GENERAL SAFETY RULES

As a basis for employee responsibilities and participating in the City of Helena’s Safety Policy Program, the general safety rules listed below will apply to all employees. Your cooperation in voluntarily complying with these rules and all other safety responsibilities will be appreciated and expected.
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Seek medical attention, if necessary, for any accidents resulting in an injury. All accidents must be reported to the supervisor as soon as possible. 

2. [image: image2.wmf]Report unsafe conditions, procedures and practices to your supervisor immediately.

3. Possession of firearms on City of Helena property or in City vehicles is prohibited unless part of the employee’s job description.

4. The use or possession of alcohol, illegal drugs or other controlled substances on the job is prohibited.

5. Smoking is permitted in designated areas only.   

6. Each employee is responsible for good housekeeping. Keep your work area in a clean, uncluttered state. Do not walk by a situation of poor housekeeping if it can be easily corrected or needs immediate attention such as spills on floors, ice on steps and so on.

7. Obey all warning tags and signs. They are there because hazards exist.

8. No employee should take chances on the job which could endanger their personal safety and health or the safety and health of co-workers or others.
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Do not operate machinery or use tools you are not qualified to use.

10. Do not enter hazardous areas you are not authorized to enter.

11. Use all personal protective equipment and devices required and provided.

12. If an established job procedure must be deviated from, supervisory approval must be obtained and an alternative, temporary job procedure must be agreed upon.  This alternative job procedure must not create any new or additional hazards or unnecessarily expose employees to hazards.

13. [image: image4.wmf]Become familiar with and conduct your work activities in accordance with these general safety rules and other specific safe operating procedures which are applicable.

14. Refrain from fighting, horseplay, or distracting fellow workers.

15. Follow proper lifting procedures at all times

16. Wearing of safety restraints when riding/driving a City Vehicle is mandatory if so equipped.

17. Know the location of fire/safety exits and evacuation procedures.

18. Participate in Safety Training.

19. When operating city vehicles or equipment, drivers must operate/drive safely and prudently.
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When using cell phones in a City vehicle, pull over and stop on the side of the road or utilize hands free device.

For more information on safety, refer to the City of Helena Safety Policy.
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