SPOKANE COUNTY LIBRARY DISTRICT

Policy Title | HR11 — Workplace Safety (Accident Prevention Program)
Approval Date | January 1, 1982 ‘ Revision Date ‘ September 16, 2025
Statutory Reference | WAC 296-800-13020
To set forth the Spokane County Library District’s (District) policies for
workplace safety and accident prevention.
Scope | Applies to all District employees, Trustees, and volunteers.

Purpose

In the event of the amendment of any law, regulation, or ordinance incorporated into this policy or
upon which this policy relies, the policy shall be deemed amended in conformance with those
changes.

In cases where this policy conflicts with any local ordinance, state or federal law, the terms of that
law, and its underlying rules or regulations shall prevail. In all other cases, personnel policies and
practices prevail.

The Board reserves the right to change and/or modify this policy at any time, as circumstances
dictate and in accordance with applicable law.

Background

The District recognizes the importance of providing a safe work environment as free as practicable
from recognized health and safety hazards and compliance with all applicable federal, state, and
local health and safety regulations. The Human Resources Director will serve as the District’s Safety
Officer who, working with the Safety Committee, is responsible for developing, implementing,
and/or coordinating safety programs that promote safe working conditions and safe working
practices.

In addition, the District may investigate workplace practices or conditions that have caused, or may
cause, personal injury or property damage, and recommend corrective or preventive measures.

Employee safety depends on the safety consciousness of everyone. Everyone covered by this policy
is responsible for following District safety guidelines and procedures. Attitude and action toward
workplace safety and health should be proactive.

Managers and supervisors are responsible for ensuring their employees understand and comply
with the District’s safety rules and are trained in safety matters related to their position.

Employees are responsible for promptly reporting any observed safety and health violations,
unsafe or potentially hazardous conditions, and any accidents/incidents resulting in personal
injury/iliness or property damage to their supervisor or manager. All employees are responsible for
maintaining a safe work environment and following the District’s safety protocols.

Policy:

11.01 General Safety Rules

Safety rules and regulations are established to protect people and property from injury or damage.
There is no substitute for the use of common sense and good judgment when it comes to safety.

All employees are expected to actively participate in safety activities such as fire drills.
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Employees may not engage or participate in any unsafe behavior that might result in injury, illness,
or property damage. They are to use the right tools and equipment for their intended purpose and
are not to remove or disable any safety device. Deliberate mishandling of tools, equipment, or
property is prohibited.

Work areas will be kept clean, neat, and free of recognizable hazards, with exit paths kept clear.
Old, outdated equipment and supplies no longer in use should be disposed of appropriately and
promptly.

When lifting or moving items, evaluate the load and path first and use hand trucks or carts
whenever possible. If the item is too heavy, large, or awkward to lift or the path of movement is
confined or has obstacles, get help.

Before using a ladder or step stool, employees should select the right ladder or step stool for the
job, inspect the ladder or step stool for damage or operational efficiency before use. Always check
that the ladder or step stool is fully open and the spreaders are locked, and any casters are locked
before use. The working load for any ladder or step stool is not to be exceeded.

11.02 Safety Orientation
The purpose of the safety orientation is to provide basic safety training for new employees, and to
ensure that job instruction includes applicable safety instruction.

When new or transferred employees start their assignment, supervisors will discuss the items
covered in this policy and related procedures.

Supervisors should ensure that all employees receive applicable safety instruction for every task
they are assigned. Supervisors are expected to monitor job performance to ensure that work is
done safely.

11.03 Safety Committee (WAC 296-800-13020)

The purpose of the safety committee is to assist in the detection and elimination of unsafe work
conditions and practices. The safety committee provides a means and opportunity to freely discuss
accidents and preventative measures.

The safety committee will typically meet quarterly, with the agenda posted for all staff to review
prior to the meeting and minutes posted within 10 business days following the meeting. Minutes

will be retained for one year.

The safety committee will consist of the following positions:

] Facilities Manager

. Finance Director

o Human Resources Director

o Operations Manager

. Four (4) employee-elected members who will serve on the committee for a term of one

(1) year. If there is a vacancy from the employee-elected members, a new member must
be elected by employees prior to the next scheduled meeting.
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A chair will be selected and serve either a regular or rotational term, as determined by the
committee.

The safety committee is tasked with the following responsibilities:

e Review safety and health inspection reports to help correct safety hazards. Evaluate the
accident investigations conducted since the last meeting to determine if the cause(s) of the
unsafe situation was identified and corrected.

e Evaluate the workplace accident and illness prevention program and discuss
recommendations for improvement, if needed.

e Record the meetings by:

o Preparing minutes from each safety committee meeting that:
= Document meeting attendance.

= Document subjects discussed.

o Preserving the minutes for one year.
o Making the minutes available for review by safety and health consultation personnel
of the Department Of Labor and Industries.

11.04 Accident Reporting

Injuries or illness that occur while performing job duties at any work location will be reported
promptly by notifying the immediate supervisor and completing an accident report. The report will
be submitted and the supervisor notified no later than 24 hours following the injury or illness.

11.05 Facility Inspection & Fire Drill

To ensure the safety and well-being of District employees and customers, each facility is inspected
by the assigned manager/supervisor along with the Facilities Manager and/or Facilities Specialist
regularly. The purpose of the inspection is to identify and correct any existing or potential
problems that may impact the safety and well-being of District employees, customers, and visitors.
Fire extinguishers, alarms, and emergency lighting for each facility are inspected annually.

Fire drills are to be conducted at least quarterly in each District-operated facility to ensure
employees are fully able to carry out the facility’s evacuation plan.

Evacuation plans and maps are posted throughout each District facility. They show the location of
exits, fire extinguishers, and where to assemble outside

11.06 Hazardous Materials

Hazardous Chemicals

In the rare event that employees may be exposed to hazardous chemicals used by a contractor or
vendor providing services to the District, the District will provide the associated Material Safety
Data Sheets upon request.

Material Safety Data Sheets for hazardous chemicals used by District employees in the course of
building maintenance activities will be maintained by the Facilities Manager on the Safety and
Health staff site.

Hazardous Materials
A current list of hazardous materials used by the District will be maintained on Material Safety Data
Sheets. Hazardous materials will be appropriately labeled.
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Material Safety Data Sheets for hazardous materials used by District staff in the course of District
activities will be maintained by the Facilities Manager on the Safety and Health staff site.

11.07 Weapons in the Workplace

To assure a safe environment for employees, customers, and other visitors, the District prohibits
employees or volunteers from wearing, transporting, storing, or otherwise possessing firearms or
other deadly, dangerous, or assault weapons while present on District property, and/or performing
job-related functions. Weapons also include other items capable of causing death or substantial
bodily harm. Any employee or volunteer in possession of a firearm or other deadly, dangerous or
assault weapon while present on District property, and/or performing job-related functions, is
subject to disciplinary action up to and including termination. Employees or volunteers in
possession of a valid concealed weapons permit are not exempt from this policy.

11.08 What to do in an emergency
Employee and customer safety comes first.

When responding to any emergency situation, the District’s paramount expectation is that staff
consider their own safety and security first. Staff are NOT expected to put themselves in unsafe or
potentially unsafe situations.

Potential Medical Emergencies

When responding to a potential medical emergency, the District’s expectation is that staff call 911,
keep the area clear, and wait for first responders. Staff are not expected to provide first aid of any
kind, nor are they required to find someone with the training to be able to respond prior to the
arrival of first responders.

Typically, at least two employees should respond:

e One employee takes the power-out phone (or at their own discretion a personal cell phone)
and goes to the customer or employee to assess the situation.

o if a potential medical emergency exists, dial 911.

o Dispatchers may offer instruction in providing aid, but they have no authority to
compel District employees to do so, and there is no expectation that staff are
trained or able to provide aid. Employees can tell the dispatcher that they are not
trained to do so or are not willing to do so. The dispatcher may give employees
further instructions or directions. Ultimately, it is an individual decision to follow
those instructions or not, and the District supports employees in making that
determination for themselves.

e The other employee takes the Bloodborne Pathogens (BBP) and First-Aid go bags to the
location of the potential medical emergency.

The customer or employee experiencing the medical emergency should not be asked if they want
to request that emergency services be called. If a responding employee determines there to be a
potential or actual medical emergency, they should call 911 in order to have trained first
responders assess the situation. The individual experiencing the medical emergency can then work
with first responders to determine next steps.
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In no instance should an employee transport another employee or a customer to a medical facility,
to their residence, or to any other location following a medical emergency. If emergency services
were not called, or the individual declines assistance directly with first responders, that individual
must make arrangements to be transported if they are not able to drive themselves.

Fire Emergency

If there is a fire and any automated fire systems have not yet deployed, pull the manual fire alarm
switch, tell another person immediately and call 911. Using the facility’s evacuation map and plan,
work quickly and safely to evacuate customers and staff to the designated assembly point.

At the assembly point, Person in Charge (PIC) should account for all staff working at that facility.

When it is safe to do so, notify the Executive Director and Operations Directors.

Earthquake
If an employee is inside a building, the employee should drop under a desk or table, cover their

head and hold on. When the shaking stops, supervisors are to begin evacuation of the facility to
the designated assembly area.

If the employee is outside, the employee should stand away from buildings, trees, telephone lines,
and electric lines.

If the employee is on the road, drive away from under/overpasses and stop in a safe area. Stay in
the vehicle.

Active Shooter
The employee should quickly determine the most reasonable way to protect their own life.
Customers are likely to follow the lead of employees and supervisors during an active shooter
situation.
1) Evacuate. If there is an accessible escape path, attempt to evacuate the premises.
2) Hide out. If evacuation is not possible, find a place to hide where the active shooter is less
likely to look or search.
3) Take action against the shooter. As a last resort, and only when your life is in imminent
danger, attempt to disrupt and/or incapacitate the active shooter.

Bomb Threat
Bomb threats are most commonly received via phone, but are also made in person, via email,
written note, or other means. Follow these steps:

J Remain calm.

J Notify authorities immediately:

J Notify the Person in Charge (PIC) or follow standard operating procedure.
J Call 911 or local law enforcement.

J Refer to the Bomb Threat Checklist

Suspicious Item

If an employee sees something that is suspicious, out of place, or doesn't look right, say
something. A suspicious item is any item (e.g., bag, package, vehicle, etc.) that is reasonably
believed to contain explosives, an improvised explosive device (IED), or other hazardous material
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that requires a bomb technician and/or specialized equipment to further evaluate it. Examples that
could indicate a bomb include unexplainable wires or electronics, other visible bomb-like
components, unusual sounds, vapors, mists, or odors. Generally speaking, anything that is Hidden,
Obviously suspicious, and not Typical (HOT) should be deemed suspicious. In addition, potential
indicators for a bomb are threats, placement, and proximity of the item to people and valuable
assets.

In the event a suspicious item is found DO NOT TOUCH OR MOVE THE ITEM, clear the area, and call
911 from a location away from the suspicious item.

The District will make a good faith effort to implement this policy in a fair and consistent manner.

The Executive Director will establish administrative procedures necessary to implement this policy.



