




Policy Letter 

SAFETY AND HEALTH POLICY FOR 

Northwest Laborers-Employers Training Trust 

The purpose of this policy is to develop a high standard of safety throughout all operations of 
the Northwest Laborers-Employers Training Trust) and to ensure that no employee or 
apprentice is required to work or train under any conditions, which are hazardous or unsanitary. 

We believe that each employee and apprentice has the right to derive personal sati_sfaction from 
his/her job and the prevention of occupational injury or illness is of such consequence to this 
belief that it will be given top priority at all times. 

It is our intention here at the Northwest Laborers-Employers Training Trust to initiate and 
maintain complete accident prevention and safety training programs: Each individual from top 
management to the working person or trainee is responsible for the safety and health of those 
persons in their charge and coworkers. By accepting mutual responsibility to operate safely, we 
will all contribute to the well being of our employees and our trainees. 

Signed, Glen Freiberg 

Training Director 
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Safety Disciplinary Policy Employees 

Northwest Laborers-Emplovers Training Trust believes that a safety and health Accident Prevention Program 
is unenforceable without some type of disciplinary policy. Our organization believes that in order to maintain a 
safe and healthful workplace, the employees must be cognizant and aware of all company, State, and Federal 
safety and health regulations as they apply to the specific job duties required. The following disciplinary policy 
is in effect and will be applied to all safety and health violations. 

The following steps will be followed unless the seriousness of the violation would dictate going directly to Step 
2 or Step 3. 

1. A first time violation will be discussed orally between company supervision and the employee. This
will be done as soon as possible.

2. A second time offense will be followed up in written form and a copy of this written documentation will
be entered into the employee's personnel folder.

3. A third time violation may result in time off or possible termination, depending on the seriousness of the
violation. Please refer to the Trust "Personnel Policy".

Safety Disciplinary Policy Trainees 

Northwest Laborers-Emplovers Training Trust believes that a safety and health Accident Prevention Program 
is unenforceable without some type of disciplinary policy. Our organization believes that in order to maintain a 
safe and healthful workplace, the trainee's must be cognizant and aware of all company; State, and Federal 
safety and health regulations as they apply to the specific job duties required. The following disciplinary policy 
is in effect and will be applied to all safety and health violations. 

The following steps will be followed unless the seriousness of the violation would dictate going directly to Step 
2 or Step 3. 

1. A first time violation will be discussed orally between the instructor and the trainee. This will be done
as soon as possible.

2. A second time offense may be followed up in written form and a copy of this written documentation
entered into the apprentice's personnel folder or the instructor and trainee may discuss the repeated
violation orally with the Training Director or his designee.

3. A third time violation may result in removal from the training class or termination from the
apprenticeship program, depending on the seriousness of the violation.



Procedure for Injury or Illness 

A. Supervisor, instructor or lead person immediately takes charv;e

1. Supervise and administer first aid as you wish (Good Samaritan Law applies).
2. Arrange for transportation (ambulance, helicopter, company vehicle, etc.), depending on the

seriousness of the injury. Protect the injured person from further injury.
3. Notify training director or top management, if not already present.
4. Do not move anything unless necessary, pending investigation of the incident.
5. Accompany or take injured person(s) to doctor, hospital, home etc. (depending on the extent of

injuries).
6. Take injured person to family doctor, if available or practical.
7. Remain with the injured person until relieved by other authorized persons (manager, EMT, doctor,

etc.).
8. When the injured person's immediately family is known, the training director should properly notify

family members, preferable in person, or have an appropriate person do so.

B. Documentation- Employee

1. Minor injuries - requiring doctor or outpatient care: After the emergency actions following an
injury, an investigation of the incident will be conducted by the immediate supervisor and any
witness to determine the causes. The findings must be documented on our investigation form.

2. Major injuries - fatality or one or more hospitalizations: Top management must see that the
Department of Labor and Industries is notified as soon as possible, but at least within 8 hours of the
incident. Call or contact in person the nearest office of the Department or call the OSHA toll free
central number (1-800-321-6742). Top management will then assist the Department in the
investigation.

3. The findings must be documented on our incident investigation report form and recorded on the
OSHA 300 log, if applicable. (Sample incident investigation report form included in this document.)

C. Documentation- Trainees

1. Minor injuries - requiring doctor or outpatient care: After the emergency actions following an
injury, an investigation of the incident will be conducted by the immediate instructor and any
witness to determine the causes. The findings must be documented on our investigation form.

2. Major injuries - Same as #2 above.

3. Apprentices Only: The instructor completes the Instructor's Report of Accident/Incident form 
and turns it into the Apprenticeship Office. The Apprenticeship Office will send it to the WA State 
Apprenticeship &Training Council, c/o the L&I Apprenticeship section. 
www.lni. wa.govllradesLicensing/Apprenticeshiplllights or the Utah State OATELS office as 
appropriate. 





FIRST AID 

To afford employees and trainees immediate attention, should an injury occur, all staff will receive and be 
required to maintain at least basic first-aid credentials. 

First aid kit locations at our multiple facilities include: 

Kingston Facility 
1. Front Office
2. Kitchen
3. Classroom Closets
4. Shop Main Building
5. Hazmat Storage Container
6. Cutting & Coring Conex
7. PCT Conex
8. Mobile Training Trailers
9. Outreach Van

Spokane Facility Classroom 

Pasco Facility Classroom 

Satsop Facility Classroom 

Utah Facility 
1. Front Office
2. Shop Area

Frank Campbell is designated to ensure that first aid kits are properly maintained and stocked. 

We have first aid qualified workers but do not have "designated" first-aiders. First aid at the facility is done 
on a Good Samaritan basis. 

If first aid trained personnel are involved in a situation involving blood, they should: 

1. Avoid skin contact with blood/other potentially infectious materials by letting the victim help as much
as possible, and by using gloves provided in the first aid kit.

2. Remove clothing, etc. with blood on it after rendering help.

3. Wash thoroughly with soap and water to remove blood. A 10% chlorine bleach solution is good for
disinfecting areas contaminated with blood (spills, etc.).

4. Report such first aid incidents within the shift to supervisors (time, date, flood presence, exposure,
names of others helping).

Hepatitis B vaccinations will be provided as soon as possible but not later than 24 hours after the first aid 
incident. If an exposure incident occurs, we will immediately make available appropriate: 

1. Post exposure evaluation

2. Follow-up treatment

3. Follow-up as listed in WAC 296-823, Occupational Exposure to Bloodbome Pathogens.



Safety Orientation: Each employee will be given a safety orientation by the Training Director or his

designee when first hired. The orientation will cover the following items: 

1. A description of the accident prevention program:
It is the basic safety policy of this organization that no task is so important that an employee or trainee must
violate a safety rule or take a risk of injury or illness in order to get the job done.

Review the QA/QC Program located on the intranet page "ORANGE". 
• Common Procedures
• Standard Operating Procedure

2. How and when to report injuries. Where first aid facilities are located.
If you are injured or become ill on the job, report this to Glen Freiberg, Training Director, or Mark 
Ware, Assistant Director, as soon as possible.

3. How to report unsafe conditions and practices�
If you see something that is unsafe or someone working unsafely, immediately report it to Glen Freiberg, 
Training Director, or Mark Ware, Assistant Director, as soon as possible.

Damaged or broken tools or equipment must be red-tagged and removed from service immediately. Report any 
newly red-tagged items to Juan Torres, Instructor Support and Maintenance. 

4. What to do in an emergency including how to exitthe workplace.
During emergency evacuation of any buildings, employees and trainees will assemble in the parking lot near the
school bus stop at the Kingston facility. All other facilities, employees and trainees will assemble in the parking
lot.

5. Identification of hazardous chemicals used at this location.
• Safe use and emergency actions to take following an accidental exposure.
• We use several chemicals, including solvents and cleaners. You will receive a separate orientation as part

of our Chemical Hazard Communication Program on the hazards of these chemicals before you work with
them or work in an area where they are used.

• Location of the MSDS folder.

6. Use and care of required personal protective equipment (PPE).
Some tasks in �ur facility require an employee or trainee to wear PPE to protect against injury. As an
employee you will be instructed in the appropriate use and care of PPE by a qualified instructor designated
by the training director. Instructional staff may be receiving additional training on PPE use and care as
appropriate to their position.

7. On-the-job training about what you need to know to perform the job safely.
• Before you are first assigned a task, the training director will designate a qualified individual who will show

you what to do along with safety instructions and required PPE.

• We have established safety rules and personal protective equipment (PPE) requirements based upon a
hazard assessment for each task.

• Do not use equipment or attempt to do any of these tasks until you have received the required training and
PPE.



Outdoor Heat Exposure 

Scope: The following requirements are only in effect during the months of May through September each year 
for the following job categories or positions having outdoor heat exposure: 

Maintenance of buildings Maintenance of landscaping Outdoor training activities 

Employees who are exposed to temperatures at or above Table 1 of the regulation will require training in 
Outdoor Heat Exposure. Employees with only incidental exposure are not covered. 

Table 1 

Outdoor Temperature Action Levels 

All other clothing g90

Double-layer woven clothes including coveralls, 77°

jackets and sweatshirts 

Non-breathing clothes including vapor barrier 52°

clothin� or PPE such as chemical resistant suits 

Training: Each year prior to the month of May, all employees working in the categories listed above will be 
provided training on signs and symptoms of outdoor heat exposure and on the company policies to prevent heat
related illness. Outdoor Heat Exposure training is included in new employee orientation. 

Element 2 - Safety Committee (Required for employers with 11 employees or more) 
• 

• 

• 

• 

• 

• 

Our committee will consist of two instructor representatives, two support staff representatives and one 
management representative. 

Employees will elect from among themselves all four representatives to be on the committee. Elections will 
take place annually during the August staff training time period. 

The safety committee members will elect a chairperson . 

The regularly scheduled meeting is the 2nd Tuesday of even numbered months . 

This may be changed by vote of the committee . 

A committee member will be designated each month to keep minutes. Finalized minutes of each meeting 
will be permanently maintained on our intranet "Orange" site for employee review. 

• A committee member will be designated to communicate safety information, policies, etc at each scheduled 
staff meetings. 




















































