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Commitment to Safety 
 
The Occupational Safety and Health Act of 1970 clearly states our common goal of safe and 
healthful working conditions. The safety and health of our employees and volunteers continues 
to be the first consideration in the operation of Allied Arts of Whatcom County (AAWC).   
 
Safety and health in our organization must be a part of every operation. Without question it is 
every employee’s and volunteer's responsibility at all levels.  
 
The personal safety and health of each employee and volunteer at AAWC is of primary 
importance. The prevention of occupationally-induced injuries and illnesses is of such 
consequence that it will be given precedence over operating productivity whenever necessary. 
To the greatest degree possible, AAWC will provide all mechanical and physical facilities 
required for personal safety and health in keeping with the highest standards.  
 
Our objective is a safety and health program that will reduce the number of injuries and illnesses 
to an absolute minimum, not merely in keeping with, but surpassing, the best experience of 
operations similar to ours. Our goal is zero accidents and injuries.  
 

Our safety and health program will include:  
1. Providing mechanical and physical safeguards to the maximum extent possible. 
2. A program of safety and health inspections to identify and eliminate unsafe working 

conditions or practices, to control health hazards, and to comply fully with the safety and 
health standards for every job.  

3. Training all employees and volunteers in good safety and health practices.  
4. Providing necessary personal protective equipment and instructions for its use and care.  
5. Developing and enforcing safety and health rules and requiring that employees and 

volunteers cooperate with these rules as a condition of employment and volunteer 
status. 

6. Investigating, promptly and thoroughly, every accident to find out what caused it and to 
correct the problem so that it won’t happen again.  

7. Inspecting and analyzing workplace hazards and creating an action plan for each issue 
to be addressed. 

8. AAWC will post all Federal and state OSHA standards related to safety and work-related 
illnesses and injuries. 

 

We recognize that the responsibilities for safety and health are shared: 
1. The employer accepts responsibility for leadership of the safety and health program, for 

its effectiveness and improvement, and for providing safe conditions. 
2. Supervisors are responsible for developing the proper attitudes toward safety and health 

in themselves and in those they supervise, and for ensuring that all operations are 
performed with the utmost regard for the safety and health of all personnel involved, 
including themselves. 

3. Employees and volunteers are responsible for compliance with all rules and regulations 
and for continuously practicing safety while performing their duties. 
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General Safety Policy 
 

1. All employees and volunteers of AAWC shall follow these safe practice rules, render 
every possible aid to safe operations, and report all unsafe conditions or practices to the 
supervisor/employer.  

2. Supervisors shall insist that employees and volunteers observe and obey every rule, 
regulation, and order necessary to the safe conduct of the work and take such action 
necessary to obtain compliance.  

3. Supervisors shall insist that all employees and volunteers report hazards and unsafe 
workplace practices. Every individual has the right to be heard in confidence. 

4. All individuals should be given the opportunity to make suggestions for improvements 
and may implement them after discussion with supervisors. 

5. All employees and volunteers shall be given frequent accident prevention instructions. 
Instructions, practice drills, and articles concerning workplace safety and health shall be 
given at least once every 90 working days.  

6. Anyone known to be under the influence of alcohol and/or drugs shall not be allowed on 
the job while in that condition. Persons with symptoms of alcohol and/or drug abuse are 
encouraged to discuss personal or work-related problems with the supervisor/employer.  

7. No one shall knowingly be permitted or required to work while his or her ability or 
alertness is impaired by fatigue, illness, or other causes that might expose the individual 
or others to injury.  

8. Employees and volunteers should be alert to see that all guards and other protective 
devices are in proper places and adjusted, and they shall report deficiencies. Approved 
protective equipment shall be worn in specified work areas.  

9. Horseplay, scuffling, and other acts that tend to endanger the safety or well-being of 
employees are prohibited.  

10. Work shall be well planned and supervised to prevent injuries when working with 
equipment and handling heavy materials. When lifting heavy objects, employees and 
volunteers should bend their knees and use the large muscles of the legs instead of the 
smaller muscles of the back. Back injuries are the most frequent and often the most 
persistent and painful type of workplace injury.  

11. When using a ladder, always face the steps and use both hands while climbing. 
12. Workers shall not handle or tamper with any electrical equipment, machinery, or air or 

waterlines in a manner not within the scope of their duties, unless they have received 
instructions from their supervisor/employer.  

13.  Firearms, weapons, or explosives are not permitted on company property. 
14.  Keep work areas clean and aisles clear. Do not block emergency equipment of exits. 
15.  Machinery 

a. Do not attempt to operate machinery or equipment without special permission 
unless it is part of your regular duties.  

b. Loose or frayed clothing, dangling ties, finger rings, etc., must not be worn 
around moving machinery or other places where they can get caught. 

c. Machinery shall not be repaired or adjusted while in operation. 
16.  All injuries shall be reported promptly to the supervisor/employer so that arrangements 

can be made for medical and/or first-aid treatment. First aid materials are located in 
bottom drawer of cabinet by copier; emergency, fire, ambulance, rescue squad, and 
doctors’ telephone numbers are located next to the security alarm control panel; and fire 
extinguishers are located by the copier and in the hallways. (See Fire Safety and 
Emergency Preparedness Plan) 
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17.  Failure to follow the above rules may cause serious injury and/or illness. Disciplinary 
action, up to and including termination, will be used to assure rule enforcement. Please 
use common sense and think before you act. If you are not sure how to complete a job 
or task safely or have any questions, ask your supervisor. 

 
 

Recordkeeping 
 

AAWC will adhere to the OSHA recordkeeping system: 
1.  Obtain a report on every injury or job-related illness requiring medical treatment (other 

than basic first aid). 
2.  Record each injury or job-related illness on OSHA Form 300 (Log of Work-Related 

Injuries and Illnesses) using the instructions provided. 
3.  Prepare a supplementary record of occupational injuries and illnesses for recordable 

cases on OSHA Form 301 (Injury and Illness Incident Report).  
4. Every year, prepare an annual summary using OSHA Form 300A (Summary of Work-

Related Injuries and Illnesses). Post it no later than February 1, and keep it posted until 
May 1. A good place to post it is next to the OSHA Workplace Poster.  

5. Retain these records for at least five years. 
 

 

Workplace Violence 
 
AAWC is committed to providing a safe work environment and recognizes that workplace 
violence is a health and safety issue. All incidents and alleged incidents of workplace violence, 
no matter of what magnitude or whom it may involve, must be treated seriously and handled in a 
manner which includes immediate reporting to the supervisor/manager and, when required, the 
police. Whatever the cause or whoever the perpetrator, workplace violence is not to be 
accepted or tolerated. Sanctions will include immediate dismissal for perpetrators and criminal 
charges.  
 
Everyone has the right to an environment that is free from violence, and threat of violence, and 
to file a complaint when the environment is not free from violence.  
 
If you witness an act of workplace violence in progress or if an individual becomes violent and 
your safety is at risk, leave the area immediately and call 911. Notify supervisors as soon as 
possible. 
 
Any interference with the conduct of an investigation, or retaliation against a complainant, 
respondent or witness, may itself result in disciplinary action.  
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Off-site Working Policy 
 
The main purpose of the Off-site Working Policy is to provide guidelines for safe and effective 
working in all environments while working on behalf of AAWC. This includes education 
programs, events, and any other situation that requires representation of the organization. 
 

Off-site Programs and Events 
 
Employers and supervisors have the same obligations to ensure that off-site workers and 
volunteers are reasonably protected from harm as apply to office-based staff. Equally, 
employees and volunteers remain responsible for their own health and safety within their offsite 
or home working environment. This includes following the Safety Policy of AAWC and the safety 
policies and procedures of the host location. 
 
Communication among staff and supervisors remains pertinent to safe working practices to 
ensure that all members are following the appropriate policies and procedures during off-site 
programs and events. This includes but is not limited to hazards, emergency routes, unsafe 
work practices, threats, injuries, and expectations of the host. Any safety issues taking place 
during an AAWC program or event are the responsibility of the host. Reports are to be made to 
the AAWC supervisor on staff as well as the host supervisor. In case of emergency, contact 911 
immediately. 
 
All participants are required to complete an application process with references checked by 
AAWC staff as well as submit a Criminal History and Disclosure form to be confirmed by the 
host.  
 
Attendance records shall be kept by the AAWC supervisor on staff as well as the host 
supervisor to ensure the safety and accountability of all participants, including but not limited to 
AAWC staff and volunteers. 
 
All efforts will be made to educate participants, such as youths and volunteers, on how to 
properly use tools and materials so as to avoid accidents. 
 
All AAWC staff, volunteers, and partnering organizations will never be left alone with youth and 
will always supervised by host staff. 
 
 

Plan Review and Updating 
The Safety Policy shall be reviewed or updated annually as necessitated by changes in staff 

assignments, occupancy or the physical arrangement of the building.  

 

The Safety Policy shall be available in the workplace for reference and review by employees, 

and copies shall be furnished to the fire code official for review upon request. 

 
For any questions, concerns, or comments, please contact the staff members listed below: 
 
Kelly Hart Executive Director  
360-383-6470 
kelly@alliedarts.org 

References: 
OSHA Small Business Handbook 
OSHA Small Business Handbook (2005) 

mailto:kelly@alliedarts.org
https://www.osha.gov/Publications/smallbusiness/small-business.pdf

