

















Chapter 2

A.

Responsibilities

Responsibilities — Management

Every county official and department head has the responsibility to provide a safe and healthy work
environment for the employees they supervise. Throughout this manual specific responsibilities are
directed toward the department head. However, the responsibility may be delegated to another county
employee, but the accountability will rest with the department head.

THe term “management” is defined as meaning an official or department head with responsibility for the

office or department and having supervisory authority of employees. Management delegates the
responsibility for developing and implementing an effective and efficient safety and health program to the

County Safety Committee with assistance from all officials and department heads.

The Safety Committee shall be established in accordance with Neb. Rev. Stat. 48-433 to 48447, as
amended, and the Nebraska Department of Labor Workplace Safety Consultation Program regulations,
Title 230, Chapter 7. The Safety Committee serves primarily in an advisory capacity; management
retains full authority and accountability for this policy.

. Responsibilities - Employees

It is the responsibility of every county employee to comply with the safety and health guidelines in this
manual and written or oral directives that may be provided prior to beginning a job or while on the job.

You are encouraged to actively participate in the county safety and heaith program by:
Using common sense on every job;

Following the safety and health guidelines of this manual;

Complying with directions of supervisory personnel;

Aftending and actively participating in training sessions;

Offering safety and health suggestions;

Reporting “near hits,” new hazards and unsafe acts; ‘
Reporting all personal injuries and damage to equipment, vehicles or county property;
Reporting unsafe equipment, vehicles or machinery.
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The life you save or the injury you prevent may be your own.

County Safety Committee-

The primary responsibilities and functions of the County Safety Committee are as follows:
s Implement the written injury prevention program developed by management, or develop its own

written injury prevention program for approval by management;
¢ Ensure the written program is a clear, concise set of safety and health guidelines that address the

known occupational hazards developed from a Job Safety Analysis. This program is to be followed

by all county employees;
s Continue expanding this program by developing a workplace injury prevention program and updating

the program on a continuing basis;
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Assist in implementing and updating Job Safety Analysis of known hazards;

Assist in developing the Emergency Plan and conducting annual drills;

Investigate each incident which has or could have caused an occupational injury, injuries occurring in
or on county property, damage to county property, damage to personal property by a county
operation, or liability to the county;

Make written suggestions, based on the findings of the investigation, to the proper county authority to
eliminate the recurrence of such an event or a reduction of the exposure;

Conduct semiannual safety and health audits of all county facilities and submit written reports of the
findings to the responsible official or department head with suggestions for correcting any
deficiencies; .

Assist management in setting up and conducting safety and health training programs;

Use outside safety and health resources whenever possible, whenever needed and available;
Maintain training records; \
Assist each office or department in developing regular safety meetings in addition to those meetings
that may be otherwise required by law (Refer to Training in Chapter 3);

Designate a subcommittee responsible for reviewing and updating this safety manual;

Address employee concems in the area of safety and health, and respond in writing to all concerns
submitted; ‘

Conduct a performance evaluation of the committee annually to evaluate its effectiveness and the
efficiency of the program; )

Provide management with written reports on all its activities and with suggestions for improvement in
any area found deficient; and,

Conduct a minimum of four committee meetings annually.

. Non-Compliance

A county employee found in non-compliance with one or more of the requirefnents of this safety manual
may be subject to appropriate disciplinary action as follows: ’

First Level — Verbal reprimand, documented with suggestions to prevent reoccurrence.

Second Level — Written reprimand, documented with suggestions for improvement, including how
the supervisor may provide assistance to the offending employee. This type of reprimand could
impose up to three (3) days off without pay.

Third Level - Formal Corrective Action Meeting. A Job Performance report will be made a part of
this meeting and corrective action, including time off without pay or termination, will be part of the
conclusion of the meeting. '

NOTE: This three tier approach to disciplinary action shouid not.conflict with any similar disciplinary
action addressed in the county’s Personnel Manual.
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- Acknowledgment

This is to acknowledge that on : , 20 , lwas

issued the Dakota County Safety Manual. | understand it is my responsibility to comply with all
county directives, including the safety procedures outlined in this manual, and that failure to

comply will result in corrective action.

Print Name:

Signature:

County Department/Position:

Date: , 20




