INJURY AND ILLNESS PREVENTION PROGRAM
1.0 Program Summary
It is Creighton University's policy, and state and federal law requires, to make the safety and health of its employees the primary importance. This document outlines injury and illness prevention at Creighton University. The program: 

*documents Creighton's Safety Organization.
*provides for Safety Training
*documents Safety Rules, Policies, and Procedures
*describes the Accident Reporting and Investigation procedures. 
*gives the University's approach to Work Place Hazards Identification.
*summarizes Creighton's Documentation and Record keeping procedures. 

An employee's understanding of this program is important to his/her employment at Creighton University. Safety and health are a part of every operation and are every employee's responsibility at all levels. 

1.1 Purpose 
This program is written to comply with Nebraska Law LB757. It is the objective of Creighton University to keep the number of injuries and illnesses to an absolute minimum. 

1.2 Safety Policy of Creighton University 

"It is the policy of Creighton University to provide a safe and healthy environment for all faculty, employees, students, and visitors to campus. The safety and health of our community must be considered equal in importance to the pursuit of academic excellence and integral to our desire for the highest possible quality of life on campus. Under no circumstances will campus safety be ignored or diminished in importance in favor of other financial or cultural priorities. Safety and health issues on campus, and in every facility, will receive a high priority and all safety and health hazards that are discovered will be addressed and corrected without delay.
It shall be the responsibility of all vice presidents, deans, department chairs, directors, and supervisors to insure that their respective areas are safe and that their employees are properly trained and briefed on the hazards of the work place. It is the responsibility of all employees to follow safe work practices within their respective work areas."
1.3 Responsibility 

The Vice President for Administration and Finance through the Department of Environmental Health and Safety is charged with the responsibility of implementing this program.  This office shall ensure that the program is in compliance with the Nebraska statutes and the rules and regulations promulgated by the State of Nebraska Commissioner of Labor. 

1.4 Applicability 

The provisions of this program apply to all employees of Creighton University.
2.0 Safety Organization 

As stated by Nebraska law, LB757, every public and private employer in the State which is subject to Workers' Compensation with one or more employees shall establish a safety committee which shall function on behalf of and be responsible to all work sites of the employer. The Creighton University Campus Safety Committee has been established since 1988, but restructured in December, 1993, to conform to Nebraska guidelines for employers. This Committee reports directly to the Director of Environmental Health and Safety. 

2.1 Safety Coordinator 

At Creighton University, the Director of Environmental Health and Safety, within the division of the Administration and Finance, is the person responsible for the implementation and monitoring the University's Injury and Illness Prevention Programs. The present director is Mr. Paul Nichols.  This office is located in the New Jelinek Building, 723 N. 18th St., Omaha, NE 68178.  Telephone numbers (402) 546-6269; (402) 546-6400;  Fax (402) 546-6403, e-mail pnichols@creighton.edu. 

2.11 Duties
The Director of Environmental Health and Safety at Creighton University is responsible for the areas of General Environmental Health and Safety, Hazardous Waste Disposal, Chemical Hygiene Plan and Laboratory Safety, Hazard Communication/ Right To Know, and all other pertinent OSHA regulatory requirements, Central Fire Reporting System, Campus Fire Prevention, and memberships in organizations that aid in the performance of these duties. The Director's detailed responsibilities for this position can be found in Appendix I, Job Description. 

2.12 Statement of Authority 
The Director of Environmental Health and Safety is granted the authority by the description of his/her duties to take immediate corrective action whenever a hazardous situation exists which could result in personal injury or damage to University property. This may involve, but is not limited to, a verbal or written warning, a meeting with the person(s) involved, or a conference with the members of the department involved in the situation. 

2.2 Safety Committee . 

The Campus Safety Committee at Creighton University has been established and its membership complies with Nebraska State law. Membership is based on Vice Presidential area and the number of employees within each area. Appointments are made by the President through recommendation by each Vice President. Administrative and non-administrative employees are represented.
Training and orientation in current safety issues are a requirement of the members and are conducted by the Director of Environmental Health and Safety.  Membership is published twice a year in a campus-wide publication, and the membership list remains on the file with the current written Injury Prevention Program.
The Committee meets quarterly or in response to employee or University concerns. Minutes are recorded and maintained for three years. Monthly injury reports are compiled and distributed by the Office of Environmental Health and Safety to Committee members for their review on a quarterly basis. Annual injury report summaries and comparisons with previous years are also distributed to the Committee. Presently the Committee has developed four subcommittees: Injury Prevention Plan, Accident Review, Chemical Waste, and Safety Suggestions. The Committee is advisory in nature and shall develop recommendations regarding the correction of hazards affecting work place safety.
See Appendix II for additional details of the Committee's purpose and list of current members.
2.3 Safety Communications 

Creighton University is committed to the safety of its employees and campus property. 

It is the obligation of every employee to correct an unsafe condition, if possible, and/or report the situation immediately to his/her supervisor when unsafe conditions exist. 

It is the responsibility of the Creighton University Director of Environmental Health and Safety to make the campus community aware of any State or Federal changes in rules and regulations pertaining to environmental health and safety. This is done by direct memorandum with any department affected by the changes or by notice in a campus-wide publication that is circulated on a regular basis. 

3.0 Safety Training Policy 
It is the policy of Creighton University that all University employees will receive safety training. The program is established to provide initial safety orientation on rules, policies and job-specific procedures for performance of their duties. 

3.1 Safety Training 
Training will begin at the monthly New Employee Orientation meetings. The Director of Environmental Health and Safety or a designated representative will attend these meetings and discuss all emergency procedures and hazard communication plans. The new employee is instructed to review safety requirements with his/her immediate supervisor for additional safety training before performing hazardous work duties. Additional training will be scheduled with, and performed by, the Director of Environmental Health and Safety or appropriately trained or contracted individuals. Creighton will provide training when a new chemical, piece of equipment, process, or procedures are implemented or when a hazard is discovered. Annual refresher safety training, when/if required will be scheduled by the supervisory or administrative personnel with the Director or by the employee's immediate supervisor. 

3.2 Responsibility 
It is the immediate supervisor's responsibility to schedule all safety training with the Director of Environmental Health and Safety for his/her employees training needed to perform their job duties effectively. Upon completion of an employee's training and all annual refresher courses, documentation will be maintained by the Director of Environmental Health and Safety and data is forwarded to Human Resources for inclusion into employee personnel records. 

3.3 Department Involvement 

Each University department shall be committed to take an active role in safety training in their areas. 

All departments are encouraged to hold regular safety meetings with their employees. The Department Director/Chairperson will furnish the Director of Environmental Health and Safety with a list of potential hazards for safety training in his/her respective areas that directly affect their employees health and function of their job duties. This list would be used for continual safety training of all employees. 

It is the responsibility of the Human Resources Department to identify all personnel who require specific safety training based upon an employee's specific job duties. 

Communication of OSHA mandated regulations will be provided through training sessions among supervisors and employees and will be conducted by the Director of Environmental Health and Safety or his representative and his office in the areas of: 

Emergency and Fire Prevention.
Hazard Communication
Occupational Safety and Health Standards Regarding Laboratory Safety
Bloodborne Pathogens Standards
Respiratory Protection
Lockout/Tagout
General Electrical Safety Guidelines
Confined Space Entry
Back Safety 
Work-Station Ergonomics
Ladder Safety Training
Driver Safety Training 
Others-As Required 

Details of the above policies are located within the Office of Environmental Health and Safety and in the Campus Safety Manual. A copy of the manual is located in the Office of the Environmental Health and Safety and supplied to members currently serving on the Committee. 

3.4 Safety Suggestion Program 

Creighton University solicits safety suggestions on a quarterly basis through the Office of Environmental Health and Safety.  This Office requests employee suggestions through the "Blue News" daily campus newsletter.  The Safety Suggestion Committee, a subcommittee of the University Safety Committee, reviews and ranks the suggestions.  An award is given each quarter for the best safety suggestion.  This is generally a weather radio, fire extinguisher or other safety related item.  The employee and his/her winning suggestion are publicized in the "Blue News." The suggestion is then submitted to the appropriate department for implementation.
4.0 Safety Rules, Department Policies and Procedures 

See specific policies and procedures as applicable. 

4.1 Campus Emergency Plan 

See Appendix III.
4.2 Unsafe or Unhealthy Conditions 

Any unsafe or perceived unhealthy conditions should be immediately reported by employees, students, or visitors to the campus to Environmental Health and Safety at 546-6400 and/or Public Safety at 280-2104.  Emergency situations should be immediately reported to Public Safety at 280-2911. 

5.0 Accident Reporting and Investigation 

Each employee has a personal responsibility to prevent accidents and to observe and practice safety rules and instructions relating to their daily work environment. Each employee should caution fellow workers when they perform unsafe work habits and remind them on the proper safety procedures. Accident prevention is everyone's responsibility. 

5.1 University Reporting Procedure (See 7.1)
All work-related injuries or illness should be reported immediately to supervisors. In the event of an emergency, Public Safety must be called at phone number 280-2911. All Public Safety personnel are trained to administer medical or first aid treatment and CPR, if required.
All serious accidents will be reported to OSHA.  Notification will be made in the event of death of an employee on the job or the hospitalization of two or more employees in the same accident.  In less serious cases, the investigation report must be presented to the University administration by the Director of Environmental Health and Safety and disclosed to the University's insurance carrier by the Risk Manager.
The results of each investigation will be documented in writing and submitted to the University Risk Manager, and if a serious injury has resulted, the General Counsel should also be advised. The General Counsel's office should play a key role in any investigation in which the University is involved.
All accidents require follow-up investigations to learn of the problems in the work place that caused them and to avoid recurrences.
5.2 Written Documentation 

The Director of Environmental Health and Safety along with the department supervisor will investigate the circumstances of the accident. When necessary, a written report will be prepared from the accident information with complete and accurate documentation. The report is compiled by the Office of Environmental Health and Safety. 

The Campus Safety Committee may review any accident or investigation report.
The accident report should include the following information:
1. Tell what happened. The investigation report should include the date, time and location of the accident; describe the accident, any injury, and include as much information as can be obtained. 

Information from the injured party, photographs, diagrams, eye witness names, addresses, and their statements, and notes may add key details in a written report. If a police report is made, this should be included in the documentation for the accident.
2. Tell the circumstances of why this accident occurred.  State the cause of the accident. Sometimes the cause of the accident will not be revealed until all the data are compiled and analyzed. 

3. After the cause is determined, document a solution for avoiding future accidents. The supervisor of the area and the Director of Environmental Health and Safety should make this decision and make efforts to implement the solution. Consultation with University administrators and Risk Manager may be needed. 

5.3 Follow-up Report 

A follow-up report should be issued by the Director of Environmental Health and Safety to the department supervisor after a reasonable amount of time (within four months of the accident) to determine if the solution to prevent further accidents was implemented and if a recurrence of the accident was preventable from the proposed solution. 

5.4 Prevention of Accidents 

All accidents are summarized in a quarterly report developed by the Department of Environmental Health and Safety from written reports and reviewed by the Safety Committee at each meeting.
An Accident Review subcommittee evaluates specific accidents, interprets the number of accidents, and makes written recommendations to the Director of Environmental Health and Safety to prevent recurrences.
6.0 Work Place Hazards Identification 

A hazard is defined as the potential for harm or damage to people, University property, or the environment. 

It is the responsibility of all Creighton students, faculty, and staff to report any and all possible work place hazards. All employees should report potential hazards to the immediate attention of their supervisors. All supervisors should report all safety hazards to the Director of Environmental Health and safety for immediate solution. Employees will not be disciplined or receive retaliation for reporting any safety hazards, but failure to report a hazard is viewed as job negligence.
6.1 Work Place Hazards 
Creighton University cannot provide a safe environment without educating the students and employees, and participation and awareness by the students and employees is essential. The following rules apply in all situations:
A. No employee/student should undertake a job that appears to be unsafe. 

B. No employee/student is expected to undertake a job until he/she has received adequate safety instructions and training, and is authorized to perform the task.
C. No employee/student should use chemicals without full understanding of their toxic properties and without the knowledge required to safely work with these chemicals.
D. Mechanical safeguards must be kept in place at all times.
E. Employees/students must report any unsafe conditions to their immediate supervisor.  In turn, the supervisor is responsible for correcting or causing the condition to be corrected.
F. Any work-related injury or illness must be reported to the Office of Risk Management on Creighton Incident Report Form #HR24 within 24 hours after the accident.
G. Personal protective equipment (PPE) must be used as required for each situation. It is the responsibility of the University to provide PPE as required at no cost to the individual.  All equipment must be properly maintained.
6.2 Worksite Inspections 

All departments are encouraged to conduct regular safety inspections of their areas. At least annually, inspection reports should be filed with the Office of Environmental Health and Safety. 

Periodic inspections will be performed at random by Environmental Health and Safety officials, University administrators or Safety Committee members. Inspections reports (annual and random) shall be made in writing and reviewed by the Environmental Health and Safety office or Safety Committee members. 

6.3 Compliance 

Hazards identified through work site inspections shall be corrected at the department level. Problem areas highlighted on the inspection report shall be corrected by top management and the department head or supervisor. 

The Safety Committee shall receive a summary report from Environmental Health and Safety on the status of all areas of noncompliance as well as corrective actions taken when/if such occurs..
7.0 Documentation and Record Keeping 

In order to comply with city, state and federal regulations, current and accurate record keeping of all University accidents and incidents relating to safety matters must be documented and maintained by the Office of Environmental Health and Safety. In addition, this office keeps and maintains all records of employee training and hazard identification. All records must be maintained for a period of five years.
7.1 OSHA Requirements
OSHA requires five record keeping steps which are performed by supervisors, Risk Management, and the Office of Environmental Health and Safety: 

1. Complete an accident report (Creighton HR-24) on every work-related accident, injury or illness requiring medical treatment using the Creighton University Incident Report Form HR-24 and on OSHA Form 200. Supplemental records of each injury are maintained on OSHA Form 101 or on Form 5020, the Employers Report of Injury or Illness.
2. At the end of the calendar year, record any lost-time due to injury or illness on the OSHA 200 summary log. Only work-related injury and illnesses which cost lost time are recorded on this form.
3. This log should be posted during the month of February in a place where employees could view it, and then file it into the OSHA records at the facility.
4. Prepare a supplemental record of occupational injury or illness on OSHA Form 101.
5. Records must be maintained in the University files for five years.
7.2 Other Documentation 

Throughout each section of this written program, there are written documentation procedures for specific occurrences that aid the success of this program.
Section 2.2, Safety Committee, meeting and minutes 
Section 2.3, Safety Communications, notification of State and Federal regulations and changes through memorandum. 
Section 3.3, Written University Policies on employee health and safety
Section 5.2, University accident reporting procedures/forms
Section 6.2, University inspection reports
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