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DISCLAIMER 
 
Completion of this document has involved reference to sources believed to be reliable and most 
representative of current professional information on the subjects of general occupational safety and 
health. Every attempt has been made to present this information to the extent deemed necessary to meet 
the needs of most education programs.  
 
However, the contributors make no claim as to the absolute reliability and completeness, in all situations, 
of the materials presented in this publication.  
 
In addition, all personnel using this manual should be aware that it is not designed to be exhaustive in 
presenting safety and health measures, or that other standards might not be necessary under particular 
or unusual circumstances or conditions.  
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I. General 
Introduction 
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Purpose 

 
This general Health and Safety manual has three areas of purpose: 
 
1. To ensure, to the best of our ability, the safety and well-being of all students, personnel and guests 
touched by University of Louisiana Monroe and its programs. 
 
2. To provide beneficial basic safety and health information to personnel and students entering and 
advancing in their chosen professions by reinforcing the proper safety attitudes, knowledge and habits. 
 
3. To give students and personnel a foundation for developing the safety habits expected of them in the 
work force  
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Presidential Safety 
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Governor’s Safety Management 

Policy 
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Campus Security 

 
Campus Security Policy 

 

 
Introduction 
 
The University is responsible for ensuring appropriate security measures are implemented to protect 
students, faculty, staff, and the general public from criminal activity.  Additionally, the University should 
take all possible measures to prevent the theft of University property.  
 
 
Responsibility 
 
1. The University Police Department is responsible for ensuring that all campus security equipment and 

measures are functioning correctly.  Additionally, the University Police shall monitor and patrol the campus on 
a routine basis to ensure that all University facilities are secure.  The University Police are responsible for 
locking and unlocking designated buildings on a daily basis. 

 
2. The Computing Center is responsible for ensuring that all video and access control systems are working 

properly.  The Computing Center will routinely monitor and check all security cameras and access control 
systems.  The Computing Center will notify the University Police of any cameras or access control devices that 
are not functioning correctly so that the University Police will increase patrols and pay special attention to that 
area. 

 
3. The Physical Plant is responsible for issuing mechanical keys to individual employees.  Keys are issued in 

accordance with the ULM Key Policy. 

 
4. Warhawk ID Services issues and activates campus ID badges. Physical Plant administration is responsible for 

authorizing electronic access to University facilities in accordance with their Access Control Policy and 
Procedure. 
 

5. Individual employees and department heads are responsible for ensuring that department offices and 
individual faculty and staff offices are secured when no one is present.  Additionally, employees are responsible 
for securing all University property assigned to them. 
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Policy and Procedures 
 
1. The University Police shall unlock and lock main building entrance doors to each designated building on 

campus every day.  The schedule for locking and unlocking will vary per building depending upon events, night 
classes, etc.  Typically for most buildings during an active semester, buildings will be opened between 6:30 – 
10:30 AM.  Most buildings will be secured for the night between 10:00 – 10:30 PM.  University Police shall 
physically check all entrance doors to ensure buildings are secured and no doors are propped open.  The 
schedules are subject to change on a daily basis in accordance with University needs and requirements. 
 

2. During normal University business hours, all University facilities are open to all faculty, staff, students, and the 
general public.  Areas with restricted access will be locked, secured, and staffed to ensure security.   

 

3. Employees shall lock their offices / work areas when they are not present.  Additionally, it is recommended 
that all valuable items be stored out of sight (in closets, file drawers, desk drawers, etc.). 

 

4. Department heads, Deans, Supervisors, etc. shall ensure that their department is secured at the end of each 
work day and also at any time when no employees will be present to monitor the security of the department. 

 

5. Surveillance cameras will be used throughout campus facilities to supplement and assist in security.  In most 
buildings, all entrances and exits are monitored by a surveillance camera.   

 

6. Electronic access control systems are employed throughout campus facilities to ensure that access of facilities 
after normal business hours is carefully monitored and controlled.  Employees who require access to facilities 
outside of normal University business hours must have such access authorized by their supervisor in 
accordance with the ULM Facility Access Control Policy and Procedures.  The electronic access control system 
will log the time and date an employee enters a University facility.  Additionally, the surveillance camera will 
link with the access control system to provide a video of the employee entering the facility. 

 

7. Employees, Department Heads, and Supervisors who are assigned responsibility for University property shall 
take all measures and precautions to ensure that University property is not stolen or misplaced.  All actions 
regarding University policy shall be in accordance with University Property Control Policy and Procedures.   

 

8. Access to Data on Computers – access to personal and sensitive data on computers shall be limited to only 
thos
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Safety Responsibilities 

 
 
ULM's program for promoting safe work practices and a safe working environment in accordance with 
Office of Risk Management guidelines is detailed in the following statement of safety policy and 
responsibility. This policy should be read and its principles practiced by each ULM faculty and staff 
member. ULM's positive response to occupational safety and health is the commendable result of efforts 
by all faculty and staff to minimize the frequency and severity of accidents. 
 
1. All levels of management are responsible for the safety and health of employees. This responsibility is 

met by continuous effort from everyone to implement safe working practices through maintaining 
property and equipment in a safe working condition, through quality project planning and execution 
and by ensuring full compliance with applicable rules, requirements and regulations. 

 
2. Basic responsibility for employee health and safety rests with each individual. All employees will, as a 

condition of employment, be responsible for conducting their work in a safe and healthful manner. 
 
3. Work practices should be based on the principles of least acceptable risk as defined by the Loss 
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The President and Vice Presidents shall: 
 
1. Have responsibility for the comprehensive safety program 
 
2. Determine and provide funding to eliminate unsafe conditions and provide personal protection to the 

employee 
 
3. Coordinate safety policy in accordance with recommendations by the Safety Committee 
 
4. Actively participate in the implementation of the safety program by review and response to reports, 

inspections and audits; assure contracts for projects are timely and directed to the most efficient and 
economical solutions of the problems at hand, and take a leadership role in application of goals set for 
the program. 

 
 
 
Deans, Directors and Department Heads shall: 
 
1. Hold at least four safety meetings annually 
 
2. Provide for periodic self-inspections in their areas of responsibility utilizing the appropriate 

inspection form as detailed in "Inspections" 

1.
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The University Safety Committee shall: 
 
1. Assist the Environmental Health and Safety Officer in reviewing safety problems, developing policies 

and methods for resolving the problems and in developing procedures for achieving established goals 
 
2. Assist the Safety Officer in developing safety education/training programs designed to create and 

maintain an interest in job safety 
 
3. Assist in coordinating the efforts of the Safety Committees of all areas and departments throughout 

the campus 
 
4. Review reports of significant accidents and/or property damage incidents 
 
5. Develop suggestions and recommendations for the correction of hazardous acts, working conditions 

and/or unsafe work practices 
 
6. Review and revise as necessary new or existing policies to minimize unsafe acts or procedures. 
 
 
Physical Plant Management shall: 
 
1. 
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7. Investigate accidents to determine causes and initiate possible corrective actions to preclude 

recurrence. Prepare documentation and forward a copy to the Safety Office 
 
8. Maintain a copy of the ULM Safety Manual and assure that every employee is aware of it 
 
9. Provide safety training for each new employee and for current employees who must perform new 

tasks or operate new equipment or whose safety performance is not satisfactory. Training shall 
include correct work procedures, proper use of equipment and availability of assistance, when 
needed. Records will be maintained for each employee 

 
10. Request assistance from the Safety Officer when necessary. 
 
Employees shall: 
 
1. As a condition of employment, observe and comply with applicable safety rules and practices 
 
2. When practical, take initiative to correct unsafe conditions and acts or, if it cannot be accomplished, 

report them to the supervisor 
 
3. Utilize personal protective equipment as needed and/or required 
 
4. Make suggestions or inquiries which might improve or modify presently accepted work practices 
 
5. Request assistance from the immediate supervisor and refer to the Safety Office when all other 

avenues to correct hazardous conditions have been exhausted. 
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Emergency Procedures in Case of Injury 

 

Any ULM employee who experiences or witnesses an accident involving personal injury should first determine 
if the injured person requires assistance.  

For any injury or property damage, and in most cases, dial 342-

http://www.ulm.edu/safety/documents/da2000.pdf
http://www.ulm.edu/safety/documents/da3000.pdf
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First Aid 

All employees must report any injury to their supervisor as soon as practical, at least by the end of the 
shift during which the injury occurred.  

Minor injuries will be treated at the Student Health Center and the employee will be returned to work as 
soon as practical.  

In the event of authorized medical treatment, the immediate supervisor will ensure the completion of the 
"INCIDENT/ACCIDENT INVESTIGATION FORM DA2000 and will forward a copy via the Department Head 
to the Human Resources Office.  

If services of a physician are needed, the employee will be given authorization for treatment at the local 
treatment center designated by Health Services personnel. With the exception of an emergency situation, 
off campus treatment may be at the expense of the employee and not subject for compensation payment.  

In case of a serious injury where the victim should not be moved except by trained emergency medical 
personnel, the University Police Dispatcher should be notified by calling 1-911 and given the details. In 
situations which might be life-threatening, the person at the scene should call 9-911 direct in order to 
save time.  

The employee will provide his supervisor with the injury diagnosis and return to work will be by 
authorization by the attending physician.  

http://www.ulm.edu/safety/manual/eemergencyprocedures.htm#forms
https://login.neoed.com/
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II. General Hygiene/Safety 
 

General Safety Rules 

It is essential that all workers are aware of safe practices and include them in all activities on or off the job. All 
University employees, as a condition of employment, must abide by and follow all safety regulations and 
standards, written or implied, for the purpose of protecting the individual from bodily injury and preventing 
damage to equipment and property. As noted, the following items are general in nature and not all inclusive 
of every situation or condition.  

1. Smoking is prohibited on campus.  

2. Candles may not be burned in the work place.  

3. Possession of unauthorized firearms, alcoholic beverages, illegal drugs, or unauthorized medically 
prescribed drugs will not be tolerated in the work place.  

4. Personal protective equipment will be used when required to protect the worker from potential hazards 
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Accident Investigations 

INVESTIGATING AND REPORTING A WORK-RELATED ACCIDENT 
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Animal / Pet Policy 

Purpose  

To protect the safety and ensure the comfort of students, faculty, staff, and others on campus.  

Scope  

This policy applies to all animals on campus, specifically pets that belong to faculty, staff, or students. This 
policy does not apply to animals used for scientific research at the University.  

Policy  

A pet that is brought onto campus (any property leased, rented, or owned by the University) must be 
physically restrained (leashed, in a cage, etc.) and in the proper care and control of the owner at all times. Pets 
cannot be left unattended by the owner. It is recommended that pets not be brought onto campus but if they 
are, they are the sole responsibility of the owner. The University will not be liable for any injuries, damage, 
etc. resulting from or to the pet.  

 

Asbestos Notification 

 
An asbestos survey of all University facilities on campus will be completed on an established re-inspection 
schedule. All buildings are required to have an asbestos survey every three years to inspect the condition and 
location of asbestos containing material. The results of the survey are compiled in management plans 
according to the requirements set forth by the Department of Environmental Quality Required Elements 
Index. These management plans are available for review i



https://webservices.ulm.edu/policies/
http://www.ulm.edu/safety/index.html
http://www.ulm.edu/safety/documents/da2054driverauth_fillable.pdf
https://wwwprd.doa.louisiana.gov/orm/Online_Courses/Defensive_Driving_2019/presentation_html5.html
https://wwwprd.doa.louisiana.gov/orm/Online_Courses/Defensive_Driving_2019/presentation_html5.html
https://webservices.ulm.edu/forms/officesdepartments/student-life
/safety/documents/acknowledgment_for_vehicles.pdf


 22 

Always Remember: 

o You must notify this office of any moving violations within 24 hours 
o You must retake the defensive driving course upon receipt of any moving violation or involvement in an 

accident 
o You must fill out a DA 2041 and submit to this office within 48 hours of any accident while on state 

business 
o You cannot use wireless telecommunications devices of any type while driving on official state business 

Automotive Insurance Proof 

All state vehicles should keep proof of insurance in the glove box with a copy of the DA 2041, Vehicle Accident 
Form. Proof of insurance can be found here: http://www.doa.la.gov/Pages/orm/index.aspx  

 

 

Employee Drug Testing Policy  

  

  
Purpose  
  
It is agreed by those employees working within the Administration of the University of Louisiana at 
Monroe that the workplace should be free from the risks associated with the use of alcohol and drugs.  
The Administration has a legitimate interest in promoting reasonable working conditions and is 
committed to providing a safe and healthy environment for employees and the public.  
  

According to the Louisiana Revised Statutes 49:1001-1021, the University is authorized to proceed with 
drug testing of employees.  The context of this policy will be pursuant to this statute and to the Drug-Free 
Schools and Communities Act of 1986, the federal Drug-Free Workplace Act of 1988, the Drug-Free Public 
Housing Act of 1988, the Louisiana Drug Testing Act of 1990, the Omnibus Transportation Employee 

http://www.doa.la.gov/Pages/orm/index.aspx
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¶ All current W-2 employees whose job requires them to drive commercial motor vehicles as defined 
by the Drug-Free Workplace Policy.  The policy also applies to all persons who have made written 
application for positions, which will require them to drive commercial motor vehicles.  This group 
of employees and applicants is subject to drug testing pursuant to federal law (Department of 
Transportation/Federal Highway Administration Alcohol and Drug Testing Regulations–CFR 49).  

    

Positions Defined Under State Law (LA. R.S. 49:1015)  
  

¶ All current W-2 employees in a safety-sensitive or security-sensitive position, both classified and 
unclassified.  The policy also applies to all persons who have made written application for positions 
designated as safety-sensitive and security-sensitive 
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A drug, chemical substance, or immediate precursor in Schedules I through V of R.S. 40:964 or 
Section 202 of the Controlled Substances Act (21 U.S.C. 812).  

  

Designer (Synthetic) Drugs  
Those chemical substances that are made in clandestine laboratories where the molecular 
structure of both legal and illegal drugs is altered to create a drug that is not explicitly banned by 
federal law.  

  
Driver (CFR 382:107)  

Any person who operates a commercial motor vehicle.  This includes but is not limited to: full-
time, regularly employed drivers; and casual, intermittent or occasional drivers.  

  

Drug Testing Services (LA R.S. 49:1005 and Executive Order No. MJF 98-38)  
Procurement of laboratory services by a certified laboratory shall be provided through the Office 
of State Purchasing, Division of Administration, pursuant to applicable bid laws.  Expenses for 
testing services will be encumbered by the University.  Expenses for second testing may be the 
responsibility of the employee.  

  
Employee (LA R.S. 49:1001)  

Any person, paid or unpaid, in the service of an employer.  
  
Employer (LA R.S. 49:1001)   

Any person, firm, or corporation, including any governmental entity, that has one or more 
workers or operators employed, or individuals performing service, in the same business, or in or 
about the same establishment, under any contract of hire or service, expressed or implied, oral or 
written.  Shall not include any person, firm, or corporation that is subject to a federally mandated 
drug-testing program.  An employee who is a person, firm, or corporation that contracts or 
subcontracts with a principal need not be considered, in whole or in part, to be an employee of 
such principal.  
  

Employer (CFR 382.107)  
Any person (including the United States Senate, the District of Columbia or a political subdivision 
of a State) who owns or leases a commercial motor vehicle or assigns persons to operate such a 
vehicle, including agents, officers, and representatives of the employer.  

  
Illegal Drug (LA R.S. 49:1015)  

Includes narcotics, hallucinogens, depressants, stimulants, look-alike drugs, or other substances, 
which can affect or hamper the senses, emotions, reflexes, judgment or other physical or mental 
activities. Included is any drug which is not legally obtainable or which has not been legally 
obtained, to include prescribed drugs not legally obtained and prescribed drugs not being used 
for prescribed purposes or   being used by one other than the person for whom prescribed.  

  
Initial Test or Screening Test (LA R.S. 49:1001)  
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Legal Drug (LA R.S. 49:1015)  
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Random Testing (LA R.S. 49:1015)  
Employees whose positions are safety-and security-sensitive are eligible for random drug testing 
for alcohol and controlled substances at all times.  A non-discriminating method shall be used to 
select employees for testing.  
  

 Reasonable Suspicion (LA R.S. 49:1015)  
Belief based upon reliable, objective, and articulable observation regarding the appearance, 
behavior, speech, or body odors of an individual and being of sufficient import and quantity to 
lead a prudent person to suspect that an employee is in violation of this policy.  A second 
employee when possible should confirm such determination.  Recommendation to test will be in 
writing and will describe the behavior and circumstances observed.  

  
Refusal to Submit (CFR 382.1
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agency in the conduct of its business in addition to any location from which an individual 
conducts agency business while such business is being conducted.  

  

  

Substances Tested  
  
Pursuant to LA R.S. 49:1001, drug testing is performed for any or all of the following classes of drugs: 
amphetamines, cocaine, marijuana, opiates, and phencyclidine.  
  

  
Procedures, Conditions and Consequences of Drug Testing  

  
Pursuant to LA R.S. 49:1005(B), drug testing shall be performed in compliance with the NIDA 
guidelines or by statutory or regulatory authority under R.S. 23:1081 et seq. and R.S. 23:1601 ET seq.  
The cut off limits for drug testing shall be in accordance with NIDA guidelines with the exception of 
initial testing for marijuana, which shall be no less than fifty nanograms/ML and no more than one 
hundred nanograms/ML as specified by the employer or the testing entity.  
  

Controlled Substances  
Pursuant to CFR 392.4, the FHWA prohibits the use of controlled substances by drivers except as 
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When a required test has not been administered within a reasonable time frame following an accident 
for which a test is required, the following actions shall be taken:  
    
  2 hours elapsed:  

  

 Driver has not submitted to an alcohol test, employer shall prepare 

and maintain on file a record stating the reason a test was not 

promptly administered.  

  8 hours elapsed:   

  

 Cease attempts to administer alcohol test, and prepare and maintain 

records as described above.  

  32 hours elapsed:   If driver has not submitted to a controlled substance test at this 

time, cease attempts to administer the test, and prepare and 

maintain the record described above.  

  

A driver subject to post-accident testing must remain available, or the employer may consider the 
driver to have refused to submit to testing. The driver subject to post-accident testing must refrain 
from consuming alcohol for eight hours following the accident, or until he/she submits to an alcohol 
test, whichever comes first.  
  

  

Confidentiality  
  
LA R.S. 1012: All information, interviews, reports, statements, memoranda, and/or test results 
received by The University of Louisiana at Monroe through its drug testing program are confidential 
communications and may not be used or received in evidence, obtained in discovery, or disclosed in 
any public or private proceedings, except in an administrative or disciplinary proceeding or hearing, or 
civil litigation where drug use by the tested individual is relevant.  
  
CFR 382.107:  Qualitative information regarding results, such as the identification of a substance, will 
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¶ Bus Driver/Travel Aide 

¶ Mobile Equipment Operator 1 

¶ Mobile Equipment Overhaul  

¶ Mobile Equipment Shop Foreman 
¶ Mechanic  

¶ Electrician  

¶ Electrician Master    

¶ Electrician Specialist Foreman    

¶ Environmental Health and Safety Officer  

¶ Maintenance Repairer Master    

¶ Maintenance Repairer 2    

¶ Mobile Equipment Master Mechanic    

¶ RN 1/Student Health  

¶ Director of University Police 

¶ Police Captain  

¶ Police Corporal  
¶ Police Officer 1 

¶ Police Officer 2 

¶ Police Sergeant 

 
Personal Protective Equipment 
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2. Procurement of Personal Protective Equipment (PPE) – Employees are not responsible for supplying 

their own personal protective equipment.  The University will procure and supply employees with all 

necessary personal protective equipment.  The employee’s supervisor is responsible for following 

normal University procurement policies to obtain necessary personal protective equipment.   

3. Use of Personal Protective Equipment (PPE) – Supervisors will inform and provide on the job training 

to employees to let them know when personal protective equipment is required.  The supervisor shall 

train employees through on the job training on what specific personal protective equipment is 

required for each work task.  When using personal protective equipment the following procedures 

should be followed: 

a. Prior to Use - Inspect the personal protective equipment – make sure that the PPE you are 

using is in good condition.  Make sure that it is the right size and fits you appropriately.  If you 

are using gloves – make sure that they don’t have any cracks in the gloves and that they are not 

torn.  If you are using a hard hat make sure that it is not cracked and that’s it is in good 

condition.  If personal protective equipment is not in good condition or if it doesn’t fit 

correctly, notify your supervisor so that they can replace the equipment.   

b. During Use – make sure you wear the required personal protective equipment throughout the 

duration of the work task.  Continue to monitor and inspect the condition of your pe



http://fixx.ulm.edu/
mailto:dykes@ulm.edu


http://www.ulm.edu/
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d. Environmental Health and Safety Office 
i. Provide annual training of the utility vehicle policy. 
ii. Retain all documentation of trained employees/students. 

 
6. Safety 
 a.  Daily Inspection 

i. Inspections of utility vehicles should be done at least once per day at the beginning o
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v. Loads that extend more than three feet from the rear of the vehicle must be flagged 
with a brightly colored material, usually red or orange. 

 
7. Operation 
 a. Authorized Utility Vehicle Operators 

i. Employees/students that have satisfactorily completed the requirements outlined 
above in section 4. 

ii. hƚŝůŝƚǇ�ǀĞŚŝĐůĞƐ�ƐŚĂůů�ďĞ�ŽƉĞƌĂƚĞĚ�ŝŶ�ĐŽŵƉůŝĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�ĐŽŵŵŽŶ�͞ƌƵůĞƐ�ŽĨ�ƚŚĞ�ƌŽĂĚ͟�
regardless of whether vehicles are operated on sidewalks or roadways. 

iii. Utility vehicles shall be operated in a manner that does not interfere with normal 
pedestrian or vehicular traffic flow on roadways, sidewalks, and ramps. 

iv. Utility vehicles shall not be driven in buildings. 
 

b. Speed Limit 
i. All speed limits shall be observed. 
ii. Operators must account for conditions that may require driving at slower speeds: 

(1) Slippery sidewalks, roadways, or other surfaces due to rain, ice, snow, sand, or 
oil. 

(2) Heavy pedestrian traffic. 
(3) Reduced visibility due to weather conditions. 
(4) When approaching intersections or blind spots. 
 

c. Intersections and Crosswalks 
i. Operators must come to a complete stop before crossing a roadway or proceeding 

through intersecting sidewalks or other areas that have blind spots.     
ii. Operators must stop utility vehicles at all blind intersections and sound horn before 

proceeding. 
iii. Operators may cross roadways only at pedestrian crosswalks by slowly driving alongside 

the pedestrian crosswalk (do not drive within the marked pedestrian crosswalk). 
iv. Operators must obey all traffic signals.  Operators must look in all directions prior to 

entering the intersections and crossing. 
 

d. Pedestrians (including those who employ wheelchairs or any type of mobility assistance) 
i. Utility vehicles shall be operated with the utmost courtesy, care, and consideration for 

the safety and convenience of pedestrians.  
ii. Pedestrians shall be afforded the right-of-way at all times. 
iii. Operators must account for the fact that a pedestrian may be physically impaired and 

unable to hear or see the utility vehicle, or unable to move quickly. 
iv. Operators must reduce speeds in heavy pedestrian traffic or stop until the traffic has 

lessened. 
v. Operators must never attempt to get pedestrians out of their way by intimidating them 

to step off the sidewalk. 
vi. Whenever an operator feels he/she cannot predict the actions of a pedestrian or other 

vehicle operator, he/she must come to a complete stop before proceeding. 
 

e. Parking 
i. Utility vehicles shall not be parked within 6-8 feet of the entrance or exit of any building, 

except at loading docks, safety equipment, or machinery. 
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ii. Utility vehicles shall not be parked in a way that blocks stairs, sidewalks, fire hydrants, 
fire lanes, or handicap ramps. 

iii. Utility vehicles shall not be parked in any manner likely to obstruct or interfere with the 
flow of pedestrian or vehicular traffic. 

iv. Utility vehicles shall not be driven or parked in the breezeway of any building. 
v. Utility vehicles shall not be parked or driven in covered entrances of buildings, including 

the entrance of the library.  
 

f. General Guidelines 
i. All body parts ʹ feet, legs, and arms shall be kept inside the vehicle while it is in motion, 

unless the operator is signaling for a turn. 
ii.         Operators or passengers shall not jump on or off vehicles in motion.  
iii. Observe the limit of two (2) occupants per seat rule. 
iv. No passengers will be permitted on utility vehicles unless provided with adequate 

seating.  No one is permitted to ride on the running boards, fenders, or any part of the 
vehicle except the seats. 

v. Always remain seated and hold on while vehicle is in motion. 
vi. Before starting the vehicle, assure it is not in gear. 
vii. Check the area behind the vehicle before backing up. 
viii. Slow down before and during turns.  All turns shall be executed at reduces speeds. 
ix. Drive the vehicle only as fast as terrain and safety considerations allow. 
x. Always consider the terrain, existing vehicular and pedestrian traffic conditions, as well 

as environmental factors that may affect your ability to operate the vehicle safely. 
xi. Avoid sudden stops or change of direction that may results in a loss of control. 
xii. Operators shall not stop in the middle of roads or walkways. 
xiii. Brake to control speed when traveling down an incline. 
xiv. Exiting the utility vehicle 

(1) dƵƌŶ�ƚŚĞ�ŬĞǇ�ƚŽ�͞ŽĨĨ͟�ƉŽƐŝƚŝŽŶ͘  
(2) Engage brake. 
(3) Remove the key. 

 
8. Enforcement 

a. The supervisor and any utility vehicle operator must review this policy annually or as situation 
warrants. 

b. Violations of this policy shall be reported to the Environmental Health and Safety Office.   
c. dŚĞ�ŽƉĞƌĂƚŽƌ͛Ɛ�ƐƵƉĞƌǀŝƐŽƌ�ƐŚĂůů�ďĞ�ŶŽƚŝĨŝĞĚ͘ 
d. The privilege of operating a utility vehicle may be revoked at anytime. 
e. University progressive disciplinary procedures shall apply to employees who violate this safety 

policy.  Vendors and contractors shall face sanctions appropriate to the terms of their contract 
with the University. 

  



https://webservices.ulm.edu/policies/download-policy/355
http://www.ulm.edu/safety/documents/wvauthorization_form_da2066.pdf
http://www.ulm.edu/safety/documents/wvsafety_inspection.pdf
https://www.boatus.org/louisiana
https://www.wlf.louisiana.gov/page/boater-education
http://www.ulm.edu/safety/documents/ldwf_operator_boating_incident_report.pdf


http://www.ulm.edu/safety/coordinators_building.html
http://www.ulm.edu/safety/coordinators_building.html
http://fixx.ulm.edu/
http://www.ulm.edu/safety/building_inspection_instructions.html
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the doors.  If doors are locked then appropriate panic hardware must come on the door that is 
locked.  This will allow exit in case of an emergency. 

9. Are exit routes kept free of obstructions? 
1. Check exit routes to ensure that they are kept clear.  Exit routes include hallways, stairways, 

entranceways, etc.  Please make sure that boxes, desks, trash cans, etc. are blocking hallways.  This 
may impede egress in an emergency and is not allowed. 

10. Do exit doors open outwards? Will fire & exit doors close and latch properly? 
1. All exit doors should open outwards. 
2. Check fire doors and exit doors to make sure they close and latch properly.  These type of doors 

should have automatic door closers attached to them.  Check the closers carefully and make sure 
they are working properly.  Once the door closes ensure that it latches shut properly.  The reason for 
doing this is in case of a fire the door will isolate that floor from fire and smoke as long as it is 
closed.  Do not allow anyone to prop these doors open. 

11. Has a fire / evacuation drill been conducted within the past year? 
1. A new requirement issued by ORM is that all of our buildings conduct a fire drill at least once per 

year.  The fire drill should be documented on the fire drill form.  During the quarterly inspections 
check your records to ensure that your building is not due for a fire drill.  See the fire drill section of 
this site for more information before conducting a fire drill. 
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3. Are service holes, man holes, drains, etc. properly covered? 
1. 
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2. For windows that are supposed to open make sure that they open, close, and latch correctly. 

15. Are all elevators working correctly?  
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3. Are there any exposed wires, frayed cords or wires, torn or frayed insulation, loose or broken conduit, 
etc.? 
1. 

/safety/program_building.html
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Authorized employee. A person who locks out or tags out machines or equipment in order to perform 
servicing or maintenance on that machine or equipment. An affected employee becomes an authorized 
employee when that employee's duties include performing servicing or maintenance covered under this 
section.
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Tagout
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NON-THREAT ISSUES  

Evacuation: ULM is not isolated in that several improved roads service the campus from all sides. Procedures 
ĂƌĞ�ƐƉĞůůĞĚ�ŽƵƚ�ŝŶ�ƚŚĞ͟��ŵĞƌŐĞŶĐǇ��ǀĂĐƵĂƚŝŽŶ�WƌŽĐĞĚƵƌĞƐ͘͟�/ŵŵĞĚŝĂƚĞ�ĂĐƚŝŽŶ�ǁŝůů�ďĞ�ƚĂŬĞŶ�ƚŽ�ƐĞĐƵƌĞ�ƚŚĞ�
campus, the safety of the students, employees, and visitors based on visual observations and immediately 
available facts. Upon contact with Emergency Authorities, Campus Administrators will carry out all directions 
and actions ordered. 

Confined Spaces 

In accordance with a campus-
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1. Determine most convenient evacuation route and any alternates (other than elevators) for everyone in 
that classroom when an alarm is sounded 

2. Identify students or personnel with disabilities who may require assistance in making an evacuation 

3. Determine and note locations of fire extinguishers in the immediate and adjacent areas 

4. Make certain that each person is aware that in case of any fire everyone evacuates the building until an 
all clear is given 

5. Determine an assembly point outside the building and assure that everyone knows where to assemble 
away from firefighting equipment 

6. Assign aides to assist any/all disabled who need assistance 

7. Report anyone unaccounted for to the firefighter in charge of the operation 

8. No one should attempt to put out a fire unless that individual feels that the fire can be contained. In all 
other cases, professional firefighters must take the responsibility for extinguishing the fire. 

9. Although it is extremely important that anyone who discovers a fire turn in the alarm, it is imperative that 
no individual be jeopardized by not getting out of harm's way as quickly as possible. 

10. All alarms must be reported directly to the ULM Police Department by dialing 1-911 and giving all 
pertinent information to the operator. 

11. As previously noted, these are minimal requirements and any additional steps which lend to the 
successful evacuation of all individuals should be included by the person in charge. 

12. In the event of high wind, tornado or other weather emergency, the procedure for evacuation should be 
abandoned and everyone should assemble near the center of the building away from windows and glass 
enclosed areas on the first floor. 

13. After the crisis, everyone who is not injured, should assist in the care of those who are incapacitated until 
help arrives. 

  

ASSISTANCE TO PHYSICALLY DISABLED 

To reduce the risk of personal injury, attempts to carry immobilized persons are to be discouraged; however, 
when absolutely necessary, at least two people may have to pick the individual up bodily to be carried down 
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TEMPORARILY IMMOBILIZED PERSONS include people wearing casts and/or using canes or crutches. The 
assistance given such individuals must be based solely upon their ability to maneuver through doorways and 
up and down stairs. 

PERMANENTLY IMMOBILIZED PERSONS are those individuals who have either limited or no use of their legs 
and must rely on crutches, wheelchairs or walkers for transport in buildings. 

As soon as an alarm sounds, assigned assistants must remain with disabled individuals to assure proper 
evacuation. In case any assistant or disabled individual is missing at the evacuation area for roll call, 
responding firefighters and University Police should be notified by calling 1-911. 

  

RESIDENCE HALLS EMERGENCY PLAN 

Introduction: 
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7. If time permits, resident assistants assigned to each floor should check every room to assure complete 
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In case any assistant or disabled individual is missing at the evacuation area for roll call, responding firefighters 
and University Police should be notified by calling 1-911. 

Resident Leaders should emphasize the following policy during the Fire Evacuation portion of the first hall 
meeting so everyone is aware of the importance of following these procedures. Residents who ignore these 
procedures and take actions which could endanger fellow students or personnel will be dealt with harshly in 
accordance with local and state laws. The following policy should be posted in the main lobby of each 
residence hall. 

  

FIRE SAFETY EQUIPMENT, DAMAGE & ABUSE 

The following should be emphasized to all residence hall occupants: 

1. Fire safety equipment in the residence halls includes fire alarm pull stations, smoke detectors, fire 
extinguishers, all stairway doors, as well as hallway fire doors. All fire prevention/protection systems are 
made available for the safety and welfare of tenants, workers and visitors. Any attempt by anyone to 
cause damage, malfunction, deface or molest is a violation of the Louisiana State Fire Code and may 
result in disciplinary action which includes in some extreme cases, criminal prosecution and/or dismissal. 

2. It is unlawful for any person to willfully give a false alarm or to pull the lever of any fire alarm except in 
case of a fire. It is also unlawful for any person to interfere with or malfunction, damage, deface or 
molest any part of any fire alarm system or other fire safety equipment. 

3. Fire extinguishers are first-aid firefighting equipment only and shall be used accordingly: 

1. Fire extinguishers are for use only on small and containable fires. 

2. Class A - water extinguishers are to be used on wood, paper, cloth and bedding fires. NOTE: Water 
extinguishers are never to be used on electrical units or fuel (gasoline, oils or other flammable liquids). 

3. Class ABC Dry chemical extinguishers may be used on all types of small, containable fires. 

4. In case of an electrical fire, disconnect the item from its electrical source. 

4. A very important point for any building particularly residence halls, concerns stairways and fire doors 
which separate one building wing from another or one floor from the next to prevent the spreading of 
fire. Such doors shall not be wired, blocked open or fixed in any way so the door is not closed when not in 
use. 

5. Hallways and stairs leading to exits shall not be blocked for any reason to hinder a smooth flow of traffic 
in or out of the building. 

6. No one shall smoke while sitting on or while in a bed under any circumstances. All smoking materials will 
be completely extinguished before disposal. 

7. Misuse of Halogen lamps has been a major concern of the National Fire Protection Association. These 
lamps emit an excessive amount of heat and have been proven to be dangerous. They are not allowed on 
campus. 
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After the Drill  

¶ Make sure that no one reenters the building until the alarm is turned off and you have deemed the 
building safe to reenter.  

¶ Complete the fire drill / building evacuation report. Submit this report to the Environmental Health & 
Safety office.  

¶ Meet with building personnel to discuss results and ways to improve the evacuation procedures for 
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General Information: 
 
Underground natural gas supply lines are the safest mode of energy transportation, but everyone 
associated with the ULM camps needs to have certain basic information in the remote event that an incident 
should occur.  It is unlikely that a leak will ever occur on campus, but this information will help you to: 
 

1. 
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General Information for Emergency Services Personnel: 

 

The following additional suggestions are offered to police, fire and other public safety officials in safeguarding the 

public in the event of a gas supply line rupture or leak: 



https://member.everbridge.net/index/3091830992273698#/login
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V. Chemical Safety 
 
 

Hazard Communication Program 

The majority of the hazardous chemicals used and stored at the University of Louisiana at Monroe are 
normally below the reportable quantities as prescribed by the Environmental Protection Agency and the 
Louisiana Department of Environmental Quality. In keeping with the intent of the Right- to-Know legislation, 
ULM has established the Hazardous Communication Program (29 CFR- 
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Mutagen - A material that affects organisms at the genetic level and whose effects may be seen in subsequent 
generations.  

Oxidizer - A chemical that promotes combustion in other materials. The definition does not include 
explosives.  

Physical Hazard - A chemical that is either a combustible liquid, a compressed gas, an explosive, is flammable, 
an organic peroxide, an oxidizer, is pyrophoric, is reactive or water-reactive.  

Pyrophoric Material - A chemical substance or mixture that will ignite spontaneously in dry or moist air at 
below 1300F.  

Reactive Material - A chemical substance or mixture that may vigorously polymerize, decompose, condense, 
or become self-reactive under conditions of shock, pressure or temperature. Includes chemical substances 
that can be classified as explosive, an organic peroxide, and a pressure generating material or a water reactive 
material.  

Sensitizer - A chemical substance or mixture known to cause some form of hyper-sensitive reaction to normal 
tissue when said tissue is exposed to it.  

Teratogen - A chemical that causes physical defects in a developing embryo. 
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LABELS AND OTHER FORMS OF WARNING  

Chemical manufacturers, importers, and distributors provide labels, tags, or other markings for containers of 
hazardous chemicals. This identification includes the following information:  

1. Identification of the hazardous chemical  

2. Appropriate hazard warnings  

3. Name and address of the chemical manufacturer, distributor, or other responsible party.  

ULM, in accordance with state and federal regulations, requires that containers of hazardous materials in the 
workplace be labeled, tagged, or marked with the identity of the hazardous chemical and appropriate hazard 
warning. Labels provide an immediate source of information and should not under any circumstance be 
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Personal Protective Equipment (PPE) for Hazard Communication 

 
The University of Louisiana at Monroe (ULM) is committed to providing a safe environment for all 

https://www.osha.gov/dte/library/ppe_assessment/ppe_assessment.html
/safety/documents/haz_assess_form_ppe.doc
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conform to the updated ANSI standards which have been incorporated into the PPE regulations, as 
follows: 
 
 
¶ Eye and Face Protection ANSI Z87.1-1989 

¶ Head Protection ANSI Z89.1-1986 

¶ Foot Protection ANSI Z41.1-1991 

¶ Hearing Protection ANSI 53.19  

¶ Hand Protection (There are no ANSI standards for gloves.  However, selection must be based on the 

performance characteristics of the glove in relation to the tasks to be performed.) 

¶ Respiratory Protection (There are no ANSI standards for respirator or mask.  However, selection must be 

based on tasks to be performed.) 

¶ Body (Torso) Protection (There are no ANSI standards for body protection.  However, selection must be 

based on tasks to be performed.) 

Cleaning and Maintenance of PPE 
 
It is important that all PPE be kept clean and properly maintained.  Cleaning is particularly important for 
eye and face protection where dirty or fogged lenses could impair vision. Employees must inspect, clean, 
and maintain their PPE according to the manufacturer’s instructions before and after each use.  All 
breathing and hearing protection other than ear muffs are disposable but can be reused at the discretion 
of the employee.   Any eye protection that is damaged or scratched should be replaced immediately and a 
supervisor notified of the situation. 
 
Supervisors are responsible for ensuring that users properly maintain their PPE in good condition.  They 
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Retraining 
The need for retraining will be indicated when: 
 
¶ an employee’s work habits or knowledge indicates a lack of the necessary understanding, motivation, and 
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Supervisors will inform and provide on the job training for employees to let them know when personal 
protective equipment is required. The supervisor shall train employees through on the job training on 
what specific personal protective equipment is required for each work task.  
When using personal protective equipment, the following procedures should be followed: 
 
a. Prior to Use - Inspect the personal protective equipment – make sure that the PPE you are using is in 
good condition.  Make sure that it is the right size and fits you appropriately. If you are using gloves – 
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blood or other potentially infectious materials. All blood or other potentially infectious materials will be 
considered infectious regardless of the perceived status of the source individual.  

2. Engineering and Work Practice Controls
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1) Gloves ʹ gloves shall be worn any time when there is a possibility that employees could have hand contact 
with blood or other potentially infectious materials. Gloves shall also be worn when dealing with non-intact 
skin, mucous membranes, and when handling or touching contaminated items or surfaces. Additionally gloves 
will be worn whenever handling potentially infectious biomedical waste. Gloves used for this purpose should 
be disposable gloves designed to provide protection against bloodborne pathogens. These gloves are typically 
made of latex. The disposable gloves should be replaced as soon as practical when they become contaminated 
or as soon as feasible if they are torn, punctured, or when their ability to function as a barrier is compromised. 
Hypoallergenic gloves or other types of alternatives should be made available to all employees who are 
allergic to latex gloves.  

2) Masks and Eye Protection 
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ǁŝůů�ďĞ�ŬĞƉƚ�ŝŶ�ƚŚĞ�ĞŵƉůŽǇĞĞ͛Ɛ medical file in Student Health Services. Employees who decline the vaccine may 
request and obtain the vaccination at a later date at no cost.  

If in the future the U.S. Public Health Service recommends a routine booster dose of the Hepatitis B vaccine, it 
will be provided free of charge to affected employees.  

Failure to comply with the above criteria will result in a withholding of pay checks. Once one of the above 
criteria has been met, pay checks will be released back to the employee.  

4. Spill and Decontamination Procedure  

Spills within laboratories or medical areas shall be decontaminated by the proper administrative authority or 
designee. For all other spills contact Custodial Services. Use disposable supplies whenever possible.  

General Guidelines for Decontamination:  

· Wear the appropriate PPE.  

· Restrict access to the area.  

· Do an initial wipe up of the area. An absorbent material can be used to solidify large quantities. The 
absorbent material can be obtained by contacting Custodial Services.  

· Clean the area with an EPA registered disinfectant or 10% bleach solution.  

· Spray the area and allow it to sŝƚ�ĨŽƌ�ϭϬ�ŵŝŶƵƚĞƐ�Žƌ�ĨŽůůŽǁŝŶŐ�ƚŚĞ�ŵĂŶƵĨĂĐƚƵƌĞƌ͛Ɛ�ƌĞĐŽŵŵĞŶĚĂƚŝŽŶƐ�ĨŽƌ�ƵƐĞ�ŽĨ�
the disinfectant.  

· Decontaminate all cleaning equipment.  

· Dispose of all cleaning material in proper biohazard waste containers.  

· PPE shall be removed and disposed of in the proper biohazardous waste containers.  

5. Disposal  

Disposal of all regulated waste shall be in accordance with applicable federal, state, and local regulations. All 
waste with the possibility of contamination of bloodborne pathogens shall be placed in containers that are 
closeable, constructed to contain all contents and prevent leakage of fluids during handling, storage, 
transportation or shipping. The waste must be labeled or color-coded prior to removal to prevent spillage or 
protrusion of contents during handling, storage, transportation or shipping. Biohazard cardboard boxes, red 
totes, and red bag liners are available by contacting the Environmental Health & Safety Office.  

6. Information and Training  

All employees who have occupational exposure to bloodborne pathogens must receive training on the 
epidemiology, symptoms, protection from, and transmission of bloodborne pathogens diseases. Student 
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i. After ŽďƚĂŝŶŝŶŐ�ĐŽŶƐĞŶƚ͕�ĐŽůůĞĐƚ�ĞǆƉŽƐĞĚ�ĞŵƉůŽǇĞĞ͛Ɛ�ďůŽŽĚ�ĂƐ�ƐŽŽŶ�ĂƐ�ĨĞĂƐŝďůĞ�ĂĨƚĞƌ�ƚŚĞ�ĞǆƉŽƐƵƌĞ�ŝŶĐŝĚĞŶƚ͕�
and test blood for HBV and HIV serological status.  

j. If the employee does not give consent for HIV serological testing during collection of blood for baseline 
testing, preserve the baseline blood sample for at least 90 days; if the exposed employee elects to have the 
baseline sample tested during this waiting period, perform testing as soon as possible.  

9. Administration of Post – Exposure Evaluation and Follow-up  

The healthcare professional evaluating an employee after an exposure incident will be provided the following 
information:  

Ă͘���ĐŽƉǇ�ŽĨ�K^,�͛Ɛ�ďůŽŽĚďŽƌŶĞ�ƉĂƚŚŽŐĞŶƐ�ƐƚĂŶĚĂƌĚ  

ď͘���ĚĞƐĐƌŝƉƚŝŽŶ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ͛Ɛ�ũŽď�ĚƵƚŝĞƐ�ƌĞůĞǀĂŶƚ�ƚŽ�ƚŚĞ�ĞǆƉŽƐƵƌĞ incident.  

c. Route(s) of exposure.  

d. Circumstances of the exposure incident.  

Ğ͘�/Ĩ�ƉŽƐƐŝďůĞ͕�ƌĞƐƵůƚƐ�ĨƌŽŵ�ƚŚĞ�ƐŽƵƌĐĞ�ŝŶĚŝǀŝĚƵĂů͛Ɛ�ďůŽŽĚ�ƚĞƐƚ͘  

f. Relevant employee medical records, including vaccination status.  

The healthcare professional will provide the University a written opinion within 15 days of the initial 
ĞǀĂůƵĂƚŝŽŶ͘���ĐŽƉǇ�ŽĨ�ƚŚŝƐ�ƌĞƉŽƌƚ�ǁŝůů�ďĞ�ŐŝǀĞŶ�ƚŽ�ƚŚĞ�ĂĨĨĞĐƚĞĚ�ĞŵƉůŽǇĞĞ͘�dŚĞ�ŚĞĂůƚŚĐĂƌĞ�ƉƌŽĨĞƐƐŝŽŶĂů͛Ɛ�ǁƌŝƚƚĞŶ�
opinion for post-exposure follow up shall be limited to the following information:  

· A statement that the employee has been informed of the results of the evaluation.  

· A statement that the employee has been told about any medical conditions resulting from exposure to blood 
or other potentially infectious materials which require further evaluation or treatment.  

All other findings or diagnosis shall remain confidential and shall not be included in the written report.  

10. Procedures for Investigating an Exposure Incident  

The Environmental Health and Safety Office will review the circumstances of all exposure incidents to 
determine:  

b. Engineering Controls in use at the time of the incident.  

c. Work practices followed.  

d. A description of any device(s) being used.  

e. Protective equipment or clothing that was used at the time of the incident.  

f. Location of the incident.  
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g. Procedure(s) being performed when the incident occurred.  

Ś͘��ŵƉůŽǇĞĞ͛Ɛ�ƚƌĂŝŶŝŶŐ�;ŚĂǀĞ�ƚŚĞǇ�ĂƚƚĞŶĚĞĚ͕�ǁŚĞŶ�ƚŚĞǇ�ĂƚƚĞŶĚĞĚ͕�ĞƚĐ͘Ϳ  

The investigation will seek to determine if the incident was preventable and what measures can be taken to 
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Bloodborne Pathogens Spill Procedures 

 
 
PROCEDURE FOR HANDLING SPILLS OF BLOOD AND OTHER BODY FLUIDS 
 

IF SPILL IS THE RESULT OF A PERSONAL INJURY TO A STAFF MEMBER, STUDENT, OR VISITOR, FOLLOW THE 
UNIVERSITY PROCEDURE FOR REPORTING ACCIDENTS/INJURIES FOUND HERE: www.ulm.edu/safety  

 
Only certain University personnel are authorized by the University of Louisiana Monroe Office of 
Environmental Health and Safety to clean up and decontaminate spills of blood and body fluids. These 
personnel include custodians, University Police, Office of Environmental Health personnel, and 
instructors/personnel in areas where blood and body fluids are routinely encountered in the course of work. 
These employees may be classified as employees witŚ�͞ŚŝŐŚ�ƌŝƐŬ͟�ĨŽƌ�ĞǆƉŽƐƵƌĞ�ƚŽ�ďůŽŽĚďŽƌŶĞ�ƉĂƚŚŽŐĞŶƐ�ŝĨ�
they are called upon to routinely perform these tasks.  
 
These personnel must receive documented training when hired and must have training up-dates provided 
each year. It is the responsibility of supervisors to notify the Office of Environmental Health and Safety when 
new personnel are hired in these areas. ONLY THESE DESIGNATED PERSONNEL WILL HAVE THE APPROPRIATE 
EQUIPMENT, SUPPLIES, AND TRAINING TO PROPERLY CLEANUP AND DECONTAMINATE THE SPILL.  
 
Do not attempt to clean up a spill unless authorized to do so.  
͞,ŝŐŚ�ZŝƐŬ͟�ĂƌĞĂƐ�Ăƚ�ƚŚĞ�hŶŝǀĞƌƐŝƚǇ�ǁŚĞƌĞ�ĐŽŶƚĂĐƚ�ǁŝƚŚ�ďůŽŽĚ�Žƌ�ďŽĚǇ�ĨůƵŝĚƐ�ĐĂŶ�ƌĞĂƐŽŶĂďůǇ�ďǇ�ĞŶĐŽƵŶƚĞƌĞĚ�
are: Student Health Center, specialty laboratories in nursing, biological sciences, speech/hearing clinic, 
kinesiology, and athletics, and with certain accidents involving injury. 

 
ANY PERSON WHO ENCOUNTERS/OBSERVES SPILLED BLOOD OF BODY FLUIDS MUST IMMEDIATELY 

CONTACT ONE OF THE FOLLOWING: 
 
SPILL IN DORMITORIES: Contact the Director of Residential Housing at 318-342-5247  
 
SPILL IN CAMPUS CLASSROOM/OFFICE BUILDING: Contact Custodian Manager at 318-342-5189 
 
SPILL IN “HIGH RISK” AREAS- Contact your supervisor and the lab safety coordinator.  
 
SPILL IN NEUTRAL AREAS OUTSIDE OF CAMPUS BUILDINGS- Contact University Police at 318-342-5350. 
IF THESE PERSONNEL ARE UNAVAILABLE- Contact Office of Environmental Health and Safety at 318-342-5177 
 

http://www.ulm.edu/safety
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Key Policy 

Purpose  

To ensure that all university keys are accounted for and used appropriately. To implement a tracking system 
for all university keys. To ensure the safe access and security to all university buildings.  

Procedure  

In order to obtain a key to a university building the following procedure will be followed:  

1. Complete a key request form and have the form signed by the department head.  

2. Submit the completed form to the physical plant.  

3. The physical plant will then make the appropriate key. Once the key is made the physical plant will notify 
the employee requesting the key that it is ready. The employee will be required to come to the physical plant 
to receive their key.  

4. Before the key is given to the employee, the employee will be required to identify themselves to physical 
plant personnel by presenting their university identification card. Once they have been positively identified, 
the employee will be required sign the authorization statement on the bottom of the key request form. This 
authorization will acknowledge that the employee is responsible for the key and will be charged an 
appropriate fee if the key is lost or if it is not returned upon termination of their employment with the 
university. The key number and the employee name will be entered into a database in order to track 
university keys.  

5. Upon termination of employment for any reason the employee will be required to turn in all assigned keys 
to the physical plant. Failure to turn in university keys will result in appropriate deductions from the 
employee's last paycheck. Upon return of the university keys the physical plant personnel will give the 
employee a receipt stating that the keys have been turned back in. The employee can then give a copy of this 
receipt to the human resource personnel to avoid being charged for the keys.  

In the event a key is lost:  

1. Report the situation to the physical plant immediately.  

2. The physical plant may provide a copy of the lost key and will charge the employee an appropriate fee. If 
the physical plant determines that a copy of the key can be made then the employee will be required to follow 
the procedure above for requesting a new key.  

3. For security sensitive areas it may be necessary to change the locks when a key is lost. If deemed necessary 
the employee will be charged an appropriate fee for this service. The decision to replace the key with a copy 
or change locks will be determined by the physical plant. If this is necessary all employees who have been 
issued this key will be issued a new key matching the new lock. These employees will have to come to the 
physical plant to receive their new keys.  

If a key is damaged and no longer works:  
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1. Notify the physical plant by using the key request form.  

2. Submit the damaged key with the key request form to the physical plant.  

3. The process for getting a new key will be the same as listed above.  

FEES:  

$20.00 per key  

Other costs may be charged by the physical plant if it becomes necessary to change locks or any lock 
hardware. These charges will be made at the discretion of the physical plant.  

Any questions on the key policy or key request form should be directed to the physical plant. You can contact 
the physical plant at 342-5170.  
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Appendix 

 

 

 

 


