position. This will include a review of all safety rules, policies/procedures, equipment, etc., that apply to the new employee’s area of assignment. The new employees will be given an opportunity to ask any relevant questions that may pertain to their assigned duties. Documentation of the safety orientation training for each new employee shall be maintained. 

Medical Services
First Aid

At least one first aid kit shall be maintained in each occupied building. In addition, first aid kits authorized by medical personnel shall be located in each vehicle. It is recommended that kits be inspected every month, replacing used, missing, soiled, damaged or outdated items. Make sure all employees are advised of the location of the first aid kits. Oral medications such as aspirin, antacids, or salt tablets are not to be provided in these kits.

An eye wash station suitable for quick drenching or flushing of the eyes and body shall be provided within the work area for immediate use if employees are exposed to pre-determined harmful chemicals. The station shall be inspected and tested monthly.     

Return-to-Work Program
When an employee is off work and has been released by a medical provider for temporary modified or light duty work, a return-to-work program is strongly encouraged. For more information on a return-to-work program please see https://www.imwca.org/human-resource/rtw-now/. 

Safety Audits and Inspections
Department Self-Inspection Checklists

Since the success of any safety program depends on identifying hazards and taking immediate corrective action, quarterly department self-inspections are required. Each department shall develop its own checklist to assist in the inspections. The completed checklist should be submitted to the safety committee and reviewed at the safety committee meetings.

Reporting Unsafe Acts/Unsafe Conditions

All employees are encouraged and required to immediately report any unsafe acts or unsafe conditions. 

1. Stop work immediately and secure the location or lockout unsafe equipment.

2. Inform immediate supervisor of the problem.

Safety Violations
(If not in your employee Handbook)

Each employee is required to comprehend and abide by the contents of MEMBER Safety Program.

Safety reprimands

Should employees be observed not following documented safety rules/procedures, the violating employee(s) shall be disciplined. Follow MEMBER disciplinary action plan, if MEMBER lacks specific disciplinary action policy/play, reach out to your human resources or attorney contact for direction. Supervisors should make every effort to ensure employees are following safe work practices.

Pre-Employment Assessment Practices- Addendum A
(If not in your employee Handbook)

Safety starts with the proper hiring practices to ensure that the person being hired for a position is physically and technically capable of safely performing the task(s).

It is the policy of MEMBER that every new employee undergoes a pre-placement physical or assessment. The candidate will be directed to the MEMBER’S designated medical provider. The provider performing the physical shall present an opinion as to the employee’s ability to perform the essential functions of the position. The costs of the physical shall be paid by the member.

Job Descriptions

It shall be the responsibility of the department head or their designee to provide a copy of the applicable job description to the provider conducting a pre-placement physical for each new employee. Each department head shall be responsible for periodically updating all job descriptions within their department to ensure they adequately reflect the requirements of the job.



The Iowa Municipalities Workers’ Compensation Association (IMWCA) model programs and policies may be used as guidance in developing safety programs and policies that your organization will modify to meet the conditions and practices of your workplace. You must develop programs and policies, in consultation with your legal counsel and personnel professional, to meet the specific needs of your organization. IMWCA does not guarantee that the programs and policies will prevent accidents and losses or satisfy local, state and federal regulations.
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