As an employee of the University of ldaho,
you’re an important and valued member of the
University community. This brochure presents
general information about safety policies,
procedures, and programs all employees are
expected to follow to ensure a safe and healthy
working environment is maintained for
themselves and others. Your supervisor is
responsible for providing you with a job specific
orientation and information that will allow you to
perform your job safely. Your commitment to
safety is essential and much appreciated!

BUILDING SAFETY

University facilities are inspected on a regular basis,
but if you notice lights that are out, spills on floors, or
other conditions that need correction, please report
them to your supervisor or appropriate maintenance
personnel. Other things you can do to keep your work
area safe include:

e Use only UL listed, circuit protected power strips
for computers, printers and other stationary
equipment - regular extension cords are not
approved for long-term use!

¢ Do not use portable heaters in your work space
unless approved by Facilities.

¢ Observe and obey posted warning signs.

¢ Practice good housekeeping and storage
techniques.

o Keep exits and corridors unobstructed and
accessible at all times.

e Don’t block open fire doors.

e Don’t obstruct emergency equipment, such as fire
extinguishers, alarm pull stations, and eyewashes.

® Don’t do it yourself - Construction, electrical
wiring, renovation or other modifications cannot
be made to University facilities without prior
approval from Facilities (208) 885-6246.

EMERGENCY EVACUATION AND
FIRE SAFETY

All units should have written emergency response
plans — Be sure to check with your supervisor on
the procedures you need to follow should an
emergency occur in your work area. General
emergency response guidelines include:

e Knowing at least 2 exits from your work area.

¢ Immediately evacuating to a pre-determined site
outside your building whenever a fire alarm
sounds.

¢ Knowing the location of fire alarm stations and
how to use them.

¢ Never attempting to use elevators during fire
emergencies.

¢ Knowing the location of rescue assistance areas
for persons with mobility impairments in your
building and how to be of assistance if needed.

¢ Not re-entering the building until authorized to do
S0.

To help keep work areas fire-safe:

o Never park in or block fire lanes.

¢ Never obstruct exits or block open fire doors.

¢ Know the location of fire extinguishers and how
to use them.

o Store flammable and combustible materials
properly.

o Place coffee pots and other heating appliances on
non-combustible surfaces.

o Never use heating appliances or open flames
without specific approval from EHS and only in
authorized areas.

TooLs AND EQUIPMENT

When your job requires you to use tools and
equipment, make sure you use them properly. Read
and heed instruction manuals and follow these
additional guidelines:

e Use only Type | or Type Il ladders and step stools
- don’t stand on chairs, buckets or other objects.

e Stay focused! Don’t talk to others or let your
mind wander while operating tools or equipment.

e Practice good housekeeping — during the job as
well as after it’s completed.

e Be sure required guards are always in place —
know and follow established lockout-tagout
procedures.

e Inspect tools and electrical cords each time you
use them and don’t use them if they’re damaged

o Keep cutting-edge tools sharp; carry tools sharp-
side down.

o Be sure electrical tools and equipment used in
damp or wet locations are plugged into ground
fault circuit interrupter outlets (GFCls).

o Use appropriate protective eye, hearing,
respiratory and other types of personal protective
equipment.

¢ Don’t wear loose clothing, jewelry or gloves

when working in close proximity to moving parts.

e If you don’t have what you need to do a task
safely, please bring it to the attention of your

supervisor.

ERGONOMICS AND
INJURY PREVENTION

Ergonomics is arranging your work tasks and
environment to fit you in order to minimize your risk
of strains, sprains and other types of musculoskeletal
injuries. Ergonomic strategies include:

e Warm up and stretch before, and intermittently
throughout, your workday.

e Purchase and use tools and equipment that
minimize the need to use excessive force, highly
repetitive movements, and awkward postures — if
it’s adjustable, adjust it to fit you!

o Take sufficient rest breaks.

e Lift properly and don’t try to lift more than you
can handle safely....remember to always keep the
load close, maintain the three natural curves in
your back, and don’t twist while lifting.

e Prevent injuries due to slips, trips, and falls:

o Wear appropriate footwear.

o Use available handrails.

o Exercise extra care when walkways are slick.
o Wipe your feet.

o Think fast! If you slip and fall, tuck and roll.
o Report problem areas.

o [fyou’re not sure how to do a task safely, please
bring it to the attention of your supervisor.

ENVIRONMENTAL HEALTH lssuUEs

The University strives to provide you with a work
environment that is free of hazards that could
adversely affect your health. To minimize your risk
of encountering environmental hazards, please
observe the following:

e Smoking is not allowed in University
buildings or other posted areas.

e  Proper ventilation and other controls must be
provided prior to performing activities that
generate dust, smoke fumes or vapors.

e Ifrespiratory or hearing protection is
required, participation in related medical
surveillance programs is also required.

e Do not drill, saw or otherwise disturb
materials or finishes that may contain
asbestos or lead.

e  Make sure you have access to Safety Data
Sheets (MSDSs) for any chemicals or
hazardous materials you may use or
encounter in the workplace.

o If you see evidence of the presence of mice,
squirrels, birds, wasps, or other pests that can
pose physical or biological hazards in
buildings, please be sure to promptly report it
to Facilities or appropriate maintenance
personnel.

o If you will be engaged in research or other
activities that could involve exposure to
hazardous biological organisms or
radioactive materials, contact Environmental
Health and Safety for restrictions and
training requirements that may apply.

DO NOT HANDLE MATERIALS OR ENTER
AREAS POSTED WITH THE FOLLOWING
SYMBOLS UNLESS YOU HAVE BEEN
PROPERLY TRAINED AND AUTHORIZED!
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