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Be alert to all and any deficiencies to safety and promptly report to your safety committee.


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


Follow safety rules applicable to your job and use safety devices and personal protective equipment as required and directed. 


Only authorized employees may operate machines and equipment for which they are qualified. 


Obey all posted warning and or instructional signs. 


Do not use equipment that has been tagged out of order until repairs have been made and the tags have been removed by authorized personnel. 


You are responsible for housekeeping in your work areas and must keep the area clean. 


Do not wear loose frayed clothing, dangling items, finger rings, etc. around moving machinery or other sources of entanglement. 


The access to all fire extinguishers, electrical panel boxes, and exits must be kept clear at all times. Report any blockage to your safety committee. 


Keep flammable liquids only in the proper designated storage area. 


Guards or safety devices are not to be removed, except by authorized personnel, for purpose of making repairs or cleaning must be replaced immediately thereafter. 


The throwing of objects, such as merchandise, tape, tools, etc. is forbidden. 


Smoking is prohibited in all buildings. 


Fire extinguishers are located at designated points in the office and at the community building. The extinguishers are provided for employee protection as well as for the protection of property and equipment. All employees must help take care of this equipment. 


Employees must report any defective, damaged or missing fire protection equipment to a member of the safety committee. 


All aisles and walkways must be kept clear and open for traffic.


Employee entrance exterior office doors are to remain locked at all times. 


Locks to the Office shall be changed every three years. More often if situations warrant.


The interior reception door must remain locked at all times. Guests and clients may only enter upon permission. (permission granted by receptionist or other employee by opening door)


Upon the situation of an angry guest in the lobby, the receptionist shall get assistance from at least one other employee in dealing with client.





THESE RULES ARE NOT MEANT TO BE ALL INCLUSIVE SINCE IN MANY AREAS MORE SPECIFIC RULES ARE NECESSARY FOR A SMOOTH AND SAFE OPERATION. MODIFICATIONS OF THESE RULES MAY BE MADE ANYTIME IT IS DETERMINED NECESSARY FOR THE SAFETY AND WELL BEING OF ALL PERSONNEL.
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