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INTRODUCTION
Every employee of IQ Pipeline has the right to a safe work environment. Our entire staff is dedicated to protecting and serving you. We have an open door policy for all employees and encourage your feedback. Kindly contact the Director of Support Services if you have any suggestions for a safer work environment. 

Thank you!

Chris Oberle

President

SECTION I

ASSIGNMENT OF RESPONSIBILITY

AND POLICY STATEMENT
SAFETY POLICY STATEMENT
It is the policy of IQ Pipeline, LLC, that injury and illness prevention shall be considered of primary importance in all phases of operations and administration.

It is the intention of the company's top management to provide safe and healthy working conditions and to establish and insist upon safe practices at all times by all employees.

The prevention of injury and illness is an objective affecting all levels of the organization and its activities. It is therefore, a basic requirement that each supervisor make the safety of employees an integral part of his or her regular management function. It is equally the duty of each employee to accept and follow established safety regulations and procedures.

Every effort will be made to provide adequate training to employees. However, if an employee is ever in doubt how to do a job safely, it is their duty to ask a qualified person for assistance.

Employees are expected to assist management in injury and illness prevention activities. Unsafe conditions must be reported. Fellow employees that need help should be assisted. Everyone is responsible for the housekeeping duties that pertain to their jobs.

Any injury that occurs on the job, even a slight cut or strain, must be reported to management as soon as possible. In no circumstance, except an emergency, should an employee leave a shift without reporting an injury that occurred.

When you have an injury and illness, everyone loses; you, your family, your fellow workers, and the company. Please work safely. It's good for everyone. 

Chris Oberle
President

ASSIGNMENT OF RESPONSIBILITY

I, Chris Oberle, will see to it that our company's managers and supervisors will assume their respective responsibility for the safety and health of their assigned staff. Those responsibilities will include, but will not be limited to:


Review safety policies and procedures; become familiar with functions and responsibilities of supervision, and the interrelationships with other departments.


Develop a sound technical knowledge of all applicable Cal/OSHA Safety Orders and Regulations; also, stay current with requirements made by other government agencies.


Maintain an occupational training program covering hazards basic to all types of employment and those unique to each worker's job assignment.


Correct unsafe and unhealthy work practices in a timely manner (also document this on provided forms).


Schedule and conduct regular safety training meetings with all employees.


Perform first-aid duties as required, which will include maintaining appropriate first-aid supplies, dissemination of emergency procedures, and providing first-aid training.


Keep records of all employee training, corrections of unsafe conditions, dates and results of workplace inspections. Submit all documentation to:
Angie Bisone or current Director of Support Services for company recordkeeping. 

Chris Oberle
President

 DESIGNATED SAFETY PROGRAM COORDINATORS

The responsibility of implementing the company safety program is to be shared by all supervisory staff, with the overall administration of the program assigned to:

Chris Oberle
President

Other safety officers will include, but will not be limited to:

Angie Bisone
Director of Support Services

SECTION II
EMPLOYEE COMPLIANCE
CODE OF SAFE PRACTICES

GENERAL

It is our policy that everything possible will be done to protect employees, customers and visitors from injury.  Safety is a cooperative undertaking requiring participation by every employee.  Failure by any employee to comply with safety rules will be grounds for corrective discipline.

Supervisors shall insist that employees observe all applicable Company, State and Federal safety rules and practices and take action as is necessary to obtain compliance.  To carry out this policy employees shall follow these safety rules and practices:

· Report all unsafe conditions and equipment to your supervisor or safety coordinator.

· Report all incidents, injuries and illnesses to your supervisor or safety coordinator and to IQ Pipeline’s Director of Support Services immediately. 

· Anyone known to be under the influence of intoxicating liquor or drugs, shall not be allowed on the job while in that condition. 

· Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety or well-being of the employees, are prohibited.

· Means of egress shall be kept unblocked, well-lighted and unlocked during work hours.

· In the event of fire, sound alarm and evacuate.

· Upon hearing fire alarm, stop work and proceed to the nearest clear exit.  Gather at the designated location.

· Only trained workers may attempt to respond to a fire or other emergency.

· Exit doors must comply with fire safety regulations during business hours.

· Stairways should be kept clear of items that can be tripped over, and all areas under stairways that are egress routes should not be used to store combustibles.

· Materials and equipment will not be stored against doors or exits, fire ladders or fire extinguisher stations.

· Aisles must be kept clear at all times.

· Work areas should be maintained in a neat, orderly manner. Trash and refuse are to be thrown in proper waste containers.

· All spills shall be wiped up promptly.

· Always use the proper lifting technique.  Never attempt to lift, push, pull or carry an object that is too heavy.  You must contact your supervisor when help is needed to move a heavy object.

· Never stack material precariously on top of lockers, file cabinets or other relatively high places.

· When carrying material, caution should be exercised in watching for and avoiding obstructions, loose material, etc.

· Do not stack material in an unstable manner.

· Report exposed wiring and cords that are frayed or have deteriorated insulation so that they can be repaired promptly.

· Never use a metal ladder where it could come in contact with energized parts of equipment, fixtures or circuit conductors.

· Maintain sufficient access and working space around all electrical equipment to permit ready and safe operations and maintenance.

· Do not use any portable electrical tools and equipment that are not grounded or double-insulated.

· All electrical equipment should be plugged into appropriate wall receptacles or into an extension of only one cord of similar size and capacity. Three-pronged plugs should be used to ensure continuity of ground.

· All cords running into walk areas must be taped down or inserted through rubber

protectors to preclude them from becoming tripping hazards.

· You must receive written authorization from IQ Pipeline before using any type of vehicle on the job, including your personal vehicle, forklift, golf cart, etc. Inspect motorized vehicles and other mechanized equipment daily or prior to use.

· Shut off engine, set brakes and block wheels prior to loading or unloading vehicles.

· Inspect pallets and their loads for integrity and stability before loading or moving.

· Do not use compressed air for cleaning off clothing.

· Do not store compressed gas cylinders in areas which are exposed to heat sources, electric arcs or high temperature lines.

· Identify contents of pipelines prior to initiating any work that affects the integrity of the pipe.

· Wear hearing protection in all areas identified as having high noise exposure.

· Goggles or face shields must be worn when grinding.

· Do not use any faulty or worn hand tools.

· Guard floor openings by a cover, guardrail, or equivalent.

· Do not enter into a confined space unless tests for toxic substances, explosive concentrations, and oxygen deficiency have been taken.

· Always keep flammable or toxic chemicals in closed containers when not in use.

· Do not eat in areas where hazardous chemicals are present.

· Be aware of the potential hazards involving various chemicals stored or used in the workplace.

· Cleaning supplies should be stored away from edible items on kitchen shelves.

· Cleaning solvents and flammable liquids should be properly labled and stored in appropriate containers.

· Solutions that may be poisonous or not intended for consumption should be kept in well-labeled containers.

· When working with a computer, have all pieces of furniture adjusted, positioned and arranged to minimize strain on all parts of the body.

· Never leave lower desk or cabinet drawers open, which presents a tripping hazard.  Use care when opening and closing drawers to avoid pinching fingers.

· Do not open more than one upper drawer at a time, particularly the top two drawers on tall file cabinets.

· Individual heaters at work areas should be kept clear of combustible materials, such as drapes or waste from waste baskets.  Newer heaters that are equipped with tip-over switches should be used.

· Appliances, such as coffee pots and microwaves, should be kept in working order and inspected for signs of wear, heat or fraying of cords.

· Fans used in work areas should be guarded.  Guards must not allow fingers to be inserted through the mesh.  Newer fans are equipped with proper guards.

· Electrical equipment must be de-energized before any diagnostic or repair work is performed. 

CODE OF SAFE PRACTICES

OFFICE
· Files and supplies should be stored in such a manner as to preclude damage to the supplies or injury to personnel when they are moved.  Heaviest items should be stored closest to the floor and lightweight items stored above.

· Never stack material precariously on top of lockers, file cabinets or other high places.

· Never leave desk or cabinet drawers open that present a tripping hazard.  Use care when opening and closing drawers to avoid pinching fingers.

· Do not open more than one upper drawer at a time, particularly the top two drawers on tall file cabinets.

· Equipment such as scissors, staplers, etc., should be used for their intended

purposes only and should not be misused as hammers, pry bars, screwdrivers, etc.  

Misuse can cause damage to the equipment and possible injury to the user.

CODE OF SAFE PRACTICES
LABORATORY/WAREHOUSE

· Work shall be well planned and supervised to prevent injuries in the handling of

materials and in working together with equipment.

· No one shall knowingly be permitted or required to work while the employee’s ability or alertness is so impaired by fatigue, illness, or other causes, that they might unnecessarily expose the employee or others to injury.

· Employees shall not enter manholes, underground vaults, chambers, tanks, silos, or other similar places that receive little ventilation unless it has been determined that

it is safe to enter.

· Employees shall be instructed to ensure that all guards and other protective devices

are in proper places and adjusted, and shall report deficiencies promptly to the

supervisor or superintendent.

· Workers shall not handle or tamper with any electrical equipment, machinery, or air or water lines, in a manner not within the scope of their duties, unless they have received instructions from their superintendent.

· When lifting heavy objects, the large muscles of the leg, instead of the smaller muscles of the back, shall be used.

· Materials, tools, or other objects, shall not be thrown from buildings or structures until proper precautions are taken to protect others from the falling objects.

· No eating, drinking, smoking, applying cosmetics (hand lotion, lip balm included), or storage of food or beverages in areas where exposure to hazardous substances may occur.

· A minimum of closed toed shoes, long pants/skirts, appropriate gloves, eye protection, and lab coats, or aprons are required in all areas where exposure to hazardous chemicals or substances may occur. Dangling jewelry, or ties, should not be worn when performing task with potential “caught by” hazards, etc.

· Lab coats, lab aprons are not allowed in common areas such as:

         Break rooms

         Rest rooms

         Conference Rooms

         Cubicle/ office areas

         Reception areas

· Hand protection, such as gloves, shall be worn when there is excessive exposure to cuts, burns, or other materials that could cause injury (except where there is danger of the hand protection becoming entangled in moving machinery).

· Hard hats shall be worn whenever overhead hazards exist and in all areas designated for hard hat use.

· Safety glasses, goggles, or other suitable eye protection shall be worn when there is a hazard to unprotected eyes (e.g., when using a grinding wheel, etc.).

· Employees shall cleanse themselves thoroughly after handling hazardous substances and follow special instructions from authorized sources.

· Hod carriers should avoid the use of extension ladders when carrying loads.  Such ladders may provide adequate strength, but the rung position and rope arrangement make such climbing difficult and hazardous for this trade.

· Work shall be so arranged that employees are able to face a ladder and use both hands while climbing.

· Gasoline shall not be used for cleaning purposes.

· No burning, welding, or other source of ignition shall be applied to any enclosed tank or vessel, even if there are openings, until it has first been determined that no possibility of explosion exists and authority for the work is obtained from the supervisor or superintendent.

· Any damage to scaffolds, falsework, or other supporting structures shall be immediately reported to the supervisor and repaired before use.

· Personal fall arrest systems or restraints shall be worn when working over 7 1/2 feet above ground or surface which does not provide protected sides, edges or openings (e.g., no guardrails, etc.). 

USE OF TOOLS AND EQUIPMENT

· All tools and equipment shall be maintained in good condition.

· Damaged tools or equipment shall be removed from service and tagged “DEFECTIVE.”

· Pipe or Stillson wrenches shall not be used as a substitute for other wrenches.

· Only appropriate tools shall be used for a specific job.

· Wrenches shall not be altered by the addition of handle-extensions or “cheaters”.

· Files shall be equipped with handles and not used to punch or pry.

· A screwdriver shall not be used as a chisel.

· Wheelbarrows shall not be pushed with handles in an upright position.

· Portable electric tools shall not be lifted or lowered by means of the power cord.  Ropes shall be used.

· Electric cords shall not be exposed to damage from vehicles.

· In locations where the use of a portable power tool is difficult, the tool shall be supported by means of a rope or similar support of adequate strength.

MACHINERY AND VEHICLES

· You must receive written authorization from IQ Pipeline before using any type of vehicle on the job, including your personal vehicle, forklift, golf cart, etc. 

· Loose or frayed clothing, long hair, dangling ties, finger rings, etc., shall not be worn around moving machinery or other areas where they may become entangled.

· Machinery shall not be serviced, repaired or adjusted while in operation, nor shall oiling of moving parts be attempted, except on equipment that is designed or fitted with safeguards to protect the person performing the work.

· Where appropriate, lock-out procedures shall be used.

· Employees shall not work under vehicles supported by jacks or chain hoists without protective blocking that will prevent injury if jacks or hoists should fail.

· Air hoses shall not be disconnected at compressors until the hose line has been bled.

· When loading where there is a probability of dangerous slides or movement of material, the wheels or treads of loading equipment, other than that riding on rails, should be turned in the direction which will facilitate escape in case of danger,

except in a situation where this position of the wheels or treads would cause a

greater operational hazard.

ACKNOWLEDGEMENT OF RECEIPT 

AND REVIEW OF

CODE OF SAFE PRACTICES
TO ALL EMPLOYEES:
ATTACHED IS A COPY OF THE CODE OF SAFE PRACTICES.  THESE GUIDELINES ARE PROVIDED FOR YOUR SAFETY.

IT IS THE RESPONSIBILITY OF Chris Oberle, President
TO PROVIDE AND REVIEW THIS CODE WITH EACH EMPLOYEE. IT IS THE EMPLOYEE’S RESPONSIBILITY TO READ AND COMPLY WITH THIS CODE.

ATTACHED COPY OF THE CODE OF SAFE PRACTICES ARE FOR YOU TO KEEP.  PLEASE SIGN AND DATE BELOW AND RETURN ONLY THIS PAGE TO

Angie Bisone, fax 858-483-8786, e-mail Angie.Bisone@iqpipeline.com
— — — — — — — — — — — — — — — — — — — — — — — — — — — — — —

I HAVE READ AND UNDERSTAND THE CODE OF SAFE PRACTICES.

__________________________

____________________________________

                       Date





Employee Signature

SECTION III

EMPLOYEE COMMUNICATION

SAFETY COMMUNICATION POLICY

It is our company policy to maintain open communication between management and staff on matters pertaining to safety.  Your thoughts regarding safety are considered important, and we encourage your active participation in our company safety program.  Please feel free to express any of your safety concerns or suggestions during safety meetings, individually to your supervisor, or in writing on the safety suggestion form.  (This will allow you to remain anonymous if you so desire; however, this will make it difficult to provide you special recognition if your suggestion is put to action).  Be assured that all safety suggestions will be given serious consideration, and that each will receive a response.

In turn, the company will provide current safety news and activities, safety reading materials, signs, posters, and a bulletin board for easy access to them all.  

Chris Oberle

President

	EMPLOYEE 

SAFETY INFORMATION FORM


This form can be used by employees who wish to provide a safety suggestion, or report an unsafe workplace condition or practice.

Description of Unsafe Condition or Practice: 
	


Causes or Other Contributing Factors: 

	


Employee's Suggestion for Improving Safety: 

	


	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No


Has This Matter Been Reported to the Area Supervisor?

	Employee Name (Optional)
	


	
	
	

	Department
	
	Date
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	  FORMCHECKBOX 

	Accepted Date                                             
	
	Proposed Completion Date   
	
	

	
	
	
	  FORMCHECKBOX 

	Denied Date
	
	Actual Completion Date
	
	

	
	
	  Reason(s) 



	
	
	
	
	
	
	

	
	
	
	Signature
	
	Title
	


Employees are advised that the use of this form or other reports of unsafe conditions or practices are protected by law.  It would be illegal for the employer to take any action against an employee in reprisal for exercising rights to participate in communications involving safety.

The employer will investigate any report as required by the Injury and Illness Protection Program Standard (8 CCR §3203) and advise the employee who provided the information or the workers in the area of the employer's response.

SECTION IV
TRAINING
EMPLOYEE SAFETY TRAINING RECORD

This report is to be completed by the supervisor and the new employee (reassign) within

	Insert number
	 days after employment (reassignment) and filed with


	Insert Name of Person Responsible for IIPP

	(name)


	
	
	
	
	

	NAME
	
	DATE HIRED
	
	TYPE OF WORK


ASK EMPLOYEE  "Can you perform this job with or without reasonable accommodation?  If a reasonable accommodation is necessary, please describe the type of accommodation needed." 

	


	DID EMPLOYEE HAVE A PRE-PLACEMENT PHYSICAL?
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	NO


	IF YES, ANY WORK RESTRICTIONS INDICATED?
	


The SUPERVISOR is to go over the following safety concerns (where applicable) with the new employee:



	 FORMCHECKBOX 

	 1.
	High priority this company gives to safety 
	

	 FORMCHECKBOX 

	2.
	Maintaining good standards of housekeeping.
	

	 FORMCHECKBOX 

	3.
	When lifting by hand, get yourself in a comfortable position, bend at the knees, and get close to the load.  Lift with your leg muscles and not your weaker back muscles.  Do not lift especially heavy materials by yourself.   
	

	 FORMCHECKBOX 

	4.
	Maintain safety guard and electrical grounding on the following power tools and/or equipment 
	

	 FORMCHECKBOX 

	5.
	Chemicals or other health hazards must be reported to your supervisor immediately.
	


	

	6.
	Employee may not operate any vehicle without written permission from IQ Pipeline.
	

	 FORMCHECKBOX 

	7.
	Report all injuries immediately to your supervisor and the Director of Support Services at IQ Pipeline.
	

	 FORMCHECKBOX 

	8.
	Report unsafe conditions immediately to your supervisor.
	


This record is important in helping you, our new employee get off to a good start with our company as far as safety is concerned.  

Signatures: 

__________________________                                        _____________________________

IQ Pipeline

Date







Employee                    Date
Annual Safety Training Record for IQ Pipeline Staff

EMPLOYEE: 
	Training Topic

	Emergency evacuation

	What to do during and after an earthquake

	Location of fire extinguisher

	Personal Safety


SIGNATURE: ____________________________________                     DATE: 
SECTION V & VI
INSPECTIONS AND CORRECTIONS OF HAZARDS

FACILITY INSPECTIONS

Yearly inspections are to be conducted prior to each meeting. Results of inspections will be reviewed by Chris Oberle and address according to priority. Problems identified by each inspection will be corrected within five business days. 

Employees are encouraged to discuss and bring forward their ideas and thoughts regarding any safety items mentioned or of concern to them. 

Hazard Inspection Checklist
INSPECTOR: 
SIGNATURE: ____________________________________
DATE: 
	ITEM OR AREA INSPECTED
	PASS
	FAIL
	CORRECTIVE ACTION TAKEN
	DATE OF CORRECTIVE ACTION
	SIGNATURE OF SAFETY OFFICER

	Desk Height
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Chair Height
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Monitor Height
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Mouse and Keyboard Comfortable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Lighting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Shock Hazards
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Trip Hazards
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	


Annual Safety Training Record for IQ Pipeline Staff
EMPLOYEE: 
	Training Topic
	PASS
	FAIL
	CORRECTIVE ACTION TAKEN
	DATE OF CORRECTIVE ACTION
	SIGNATURE OF SAFETY OFFICER

	Fire and emergency evacuation procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	What to do in an earthquake
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	Location of Fire Extinguisher
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	


SIGNATURE: ____________________________________                     DATE: 
SECTION VII

RESPONDING TO AND INVESTIGATING AN 

INJURY OR ILLNESS

Responding to an Employee Injury

IQ Pipeline will investigate all reports of work related injuries, even incidents that our employee considers minor. A quick response and thorough investigation will ensure that our employees have the safest work environment possible. 

If you need assistance call our insurer, State Fund at (888) 222-3211. Operators are standing by 24 hours per day. Our policy number is 1691436. 

Whenever possible, refer work related injuries to Director of Support Services. The DSS will manage the case from beginning to end. Any work related injury, no matter how routine, is a liability for our company, our client, and the employee. Each situation should be treated an as interoffice emergency. The DSS will contact the employee and supervisor immediately following an injury. Your support of the DSS will be greatly appreciated. 

If the DSS is out of office, please report the injury to the Branch Manager. If neither the DSS nor BM is present please refer to the document titled “injury response” located in IQ Resources/Standard Operating Procedures.  

PART 1:         INVESTIGATION

The purpose of an investigation is to find the cause of an injury or illness, and to prevent future occurrences while avoiding fault finding.  An unbiased approach is necessary to obtain objective findings.

Contact both employee and supervisor as soon as both are able to respond. 

Complete both the form titled Employees Report of Injury or Illness and the Supervisors Report of Injury or Illness as soon as you learn of the incident or as soon as the injured employee is physically able to respond. Both forms are located in IQ Vendors/State Fund.

An injury resulting in lost time requires either a visit to the scene or an interview with an on scene supervisor. Focus on causes and hazards.  Develop an analysis of what happened, how it happened and how it could have been prevented. Determine what caused the incident itself, not just the injury. Every investigation should include an action plan including how we will prevent such injuries or illnesses in the future. If a third party or defective product contributed to the injury, save any evidence. It could be critical to the recovery of claims costs. 

 FORMCHECKBOX 
 PROCEED TO PART 2: REPORTING AND RECORDKEEPING

PART 2:         REPORTING and RECORDKEEPING

The following documents must be filed and/or updated after any report of injury or illness: 

 FORMCHECKBOX 
  Form 3301 must be filed by the employee. The employee returns the form to the DSS and the DSS must send the form to State Fund. The DSS will keep a copy in the employee’s personnel file. 

 FORMCHECKBOX 
  Form 3067 must be filed by the DSS. The DSS will call State Fund at (888) 222-3211, give them our policy # 1691436, and file the form over the phone. State Fund will mail us a copy of the form. Please keep the form in the employee’s personnel file. 
 FORMCHECKBOX 
  Cal/Osha form 300, a copy should be on file in the DSS’s file cabinet. A blank copy is located in IQ Vendors/State Fund. We must record information about every work-related injury or illness that involves loss of consciousness, restricted work activity or job transfer, days away from work, or medical treatment beyond first aid. You must also record significant work-related injuries and illnesses that are diagnosed by a physician or licensed health care professional. You must also record work-related injuries and illnesses that meet any of the specific recording criteria listed in CCR Title 8 Section 14300.8 through 14300.12. Feel free to use two lines for a single case if you need to. You must complete an Injury and Illness Incident Report (Cal/OSHA Form 301) or equivalent form for each injury or illness recorded on this form. If you’re not sure whether a case is recordable, call your local Cal/OSHA office for help.
 FORMCHECKBOX 
  Cal/Osha form 300A, located in IQ Vendors/State Fund. The DSS must complete this Annual Summary, even if no work-related injuries or illnesses occurred during the year. Remember to review the Log to verify that the entries are complete and accurate before completing this summary. Using the Log, count the individual entries you made for each category. Then write the totals below, making sure you’ve added the entries from every page of the Log. If you had no cases, write “0.” 
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