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COMMITMENT TO SAFETY
1-Call Staffing is committed to providing a safe workplace for all of its employees.
1-Call is your employer. As such, we expect your cooperation in helping us and our
clients to provide a safe and health work environment for you and your co-workers.
Safety is a responsibility shared by you, 1-Call and the client companies to which you
are assigned.
If we all work together to provide a safe workplace, we will be able to prevent or
reduce the number of workplace injuries and illnesses.
You attention to safe work practices and adherence to 1-Call’s and clients’ specific
safety rules reflects your attitude about your assignments and your responsibility to
help insure a safe and healthy workplace for you and your co-workers. Moreover,
adherence to these rules is mandatory.
Part of your safety responsibility to is to listen to and participate in any client safety
training that is offered on your assignment. If you are issued Personal Protective
Equipment (PPE) on assignment you must use it!

SAFETY COMMUNICATION
1-Call will keep all employees informed of any health and safety issues via
communication over the phone, in writing, and/or the internet.
You should immediately bring to our attention any safety concerns or questions that
you have regarding any assignment that we send you on. We want to correct any
problems as soon as possible. Contact your branch Operations Specialist or 1-Call’s
safety officer at (928) 753-0001.

SAFETY TRAINING
Safety training begins during your applicant orientation in our branch office. You
will review, discuss and sign-off on 1-Call’s safety rules and accident
communication.
While on assignment, you must participate in any client-sponsored safety training
and procedures.
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Compliance with 1-Call’s safety rules and any client-specific safety rules is
mandatory. Failure to comply may result in termination from employment with 1Call Staffing Services.

GENERAL SAFETY RULES AND WORK PRACTICES FOR EMPLOYEES
1-Call Staffing believes that it is the responsibility of each employee to do all that is
possible to avoid accidents – to themselves and their co-workers. The following rules
and safe work practices have been established to help maintain a safe workplace.
•

Report any injury, no matter how minor, to your on-site supervisor and 1Call. Remember, even minor cuts or scratches may become infected unless
properly cared for.

•

Keep your work area clean and neat. Good housekeeping is not only a part of
safety, but one of your job responsibilities.

•

Know the locations of exits, fire extinguishers, and emergency and safety
procedures.

•

Stay clear of any accident scene. Your curiosity could seriously hamper any
necessary first aid or rescue efforts.

•

Cooperate with 1-Call and its client if you have witnessed an accident and are
asked to communicate information about what you saw or heard.

•

All employees are urged to make suggestions that will assist in the safe
performance or work.

•

No employee will knowingly be permitted or required to work with
impaired ability or alertness caused by fatigue or illness if these conditions
pose a safety hazard for the employee of co-workers.

•

No employee will knowingly be allowed on the job site while perceived to be
under the influence of drugs or alcohol. This behavior is not only a safety
violation, but also a violation of 1-Call’s drug-free workplace policy and
could result in termination of employment with 1-Call Staffing Services.

•

Do not attempt to lift heavy objects by yourself. Ask your job supervisor to
secure whatever help may be required.

2

•

Broken chairs, loose carpeting, missing lights and other equipment needing
maintenance may cause accidents. Report these situations to your supervisor
immediately.

•

Know the location of the first aid kit at your worksite. All first aid kits
should be kept current and accessible to all employees.

•

Know the locations of all fire extinguishers at your worksite. All extinguishers
should be properly stored, unobstructed and easily accessible.

•

Immediately clean up any spilled food or liquid. Do not leave perishable
food in desk drawers where it can decay and attract pests.

•

Do not use chairs, boxes, tables or drawers for climbing.

•

Do not leave valuables unattended.

SAFE WORK PRACTICES FOR THE OFFICE
The office has long been considered one of the safest places in which to work;
however, all too many painful injuries result from failure to observe common safety
practices. Some of these rules apply to all work environments.
The following is a list of safety practices which must be followed while on assignment
through 1-Call.
•

Close all drawers and slides as soon as you are finished using them. File
drawers, desk drawers and slides left partly open can be run into, tearing
clothing and causing painful contusions.

•

Open only one file drawer at a time. If more than one drawer is open
the file cabinet could fall over causing serious injury to you or others.

•

Keep cords and wires out of traffic areas, as they present tripping hazards.

•

Check the furniture and equipment in your area for sharp edges and splinters.

•

Do not leave any boxes, equipment, carts or waste baskets where anyone
could trip over them or where they would block exits.

•

Keep aisles, exits, window sills and fire exits clear at ALL times. Store
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materials and equipment only in their designated locations.
•

Never operate electrical appliances near water sources.

•

If you work at a computer, be sure your work station is set up ergonomically.
Your chair should be adjusted to a height such that you can use the
keyboard with your forearms, wrists and hands in a position that is parallel
to the floor. Be sure that your screen is at a proper height and distance so
that you don’t strain your eyes, neck or shoulders. (See ergonomic info in
the Appendix).

STAYING HYDRATED
We've all experienced it at some point when working or playing hard – fatigue sets in,
your mouth feels dry and your legs are heavy and maybe you even get a headache.
These are all common signs of dehydration.
When you are working hard, body fluid is lost through sweat. If the fluid lost through
sweat is not replaced, dehydration and early fatigue are unavoidable. Losing even 2% of
body fluids (less than 3.5 pounds in a 180-pound person) can impair performance by
increasing fatigue and affecting cognitive skills. During the summer heat it's easy for to
become dehydrated if you don't drink enough fluids to replace what is lost in sweat.
However, dehydration can easily be prevented
•

When to drink: Ensure you drink before you start working, trying to catch-up for
lost fluids after a period of time is very difficult. Also, drink before you get thirsty.
By the time you're thirsty you are already dehydrated, so it's important to drink at
regular intervals – especially when it is hot outside.

•

What to drink: Water is truly one of the best things to drink. Research also shows
that a lightly flavored beverage with a small amount of sodium encourages people
to drink enough to stay hydrated. The combination of flavor and electrolytes in a
sports drink like Gatorade provides one of the best choices to help you stay properly
hydrated.
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•

What not to drink: During activity, avoid drinks with high sugar content such as
soda and even fruit juices. These are slow to absorb into the body. Also alcohol and
caffeinated beverages should be avoided.

Many people ask how much to drink and that truly depends on your activity level and
how much your body is losing fluids. In general, when you are working and sweating,
you should drink at least every half-hour. Ensure you are drinking enough to replace
your lost fluids. A good rule of thumb from a wise man says: “if you aren’t urinating,
you’re not drinking enough”.
FIRE SAFETY
Fires can flash anywhere, anytime – unpredictably. The following rules have been
established so that you will know what to do in an emergency involving fire.
•

Keep your work area clean! Do not give fire an easy place to start.

•

Know the procedures for reporting fires, and know how to use the fire
extinguisher. Be ready for emergencies.

•

Know the location of all fire extinguishers and other emergency equipment in
your office.

•

Know your building’s disaster/evacuation plan. Always take place in fire
drills so that you will be prepared in the event of a real fire.

If there is a fire in your work area:
•

DON’T PANIC

•

Designate one person to call 911 immediately. Pull fire alarms, if available.

•

If possible, try to control the spread of the fire – ONLY IF THESE
ACTION DO NOT ENDANGER YOU and don’t interfere with your
building’s fire procedures:
o Close all nearby doors to isolate the area
o Use the hand-held extinguishers. Aim at the base of the fire to try to put
it out.
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o If it is a trash can fire, put another trash can over it, or another
available cover, to try to smother the fire
o If it is an electrical fire, and it is possible to do so safely, disconnect
the electrical power to the source of the fire.
o If evacuation from the building becomes necessary, use the stairs,
NOT THE ELEVATORS. Fire can short out the electricity, trapping
you inside an inoperable elevator.
Remember: Smoke or a burning smell is also a fire situation. Smoke kills. In serious
fires, most people die from smoke inhalation. If a smoky situation occurs, exit the
building using the stairs. NEVER USE THE ELEVATOR IN THE EVENT OF FIRE.

SAFE WORK PRACTICES FOR THE WAREHOUSE
•

Observe the color coding system and the meanings of certain colors used
on different warehouse signage:
RED – Danger, Equipment Emergency Stop Controls, Danger
WHITE, GREEN, BLACK – General Safety Information
YELLOW - Caution

•

If Personal Protective Equipment (PPE) is issued – USE IT! It is there for your
safety.

Lifting
•

Don’t lift loads that are too heavy or bulky without assistance. Ask for help,
and/or use mechanical lifting equipment.

•

When lifting and moving objects, keep a clear line of sight. Be able to see
where you are going.

•
•

When lifting something from the floor, squat down close to it. Plant your
feet firmly, using your legs and arms to bear the weight. Keep your back
straight.

•

As you turn, turn your whole body including your feet. Twisting your back
can cause strains.

•

If you are required to do a lot of lifting, stretching exercises may be helpful.
Check with your doctor.
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Conveyors
•

Use extra caution when using conveyors. Keep hands, fingers and loose
clothing clear of pinch points.

•

Report damaged or missing safety guards on an overhead conveyor, or on
any other machine or equipment.

•

Do not stand on, ride, cross over or step on a moving conveyor belt.

Hand Trucks
•

Push, don’t pull a hand truck. It’s safer and easier on your back.

•

Keep your line of sight clear.

•

Keep your hands on the inside of the handles for protection against crushing or
scraping.

•

Use the proper size hand truck or cart to move the load.

•

Don’t try to operate powered hand or lift trucks without proper training and
permission.

Ladders
•

Use the right ladder for the job at hand.

•

Move the ladder as close to your target as possible. Reaching more than an
arm’s length can cause the ladder to tip and possibly fall over.

Tools
•

Use the right tool for the job and that it’s sized for the work at hand.

•

Shield sharp blades and tool points.

•

Put tools away when they’re not in use. Store them in the right place.

•

Make sure all electric tools are properly grounded and/or double insulated,
and working properly.
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OFF-THE-JOB SAFETY
Preventing accidents is a full time job, whether at home, at the beach, driving a car, or
at the office. If you think ahead, you can plan how to avoid the possible hazards that
may confront you.
The following safety rules have been established to help you stay safe when you’re not
at work – at home and driving.
•

Keep floors and stairways free of objects such as toys or tools. Take your
time walking up and down the stairs. Most injuries in the home occur on
the stairs.

•

Avoid standing on chairs or boxes to access high areas. Use a ladder instead.

•

To avoid a shock or electrocution, do not use appliances or tools if your
hands or feet are wet. NEVER use a radio, heater, television or other
electrical appliances or tools near a sink, tub or pool for the same reason.

•

Store electrical appliances and tools in a dry place. Dampness inside
equipment can damage insulation, resulting in shocks.

•

Do not store oily rags in closed areas or containers. They can burst into
flame without warning.

•

Keep all medicines out of the reach of children. Ask your pharmacist for
child-resistant caps for all prescription drugs.

•

If you drive, don’t drink – if you drink, don’t drive. Many deaths each year
are caused by drunk drivers. If you drive drunk, you’re risking your life, the
life of others, and a DUI conviction. A conviction can affect your ability to
obtain work.
Drive defensively. Assume that others drivers are not paying proper
attention to their driving duties. Always remember that the other driver
may not be looking out for you and may not see you. Leave plenty of room
between you and other drivers.

•

DISASTER PLAN AWARENESS
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Follow the disaster plan established by the client company to which you are
assigned. Participate in any client office or building fire drills.
Be sure that you have 1-Call’s phone number so that you can communicate with
them in case of an area-wide disaster.
We want to know the whereabouts of all of our employees if there is a disaster.

FIRST AID AND URGENT CARE
No injury is too minor to treat. Each branch should have a well-stocked first aid kit
available to all employees. The American Red Cross and other organizations offer low
or no-cost classes in first aid and CPR.
The following is intended as a guide for emergencies, and is not intended to serve
as definitive medical authority. 1-Call Staffing is not responsible and assumes no
liability for any action undertaken by any employee in utilizing the information
contained in this Safety Program guide. If you do not feel comfortable
administering first aid, be sure to phone 911 for help immediately in an emergency
health situation.
Urgent care is first aid given in life-threatening situations. These situations include,
among others, stopped breathing, choking, heart attack/stroke, heavy bleeding,
poisoning and shock.
If you feel prepared to do so, do your best to administer urgent first aid and contact
professional emergency services via phoning 911.
If you are alone with a victim, phone 911 immediately and then try to assist the
victim. Do not leave people who need urgent care.
Medic Alert Foundation International provides 24-hour medical emergency
protection to members with special medical conditions. In an emergency, medical
and emergency personnel look for the Medic Alert, or similar emblem worn as a
bracelet or necklace and take appropriate action when necessary. Call 1-800-432-5378
for more info on Medic Alert.
Calling for help:
If the victim isn’t breathing, phone 911 immediately or get someone else to call while
you begin rescue breathing procedures.
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If the victim is in distress, but breathing, phone 911 immediately. Stay with the victim
until help arrives.
What to say:
Give your name and the phone number from which you are calling. Give the address
and any special directions on how to find the victim.
Describe the victim’s condition – conscious/unconscious, breathing or not, bleeding,
etc. Describe what happened if you know, how many are injured, and what help you
are able to give.
DO NOT HANG UP. Let the 911 operator end the conversation. S/he may have
questions and/or special information to give you about what to do until help arrives.

CHOKING
The universal distress signal for choking is a hand clasped to the throat.
For a choking victim who CAN speak, cough or breathe, do NOT interfere. If the
choking continues without lessening, call for emergency medical help.
For a choking victim who CANNOT speak, cough or breathe, have someone call for
emergency medical help and take the following action:
For a conscious victim:
Stand behind the victim, who can be standing or sitting. Wrap your arms
around his/her middle, just above the navel.
For adults, clasp your hands together in a doubled fist and press in and up in
quick thrusts. Be careful not to exert pressure against the victim’s rib cage
with your forearms.
Repeat procedure until the victim is no longer choking or becomes unconscious.

ELECTRIC SHOCK
DO NOT touch a person who has been injured by an electrical shock until you are
certain that the electricity has been turned off. Shut off the power at the plug, circuit
breaker or fuse box.
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DO NOT approach the victim if the ground is wet. In either case, call 911 immediately.
If you can approach the victim safely, check his/her breathing. Open the person’s
airway. If after a few seconds the victim is not breathing, begin Rescue Breathing.
While you wait for emergency professionals to arrive, keep the victim warm (cover
with a blanket, coat, etc.) and lying down.
DO NOT give the victim anything to eat or drink until s/he is seen by a doctor.

BLEEDING
The best way to control bleeding is with direct pressure over the site of the wound.
Do not attempt to apply a tourniquet yourself; leave that job to a professional.
Wounds/Nosebleeds
Use a pad of sterile gauze, if available. A sanitary pad, clean handkerchief or even
your bare hand will do.
Apply firm, steady direct pressure for 5 to 10 minutes. Most bleeding (not severe)
will stop within a few minutes.
If bleeding is from a foot, hand, leg or arm, use gravity to help slow the flow of blood.
If there are no broken bones, elevate the limb so that it’s above the victim’s heart.
Severe nosebleeds can often be controlled by leaning forward or lying down and
applying direct pressure such as by pinching the nose with the fingers. Apply
pressure for 10 minutes without interruption. The nose may also be packed with
cotton to help stem the bleeding.
Head Injuries
If the victim is bleeding from the ears, it can indicate a skull fracture. Call for
emergency help. Let a professional medical person attend the wound.
Take special care when trying to stop any scalp bleeding when there is a suspected
skull fracture. Bleeding from the scalp can be very heavy even when the injury is
not too serious.
Always suspect a neck injury when there is a serious head injury. Keep the neck and
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head still. Keep the airway open.
When trying to stop bleeding, don’t press too hard. Be careful when applying
pressure over a head would so that bone chips from a possible skull fracture will not
be pressed into the brain.
DO NOT give the victim any fluids, or drugs, even aspirin. They may mask serious
symptoms.
Internal Bleeding
Warning signs of internal bleeding are: coughing or vomiting blood, passing of
blood in the urine or stool, cold and clammy pale skin, rapid weak pulse or
dizziness.
Get emergency help immediately. Have the victim lie down and relax. Stay calm and
keep the victim warm.
DO NOT let the victim take any medication or fluids by mouth until medical help
arrives.

BROKEN BONES
Call for emergency help, or have someone else call for help immediately.
DO NOT move the victim unless s/he is in immediate danger of another injury.
Check for breathing, bleeding or shock. Shock symptoms include pale or bluish, cold,
clammy skin; rapid, weak pulse, overall weakness, and rapid shallow breathing.
Keep the victim calm and comfortable.
DO NOT try to push a protruding bone back into place. Apply a moist dressing to
prevent the bone from drying out.
DO NOT try to straighten out a fracture. Let a doctor or trained EMT do that. If you
must move the victim, immobilize or stabilize the break as best you can.

REPORTING AN INJURY
1-Call Staffing is your employer. If you are injured, please inform your on-site client
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supervisor and CALL 1-CALL OFFICE right away.
We will talk with you about your injury and fill out the required workers’
compensation claim form. If we doubt that your injury is legitimate, we reserve the
right to delay and investigate your claim. Workers’ Compensation Fraud is a crime.
Once your claim is accepted, you will be provided with all necessary medical care.
We will keep in close touch with you to monitor your condition and help you get
back to work quickly.

LIGHT OR MODIFIED DUTY POLICY
1-Call Staffing advises all its temporary employees that we have a company policy
requiring anyone reporting a work-related injury to accept a light or modified duty
assignment if one is offered to you. Any such assignment offered will be within the
scope of your treating physician’s restrictions. We will work with your doctor to
provide light or modified duty assignments that fit your individual situation.
Your treating physician will be informed of our policy and we will work with
him/her to assist you in your recovery process. Our goal is to get you back to full
duty as soon as possible.
If you are temporarily unable to work due to a work-related injury you must check in
with your branch office after each doctor’s visit to update us on your condition.
Additionally, 1-Call will be in touch with your doctor and our insurance company.
If you have any questions about any of our safety rules, what to do if you are injured,
or our modified duty policy, please call your branch office.
FAILURE TO COMPLY WITH THE SAFETY STANDARDS SET FORTH BY 1-CALL
STAFFING OR OUR CLIENTS MAY RESULT IN YOUR TERMINATION FROM
EMPLOYMENT. IF THERE IS ANY ASPECT OF YOUR EMPLOYMENT
RESPONSIBILITY THAT YOU DON’T UNDERSTAND, CONTACT YOUR
BRANCH OFFICE. YOU MAY ALSO CONTACT 1-CALL’S SAFETY OFFICER, AT
(928) 753-0001.
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2013 Training Requirements
for the Revised OSHA Hazard
Communication Standard

Introduction
• OSHA revised its Hazard Communication Standard
to align with the United Nations’ Globally Harmonized
System of Classification and Labeling of Chemicals
(GHS).
• Two changes require the use of new labeling
elements and a standardized format for Safety Data
Sheets (SDS), formerly known as Material Safety
Data Sheets (MSDS).
• OSHA is phasing in the specific requirements over
several years, December 1, 2013 through June 1,
2016.
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Introduction, cont.
• The first compliance date is December 1, 2013.
• By that date, employees must be trained on the new
label elements and the Safety Data Sheet (SDS)
format.
• This training is needed early in the transition process
since employees will begin to see the new labels and
SDSs on the chemicals in their workplace.
• To ensure employees have the information they need
to better protect themselves from chemical hazards in
the workplace during the transition period, it is critical
that employees understand the new label and SDS
formats.

Purpose of OSHA’s Hazard Communication Standard
To ensure that employers and employees know
about chemical hazards and how to protect
themselves so that the incidence of illnesses and
injuries due to hazardous chemicals is reduced.
Hazard
Communication
Program

Container
Labeling

Safety
Data Sheet

SDS

Program
Label
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Employer Responsibilities
•
•
•
•

Identify and list hazardous chemicals
Obtain Safety Data Sheets (SDSs)
Label hazardous chemicals
Implement a written Hazard Communication
Program, including labels, SDSs, and employee
training
HazCom Program
• Train employees
(f) "Labels and other
forms of warning."
(g) “Safety Data
Sheets."
(h) "Employee
information and
training."

The Written Program
•
•
•
•
•

Hazardous Chemical List
SDS
Labels
Non-Routine Procedures
Training
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How must chemicals be labeled?
Each container of hazardous
chemicals entering the
workplace must be labeled or
marked with:
•
•
•
•
•
•

Product identifier
Signal word
Hazard statement(s)
Pictogram(s)
Precautionary statement(s)
Name, address and telephone
number of the manufacturer,
importer, or other responsible party

Label Elements
• Product identifier
 Chemical name, code
number, or batch number

• Signal word
 “Danger” or “Warning”

• Pictogram(s)
 Black hazard symbol with red
frame.
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Label Elements, cont.
• Hazard statement(s)
 Describe the nature of the hazard(s) of the
chemical, including where appropriate, the
degree of hazard.

• Precautionary statement(s)
 A phrase that describes recommended
measures that should be taken to minimize
or prevent adverse effects resulting from
exposure.

• Name, address and telephone number
of the chemical manufacturer,
distributor, or importer
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Use of Labels in the Workplace
• Information on the Labels can be used
to ensure proper storage of hazardous
chemicals
• Information on Labels can be used to
quickly locate information on first-aid
when needed by employees or
emergency personnel

How Information on Labels Work Together
• When a chemical has multiple hazards,
all applicable Pictograms are used to
identify the various hazards.
• But, when there are similar
precautionary statements, only the one
providing the most protective
information will be the one included on
the label.
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Pictograms
Health Hazard

Carcinogen
Reproductive Toxicity
Respiratory Sensitizer
Target Organ Toxicity
Aspiration Toxicity
Mutagenicity

Flame

Exclamation Mark

Flammables
Irritant (skin & eye)
Self-Reactives
Skin Sensitizer
Emits Flammable Gas
Acute Toxicity
Pyrophorics
Narcotic Effects
Self-Heating
Respiratory Tract Irritant
Organic Peroxides

Pictograms
Gas Cylinder

Gases Under Pressure

Corrosion

Exploding Bomb

Skin Corrosion/Burns
Eye Damage
Corrosive to Metals

Explosives
Self-Reactives
Organic Peroxides
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Pictograms
Flame Over Circle

Oxidizers

Skull and Crossbones

Acute Toxicity (fatal or toxic)

Safety Data Sheets (SDS)
• Prepared by the chemical manufacturer
or importer and describe:
 Physical hazards, such as fire and
explosion
 Health hazards, such as signs of exposure
 Routes of exposure
 Precautions for safe handling and use
 Emergency and first-aid procedures
 Control measures
 Must be readily accessible to employees in
their work area
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Safety Data Sheets (SDS)
• Format: 16 Sections
1.
2.
3.
4.
5.
6.
7.
8.

Identification
Hazard(s) identification
Composition/information on ingredients
First-aid measures
Fire-fighting measures
Accidental release measures
Handling and storage
Exposure control/personal protection

Safety Data Sheets (SDS)
• Format: 16 Sections (cont.)
9. Physical and chemical properties
10.Stability and reactivity
11.Toxicological information
12.Ecological information
13.Disposal information
14.Transport information
15.Regulatory information
16.Other information
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Safety Data Sheet (SDS) sample
• SDS are useful for:
 Learning potential hazards
 Determining safe handling procedures
 Emergency response
• Example: send a copy along with an employee
going to the Doctor after an incident.)

Training
• Training is required for
employees who are
exposed to hazardous
chemicals in their work
area:
 At the time of initial assignment
 Whenever a new hazard is
introduced into their work area
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What training is needed to protect workers?
• Explanation of the Hazard Communication
program, including information on labels,
SDSs, and how to obtain and use available
hazard information
• Hazards of chemicals
• Protective measures such as engineering
controls, work practices, and the use of PPE
• How to detect the presence or release of a
hazardous chemical (using monitoring devices,
observation, or smell)

What information must be provided to workers?

• Employees must be informed of:
 The Hazard Communication standard and its
requirements
 Operations in their work areas where
hazardous chemicals are present
 Location and availability of the written hazard
communication program, list of hazardous
chemicals, and the required SDSs
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Summary
• OSHA’s Hazard Communication
Standard is based on a simple concept that employees have both a need and a
“right-to-know” about the hazards and
identities of the chemicals they are
exposed to when at work.
• Employees also need to know what
protective measures are available to
prevent adverse effects.

2013 Training Requirements
for the Revised OSHA Hazard
Communication Standard
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1-CALL STAFFING
Safety Manual Receipt and Acknowledgment
Please initial next to the following items to indicate that you have
received a copy of these safety documents:
1. Safety Manual for Temporary Employees

________

2. SPS (GHS, was MSDS) Training

________

3. Hazard Communication

________

4. PPE – Construction

________

5. PPE – Hearing Protection

________

6. PPE – Eyes

________

7. PPE – Hard Hats

________

8. Post-Injury Response and Accident Reporting

________

I have read, understand and agree to the above safety documents.
_________________________

_________________________

Signature

Printed Name

______________
Date

