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INTRODUCTION

This guidebook is intended to assist telecommunication cooperatives and companies in developing a comprehensive loss prevention/safety program and to minimize the effects of accidental losses to their organizations.  These accidental losses and methods of funding for them (such as insurance premiums) represent significant costs for most companies.  This includes the uninsurable costs that accompany all losses, and which can sometimes exceed the insured cost – the lost productivity of injured workers, the disruption of work surrounding and accident scene, failure to provide scheduled customer service, etc.

For additional information on any topic in this guidebook, or for assistance with any other safety or insurance needs, please contact Telcom Insurance Services Corporation, Inc. at (301) 220-3200 or at TIG@TelcomInsGrp.com.
This is a guidebook to assist in the development of a safety manual through a template approach.  Telcom does not warrant that all potential hazards and conditions have been evaluated or identified or that they are safely controlled by the samples in this manual.
THE KEYS TO A SUCCESSFUL TELCO SAFETY PROGRAM

SAFETY MANAGEMENT SYSTEM

The following is a comprehensive, 7-point system for managing safety within an organization.  Although it is generally designed to address worker safety, its principles are applicable to all areas of loss prevention.

The key here is to manage safety with the same level of commitment and attention that is paid to other business functions.  Accidents must not be viewed as random uncontrollable events, but as the predictable result of unsafe acts or conditions that were allowed to exist because of breakdowns in the safety management system.

The seven key components of a successful Safety Management System are as follows:

1. Management Vision, Values and Commitment

2. Organization for Safety

3. Line Accountability/Responsibility

4. Safety Review and Improvement Process

5. Safe Work Practices and Procedures

6. Safety Communications

7. Safety Training

On the following pages is an outline of the key issues that should be addressed under each of these seven points.  Be sure to spend the time developing an effective safety management system.  It is the key to loss prevention!

THE KEYS TO A SUCCESSFUL TELCO SAFETY PROGRAM

I. Management Vision, Values and Commitment

A. Strong Belief in Safety to Maximize Success

1. More than a “good safety attitude”.  Management leads by actions and visibly shows their support of the program.

B. Willingness to Change and be Flexible

1. When change is necessary, management is willing to do so and to sell others on the need for change.

C. Total Management Involvement (all levels actively participate)

1. All levels of management actively participate in safety activities (safety committees, safety audits, incident/accident investigations, etc.)

D. Commit Necessary Resources

1. Provide budget, time and personnel to support the safety management activities.

E. Productivity, Quality and Safety are Compatible

1. Activities in each of these major areas are integrated into everyday activities, and are not presented as conflicting goals.

F. Document and Publicize Safety Philosophy

1. Established, signed and promoted by top management.

2. Reflects company’s mission and values.

3. Philosophy should be concise and understandable.

4. Widely publicized – communicated and restated on a regular basis.

G. Establish Safety Goals and Objectives

1. Goals are long-range plans.

2. Objectives are short-range plans to meet the goals.

H. Management must Incorporate Safety into Action Plans at all Levels

II. ORGANIZATION FOR SAFETY

A. Safety and Health Committees/Teams Establish Company Safety and Health Policies

1. Managers, supervisors, and employees participate.

B. Central Safety and Health Committee/Team Chaired by Top Level Manager at Location

C. Larger Locations may also Establish Committees/Teams to Concentrate on Specialty Areas – Ergonomics, Vehicle Safety, Fire Prevention, etc.

D. Use Team Building Techniques

E. Keep Detailed Minutes of Team/Committee Meetings, Including Action Plans to Follow-up on Items Discussed

F. Team/Committee Meetings should have Clear Goals and Agendas.        Common Functions Include:

1. Discussing company safety goals/objectives.

2. Reviewing regulatory programs.

3. Conducting audits/self-inspections.

4. Reviewing accident investigation reports for adequate corrective actions.

5. Reviewing company safety rules/work methods.

6. Soliciting employee feedback on safety issues.

7. Reviewing training programs.

III.
Line Accountability/Responsibility

A.
Safety and Health Responsibilities should clearly be defined for all Managers and Supervisors



1.
Included in job descriptions and overall performance evaluations.
B. Implement Safety Policies and Procedures in all Areas

C. Conduct Safety Meetings with their Units

1. Managers and supervisors should listen to employee comments and transmit them upward.

D. Set a Good Example

1. Never leave an unsafe act/condition uncorrected.

2. Management should always wear required personal protective equipment and follow all safe work rules and procedures.

E. Motivation

1. Reward safety performance.

a. When evaluating an individual’s performance, include safety when considering raises, bonuses, and promotions.

2. Show that you care.

a. Respect all employees’ safety opinions.

b. Commend employees for good safety performance.

3. Encourage ownership and safety participation.

a.
Ask employees to actively participate on safety 

committees/teams, audits and accident investigations.

IV.
Safety Review and Improvement Process
A. Safety Audits

1. Management tool to identify, evaluate, and control safety and health hazards.

2. Conduct to observe safe and unsafe worker behavior.

3. Conducted by safety committee, management, and combination of management and employees.

4. Quality.

a. Allot sufficient time.

b. Make immediate observations.

c. Document and review.

d. Schedule on a regular basis.

e. Feedback and follow-up procedure to correct deficiencies.

5. Ownership of area of responsibility.

a. The supervisor of an area is responsible for the safety of all operations within the area, including those performed by contractors, vendors and anyone else entering the area.

B. Incident/Accident Investigation

1. Conducted by immediate supervisor of injured employee.

2. Immediate reporting.

3. Basic steps in investigation.

a. Gather information.

b. Interview injured employee, witnesses, and others knowledgeable in the operations.

c. Determine root causes – why was unsafe act or condition allowed to exist?

d. Outline corrective actions to address root causes.

e. Accountability – indicate individual responsible for follow-up on corrective actions, and follow-up date.
f. Complete an investigation report (see Appendix for sample).

g. Communicate causes, corrective actions and lessons learned to other employees and/or other locations.
V. Safe Work Practices and Procedures
A. Analyze Jobs for Hazards and required Hazard Controls

1. Job Safety/Hazard Analysis (See form in Appendix).

2. Other System Safety Techniques.

B. Standardize and Document Work Methods for Each Job

C. General Company/Department Rules and Job-Specific Rules

D. Train Employees in the Work Methods and Rules Applicable to their Jobs

E. Discipline

1. Use as a way to educate employees to work safely.

2. Use positive reinforcement to encourage safe behaviors rather than negative reinforcement to discourage unsafe behaviors whenever possible.  Positive reinforcement is more effective.

3. Reinforcement/discipline must be consistent and immediate.  Don’t wait until a scheduled safety audit/inspection – supervisors must constantly reinforce safe behaviors.

VI. Safety Communication
A. Two Way – Employee to Management, and Management to Employee

1. Frequent (daily) safety related communication should take place between management and employees.

B. Meaningful and Timely

1. Cover main issues in relation to on-the-job, off-the-job, and seasonal safety – always indicating safety has a high priority.

2. Publicize safety success stories/records for the company.

3. Relate accidents that happened, results, and corrective actions taken.

C. Suggestions

1. If suggestions are verbal, be a good listener and follow-up with corrective action.  Always provide feedback to each suggestion maker.

D. Vehicles to Communicate

1.
Use bulletin boards, company publications and newsletters, envelope stuffers, safety phone messages, videotapes, etc.  Be creative to stimulate interest and motivate employees.

VII. Safety Training
A. Develop a High Level of Safety Awareness

1. All supervisors and employees trained to be aware of the hazards associated with a job and have a better understanding of why the job has to be performed in a specific way.

B. Training Methods

1. Individual instruction and demonstration.

2. General safety meetings.

3. Focused safety meetings.

C. Always Document Training – Dates, Times, Length of Sessions, Topics Discussed, Agendas, Training Materials, Signatures of Attendees and Trainer

D. Provide Initial Training for New Employees and Regularly Scheduled Refresher Training for Existing Employees

E. Train Employees on Everything They Need to Know to Perform Their Jobs Safely, such as: Chemical Hazard Communication (Right –to-Know), Lockout/Tagout, Confined Space Entry, Trenching Safety, Vehicular Traffic Control on Jobsites, Use of Bucket Trucks, Climbing Safety/Fall Protections, Emergency Procedures/Evacuation, Tree Trimming Safety, Electrical Safety, Personal Protective Equipment, Respiratory Protection, Hearing Protection, Ergonomics/Lifting, Microwave Radiation Safety, Ladder Safety, Fire Prevention, Welding, Blasting, First-Aid/CPR, Bloodborne Pathogens, Hazardous Plants/Insects/Animals, Accident Investigation, Driving Safety, etc.

EMPLOYEE SAFETY

The previous section of this guidebook outlined a Safety Management System, which is the framework for the “nuts and bolts” issues addressed in this section.  Since many of the details of your worker safety program will need to meet the requirements of the Occupational Safety and Health Administration (OSHA), an outline is presented on the following pages of the OSHA General Industry and Construction Standards.  This outline is based on the federal OSHA standards, so telcos in states that have State OSHA Programs may need to meet slightly different requirements.  However, federal OSHA law requires that any State OSHA Programs be at least as comprehensive as the federal OSHA standards.

In addition to the specific OSHA requirements outlined below, each employer also “has the general duty to furnish each of its employee’s employment and places of employment which are free from recognized hazards that are causing or likely to cause death or serious physical harm”.  This is commonly known as OSHA’s “General Duty Clause”, and is used to address hazards for which OSHA has not yet developed specific safety standards. 

OSHA also requires detailed recordkeeping of occupational injuries and illnesses, using their OSHA Form 300 – Log and Summary of Occupational Injuries and Illnesses.

Outline of Federal OSHA General Industry Standards

A. General

Contains general definitions, applicability of standards, etc.

B. Adoption and Extension of Established Federal Standards

C. General Safety and Health Provisions
Contains standards for employee access to their medical records, air and noise sampling records, etc.

D. Walking and Working Surfaces

Contains standards for railings, stairs, ladders, scaffolding, floor and wall openings, etc.

E. Means Egress

Contains standards for life safety, employee emergency plans, fire prevention plans, etc.

F. Powered Platforms, Manlifts, and Vehicle-Mounted Work Platforms
Contains standards for operating equipment, training employees, fall protection, maintaining distances to electrical wires, etc.

G. Occupational Health and Environmental Control
Contains standards for ventilation, noise exposure, radiation exposure, etc.
H. Hazardous Materials

Contains standards for compressed gases, flammable and combustible liquids, explosives, Hazardous Material (HazMat) Response Teams, etc.

I. Personal Protective Equipment
Contains standards for selecting and using equipment and training employees on PPE – eye and face protection, hand protection, respiratory protection, head protection, foot protection, electrical protective devices, etc.

J. General Environmental Controls
Contains standards for confined space entry, lockout/tagout, accident prevention signs and tags, etc.

K. Medical and First Aid
Contains standards for the provision of medical services, eyewashes/showers, etc.

L. Fire Protection
Contains standards for the installation and maintenance of fire protection equipment, training and protection of employee fire brigades, provision of fire alarm systems, training of employees handling fire extinguishers, etc.

M. Compressed Gas and Compressed Air Equipment

Contains standards for installation, testing, etc.

N. Materials Handling and Storage

Contains standards for forklifts, overhead cranes, material handling slings, servicing multi-piece rim wheels, etc.

O. Machinery and Machine Guarding
Contains general standards for guarding of all types of machinery, specific standards for guarding certain types of machinery, etc.

P. Hand and Portable Powered Tools and Other Hand-Held Equipment
Contains standards for guarding portable tools, operating and maintaining tools, etc.
Q. Welding, Cutting and Brazing
Contains standards for fire prevention, cylinder handling, personal protective equipment, ventilation, electrical safety, employee training, etc.

R. Special Industries
Contains industry-specific standards for selected industries

IMPORTANT:  The Telecommunications Industry is the subject of one of these Special Industry Standards, OSHA Standard 1910.268.  See the following pages for details.

S. Electrical

Contains standards for installing and maintaining electrical systems and equipment, training employees who work with this equipment, etc.

T. Commercial Diving Operations

U.-Y.
(Reserved)
Z. Toxic and Hazardous Substances
Contains standards for chemical handling and employee training for selected chemicals such as asbestos and lead, chemical hazard communication (Right-to-Know), bloodborne pathogens controls for first aid responders, Permissible Exposure Limits for exposures to various chemicals, etc.

Outline of Federal OSHA Telecommunications Standard 1910.268

The following is an outline of the sections of the federal OSHA Telecommunication Standard, which is just one of the General Industry Standards outlined on the preceding pages.

A. Application

Explains under what conditions the Telecommunications Standard applies, etc. (It does apply to telephone and cable television operators, among others).

B. General
Contains standards for central office arrangement, battery handling, first aid equipment, compressed gas containers, approach distances to overhead power lines, etc.
C. Training
Contains standards for training employees in the safe practices for telecommunications work, documenting the training, etc.

D. Employee Protection in Public Work Areas
Contains standards for traffic control, flag persons, barriers, lighting, protecting downed electrical wires, etc.

E. Tools and Personal Protective Equipment – General
Contains standards for providing equipment, inspection, etc.

F. Rubber Insulating Equipment
Contains standards for equipment performance, testing, inspection, storage, etc.

G. Personal Climbing Equipment

Contains standards for equipment performance, use, inspection, etc.

H. Ladders
Contains standards for portable ladders, fixed manhole ladders, etc.

I. Other Tools and Personal Protective Equipment
Contains standards for head protection, eye protection, tent heaters, torches, portable generations, working with lead, etc.

J. Vehicle-Mounted Material Handling Devices and Other Mechanical Equipment
Contains standards for inspections, test, clearance to electrical wires, rollover protective devices, employee training, etc.

K. Materials Handling and Storage
Contains standards for storing and handling telephone poles, cable reels, etc.

L. Cable Fault Locating and Testing
Contains standards for electrical safety, cable isolation and tagging, etc.
M. Grounding for Employee Protection – Pole Lines
Contains standards for grounding methods, bonding, etc.

N. Overhead Lines

Contains standards for handling and testing cable suspension strands, fall protection, testing telephone poles, avoiding contact with energized power conductors, etc.

O. Underground Lines
Contains standards for guarding manholes, confined space entry, joint power and telecommunications manholes, etc.

P. Microwave Transmission

Contains standards for eye protection, radiation protection, warning signs, etc.
Q. Tree Trimming – Electrical Hazards
Contains standards for employee training, clearance to electrical wires, storm/emergency work, etc.

R. Buried Facilities – Communications Lines and Power Lines in the Same Trench (Reserved)

Outline of Federal OSHA Construction Industry Standards

Note:
Although most telco operations would be covered under the General Industry Standards outlined on the preceding pages, the following Construction Industry Standards would apply to any construction operations conducted by the telco (such as installation of new telephone lines).

A. General
Contains information on the purpose and scope of the standards, etc.

B. General Interpretations
Contains information on other federal standards, general contractor/subcontractor agreements, etc.

C. General Safety and Health Provisions
Contains standards for safety training, housekeeping, etc.

D. Occupational Health and Environmental Controls
Contains standards for first aid, sanitation, noise exposure, radiation exposure, chemical exposure, illumination, ventilation, asbestos, chemical hazard communication (Right-to-Know), etc.

E. Personal Protective Equipment and Life Saving Equipment
Contains standards for personal protective equipment, safety belts/lifelines, safety nets, working over or near water, etc.

F. Fire Protection and Prevention
Contains standards for fire protection, fire prevention, flammable and combustible liquids, LP gas, portable heaters, etc.

G. Signs, Signals and Barricades
Contains standards for accident prevention signs, traffic control on jobsites, etc.

H.
Materials Handling, Storage, Use, and Disposal

Contains standards for safe load limits, storage stability, maintaining aisles, rigging operations, waste disposal, etc.

I.
Tools, Hand and Power
Contains standards for machine guarding, equipment maintenance, safe use, etc.

J. Welding and Cutting
Contains standards for fire prevention, cylinder handling, employee training, electrical safety, personal protective equipment, ventilation, etc.

K. Electrical
Contains standards for electrical safety, ground fault circuit interrupters, lockout/tagout, etc.

L. Scaffoldong
Contains standards for guardrails, securing of scaffolds, scaffold strength, etc.
M. Fall Protection
Contains standards for fall protection system performance, employee training, fall protection planning, etc.

N. Cranes, Derricks, Hoists, Elevators, and Conveyors
Contains standards for equipment inspections, hand signals, load capacities, clearance to electrical wires, securing of equipment, etc.

O. Motor Vehicles, Mechanized Equipment, Marine Operations
Contains standards for operating the equipment, servicing multi-piece rims, lighting, backup alarms, seat belts, other safety equipment, maintenance, etc.


P. Excavations
Contains standards for having a trained “competent person” on site, classifying soils being excavated, providing shoring and sloping, etc.

Q. Concrete and Masonry Construction
Contains standards for protecting exposed rebar, personal protective equipment, building formwork, fall protection, rigging, etc.

R. Steel Erection
Contains standards for fall protection, handling steel, etc.

S. Underground Construction, Caissons, Cofferdams and Compressed Air
Contains standards for constructing tunnels, shafts, etc.  (Excavations and trenches are covered under Subpart P).

T. Demolition
Contains standards for structural stability, protection of utilities, fall protection, waste disposal, etc.

U. Blasting and Use of Explosives
Contains standards for employee training, storage and handling of explosives, fire prevention, warning signs and signals, blast mats, etc.
V. Power Transmission and Distribution
Contains standards for the construction of electrical transmission and distribution lines and equipment.

W. Rollover Protective Structures ; Overhead Protection
Contains standards for rollover protective structures (ROPS) for construction equipment, etc.

X. Stairways and Ladders
Contains standards for ladder and stairway construction, guardrails, fall protection, employee training, etc.
Ergonomics

Ergonomic-related injuries (strains and sprains) are the leading causes of loss in many organizations, including many telcos.  A complete description of ergonomic “risk factors” and control methods is beyond the scope of the guidebook.  However, the list of common ergonomic risk factors on the next page will give you a start.

The key with ergonomics is to keep the physical requirements of the job (requirements for lifting, bending, reaching, twisting, pushing, pulling, carrying, etc.)  within the physical limitations of the employees that will be performing the job.

A diagram is also attached (in the Appendix) giving the ideal arrangement of a computer workstation, to help prevent computer-related strains and sprains.

Common ergonomic risk factors that should be eliminated or minimized:
· Twisting, clothes-wringing motions of the wrist

· Working with a bent or flexed wrist

· Working with the neck bent at more than a 15 degree angle

· Vibration from power hand tools

· Hand tools that are not balanced or are difficult to hold

· Hand tools that do not enable the power grip (1.5” diameter enable maximum grip force)

· Hand tools with a grip span of more than 4 inches between the thumb and forefinger

· Hand tools with sharp edges or ridges

· Hand tools that direct air exhaust onto the hand

· Repetitive hand, arm and shoulder motions

· Arms and elbows held high or outstretched

· Controls, tools or materials beyond easy reach

· Controls that require too much actuating force to operate easily

· Control systems that do not consider reflex actions in an emergency

· Working with the body leaning forward

· Repetitive manual handling, including covert lifting requirements (i.e. lifting of the weight of the upper body while bending at the waist)

· Handling materials from heights above the shoulder or below the knee

· Handling large, bulky material regardless of its weight

· Excessive twisting or stretching

· Repetitive pushing or pulling, including requirements for high strength

· Standing or sitting for long periods

· Working in an immobile position for extended periods

· Static muscular work (i.e. holding the body in a fixed position – gripping, holding an object, etc.)

· Lack of adjustable work surfaces and chairs

· Poorly designed chairs (lack of lumber support, adequate padding, etc.)

· Work space that doesn’t accommodate the smallest employee for reach and the largest employee for clearance

· Tasks affecting eye focusing that require a variety of working distances

· Inadequate lighting and visibility

· Peak loads of muscular effort

Common ergonomic risk factors that should be eliminated or minimized: (continued)

· Frequent or extreme lifting requirements (According to the NIOSH Lifting Equation, the maximum recommended weight to be regularly lifted, under ideal conditions, is 51 pounds.  This weight is decreased based on reaching, lowering, twisting, frequent repetition, etc.)

· Excessive pushing, pulling, and carrying

· Machinery or equipment that is noisy or does not operate smoothly

· Moving material over long distances

· Slippery, obstructed walkways

· Job requirements that exceed the capabilities of most employees
POST INJURY MANAGEMENT

Despite our best efforts to prevent accidents, occasionally one will still occur.  In order to heal the injured employees as quickly as possible, and to keep the cost of the accident to a minimum, it is important to quickly and aggressively manage the claim.

There are four key elements of a successful Post-Injury Management Program:

· Immediate reporting of the claim to ________________________________________.  This will expedite _______________ contacting the employee and physician, and begin claim management procedures.

· Directing the employee to a designated doctor or clinic, as allowed by state law.  This doctor/clinic should be carefully chosen to specialize in occupational medicine, and to have a strong return-to-work (sports medicine) philosophy.

· Quick and thorough investigation of the accident, including identifying the root causes of the accident and instituting corrective measures to prevent a similar accident from recurring.  A sample form for guiding and documenting an accident investigation is attached in the Appendix.

· Getting the injured employee back to productive work as soon as possible, through the application of a formal Return-to-Work/Transitional Duty Program.  To assist in establishing this program, the following pages contain an “Employer’s Guide to Traditional Duty”

Employer’s Guide to Transitional Duty

Introduction

This guide contains the basic information needed to establish an effective transitional duty program.  It is intended for use by employers insured with ______________________.

Steps to Implement this program:

1. Read through this guide.

2. Make copies of the policy and distribute them to your employees.

3. Review the contents of the brochure with supervisors, emphasizing the importance of supporting return-to-work through transitional duty.
If you have an employee who is injured and cannot perform his/her regular job:

1. Read through this guide once again.

2. Follow the specific steps below to develop a transitional duty position.

What is Transitional Duty?

Transitional duty is a process for returning injured employees to work as quickly and as effectively as possible.  It provides a bridge back to full duty by offering work that is within the restrictions established by the doctor.  Sometimes referred to as “light”or “modified” duty, transitional duty helps employers establish control over the recovery process.

During transitional duty:

· The injured employee performs tasks that are within the specific restrictions provided by the doctor.

· These tasks are often quite different from the employee’s regular job.

· Transitional duty jobs are normally developed just before the injured employee is ready to return to work and may include a wide variety of tasks – whatever needs doing at the time – as long as the activities do not exceed the doctor’s restrictions.

The time following an injury is usually traumatic for the injured individual, co-workers (who may have witnessed the incident) and the employer.  Transitional duty offers everyone involved a highly visible and positive healing process.  It is the right thing to do.  At the same time, transitional duty offers employers an important tool for reducing the costs of workers’ compensation.

Why is Transitional Duty Important?

Transitional duty is an essential tool for controlling workers’ compensation losses and for speeding the recovery of injured workers.  Transitional duty is beneficial to injured employees in a number of ways:

· It keeps the injured employee as active as possible at the job site, which encourages a more rapid return to full time duty.

· It keeps the recovering worker productive and close to the work team.

· It reduces risk of the “disability syndrome,” where lack of activity leads to depression and a worsening condition.

Transitional duty is also beneficial to employers because:

· It sends a clear message to all workers that they are valued and that “vacations on comp” will not be tolerated.

· It enhances productivity by making sure that even in a reduced capacity, people contribute to the work effort.

· It lowers workers’ compensation indemnity (lost wages) and medical costs by reducing time away from work and speeding recovery.

How do you use Transitional Duty?

There are a few key steps in developing an effective transitional duty program:

1. The medical provider specifies the physical restrictions resulting from the work-related injury or illness.

2. The employer develops a temporary job that matches these restrictions – you should consult with the doctor and your _________________ Claim Representative, as necessary.

3. Try to keep the transitional duty job as close to the regular job as possible.  If possible, have the treating physician review the temporary position description.

4. Explain the temporary job to the employee and address any concerns or issues.  Provide any necessary training.  Take steps to ensure the transitional duty is performed safely!

5. Make sure that your _________________ Claims Representative knows when the employee returns to work through transitional duty.

6. Make sure the employee continues therapy/doctor visits at reasonable intervals.

7. As restrictions are lifted by the doctor, increase the job demands and move the employee closer to his/her regular job.

The key to establishing appropriate transitional duty is to review the less demanding tasks that need to be done throughout the company during the recovery period.  You might group the less demanding tasks from several jobs, or you may have special one-time tasks that can be done without significant physical effort.  Examples include taking inventory, training new employees, and filing.

Every injury and every recovery process is unique.  While it may be useful to develop a transitional duty “job bank” before you actually need it, this step is not required.  The key to successful transitional duty is to match the specific restrictions of the individual with the work available at the time of the injury.

Implementing your Transitional Duty Program

It is extremely important to establish your transitional duty program before it is actually needed.  Your employees should perceive the program as a benefit, not as a crisis response to a specific injury.  To do this, you need to communicate the specifics of the program to all employees.

Your transitional duty program should be implemented through the following steps:

1. Develop your transitional duty policy (see below).

2. Communicate this policy to your employees.  It is especially important that supervisors understand the importance of this program.

3. Schedule meetings with your supervisors to review the program.  They, in turn, should discuss the policy with their staffs.

4. If one of your employees suffers a work-related injury and is disabled from his/her regular responsibilities, bring the person back to work as soon as possible through transitional duty.

Developing a written policy

You should incorporate a policy on transitional duty, similar to the following one, into your written policies and procedures, making any changes you deem necessary:
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PROPERTY PROTECTION

Because of the high value, sensitive equipment at telephone installations, particularly at the central office, property protection is extremely important.  The following is an outline of some of the important points of property protection for telcos:

1.    Fire Prevention

Fire hazards can be broken into two general types – “common hazards”, which are common to all types of industries, and “special hazards”, which are unique to a specific industry.  Common hazards that need to be carefully controlled include:

· Building heating system

· Building electrical system

· Housekeeping

· Smoking

Some of the special hazards that might be encountered in the telephone industry include:

· Battery rooms – These must be well ventilated, to remove hydrogen gas that can be released during re-charging.

· Cable mining (a method of removing old cables) – This must be carefully controlled to avoid damaging power cables that remain behind, creating potential ignition sources.  This was one of the primary causes of the infamous fire at the Hinsdale Wire Center of Illinois Bell on Mother’s Day, 1988.

· Use and storage of flammable/combustible liquids or gases – For cleaning, during maintenance work, etc.

· Welding, cutting, and other “hot work” – such as during maintenance or repair operations.

2.    Fire Protection

Water-based sprinkler systems are one  method of fire protection.  However, managers of telecommunications installations are often understandably concerned about the possibility of water damage from these systems.  But keep in mind that fires are more common occurrences than sprinkler leakage.  Also, the combined fire and water damage from a fire extinguished by a fire department maybe far greater than the fire and water damage from a fire extinguished by a sprinkler system.

One compromise solution is a pre-action sprinkler system, where the sprinkler piping above the telephone equipment is dry until smoke detectors in the room detect a fire.  Water is then released to fill the piping, but is still not discharged until a sprinkler head activates (melts).  A dry sprinkler system is similar but slower to activate, since the water does not begin to fill the pipes until a sprinkler head melts.

However, the type of fire protection present in most central offices is halon or other chemical systems.  Although installation of new halon systems is no longer possible due to environmental concerns, several alternatives to halon are now available.  These systems must be designed and installed in accordance with a recognized industry standard, and the extinguishing agent must be listed/approved by a recognized authority.

The best fire protection for a central office may be a chemical system for quick extinguishment with minimal damage, and a water-based sprinkler system as a backup.  Air-sampling type smoke detectors may also be advantageous for very early detection of fires.

Another concern with existing halon systems is the inability to dump-test the system using halon.  As an alternative, a door fan test should be conducted every several years, or whenever any changes are made to the room.  This test will verify the air-tightness of the room, and its ability to hold the halon at the proper concentration until the fire is extinguished.

3.    Emergency Planning

A written emergency plan should be developed to help restore service as quickly as possible following any fire, flood, tornado, earthquake, hurricane, hailstorm, lightning, strike, snowstorm, bomb threat, or other disaster.

Plans should include sources for renting an emergency generator(s) if the telco does not already own one.  Plans should also be in place to backup computer data on a regular basis and store it off-site, including customer billing information, switching programs, etc.

Detailed de-energized procedures for AC and DC power should be prominently posted for use in fire fighting, to prevent the equipment from being shutdown improperly and causing more damage than necessary.  The shutoffs themselves should also be prominently marked.

4.    Antenna Towers

Antenna towers should be properly supported and guyed to prevent damage during windstorms, ice storms, etc.  The towers must also be painted/lighted in accordance with FAA regulations.  The towers should be inspected annually or as directed by the manufacturer by an experienced antenna tower contractor and their recommendations should be complied with.

5.    Lightning/Surge Protection

Lightning surge damage is one of the leading causes of loss for telecommunication companies in the NTCA Insurance Program.  The details of surge protection from lightning and other sources is beyond the scope of this guidebook.  Every telco should develop a relationship with a contractor experienced in central office grounding.  This contractor should perform regular grounding inspections (such as annually) for electrical and mechanical faults that could lead to surge damage to equipment.

VEHICLE FLEET SAFETY

Presented below are some of the Best Practices for Vehicle Fleet Safety.

1. Written Policy On Vehicle Safety

· Communicates managements: support of vehicle safety, philosophy and policy.

· Reflects the company’s vision, values, and mission.

· Concise and understandable.

· Widely published.

2. Written Vehicle Safety Program

· Contains the policy statement on vehicle safety.

· Contains the vehicle safety rules.

· Establishes the organizational structure for safety.

· Establishes the safety review and improvement (audit) process.

· Contains accident reporting and investigation procedures.

· Contains vehicle selection, inspection, and maintenance procedures.

· Is a dynamic document under continuous review?

3. Leadership

· Management gives drivers the right without consequences to refuse to drive, if in the driver’s judgement his/her driving ability is degraded for any reason: such as due to fatigue, illness, drugs, alcohol, or emotional state.

· Turnover is manageable (usually 30% or less).

· Reasonable working hours and working conditions are established to prevent fatigue.

· No inducements to speed are present.

· Reasonable schedules are established that can be completed without speeding.

· The review process for measuring driving performance should include:

· Annual MVR check.

· Periodic physical exams, including drug testing.

· Random and reasonable cause drug and alcohol testing.

· Recording devices that accurately record vehicle use, installed on those vehicles for which the drivers are subject to hours of service regulations.

· Management reviews recorded information for violations, and predetermined disciplinary action is taken against violators.
4. Vehicle Safety Rules

· Reasonable and understandable.

· Widely published.

· Kept current.

· Discipline for failure to follow rules is predetermined and consistent.

· Includes:

· Mandatory safety belt use for driver and all passengers.

· Following local speed limits and other traffic laws.

· Prohibition on the use of radar detectors.

· Prohibition on drug and alcohol abuse.

· Specific requirements concerning personal use of vehicle, if permitted.

· Prohibition on unauthorized passengers or drivers.

· Emergency procedures.

5. Written Procedures for Non-Owned Vehicles

· Establishes controls for non-owned vehicle operations that provide an equivalent level of safety as for owned vehicles.

· Employees regularly using non-owned vehicles (personal vehicles or business rentals) while on business are included in the vehicle safety program.

· For personal vehicles regularly used on business, certificates of insurance are required, or the company is listed as an additional named insured on the employees’ personal automobile liability insurance policies.

· Contractors who drive on company property or transport employees are required to show proof of an effective vehicle safety program.

6. Organization for Transportation Safety Management System

· Managers responsible for fleet safety are included in the overall Safety Management System (see the first section of this guidebook for details).

7. Line Accountability and Responsibility for Vehicle Safety

· Specific safety performance standards for all employees involved in transportation operations.

· A performance review process that measures actual safety performance against the safety performance standards.

· An established process for determining vehicle accident preventability.

· Accident costs charged back against the responsible manager’s budget.

8. Accident Reporting and Investigation Procedures

· All accidents are reported.

· All accidents are investigated.

· Solutions are generated and implemented to prevent recurrence.

· Training is provided for employees conducting accident investigations.

· Accidents are periodically reviewed to identify trends.  Solutions are generated and implemented as a result of the review.

· Well-defined and widely published disciplinary procedures exist for preventable accidents.

9. Driver Selection Procedures

· Written job descriptions are developed that identify and quantify the knowledge and skill requirements necessary to perform the driving function safely.

· Written, systematic driver selection procedures are established and consistently followed.  Federal and state DOT requirements are followed where applicable.

10. Training of Employees

· Effective initial and periodic training is based on a process that identifies employee deficiencies in skill, knowledge, and/or attitude.  Federal and state DOT requirements are followed where applicable.

· Training is assessed and changed through a review and improvement process.

11. Written Vehicle Selection Standards

· Vehicle selection standards are developed and approved through a team effort of all affected parties: drivers, maintenance department, fleet manager, purchasing department, safety professional, operations manager, etc.

· Selection standards incorporate crash avoidance and crash protection safety features, such as anti-lock brakes, air bags, etc.

· Selection standards are periodically modified to meet changes generated through analysis of vehicle accident data, operational changes, and safety and technological improvements.

12. Written Maintenance Program

· Maintenance procedures meet or exceed manufacturer’s recommended practices and applicable federal and state DOT requirements.

· Procedures severely limit the likelihood of a vehicle being operated in an unsafe mechanical condition.

· Periodic analysis is conducted of accident records and mechanical failure incidents to identify trends.  Solutions requiring changes in vehicle inspections or maintenance procedures are developed and implemented.

13. Packaging and Handling

· All packaging and handling procedures meet or exceed regulatory or accepted industry standards:

· Procedures are designed to minimize the likelihood of fire, explosion, spills, or injury to employees or the general public.

· A process has been established to investigate and mitigate incidents of packaging and handling failures.

· Cargo is properly secured to prevent:

· spillage or damage in transit.

· shifting loads affecting the safe operation of the vehicle.

GENERAL LIABILITY EXPOSURES

Some of the considerations in controlling General Liability exposures for a telco include:

1.    Life Safety – Means of egress and emergency response procedures must meet local codes, as well as voluntary standards such as the National Fire Protection Association’s Life Safety Code.

2.    Premises Liability – Tripping hazards should be controlled, such as potholes in parking lots, broken curbs, loose steps, ice and snow, debris, etc.  Adequate lighting and proper handrails/railings should be provided where needed.

3.    Security Liability – Crime prevention measures should be in place as appropriate for the area.   Lighting, fencing, guards, etc.  should be used as needed.

4.    Contractors/subcontractors – All contractors/subcontractors, working on or off the premises, should provide certificates of insurance annually, or per job – which ever is appropriate.  Coverages and limits of liability should be at least equal to those on your insurance policies.

5.    Trenching/digging – The other utilities in the area should be contacted to locate their lines.  No open trenches, pits, holes, etc. should be left unprotected.

6.    Antenna towers – Towers and guy lines should be protected from climbing as appropriate, such as with fences, lights, etc.  Annual inspections are important.

7.    Telephone poles – Investigate joint use agreements to determine who is responsible for inspecting and maintaining poles, paying for claims, etc.

CALLING CARD FRAUD

Some of the considerations in controlling Calling Card Fraud exposures include:

· Card users should be educated in methods of protecting their cards and PINs.

· Subscriber data should be stored in US Intelco’s database.

· A de-activation agreement should be in place with US Intelco, including “auto-deactivation security functions” and “low threshold”.

· PINs must not be printed on cards.

· Cards must not be authorized to pay for 1-900 calls.

· The fraud control procedures in US Intelco’s ABS Handbook should be followed.

TRANSITIONAL DUTY –





(Our company) has developed a return-to-work program as a benefit for all employees.  If an employee is disabled and unable to perform their regular job, we will make every effort to speed recovery through the use of transitional duty.  Working with the treating physician, we will develop a temporary position that matches the physical restrictions established by the doctor.  In most cases this transitional duty will last no longer than 30 days, renewable for an additional 30 days.





THE PROCEDURE FOR ALL EMPLOYEES –





If you are injured on the job:





Report to your supervisor immediately.  If necessary, you will be sent to our medical provider for treatment.





The doctor will determine your work status.  If there are physical restrictions that prevent you from performing your regular job, we will try to find transitional duty work for you.





Your physical restrictions will be reviewed on a regular basis by the doctor, so that we can modify the transitional duty job and return you to your regular job as quickly as possible.
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