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General Safety

Our company has safety Not following these If you don't The use, possession,
rules to keep you from rules may result in understand a safety rule or being under the
getting hurt on the job.  disciplinary action up to or know the "SAFE" influence of illegal drugs
It is your responsibility and including way to do something,  or alcohol is not allowed

to learn these rules and dismissal. stop and ask your on the job.

follow them at all times. SUpEVisor.

Cord's frayed. Still working upstairs.

T'likick your #@!

- --._._'EI -../

Please report anything  Violent and/or abusive If there is anyone in Never bring
you think is unsafe, behavior, horseplay or the building when you non-employees, like
damaged or defective, "fooling around" is not leave, make sure you friends or relatives
to your supervisor. permitted on the job.  let your supervisor know to the work-site.
right away.

Hello boss, she
wants in.>~__

Guns, knives (other All warning signs, If you are working When working alone

than work knives) or safety and security in an unoccupied keep yourself locked
any other types of rules must be building, or when work- in. Never let anyone in
weapons or followed at all times. ing alone, make sure the building. If you are
explosives are not someone knows where  unsure about keeping

allowed on the job you are and when you'll someone locked out,

at any time. be home. Tell your call your supervisor.

supervisor at the end of
your shift.
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Bloodborne Pathogens (BBP)

BBPs like "HIV" which causes
AIDS and "Hepatitis B" ("HBV"),
can be present in:

Saliva, vaginal secretion and
other body fluids like vomit

Things that contain body fluids
like contaminated bandages
or feminine hygiene products

Torn or loose skin
Unattached tissue or organs.

BBPs can enter the body
through: open cuts, nicks, skin
abrasions and the mucous mem-
branes of your mouth, nose, or
eyes or an accidental injury with
contaminated sharps. If you are
exposed to BBPs at work you
can get a Hepatitis B (HBV)
vaccination free of charge.

You are most likely to be
exposed to BBPs in:
Hospitals & clinics
Doctors & dentists offices
Nursing homes
Drug rehab centers
Medical labs
Funeral homes
You may also be exposed if you
clean and remove trash from
restrooms or offices.

Because you don't know
what has BBPs in it and
BBPs are very conta-
gious, you must assume

Whenever you may
come in contact with
BBPs, you must wear

Disposable gloves may
only be used once.
When removing them,
turn them in on

If you're exposed to HBV at
work (needle stick, etc.) and
have not been previously

all blood and body fluids
contain BBPs.

protective gloves, eye/

face protection and cover

all cuts, scrapes and
open sores.

vaccinated, you can get an
accelerated vaccination
free of charge.

themselves and put one
inside the other before
discarding.

Wash hands
thoroughly with soap
and water immediately
after removing gloves.
Do not eat, drink,
smoke, put on
cosmetics, lipstick or
lip balm until hands are
washed and never in
any area where there
may be BBPs.

Put BBP infected waste
in “red bags” or contain-
ers marked "biohazard
warning." Only use red-
bags for infected waste.
Handle with extra care,
hold from the top, never
"hug" them or put your
hand underneath for
support.

Never try to pick up
sharp objects (broken
glass, needles, etc.)
that may be infected,
with your hands. Use a
brush & dust pan, tongs
or some other tool.

If you think you have
come in contact with
BBPs, immediately
wash the area with soap
& water (flush mucous
membranes with plain
water) and tell your
supervisor right away.
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Cord Safety

The most common cause of on the job electrocutions
is using the wrong type or damaged extension cords.

Be sure to check Approved cords will They will also have Water conducts
cords for damage be three insulated strain relief devices, electricity. Avoid
before each use. wires (grounding) with  grounding pins and  running cords through
a protective covering. grounding pin standing water.
receptacles.

_‘:-

Only use cords that are approved for hard or extra hard ser-
vice. These cords will be marked every two feet. Examples
of cord markings include: S, ST, SO, STO, SJ, SJO, SJT,

and SJTO.
Grounding pins will When using x —
not protect you unless adapters, you must I
they are connected to  screw the outlet cover " 87 Ifacordis damaged, is missing
a grounding pin plate screw through .:.“D a grounding pin, has damage to the
receptadie. the grounding lead to -'-'JD s protective coating, is giving off smoke or
d the connection I Use [ is hot to the touch,remove it from service
groun ' = and clearly label or tag it so no one else
- uses it.

To Keep Cords Safe and Free of Damage

If any equipment or If someone is being

cord gives you evena  shocked, DO NOT Pull the plug, not Never alter or remove
small shock when you  TOUCH THEM. Tum the cord. a grounding pin.
touch it, unplug it and off the power or
tell your supervisor unplug the cord. If
right away. you can't do this, use

a dry piece of rope or
wood (broom / mop

handle) to pry the tool
or cord away from the Don't yank cords Don't leave cords
victim. around sharp corners.  where they can be run
4 SAFE over.
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Put full trash bags on
empty ones (or a piece
of plastic) in case they

have liquid in them. This
prevents carpet stains

Empty ashtrays into
separate ash cans. It's
a good idea to wet the
ashes before dumping

your ash can into the

Never compress trash
with your hands or
feet. Either don’t pack
it in (which makes the
bag lighter and easier

Trash, heavy items like
papers and books
separately. Remember
what you dump in the
can has to be lifted out.

and slip hazards.

Never hug a full bag

or sling it over your

shoulder. Handle it
from the top.

If a bag is too heavy
to handle from the top
only, put your other hand
(with a heavy glove on
it) under the bag. Try to
keep the bag away from
your body.

trash. to handle) or use the

wastebasket bottom.

Don't lift trash bags out of cans, remember the 3-T’s:

Tie the bag top... Tip the can...

:

Tug the bag out
carefully (page 14).

1

w

Wastebaskets, trash
cans and bags may
contain sharp objects
like hypodermic
needles, razor blades
and broken glass.
Never put your hands in
a wastebasket or trash
can, even if you are
wearing gloves.

Empty wastebaskets
by removing the liner or
dumping the basket. If

trash is stuck in the

basket, use a stick
(broom handle) or tool
to loosen it as you
dump.

To throw full bags into
a dumpster, place one
gloved hand under the
bag and one hand on
the top. Lift the bag with
your legs and push it
into the dumpster in one
smooth motion.

SAFE 5
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Personal Protective
Equipment (PPE)

There are different types of PPE for different jobs. If you don’t
know what PPE you should be using, ask your supervisor.

There are many kinds of respirators to protect against breathing harmful dusts,
mists and fumes. Respirators don’t work if they don’t fit properly.

FIT TEST YOUR RESPIRATOR BEFORE EACH USE.

0 Put on the respirator.

e Cup your hands over the mask

or otherwise block the flow of
air into the mask.

Breathe in deeply. The mask should
collapse towards your face.

When you breathe out, the mask should remain sealed on your face. It fits if it doesn’t leak air from
around the edges when you breathe in and out. If it doesn't fit tell your supervisor.

You must wear the right gloves
when you are exposed to

hazardous chemicals, BBPs,
CHEMICAL

cuts or burns. RESISTANT LEATHER

General protection Protection from chemical Heavy duty
burns, harmful liquids , BBPs (dry) protection

When working with liquids, gloves should be cuffed
at the top to keep liquids from getting on your arm.

Restrooms
cleaning or
areas where
BBPs or
blood

may be

Flying = Splashes,
particles - vapors or [
like from - spills like [
high pouring
dusting ; ' chemicals &

Borrow mme"

/ K“;/

Plain cotton |nserted in the Hearing protection must be worn  You may not share your PPE with
ear is not acceptable hearing when you are working in an area anyone else at any time.
protection. where you have to shout to be
heard by someone less than 2
feet away.
6 SAFE y
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Vehicle Safety
4 )

If you are driving a company vehicle or any vehicle on
company business, you must:

Have a current, valid state Never take your hands off the Never operate a vehicle under
driver’s license. If you lose your  wheel or eyes off the road to the influence of legal or illegal
license or it expires, report it to use a cell phone, radio, eat/ substances. Tell your
your supervisor right away. drink or to look at maps supervisor about any (prescrip-
or papers. tion or over the counter)

medications you are taking.

Obey all traffic laws Never drive any faster Keep vehicles free Report all accidents,
at all times. than 10 MPH in of trash and other tickets, warnings, and
a parking lot. loose items: they can  other driving incidents
become dangerous. right away.

>
K 2 Seconds
Don't follow too closely! Seat belts increase your chances Never jump from the bed of a
You should be at least 2 of surviving a collision by 300% pick-up or the cab of a van or
seconds ("one Mississippi, to 400%. Everyone in a company truck.
two Mississippi”) behind the vehicle or on company business
car in front of you. must wear a seat belt.

SAFE 7
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Preventing Slips,

One out of every five workplace injuries comes from

Make sure floor mats In high traffic areas Whenever possible,

Wear shoes with good
are laying smooth you may need to rope  clean floors when traf-

traction (even when

and flat. off the area until the  fic is the lightestand  wet). Make sure they
floor is dry. wet only a small area  are laced and tied at
at a time. all times.
Inspect the
area before
starting
work. Look
for and note
slip or trip -
hazards like: Leaks or wet Loose tile or Holes and /

slippery areas carpet wrinkles or cracks

Floor electrical Surface and /or Paper clips,

Wires or cords
outlets elevation changes pencils & pens

Sprinkler
- leak.

Make sure to report Don't leave a spill If you must leave a
these hazards to or slick spot for
your coworkers, your ~ someone to slipon.  flag or mark the area
supervisor or the cus-  Call for help and wait  to draw attention to it.

Make sure to place
spill or slippery area,  "Caution Wet Floors"

signs at all entry
points before

tomer (if there is until help arrives. This can be done with  starting any job that
no supervisor). signs, chairs, carts, may be a slip or trip
buckets, etc. hazard like; mopping,
stripping or buffing
floors, cleaning up
8 SAFE
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Trips and Falls

falling. Most often the fall is from the same level.

ot '.._:,'-'!!"'5'. ~
s S e
P S

S W

When applying stripper, Overspray on floors When you need Always put out
floors become really from products like a ladder, use a ladder, barricades or warning
slick and dangerous. furniture polish makes not boxes or chairs. tape when setting up

Signs and/or tape floors slick and ladders. It keeps
should warn "Do Not dangerous. Spray these people from hitting the

Enter" or "Hazardous types of products ladder or getting hit if
Floor Surface — Stay directly on cloths over you drop something.

Out." waste baskets.

Make sure to report or Don't climb on sinks or ~ Set up ladders on level,  Never use a stepladder
replace burned out light cleaning carts to stable ground and not in like a straight ladder.
bulbs right away. re-fill paper towels or to front of closed doors.
clean high areas.

Don't leave anything on Make sure the locking When on a ladder, you Don't reach over an

stairs. If you find some-  brace of a stepladder is must keep three arms length beyond the

thing on stairs, pick it up  in place before climbing.  contact points with the siderails of a ladder.
right away. ladder at all times.

Keep one hand on the Do not work sideways Never use the top two Never jump from

handrail and never run from a stepladder. It rungs of a stepladder. a ladder.
when using stairs. should be facing what SAFE 9
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Material Handling

Lifting light things carelessly and heavy things the wrong way
can cause back injuries. When you lift, use proper technique.

Square up to the
object, as close as
you can. Your feet

should be slightly
apart with one foot

just behind the other.

Never fill mop
buckets more than
3/4 full. They will

be lighter and less
likely to spill.

Squat down to
the load, bend
your knees while
keeping your
back straight and
as close to verti-
cal as possible.

Never reach over
something to lift
something else.
Either move what
is in your way or go
around it.

Get a good grip
using your whole
hand, not just
your fingers.
Gloves should be
worn when
handling material.

Don't twist your
body while
handling a load.
Move your feet
instead.

Materials to be
lifted should be
gripped at
opposite
corners.

Never carry loads
that block your
vision without help.

If you must move
heavy drums or
barrels without a

Arrange storage
areas so that
frequently used

When lifting above
your head, keep

the load in front

Plan before you lift.

Check for weight,
sharp edges, etc.

Lift with your legs
while keeping
your back vertical
and your arms
and elbows close
to your body.

Use hand trucks or
roll heavy
equipment

(floor polishers or
vacuums) or heavy
containers.

When emptying
mop buckets,
remove the ringer

hand truck, roll items are stored of your center of and make sure and lift the bucket
them. between waist and  balance. Ifitgets  your path is clear. to the sink with
chest high. behind, let go of If the load is too your legs not your
10 the load. heavy, get help! back.
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Hazard Communication
(HAZCOM)

Cleaning products and chemicals that we use every The written HAZCOM All hazardous material
day or may come in contact with are "hazardous program can be reviewed  containers must have labels

substances." That is why we have a written "Hazard

Communication Program" (HAZCOM) that includes: during all working hours. that describe the material

and how it may be danger-

HAZARD EVALUATION — manufacturers finding out SDSs for each chemical at :

what and how the things they make are hazardous. the work-site must be kept O:Zi T:jszgf(?el?cm”rgae
CONTAINER LABELING - making sure that all at the work-site. You must hagzard statg,ﬁent%nd '
hazardous materials have product warning labels that know where the SDSs are recautionary statement
comply with the new Globally Harmonized System located. They are available P "y '
(GHS). for review during all working Nothing should be
SAFETY DATA SHEETS (SDSs) -That have 16 hours. 'ng X
standardized sections giving detailed information about . blocking or covering
the hazardous materials that we may come in contact You should review the SDS container labels.
with. before using a product for the

first time.

&

TRAINING - so that you can do your job safely.

__I_._‘:: "

Don'’t store chemicals near Dispose of all chemicals Never mix chemicals with- If something is poured into
heat, electrical the way you are instructed out carefully reading the another container (spray
equipment, or in direct sun-  to on the label or SDS. Do instructions. NEVER MIX bottle, bucket, etc.) the

light. Chemicals that should not just pour them down AMMONIA AND BLEACH, container must be labeled.
not be mixed (ammonia the drain or flush them in THE FUMES FROM THIS  If you can't read, or there is
& bleach) should not be the toilet. COMBINATION ARE no label , don't use it. Tell
stored together. DEADLY! your supervisor right away.

Mgt

Never mix chemicals Don't try to guess what is Never handle or mix Never smoke while

over areas that are easily in unlabeled containers by chemicals without mixing, spraying or
stained. If you spill while sniffing what is in them. wearing the necessary pouring chemicals.
mixing, clean up right away. A small sniff can be deadly! Personal Protective
Equipment (PPE).
SAFE 11
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Accidents & Emergencies

Accidents and emergencies happen. Being prepared can make the difference between
life and death. You must know:
1) Where first aid kits are kept.

2) Where emergency phone numbers and phones are posted.

3) Where SDSs are in case of a chemical emergency.

5) Where fire alarms and extinguishers are located.

)
)
4) Where circuit breakers are in case you need to turn off the power.
)
)

6) Emergency evacuation routes to get out of the building quickly.

&

If Severe Weather Conditions EXxist:

Get or stay inside away
from windows, skylights and
outside walls.

If a spreading fire could
block your exit or you don’t
have an extinguisher, pull the
fire alarm and exit the building
right away. Make sure to
follow evacuation routes and
procedures. If you have a
fire extinguisher carry it with
you to clear exits.

12 SAFE

A “weather watch” means conditions are
right and that type of weather might happen.
A “weather warning” means that type of
weather is happening in the watch area.

Pull the pin.

Aim at the base of the fire.
—= Squeeze the trigger.
Sweep from side-to-side.

Stay away from metal
objects like light poles,
fences or machinery.

Stay off the phone and
don't use electrically
powered equipment.

If you can hear thunder,
you are close enough to
get hit by lightning.

If stuck outside, find low

ground away from tall or

metal objects. Squat with
your heels together

3 2

If you are the first one on an
accident scene:

Survey the scene. Don't
enter if you can’t do it safely.
Check for falling objects,
spreading fire, live electrical
wires, etc.

Stay calm! If you stay calm
the victim will too.

© 2014 SAFE Systems of America, Inc.

Send someone else to
get or call for help.

Wait calmly with the
victim until help arrives.

Do not give first aid unless
you are trained. If you take
action, you're doing so as a
good samaritan, not as a
representative of
the company.

Do not move a victim unless
they are in immediate
danger. If you must move
them, use the clothes drag
method:

Grab the victim’s clothes
at the shoulder.

Support their head
between your forearms.

Drag them to safety
by their clothes.



Workplace Violence

Homicide is the number two cause of death in the
workplace (number one for women) according to the
Bureau of Labor Statistics.

Conditions that can cause violence in the workplace include:
e Economic Hard Times
* Downsizing and Job Layoffs
* A Manager Perceived as Too Strict
¢ Increased Workloads
* Problems at Home
¢ Obsessive Love Affairs or Attractions

to recognize the warning signs. The clearest sign is a
threat. There are three kinds of threats:

Direct Threats Conditional Threats

In order to prevent workplace violence you must be able ' P
\J

The person’s work habits and The person is being unusually The personls abusmg
attendance pattern change. disagreeable or argumentative. drugs or alcohol.

I pounded
the las‘r
guy that.

The person talks about orhasa
history of violence.

talking
about a guy
he beat up.

If you are confronted by a violent per-
son, do not argue with him. Try to calm

him by being calm and helpful. Get Report all violence or thrqats of Also reporl any obse§5|ve
help when you get a chance violence to your supervisor. attractions or behaviors.
SAFE 13
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Pushing a load is easier than
pulling one. When pushing:
Square up to the object
Keep your back straight
Use your legs, not arms

Push Pull

When pushing or pulling, keep your
hands inside the object, not on the
outside or frame. This is important

when going through doors or other
openings.

If you have to pull:

- Square up to the object
- Put one foot in front of the other
- Bend your knees, keep your back

straight, pull with a smooth motion.

Remember to walk around

Make sure your path is

You can avoid pulling some-
thing if you make the extra
effort to walk around to the

other side and push it.

Never pull an object with
your back turned to it
because the object might
run up the back of your leg.

If you need to mop or
vacuum under something,
kneel and get as close
as you can so you don’t
have to bend over and
strain your back.

Don’t put your head under
something you could hit it
on when you get up.

clear before you start. If
your view is blocked, stop
often and check your path,
especially before turning
corners.

and push when moving
furniture to clean under it.

When wringing a mop,
lock your arm and press
the handle down by
bending your legs, not
your back.

Don’t push and pull
vacuum cleaners back
and forth. Vacuum by

walking lines. Keep the
cord over your shoulder
to avoid running over it.

Don't try to stop a rolling To go down ramps, get in

cart quickly. front of the object and back
the object down using a
14 SAFE pushing technique.
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When mopping hold the
handle upright and mop in
a figure eight pattern using

your legs not your back.

Push carts onto elevators

SO you can see what's in

front of you (or what may

be coming) when you pull
them off.



Sexual Harassment

There are federal and state laws (Title IX is one) that prohibit sexual harassment of any kind.
Federal law does not prohibit simple teasing, offhand comments, or isolated incidents that are
not extremely serious.

Hey hot stuff!

Sexual harassment is unwanted
and unwelcome sexual behavior
that directly or indirectly affects your
job, unreasonably interferes with your
work performance, or creates an
intimidating, hostile, or offensive work
environment.

Want that raise?
/ AT
I PROAATC |
e

Looes |

Sexual harassment includes (but Quid pro quo sexual harassment If you feel you are being harassed,
is not limited to) name-calling, is when someone in authority or you should first clearly, firmly and
unwanted touching, pinching, control uses that power to get you without smiling, tell the harasser
rubbing or grabbing, showing to permit their harassment. For “NO” or “STOP.” There is a chance
sexually suggestive objects or example, your supervisor promises  the harasser does not know they're

pictures, etc. you a raise if you date him. Or, your bothering you.

boss threatens to fire you if you
don't let her look at you without your
clothes.

No, you're fired!

N

You're fired!

This company will not tolerate sexual If your supervisor is sexually Remember, we can't stop
harassment. If you feel that you harassing you, report the harassment if we don't know it's
are being sexually harassed, you harassment to their supervisor happening. It is your responsibility
should report it to your supervisor or a senior level manager. to report sexual harassment. There

right away. will be no retaliation of any kind, if

you report sexual harassment or
cooperate with a sexual harassment
investigation.

© 2014 SAFE Systems of America, Inc. SAFE
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Store #

Basic Safety Rules Booklet
Acknowledgement Form

This is to acknowledge that | have received and reviewed the Basic Safety
Rules Booklet and have read and understand the safety rules listed.

| understand that by signing this acknowledgement form, it is my responsibility
to follow these safety rules at all times. | understand that

if | do not know or understand a safety rule, | can contact my Supervisor or the
Human Resource Department at 1-800-321-4773

Employee’s Signature Employee ID Date

Supervisor’s Signature Date

Safety Policy Statement:

Prestige Maintenance USA, LTD is committed to providing employees with a
safe and healthful workplace. It is our policy that employees report unsafe
conditions and do not perform work tasks if the work is considered unsafe.
Employees must report all accidents, injuries, and unsafe conditions to their
supervisor. No such report will result in retaliation, penalty, or other disincen-
tive.

Employee recommendations to improve safety and health conditions will be
given full consideration. Top priority and full resources will be given for the cor-
rection of unsafe conditions. Similarly, disciplinary action will be taken against
an employee who willfully or repeatedly violates workplace safety rules. This
action may include verbal or written reprimands, and may ultimately result in
termination of employment.

“BE SMART, BE WISE, BE SAFE, CATCH THE SAFETY BUG”
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