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Introduction

In 1990, the State of Minnesota amended the Occupational Safety and Health Act.
Minnesota Statutes Chapter 182.653 subd.8 requires employers in certain industries
to develop written, comprehensive workplace safety and health programs which are
based on the NAICS (North American Industry Classification System) system. This
legisiation is known as A Workplace Accident and Injury Reduction (AWAIR) Act.
Programs developed to comply with the act are known as AWAIR programs. The
requirements of the legislation that are addressed and complied with in our program

are.as follows:

1. How Administration, supervisors and empioyees are responsible for
implementing the program and how continued participation of management
will be established, measured and maintained;

2, The methods used to identify, analyze and control new or existing hazards,
conditions and operations;

3. How the plan will be communicated to all affected employees so that they
are informed of work-related hazards and controls;

4. How workplace accidents will be investigated and corrective action
implemented; and

5. How safe work practices and rules will be enforced.

MN OSHA has adopted a list of NAICS codes that we have determined to exist within
our jurisdiction as a public entity. These departments are under our blanket AWAIR
program. The NAICS codes for the departments under our AWAIR Program are

~ highlighted on the listing in Appendix A .

Safety Policy Statement

Safety is a basic responsibility of the City of Waterville. Administration and Elected

-~ Officials are concerned with the protection of all employees against occupational

accidents and heatth hazards. Safety is the first corisideration in the operation of
City business. A safe workplace reduces accidents, and injuries.

All personnel shall perform assigned work in accordance with established safety and
health related policies, procedure, and work place practices. Failure to observe
safety and health related policies shall result in disciplinary actions as per
established policies and agreements.

Approval/Revision of Program

The approval of this AWAIR Program is so recorded as such in the minutes of meeting
dated June 7, 2011 Approving Authority for program is maintained by the Waterville City
Council as so indicated by the previously stated recording in the meeting minutes,

The Safety Committee annually reviews this program and may make necessary revisions,

The Approving Authority shall retain the reéponsibility for all policy revisions.
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Application

This AWAIR program is intended to serve as an overview of all currentty applicable
Safety and Health programs. This program outlines the philosophy by which the City of
Waterville will develop, implement and maintain all other safety and health programs
which concern more specific topics.

While compliance with the law and OSHA standards is an important objective, an
effective AWAIR program must be tailored to the City of Waterville’s particular needs.
This program shall look beyond specific legal requirements to identify and analyze
existing hazards. It shall seek to prevent injuries and ilinesses, even when compliance is
not an issue. Uttimately, the program’s effectiveness in practice is what is important.

Should a department’s operations require the need for a specific addition to this
program, said specifics will be added as an addendum for that department and be
maintained by that department within their operations.

Goals and Obijectives

Central to ocur AWAIR program are the goals and objectives we, as an organization,
have set for our overall safety and health program. The goals establlsh the direction
for our program and state what we are attempting to achieve through this program.
Our goals are generally challenging to reach or complete, but are also possible to
achieve. The goals are specific to the City of Waterville. Our objectives are specific
actions that we will be taking to attempt to achieve those goals. Our objectives can
either be measured or demonstrated.

Safety Committee

The LeSueur/Rice RSG. has established a safely committes pursuant to Minnesota
Statutes.

The safety commitiee will hold regularly scheduled meetings

All departments within the city’s operations may have representatives on the Safety
Committee. All representatives will serve on a voluntary basis, Terms of office will be
revisited annually by individual depariments. A chairperson and vice chairperson will be
elected among the representatives.

Management/Supervisory personnel will have a representative on the safety committee,
The City Coundil may have a representative on the safety committee,

Safety Committee members will be able to perform their duties without fear
discrimination or retaliation by management or the governing body.




Roles and Responsibilities

For Everyone in the Organization:

All employees, including supervisors and Administration, must follow all safety rules
at all times.

For Empioyees:

1. Employees must promptly report any safety and health hazards they observe

- to their supervisor or safety committee representative.

2. An employee’s first priority is to perform each job task safely. If an empioyee
is unsure how to perform the task safely, he or she must consult with their
supervisor.

3. Employees must wear personal protective equipment as required for their
protection and maintain the equipment in a sanitary manner.

4. Employees must report all accidents and near misses to their supervisor

~ Immediately upon occurrence.

For Supervisors:

1. Supervisors or safety committee representative must discuss any current
safety issues with their employees at the beginning of all regularly scheduled
staff safety meetings, or at the tailgate/toolbox meetings.

2. Supervisors or safety committee representative will address all safety
concerns raised by staff by initially investigating the issue, determining if the
concern .is valid and taking appropriate corrective action whenever
-necessary. - Corrective - action -can include ordering new equipment, issuing
maintenance work orders or consulting with the safety director, the safety
committee or upper management.

3. Immediately upon learning of an accident or near miss the supervisor or
safety committee representative must initiate an investigation and submit the

. completed accident investigation report to the safety director.

4. Supervisors or safety committee representative will actively and positively
participate in all safety committee inspections of their assigned areas.

For Safety Directors:

1. The safety director will serve as the lead person in the organization for safety
and health issues and will serve as an ex officio member of the safety
committee. ‘ _

2. The safety director must review all First Reports of Injury and Accident
Investigation Reports with the safety committee and take appropriate action
to prevent recurrence. '

3. The safety director will conduct all safety training required by regulation or
identified by management, supervision or the safety committee as a need to
assure a safe workplace.

4. The safety director will recommend improvements in physical plant,
machinery, equipment, raw materials and personal protective equipment to

management, supervision and the safety committee.
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For Safety Committees:

L.

The safety committee will meet 6 times in a calendar year and conduct area
inspections to review accident reports, identify hazards and address any and
all safety concerns raised by employees, first-line supervision or the safety
director.

The safety committee will review the AWAIR program at least annually and
make recommendations concerning updates and revisions to the program to
senjor management and the safety director.

Safety committee members each represent their particular work area and,
therefore, should address all safety concemns brought to them by their
coworkers. These concerns should be handled by initially investigating the
issue with the area supervisor to determine if the concern is valid and then,

“as necessary and appropriate, bring the issue to the safety director or the full

safety committee.

For Administration:

1.

2.

Administration will communicate to all employees and supervisors the
importance of worker safety and health throughout the organization.
Administration shall review all safety concerns brought forward by the safety
director, the safety committee or first-line supervision and take appropriate
action.

Administration shall review the AWAIR program and any recommended
revisions from the safety committee at least annually, make the appropriate
revisions and work with the safety director, the safety committee and first-
line supervision to.communicate the revisions throughout the organization.
Administration also establishes the importance of the AWAIR program, both
by the priority they give workplace safety and health issues and by the
example they set by initiating safety and health improvements, correcting
hazards, enforcing safety rules, rewarding excellent performance in safety
and health, and by following all safety rules. Safety and health programs are
similar to quality improvement and-other efforts organizations engage in to
continually improve performance, customer service, competitiveness,
organizational culture, etc. :

For Elected/Appointed Officials:

1.

2.

Officials will communicate to all Administrative personnel the importance of
safety and health throughout the City of Waterville. '
Elected/Appointed Officials will provide the resources to improve safety and
health throughout the entire organization, This includes providing employees
and supervisors with the authority to identify and correct hazards, the
budget to purchase new equipment or make repairs, the training necessary
to work safely and to recognize hazards, and the systems to get repairs
made, materials ordered and other improvements accomplished.




Enforcement of Safety and Health Programs

Enforcement of safe work practices should be fair, consistent throughout the City of
Waterville, and based on established policy. Administration and supervisors shouid
be conscious of the examples they set for the workplace and should obey the same
rules as the rest of the workforce.

Unsafe or unhealthy work action by all employees shall be corrected in a timely
manner based on the severity of the hazards. The enforcement of the program is
based on the following methods:

Verhal warning
Written warning
Leave without pay
Termination

PN e

Disciplinary action will follow the above seguence uniess the situation warrants more
severe action.

Not only should negative behavior be discouraged, but positive behavior shouid be
reinforced as well. Exceptional performance or efforts in workplace safety and health
should be recognized by the organization.

Hazard ldentification, Analysis and Control
The City of Waterville will use the following steps to Identify, Analyze and Control
hazards: - o
> Job or safety hazard analyses of different paris of the operation
Walk around inspections to be conducted by MMUA Safety Coordinator
Employee reporting of workplace safety and health hazards
Employee hazard abatement suggestions
Engineering Controls -
Preventative maintenance inspections
Administrative controls
Personal Protective Equipment
Administration and Employee Training
The City of Waterville- may use the enclosed forms to assist in the Identification,
Analysis and Control of hazards:
SP 1 — Hazard Inventory
SP 2 — Safety Inspection Checklist
SP 3 — Report of Unsafe Conditions
SP 4 — Hazard Elimination Evaluation Control Worksheet
SP 5 - Job Hazard Analysis
SP 6 — Indoor Environmental Audit
SP 7 — Personal Exposure Monitoring
SP 8 — Certification of Employee Training
SP 9 — Safety and Health Program Audit Worksheet

SP 10 - Accident/Injury Investigation
5
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Communication

All Adminristration and supervisors are responsible for communicating with all
workers about occupational safety and health in a form readily understandable by all
workers, Our communication system encourages all workers to  inform
Administration and supervisors about workplace hazards without fear of reprisal.

Our communication system may include one or more of the following items:

> New worker orientation including a discussion of safety and health
policies and procedures

Review of our program

Training programs

Regularly scheduled safety meetings
Posted or distributed safety information

A system for workers to anonymously inform management .about
workplace hazards

Contractor Duties

All contractors shall follow any and all Minnesota OSHA, Federal OSHA, MN DOT,
MPCA and other regulatory agencies rules that pertain to their work sites in the
State of Minnesota. All contractors shall be responsible for initiating, maintaining and
supervising safety and health related policies, programs and work practices in
connection with the performance of contractual work.

Y V. V V VY

Duties to Subcontractors

Contractors that use sub-contractors shall be responsible for communicating any and
all safety and health related information to those subcontractors and shall ensure
that subcontractors initiate, maintain and supervise safety and health related
polices, programs and work practices while performing subcontracted work.

Imminent Danger _
In the event of an imminent danger situation, the City of Waterville reserves that
right to suspend contracted work if said work exposes the employees of either

employer to imminent danger.
Imminent Danger Definition per MNOSHA.:
Imminent danger situations are given {op priority. An imminent danger is any
condition or practice that presents a stibstantial probability that death or serious
physical harm could occur immediately or before the danger can be eliminated
through normal enforcement procedures. MNOSHA becomes aware of these
situations through reports received from employees, the general public or direct
observation by an investigator.

ff an imminent danger situation is identified, the safety and health investigator will
ask the employer to voluntarily eliminate the hazard and to remove the endangered
employees from exposure. If the employer fails to do this, MN OSHA may "red tag"

the equipment or job site for 72 hours.
: 6




Accident Investigation

Procedures for investigating workplace accidents, hazardous substance exposures,
and near misses include:

1. Interviewing injured workers and witnesses;
Examining the workplace for factors associated with the accident/exposure;

Determining the cause of the accident/exposure;

AW

Taking corrective action to prevent the accident/exposure from re-occurring;
and

5. Recording the findings and actions taken. It should not be to affix blame.

Each contributing factor should be traced back to its root cause. A written report
that describes the accident, its causes and recommendations for corrective action
and prevention will be prepared and presented to management.

The ultimate goal of the investigation is to determine the basic and root causes and
to determine appropriate corrective action so the incident does not happen again.
To simply attribute an accident to “employee error,” without further consideration of
the basic causes, deprives the organization of the opportunity to take real
preventive action. Possible use of engineering controls, improved work practices and
administrative controls should be considered to help employees do their jobs safely.
Management practices may also be considered as a possible basic factor. For
example, if there is managerial or supervisory pressure to increase production or cut
costs, employees may take unsafe shortcuts in work procedures or necessary
preventive maintenance may be delayed or skipped.

The Accident/Injury Investigation Form (Form SP 10) may be used.




Figure 1: Accident and Injury Flowchart
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Program Evaluation

The AWAIR Act requires employers to review the entire program at least annually
and document the findings. Program review is vital, because it serves as a check to
see if the organization is making progress towards its goal of creating a safer,
healthier workplace for all employees. The annual review keeps the program fresh,

accurate and an integral part of the organization.

The AWAIR Program Audit Form (Form SP 9) shall be used as a tool and record of
the annual audit.




Appendix A
NAICS Codes
21190 Other General Government Support
221310 Water Supply and lrrigation Systems
221320 Sewage Treatment Facilities
23‘?320 Painting and Wall Covering Contractors
237310 Highway, Street, and Bridge Construction
238990 All Other Specialty Trade Contractors
4838490 Otﬁer Support Activities for Road Transportation
5611 10 Office Administrative Services
561730 Landscaping Services
713930 Marinas
92111¢ Execufive Offices
9211 90-Other General Government Su;ﬁport
922120 Police Protection
922160 Fire Protection
922190 Othér Justice, Public Order, ancﬁ Safety Activities
924120 Administration of Conservation Programs
925110 Administration of Housing Programs

926110 Administration of General Economic Programs

Appendix A
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FORM SP-2 SAFETY INSPECTION CHECKLIST

This checklist provides general guidance for the identification
The employer must customize the form for the specific work p

Check () ali unsatisfactory items/conditions and indicate location ?
you are capable of correcting. identify those items/conditions tha

and correction of common work place hazards. It is not all inclusive.
tace. Draw z line through those items that do not apply.

fapplicable. Correct those unsatisfactory items/conditions that
t need further action on reverse side. Note any new hazards,

Review completed checklist with supervisor. Supervisors are to schedule corrective actions as required and submit completed

checklist to safety commitiee.

D000 0DO0 000

Postings

OSHA poster

OSHA 200 {post 2/1 to 3/1 of each year)
Hazards identified by signage

Permit confined spaces signed
Non-potable water identified by signage
Floor load limits identified by signage

No smoking areas identified by signage
Emergency telephone numbers posted
Escape routes/exits identified by signage
Emergency equipment identified by sighage
NFPA 704 signs posted

Written Programs: _Available To Employee

Hazard Communication Program
Respiratory Protection Program

Hearing Conservation Program

Hazardous Energy Control {Lo/T. o) Program
Permit Confined Spaces Program

Infection Control Program

Fire Prevention/Emergency Action Plan
Occupational Medicine Program

Tools/Equipment

[ Condition of electrical cords

L1 Condition of hand/power tools

[l Condition of abrasive grinders

L] Air nozzles - pressure reduced to 30 psi
L Power tools - point of operation guarded

Hoonoooon

Electrical

Breakers/panels identified
Boxes/panels closed/covered
Exposed conductors guarded
Lights guarded/protected
Condition of extension cords
Circuits properly grounded

Hooooca

Fixed Machinery/Eguipment

[ Belts/pulleys guarded

[i General maintenance
] Disconnects provided/identified
[ Equipment properly grounded

Material Handling

[] Condition of hoists/cranes

U Condition of slings/chains

UJ Condition of conveyors - trip fine functional
[ Condition of fork lifts

Material Storage

L} Material neatly stacked and stable

U Shelves organized - no falling object hazard
U Accumulations of class A combustibles

[J Aisle clear and free from obstructions

[J General housekeeping

Hazardous Materials

Proper containers

Containers labeled

MSDS's available

Proper storage

Flammables stored in approved cabinets
Incompatibles separated

Proper storage of compressed gas cylinders
Flammable waste - containers emptied daily
Damaged/deteriorated ACM

Iy e o o o e

"~ Working Surfaces/Housekeeping/Sanitation

Alsleffloors/stairs kept clear/clean/dry
General housekeeping

Floor openings - covered/guarded
Platforms/stairs guarded by railing
Proper waste disposal

Restrooms/locker rooms - clean/sanitary
Eating areas - clean/sanitary
Ladders/Scaffolds

I o I o e

[ Ladders - condition/proper use

L1 Fixed ladders - condition/fall protection
[I Scaffolds - condition/proper use -
Confined Spaces Entry Equipment

Ll Personal moniters - availability/calibration
] Retrieval equipment - availability/condition

front




Emergency Eqguipment

First aid kit - in place/completely stocked
Availability of persons trained in F.AJ/CPR
Fire extinguishers - in place/charged

Fire alarm operates when actuated

Eve washes/showers - accessibleffunctional
Emergenéy lights - proper operation

Exits - accessible/not blocked

SCBA's/PPE - availability/condition

PPE: Condition)‘Storég@

O Y I

Safe Work Practices: Employees

Use proper lockout/tagout procedures

Use proper confined space entry procedures
Use suitable peréonal' protective equipment
Barricade -hazardous work areas

Guard temporary floor openings

Use proper excavation/trenching procedures
Use personal fall protective equipment

Use GFI's

Vehicles/Mobile Equipment

O O o 0

1 Respirators O] Tires/brakes/steering/lights
Ul Hard hats [0 General maintenance
[] Facefeye protectors L] Proper operation of special equipment
O Gloves [l First aid kit - in placefcompletely stocked
[l Protective footwear U Fire Extinguishers - in place/charged
[l Protective clothing Employee Medical/Exposure Records '
[3 Electrical protective equipment [] Available for employee review
O Personal fall protective equipment

Describe Other Unsatisfactory ltems/Conditions And/Or New Hazards
1,
2.
3.
4.
5.

Summary Of Unsatisfactory ltems That Need Further Action

Item

Location

Area/Vehicle Inspected:

Conducted By:

Date:

back




FORM SP-3 REPORT OF AN UNSAFE CONDITION

Instructions to employees: Briefly describe the lacation and nature of the unsafe condition. Identify any possible
corrective actions. Sign/date the report. Submit report to your immediate supervisor.

To be completed by employee reporting the unsafe condition

Location:

Describe unsafe condition:

_fSuggesfed corrective actions:

 Reported by: Date:

To be completed by work unit supervisor

Received by: Date:

U Suggested corrective actions taken

[} Referred to safety committee

Comments/actions taken:

To be completed by safely committee

. Date reviewed/acted upon:

Recommendation of safety committee:

[ Corrective actions initiated by safety committee

U Corrective actions referred to work unit manager for review/initiation
To be completed by work unit manager

Date Acted Upon:

Actions taken:
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FORM SP-10 INJURY / ACCIDENT INVESTIGATION WORKSHEET

This worksheet provides general guidance for the investigation of mjuries/accidents. It is not all-inclusive.
The employer must customize the form for the specific work place.

Of injured
Employee

Injured
Employees

Injured Employee™s
Length of
Employment in
Current Position

Injured Employee’s
Total Length
Of Employment

Ageof
Injured
Employee

Tdentify Work
Location Where injury/Accident
Occourred

Identify
Date/Time of
Injury/Accident

Describe Work Being
Performed When
Injury/Accident
Occuned

Describe Natyre
And Severity of
Injury/Accident

Determine if Employse
Was Appropriately
Trained/Instructed

|- Determine if Employes
Was Observing Estahlished
Procedures/Work Practices
When injury/Accident
Occurred

[Dctermine Type of PPE

Womn by Employee
When Injurv/Accident
Oceurred

Determine
Root Canse
Of Injury/Accident

Deterinine Other
Contributing Factors
To Injury/Accident

Identify Actions That Can
Be Taken To Prevent a
Similar Injury/Accident

1dentify Corrective Actions
That Have Been Taken

Name of Person Conducting Investigation: Date:
: _—



FORM SP-8 CERTIFICATION OF EMPLOYEE TRAINING

Title of Training
Session:

Name of
Fa cilitator:

Date:

Location:

Start
Time:

End
Time:

TRAINING SESSION OVERVIEW

AV Material‘:

{If Used)

Handout:

(If Provided To

Paﬁicipants)

Topics Addressed

Facilitator Nofes

(front)




ATTENDEES

Name

(Employee Signature)

Department

{back)




