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Introduction
Safety is a priority at Biola and the University makes every attempt
to provide a safe work environment for its staff, faculty and student
employees. Every employee plays a vital part in the overall
occupational safety program.
As an employee, you are required to read and understand this
Safety Awareness Guidebook. This booklet is a basic safety guide
and does not address all possible safety hazards that may be
present in your work area. Also, this booklet is not meant to fulfill
the need for complete training for all jobs or job functions.
Depending on your job, the hazards around you and the tools you
may use will determine the amount of safety training you will need.
Your department supervisor is responsible for any specific or
hands-on training needed for your exact job function.
You are responsible for maintaining the proper safe attitude and to
follow safety guidelines at all times.

Ultimately, your safety and the safety of those around
you depends on you and your actions.

Emergency Contact Information
Campus Safety – (562) 777-4000 or ext. 5111
When reporting on campus medical emergencies, fire, active shooter,
suspicious activity, environmental hazards, etc.
Note: On campus emergency personnel are available 24/7.
The Biola Student Health Center – (562) 903-4841 or ext. 4841
For reporting or treating a non-life threating work-related injury/ illness.
Note: The Health Center hours of operation may vary depending on the time
of year. If the Student Health Center is closed, call Campus Safety for first
aid services.
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Occupational Safety
In case of potentially unsafe work conditions or equipment.
Contact the Occupational Safety Specialist in the Human Resources
Department – (562) 944-0351 ext. 5206 or email to:
occupational.safety@biola.edu or contact the Human Resources
Department – (562) 903-4757 0r ext. 4757
Note: Safety Suggestion/ Safety Hazard Forms are available on the My
Biola website and may be submitted anonymously at: http://forms.biola.edu

Work Related Injuries, Illnesses and Workers’
Compensation
Reporting a Work Related Injury/Illness
Employees should report all work-related injuries/illnesses and accidents
immediately to their supervisors, no matter how minor.
If a serious medical condition arises on campus, the paramedics are to be
contacted via Campus Safety at extension 5111. To contact Campus
Safety via cell phone during a medical emergency call (562) 777-4000.
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Campus Safety officers will contact and direct emergency personnel.
Paramedics should not be contacted directly unless Campus Safety
cannot be reached or the victim is off campus.
For minor work related medical issues, go to the Student Health Center.
Workers’ Compensation
Workers’ compensation guarantees prompt benefits to employees injured
on the job. Injuries caused by the job or the job environment should be
covered – everything from minor injuries to serious accidents. Also, jobrelated illnesses should be covered. The key is whether your work, or your
work environment caused the injury or illness. (Common colds and flu
type illnesses are not covered under workers’ compensation.)
Note: Workers’ compensation fraud is a felony.
“Any person who makes or causes to be made any knowing false or fraudulent
statement or material representation for the purpose of obtaining or denying of a
workers’ compensation benefits or payments is guilty of a felony and may be punished
by imprisonment in the county jail for one year, or in state prison for up to five years,
and/or fined up to $150,000 or double the value of the fraud (whichever is greater),
and ordered to pay restitution for any medical evaluation or treatment. (LC 1871.4)”

Injury/Illness Prevention Program
The purpose of the Injury/Illness Prevention Program is to analyze work
areas for hazards such as:
Ø Exposure to hazardous materials.
Ø Mechanical equipment.
Ø Repetitive motion injuries or repeated injuries.
Based on the result of the analysis, guidelines are established to prevent
and minimize dangers.

California Posting Requirements
Biola as an employer in the State of California is required to post certain
information for its employees. These postings can be found on the middle
floor of Metzger Hall, the Facilities Services break room, the main
employee break room of the Rancho Campus and in the Professional
Building.
Ø Your rights as an employee.
Ø Workers’ compensation information.
Ø The Medical Providers Network (MPN) information.
Ø Workers’ compensation insurance carrier information.
Ø A copy of the OSHA 30o form injury/illness summary.
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Emergency Procedures
In Case of Fire
If you discover a fire or see smoke, call Campus Safety at ext. 5111 0r (562)
777-4000 or dial 911 from a cell phone.

Do:
ü
ü
ü
ü
ü

Pull the fire alarm and call Campus Safety.
Evacuate the building.
If you are the last person out, close the door behind you (Do not
lock the door).
Help evacuate any persons with disabilities.
Follow all manufacturer instructions on the label of the fire
extinguisher.

Do Not:
v
v
v
v

Attempt to fight a fire larger than a waste paper basket.
Fight a fire that is between you and the exit.
Use a portable fire extinguisher without proper training.
Continue to fight a fire that is not immediately extinguished.

Emergency Evacuation
A building evacuation will occur when an alarm is sounded or when
notified by Campus Safety. When the alarm is sounded:

Do:
ü
ü

Walk quickly and safely to the nearest marked exit or stairwell.
Assist people with disabilities or special needs.
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Stay at least 100’ away from the affected structure, stay out of
the way of emergency equipment and personnel.
ü Move to your designated evacuation area or stay with your
group/department.
ü Wait for further instructions from Campus Safety or emergency
personnel.
Do Not:
v Ignore an alarm.
v Use elevators.
v Return to the building unless directed by Campus Safety or
emergency response personnel.
ü

Earthquakes
Southern California is known as an active seismic region. Being prepared
can make a significant difference in how we respond to such an event.
In case of a seismic event:
Ø Drop to the floor or ground and cover your head and neck with
both hands and arms.
Ø If you are in a hallway drop against an interior wall and cover
with both hands and arms.
Ø If you are near a sturdy desk or table get under it and cover with
both hands and arms. If the desk or table is not attached to a
wall, hold on to the leg of the table and cover your head with
your other hand and arm.
Ø Never exit a building during the shaking.
Ø Do not use elevators during or after the event until inspected.
Ø Assist anyone who is disabled or injured. Do not move a victim
with possible neck or back injuries unless they are in immediate
danger.
Ø If you are outside try to get away from buildings, overhead
power lines, trees and light poles.
Ø If there is visible damage do not re-enter a building.
Ø Be prepared for aftershocks.

General Workplace Safety
Both you and your supervisor are responsible for reporting any unsafe
conditions or practices, including near misses.
To prevent unsafe conditions from becoming accidents, inspect your work
area at the beginning of your shift. Correct hazards if possible, if not,
tagout any equipment and notify your supervisor immediately.
Hazards that pose an immediate danger to life, health and/or property
must receive immediate attention.
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In case of hazardous conditions:
1. Remove yourself and others from the hazardous area.
2. Keep everyone out of the hazardous area from a safe distance
until your supervisor or Campus Safety releases you.
3. Follow all appropriate safety procedures.
4. Eliminate or control the hazard if it is within your
knowledge/training to do so safely.
5. If you are not sure how to safely control or eliminate the hazard
wait for help.
Any unsafe or unhealthy condition should be corrected within a
reasonable time frame appropriate to the current circumstances and the
university’s corrective action process.
Note: Neither management nor supervisors shall penalize any employees
for reporting an unsafe conditions and/or practices.
Reporting unsafe conditions and/or practices can be done anonymously
on the “My Biola” website.
Instructions: Login to My Biola and go to the “Employee” tab. Go to the
bottom-center of the page to “Employee Forms”, search “Safety
Suggestion Form”. Once completed, click the “Submit Form” button at
the bottom of the form. Your contact information is optional.

Slips, Trips, and Falls
While slips, trips and falls may not get as much attention as other
workplace injuries; they cause more accidents than electric currents, fires,
burns, and poisons combined. Falls typically account for 12 percent of all
workplace fatalities each year and cause 20 percent of disabling injuries.

Do:
ü
ü
ü
ü
ü
ü
ü
ü
ü

Pay attention to your surroundings.
Be aware of possible hazards ahead of you while walking.
Immediately correct or report hazards.
Take short steps when crossing or walking on a slippery or wet
surface.
Wear the correct shoes when working in wet conditions.
Immediately address or cleanup any spills.
Keep drawers closed when not in use.
Call Facilities Services to report uneven carpet, mats and
concrete.
Hold on to the handrail when using stairs.
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ü Keep your work area free of clutter and obstacles at all times.
Do Not:
v
v
v
v
v
v
v
v

Stand on chairs, boxes, tables or other such items to reach high
objects.
Run or move faster than conditions safely allow.
Engage in horseplay.
Carry oversized or overweight loads when using the stairs.
Route extension cords across walkways.
Text or talk on the phone while walking.
Leave spilled liquids on the floor, no matter how small the
amount.
Attempt to climb over any fence or railings.

Ladders
When in a hurry we are sometimes tempted to climb on a chair, box, table
or anything handy to get the job done. A common cause of a fall is the use
of a substitute for a ladder or using a ladder incorrectly. Most ladder
accidents are preventable. You must have the proper ladder for the
correct use.

Do:
ü
ü
ü
ü
ü
ü
ü
ü
ü
ü
ü

Select the proper type and height of ladder for the job.
Always inspect the ladder in accordance with all manufacturers
specifications before use.
Face the ladder when climbing and working.
Keep ladder rungs clean and free of grease, oil, dirt and mud.
Use the three-point body contact by keeping hands and one
foot or both feet and one hand on the ladder at all times.
Use the ladder on flat stable ground.
Lock “A” frame ladders into place before climbing.
Secure the top of an extension ladder if stability is questionable.
Lock wheels when using a rolling type ladder.
Allow only one person on the ladder at a time.
Use the 4 to 1 rule when setting up extension ladders; for every
four feet of ladder height the footpads of the ladder must be
one foot out away from vertical.

Do Not:
v
v
v
v

Use a ladder that is damaged or missing parts.
Stand on the top two rungs of any ladder.
Use a metal ladder for any type of electrical work.
Use a portable ladder that extends less than three feet above
the upper landing surface.
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v
v
v
v
v
v
v

Try to “walk” a ladder by rocking it. Always climb down the
ladder and move it.
Place a ladder at a blind corner or doorway without blocking off
the area and posting signs.
Move a rolling ladder while someone is on it.
Place a ladder on boxes, drums, pails, concrete blocks or other
unstable bases.
Use a ladder as a horizontal platform or scaffolding unless
designed to do so.
Tie or fasten two ladders together to make one taller.
Under any circumstances substitute a bucket, box, table or chair
for a ladder.

Working at Heights
Working at heights of four feet or more, on platforms or roofs without
guardrails may require personal fall protection. If you are unsure of your
need for fall protection, consult your job supervisor before proceeding.

Do:
ü
ü

ü
ü
ü
ü

Use fall protection equipment when working on a roof at
heights of four feet within six feet of an unguarded edge.
Wear fall protection when moving or using a platform, boom or
bucket type lift. Stay inside of the bucket or guardrails of a high
reach or other aerial lift.
Know your fall distances and select proper equipment to meet
the fall clearance.
Make sure that your tie-off points are properly rated and that
you have been trained to use the fall arrest system in place.
Make sure you can stand on flooring or roofing that will safely
support you and any weight placed upon it.
Inspect all fall protection equipment before every use.

Do Not:
v
v

Climb trees, poles or other freestanding structures without the
proper fall protection training and equipment.
Reuse fall protection equipment after a fall.

General Office Safety
Working in an office may seem safe enough for the most part, but there
are items and/ or events that can cause injuries.
Ø Keep your work area clean and clear of clutter, not only on top
but also under the workstation.
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Ø
Ø
Ø
Ø
Ø

Ø

Ø
Ø

Place your computer monitor(s) approximately an arms reach
away and centered with the keyboard.
Lean back into the chair for lumbar and upper back support.
Do not tuck your legs under the chair.
The top quarter of the monitor should be approximately
eyelevel.
Reduce eyestrain. For every 30 minutes of eye straining
computer work look away at an object about 20 feet away for
about 20 seconds.
Reduce glare by closing blinds in front or behind your monitor
and keep the screen about the same brightness and contrast as
the office environment.
Keep your keyboard and mouse within easy reach. Never rest
your wrist or forearms while typing or mousing.
Take frequent short breaks or vary your task to relieve stressed
muscles.

Ergonomics
Ergonomics is the science of preventing injuries that result from the way
we use our bodies to perform the work. When you move, you put stresses
and forces on your body. Practicing good ergonomics can reduce these
stresses and make lifting, carrying and reaching easier and safer.
Keep Everything Within Reach
Keep your tools, parts, desk phone, keyboard and mouse within easy
reach, also known as the Green Zone (elbows are comfortably at your
side) or Yellow Zone (elbows no more than six inches away from your
side). Long reaches (known as the Red Zone, when your elbows are
greater than six inches away from your side) can cause you to twist, bend
and strain, which in turn makes work more difficult. When you are in the
Red Zone, your body can experience forces of 50 to 1. So grabbing
something in the Red Zone that weighs 10 pounds could put 500 pounds
of force on your back.

Workstation ergonomics
leverage zones
RED ZONE
DANGER

YELLOW ZONE
AT-RISK

GREEN ZONE
SAFETY
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â Elbows are placed close to your body.

GREEN ZONE | SAFETY

â Pivot point is your elbow.
â Less force is needed to lift, because weight is closer to
your body.

Working at Proper Workstation Heights
A mismatch in height between you and your work may lead to poor
posture and unnecessary stress. If possible, work should be done at elbow
height (maintaining arms in the Green Zone) whether sitting or standing.
Reduce Excessive Forces
Anything you can do to minimize the exertion required to do the task will
make the work more user friendly. Excessive forces can burden muscles,
creating a potential for fatigue and injury. Ergonomic tools are made to
reduce the force stress on the muscles. If you have the tools, use them.
Minimize Fatigue
Fatigue can be minimized in several ways:
Ø Stretch before lifting.
Ø Avoid repetitive motions.
Ø Change or rotate your task.
Ø Get help when things are too much for one person.
Ø Take micro breaks, stand up and stretch.
Minimize Direct Pressure
Direct pressure or “contact stress” is a common issue in some work areas.
Resting your wrist while typing or mousing can inhibit nerve function and
blood flow. Resting the palm of the hand is acceptable when not typing
on the keyboard or using the mouse.
Provide Clearance and Access
It is important for you to have both adequate workspace and easy access
to the things you need to perform your job.
Maintain a Comfortable and Organized Work Area
Create safe conditions that enhance your ability to get the job done.
Make organizational improvements in your work area. Anticipate, think
ahead and prepare.

Lifting
Safe lifting is always important – but it is critical when lifting is a part of
your normal job function. Safe lifting means keeping your back aligned
while you lift, maintaining your center of balance, and letting the strong
muscles in your legs do the actual lifting.
Before you lift anything, think about what you are about to lift. Ask
yourself:
Ø “Can I lift it alone?”
12

Ø
Ø
Ø

“Do I need mechanical help, such as a hand dolly?”
“Is the load too awkward for one person to handle?”
“ Is the path I need to take clear of obstacles and clutter?”

The Safe Way to Lift
1. Check the weight of the item before lifting.
2. Tuck your pelvis by tightening your stomach muscles.
3. Bend your knees instead of your waist. This helps you keep
your center of balance.
4. Hug the load. Try to hold the object as close to your body as
possible.
5. Avoid twisting. Twisting can cause your spine to lose strength
and overload the muscles, which could lead to serious injury.

Electrical Safety
We use electricity in almost every aspect of our daily lives, both here at
Biola and at home. Properly used electricity is safe and convenient. Not
properly used and that convenience can become deadly. Avoid electrical
shocks by doing the following:
Stay away, keep others away and notify your supervisor when any of the
following occurs with electrically powered equipment:
Ø Tingling sensation upon contact with the equipment.
Ø Sparks and/ or flashes.
Ø Crackling noises.
Ø Burning, smoking or a hot-wiring smell.
Ø Blown fuse or tripped breaker.

Do:
ü

ü
ü
ü
ü
ü

Only use extension cords for temporary situations, and do not
place them beneath rugs, in doorways, or any other place where
they can become damaged.
Use cords and equipment that are in good condition, with no
cuts, loose wires, damaged insulation or broken plugs.
Use a Ground Fault Circuit Interrupter device (GFCI cord or
protected circuit) outside or in possible wet conditions.
Test the GFCI device before use.
Keep clear of exposed energized parts.
Report any electrical problems promptly.

Do Not:
v
v

Leave electrical panel doors or covers off or open.
Use electrical equipment in wet or damp locations unless the
equipment is designed for those conditions.
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v
v

Make any electrical repairs or alterations unless you are
qualified and authorized to do so.
Overload a circuit by operating too many pieces of equipment.

Hazard Communication
The Hazard Communication Standard, commonly referred to as HazCom,
or the “Right-to-Know law” was developed by OSHA to help prevent
accidents and injuries from hazardous materials. If you are asked to use a
hazardous material in the course of your job duties, you have the right to
know what hazards are associated with the material and how to protect
yourself.
If you are required to handle hazardous materials you should be properly
trained in the safe use of the material and have read a Safety Data Sheet
(SDS) on the material before use. You should also be familiar with the
university’s written Hazard Communication Plan.
Product Safety Information
Information is key to knowing what are the hazards on the material you
are about to handle and how to protect yourself. Your first defense is to
read the label and the Safety Data Sheet of any new product or chemical
you are about to use.
Labels
Labels are the quickest source of safety information. Always read the
label warnings on any product before use. If you are unsure of the proper
way to use the material or how to protect yourself, contact your
supervisor. Use all products in accordance with the manufacturer’s
instructions. Never use an unlabeled product. If you find a product
container that is damaged, unlabeled or the label is unreadable, notify
your supervisor immediately. Never mix chemicals without knowing the
consequence or without authorization.
Labels minimally must provide:
Ø The name, address and phone number of the manufacturer or
importer.
Ø The Product Identifier.
Ø A GHS Signal Word.
Ø Hazard statement(s).
Ø Precautionary statement(s).
Ø Pictogram(s).
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GHS Pictogram Definitions

Safety Data Sheets (SDS)
You are required to read and understand the product Safety Data Sheet
before handling any hazardous material for the first time.
Safety Data Sheets are available at anytime from your supervisor or the
Occupational Safety Specialist in the HR Department. You must know the
hazards of the material, the appropriate use, and the proper protective
equipment. You should also know the signs of overexposure to the
particular chemical you are handling or that is being used around you.
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With the new Globally Harmonized System (GHS), the information in the
Safety Data Sheet should be presented using the 16 section headings in
the order given below:
Section 1. Identification
Section 2. Hazard(s) identification
Section 3. Composition/information on ingredients
Section 4. First-aid measures
Section 5. Fire-fighting measures
Section 6. Accidental release measures
Section 7. Handling and storage
Section 8. Exposure controls/personal protection
Section 9. Physical and chemical properties
Section 10. Stability and reactivity
Section 11. Toxicological information
Section 12. Ecological information
Section 13. Disposal considerations
Section 14. Transport information
Section 15. Regulatory information
Section 16. Other information

Personal Protective Equipment (PPE)
Personal protective equipment covers a broad category of equipment
that encompasses eye, face, head, foot, respiratory, and hearing
protection. While OSHA has standards that regulate PPE, it is always best
to discuss PPE needs for each job with your supervisor before starting a
dangerous task.
Eye Injuries
Employees working with equipment or in locations where there is a risk of
eye injuries from flying particles, hazardous chemicals or injurious light
rays should be protected by means of eye or face protection.
Eye Protection
You can guard against eye injury by making sure you are wearing the
appropriate protective eyewear for the particular hazard in your area.
Protective eyewear must be carefully selected, fitted and used. Do NOT
rely on regular glasses or contact lenses to protect your eyes. Eye
protection must minimally meet the ANSI Z87.1 safety standard.
Common Eye Hazards
Ø Flying particles from blowers, sand blasting, trimming,
grinding, sawing, chipping, etching and other machines or hand
tools.
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Ø
Ø
Ø

Sparks from welding, soldering or cutting.
Fumes and splashes from molten materials, chemicals, and
paint.
Harmful light rays (radiation) from arc and electrical welding,
acetylene torches and lasers.

Types of Eye Protection
Safety Glasses
Ø Look like normal glasses, but have impact-resistant lenses.
Ø Have extra-strong frames.
Ø Must have permanently attached side shields.
Ø May have tinted lenses for added protection.
Safety Goggles
Ø Have impact-resistant lenses.
Ø Protect against hazards from many directions.
Ø May have indirect ventilation to protect from splashes.
Face Shields
Ø Face shields are not to be used alone for the protection of eyes.
Ø For hazardous liquids, face shields MUST be used in conjunction
with safety goggles.
Ø For possible high-impact flying particles you MUST use safety
glasses along with a face shield.
Hand Protection
Hand injuries can be avoided by following correct safety procedures and
by wearing the correct personal protective equipment (PPE).
When using gloves as a means of hand protection, make sure the gloves
fit correctly and are comfortable to wear. More importantly, there are
many styles and types of work gloves to choose from, so make sure the
gloves are the correct type for the job. In some cases, using the wrong
gloves may be more harmful than using no gloves. Always follow the
manufacturer’s recommendations and directions.
Types of Gloves
Ø Disposable surgical type gloves, which are usually made of
lightweight latex vinyl, PVC, or nitrile, can guard against mild
irritants, accidental contact of bodily fluids and general nonhazardous materials.
Ø Fabric type gloves are made of cotton or fabric blends and are
generally used to improve your grip. They may also help insulate
your hands from mild heat or cold.
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Ø

Ø

Ø

Ø

Leather type gloves are used to guard against injuries from
sparks or scraping against rough surfaces. They are also used in
combination with an insulated liner when working with
electricity. Note: Insulated gloves are marked on the cuff
indicating the maximum use voltage.
Rubber type gloves are made of rubber, neoprene, poly vinyl
alcohol, or vinyl. These type of gloves help protect hands from
corrosives such as acids and alkaline materials. Certain types of
these gloves may be effective in minimizing exposure to some
solvents. (Always check the manufacturers recommendations).
Metal mesh gloves are used to protect your hands from
accidental cuts. Persons working with sharp knives, cutting
tools or sharp instruments most often use this type of glove.
Aluminized gloves are made of aluminized fabric and are
designed to insulate your hands from intense heat. This type of
glove is used for working with molten materials.

Hearing Protection
Hearing loss can be so subtle that often we don’t realize our impairment
until it is too late. Repeated exposure to too much noise can result in
gradual hearing loss. OSHA has established a limit for noise exposure of
85 decibels (dBAs) in an 8-hour work shift.
Stationary work areas can be measured with instrumentation, but you
cannot always know how high the exposure may be when using portable
power tools such as blowers, saws, etc. The distance to the noise source
also matters, as the closer you are to the source the higher the decibels.
Examples of noise levels:
Ø A Quiet Room = 34 dB
Ø Normal Conversation = 60 dB
Ø Car Traffic = 75 dB
Ø Wood Sanding = 85 dB (OSHA requires hearing protection for
an 8-hour exposure of 85 dB or above.)
Ø Woodworking Tools = 100 dB
Ø Gas powered weed whacker = 100 – 105 dB
Ø Gas powered Leaf Blowers = 100 -110 dB
Ø Power Saw = 110 dB
Ø Jackhammer = 120 dB
Ø Jet = 130 dB
Note: Anytime you see a sign posted saying; “Hearing Protection Required
Beyond this Point” you must wear the appropriate hearing protection before
entering the area. You should always wear some type of hearing protection
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when working with any loud power tools or in an excessively loud
environment.
Types of Hearing Protection
Ø Ear Muffs - These devices fit against the head and enclose the
entire external ears. The inside of the muff cup is lined with
acoustic foam, which can reduce noise, by as much as 15 to 30
decibels. Earmuffs are often used in conjunction with earplugs
to protect the employee from extremely loud noises, usually at
or above 105 decibels.
Ø Ear Plugs - Preformed earplugs come in different sizes to fit
different sizes of ear canals. Formable or foam earplugs, if
placed in the ear correctly, will expand to fill the ear canal and
seal against the walls.
Head Protection
Head injuries may not be the most common injury, but they can be one of
the most devastating. One serious blow to the head can leave an
otherwise strong and healthy person permanently brain-damaged or
disabled for life.
Types of Head Protection
Ø Hard hats are made of rigid, impact-resistant, non-flammable
material such as fiberglass and thermoplastics.
o Full-brimmed protects against blows to the entire
head, neck and shoulders.
o Visor type (front-brim) does not protect the sides of
the head or the neck and shoulders.
Ø Bump caps do not protect against blows to the head or other
serious impacts such as falling objects. Made of lightweight
plastic, these guard against minor bumps.
Respiratory Protection
Respirators are an effective method of protection against airborne
hazards when properly selected and worn. However, if a respirator is used
improperly or not kept clean, the respirator itself can become a hazard to
the worker. Sometimes, workers may wear respirators to avoid exposures
to hazards, even if the amount of hazardous substance does not exceed
the limits set by OSHA standards. If your supervisor provides respirators
for your voluntary use, or if you provide your own respirator, you need to
take certain precautions to be sure that the respirator itself does not
present a hazard.
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You should do the following:
1. Read and follow all instructions provided by the manufacturer
on use, maintenance, cleaning and care, and warnings regarding
the respirators limitations.
2. Choose respirators certified for use to protect against the
contaminant of concern. NIOSH, the National Institute for
Occupational Safety and Health of the U.S. Department of
Health and Human Services, certifies respirators. A label or
statement of certification should appear on the respirator or
respirator packaging. It will tell you what the respirator is
designed for and how much it will protect you.
3. Do not wear your respirator into atmospheres that containing
contaminants for which your respirator is not designed to
protect against. For example, a respirator designed to filter dust
particles will not protect you against gases, vapors, or very small
solid particles of fumes or smoke.
4. Properly store your respirator in a sealed container when not in
use and keep track of your respirator so that you do not
mistakenly use someone else's respirator.
Note: No employee shall wear a respirator unless authorized to do so by his
or her manager/supervisor and only after appropriate training, medical
surveillance and fit testing has been received. Improper type or incorrect use
of a respirator may be hazardous to your health.

Vehicle Operation
When operating a vehicle on campus, whether it is owned by Biola
University or not you must abide by all on campus driving rules.
When operating a Biola vehicle off campus you must abide by all federal,
state and local traffic laws.
All crashes/accidents, regardless of severity, should be reported to the
employee’s supervisor and the Risk Manager as soon as possible after the
incident. Any injuries to an employee must be reported to occupational
safety in the Human Resources Department as soon as possible.
Vehicle Tips:
Ø Check the vehicle condition before starting.
Ø Always reduce your vehicle speed during inclement weather or
when road conditions are poor.
Ø Use safety devices, i.e. seatbelts.
Ø Drive defensively; never assume the other person sees you.
Ø Stay alert and be safe.
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Cars, Trucks and Busses
All Biola owned vehicles operated on campus are subject to the traffic
policies outlined in the Campus Safety Vehicle Codes.
All Biola owned vehicles operated off campus are subject to State Vehicle
Codes, and Federal Department of Transportation Regulations. Also
vehicles may be subject to other regulations/ rules as prescribed by the
controlling university department.
Any employee operating a Biola owned vehicle must have a current valid
driver license.
Any employee operating a Biola owned vehicle that requires a
Commercial Driver License (CDL) must have a current and correct license
as required by the California Department of Motor Vehicles (DMV) and
meet all requirements of the Federal Department of Transportation
(DOT) regulations for that Commercial License.
Do not text, talk on the phone, or the radio while driving any Biola
vehicle on or off campus. If you need to communicate with a coworker or
your supervisor, pull safely to the side of the road before calling or
responding.
Carts, Electric Utility
DO NOT operate an electric cart on Biola property without proper
training.
Mishandled electric carts can cause serious injuries and property damage.
Any employee, including, staff, faculty or student worker must complete a
cart safety training program, and be authorized to operate a cart on Biola’s
campus. Cart training and certification is available through Biola’s Facilities
Services Department ext. 4898.
Your department is responsible for any damage caused to the cart or Biola
University property.
If you are operating a Biola owned (golf) cart on campus you must abide
by all “Cart Rules” which include, campus “Approved Cart Paths”, “Closed
to Through Traffic” restrictions and “Cart Restricted” areas.
See the map below for rules and restrictions. Copies can be obtained from
Biola’s Facilities Services.
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Other Safety Programs
Lockout/Tagout Controlling Hazardous Energy
Lockout is the use of a special lock system to prevent power (energy)
from being turned on during equipment maintenance or repair. This
energy could be electrical, hydraulic, compressed air or spring loaded.
Tagout is the use of a special tag to warn other workers not to energize or
start equipment.
Follow these guidelines:
Ø Never use lockout/tagout unless you have been trained in the
proper procedures and have knowledge of the equipment.
Ø Never remove a lock or a tag without authorization.
Ø Never attempt to operate any machine or equipment that has
been locked or tagged.
Ø Stay clear of locked or tagged machinery or equipment until the
lock or tag is removed.
Ø After a lock or tag is removed make sure all safety guards are
back in place and all tools are removed from the machinery
before operating the equipment.
Confined Space Entry
Confined spaces can be highly dangerous areas.
The hazards are most often invisible, can be odorless, very fast acting and
difficult to escape. Common types of confined spaces are sewers,
manholes, underground vaults, trenches, bins, crawl spaces, storage
tanks and pipelines. If you are not sure if it is a confined space, ask your
supervisor before you enter.
A confined space:
Ø Has a limited or restricted means of entry and/or exit;
Ø Is not intended to be occupied by human beings on a regular
basis;
Ø Has poor ventilation, a lack of oxygen or could be contaminated
by a hazardous vapor;
Ø Is large enough and so shaped or configured that the employee
can enter and perform assigned task(s).
If your job requires you to enter a confined space, you must receive
training and be authorized prior to entering. Always have a qualified
person test the space for a safe environment before entering. Even if you
are trained and the test shows the space as non-permitted, never enter
the space without a trained co-worker standing-by outside the space.
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IMPORTANT NOTICE:
Never enter a “permitted confined space” without a written
authorization permit, stand-by personnel with emergency
communication equipment and a rescue plan. DO NOT, under any
circumstances, attempt to rescue someone from a confined space
without the proper training, equipment, and emergency back-up
personnel.
Heat Stress
Heat stress can lead to a life-threatening medical condition called,
“Heat Stroke”.
o

Working in temperatures as low as 85 F during humid weather can cause
body fluid lost through sweating which may lead to dehydration and
overheating of the body. Unchecked, a person's temperature may rise to
a deadly 105º F.
Warning signs of heat stroke
Ø An extremely high body temperature
Ø Red, hot, and dry skin (no sweating)
Ø Constricted pupils
Ø Rapid, strong pulse
Ø Throbbing headache
Ø Dizziness
Ø Nausea
Ø Confusion
Ø Fainting
Ø Unconsciousness
Response to heat stroke
Get immediate medical attention!
ü Move the person to a cool shaded area
ü Soak clothing with cool water
ü Fan the body vigorously to cool
ü Never leave a person with the above warning signs unattended
Controlling heat exposure
Because everyone is different, it is important to pay attention to how you
are feeling every time you are working in hot conditions. Be mindful of air
temperature, humidity and sun exposure.
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Use intermittent rest periods.
Be sure to have plenty of cool water available.
Drink small quantities of water frequently.
Use the buddy system when working or exercising outdoors in hot
and humid weather.
Ø Pace yourself.
Ø Use cool recovery or shaded rest areas when working in direct sun.
Ø Wear light, loose-fitting, breathable clothing.
Ø
Ø
Ø
Ø

Bloodborne Pathogens
Depending on your department and job duties, there may be the
possibility of exposure to a bloodborne pathogen.
Bloodborne pathogens are infectious microorganisms present in blood or
in other bodily fluids that may be contaminated with blood. Hepatitis B is
the most common of all Bloodborne Pathogens. An estimated 1.25
million Americans are chronically infected with the Hepatitis B virus.
Other dangerous pathogens include: Hepatitis A, C, and D. The most well
known pathogens are AIDs and HIV.
Jobs at risk are:
Ø Nurses.
Ø Plumbers.
Ø Custodians.
Ø First Responders (Campus Safety).
Ø Athletic Trainers.
Ø Laundry Workers.
Ø Bio-waste Management.
How to protect yourself:
Ø Review your department’s Exposure Control Plan (ECP).
Ø Take universal precautions.
Ø If you have not had the hepatitis B vaccine ask your supervisor for
more details.
Ø Follow any departmental decontamination and disposal
procedures.
Ø Always be safe, wear personal protective equipment if there is
potential for exposure.
Ø You should immediately report an exposure incident to your
supervisor.
Ø Handle contaminated materials, sharps and biohazard waste per
your department’s Exposure Control Plan.
Do not handle any blood-contaminated materials unless you have
been properly trained on how to protect yourself.
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It is the intent of Biola University that this Safety Awareness Guide
be used solely by university employees as a general guide to
occupational safety and is not intended for copy or re-distribution.
Occupational Safety, Biola University 2014
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