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Oregon State Library 
Policy 

 
Workplace Safety 

Approved by: Date: 8/9/11 

 

Policy Statement: It is the policy of the Oregon State Library to maintain the 
productivity, well-being and safety of the agency by providing a safe workplace for 
employees, volunteers and members of the public. Injury and illness due to accidents 
and unsafe working conditions are costly and may be preventable; the State Library 
promotes fundamental safety concepts that minimize occupational hazards. 

 

 

To facilitate this policy, Library Council will oversee a Safety and Security Committee, 
established with operating bylaws. The Committee shall be responsible for making 
recommendations to improve safety and security in the workplace. 

 
 

Authority: ORS 654, OAR 437-001-700 and DAS/SEIU Article 101.5 Safety and 
Health (Section 1) 

 

 

Applicability: State Library employees, volunteers and State Library Board of Trustees 
 

 

Attachments: 

Workplace Safety Commitment Form (Attachment A) 

Incident, Accident and Injury Report Form (Attachment B) 

Report of Job Injury or Illness Workers’ Compensation Claim – SAIF 801Form 
(Attachment C) 

 

 

Definitions: 
 

Evacuation Coordinator: Staff members who have agreed to coordinate the 
evacuation of people from designated areas of the building. 

 

Emergency Red Book: State Library emergency manual that includes emergency 
and incident response procedures. 

 

Emergency Response Card: State Library emergency resource cards with quick 
instructions on how to respond in a Bomb Threat, Earthquake, Chemical Spill; 
Accident or Medical Emergency, Fire, and Disruptive or Dangerous people 
emergency situation and are located near telephones at all workstations. 

 

Emergency Notification Drill: Drill conducted using telephone or instant 
messaging. 

 

Mall Security: Oregon State Police located at the Capitol. 
 

OR-OSHA: Oregon Occupational Safety and Health Administration (OR-OSHA) 
Division enforces the state’s workplace safety and health rules. 

 

SAIF: State Accident Insurance Fund (SAIF) is the state’s Workers’ 
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Compensation Insurance Company. 

Policy: 
 

1. The Safety and Security Committee will: 

Report on safety and security activities to Library Council as required. Conduct 

quarterly safety inspections of the building using the OR-OSHA 
guidelines. Report or submit potential safety hazards to Library Council and 
Management Team with any recommended action. 

   Maintain and administer an agency evacuation plan for use by the State 
Library Evacuation Coordinators during all emergency evacuation situations. 

   Provide training for Evacuation Coordinator members and ensure they have 
the necessary equipment needed to carry out their duties during an 
emergency. 

   Review and update the Emergency Red Book, as needed, and provide at least 
one copy to each Team. 

   Conduct one fire drill, one earthquake drill and one emergency notification drill 
each year. 

 

 

2. All new employees and volunteers receive an emergency procedures orientation. In 
addition, they shall review and sign the Workplace Safety Commitment Form 
(Attachment A), which provides a list of safety practices designed to help prevent 
serious injuries. 

 

 

3. Emergency Response Cards are located near telephones at all workstations in the 
State Library. Employees and volunteers are required to follow the directions on the 
card and to properly notify 911, Mall Security and a Management Team member as 
appropriate in an emergency. 

 

 

Safety Responsibilities: 
 

1. Employees incident reporting: 

    The employee involved in an incident or the on-the-scene State Library staff 
member completes the Incident, Accident and Injury Report Form (Attachment 
B), as soon as possible, and notifies a Program Manager. 

    The Program Manager follows up with the injured person, reviews the 
completed Incident Form, submits the original Incident Form to the Business 
Manager within 24 hours and notifies the Human Resources Manager of the 
incident. 

    If an employee’s injury requires doctor’s treatment, the employee completes the 
Worker top section of the Report of Job Injury or Illness Workers’ Compensation 
Claim – SAIF 801 Form (Attachment C) and submits it to the Human Resources 
Manager. The Human Resources Manager completes the Employer bottom 
section of the SAIF 801 Form, gives a copy of the form to the employee, notifies 
SAIF Corporation within five (5) days of knowledge of an employee injury, 
tracks incident on the Incident Report log and follows up with appropriate parties. 

    The Human Resources Manager completes and submits OSHA 300 annual 
reports. 
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2. Volunteers incident reporting: 

    A volunteer’s injury may be covered under the Volunteer Injury Coverage (VIC) 
through the Department of Administrative Services, Risk Management Division. 

    The volunteer completes the Incident, Accident and Injury Report Form 
(Attachment B), as soon as possible, and notifies the Agency Volunteer 
Coordinator, Team Volunteer Coordinator, the Program Manager, or the 
Human Resources Manager. 

    The volunteer works directly with Risk Management Division staff at (503) 373- 
7475 and the State Library Agency Volunteer Coordinator. 

 

 

3. Safety Analysis (Investigation) of Accident/Incident: 

    The Business Manager completes the corrective/preventative action 
investigation and reports incident to the Safety and Security Committee and 
submits the original form to the Human Resources Manager. 

    Human Resources Manager follows up with the injured employee. 
 

 

4. The Safety and Security Committee shall identify safety and security hazards in the 
State Library building based on building inspection tours and suggestions from 
employees and volunteers. The Committee will submit hazard identification reports to 
Library Council and Management Team. 

 

 

5. The Safety and Security Committee will help identify employee and volunteer safety 
training needs and recommend safety training to Library Council and Management 
Team. 

 

 

6. All employees and volunteers are encouraged to report hazardous conditions or other 
safety and security concerns to any member of the Safety and Security Committee, 
Library Council or Management Team. 

 

 

7. Safety and Security Committee members will report safety and security activities and 
consider improvements with their team at least quarterly. 

 

 

8. Final authority and funding for all safety and security procedures, training and hazard 
elimination is the responsibility of the Management Team. 
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Attachment A 
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Attachment B 
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Attachment C 
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