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I. MANAGEMENT RESPONSIBILITY
The management of the Court of Appeals is charged with maintaining a safe and healthful workplace for employees.  To assist in achieving this goal, written safety procedures have been developed and published on the S Drive [WHERE???].  Their aim is to reduce lost time accidents and eliminate hazards within our facilities and workplaces. AGENCY SAFETY COORDINATORS will assist management in developing safe work practices for all operations.  The ACCIDENT PREVENTION PLAN DOCUMENTS shall be accessible to all employees at all times during their scheduled work shift.

A. Chief Judge
The Chief Judge assumes the full and final responsibility for safety and loss control in the agency.  The Chief Judge has the authority to establish policies, issue directives, delegate authority and take whatever other actions are legal and proper in the course of establishing and maintaining a safety and loss control program.  All other agency responsibilities, authority, duties and actions are derived from, delegated by, and subordinate to the Agency Head.

B. Court Administrator/Clerk
The overall responsibility of the Court Administrator/Clerk is to assist the Chief Judge in the implementation of the Court’s safety and loss control program and to attain its goals and objectives.  The Court Administrator/Clerk is responsible for: 

1. Providing leadership by setting the example and taking positive action to increase awareness.

2. Ensuring that State of Georgia and agency policies are known and understood by  employees of the Court.

3. Establishing internal operating and reporting procedures to provide as safe an environment as reasonably possible and to monitor safety.

4. Insisting that corrections when appropriate be made in a timely manner to ensure the safety of staff.
5. Coordinating with the Safety Coordinators for technical assistance, safety and loss control training and information as required.

C. Supervisors

1. Provide leadership by giving daily or frequent safety guidance and by setting the example.

2. Accept no deviation from safe operating procedures and enforce safety and policies.

3. Encourage and promptly recognize employees who perform in a safe manner and establish good safety records.

4. Train all employees on the safe and proper methods of doing their job.

5. Provide remedial training as required.

6. Ensure that equipment is checked as required before, during and after operation.

7. Ensure that employees are properly dressed and equipped for each task, and are able to work.

8. Investigate and report accidents/incidents promptly and thoroughly take corrective action.

9. Provide a thorough safety orientation on job duties, equipment operation and individual employee reporting requirements.

10. Ensure that appropriate accident reporting forms are carried in all vehicles under their control.

11. Follow-up with injured workers to demonstrate to employees that the Agency is not only concerned about their well-being, but also with their obligation to the Agency to return to work as soon as they are physically able.

12. Continually observe personnel on the job to detect unsafe acts and conditions.

D. All Employees

1. Be aware and alert to potential hazards at all times.

2. Know and follow safety rules in general.

3. Set an example for co-workers by knowing, reinforcing, and following safety measures.

4. Request training or guidance if there is doubt as to the correct operating procedures for a particular piece of equipment or operation.

5. Report hazards, safety violations and/or unsafe conditions to supervisors and/or safety coordinators.
6. Notify their supervisor and the Fiscal Office immediately if they are involved in an accident.

7. Attend safety classes/briefings as scheduled.

E. Agency Safety Coordinators
1. Act as a liaison between the Court Clerk/Administgrator and DOAS Risk Management Services staff.

2. Analyze the agency for hazards and coordinate their mediation.

3. Coordinate Safety Committee meetings within the Agency.

4. Assist in establishing job safety and loss control training programs covering general and specific Agency/Divisional needs.

5. Coordinate the distribution of safety material, accident data, etc., to all divisions of the Agency.

6. Serve as advisor to the Court Administrator/Clerk on safety and loss control issues.

F. Safety and Loss Control Office, DOAS Risk Management Services
1. Serve as a resource to agency personnel regarding safety and loss control issues.

2. Assist the agency in organizing and administering a comprehensive and effective Employee Accident Prevention Plan.

3. Develop and/or present safety education and training programs to the Agency.

4. Conduct safety surveys and studies to evaluate needs and make recommendations.

5. Assist with the analysis of accidents and injuries to recommend corrective action.

6. Prepare, analyze and evaluate statistical data to provide information for trends and solutions to work related problems.

II. ANALYSIS

The Agency Safety Coordinators will analyze the effectiveness of the agency’s safety program using various information sources.  These include inspections, audits, hazard reviews and workers’ compensation histories.  The Workers’ Compensation management information system (OASIS) is available to identify and monitor loss exposures.  Workers compensation histories shall be reviewed at least quarterly by the Agency Safety Coordinators.  
III. RECORDKEEPING

All safety program records including employee files, inspections, audits and accident investigation documents will be kept by the Agency Safety Coordinators at 47 Trinity Avenue S.W., Suite 505, Atlanta, GA 30334. 

Retention Schedule

Accident Files
5 years

Inspection Reports
2 years

MSDS files 
30 years

Training Records 
5 years

IV. INSPECTIONS AND AUDITS

Inspections will be utilized to identify hazards within workplaces.  The Agency Safety Coordinators will coordinate or conduct inspections on all facilities and typical job functions at least annually.  Upon completion of an inspection, the Agency Safety Coordinators will suggestive corrective actions as necessary.  Corrective actions will be assigned to responsible staff with suggested deadlines for correction included. Hazards and conditions that are not abated within 90 days will be followed until corrected.

A. Facility Inspections
Agency facilities will be continually inspected by Georgia Building Authority, supervisors, employees, safety personnel or other designated employees.  The purpose of the inspection program is to ensure that facilities are being maintained in accordance with good housekeeping procedures [and conform to the requirements of applicable codes and standards, as listed in the Appendix].

B. Inspections by Supervisors
Supervisors will keep constant vigil over their work areas with the objective of maintaining high standards of safety alertness, neatness, cleanliness and fire prevention.  The supervisor is responsible for alerting any hazard noted to the Fiscal Office who will in turn notify the Georgia Building Authority for inspection, resolution and correction of any deficiencies found.
C. Agency Safety Coordinator Inspections
The Agency Safety Coordinator or his/her representative will conduct a portion of the listed facility inspections at least annually.  The Georgia Building Authority is responsible for periodic inspections of the facility.  The Court of Appeals is responsible for inspective bi-annually of the defibrillators and the first aid kits located on each floor.  The testing of the wireless panic buttons is performed annually.

V. ACCIDENT INVESTIGATION

All accidents are to be reported immediately to appropriate supervisor and the Fiscal Office so that investigations and analyses may be conducted promptly.  All accident reports are to be retained for at least five years.  All accidents include near misses, and those that resulted in an injury, property damage, or a vehicle accident, regardless of their severity.  
A. Incident Reporting
1. Near Misses
Any undesired occurrence that could have caused an occupational injury is to be reported to the employee’s supervisor immediately.  The Agency Safety Coordinators shall also be notified of the near miss.  An incident report will be completed for any near misses within 24 hours of the incident and forwarded to the Fiscal Office.
2. Injuries 

Failure of an employee to report an injury when it happens or by the end of the day in which the accident happened may result in denial of claim benefits and/or administrative discipline.  The Fiscal Office must complete the Georgia First Report of Injury.  Employees who sustain an occupational injury or illness will be compensated in accordance with the State Workers' Compensation Act.  DOAS Risk Management Services employees are available to assist with reporting.

3. Coordination

The Supervisor and the Fiscal Office will coordinate with the Workers Compensation representative to ensure that injury reports are made in a timely manner and return-to-work documents are filed.

B. Motor Vehicle Accidents

1. Reporting

All accidents involving vehicles, including property damages or employee injuries, MUST be reported and investigated in accordance with agency and state policies.  Reportable vehicle accidents include damage to State of Georgia vehicles, whether in transit or parked.  

2. Form - Driver's Report of a Vehicular Accident

Drivers are required to obtain all necessary information regarding other persons, vehicles involved and witnesses before leaving the accident scene.  They are to use accident forms located on the S Drive under Risk Management.  A complete driver's report will be completed no later than 24 hours after the accident occurs.  The driver's handwritten report will be reviewed by the Fiscal Office for accuracy and completeness.  

C. Form - Investigation of a Vehicle Accident
If possible either the supervisor or someone from the Fiscal Office should be notified and go to the scene of the accident immediately.  The Supervisor and or Safety Officers or their representative lends support to the employee and will gather information for the completion of the Supervisor Investigation Report of a Vehicular Accident.  This form should be completed within 24 hours of the accident.  His/her investigation will include:

· A thorough, objective, and systematic investigation and review of all circumstances surrounding the accident.

· Determination of all causes

· Extent of damage to property of others and to the State of Georgia vehicle

· Documenting persons injured and extent of those injuries.

· Obtaining photographs of the accident scene and damage equipment and private property.

· Suggested corrective action.

· Indication of what has been or should be done to prevent similar accidents.

· Prompt notification of appropriate members in the line of authority (i.e., Manager, Assistant Director).

D. Accident Investigations

Upon receipt of an incident report form, the Agency Safety Coordinators shall conduct an investigation to determine the causal factors. Instructions on the form should be followed explicitly.  The supervisor is responsible for correcting, or causing to be corrected, any hazard that is found as a result of the investigation of an accident.  A written report shall be completed that includes all pertinent information and details any corrective actions needed to prevent recurrence of the incident.  All corrective action must be followed up to ensure completion.  

Accident investigation reports and/or workman’s compensation reporting documentation shall not be kept as part of the employee personnel file.  Such documentation will be maintained by the Fiscal Office in a separate file.  The retention period for said documents will be determined in accordance with the State of Georgia approved retention schedule of the agency.  Where necessary, assistance should be requested from the DOAS Safety and Loss Control Office.
VI. TRAINING REQUIREMENTS 

All employees must receive job safety and loss control training.  Managers and supervisors must ensure that job training requirements are met.  The Agency Safety Coordinators will ensure that employees complete their required annual training. reports  Mandatory training is outlined on the S Drive under Court BBS/Court Forms/Safety Training.  It is up to the first-line supervisor to ensure that employees receive appropriate training.  

A. New Employee Orientation

Safety orientation of new employees is a highly effective tool of accident prevention.  Safety orientation creates a lasting impression formed during initial contacts of the new employees with their job, and provides the opportunity to teach new employees the safe way to perform their tasks before they form unsafe work habits.

The Department will be responsible for informing the new employee during orientation of the required safety training as a requirement for completion of the orientation process. The safety orientation must cover safety rules, hazard recognition, and reporting hazardous conditions.  The department will maintain documentation of training courses showing course topic, names of those attending and or participating in online training and the dates such training was completd.
B. Driving on State Business
Before being permitted to drive a vehicle on State of Georgia business, an agency employee is required to complete the following courses in accordance with Do’s & Don’ts of Driving.  Refresher training is required annually.
C. First Aid and Cardiopulmonary Resuscitation (CPR) Course

In the event of an accident or illness, a sufficient number of trained personnel within the Department or within the building must be trained to administer First Aid or CPR.  First aid kits and Defibrillators are located on every floor.

The Agency will coordinate access to training courses for all interested personnel.  Our goal is to have at least two persons on each floor trained in administering First Aid and CPR.

D. Safety Training Courses

The Agency Safety Coordinators will acquire training materials and periodically, at a minimum of every two years, conduct safety training classes, seminars, distribute reports or other documents.  The Coordinator will coordinate classes and other training that might be taught through other State of Georgia agencies or vendors.  The DOAS Safety and Loss Control Office may also develop or provide any other specific safety training.

VII. REVIEW AND REVISION

Periodically, the Agency Safety Coordinators shall initiate a review of the department’s Safety and Loss Control Plan and its associated Procedures and Practices.  Revisions shall be performed as necessary based on analysis of the claim and accident trends, changes in typical job functions or changes in regulations or standards.  
SAFETY COMMITTEE 

The Agency's Safety Committee is another key component to our safety awareness program.  The Safety Committee allows the Agency to take an overall look at safety requirements and to foresee problems that might otherwise cause difficulties.  The Safety Committee is a visible and approachable body for complaints, suggestions, and comments. 

Purposes

1. Assist and advise both management and employees on matters of safety pertaining to everyday operations and to perform essential monitoring, educational, investigative, and evaluative tasks.

2. Stimulate and maintain employee interest and show them that their cooperation is needed to minimize accidents.

3. Make safety activities a function of the department’s operation and an integral part of operating procedures and methods.

4. Provide an opportunity for free discussion of occupational hazards or potential problems and preventive measures.  (Information on unsafe conditions may be obtained from employees by using a suggestion system).

5. Help the Director evaluate safety suggestions.

6. Maintain the full backing of management so that the safety committee may perform its purpose efficiently.

Functions

1. Evaluate reported unsafe conditions and practices.

2. Review and analyze monthly or quarterly accident summaries or logs.

3. Discuss safety policies and recommend their adoption by management.

4. Inform management of current program status regarding goals, experience, training, equipment needs.

5. Review and analyze accident prevention inspection reports.

6. Encourage employees to share in the activities of accident prevention.

7. Familiarize key staff members with safety procedures, techniques.

8. Bring together various viewpoints for discussion.

9. Promote interest in and cooperation for safety among the committee members.

Membership

The safety committee shall be composed of selected department staff members from each floor.  The chairperson of the committee shall be the Agency Safety Coordinators. Members should serve for a year, however; only one or two members should be replaced on a committee at one time to maintain continuity of capability.

Duties

In addition to performing the above listed functions, the safety committee members will appoint Fire Wardens for each perspective office floors.  Fire wardens will become familiar with building evacuation routes, the use of fire suppression devices, and emergency procedures.

Meetings

The safety committee will meet annually or as requested by safety committee members.  The chairperson will notify all members of the meeting date, time, and location; prepare an agenda; and prepare and post minutes of the meetings.

The committee makes recommendations to the Agency Safety Coordinators.  In the implementation and enforcement of procedures the supervisor/safety coordinator must be the direct communicator with the employee.

All committee recommendations should receive careful consideration from the Agency Safety Coordinators.  Each should be answered, whether implemented or not.  Committee agenda should be limited to safety matters and kept to a reasonable time period.

A. POSITION HAZARD ANALYSES

Driver

Office Worker

Messenger

Public Services

B. SAFE WORK PRACTICES 

1. Safe Work Practices

· Driving on State of Georgia business
· Back and Lifting Safety

· Electrical Safety

· Ladder Safety

· Mail Handling

· Materials Handling Equipment

· Non-Routine Tasks

· Office Safety

2. Emergency Management, Warnings, Watches

The agency will participate in, and follow the directives outlined in the State of Georgia Emergency Management plan.  Employees will follow the instructions of the Agency Head and respond to weather warnings/watches, and other warnings.
C. FACILITY INSPECTION LIST AND SCHEDULE

Each Floor and Suite will be inspected annually by the Georgia Building Authority for any hazards.  
D. SAFETY FORMS 

1. Incident Report (Near Miss)
2. Accident Reporting

3. Georgia First Report of Injury
4. Accident Investigation

5. Drivers Report of a Motor Vehicle Accident

6. Supervisor’s Investigation of a Vehicular Accident
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