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FOREWORD

The Texas Tech University Health Sciences Center EI Paso (TTUHSC EI Paso) is
committed to providing a healthy, safe workplace and environment for faculty, staff,
students, volunteers, and visitors through compliance with applicable federal, state, local,
and institutional rules, regulations, policies, codes, and standards.

The Health Sciences Center El Paso is responsible for providing information and
implementing programs directed at the health and safety of employees, students,
volunteers, and visitors and protecting the environment. Supervisors are accountable
for the health and safety of persons who report to them. Supervisors shall ensure that
persons directed by them have been trained and made aware of specific hazards involved
in their employment activities and that they understand and comply with prescribed
protocols, safety regulations, and work practices. Supervisors shall investigate all hazards
of which they become aware and shall take appropriate corrective action. Employees have
a duty to work in compliance with statutory requirements and established safe work
practices and to report unsafe or unhealthy conditions to their supervisors.

Contractors and subcontractors undertaking to perform work for TTUHSC El Paso, as
part of their contracts, will comply with all relevant workplace and environmental health
and safety statutesand TTUHSC EI Paso procedures.

Commitment to health and safety by individuals at all levels and functions is an integral part
of TTHSC EI Paso operations

Date:

Richard Lange, M.D., M.B.A.
President, Texas Tech University Health Sciences Center El Paso
Dean, Paul L. Foster School of Medicine
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El Paso Department of Safety Services Office
5001 EI Paso Drive El
Paso, Texas 79905
(915) 215-4820
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INTRODUCTION

As used in this document, Texas Tech University Health Sciences Center El
Paso (TTUHSC EIl Paso) refers to and includes TTUHSC El Paso School of Medicine
Paul L. Foster School of Medicine, Graduate School of Biomedical Sciences, Gayle Greve
Hunt School of Nursing, and the Texas Tech Physicians of El Paso offices.

This Safety Manual is general in nature. Various supplemental safety manuals
have been internally developed and are available upon request. These supplemental
manuals include, but are not limited to: the Hazardous Waste Disposal Manual, the
Laboratory Compliance Manual, the Laser Safety Manual, and the Radiation Safety
Manual. The Texas State Office of Risk Management (SORM) provides guidelines for
Texas State agencies in the Risk Management and Employee Safety and Health Program.

The School of Medicine, the School of Nursing, the Graduate School of
Biomedical Sciences, and the Texas Tech Physicians of EIl Paso
offices have policy and procedures manuals applicable to their own faculty, staff,
and students. Additionally, departments are encouraged to develop safety policies and
procedures that are applicable to their areas of responsibility. Safety Services will assist
in this process, if requested.

Various institutional committees currently exist for the purpose of developing
policy and/or advising in the area of safety. Responsibilities and functions of these
committees are summarized under the heading of “Safety Committees” in Section 111 of
this Safety Manual.

Section V of this manual includes the emergency procedures for TTUHSC El
Paso. Where these procedures, such as the emergency codes, the emergency evacuation
routes, and the severe weather shelter areas, differ between locations is noted.
Employees located in contract facilities are subject to the emergency procedures and
the policies governing those procedures as established by those facilities.

All employees are encouraged to become familiar with this information. It is
suggested, therefore, that each department maintain at least two copies of this Safety
Manual. The Department Head should maintain one copy, and the Unit Safety Officer
(or Department Administrator where applicable) should maintain one copy. In addition,
faculty, staff, and students should each have access to a copy of the TTUHSC EI Paso
Faculty, Staff and Student Safety Handbook. Contact the Department of Safety Services
Office to access additional copies of this Safety Manual or the TTUHSC El Paso
Safety Handbook.
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The loose-leaf binding of this manual allows for periodic updating of material.
As standards and regulations change, Safety Services will distribute these revisions.
Holders of the Safety Manual will be responsible for posting updated material as it
is received. Unit Safety Officers will be responsible for informing their departmental
faculty, staff, and students of changes as they occur.

An electronic version of this manual, as well as links to other relevant
information, is available online on the Safety Services web site at:
http://elpaso.ttuhsc.edu/safety/manuals.aspx
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SECTION | GENERAL INFORMATION

Purpose

To establish an effective Safety Program for Texas Tech University Health
Sciences Center EI Paso (TTUHSC EI Paso) and promulgate safety policies and
procedures.

Objective

The objective of the Safety Program is to provide, to the extent possible, a safe
and healthy work environment for faculty, staff, students, volunteers, and
visitors.

Applicability

This Safety Manual is applicable to all faculty, staff, students, volunteers and
lessees of the Texas Tech University Health Sciences Center ElI Paso. This
Safety Manual is also applicable to all TTUHSC El Paso employees located
in various contract facilities (e.g., Texas Tech Physicians of El Paso) and
should be adopted and modified to reflect their specific situation and needs in
conjunction with and supplemental to any safety policies established by the
contract facility.

Definitions

Definitions and interpretation of terms, for the purpose of this Safety
Manual, are listed in Appendix 1

Nationally Recognized Standards

Page 12 of 114 TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017



Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

Page 13 of 114

This Safety Manual is specific to TTUHSC El Paso and is based on applicable
federal, state, and local laws, regulations and safety standards.

State of Texas Executive Order GWB 95-8 relates to the protection of the
health and safety of the employees of the State of Texas, as well as the citizens
served by those employees. The Order promotes a safe work environment and
the preservation of state property by requiring the development and
implementation of comprehensive, written risk management and safety pro-
grams by state agencies. Further, the Order requires that state government “lead
by example” and “comply with all state and applicable federal laws, standards,
rules, regulations and guidelines regarding employee and citizen safety and
health and property preservation.”

These include, but are not limited to National Fire Protection Association
(NFPA), Occupational Safety and Health Administration (OSHA), National
Institute for Occupational Safety and Health (NIOSH), Centers for Disease
Control and Prevention (CDC), Environmental Protection Agency (EPA),
Texas Commission on Environmental Quality (TCEQ), National Safety Council
(NSC), State Office of Risk Management (SORM), Texas Depart- ment of State
Health Services (TDSHS), Texas Department of State Health Services-
Radiation Control (TDSHS-RC), the United States Department of Homeland
Security (DHS) Federal Emergency Management Agency (FEMA), Department
of Transportation (DOT), and the International Air Transportation Association
(IATA).

Where there are co-existing laws, standards, rules, regulations and guidelines

regarding the same issue, it is the policy of TTUHSC EIl Paso to adopt and
implement the most stringent of these.

TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017
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SECTION 1l RESPONSIBILITIES

General

The ultimate responsibility for establishing and maintaining the Safety
Program at Texas Tech University Health Sciences Center El Paso
rests with the President. Basic policies which govern the activities and
limitations of the Safety Program are thereby established under the final
authority of the President.

The responsibility for the overall administration of the TTUHSC El
Paso Safety Program has been delegated to the Senior Director of
Safety Services Department and his/her designee(s). However, the
primary responsibility for providing and maintaining a healthy and safe
work environment on a day-to-day basis lies at the operational
department level. In this way TTUHSC El Paso effectively fulfills the
basic requirement of applicable laws and regulations associated with
safety.

Due to the wide diversity of operations within TTUHSC El Paso and
the necessary differences in organizational structure, it is recognized that
certain responsibilities and expressed procedures in this Safety Program
cannot be equally applied. The department / centers, Health Care
Systems’ contract facilities, and individual departments have some
latitude in formulating and implementing alternative methods, when
necessary, so long as the total Safety Program’s objectives are not
compromised.

Every individual who participates in activities at TTUHSC El Paso, at
any level, has the responsibility to actively participate in promoting a
safe environment. Specific responsibilities of all faculty and staff are
directly proportional to their operational authority. The implied moral
obligation of each individual for the safety of oneself and for others is
both obvious and unavoidable.
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Deans, Department Heads. and Administrators

It is the responsibility of all Deans, Department Heads, and Administrators
to maintain, within their jurisdiction and to the best of their ability, a
healthy and safe working environment. This responsibility includes:

o implementing the Safety Program as outlined in this Safety
Manual and supplementing its contents with local directives,
where necessary;,

o informing managers and first-line supervisors under their direct
supervision that priority is to be given to the prevention of injuries;

. incorporating safety matters into agendas for discussion during
staff meetings;

o integrating safety requirements into all normal management
functions and activities and providing necessary assistance and
training;

. affording departmental safety personnel such as the appointed

Unit Safety Officer sufficient time to ensure quality performance
of their safety management responsibilities, duties, and functions;

. considering the extent to which safety requirements have been
integrated into overall management functions when making out
or reviewing performance reports of personnel under their direct
managerial control; and

. assuring that directives, correspondence, and other publications
originating under their authority contain safety guidance and
requirements, as appropriate, that will promote and implement
safe operations, equipment, and materials.

Administrators/Supervisors
TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017
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Administrators and Supervisors shall ensure that:
o Priority is given to the prevention of injuries;

e  All employees under their direct supervision have been made aware
of the safety policies and procedures as outlined in this Safety
Manual;

e  Safety training on specific work procedures is provided to persons
under their direct supervision. This is particularly applicable when
there is a potential for exposure to hazardous chemicals or
biohazardous materials;

e  This Safety Manual is fully implemented and supplemented with
local directives, when necessary; and

o Management is advised in writing of any requirement in this Safety

Manual with which they cannot comply, the reasons they cannot
comply, and their recommendations to achieve compliance.

Employees. Students, and Volunteers
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All employees, students, and volunteers shall:

e Read the TTUHSC EI Paso Faculty, Staff, and Student Safety
Handbook and applicable TTUHSC El Paso safety manuals and
comply with safety rules, regulations, and standards;

e  Familiarize themselves with the rules, regulations, and standards
applicable to them, their job, and the overall work environment;

o Insure that they safely discharge the responsibilities and duties
of their position;

o Not start a job, operation, or activity until they are familiar with
the hazards and accident potentials involved,

. Maintain a safe working environment in which to perform their jobs;

e  Contact their supervisor or other knowledgeable manager when
there is any question or doubt about how to safely perform a job,
operation, or activity;

o Inform their immediate supervisor as soon as possible when
involved in a work-related incident or injury;

e  Complete either the New Employee Safety Orientation Program
(NESOP), the Safety Training Education Program for Students
(STEPS), or the Volunteer Safety Orientation Program prior to
beginning any TTUHSC El Paso-related activities (see ‘“New
Employee Safety Orientation Program” in Section IV of this Safety
Manual);

e  Attend required annual safety education and training programs
and inform their Unit Safety Officer and/or supervisor about
completed training; and

. Report all hazards as soon as is reasonably possible (see “Hazard
Reporting Program” in Section 1V of this Safety Manual).

Unit Safety Officers
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Unit Safety Officers shall:

e  Familiarize themselves with this Safety Manual and assist their
Department Heads in implementing the Safety Program within their
department;

e  Attend the New Unit Safety Officer (USO) Orientation training
program as soon after their appointment by the Department Head
as is reasonably possible and attend the Unit Safety Officer
Conferences hosted regularly by Safety Services;

e  Coordinate the safety training activities and records of faculty,
staff, and students within their department (see “New Employee
Safety Orientation Program” and “Safety Education and Training”
in Section IV of this Safety Manual);

. Develop emergency evacuation routes and severe weather shelter
areas and disseminate this information to departmental personnel
(see “Fire Evacuations” and “Severe Weather Emergencies” in
Section V of this Safety Manual), as well as document participation
in annual fire drills within their department;

e  Coordinate various other safety-related activities within their
department (see “Departmental Safety Meetings,” “Hazard
Reporting Program,” “Health and Safety Review Program,” and
“Unit Safety Officers” in Section IV of this Safety Manual); and

. Perform other duties as necessary to prevent incidents and injuries.

Contractors

Contractors and subcontractors undertaking to perform work for
the Texas Tech University Health Sciences Center will, as part of
their contracts, ensure compliance with all relevant workplace and
environmental health and safety statutes and University procedures
(HSC OP 75.01).

Organizations L easing Space at TTUHSC EL. PASO
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The employees of any organization or agency leasing or, in any
other approved fashion, utilizing space within any TTUHSC El Paso
facility are responsible for being familiar with and adhering to all
applicable sections of this Safety Manual.

II. ORGANIZATION
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SECTION 111 ORGANIZATION

General
To fully support the various TTUHSC EI Paso personnel designated to be
responsible for specific aspects of program activities, Safety Services
is the primary resource for broad technical and administrative
procedures needed to coordinate the objectives of the TTUHSC EIl Paso

safety policies and procedures. The role of Safety Services is, therefore,
fourfold:

EDUCATION and TRAINING
CONSULTATION
SURVEILLANCE

COMPLIANCE

Safety Services

TTUHSC EIl Paso is committed to maintaining a safe environment for its
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employees, patients, students, and visitors. To this end, Safety Services
is charged with the responsibility for providing the necessary support in
the implementation of the applicable federal, state, and local required
safety programs. TTUHSC El Paso’s safety policies and procedures are
delineated in HSC OP 75.01 “TTUHSC El Paso Safety Programs,” the
TTUHSC El Paso Safety Manual, the Radiation Safety Manual, the
Laser Safety Manual, the Laboratory Compliance Manual, and the
Hazardous Waste Disposal Manual. Copies of these manuals are
available  from  the  Safety = Services web  site  at:
http://elpaso.ttuhsc.edu/safety/manuals.aspx

The Safety Services Personnel shall be responsible for
implementing and maintaining the various institutional safety programs.
It shall be the responsibility of the Deans or his/her designee(s) to
coordinate these safety programs with the Senior Director of Safety
Services and/or his designee.

Safety Services has the authority to abate unsafe conditions or
operations within all TTUHSC EI Paso facilities when, in the
professional judgment of the Safety Services Director or Safety Manager,
or respective Safety Officer, the condition or operation constitutes an
imminent hazard to life and/or property. Other conditions or operations
considered to be not of an imminent nature, but in violation of standards
published in this Safety Manual or local, state, or federal safety laws,
will be recommended for correction through appropriate administrative
channels.

Safety Services is responsible for implementing the overall safety
policies established at TTUHSC EI Paso. The department is structured
to accomplish these responsibilities with the following divisions:
Administration, Environmental Safety, Laboratory Safety, Life and Fire
Safety, Occupational Safety, Radiation Safety, and Safety Education and
Training.

Additional information about Safety Services is available online at
http://elpaso.ttuhsc.edu/elpaso/safety/

Environmental Safety Division
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The Environmental Safety Division is responsible for the design and
implementation of methods necessary to ensure safe, legal and
environmentally responsible disposal of hazardous wastes in accordance
with applicable local, state, and federal regulations and suggested
guidelines. This division is responsible for monitoring indoor air quality
and ensuring safe, legal, and environmentally responsible air and water
effluents.

Laboratory Safety Division

The Laboratory Safety Division is responsible for implementing the
policies established by the TTUHSC El Paso Institutional Biosafety
Committee and for insuring that the operations and functions of TTUHSC
El Paso research and educational laboratories comply with state and
federal regulations, established best practices, and institutional policies.
This includes assisting the institutional Responsible Official in complying
with Select Agent regulations. This division edits and maintains the
Laboratory Compliance Manual, and the Animal Biosafety Level 3
(ABSL-3) Biosafety Manual. This division is also responsible for
conducting laboratory surveys, licensing of laboratories, inspecting and
testing laboratory equipment, such as eye washes, safety showers, and
fume hoods, and conducting laboratory safety training. In addition,
Laboratory Safety oversees an institution-wide chemical inventory
system for all research and educational laboratories.

Life and Fire Safety Division

The Life and Fire Safety Division is responsible for conducting on- going
fire prevention activities, overseeing fire safety and providing liaison
with outside agencies on matters relating to fire safety and emergency
planning. This division also manages the development, implementation,
and training of TTUHSC EI Paso emergency response activities.

Occupational Safety Division

The Occupational Safety Division is responsible for incident/injury and
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hazard investigations and processing for corrective recommendations
including coordination of these efforts to promote safe working
conditions and procedures. Incident reports and hazard reports are
monitored, analyzed and statistical data developed to provide indices of
safety performance and trends.

Radiation/Laser Safety Division

The Radiation Safety Division is responsible for implementing the
policies established by the TTUHSC EI Paso Radiation Safety Committee
and for assuring that radioactive materials and machine sources of
ionizing and non-ionizing radiation are used in accordance with
applicable regulations. A copy of the Radiation Safety Manual must be
in each laboratory or facility using or producing ionizing radiation. A copy
of the Laser Safety Manual is required to be on hand in any facility using
registered laser equipment. Both the Radiation Safety Manual and the
Laser Safety Manual can be accessed online from the Safety Services web
site: http://elpaso.ttuhsc.edu/safety/manuals.aspx

Safety Education and Training Division

The Safety Education and Training Division is responsible for the
coordination of safety education and training programs as delineated in
the TTUHSC EI Paso Safety Manual, and/or as determined to be necessary
for TTUHSC El Paso employees, students, and volunteers to reduce
incident exposure and risk. This division is responsible for the
development, presentation, and testing of first-level safety education and
training (New Employee Safety Orientation Program-NESOP, Safety
Training Education Program for Students-STEPS, and the Volunteer
Safety Orientation Program); levels two (site specific procedures,
hazards, and protective measures) and three (demonstrated ability to
safely perform job duties) are the responsibility of immediate
supervisors. Level four (refresher) is conducted by Safety Services in
conjunction with Unit Safety Officers and supervisors. This division is
also responsible for the resultant record-keeping and documentation for
all levels of safety training.

Institutional Compliance Working Committee (ICWC)
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The ICWC has been established to provide guidance and direction on

matters

of institutional concern falling outside the scope of

responsibilities for various Safety Committees (see HSC OP 75.02).

Safety Committees

TTUHSC EI Paso has established a number of safety committees, each
with specific areas of responsibilities. The standing Institutional Safety
Committees include the following.

Radiation Safety Committee

The Radiation Safety Committee (RSC) formulates policies and reviews
for adequacy procedures for purchasing, storing, utilization and disposal
of radionuclides for non-human uses. The Radiation Safety Manual
serves as a guide for the safe handling and use of radioactive material
in research. The primary function of the RSC is to assure that the
principles outlined in the Radiation Safety Manual are followed and to
formulate or revise policies so that radiation safety procedures are
assured.

Institutional Biosafety Committee

The functions of the Institutional Biosafety Committee (IBC) are to:

Develop institutional policy for the safe use, handling, and
storage of hazardous chemical and biological materials;

Advise the Institution/Investigators on policies involving
biologically and chemically hazardous materials;

Develop recognized standard procedures for research with
biologically and chemically hazardous materials;

Advise the Laboratory Animal Resource Center on safe practices
for work involving the use of biologically and chemically
hazardous materials;

Certify, as required, to granting agencies that facilities,

procedures, and practices, as well as the training and expertise of
personnel handling biologically and chemically hazardous

material, have been reviewed and approved by the Committee;

Review reports from the laboratory safety division (TTUHSC El
Paso Safety Services) of safety hazards in the laboratories at
TTUHSC El Paso;

Supervise the institutional educational programs on the use of
biologically and chemically hazardous materials;

Periodically review the Laboratory Safety Manual;

TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017
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. Review any protocols submitted to the IBC;
o Make recommendations to the Vice President for
Research concerning the biohazards program.
o Establish punitive measures, including lab closure, when

necessary to safeguard employees, the public, and the
environment.

Institutional Review Board

The Institutional Review Board (IRB) is a committee of the Texas Tech
University Health Sciences Center El Paso established for the purpose
of carrying out requirements governing research involving human
subjects under federal law and TTUHSC EI Paso policies and procedures.

Infection Control Committee

The Infection Control Committee provides interdisciplinary risk
assessment, support, guidance and oversight for relevant activities in the
clinics including limiting unprotected exposure to pathogens throughout
the organization, enhancing hand hygiene, and minimizing the risk of
transmitting infections associated with procedures and the use of medical
equipment, and medical devices.

Animal Care and Use Committee

The Institutional Review Board (IRB) is a committee of the Texas Tech
University Health Sciences Center established for the purpose of
carrying out requirements governing research involving animals under
federal law and TTUHSC EI Paso policies and procedures.

Institutional Recombinant DNA Biosafety Committee

The function of the Institutional Recombinant DNA Biosafety Committee
(RDBC) is to review all research proposals which involve recombinant DNA
to insure compliance with the National Institutes of Health guidelines
governing recombinant DNA research.

Research Compliance Committee
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The Research Compliance Committee is charged with oversight of
research compliance activities at TTUHSC EIl Paso that are not being
overseen by other standing or ad hoc committees. This may include, but is
not limited to, providing input on research-related policies, identification
of research risk areas, and providing guidance on research compliance
concerns of the TTUHSC EL Paso community.

V. PROCEDURES
General 32
Accident/Incident Reporting and Investigation 32
Budgeting for Safety 33
Complaints 33
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Unit Safety Officers 54

SECTION IV PROCEDURES

General

Following proper safety procedures and standards has been proven to have
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a profound effect on the reduction of personal injuries, property damage,
and work interruptions. The combined effort on the part of
management to incorporate safety-oriented procedures and practices
into their overall programs assures the success of the TTUHSC EIl Paso
Safety Program. This section of the Safety Manual emphasizes the
prevention of accidents through management.

Accident/Incident Reporting and Investigation

Faculty and staff members are required to immediately report all on- the-
job incidents, injuries and illnesses to their immediate supervisor,
regardless of whether or not lost work time, medical expenses, or
property damage were involved.

All fires and fire alarm events shall be reported to TTUHSC EIl Paso
Fire Marshal so that they can be investigated and recorded. Accurate and
prompt reporting of fire-related events is necessary to meet the
requirements of the State Fire Marshal and for proper fire prevention
and fire protection planning.

Students; Medicine, Nursing, and Graduate School of Biomedical Sciences
should seek medical attention at the Texas Tech Physicians at Hague.
Students are required to complete accident reports, and should contact
the appropriate Office of Student Affairs for the necessary forms or for
questions about specific procedures. Students involved in an off-campus
clinical site may need to complete additional forms as required by that
facility. The Workers’ Compensation Insurance (WCI) program does not
cover students unless they are also TTUHSC EI Paso employees.

Volunteers should report incidents to their immediate supervisor or to the
Director of Volunteer Services and complete a Non-Employee Incident
/ Injury Report (see Appendix 2-a). Volunteers are not covered by the
Workers’ Compensation Insurance (WCI) program, and therefore, any
medical expenses incurred as a result of an injury or illness while
volunteering at TTUHSC EI Paso facilities are the sole responsibility of
the volunteer and his/her insurance.

For patients/visitors involved in an incident/injury, and Non-Employee
Incident / Injury Report (see Appendix 2-a) must be completed. For
incidents involving patients in clinical areas, clinic staff / head nurses will
complete an Occurrence Report as soon as possible after assuring the safety
and continuing care of the patient. Clinic personnel / head nurses are also
responsible for completing an Occurrence Report (see Appendix 2-b) for
incidents involving visitors in the clinical areas.
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For incidents involving visitors in the common public areas, contact the
campus Safety Services department to evaluate the situation (In El Paso,
contact the campus Police Department). If a medical crisis, call 911 for
immediate response by EMS. Designate a person and location to meet with
the EMS responder(s). Remain with the person involved until medical
assistance arrives. Staff witnessing patient/visitor incidents will complete
the TTUHSC El Paso Witness Statement (see Appendix 2-c). Forward,
the Non-Employee Incident / Injury Report and the TTUHSC EI Paso
Witness Statement immediately to the campus Safe- ty Services department.

Budgeting for Safety

Managers at all levels should budget sufficient funds to carry out
applicable provisions of this Safety Program. This includes, but is not
limited to, the purchase and repair of equipment or furniture, personal
protective clothing and/or equipment, post-exposure prophylaxis and
testing following an infectious disease exposure, and ergonomically sound
office furniture.

Complaints
Employees may submit a complaint concerning an occupational health

hazard that may affect them. A complaint should be resolved at the lowest
level possible, beginning with the employee’s immediate supervisor. If
a com- plaint cannot be resolved at this first level, the complainant
should contact the following responsible individuals, respectively, until
the complaint is re- solved: the Department Head, the campus Safety
Services department, the Director of Safety Services,

the Institutional Compliance Working Committee (ICWC), and TTUHSC
El Paso Administration.

Confined Spaces

Employees entering confined spaces on campus may encounter extremely
hazardous atmospheric conditions and/or access difficulties, which could
become life threatening. Such locations include sewers, wet-wells, tanks,
boilers, crawl spaces, acid pits, vaults, storm drains, pipelines, bins, tubs
and ducts that must be entered for repairs, inspection and maintenance.
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Insufficient ventilation may allow for the accumulation of toxic or
flammable gases or the critical depletion of oxygen necessary to sustain
life. Limited access into and out of these spaces can also greatly hamper
rescue operations.

Safety Services coordinates confined space entry tasks. This
responsibility entails providing technical consultation and guidance for
testing and monitoring confined space environments, controlling
potential hazards in confined spaces (such as ignition sources, electrical
and machinery lockout, purging and temporary ventilation), and
providing employee training about potential hazards.

Testing and training requirements may be delegated to other departments
that have Safety Services-approved confined space entry programs and
required instrumentation.

Contaminated-Suspect Equipment

Each person with responsibility for equipment shall provide
documentation of non-contamination, decontamination, or the specifics
of contamination prior to relinquishing the equipment or parts.
Relinquishing equipment or parts includes, but is not limited to,
requesting or permitting maintenance, servicing, moving, transferring,
or selling as surplus. TTUHSC El Paso staff shall ensure that a
“Certificate of Decontamination” form is completed and affixed to any
piece of used equipment or part prior to transferring or receiving (see
Appendix 4-d for a copy of the “Certificate of Decontamination” form).
For additional information, see HSC OP 75.05.

Coordinating

Safety requirements extend across normal lines of responsibility at
TTUHSC EI Paso. These requirements must be coordinated, when
appropriate, with other units to ensure that personnel are aware of their
specific duties and responsibilities. In this way, projects will be
completed safely. Operations, activities, or work projects having safety
implications in other units or involving other personnel should not begin
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until necessary coordination has been effected.
Corridors

It is the policy at TTUHSC El Paso, based upon Life Safety Codes of
the National Fire Protection Association, that all egress pathways must be
maintained free of obstructions. The TTUHSC EIl Paso Fire Marshal will
identify equipment and materials in corridors which are in violation of
these Life Safety Codes and provide the owning departments notice to
remove said items. Should the items not be removed after a specified
time period, the Fire Marshal will contact General Services/Facilities
Operations & Maintenance as appropriate to remove the items to a
location selected by the owning department or dispose of the items in
accordance with governing policy. Departments may petition their
oversight space committee (e.g., School of Medicine Space Committee
or the HSC Space Committee) for additional space. Copies of the
departmental request to a space committee must be sent to the TTUHSC
El Paso Fire Marshal (for additional information, refer to applicable
Life Safety Codes and TTUHSC El Paso OP 75.06).

Decorations

Decorations cannot obstruct exits or corridors. Candles and live
Christmas trees are prohibited, as they present a fire hazard.

Lights and/or electrical decorations must be plugged directly into a
wall outlet or approved power strip. They may not be plugged into gang
plugs or extension cords. All electrical decorations must be unplugged
when the area is unattended or after normal business hours. Electrical
cords must not create a tripping hazard. For additional information, refer
to TTUHSC El Paso HSC OP 61.08.

Departmental Safety Meetings

Departments are encouraged to hold regular departmental safety
meetings. The purpose of these meetings is to provide employees and
students an opportunity to be heard and to discuss safety-related problems
and solutions, to help improve employee and student safety, and thus to
prevent incidents.

The TTUHSC El Paso Safety Program is a program designed for the
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benefit of employees and students, and all employees and students shall
be given the opportunity to participate.

Disabilities

See “Persons with Disabilities” topic in this section of the Safety Manual
and “Emergency Evacuation of Persons with Disabilities” in Section V
of this Safety Manual.

Environmental Safety Inspections

To promote safe conditions of TTUHSC El Paso buildings, Safety
Services conducts periodic safety inspections/surveys of TTUHSC El
Paso facilities. Safety Services also investigates complaints to confirm
or evaluate unsafe conditions, practices, and procedures, violations of
TTUHSC El Paso policies and/or safety- related local, state, and federal
laws. Inspection/survey results are reported to the responsible entity for
correction (see “Health and Safety Review” and “Indoor Air Quality” in
this section of the Safety Manual).

Ergonomics

Ergonomics is the science concerned with designing work systems
around the capabilities and limitations of the people who utilize those
systems. Ergonomics can and should be applied within all work areas at
TTUHSC EI Paso. It is important that supervisors and administrators
involved in the design phase of remodeling and construction projects
ensure that areas are designed with the users in mind. Additionally,
employees who work in these areas should be mindful of proper
ergonomics for their work area so that they can take steps toward
modifications if necessary.

Some of the negative results of improper ergonomics are carpal tunnel
syndrome; tendonitis; eye, shoulder, neck, and back discomfort; and
less subtle manifestations such as lowered productivity, poor morale,
and employee absences. All TTUHSC El Paso employees are encouraged
to understand the ergonomics applicable to their work area, determine
if the work area meets those ergonomic standards, and to make any
necessary changes or modifications. Employees can contact the Safety
Services department for assistance with work area evaluation. This request
can be done online through the Ergonomic Consultation Request Form:
https://idp.ttuhsc.edu/cas/login?service=http%3a%2f%2felpaso.ttuhsc.ed
u%2fELPSafetyServices%2fforms%2fErgo.aspx

Evaluating

Work practices will be observed and evaluated frequently by
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managers, supervisors, and Unit Safety Officers. Unsafe activities shall
be corrected immediately. If appropriate, the work shall be halted until
the corrective measures can be implemented.

Executive Staff Meetinas

Safety subjects shall be included in agendas and discussed at Executive
Staff Meetings. If requested, the Director of the Safety Services, or his
designated representative, will attend Executive Staff Meetings for the
purpose of coordinating safety matters.

Extension Cords

Extension cords shall be fused 15 amp power strips. Unfused, multiple
outlet extension cords are not authorized. Gang plugs are also not
authorized. Unusual situations concerning extension cords must be
approved by the TTUHSC EI Paso Fire Marshals.

Eve Wash Stations

Eye wash stations must be located within 100 feet / 10 seconds of
hazards. They are inspected and functionally operated twice annually by
Safety Services. Access to eye wash stations shall remain open at all
times. For additional information on eye wash stations, refer to the most
current version of the ANSI standard Z358.1.

Refer also to related topic “Safety Showers” in this section of the
Safety Manual.

Fume Hoods

Safety Services, in conjunction with Facilities Operations &
Maintenance, performs a test of TTUHSC El Paso fume hoods at least
semiannually. The test date is noted on the inspection sticker attached
to the fume hood.

The test includes, but is not limited to, verification of: adequate air flow
rate, basic utility functioning, and the operational condition of the
hood. A yellow airflow indicator tape is attached to the bottom of the
sash and serves as a visual clue to the user that air is flowing within the
fume hood. For additional information on fume hoods, refer to the
Laboratory Safety Manual or contact the Laboratory Safety Manager at
(915) 215-4820.

Hazard Reporting Program
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If a faculty or staff member or a student becomes aware of any
potentially hazardous condition, it should be brought to the attention of
their immediate supervisor so that necessary corrective action can be taken.

Employees should complete an online Hazard Report form that can be
found on the Safety Services web site:
http://elpaso.ttuhsc.edu/safety/reporting.aspx Hazards. The form
provides an area for a written description of the hazard, the location of
the hazard, and proposed corrective action. Employees can also call
the Safety Services department to report the hazardous condition by
telephone.

The Safety Services office will review the Hazard Report for
appropriate action. Safety Services will notify the initiator of resulting
action.

If the situation is an ongoing issue where an employee experiences
symptoms of ill health or discomfort that may be linked to an
environmental condition, the employee should complete an “Occupant
Diary” so that observable patterns may be identified and their root causes
addressed. The “Occupant Diary” form can be found on the Safety
Services web site:
http://elpaso.ttuhsc.edu/safety/ documents/Environmental%20Services%2
0-%200ccupant%20Diary%202016.pdf (also see Appendix 2-d).

Reports of recurring odor problems should be reported using the
online “Indoor Air Quality Response Request” form that can be found on
the Safety Services web site:

http://elpaso.ttuhsc.edu/safety/ documents/Environmental%20Servi
ces%20-
%201nd0o0r%20Air%20Quality%20Complaint%20Form.pdf
Employees can also call the Safety Services department to report the
hazardous condition by telephone.

If a situation presents imminent danger to individuals or property,
notify the campus safety office immediately by telephone.

Hazardous Material Handling and Spill/Release Response

Hazardous Material Handling

Many chemicals classified as hazardous are used in TTUHSC El Paso
facilities each day. Some are in small quantities, while others amount to
many gallons/pounds. It is the responsibility of each supervisor to ensure
that proper inventory, storage and control of hazardous materials be
maintained. Supervisors are responsible for proper training of employees
with regards to hazardous material awareness, use, storage, and disposal,
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and to insure that employees and students understand the use of and the
information contained in the Safety Data Sheets (SDS). In addition,
supervisors are responsible for providing and ensuring the use of
adequate personal protective equipment for employees, students, and
volunteers.

It is the combined responsibility of everyone who uses, stores, and/or
transports hazardous materials within TTUHSC EI Paso to be informed
about how to correctly respond to an incident involving these materials.
Only properly trained persons who are familiar with the potential
hazards, the precautions, and personal protective clothing and
equipment necessary for protection from the hazardous materials should
be working with these materials.

Spill/Release Response

The immediate actions of all employees in the event of a chemical spill
or gas release must be understood BEFORE an incident occurs. In the
event of any unexpected release of hazardous materials, the person(s)
first aware of the incident should make an initial assessment of the
potential danger to themselves and others in the immediate vicinity of
the incident. If he/she can safely contain and/ or clean up the spill, they
should respond as specified below for minor and major spills.

Minor Spills (within the clean-up abilities of the lab)

Each lab should have access to a chemical spill kit, and shall use their kit
to promptly clean up small spills, following these guidelines that can
also be found outlined on spill kit containers located in laboratory
common areas.

1. The first to be aware of the spill shall notify others in the

immediate area of the spill.

Consult SDS for information on appropriate measures.

3. Promptly clean up the spill, using appropriate protective apparel
and equipment

4. Properly dispose of waste through Safety Services.

N

Major Spills (beyond the capabilities of the lab to clean up safely)

If a release occurs which is beyond an individual’s ability to
safely contain and clean-up, he/she should:

=

Take measures to stop the spread — if safe to do so.
Evacuate the area, and prevent others from entering the spill area.

3. Activate the nearest fire alarm if there is an uncontrolled open
flame, uncontrolled compressed gas release, or any situation
which poses an imminent threat to health or safety.

4. Isolate the spill by closing doors to the area.
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5. Contact Safety Services and the TT Police who will assess the
situation and will then activate an emergency response team. After
normal business hours, dial 911 directly:

o After working hours call Facilities Operations &
Maintenance at 915-269-6537

Be prepared to give the location of the spill, the type and amount
of material spilled, hazardous properties, and the status of any
injuries. Unless instructed otherwise, stay at this location until
a representative of the response team arrives.

6. Assess if anyone working in the area was exposed. If an exposure
occurred, assist in decontamination if safe to do so, and seek
medical attention as needed.

7. Notify the laboratory supervisor, or principal investigator.

Non-Laboratory Spills

If a chemical spill is located outside a laboratory or if spill kit is not
available, then it may be cleaned up by personnel if:

spilled material is known, and

Safety Data Sheet (SDS) is available and the employee(s) is
familiar with the product’s hazards, and

SDS suggested Personal Protective Equipment (PPE) is available,
and

employee(s) has been trained in the use of the required PPE, and
correct clean-up supplies are available, and

employee (s)is confident in his/her ability to clean-up the spill. If all
the above conditions are not met, employee(s) shall call the campus
Safety Services department.

Reportable Spills

The following must be reported to the campus Safety Services
department:

Spills of extremely flammable materials (flash point of less than 20° F)
Spills of extremely corrosive or toxic materials

Spills of water reactive materials

Spills of Mercury

Spills of multiple materials

All personal exposures

All uncontrolled compressed gas releases

All spills greater than 1 liter
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If a chemical spill meets none of the criteria mentioned above then it may be
cleaned up by laboratory personnel following procedure outlined on spill kit
provided by campus Safety Services department.

Hazardous Waste

The disposal of hazardous waste at TTUHSC EI Paso is subject to
various federal, state, and local regulations that require extensive
documentation for disposal.

For additional information, see TTUHSC EI Paso OP 75.03,
“Hazardous Material Incidents”; the Regulated Waste Disposal
Manual; Appendix 4-b, “Waste Stream Flow Chart”; Appendix 4-c,
“Instructions for Disposal of Hazardous Waste Material”’; Appendix
4-d, “Certificate of Decontamination” form; and the TTUHSC El
Paso Laboratory Compliance Manual.

Hazardous Material Transportation

Shipments of hazardous materials are regulated by the United States
Department of Transportation (DOT), and the International Air
Transport Association (IATA) in order to promote safe and secure
transportation of hazardous materials and to ensure minimal threats
to life, property, and the environment. Any employee of TTUHSC El
Paso who ships hazardous items must first be trained and certified in
the applicable rules. The Department of Safety Services offers and
coordinates training classes for TTUHSC EIl Paso hazmat employees.
A hazmat employee is any employee who handles, offers for
transport, transports, or causes hazardous materials to be transported.

Safety Services provides both initial and refresher classroom training
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for general hazmat and Infectious Substance shipments which will
provide the trainee with certification to ship hazardous materials in
accordance with national and international rules.

Training information may be found on the Safety Services website
at:

http://elpaso.ttuhsc.edu/safety/hazmatinfo.aspx

Health and Safety Review Program

The Health and Safety Review program provides departments with
a method of reviewing for safety deficiencies. The review also
provides an opportunity to comment on those areas where procedures
meet or exceed those standards.

Each Unit Safety Officer (USO) conducts a Health and Safety Review
in another department whose work areas are similar to their own
department (see Appendix 3-c for a copy of the Health and Safety
Review form). The items included in this review are as follows:

Section 1 — All Areas

Section 2 — Administrative/Office Areas
Section 3 — Clinical/Patient Care Areas
Section 4 — Laboratories

Section 5 — Maintenance/Shop Areas

The Health and Safety Reviews are conducted on an annual basis
(see the Health and Safety Review Calendars on the online Safety
Services web site:

http://elpaso.ttuhsc.edu/safety/ documents/FY17HealthSafetyReviewSchedule.pdf.
After the review is completed, it is signed and forwarded to the

facility Safety Services department. Corrective action should be
taken by responsible parties. Safety Services monitors corrective
action and maintains the necessary files.

Indoor Air Quality

Reports of unusual or irritating odors can be made to your campus
Safety Services department or Facilities Operations and Maintenance.
Calls are responded to in a timely manner in order to determine
the source of the odor so that appropriate corrective action can be
taken. Complaints regarding recurring odors should be reported using
the online “Indoor Air Quality Response Request” form that can be
found on the Safety Services web site:

http://elpaso.ttuhsc.edu/elpsafetyservices/forms/
AirQuality.aspx

Employees can also call the Safety Services department to report the
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hazardous condition by telephone; 915-241-4820.

Infection Prevention and Control Plan

All Texas Tech Physicians of EI Paso have an Infection Prevention and
Control Plan which is part of School of Medicine Ambulatory Care
Policies and Procedures, Policy Number 7. Employees should contact
their departmental Administrator, Head Nurse, or Unit Safety Officer for
specific information on Infection Prevention and Control Plans. Students
should also refer to their Student Handbook.

Job Safety Analysis

Supervisors and managers, with the assistance of the Unit Safety
Officer, will prepare a Job Safety Analysis of all jobs that are inherently
hazardous (see Appendix 3-a). The purpose of the analysis is to
determine specific hazards and accident potentials involved in each step
of the job and to take action to prevent incidents. This action may
include one or more of the following: eliminate the hazard completely,
guard the hazard or the employee, train the employee to compensate for
the hazard, provide a substitute item less hazardous, or take other action
to prevent an accident. Upon completion of a Job Safety Analysis, a
Standard Operating Procedure will be prepared (see “Standard Operating
Procedures” topic in this section of the Safety Manual).

Laboratory Safety

Laboratories, both research and clinical, present unique hazards
requiring specific management practices to provide health and safety
protection to personnel within TTUHSC EI Paso facilities. These specific
laboratory management practices are compiled into the TTUHSC El
Paso Laboratory Compliance Manual published by Safety Services. This
manual serves as the acceptable TTUHSC El Paso Policy and Procedures
for laboratory safety. Copies can be obtained from the Safety Services
web site:

http://elpaso.ttuhsc.edu/safety/ documents/Laboratory%20Compliance%
20Manual%202016.pdf . Mandatory laboratory safety training is
available online via the Safety Services web site at:
http://elpaso.ttuhsc.edu/safety/training.aspx

Laser Safety

TTUHSC El Paso utilizes laser-producing equipment/systems in medical
therapy diagnostic procedures, as well as a tool in medical research. It

TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017


http://elpaso.ttuhsc.edu/safety/_documents/Laboratory%20Compliance%20Manual%202016.pdf
http://elpaso.ttuhsc.edu/safety/_documents/Laboratory%20Compliance%20Manual%202016.pdf
http://elpaso.ttuhsc.edu/safety/training.aspx

Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

is the responsibility of the Radiation Safety Division of Safety Services,
the Radiation Safety Committee, and the user of the laser-producing
device to follow the proper procedures and utilize the appropriate safety
eyewear to minimize the possibility of injury while using the laser. The
safe operating procedures, guiding regulations, and a full outline of the
TTUHSC EIl Paso laser safety program is contained in the specialized
Laser Safety Manual available to all users of lasers through the Radiation
Safety Office of Safety Services or can be found online on the Safety
Services web site: http://elpaso.ttuhsc.edu/safety/training.aspx

Safety Data Sheets

A safety data sheet (SDS) is a written fact sheet prepared and
distributed by the manufacturers of chemicals. An SDS includes the
following information: the identity used on the label; the chemical name;
the common name; health hazards; physical hazards; primary routes of
entry; whether or not the chemical is a carcinogen (cancer-causing
agent); safe handling, use, and clean-up procedures; applicable
engineering, work practices, or personal protective equipment control
measures; emergency and first aid procedures; date of preparation of
the SDS; and the name and address of the manufacturer. An SDS must
be maintained readily available to all users of hazardous chemicals.
Safety Services recommends that each department maintain a file of SDSs
of chemicals known to be in use in their work areas. SDSs can also be
accessed by contacting the chemical manufacturer or through the Safety
Services web site link: http://siri.org/msds/ Contact Safety Services for
assistance with obtaining SDSs.

New Employee Safety Orientation Program

Safety Services provides an online New Employee Safety Orientation
Program (NESOP). The online program is part of an ongoing effort
to maintain a safe work environment for TTUHSC EI Paso faculty, staff,
and students. Program completion fulfills the initial requirements for
federal, state, and TTUHSC EI Paso mandated Level 1 safety education
and training in the areas of accident prevention, emergency procedures,
bloodborne pathogens / infection control, the Texas Hazard
Communication Act (Right-To-Know Law), and TTUHSC EI Paso
safety programs (see “Safety Education and Training” in this section of
the Safety Manual). NESOP also includes Level 2—Site Specific
Information training (see Appendix 6-a).

All employees, regardless of FTE or job title, must complete NESOP
Levell and Level 2 training prior to beginning any TUHSC EIl Paso-
related duties. New employees are provided NESOP information during
their New Employee Orientation and/or by their supervisor and/or Unit
Safety Officer. NESOP Level 1 training can be accessed through the
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Safety Services training web site:
http://elpaso.ttuhsc.edu/safety/training.aspx The NESOP Level 1 short
courses are each concluded with a quiz which allows attendees to
demonstrate their ability to apply the knowledge acquired.

NESOP Level 2 training (see Appendix 6-a) is completed by the
employee with assistance from the Unit Safety Officer and/or the
supervisor. The Level 2 documentation must be signed by both parties
and submitted to the Safety Services department to be recorded.

Upon successfully completing each quiz (at least 80% correct) and
successfully submitting NESOP Level 2 training documentation to
Safety Services, employees are able to print a certificate of completion
from the Safety Services training web site:
http://elpaso.ttuhsc.edu/safety/training.aspx

Supervisors are responsible for informing employees of any other
additional safety training that is required for their work areas including,
but not limited to, Laboratory Safety Essentials, Radiation Safety, Select
Agent Training, or Hazardous Materials Shipping.

Odor Calls

See “Indoor Air Quality” in this section of the Safety Manual.

Patient Equipment

Those departments at TTUHSC EI Paso who have control of patient
equipment should have a written equipment management program. This
program should be designed to assess and control the clinical and
physical risks of fixed and portable equipment used for the diagnosis,
treatment, monitoring, and care of patients and of other fixed and
portable electrically powered equipment. This written program should
include equipment testing procedures and user training programs.
Documentation should be maintained on evaluation and testing of the
equipment. Orientation and at least annual continuing education of
individuals who use and/or maintain the equipment must be documented.
For additional information, refer to the Environment of Care
Management section of the Joint Commission Healthcare Standards
Page 44 of 114 TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017


http://elpaso.ttuhsc.edu/safety/training.aspx
http://elpaso.ttuhsc.edu/safety/training.aspx

Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

Manual.

Personal Protective Clothing and Equipment

TTUHSC EI Paso provides the necessary personal protective clothing and
equipment required for employees and students to be protected from
exposure to infectious and/or hazardous material in their work area. It
is the responsibility of TTUHSC EIl Paso employees and students to use
the correct protective clothing and equipment when handling infectious
and/or hazardous substances or when working in a hazardous
environment. For additional information on personal protective clothing
and equipment, refer to material safety data sheets on hazardous
chemicals, standard operating procedures for an analysis of a specific
job, or to research guidelines for protection from infectious or hazardous
material.

Personnel Health and Medical Surveillance Policy

The Personnel Health and Medical Surveillance Policy (TTUHSC EI Paso
OP 75.11) establish general guidelines for the control and management
of occupational exposure to employment-related illness. “This policy
targets personnel who (1) have contact with patients and/or human
body fluids/ tissues in clinical units, and (2) work in the Laboratory
Animal Resource Center (LARC) and (3) work with animals or
biohazardous materials in any laboratory.” This program includes pre-
exposure immunizations and medical surveillance that routinely assesses
the health condition of personnel who, due to their work activities, are
considered high risk for an exposure incident or work-related illness.

TTUHSC EI Paso shall regularly provide instruction about personal
safety and hygienic measures and will provide required
immunizations/TB testing established by the Infection Control Committee.

Employees, students, or volunteers who have a known or suspected
exposure to an infectious disease shall report that incident immediately
to their supervisor.

Post-exposure prophylaxis (if indicated), surveillance, and counseling is
available to all covered personnel at no cost. Covered personnel who
have an infectious disease shall not perform any activities which involve
a known, demonstrated risk of infection, but may be offered alternative
responsibilities and duties.

All information acquired pursuant to this policy regarding any aspect of
the infectious disease status of any person shall be confidential unless
disclosure is authorized or required by law.

Persons With Disabilities
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Employees who have a disability and require special services should
contact their supervisor. Departments should identify one or two staff
members with the specific responsibility of overseeing the notification
and/or evacuation of employees with disabilities. For information on the
American with Disabilities Act (ADA), visit the online ADA web site:
www.ada.gov . For information on Texas Accessibility Standards (TAS),
visit the online TAS web site:
https://www.tdlIr.texas.gov/ab/tas/tassection03.pdf also, see “Emergency
Evacuation of Persons with Disabilities” under Section V of this Safety
Manual.

Pest Control

Pest control service is provided for TTUHSC EIl Paso by an outside
contractor for all campus locations. Pest control service covers control
of pigeons, roosting birds, rodents and insects, including flies,
mosquitoes, ants, roaches, silverfish, and other pests. All pest problems
should be reported to Facilities Operations and Maintenance or Safety
Services who will make necessary arrangements. Reports can be made
by phone or an online Pest Control Request form can be completed
on the Safety Services web site:
https://idp.ttuhsc.edu/cas/login?service=http%3a%2f%2felpaso.ttuhsc.edu%?2fel
psafetyservices%2fforms%2fPestControl.aspx

Planning

Of all the management functions and activities, proper planning is the
most important. When a task has been properly planned and carried
out, the desired results are usually achieved in an efficient, economical,
and safe manner. Work tasks must be planned to ensure hazards and
accident potentials are identified in the planning stage. Action can be taken
to correct the hazard or otherwise prevent accidents through one or more
management functions or activities. Broad safety planning must start with
the President; extend to the Vice Presidents, Deans, Department Chairs,
and Department Heads for additional planning; then through normal
channels to supervisors, where in-depth planning will be done and
executed.

Portable Heating Devices
Portable heating devices are prohibited except for those which meet all of
the following requirements: a 750-watt maximum draw; automatic safety
shutoffs when tipped over; a housing which remains cool to the touch, even
when left on for prolonged periods of time. Portable heaters meeting these
provisions will be approved for use by the TTUHSC EI Paso Fire Marshal.
Examples of such units include the Vornado VH 202 375/750-Watt and the
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Vornado VH 101 375/750-Watt heaters. In addition to the design criteria,
portable heaters must have 18” clearance from any combustible material,
unless further restricted by manufacturer’s guidelines; and they are not to
be left on unattended. Heaters not complying with these safety guidelines
will be removed from service by the TTUHSC El Paso Fire Marshal.

Purchasing

Prior to purchasing any item for use by TTUHSC El Paso employees,
full consideration will be given to safety and environmental factors. The
items shall meet safety standards. All machines must be properly guarded.
Items that do not meet safety standards will not be purchased. Assistance
in the purchase of equipment to ensure it meets safety and environmental
concerns are available from Safety Services, Physical Plant, and Facilities
Maintenance and Operations.

Radiation Safety

TTUHSC El Paso, utilize radiation as a diagnostic tool and is a valuable
tool in academic medical research. It is the responsibility of the
Radiation Safety Division of the Safety Services Department, the
Radiation Safety Committee, and most importantly, the user of the
radioactive material or radiation-producing device to employ the proper
safeguards and procedures to ensure the safe use of the radiation. The
safe operating procedures, guiding regulations, and a full outline of the
TTUHSC EI Paso radiation safety program is contained in the
specialized Radiation Safety Manual and the Laser Safety Manual
available to all users of radiation through the Radiation Safety Division
of Safety Services. The Radiation Safety Manual can also be accessed
and obtained online on the Safety Services web site:
http://elpaso.ttuhsc.edu/safety/manuals.aspx

Respiratory Protection

When personnel are assigned to tasks that require the use of respiratory
protection, 29 CFR 1910.134 OSHA's Respiratory Protection Standard
will be followed as a minimum guideline. This includes the requirement
for medical surveillance, fit testing and training.

For those that utilize the N95 respirator on a voluntary basis, as an
example, when working with airborne pathogens such as TB; fit testing
is highly recommended. All personnel using respiratory protection on a
voluntary basis shall be provided a copy of Attachment C to OP 75.12,
"Information for All Users of N-95 and Other Filtering Face-piece
Respirators” which describes the respiratory threats in the healthcare
environment and how to prevent healthcare-associated transmission of
disease (see Appendix 7-a).

For fit testing of the N95 or for more information about respiratory
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protection, contact your facility’s Safety Services Office or the
Respiratory Program Administrator (915) 215-4820.

Safety Awareness

Safety is the responsibility of all TTUHSC EI Paso faculty, staff, students,
and volunteers. Faculty, staff, students, and volunteers are informed of
safety procedures for their area. This safety awareness is a major
consideration in management decisions. Managers and supervisors must
make every effort to promote safety awareness, discuss safety with
employees, encourage people to think about safety, and create interest by
giving employees recognition for  outstanding safety-related
accomplishments.

Safety Education and Training

Employees, who have been properly trained to do their jobs, perform them
in a safe manner. TTUHSC EIl Paso provides safety training in a variety
of formats, including printed materials, customized training, videotaped
programs, lectures, computer-based training programs, and online
presentations. Based on a review of applicable federal, state, local, and
institutional policies and regulations, employees must receive initial and
annual refresher training in five key areas:

Accident Prevention and Reporting (AP) training includes general
safety principles and the methods for TTUHSC El Paso employees to
report occupational injury and illness.

Emergency Procedures (EP) training includes fire prevention
measures and emergency preparedness information, as well as
appropriate responses to fire, disaster, bomb threat, severe weather,
assault or any other emergent situation.

Infectious Disease Exposure Prevention (IDEP) training provides an
overview of infection control methods, as well as immunizations and
medical surveillance and post exposure care as outlined in TTUHSC El
Paso OP 75.11.

Texas Hazard Communication Act / Right-to-Know Law (RTK)
training includes an overview of the law and employee rights and
responsibilities defined by the law.

Safety Programs (SP) training includes information about various
TTUHSC EI Paso programs designed to increase the safety of its
employees, such as various safety committees, hazard reporting
programs, and immunization and medical surveillance programs.
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Required safety training is accomplished on four levels:

Level 1 Regulatory Overview Training is a broad-based overview of
general safety principles and applicable federal, state, local, and
TTUHSC El Paso rules, regulations and standards. Level 1 training
also includes incident/accident reporting procedures and an overview of
employee rights and responsibilities as they pertain to safety issues.
Level 1 training instruction is provided on initial employment by the
Safety Services Department in the New Employee Safety Orientation
Program (see “New Employee Safety Orientation Program” in this
section of the Safety Manual).

Level 2 Site-Specific Technical Knowledge Training provides
information on the identification and control of hazards in a particular
work environment. This training includes, but is not limited to, (1) work
practices by which the employee can minimize risks from hazards,
including the use of engineering controls, equipment, and any new
relevant safety technology or safety procedures; (2) information on the
types of personal protective equipment, including limitations of
materials and construction; limitations during temperature extremes,
heat stress, and other appropriate medical considerations; and inspection
procedures prior to, during, and after use; (3) information on the proper
use, location, removal, handling, decontamination and disposal of
personal protective equipment; and (4) an explanation of the signs,
labels, material safety data sheets, tags, and/or color coding systems used
in the work area.

Level 2 training is the responsibility of supervisors in conjunction with
the Safety Services Department. To properly document this training,
all new employees will complete and sign the Level 2 Site- Specific
training form (see Appendix 6-a), have it signed by their immediate
supervisor, and return it to facility Safety Services Office within five
days of completing NESOP.

Level 3 Technical Skills Demonstration, or hands-on training, involves
the employee’s ability to demonstrate the proper implementation of the
skills learned in Levels 1 and 2. This includes, but is not limited to, (1)
identification of site-specific safety, health and other hazards present in
the work area and means of controlling those hazards; (2) identification
of specific signs and symptoms related to exposure to infectious or
hazardous materials present on the site and procedures for reporting
these signs and symptoms; (3) demonstrated safe use of engineering
controls and equipment on site that may be used during the performance
of work duties; (4) demonstrated ability to select, use, store, and
maintain, including decontamination and disposal of, personal protective
equipment specific to the job functions; (5) demonstrated understanding
of the labeling system and material safety data sheets and how to obtain
and interpret appropriate hazard information and create labels; and (6)
demonstrate ability in emergency recognition and prevention, emergency
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first aid (as needed), safe distances, escape routes, and places of refuge.
Level 3 training and documentation of such training is the responsibility
of supervisors.

Level 4 Refresher Training must be accomplished annually for each
employee and is conducted by Unit Safety Officers and supervisors in
conjunction with Safety Services. Level 4 training should include:

(1) review of and retraining on relevant topics covered in the initial
program, as appropriate, based on work experiences; (2) update on
developments with respect to material covered in the initial course;

(3) review of changes to pertinent standards or laws; and (4) introduction
of additional subject areas as appropriate.

At the conclusion of a training session, proficiency should be documented
by written assessment and/or skill demonstration which evaluates the
knowledge and skills developed in the training. Each trainee should
be notified of their successful completion of the training course.

Unit Safety Officers are responsible for evaluating and monitoring the
safety training records of employees within their department. Unit Safety
Officers are responsible for forwarding and safety training documentation
tot eh campus Safety Office. Safety training documentation must include
the names and identification numbers of attendees, training dates, names
of instructors, and course title. These records must be maintained for five

years and should be available on the trainee’s request or as mandated by
law. Training records are available for review by applicable regulatory
agencies.

Contact your Unit Safety Officer, your supervisor, or your campus Safety
Services department for additional information on safety education and
training.

Safety Showers

Safety showers must be located within 100 feet / 10 seconds of areas
where hazardous materials are used. They are inspected bi-annually by
Safety Services. Access to safety showers must remain open at all
times. For additional information, refer to the most current version of
the ANSI standard Z358.1.

Smoking

As a health care institution, TTUHSC El Paso is committed to the
establishment and enforcement of a smoke-free environment. Tobacco
use is prohibited on all Texas State property (effective January 1, 2001)
and in all TTUHSC EL PASO facilities as established in TTUHSC El
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Paso OP 10.19. Enforcement of this Tobacco

-Free Environment Policy is the responsibility of department heads and
supervisors. Personnel and students who are in violation of this policy
are subject to disciplinary action (TTUHSC EI Paso OP 70.31).

Standard Operating Procedures

Standard operating procedures (SOPs) should be prepared and/or
maintained by each department for hazardous operations, activities,
equipment, and materials in the work area (see Appendix 3-b for a sample
copy of a “Standard Operating Procedure” form). Each SOP will be
reviewed periodically and updated when necessary. Should an incident
occur involving a particular procedure, the applicable SOP will be
reviewed as soon as reasonably possible. SOPs will be made available to
employees and, when appropriate, will be prominently posted in or near
the operation, activity, equipment, or material to which they apply.
Supervisors will enforce SOPs and will be responsible for ensuring that
necessary personnel are trained to comply with the SOPs.

Supervisors’ Meetings with Employees

For the Safety Program at TTUHSC El Paso to be effective, it must
extend to all faculty, staff, volunteers, and students. Immediate
supervisors should hold frequent safety meetings with their employees.
When planning any job or operation, the supervisor should give
instructions in a manner such that employees know specifically what
they are required to do, the hazards and accident potentials involved in
the job, and the safety requirements or precautions that they must follow
to prevent accidents during the job.

Texas Hazard Communication Act (Right-To-Know Law)

The purpose of the Texas Hazard Communication Act is to improve
the health and safety of employees by providing access to information
regarding hazardous chemicals to which they may be exposed either
during their normal employment activities, during emergency situations,
or as a result of proximity to the use of those chemicals.

The Notice to Employees is a brief outline of the act (see Appendix 4-a
for a copy of the “Notice to Employees™). This notice, which must be
posted conspicuously throughout TTUHSC EI Paso facilities where
hazardous chemicals are used or stored, outlines the major sections of
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the act, including workplace chemical lists, safety data sheets (SDSs),
labels, exemptions to the law, incident reporting procedures, employee
rights, and employee education programs.

TTUHSC EI Paso provides three levels of training on hazardous
chemicals. Safety Services provides a basic course on the Right-To-
Understand Law for all employees, students, and volunteers. The second
level of safety training is of a generic nature such as information on
various classes of chemicals and general work practices. This training
is provided in the Laboratory Safety Course, required for all laboratory
workers prior to beginning any TTUHSC EI Paso related
activities. The immediate supervisor or faculty advisor is responsible for
the third level of safety training on chemicals for their employees,
students, and/or volunteers. The third level of safety training on
chemicals covers information on specific chemicals and work practices.
Records covering all three levels of safety training on hazardous
chemicals must be maintained for five years (see “Safety Education and
Training” in this section of this Safety Manual).

Unit Safety Officers

Department Heads at TTUHSC El Paso, the Dean of the School of
Medicine, Paul L. Foster the Dean of the Gayle Greve Hunt School of
Nursing, the Dean of the Biomedical Sciences Graduate School have
appointed Unit Safety Officers (USOs) to assist them in implementing
and managing the Safety Program within their assigned area or
department(s) (see Appendix 5-a for a copy of the Unit Safety Officer
Job Description, Appendix 5-b for a copy of the Unit Safety Officer
Letter of Appointment form, and Appendix 5-c for a copy of the Unit
Safety Officer Change Form). USOs coordinate the following safety
activities within their assigned departments: incident reporting and
investigation procedures; safety education and training and the resulting
record-keeping; emergency notification and evacuation procedures;
annual Health and Safety Reviews; departmental safety meetings; hazard
reporting; and other safety duties as required by the TTUHSC El Paso
Safety Program. New USOs attend an initial orientation program and
ongoing training conferences as scheduled by the Safety Services
Department. For additional information on the above- mentioned
activities involving Unit Safety Officers, refer to the subject headings
under Section IV of this Safety Manual.
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A. BASIC SAFETY PRINCIPLES

Statement

Ongoing safety requires a genuine interest in safety! Furthermore,
this interest must be continuously demonstrated. The prevention of
incidents should be paramount in the safety effort of any organization and
particularly that of a research or laboratory environment. There are basic
principles that can be utilized in almost any work setting that, when
followed, can provide a safer work environment for all. The following
basic safety principles are hereby adopted for TTUHSC EI Paso.

General Employee Safety

Know or learn the safe practices for your job. If you do not know, ask
your supervisor, co-worker, or call the campus Safety Services
department. You are your first line of defense in preventing an incident.
It is far better to ask a question regarding safety than to explain that you
were too embarrassed to ask. Asking questions about safety, even if they
seem simple or obvious, indicate that you are interested in your own
safety and the safety of your co- workers. In most cases, others have had

Page 54 of 114 TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017



Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

the same questions.

Avoid working alone. If you work alone, ensure that someone knows
where you are and what time you will be through. Check back with
that person when you have finished. Follow this procedure for your own
safety in the event of an accident or a medical emergency.

Avoid leaving tasks unattended. Leaving potentially hazardous tasks
unattended can lead to an incident. Make sure not to leave work
equipment such as Bunsen burners or appliances such as microwaves
operating if you need to step away. Minimize the risk of something going
wrong.

Report all incidents and injuries immediately to your supervisor and
Unit Safety Officer. Remember that near misses are warnings of a
potential conditions and near misses by either calling the Safety Services
department or by using the online Hazard Report form on the

Safety Services web site:

https://idp.ttuhsc.edu/cas/login?service=http%3a%2f%2felpaso.ttuhsc.edu
%2felpsafetyservices%2fforms%2fFire.aspx .

Work safely. Do not take chances. Be aware of and comply with all
applicable rules, standards, and procedures. No one wants to have or
create an incident.

Inform all individuals in your area, who are not familiar with the area,
or potential hazards.

Organize work tasks with safety incorporated into all phases of the
operation. Keep work areas neat and clean and attend to housekeeping
needs daily.

Do not run. Walking is always safer. Chances of slipping and falling
are greater due to running. You never know when someone will step out
in front of you. There is no excuse for running, except to respond to an
emergency; in which case, try to stay in the center of the corridor.

Do not hurry unnecessarily. No project or procedure should be
considered so important as to neglect safety precautions. The speed with
which a job is accomplished should never take precedence over the safety
of the employee. Jobs will be planned and work organized in a manner
such that employees will not have to work at an unsafe speed. Work
should be productive, but not so rapid as to jeopardize employee safety.
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Use proper lifting procedures when moving materials. Get help when
needed. Many incidents are related to improper lifting procedures. For
assistance with large objects (furniture, boxes, etc.), contact:

Facilities Operations & Maintenance at 215-4500

Clothing should be appropriate to your job. Loose clothing, such as
ties or unbuttoned, long sleeves, should not be allowed near the moving
parts of equipment. This also includes long hair or beards. Open-toe or
canvas-top shoes are not adequate foot protection for the laboratory area.

Shorts, short skirts, and other clothing that leaves large areas of exposed
skin are also inappropriate in the laboratory environment. Protective
devices should be used whenever necessary.

The use of good personal hygiene practices will aid in the prevention
of contamination, the spread of infection, and the ingestion of hazardous
substances. Wash hands upon arriving at and before leaving work; after
handling chemicals, animals, blood, body fluids, or equipment; before
and after patient contact; before involvement with an invasive procedure;
before and after eating; after using the restroom; or after any potential
contamination. See Appendix 7-a for proper hand-washing procedures.

Eating, drinking, smoking, and the use of cosmetics is prohibited
in laboratories, near chemicals, near laboratory animals, in patient care
areas, nurses stations, or anywhere there is a potential for contamination.

Food shall not be stored with or near chemical or biological materials,
nor near laboratory animals. Store food only in refrigerators marked
clearly “For Food Only”.

Use appropriate personal protective clothing and/or equipment
whenever contamination by chemicals, blood, body fluid, or other
potentially infectious materials is possible. Know what personal
protective equipment or clothing is required in the performance of your
job by referencing the applicable SOPs and/or SDSs. Know how to use
it properly and make certain that it is in good working condition.

Only individuals, who work in the laboratory, animal room, or
shop, should be in these areas. Communication with office staff should
be conducted outside these areas. Delivery of supplies should be made
at the door. Exceptions to these include Facilities Operations &
Maintenance personnel who need to work in the area and Custodial
personnel. Facilities Operations & Maintenance personnel should be
informed of potential hazard areas by the laboratory supervisor or
laboratory technician. Custodial personnel are instructed not to touch
anything on the benches. Children under the age of 18 are not allowed
in laboratories unless involved in a TTUHSC EI Paso-sponsored activity
and must comply with TTUHSC El Paso OP 75.13, “Minors in Research
Laboratories™.
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Unauthorized experiments or procedures are prohibited. Before
performing any new procedures, discuss the procedure with your
supervisor and determine the hazards that may be involved, as well
as any actions necessary to control and/or eliminate those hazards.
Approval from the appropriate institutional committee may also be
required prior to initiating experiments.

Use care in handling and storing sharp, pointed items such as
scissors, knives, tools, scalpels, razor blades, or needles.

NEVER recap used needles.

Do not try to catch sharp items, if they fall. Do not try to pick up broken
glass with your hands. Use tongs or sweep it up with a broom or brush
and dispose of all glass and sharp items in appropriate containers. Sharps
containers shall be permanently closed and replaced when they become
% full. Do not over-fill a sharps container.

Close all containers when not in use. This ranges from rubber cement
to chemicals and lubricants, including gas cylinders, cleaning agents, and
biohazardous and radiological containers.

Never reuse empty chemical containers for items that will be for
human consumption. This includes styro-foam containers, jars, plastic
jugs, or laboratory glassware. A styro-foam container may work well as
an ice chest, or a collapsible plastic jug may work well for tea or soft
drinks, but it is not worth the risk to your health. When disposing of
these items, render them non-usable.

Dispose of hazardous waste material properly. Hazardous wastes,
including flammables, toxins, corrosives, reactive/unstable agents,
biohazards, and radioactive materials, must be stored in shatter-proof,
leak- proof sealed hazardous waste containers. For information or
assistance in the disposal of hazardous waste material, contact the
campus Safety Services department. The disposal of hazardous waste at
TTUHSC EL PASO is subject to various federal, state, and local
regulations that require extensive documentation for disposal. For
additional information, see TTUHSC EL PASO OP 75.03, “Hazardous
Material Incidents”; Appendix 4-c, “Instructions for Disposal of
Hazardous Waste Material”; Appendix 4-d, “Certificate of
Decontamination” form; and the Laboratory Compliance Manual.

Signs and Labels

Emergency exit signs shall be visible and operational at each
evacuation exit. Report immediately any blocked, damaged, or inoperable
exit signs to the Facilities Operations & Maintenance department.

Page 57 of 114 TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017



Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

All emergency equipment shall be properly identified. Report any
broken or missing emergency equipment to the campus Safety Services
department.

All chemical containers, including made-up solutions or mixtures, must
comply with the Globally Harmonized System (GHS) requirements for
properly labeled containers with at least the name of the chemical
and the pertinent health and physical hazards.

Electrical panels shall be properly labeled and immediately accessible.

Facility

Facility fire drills will be conducted by TTUHSC EL PASO Fire
Marshals as required by applicable laws and regulations. Participation by
employees and students is required. See “Fire Drills” in this section of the
Safety Manual.

e Store all materials in a way that they will not fall, slip, tip, or
spill.

e Anchor or support compressed gas cylinders or other
top-heavy items.

Keep corridors and aisles clear and free of material which may cause
slips or falls. Clean up all spills or have them cleaned up immediately.
If you find material in the corridors or stairways which

could cause falls or slips, removed them and place in trash receptacles. If
you are unequipped to clean up a spill, mark it so as to warn others of
the danger and report the spill to your facility’s Custodial Services.
Courtesy and safety are habit-forming.

Keep all work areas neat, orderly, and free of debris. Cluttered work
areas impede productivity and increase hazards like contamination,
falling, or fire. Space should be sufficient for your work.

Immediately report any utility problems, such as electrical, plumbing,
lighting, ventilation, gas, or vacuum lines, to your campus Facilities
Operations & Maintenance department. When not in use, the utility
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should be turned off and/or disconnected.

Sink traps, floor drain traps, and all other drain traps should be kept
filled with water. When traps become dry, they serve as an open line to
the sewer system, allowing explosive sewer gases and vapors to back up
into the area.

Avoid standing near closed doors. Open doors slowly when entering.

Arrangement of furniture, benches, and equipment shall be in such a
way as not to prevent egress or block doorways to safety equipment.
Some additional considerations include an arrangement that does not
result in a tripping hazard due to exposed cords and other lines. Fume
hoods and biological cabinets should be located away from doorways
which may produce a cross-draft, reducing the efficiency of the unit.
Aisles should be kept clear.

Do not stack lateral filing cabinets.

Keep all drawers closed when not in use. Open only one drawer of a multi-
drawer cabinet at a time. Proportion the weight so that the lower drawers
contain more weight. Many cabinets are equipped with safety devices so that
only one drawer can be opened at a time.

Avoid walking through construction areas or areas that are being renovated.
These areas are exclusively for authorized personnel only, and proper
personal protective equipment (PPE) is required when entering these areas.

Transport all materials safely. Secure items from falling, slipping, or
rolling. Freight elevators are to be used for transporting furniture,
equipment, chemicals, biological materials, laboratory animals,
radioactive materials, and waste materials. Chemicals and biological
or radioactive materials should be properly labeled and in closed or
sealed containers with secondary containment if possible.

Avoid placing heavy items or equipment or hazardous materials on
wall- mounted shelves, as they are not intended to support heavy
materials. Should they fall, the material on them should not be items that
are likely to break, become damaged, or result in a hazardous condition.
Additionally, these shelves should not be placed above sensitive or
breakable equipment or hazardous materials.

Keep all cabinet doors closed when not in use, and avoid using the tops
of tall cabinets for storage. In this case, tall cabinets refer to those taller
than six feet.

Repair or replace defective chairs or desks. Check the backs of chairs
and ensure that they are secure. Wooden furniture sometimes splinters,
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resulting in injuries to hands, arms and legs and torn clothing. If
splintering of chair arms or desks occurs, have them sanded and/or
refinished. Avoid the “quick fix”” method of placing transparent tape over
the splintered area. To prevent a tripping hazard, plastic chair mats should
be turned in when the edges curl.

Doors to laboratories, shops, and animal rooms should remain closed
except when in use. Do not leave a laboratory, shop, or office unattended
without closing and locking the doors, and do not loan your keys to
anyone.

Electrical

Report any loose, open, or arcing electrical receptacle immediately to
your campus Facilities Operations & Maintenance department. Remove
from service and replace or have replaced, any frayed electrical cords.

Keep cords from becoming a tripping hazard by properly arranging
furniture or equipment, having Facilities Operations & Maintenance
install additional outlets, or by using approved bridges. Do not place items,
such as furniture, carpets or runners, on top of cords.

Avoid overloading electrical circuits, and do not use gang plugs. The
TTUHSC EL PASO Fire Marshals have approved the use of 15 amp fused
power strips for some limited applications.

All electrical equipment should be grounded or double insulated and
periodically inspected.
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B. EMERGENCY PROCEDURES
General

The following emergency procedures apply to TTUHSC EL PASO
facilities. Those working in a satellite office or non-TTUHSC
EL PASO owned facility should contact their supervisor for
additional information on specific procedures.

Remain calm! Always reassure patients and visitors who are
unfamiliar with  TTUHSC EL PASO’s emergency procedures.
Remember that personal protection of yourself and others is the
first consideration, followed by reporting and preventing the
spread of the emergency.

O
—
=

In an emergency, call 911 from any TTUHSC EL PASO business
telephone. Request the assistance needed,
immediately afterwards call the TTUHSC EI
Paso Police to advise you called 911. For
Emergency Medical Services, call 911 from any campus phone.
From a mobile phone, dial 911.

Elevators
Do not use elevators for emergency evacuation. Instead use
stairwells. TTUHSC EL PASO elevators are automatically recalled
to ground level during fire alarms and are not available for occupant
use.

Non-ambulatory persons should assemble in the designated area of
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refuge to await rescue by emergency response personnel. For more
information, see “Emergency Evacuation of Persons with
Disabilities” in this section of the Safety Manual.

Emergency Equipment

Be familiar with the location of emergency equipment such as fire
extinguishers, fire alarm pull stations, first aid Kits, eye wash stations,
and emergency showers in your work area.

Do not obstruct emergency equipment or evacuation routes.

Immediately report any missing or broken emergency equipment to the
campus Safety Services department or Facilities Operations &
Maintenance department.

Emergency Evacuation Routes and Re-assembly Areas

During an emergency requiring a partial or total evacuation of
occupants from TTUHSC EL PASOQ, it is critical that this procedure be
accomplished in an efficient and orderly manner. Following evacuation,
departmental groups should reassemble in a specified area outside the
facility. These emergency evacuation routes and re-assembly areas are
established by Unit Safety Officers and/or department heads. Contact
your Unit Safety Officer now so that you are prepared, in case of any
emergency, to evacuate and reassemble safely. The Unit Safety Officer
should check evacuation routes periodically to ensure that construction
or renovation activities have not blocked the established routes.

Emergency Evacuation of Persons with Disabilities

Prior planning and practice of emergency evacuation of disabled persons
is essential in assuring a safe evacuation. Persons who are mobility
impaired will need assistance from TTUHSC EL PASO personnel to
reach areas of safety. It is important that employees know where areas
of refuge are located and take quick and decisive action, and remain
with the disabled person during the emergency.

Each department should identify at least one or two persons who
are responsible for the evacuation of persons who are or may become
disabled.

Fire Safety
Emergency evacuations shall be organized, prompt, and practiced.
The options for evacuation include:
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o Evacuate vertically via a stairway that reaches the ground floor. Follow
the exit signs out of the building. Employees must assist those who have
difficulty traversing stairs. Other options for evacuating, especially for
persons unable to traverse the stairwells are:

o Evacuate horizontally by moving away from the emergency situation
without changing elevation or floor level. Follow the exit signs to the
unaffected wings of multi-building complexes.

o Evacuate to and remain in an area of refuge. These areas are usually
stair enclosures or open air exit balconies and provide a degree of safety.
Other possible areas of refuge are fire rated corridors or vestibules
adjacent to exit stairs, and elevator lobbies. Taking a position in a rated
corridor next to the stairwell is a good alternative to a small stair landing
crowded with other building occupants using the stairway.

e  Stay in place in a room that is not in immediate danger with solid walls,
doors and a telephone. This is a last resort approach and should only be
attempted when no clear alternative exit route is present. Contact
emergency services by calling 911 and report your location and
circumstances.

o Elevators shall only be used in areas approved by the Fire Marshal’s
office.

Note: TTUHSC El Paso multistory facilities are equipped with Evac-Chairs.
Evac-chair is a universal evacuation solution for smooth stairway descent during
an emergency. Single user operation ensures no heavy lifting or manual handling
is required during emergency evacuation procedures. Contact the department of
Safety Services for training schedule.

Most TTUHSC EL PASO facilities are equipped with ADA/TAS approved fire
alarm horn and strobe units. However, persons with hearing or visual impairment
need to be identified so that faculty and staff are aware of their special needs and
personnel have been assigned to assist them during an emergency situation.

For additional information or assistance in identifying evacuation routes or safe
refuge areas, contact the TTUHSC EL PASO Fire Marshals at (915) 215-4820.

Fire Emergency

In the event of a fire emergency (denoted by the sounding alarm and
flashing strobe lights), all occupants within the affected area are required
to evacuate the building by following R-A-C-E procedures:

R escue anyone from the immediate area of danger.
A ctivate the nearest fire alarm pull station or call 911 from a safe
location to report the details.

C ontain the fire by closing, but not locking, doors as you leave
the fire area.
E vacuate to pre-assigned re-assembly area outside the building

and report to your immediate supervisor for a head count.
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Firefighters will give priority to finding unaccounted occupants
over fighting the actual fire.

Eire Alarm Pull Stations

Fire alarm pull stations are located in all of the public corridors and can
be easily located on your way out of the area. Operation of a fire alarm
pull station is a very simple process and requires no special knowledge
or skills. However, instructions on how to activate an alarm can be found
on the front of the pull station. Please note that a short, approximately 15
second, confirmation delay will occur upon activation of any manual pull
station.

It is important to activate the pull station nearest to the fire, as the
computerized system will direct emergency responders to go to the area
of the station which was activated first. Activating the system from
another floor or wing could significantly delay emergency responses.

Eire Alarm Activation

The TTUHSC EL PASO fire alarm system can be activated manually by
pulling a fire alarm pull station and automatically through smoke
detection or by fire sprinkler flow. Water flow from the sprinkler
system or smoke detected from any one of the smoke heads will sound
an alarm in the affected area.

Persons reporting a fire should pull the nearest fire alarm pull station
and then dial 911 from a safe area to report other details. Activation of the
fire alarm system will cause:

Horn and light devices located on that floor and wing to sound.
All hold-open fire doors to release and close.

Area air handlers to shut down.

All magnetically-locked doors to release.

A fire alarm condition to be displayed on the control monitors.
A coordinated response from TTUHSC EL PASO service
departments.

ocoakrwhE

Where available, flashing strobe lights serve as notification that an alarm
has been activated and occupants should stop what they are doing and
evacuate the building.

Eire Drills
The purpose of a fire drill is to ensure the efficient and safe use of the
exit facilities. Occupant safety is the priority, and all fire drills should

demonstrate R-A-C-E procedure ability. The TTUHSC EL PASO Fire
Marshals conduct at least one fire drill annually.
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Faculty, staff, and students must respond to all fire alarms or drills.
Evacuation should be orderly and without delay. Fire drills do not
require the removal of patients and visitors, or the interruption of direct
patient care. However, it is important that patients and visitors are made
aware of the drill so that they do not panic or become frightened. Clinic
personnel not actively involved with direct patient care at the time of the
drill must respond. Direct patient care is defined as being actively involved
in face-to-face treatment or movement of or conference with a patient.

Fire Evacuations

TTUHSC EL PASO employees and students are obligated to assist visitors
and patients from the building during fire alarms and should establish
two different and separate ways out of the building. TTUHSC EL
PASO elevators are automatically recalled to ground level during fire
alarms and are not available for occupant use. Specific departmental
evacuation routes have been developed and are available from Unit
Safety Officers and/or department heads.

In the event of a fire alarm, building occupants should:

1. Move horizontally away from the fire as to another wing on
the same floor.

Follow exit signs to the nearest stairway.

Use exit stairs and proceed to ground level.

Exit the stairway.

Follow exit signs until you have exited the building.

Report to immediate supervisor at pre-determined assembly
areas outside the building.

Uk~ wm

Departments must insure that personnel have been identified to stand by
to assist in the orderly evacuation of non-employees (patients, visitors,
volunteers, students) who may not be aware of appropriate evacuation
procedures, with special attention given to persons with disabilities.
(See “Emergency Evacuation of Persons with Disabilities™ in this section
of the Safety Manual.) This evacuation plan should be communicated to
all involved personnel.

Fire Extinguishers

Page 65 of 114

Fire extinguishers are designed and intended to be used for small
beginning- stage fires. The proper use of a fire extinguisher may save
lives and property. However, if you have not been trained in the use of a
fire extinguisher, or if you do not feel comfortable that a single fire
extinguisher will extinguish the fire, then simply initiate R-A-C-E
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procedures and close the doors as you leave the building.

Fire extinguishers are located throughout the building and are rated for
the three types of fires that may occur in TTUHSC EL PASO facilities.
Most TTUHSC EL PASO fire extinguishers are ABC multipurpose, dry
chemical units and may be used on either A, B, or C class fires. It is
important that the type of fire extinguisher used on a fire is rated to
extinguish the type of material that is burning. The type of fire
extinguisher, as well as the fire extinguisher operating instructions, can
be found on the front plate or label that is located on all extinguishers.
The types of fires and fire extinguishers are:

Class A — Common combustibles which will most often leave some type
of ash, such as wood, cloth, or paper. Type A extinguishers are usually
silver containers filled with compressed water.

Class B — Most often involve flammable liquids or plastics. These fires
are usually very hot, intense, and can spread quickly. Class B
extinguishers are filled with dry chemicals much like common baking
soda.

Class C — These fires are electrical in origin. Although a Class C
fire extinguisher will extinguish an electrical fire, an electrical fire
cannot be totally extinguished until the electrical supply has been
disconnected. Class C extinguishers are filled with CO, or halon to
minimize damage to sensitive electronic equipment.

Use a fire extinguisher only after proper training and when you are
confident that you can safely extinguish the fire. Upon request, Safety
Services offers hands-on fire extinguisher training. Contact your Safety
Office or the TTUHSC EL PASO Fire Marshals at (915) 215-4820 for
details.

Severe Weather/Tornado Emergency

Severe weather in the form of thunderstorms, damaging hail, high winds,
and tornadoes are a threat to the Texas Tech community. TTUHSC EL
PASO maintains several warning and alert systems for use in the event
major storms or other disasters threaten our community. Ideally, sufficient
warning time will allow precautionary measures to be implemented. The
unpredictability of weather conditions, however, does not always
provide for adequate warning. TTUHSC EL PASO OP 76.15 outlines
the function and use of the TTUHSC EL PASO’s warning and alert
system. The STAT!Alert emergency notification system will be used to
notify TTUHSC EL PASO personnel of severe weather warnings and
other emergencies.
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A severe weather watch indicates that conditions are favorable for
heavy rain, hail, high winds, severe thunderstorms or tornadoes. A severe
weather warning indicates that heavy rain or hail, high winds or tornadoes
have been reported in the county or the surrounding area, but not
necessarily in the immediate vicinity of TTUHSC EL PASO facilities.

If you sight severe weather with damaging winds, hail and/or a funnel
cloud moving toward the facility, call your campus Police Department
and state your name, give the approximate location, and remain on the
phone until released by the operator.

In the event of a severe weather emergency, do not go outside or attempt
to leave the building. Get away from windows, glass doors or large open
areas. Move immediately to the building interior/shelter area designated
by your Unit Safety Officer. Contact your Unit Safety Officer or
supervisor for your designated shelter area. If you are unable to reach
your designated shelter area, seek refuge in any interior room without
windows or move to the nearest stairwell. Because of the risk of
breaking glass, all laboratory areas should be evacuated immediately.
Please refer to your Departmental Emergency Preparedness Plan for
further instructions regarding evacuation strategies.

Remain in the area of safety until you are informed by your campus
Police Department or your supervisor that the weather conditions have
subsided, at which time you may return to your area.

In the event of an emergency, please refer to the TTUHSC EL PASO
Emergency Preparedness website at:
http://elpaso.ttuhsc.edu/elpstatalert/emergenc
y.aspx . This site will be updated with information about the
nature of any incident, how to remain safe during and after the event,
and at which point safety has been restored.

Bomb Threat

In the event of a bomb threat, all occupants should evacuate the
building immediately using the pre-determined evacuation routes. Do
not use the elevators.

Should you receive a bomb threat, keep the caller on the phone as long
as possible. Direct someone else to notify your campus Police Department.

While the calleris on the line, tryto obtain as much of the following
information as possible (see Appendix 8-b for a copy of the Bomb
Threat Checklist):

1.  Exact location of bomb (floor, wing, and room number)
2. When the bomb will detonate / method of detonation
3. Type of bomb (physical description)
4.  Outstanding characteristics of the caller such as gender,
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age, ethnic background, accent/speech peculiarities
5. Notable background noises

Upon receiving notification of a bomb threat, your campus Police
Department will immediately dispatch officers to the location to search
the premises and assume responsibility for handling the threat.

Cardio-Pulmonary Arrest/Medical Emergency

Persons identifying a cardio-pulmonary arrest or other emergent
medical situation should:

=

Call 911 for response by EMS.

2. Initiate appropriate emergency interventions according to the
level of training of the available personnel.

3. Post personnel at facility entrance to guide EMS to the location

of the emergency. EMS will transport to the appropriate

medical facility as needed.

Power Failure

It is advisable to have a flashlight and portable radio available for
power failures. It is important to keep these in an easily-accessible
location, and have fresh batteries available. Tune your radio to your
local station participating in the Texas Emergency Alert System. They
will be running on back-up generator and will be the first to receive
information in the event of an emergency that extends beyond TTUHSC
EL PASO.

El Paso: KTSM-FM 99.9
KLAQ -FM 95.5
KBNA-FM 97.5 (Spanish)

In the event of a power failure, turn off all light switches and set all
equipment and appliance switches to the OFF position to protect
against kicking out the circuit breakers, blowing fuses, or damaging
equipment when the full surge or current hits as the power comes back on.

Extinguish all flames in laboratories and take measures to protect your
equipment or experiments. Remember that air operated controls and
water pressure may be affected.

If the failure lasts more than a few minutes, it may be necessary to
evacuate persons from darkened areas (restrooms, stairwells, basement,
laboratories, or other areas with no windows or natural lighting). Follow
standard evacuation procedures, such as those used in a fire. Otherwise,
stay in your work area and await further instructions from your supervisor.
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Security/Armed Robbery

All faculty, staff, students enrolled in courses, student employees, and
volunteers who are at TTUHSC EL PASO facilities on a regular basis,
and/or working at TTUHSC EL PASO are required to obtain and visibly
wear identification badges. Badges must be available at all times while
on TTUHSC EL PASO property and presented for verification of identity
when requested (TTUHSC EL PASO OP 76.02).

Staff who may be involved in a robbery situation should remain calm—
don’t try to be a hero. Note the perpetrator’s features, dress, and
mannerisms, including height, weight, race, age, clothing, jewelry, sex,
speech characteristics, scars, tattoos, deformities, and gait.

If a firearm is displayed, assume it is real and loaded. Don’t make
any sudden moves, as this may cause the perpetrator to use the weapon.
If you must move, explain the action before doing it.

Activate the silent alarm (panic button) if possible (where available),
but only if it can be done safely. Follow the perpetrator’s directions, but
don’t volunteer more than asked. If the perpetrator gives you a note, drop
it on the floor or place it out of sight to keep as evidence.

Once the perpetrator has left, lock the doors, secure the area, and notify
your campus Police Department immediately. Do not touch anything or
discuss the situation with anyone. Anyone witnessing the incident should
document everything they can remember about the incident on an
“Armed Robbery Description Checklist” (Appendix 8-c) and give it to
the campus Police Department. For additional information, refer to
TTUHSC EL PASO OP 76.23.

Active Shooter

Shootings at schools are an unfortunate reality. With the cooperation of
the Texas Tech Police Department, TTUHSC EL PASO has developed an
action plan for a shooter situation. If a gunman is on campus, students,
faculty and staff should: (1) GET OUT; (2) HIDE OUT; or (3) TAKE
ACTION. Ifitis possible to get away from the threat, then do so. If it is
not possible to get away, then hide out as best possible. If the first two

Page 69 of 114 TTUHSC EL PASO DEPARTMENT OF SAFETY SERVICES REVISED JULY 2017



Texas Tech University Health

Seenoss Gomr 1 Pess SAFETY MANUAL

options are not possible and it is a life-threatening situation, attempt to stop
the shooter with any means necessary. Call 911 to inform police of the
situation as early as possible. Once Texas Tech Police confirm that shots
have been fired on or near campus, a STAT!ALERT emergency
notification message to all students, faculty and staff will be sent.

To assure receipt of the message, check your STAT!Alert profile through
the Emergency Preparedness web portal:
http://elpaso.ttuhsc.edu/elpstatalert/emergency.aspx

STAT!Alert emergency notification messages will provide instructions
to keep safe, and notification when the incident is over. See Appendix
8-d for a copy of the “Active Shooter Response” flyer that should be
posted in each department.
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C. EMERGENCY RESPONSE—TTUHSC EL PASO

General

Due to differences in facilities and available resources, the response to
emergency situations varies between campuses. Employees working in
contract facilities or off-campus locations should consult their supervisor
for specific emergency procedures. The following procedures are
specific to the TTUHSC EL PASO facilities.

Notification of Emergencies

In all buildings, occupants will be notified of an emergency via the fire
alarm system (situations requiring external evacuation) or the public
address system (where available), situations requiring internal movement
of occupants, such as severe weather emergencies.

Fire Emergency

In the event of a fire emergency, all occupants should evacuate the
facility immediately using predetermined evacuation routes designated by
Unit Safety Officer and/or Department Heads. (See “Fire Emergency”,
“Fire Alarm Pull Stations”, “Emergency Evacuation Routes and Re-
assembly Areas”, “Emergency Evacuation of Persons with Disabilities”
and “Fire Evacua- tions” in this section of the Safety Manual.)

Severe Weather/Emergency

In the event that TTUHSC EL PASO facilities are in immediate danger
of being hit by heavy rain or hail, high winds, all occupants will be
notified to evacuate immediately to the predetermined shelter area
designated by Unit Safety Officers.

You should remain in the area of safety until the severe weather has
subsided and you are notified that you may return to your area.
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Bomb Threat

In the event that a bomb threat has been received, notify the campus
Police Department and the Safety Office.

If necessary, the campus Police Department will evacuate the facility via
the fire alarm system. All occupants should evacuate the building using
the pre- determined evacuation routes designated by the Unit Safety
Officer and/or the Department Head. (See “Bomb Threat” in this
section of the Safety Manual).

Cardio-Pulmonary Arrest/Medical Emergency

Persons identifying a cardio-pulmonary arrest or other emergent medical
situation should:

=

Call 911 for response by EMS.

2. Afterwards call TTUHSC Police advising that EMS was called,
provide building name and department.

3. Initiate appropriate emergency interventions according to the
lev- el of training of the available personnel.

4.  Post personnel at facility entrance to guide EMS to the location

of the emergency. EMS will transport to the appropriate

medical facility as needed.

Building Evacuation

A Building Evacuation refers to an internal disaster or other situation that
has occurred which requires evacuation of the entire facility. All occupants
should immediately evacuate the facility using the predetermined routes
set forth by your Unit Safety Officer and/or Department Head.

Internal Disaster

Internal disaster refers to major/minor internal damage to TTUHSC EL
PASO facility that requires relocation or evacuation. In the event that
an internal disaster occurs in your area, evacuate immediately to the
reassembly location designated by your Unit Safety Officer and/or
Department Head. If the internal disaster is not within your immediate
area, close all doors and stay in place until either the code is cleared or
you are told to evacuate.
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Child Abduction

In the event that a child is missing, clear corridors and do not allow
patients/ visitors to leave clinic areas. Observe movement in public areas
and report to TTUHSC EL PASO Police. Report to Police any suspicious

activity you noticed.
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WORKPLACE THREATS AND VIOLENCE

General

Statistics indicate homicide is the leading cause of workplace fatality
among health care and social service personnel. Medical staffs are
subject to avariety of violent acts, including punching, kicking, grabbing,
pushing, spitting, and biting.

Threats, threatening behavior, or acts of violence against employees,
students, volunteers, visitors, or patients will not be tolerated (HSC
OP 76.08). Violations of the policy will lead to disciplinary action which
may include dismissal, arrest, and/or prosecution.

Any person who makes substantial threats, exhibits threatening behavior,
or engages in violent acts on TTUHSC EL PASO property shall be
removed from the premises as quickly as safety permits, and shall remain
off TTUHSC EL PASO premises pending the outcome of an
investigation. TTUHSC EL PASO will initiate an appropriate response,
which may include, but is not limited to, suspension and/or termination
of any business relationship, reassignment of job duties, suspension or
termination of employment, and/or criminal prosecution of the person or
persons involved.

Preventing/Managing Violent Behavior
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Violence can be avoided or mitigated through preparation. Some
important precautions to take for dealing with violence include:

e Know which patients/clients have a history of violent behavior and
be wary at all times.

e Treat and/or interview aggressive or agitated clients in relatively
open areas that still maintain privacy and confidentiality, and never
enter seclusion rooms alone - use the “buddy system”.

e Keep a safe distance away and never turn your back on an agitated
individual. Be sure to keep an exit between yourself and the person.

e Do not wear jewelry that can be used to strangle in a confrontation
and carry only required identification and minimum money. Avoid
carrying keys, pens, or other items that could be used as weapons.

¢ Periodically survey the work area and remove any tools or possessions
left by visitors or maintenance staff which could be used inappropriately.

e Be aware of behavioral cues. Be wary of those who sit on the edge of
a chair, grip the armrest, speak loudly and stridently, pace back and forth,
or startle easily.
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If someone shows signs of losing control or does become violent,
employees should take immediate action to protect themselves and others
by calling a supervisor or the campus Police Department. The employee
should stay calm and alert while keeping a safe distance and try to help
the person calm down by talking slowly and softly while others help
remove patients and visitors from the area. Employees should never try
to take away the person’s weapon or restrain them. It is important to
contain the violence, not escalate it. Security will take control of the
situation as soon as they arrive.

Reporting Threats/Violent Behavior

All TTUHSC EL PASO employees and students are responsible for
notifying their campus Police Department of any threats which they
have witnessed, received, or have been told that another person has
witnessed or received. See TTUHSC EL PASO OP 76.08. Even without
an actual threat, personnel should also report any behavior they have
witnessed which they regard as threatening or violent, when that
behavior is job related or might be carried out on a TTUHSC EL
PASO controlled site, or is connected to TTUHSC EL PASO
employment. Employees and students are responsible for making this
report regardless of the relationship between the individual who initiated
the threat or threatening behavior and the person or persons who were
threatened or were the focus of the threatening behavior. Personnel are
also encouraged to report the threat or threatening behavior to their
immediate supervisor.

All individuals who apply for or obtain a protective or restraining
order which lists any TTUHSC EL PASO locations as being protected
areas must provide to the campus Police Department a copy of the petition
and declarations used to seek the order, a copy of any temporary and/or
permanent protective or restraining order granted. Employees who have
been affected by violence, whether in the workplace or not, can receive
free, confidential counseling from the Employee Assistance Program.

Inmate Clinic Appointments

Various detention facilities bring inmates to TTUHSC EL PASO facilities
for medical care. While TTUHSC EL PASO has an obligation to provide
appropriate medical care, it must be with the understanding that inmates
pose special risks to TTUHSC EL PASO staff, other patients, volunteers,
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and visitors.

In order to lessen the risk to all involved the following are offered as
practical suggestions:

A guard(s) should accompany inmate patients at all times. Follow the
directions given by the guards. Do NOT ask guards to step outside
because you feel the privacy of the inmate is compromised! You place
your self in jeopardy by being alone with an inmate. Don’t assume that
female inmates are less dangerous than males or county inmates are less
dangerous that state in-mates, as this is often not the case. Note: all
inmates should be considered dangerous. Although guards cannot discuss
the inmate’s offenses, be aware that the greater number of escort guards
with the inmate, the more risk the inmate poses.

Expedite the care of prisoners. The sooner they are treated and on their
way back to their facility, the less the risk they pose.

Position yourself in the room so that you are closest to the exit door in
case you need to get out quickly. DO NOT ask for manacles or shackles
to be removed unless absolutely necessary to provide adequate medical
care.

Do not provide any information to inmates about the need for return
visits. Give this information to the guards only, out of the hearing of
the prisoner (preferably in writing), or make the appointment with the
correctional facility after the inmate has left the clinic.

Do not discuss within hearing or provide any personal information to
in- mates. Don’t answer personal questions or become friendly with
inmates. You don’t want them to think you are “on their side”.

Do not ride elevators with inmates and their guards. Take the next
elevator. If you see other staff or visitors getting on elevators with an
inmate, ask them to wait with you for the next elevator.

Do not grant any privileges to inmates, such as use of telephones,
visitors, going to the restroom, papers to read, talking to staff or others.
Do not give inmates anything, including paper clips, chewing gum,
cotton swabs, pens/ pencils, etc., as these can be fashioned into weapons.
Notify the guard immediately if the inmate requests any of contraband
items.

Private offices and reception areas may contain personal items such as
pictures of family, memorabilia, etc. that may lead inmates to speculate
about the person using that office and giving them clues to how to later
contact that person. Reception areas and offices used to interview
inmates should be clear of any personal items that identify the staff dealing
with inmates.
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If an inmate exhibits behavior that is inappropriate or makes you
uncomfortable, notify your campus Police Department immediately and
request assistance.

The School of Medicine has established a campus-wide management
policy to be utilized when caring for inmates of the legal system which
applies to all TTUHSC EL PASO School of Medicine Clinics. See
Ambulatory Clinic Policy and Procedure, EP 6.5.
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Suspicious Packages / L etters

Although the U.S. Postal Service has never confirmed a case of the U.S.
mail being used to transmit biological or chemical weapons, many
facilities in communities around the country have received anthrax threat
letters. Most were empty envelopes; some have contained powdery
substances. Still, it is important to use caution with “suspicious” mail,

which is:

~No ol h~ WN -

. Unexpected or from an unfamiliar source.

. Addressed to someone no longer at the address.

. Has no return address or one that can’t be verified.

. Lopsided, oddly shaped, or has an unusual weight.

. Marked "personal or “"confidential."

. Has protruding wires, strange odors or stains.

. Shows a city or state in the postmark that doesn't match the

return ad- dress.

If you receive a suspicious letter or package:

N =

o1

. Handle as little as possible and do not shake or open it.
. Do not try to clean up powders or fluids.
. Isolate and place in a plastic bag or other container to prevent

leakage. If you don’t have a container, then cover it with
what is available (i.e., clothing, paper, trash can, etc.).

. Evacuate the area and close the door. Do not allow anyone

to re-enter the area.

. Wash hands thoroughly with soap and water.
. Notify your supervisor and call your campus Police

Department. Give them a list of everyone who had contact
with the package.
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APPENDICES

Definitions and Abbreviations (Section 1)

Incident Reporting and Investigation (Section 1V)
a) Non-Employee Incident/Injury Report

b) Occurrence Report

c¢) TTUHSC EL PASO Witness Statement

d) Occupant Diary

Inspections / Surveys / Hazards (Section 1V)
a) Job Safety Analysis

b) Standard Operating Procedure Sample
c) Health and Safety Review Form

Hazardous / Biohazardous Materials (Section V)

a) Notice to Employees

b) Waste Stream Flow Chart

c¢) Instructions for Disposal of Hazardous Waste Material
d) Certificate of Decontamination

Unit Safety Officers (Section 1V)

a) USO Job Description

b) USO Letter of Appointment

c) USO Change/Replacement Form

Training Materials / Records (Section 1V)

a) NESOP Level 2 Site-Specific Information Sheet

b) Request for Training Credit for Non-TTUHSC EL PASO
Programs

Infection Control / Respiratory Protection (Section 1V)
a) Information for All Users of N-95 and Other Filtering
Facepiece Respirators

Emergency Procedures (Section V)

a) Emergency Paging Codes

b) Bomb Threat Checklist

¢) Armed Robbery Description Checklist
d) Active Shooter Response
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APPENDIX 1—DEFINITIONS AND ABBREVIATIONS

Employees  Those individuals receiving compensation from a
TTUHSC EL PASO payroll account.

Faculty An employee who is granted faculty status and is
involved in teaching, research, patient care, and/or service
to the community.

H&SR Health and Safety Review.
HazMat Hazardous Materials
HSC Same as TTUHSC EL PASO.

HSC OP Thisrefers to documents in the Texas Tech
University Health Sciences Center Operating Policy and
Procedure Manual.

C

O

Institutional Compliance Working Committee

Incident An occurrence which may result in personal harm, property
damage or damage to the environment, interrupt the normal
progress of an activity, and/or may involve compensation
for medical expenses or lost wages. Every First Report of
Injury received by the Safety Services Department is
recognized as an incident.

Injury An incident which results in personal harm that involved
compensation for medical expenses or lost wages.

JC The Joint Commission (formerly known as the Joint
Commission on Accreditation for HealthCare Organizations
(JCAHO)).

LARC Laboratory Animal Resource Center.

MSDS Material Safety Data Sheet.

NEPA National Fire Protection Association.
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Others Those who do not meet the criteria for employees or
students. This includes, but is not limited to, contract
personnel, visitors, volunteers, and patients.

SS Safety Services Department

TTUHSC

EL PASO Texas Tech University Health Sciences Center, including its
School of Medicine, Graduate School of Biomedical
Sciences, School of Nursing.

Students Those individuals who are enrolled as students within the
various TTUHSC EL PASO schools or other universities or
colleges who are completing a portion of their curriculum at
TTUHSC EL PASO.

C
O

S Unit Safety Officer.

Work Areas Four separate and distinct work areas have been identified as
existing within TTUHSC EL PASO facilities: clinical,
laboratory, technical support services, and office.
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Non-Employee Incident / Injury Report Form
(Non-Clinical Areas)

[mstroctione:
s Circle or compleie responses
»  Complete all seotions mdetail. Attach another page if needed.

PERSONAL INFORMATION
Title: Mame iLas, Firss, M),

Date of Birth: ! Stams: Shodent ! Visibor £ Volunteer

Sex: M F | School or Company

Home Address:
City: State’ Zip:

Home Phone: Work Phone: I Other Phone:
E-mail Address:

INCIDENT / INJURY DETAILS

Dade of Injury: Time of [oyury: Today’s Date:

Dieaeription of Tnjury:
How did Incident Coeur {17 needad, draw & dingram o explain, i.e., weather condition, condition of sarface | arcs, any |
comument{s) by injured pary)

LocationBuilding: -

Mame ! address where injury / eoposure cocusrad.

Wes medical ireatment required ‘l'-:sl:l Mo D Diate/time:

NAME OF WITNESS / NAME OF PREFARER

Wame of witness: . Day phone:
Marme of witness: Day phone:
MName of Faculty'Supervisor (if applicable); { Dray phone:
Warme of person preparing report: Dray phone:
Signature of person preparing report: Date:

TTUHSC EL PASO Safety Services, (Copy within 72 hrs.)

ATTACHMENT B
Page
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Uecurrence Report Confiderlal Peet Reviaw
1. __ Treatmenilssue __ Sipfall _ Cememunicaton | Medication  Medical Equipmerd _ ribr

2. EXACT LOCATION OF OCCURRENCE:

L |

Date of Occurrance; Timez of Choou remnce:;

. PERSOH PREPARING REFORT:
Mama: Dapartmant: Fhone:

. PERSON INVOLYED:
Hame {lasl, Frel, Ml
Addness; Friong
Medizal Resord Number (i applioabin) O0f:

Flaasa galect one of the inllowing, and Indicats siich cinle, schoal, depadmant:
Pafierd = Clinic:
Bhuden! = School:
‘fasor = Desknation:
Yelunbeer - Department

. WITMESSES: __¥es __Ma

Wha: Conkest
lawitness an employon?  Yes Mo Deparimant

. PROBLEM or I3SUE:Plasss describa axacty WHAT, WHY, HOW, (7] or (L) sige of body, whish Snger, als,

» FALLS;
Adtivity/cirsumstances of patient when fell soourmed

Treaimenl ghven o action aken;

. SEEN BY PHYBICIAN: _  Yes Mo
Physician assessment

Pyshcian's Signatuns; Craba:

5. ESPOSITION OF PATIENT/OUTCOME:

Subent boc Ounlity Improvemaent — ADZ

B4
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WITNESS STATEMENT

(Non-Clinical Areas)

Are you a TTUHSC EL PASO Employee? Yes O No O

If yes, whai department?

MUST BE TYFED
OR FPRINTED Date of Injury:__
Person(s) Involved inthis Incident:
Suaternent Completed By:
Witness Name:
Residence Address:
Home Telephone: Wortk Telephone:
Emplayer:
Om el , at shout __prdatn, Dwas
inor at (clearly state your location ) .

when an Incident involving the above petson is alleged o hove occurmred.

{check only one box)

I saw the accident.
The accident occurred in the following manner:

Oiher pertinent information and source:

I did not see the accident,
Information given me by {name of person):

indicates it ocowred as follows;

Oithet pertinent information and souree:

[ kmow nothing whatsaever about the ocoustence,

Signature
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QOccupant Diary — Indoor Air Quality

Pne: Rioma:
Job Tide: [hepeariment;
Phone:

On the form below, please record each occasion when you experience a symptom of ill-health or discomfort that
vou think may be linked to an environmental condition in this butlding.

It i= important thal vou record the time and date and your location within the boilding as accurately as possible,
hesanae that will help to identify conditions (e.g., equipment operation) that may be assoctated with your problem.
Also, please try to desorbe the sevenity of your symptoms {e.g.. mild, severe) and their durstion (the length of time
thot they persist), Any other observations that vou think may help in identifiing the cagse of the problem should
he nediad in the “Comments™ column. Feal free to attach additional pages or use more then one line for each event

if vou need more room fo record your observations,

TimeThate Laocation By mptom

Severity/Duration

Comments
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Job Task Bemg Analyzed: Datc:
Name of Employee Doing Job: “Title of Employee. Department: Analyzed By:
Supervisor: Job Location: Reviewed By:

Safety Services Department Appendix 3-a, Page 1 of 2
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How to complete the Job Safety Analysis (JSA) Worksheet
A JSA should be completed whenever a task is changed, if new equipment is used or if there is a new person on the crew. A JSA should also be completed after

an accident or if a near-hit (near-miss) takes place.

1. Complete the top portion of this worksheet with the applicable information about the job being analyzed.

2. List and discuss the Major Job Steps, the Potential Hazards for each step including any associated consequences, and any Recommendations that may
Eliminate or Reduce the Hazard to the employee. Do each of these 3 sections separately, completing “Sequence of Major Job Steps" first, before going on

to the other 2 columns.

3. Once completed, modify associated procedure(s) with any recommended changes.
4. Annual review 1s recommended, if the job has not been changed, see additional information below to assist in completing this form,

Job Task Being Analyzed:

Date:
Name of Employee Doing Job: Title of Employee: Department: Analyzed By:
Supervisor: Job Location: Reviewed By:

Break the job down into the major steps.

o Number the sieps to provide a reference point
for the hazards and procedures developed.

o Use 7 to 8 steps, no more than 15 steps

o Use action words such as Lift, Twrn, Change,
Load, Steer, Dig, etc.

o Tell WHAT not HOW

Look at the task realistically and ask
“How and where can a person get in
trouble?”

Whatr accidenis have happened before
doing this job?

Identify all the hazards associate with
each step-actions, conditions, and
possibility that cowld lead to an
accident.

Number the hazard list to correspond
with the job steps.

Using the first 2 columns as a guide, list every
action necessary to eliminate or minimize every
hazard that could lead to an accident, infury or
occupational illness.

Number the actions to corrvespond with the
steps and identified hazards,

Be specific. Say exactly what needs to be done
to correct the hazard or remove the risk.

Safety Services Department
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Health and Safety Standard Operating Procedure

Lrate:
Department:
SubjectTask:

An S0P mus: idemify and specify mitigation measures for all aspects of the sipnificant hazards, Tt should follow
but not e limited to the outline below, Inapplicable items should be indicated by “MNon Applicable™ or “MiA™,

1. Purpose:
State the intent and objectives of the S0P, The purpose of an SOF iz o
communicate the hazards associated with this operation,
»  document the control measures that will be used io control the hazards,
»  document the precautions and limitations applicable o this operation, and
» define the required qualifications of persommel performing the operation,

2. Scope’Applicability:
Drescribe the extent of coverage of the SOP, ineluding information concerning the location of the aperation,
the organizations involved, and the equipmen: involved. Include any exceptions or limitations that may
apply.

3. Responsibilities:
List the titles or persons and crganizations responsible for specific aspects of the SOP, including emplovees,
supervisors, unit safety officers, and department heads,

4, Hazards:
List and briefly describe the hazards associated with this operation that could result in harm 1o personnel, the
general public, equipment and matenals, the facility, and the environment. Possible hazards for consideration
include: radiation, high temperstures, high pressures, chemcals, electnieal shocks, excessive noise levels,
confined spaces, moving equipment, lasers, fammable materials, compressed gases, explosives, extreme
ernvironmental conditions, efc.

5. Hazard Control Measures and Limitations:
Address the administrative, engineering, andfor personal protective equipment measures that will be used to
gonirel each of the hazards listed in the above section, This section should inchede safety mules, precautions,
and limitations gpplicable to this operation. Limitations define operating boundaries that are not to be
excecded, Also include maintenance and inspection schedules and safely systems instrument celibration
requirements,

fi. Procedural Steps:
This section is only necessary where specific procedural steps should be followed 1o ensure the safety or
quality of specific tasks associated with the operation covered by this S0P, These should be consequential
stepbry-step instructions for completing the tasks, The procedure section should be organized in a logical
sequence that 1s compatible with task performance.

7. Training Requiremenis:
List qualifications and training reguirements for individuals performing all or speeific tasks covered by this
S0P,

8. Emergency Procedures:

Explain what is to be done in case of an emergency. Describe any special procedurcs for injuries, spills os
releases, fire, loss of power, ete. Indicate how each situation should be handled and by whom.,
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Safety Services Department

Health and Safety Review
Date of Review:
Department Being Reviewed:
Department Name; Location:
Unit Safety Officer Name: Telephone No:
Unit Safety Officer Completing Review:
Name:
Department: Telephone No:
Grade Sheet (to be completed by the USO completing the review):
Grade Summary per Section
A B C
Section Description (Needs improvement, | Not Applicable (NA)
Complete additional

comments on page 2.)

3| Clinical/Patient Care Areas A
5 | Maintenance/Shop Areas AN
l Overall Grade (circle one) I A
Instructions for Completing Review

The reviewing USO should contact the USO in the department being reviewed and schedule a specific date and time for
the two parties to complete this H&S Review.

Ratings for Grade Sheet are as follows:
1. Overall Grade A - This department achieves the maximum performance in safety excellence.
2. Overall Grade B — The department meets all of the expected requirements. Normal expected performance.

3. Overall Grade C - Does not meet All Expectations. vide feedback to the de regardi W
department can improve,

Using the scale provided above, the reviewer should rate each item in the inspection sheet in the appropriate column.

When placing a grade on cach item, if an item is Satisfactory - a Grade of A or B is appropriate.

Complete only the applicable attached Sections. At the completion of each section provide an overall grade, A, B or C,

This can be an average or an estimated grade.

Onee each Section has been completed and a grade has been added, place the summary score from that Section in the

Grade Sheet above.

After completion of the Grade Sheet, obtain required signatures. A copy of the completed review should be retained by

the USO in the department being reviewed and the original should be forwarded to the Safety Services Department.

A USO may request that a representative from Safety Services assist them with the review process,
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Health & Safety Review
Instructions for Corrective Action and Follow-Up Procedures
The USO in the department being reviewed should take pertinent, comrective action on those items that may need
improvement, or that have a Grade of C.

Please confirm any comrective action(s) in writing/or via email to your Safety Services Department representative below:

Campus Send Corrective Action Emails to:
Department Sr. Director calvin.shanks(a ttuhsc.cdu
Assistant Director jose. melchort tiuhse.edu
USO Coordinator martha.quezada/@ tuhse edy

Your memorandum/email should identify the deficiency and corrective action(s) taken. It is recommended that the
written response be completed within two weeks,

Signatures:
(Unit Safety Officer in Department Being Reviewed) (Date)
(Department Head in Department Being Reviewed) Daie)
(Unit Safety Officer Completing Review) Date)
Additional Comments (required if th £i v Overall Grade is C

Please provide feedback below regarding how the department performed this year. Positive feedback is always welcome.
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Section 1: All Areas

Standard Criteria Comment
1. Departmental records indicate training New employee grientation and ongoing
requirements being met. refresher training is up to date (entries posted

within last six months).

2. Personnel know how to report injuries or
incidents and safety concerns,

Verify posting of how to report an injury See
nttos// www TTUHSC EL

3. Ughting meets the needs of cccapants.

Adequate lighting, no burned-out bulbs or
flickering lights

4. Ventilation meets the needs of occupants.

No complaints about odors, fumes,
temperatures.

5. Traffic asles, exit pathways, halways and
corridors, doorways and work areas are free
from clutter, obstructions and cther tripping
hazards.

Overcrowded areas should be noted. No walking
areas or doorway less than 20 inches wide,
corridors 44 inches, Nothing on or across
pathways (boxes, cords, etc.) No egress through
a higher hazard area.

6.  All facility areas are maintained clean and orderly
and in a sanitary condition.

Overall general housekeeping in all areas should
be good.

7. Furniture and equipment in good repair and
functional. Cabinet doors are praperly secured.

No missing, loose or broken pieces, sharp edges
or splintering wood surfaces. Non- functional
equipment is labeled “Out of Service” and
unplugged. Cabinet doors are not loose.

8. Floors are free from wet areas, cracks, loose or
missing floor tiles and/or torn carpeting. All floor
covering is properly secured.

Carpet or tile is not coming up creating a tripping
hazard. Every floor kept in good repair.

9. Materials property stored and secured against
slippage or falling.

Large items stored low and loose items secured
from slippage or sliding.

10. Storage areas are neat and suffigent. Step stools
or ladders provided where necessary.

No items stored <18" from the sprinkler heads,
Heavier items stored low; step stool is sturdy and
in good working order.

11 No excessive combustible matenals in any area.

No large stacks of paper, files, magazines, card
board boxes, etc.

12. Flammable or combustible materials are not
stored near sources of ignition.

Flammables or combustibles are stored away
from sources of heat or ignition, i.e. welders,
heaters, grinders, other sparks.

Continued on next page

Health & Safety Review Form
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Section 1: All Areas, continued

Standard

Critenio

13,

Personnel are familiar with emergency
evacuation routes and procedures.

Employees know two exit pathways and
emergency codes for notification.

14,

Emergency phone numbers are readly available.

Verify numbers are posted on or near the phone.

15.

EXIT signs are uncbstructed, well lit, easily
visible, and lead te an actual exit.

At least one “EXIT" sign is visible from any point
In the egress corridor.

16.

Fire doors are not blocked open. (A fire-resistive
door can provide fire protection when closed,
These are fitted with an automatic cosing
mechanism, in the event of fire.)

No doorstops are installed or wedges used. Use
of the facility’s magnetic hold-open device is
acceptable,

17.

No candles, oil lamps or other sources of open
flame in use.

May be decorative ondy.

. Fire extinguishers are easify visible, not

obstructed, and have appropriate inspection
tags.

Annual inspection tag is current {within one year
of last inspection). Extingulsher should have a
tag verifying monthly visual inspection.

19,

Fire alarm pull stations are easily visble / not
obstructed.

Ask employees where the nearest pull station is
located.

20.

Sufficient electrical outlets exist and extension
cords are used for temporary purposes only.

Multi-outlet power strips or surge protectors are
acceptable, but are not to be ganged together.

21.

No materials stored within 3 feet of areaker
panel. Panels are easy accessible in the event of

an emergency.

Electrical breaker panels are not obstructed,
taped cor wired In “on position” and easily
accessible,

. Electrical cords are in good conditior.

No splices, deterioration, taping, damage, or
being sharply bent or pinched,

. Outlets have appropriate non-damaged cover

plates and are equipped with 3-prorg sockets.

No evidence of arcing (burned) or broken sockets
or covers.

Health & Safety Review Form

24. Hazardous parts of electrical machin2s and All guards are in place, secure, and no evidence
equipment are effectively guarded. of makeshift alterations.
25. Waste disposal appropriate for the location. Appropriate container for types of waste not

overloaded and not obstructin
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Section 2: Administrative / Office Areas

Standard Criteria Comment

1. Adequate work surfaces avzilable for job Appropriate space for equipment and materials
functions. requir!

2. Sufficient space under work surfacs for legs, feet No clutter, equipment or tangle of cords under
and thighs. work surface.

3, Work areas are organized and frequently used Located within arm’s length.
items are within easy reach.

4. Office arrangement allows easy eg-ess under Fumiture does not block occupant access to the
emergency conditions. exit door.

5. Chairs are in good conditicn. Rolling chairs have No missing or damaged parts, backs are not
casters that move freely, Floor materials are in loose, and adjusted to the tasks performed. If a
good condition and do not interfere with plastic floor mat is used, s it of adequate size so
operation of chair. that the employee does not have to move off the

mat to reach work areas.

6. Desks and computer stations meet ergonomic Keyboards at height to allow a right-angle at the
standards. elbow and a straight line at the wrist.

7. Appropriate use of computer monitors. Top of screens at eye-level, glare minimized;

document holders in use.

8. Mechanical aids are used when appropriate to Document holders, foot rests, wrist rests, anti-
reduce health risks. glare screens, etc.

9. Frequent telephone users are prowded with Should be adjustable, light weight, and
recelver shoulder rests or headsets or earpleces. comfortable for user.

10. Filing cabinets are positioned and used safely. Drawers don’t open into walkway, storage on
top is limited, lateral file cabinets not stacked,
and loaded from bettom so as not to topple
when drawers are opened.

11. Phone lines, electrical cords, etc. secured under Cords should not interfere with knee space

desk or along baseboards.

under desk. Cords running across walkways
should be covered by runners or cord protectors
10 pravent trip hazards.

12. Food storage areas are kept clean.

Health & Safety Review Form

Refrigerators and microwave ovens are clean.
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Section 3: Clinical / Patient Care Areas (If there are no Clinical or Patient Areas indicate “NA” on the Grade Sheet on page 1.)

Standard

Criterio

A B C NA

1. Sharps containers are avallable in each exam
room and other areas where sharps are used.

Sharps containers within dinics shall be mounted
below eye level. In non- linical areas containers
may be place on a counte rtop where tampering
is not expected.

2. Sharps containers are secured and tamper proof.

Sharps container brackets are equipped with
locks or breakaway locks.

3. Sharps containers are less than three quarters

No overfilled sharps cont ainers shall be in

recommended because of sanitation issues,

full. service,

4. Blohazard waste disposal is available when blocd Red disposal bags and co ntainers should be
or blood products are disposed of. available when required.

5. If there are any child-sized furniture in patient No sharp edges, flaking paint or parts which can
waiting areas are safe and dean. Toys are not be detached and swallowed.

6. Children's toys or furniture are positioned away
from electrical outlets.

Qutlet covers or inserts are recommended, but
not required.

7. Appropriate personal protective clothing and
equipment is available.

Indude gloves, face and eye protection, lab
coats, N-95 respirators, etc

8. Refrigerators labeled properly and contents not

Examples: "For Food Only" or “For Specimens

mixed. Only”
9. Patient equipment is clean and In good working No evidence of physical or electrical damage,
order. including frayed or damaged cords.

10. Waiting room furniture is not placed near
handrails where children can dimb on them,

Keep all chairs, benches : nd tables away from
the handrails in the even t children accidently fall
over a handrail.

11. Restrooms areas are clean, sanitary and safe for
patient use.

Review items such as locse or damaged toilet
seats, loose stall doors, non-operational door
locks and damaged water valves (running water).

12. Patient emergency notification devices are
functional.

Health & Safety Review Form

Emergency pull cords are not wrapped around
the handicap handrails in restrooms. Other

ergency notification devices are operational,

Circle average grade & transfer results to page 1
summary upon completion,

Appendix 3-c, Page 6 of 10
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Section 4: Laboratories (If there are no Laboratories indicate “NA” on the Grade Sheet on page 1.)

Standard Criteria A Comment

1. Laboratories have a Laboratory Compliance Location of this manual shall be available to
Manual. employees.

2. "Notice to Employees" signs are posted. If hazardous chemicals and/or radiation

materials are present look for a posting of the
Texas Hazard Communication Act and/or
Radiation "Notice to Employees”.

3. MSDS's readily available for chemicals used in Employees must know how to obtain an MSDS.

work area. MSDS’s of frequently used and highly hazardous
chemical should be printed and available in the
event of an emergency.

4. Chemical inventory or list of hazardous chemicals | A written chemical list or on-ine chemical
is available. inventory should be accessible.

5. All chemical containers are labeled. Manufactured chemicals should have original
labels affixed. Labels must include identity of
the chemical{s) and appropriate hazard
warnings. No expired chemicals should be
present.

6. Radioactive wastes in labeled containers. Label should be readily evident.

7. Blohazard wastes in labeled containers. Label should be readily evident.

8. Sharps and physically hazardous objects are in No sharps or glass should be discarded in regular

labeled sharps container or broken glass box. trash, even if it is intact. Any container with
sharp materials should not be overflowing.

9. Suitable absorbent materials available for Spill clean up materials or kits shall be avalable within
cleaning chemical spills. the department.

10. Chemical storage Is properly segregated. Acids and not stored adjacent to bases or oxidizers.

Glacial Acidic Acid, If present, is stored with
Flammables and not in the acids storage cabinet, Acids
not stored under sink.

11. Excessive flammable liquids (>10 gallons) not When possible all flammable and corrosive
stored outside of a flammable liquid storage chemicals should be properly stored in a cabinet
cabinet when not in use.

12. Fume hood|{s} Is operational Visually check to see If the hood Is operational,

I.e. caution tape indicator, flow meter.

13. Fume hoods work surfaces are not being used for | When chemical containers are not in use, the lid
chemical storage. must also be secured 1o prevent evaporation.

14. No flammable liquid storage beneath the fume The exception for this if the hood is specifically
hood. designed for flammable liquid storage.

Health & Safety Review Form Appendix 3-c, Page 7 of 10 Revised Feb/2011




_Section 4: Laboratories, continued

Standord

Criteria

15.

Laboratories have a Laboratory Compliance
Manual.

Location of this manual shall be available to
employees.

16.

Fume hood not used as storage for other

Note any equipment being stored in fume hoods

equipment. due to lack of storage space elsewhere,
17. Biological safety cabinets tagged with a current Within the last year.
inspection sticker.
18. No food or drinks in lab areas. No human consumable items within the
laboratory, laboratory refrigerators or freezers,
19. Refrigerators are labeled “No Fooc or Drink” No food for human consumption should be

stored in a laboratory refrigerator.

20.

Eyewash & safety shower can he reached by
employees within 10 seconds,

Sheuld be near high hazard areas and no
obstructions that may delay or prevent use.

21.

Fire extinguisher Is accessible and employees
have received training on how to use equipment.

Verify that a fire extinguisher is available in the
lab area. If employees are expected to use the
extinguisher, training is required.

22

Appropriate personal protective equipment and
clothing is avallable.

Include gloves, face and eye protection, lab
coats, etc.

. Lab coats being worn by employees

Note if employees are wearing their 1ab coats
while working. Lab coats should not be taken
home at night.

24,

Personnel cdothing is appropriate for the
laboratory environment.

No open-toed shoes. Apparel should cover as
much skin as possible.

25,

Compressed gas cylinders are legitly marked to
clearly identify the gas contained.

Verify labels are present, legible and in English,
Separate storage of flammable gases from
oxidizers.

Compressed gas cylinders are properly secured
by chain or other restraining device

Valve caps are in place and screwed down when
not in use. Cylinders should also be stored away
from heat sources.

27.

Extension cords are not being used as permanent
wiring.

Use of extension cords is permitted, but not as a
substitute for proper electrical wiring of
equipment.

Laboratory secured when unattended

Health & Safety Rewview Form

Lab door not propped open. Lab locked when no
personnel are working in the area.
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Circle average grade & transfer results to page 1
summary upon completion.

Revised Feb/2011




Section 5: Maintenance / Shop Areas (If there are no Maintenance or Shop Areos indicate “NA” on the Grade Sheet on page 1.)

Standard Criteria A|B|C|NA Comment

1. Materials and tools are deaned up and put away Walking and working surfaces are not cluttered.
after use.

2. Workroom fleors are maintained clean and, so Floors are kept clean.
far as possible, dry,

3. Spills are deaned up immediatel;. Clean up materials are readily available.

4. Aisles and passageways are marked and clear of Aisles kept clear,
obstructions.

5. Boxes, containers, etc,, stored intiers are Materials are properly stored so that they are
stacked, blocked, interfocked, and limited in secure.
height for stable and secure storage.

6.  Mezzanine areas used for storags are posted Load limit placed on overhead storage areas.
with the allowable floor loading.

7. Appropriate ladders are available and well- Non-slip safety feet present and in geod
maintained. condition.

8. Hand tools are in good condition and stored No broken or cracked handles, sprung jaws, or
appropriately. mushroomed heads.

9. Portable power tools are properl stored when In good condition without power cord damage,
not in use. grounded or double insulated.

10, Power tools are equipped with aopropriate Secure and properly functioning.
safety guards.

11. Portable electrical powered tools are Grounding conductor in good condition or
appropriately grounded. double insulated.

12. Guards are firmly secured, are not easily Guards are in good condition and secure to the
removed, are constructed of appropriate equipment.
materials, and do not present additional hazards.

13. Work rests on abrasive wheels are in place and Verify work rest is properfy adjusted.
kept adjusted close to the wheel (1/8 inch max).

14. Dusty work areas are vacuumed regularly. Vacuuming is preferred to sweeping or blowing.

15. Compressed air is not used for cl2aning purposes | Verify pressure is less than 30 psi.
except where reduced to less thzn 30 psi.

16. Combustible scrap, debris and waste materials Housekeeping is maintained and fire load is kept
{oily rags, etc.) are stored in covered metal minimal by lack of accurmnulation of combustibles,
receptacles & removed promptiy.

17. Personal protective equipment is property used Regularty cleaned and repaired, and properly

and maintained.

stored.

Continued on next page

Health & Safety Review Form
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_Section 5: Maintenance / Shop Areas, continued

Standard

Criteria

18. Safe operating procedures are documented,

displayed and carrled out.

No horseplay is to be permitted.

19.

Compressed gas cylinders are legibly marked
with gas content,

Verify labels are in good condition, legible and in

English

20. Cylinder storage inside buildings is well

protected, well ventilated, dry, and at least 20
feet from highly combustible materials.

Verify correct cylinder storage. Valve Protection
caps in place when not in use. No storage of
flammables adjacent to oxidizers without fire
protection.

21.

Each electrical disconnect is marked to indicate
its purpose.

Review disconnects to assure marking.

22.

Electrical equipment is marked with the
manufacturer's name and applicable ratings
(e.g., voltage, wattage].

Review electrical equipment 1o assure proper
marking.

23,

Pull boxes, junction boxes, and fittings are
provided with appropriate covers.

No missing covers or missing knock-outs.

24,

Forklift vehicles are inspected prior to each use
to identify adverse conditions [e.g., fluid leaks,
malfunctioning or missing horns, lights, & motion
warning devices, etc.).

Verify Inspections are completed by requesting
documentation of inspection.

25,

Each forklift operator has successfully completed
the wraining prior to operating & forklift truck.

Assure each forklift operator has received
training.

25. Employees working in elevated work areas
and/or platforms wear a full body harness and a
__properly anchored lifelines

If employees work in elevated work areas, look
for properly maintained fall protection
equipment,

27

. Slings are inspected for damage or defects each
day prior to use.

Health & Safety Review Form

| of service.

Review sampling of slings for proper
maintenance. All damaged or frayed slings
should be marked — do not use and be taken out

a £ A
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NOTICE TO EMPLOYEES

The Texas Hazard Communication Act (revised 1993), codified as Chapter 502 of the
Texas, Health and Safelz Code, requires public employers to provide employees with

ecific information on the hazards of chemicals to which employees may be exposed in
the workplace. As required by law, your employer must provide you with certain
information and training. A brief summary of the law follows.

HAZARDOUS CHEMICALS MATERIAL SAFETY DATA SHEETS

Hazardous chemicals are any products or Employees who may be exposed to hazardous
materials that present any physical or health chemicals shall be informed of the exposure by
hazards when used, unless they are exempted the employer and shall have ready access to the
under the law. Some examples of more most cument material safety data sheets
commonly used hazardous chemicals are fuels, (MSDSs), which detail physical and health
cleaning products, solvents, many types of oils, rds and other pertinent information on those
compressed gases, many types of paints, chemicals.

chemicals, cement, welding rods, etc.
Employees shll not be requfed to work with
hazardous chemicals from unlabeled containers,

Employers must develop a list of hazardous except portable containers for immediate use, the

chemicals used or stored in the workplace in contents of which are known to the user.
excess of 55 gallons or 500 pounds. This list

shal be updated by the employer as necessary, [T S
but at Iepag? am':za!ly, ant':I)I oge made rea EMELOYEERIGHTS

available for employees and their representatives Em : .
ployees have rights to:
on request, oS copigs of MSDSs

- information on their i Xposures
EMPLOYEE EDUCATION PROGRAN ~ % receive training on ' chemical expos!

. . . receive appropriate protective equipment
Employers shall provide training to new ***+ file complaints, assist inspectors, or testify
assigned employees before the employees w against their employer
in a work area containing a hazardous chemical.
Covered employees shall receive training from the Employees may not be discharged or
employer on the hazards of the chemicals and on  discriminated against in any manner for the
measures they can take to protect themselves exercise of any rights provided by this Act. A
from those rds. This training shall be waiver of employee rights is void; an employer's
repeated as needed, but at least whenever new uest_for such a waiver is a violation of the
hazards are introduced into the workplace or new  Act. Employees may file laints with the
information is received on the chemicals which Texas Department of State Health Services at the
are already present. toll free number provided below,

EMPLOYERS MAY BE SUBJECT TO ADMINISTRATIVE PENALTIES
AND CIVIL OR CRIMINAL FINES RANGING FROM $50 TO
$100,000 FOR EACH VIOLATION OF THIS ACT

Further information may be obtained from:

Texas Department of State Health Services A
Enforeament gt oo 512) 834-6665 Texas Department of
orceme| nit - exas artme
1100 West 49th Street ( ] ) State Health Services
Austin, Texas 78756 Fax: (512) 834-6606 Approved 5106

Lt




AVISO A LOS TRABAJADORES
3\5&@%@35@%&}9&5&3{*&; GO IR fe B Rl e oo

leadores del sector publico ofrez os trabajadores con Ihfofmacion ‘especi fica
sobre los peligros de agUe ?s rpducbos ui micos & los gue trabajadores Eu en es ?r
expuestog en su Ilu ar de rabajo. e acuerdo con la I\F'I el_g ron debe ofrecer Ia
informacion g entrénamiento correspondiente. confinlacion tenemos un breve
resumen de |& ley.

PRODUCTOS QUIMICOS PELIGROSOS HOJAS DE DATOS SOBRE LA SEGURIDAD

DEL MATERIAL

Los productos qui micos peligrosos pueden ser

cualquiera de los productos o materiales e Los ajadores gue pueden estar expuestos a
lqui Iq od 9 tpul Los trabajad ed st p

p ?an algin peligra fi sico o de salu cHa 0 P?ducggs qui um; peligrosos  deberan, ser
se esta usando, a menos de que sea uno de los Informados por atron s rF eaﬁi exposicidn z
exentos por I? Ieg. Alaurln Ejemgla%s de los deberan t rhbbr{ ceesn aaas %as de dﬂﬁn
productos  quimi p |%r1%ﬁ:s, usados mas  mas recien % elas un% de bs matenales
comynmente son  los coQ stibles como |a wfggnte& { g, BN nge ﬁe e;rﬁ_llcan los
, productos de limpieza y muchos llFﬂEt e gd ros fisicos y de _informacion

antes

0

asing U
Eint rg.? pesticidas, r?iEi as, . conge iélonal sobre eagus pro ur.rtngI gul micos.
m;ﬁ‘u 5 qwaﬁ'ums e laboratoria, ceme

a Idadura, et

vanlias ae 50 c. ETIQUETAS
LISTA DE PRODUCTOS QUIMICOS EN LOS
Los trabajadores no deberan trabajar n
CENTROS DE TRABAJO S pelgrosss con rec.:lzy Tes S
|qa|..u:tas. aexpﬁgg los recipient E‘ortatlles
Los patrones deben desamollar en el |ugar de para su Uso In iato, cuyos contenidos son

trabajoc  una |ista uctos | quimicgs cenccidos por el usuario.
peli 5 a 1] de  tamano
mayor de 5 jones o de

ﬁsa deb®ra ser renova

ibras de fegn. DERECHOS DE LOS TRABAJADORES
a r el tran

}[a.;.uan a 5'_ '}Egﬁgﬂ' oﬁ%:ge‘“; na%anm,;%" cf'g “1%2 Los trabajadores tienen los siguientes derechos:
'%.%ﬂ{adum y sus representantes cuando lo . tener access a las copins de MSDOSs,
soliciten. - IEErlI;I';I inf o mescain mbrﬂdgiu BEQOSICIN
- : a productos qui mices peligrosos
PROGRAMA DE EDUCACION PARA EL sss Tecibir entrenamisnto sobre los productos
TRAEBAJADOR . qui micos peligrosos

:ECIUI[ BuIpo plulmciﬁ;;ﬁmmpiadn
Eggaimneﬁ deberan proveer entrenamiento a Jos o e Ty | POCLOes,
P

FEFE B P Ry TR
se pueden despedir o discriminar contra |
Lbs tra nj na form Racer eiertion

i Na s
eyl Sl e e et TS NN B Tt
d atrén so erd rﬁ:lé?&'o e los productos reﬂahé ilrenunciade:untah a?_urasus
e Troteherse o 31 Miamoe HE oaos ullaina.  derechos ula; el patrén gue sclicita tal
a{g E:n trm.aﬂos dergggmser Erepﬁ? P‘?ﬂiﬂ% { “ﬂglaa comete upa viglacion de esta Ley. Lgs
i r ores  pueden maalue*gae
E R Wy RO e A
oy aa0et 198 prabiod qor mee®  Servicos de Saud
que ya eslan presentes.

micos.

LOS PATRONES PUEDEN RECIBIR PENALIZACIONES ADMINISTRATIVAS
Y MULTAS CRIMINALES O CIVILES QUE VARI AN DE $50 HASTA
$100,000 POR CADA VIOLACION A ESTA LEY. -

Para poder recibir mas informacién por favor llame al:

Texas Department of State Health Services

B o et S T
1100 West Augsma (512) 834-6665 s:wi:}as

Austin, Texas 78756 Fﬂl: {51 2} 334_6605 Aporoved 505



Texas Tech University Health Sciences Center El Paso

Clinic/ Laboratory Infectious, Pathological, Hazardous and Radioactive Waste Streams

N/

Infectious/
Pathological

* Material saturated with
blood or OPIM

® Tissue from surpory,
Fabor & delivery, autop-
sy. embalming, or biop-
sy

® Bodly parss

® Tissues or fetuses

* Organs

* Bulk biood

® Lab specamens of blood
and OPIM

* Anwomical remains
® Anlioal waste

Sharps

® Noadies (all types)

® Syringes

® Scalpel blades

® Raror blades

® Disposabie razors,
SCissors

® IV aykts

® Pipeties

® Specimen lubes

* Blood culture botthes

® Microscope shdes

® Broken lab glass

® Expired medication

Other Waste

® Ciloves (vinyl or laex)

® Bandages (unless satu-
rated with blood or
OFIM)

® Diapers

® Exam table paper

® Sanitary napking

® Disposable speculums

® Band-alds

® Disposable gowns and
shoe covers

® Paper towels

® Paper cups

® Casting material
& Office reconds
® Food waste

Chemically
Hazardons

All chemical waste, in-
cluding

® Asplryxiales
* Carinoges
® Corosives

® Flammahles
® Hepaiotoxing
® Mutsgens

® Nephrotoxing
® Neurotosins
® Poisces

* Reactives

* Tumaorigens
* Tertogens

Radioactive
Waste

All matenals contaminat-
od with mdioactive mate-
rial, such as

® Gloves

® Absocheat pads
® Ppertowels

® Empty vals

® Lah ware

® Bulk liqead from expen.
menls

® Ligud scintillotion vials
® Animal carcasses

Schedulend

pckup by
CuotadualSer

viows orcal
Salety Serviems
1 roe scheduie

ot wchedied

Seheduled
pckup by
Custodial

Services

¢

Prepare reqeest
for chesical
daposal and
fax 10 Safety
Servioss

1
[ X
&

Collectad

by Safety
Servives,

S

Environmental S

Safety Services

afety Division

Pathological
or
Commercial Vendor

Incinerator

HSC Custodial
Services

()
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Safety Services
Environmental Safe-
ty Division

Safety Services
Radzation Safety
Division

Landiill
or
Commercial Vendor
or
Sanitary Sewer




TTUHSC €l Pasa Safety Services Department
Division of Environmental Safety
915-215-4821

i | of Hazar ial

This publication is an informative outline covering the Disposal of Hazardous Waste Material. For
additional infarmation, please call the division of Environmental Safety, Safety Services Department, at

915-215-4821.

Policy

The disposal of hazardous waste at TTUHSC EL PASO is subject to regulations of the Environmental
Protection Agency, Federal Department of Transportation, Texas Department of Health, Texas
Radiation Control, and the City of El Paso. These regulations require proper methods and extensive
documentation for disposal of all hazardous waste material.

IL.

Moo=

Procedure

Flammable {Example: alcohol, xylene)

Toxic (Example: mercury, arsenic, chloroform)

Corrosive (Example: acids, bases)

Reactive,/Unstable [Example: ether, cyanogens bromide)
Biohazardous:

1. Blood, blood products, or human tissue

2. Material which is known or suspected to be infections
3. In vitro cell line, unless deactivated

Radioactive

Disposal of hazardous waste;

Waste that is flammable, toxic, corrosive, or reactive funstable will be picked-up for

disposal by the Division of Environmental Safety. Such waste cannot be poured

down the drain or placed with the regular trash.

Biohazardous waste that has been deactivated by autoclaving or chemically

disinfected shall be disposed of by routine pickup or by calling the Division of

Environmental Safety.

1 Certain pathogenic waste may be flushed down drains but only after having
been approved by the Division of Environmental Safety.

For radinactive waste see the TTUHSC EL PASO Radiation Safety Manual for waste

disposal instrections.

Appendix 4-c, Page 1 of 2



A

Disposal of mercury;
1 For pick up during Monday through Friday from 8:00am to 5:00pm, call the
Division of Environmental Safety.

2, Spilled mercury may be picked up by trained personnel using special
equipment.
3. Enteric feeding tubes with a mercury-filled bolus, should be cleaned with a

disinfectant and placed in a plastic bag for pick-up.

V.  Procedurcs for Generators

Generators of hazardous waste material will:

¥I.

A,

B.

Identify all sources of potentially hazardous waste and report these to the Division
of Environmental Safety, Safety Services Department, telephone: 806-743-2597.
Report to Environmental Safety any changes or discrepancies in the initial waste
identified.

Report to Environmental Safety all new waste-generating operations,

Provide safety Training for all employees who must handle hazardous waste.
Collect and store hazardous waste in a safe manner as defined by written safety
procedures.

Be accountable for the waste generated in the respective areas managed.

Maintain reguired records of hazardous waste activity.

Staff handling hazardous waste material will:

A, Wear required personal protective equipment when handling hazardous waste
material. This may include eye protection, aprons, gloves, and closed-toe shoes,

B. Keep informed as to the characteristics and hazards associated with the waste
produced in the laboratory or clinic.

C. Collect hazardous waste materials in designated approved containers.

D. Dispose of hazardous waste material according to written Policy and Procedures for
the Disposal of Hazardous Wastes.

E. Record proper disposal infermation on the Hazardous Waste Material Disposal
Form. This form can be obtained from the Division of Environmental Safety,

General Procedures

A, Do not mix chemicals with biohazardous waste material. These must be separated
before pickup.

B. Box all broken glass and mark as waste.

C. Flace hypodermic needies, syringes, scalpel blades, razor blades, and other sharps in
approved containers.
Do not use autoclave bags unless the waste is autoclaved.

All hazardous waste containers must be properly labeled and covered, The cover
must also be labeled,

Appendix 4-c, Page 2 of 2




TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASO
CERTIFICATE OF DECONTAMINATION

item Description:

Location:

| certify that the above described item has:

[l Been appropriately decontaminated and/or cleaned, and does nol pose 3
Radinactive, Biological or Chemical hazard.

[1 Been surface dacontaminated andfor cleaned so as not to pose a Radioactive,
Biological or Chemical hazard in handling, but may have internal contamination
prasent.

Explanation:

] Mot been decontaminated and may have Radioactive, Biclogical or Chemical
hazard material present on surfaces. Appropriate personal protective equipment
and proceduras are as follows:

This information is being provided for those persons receiving, repairing, servicing, moving or
dispasing of tha item for their information and / or protection.

Signature: ) Date:

Position Title: Departmant:

TTUHSC EL PASO Address: Phone:
Dept. Head Signature: Date:
Account Mo, (o ke used If not decontaminated)

Reproduce this form as needed, Affix copy of this document to the eguipment. Send a copy of Lhis
document to Safaty Services (fax 808-743-12239) and to your Regional Campus” Safety Ofice.

ATTACHMENT A
Page 1

, HSC OF 7505
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Texas Tech University Health Sciences Center El Paso
Department of Safety Services
Jub Deseription for

Unit Safety Officer

PRIMARY PURPOSE:
This position i responsible for assisting the Department Head in implementing and managing the Safely Program
within their department. Thiz iz an additional duty position,

ESSENTIAL DUTTES AND RESPONSIBILITIES:
o Coordinates the accident/incident reporting and investigations procedures by providing direction io |
departmenial employess and supervisors regarding required documentation and procedures,

o Coordinates the safety traiming activities of emplovess and students within their department, Maintains
mecessary records,

o Conduets Healih and Safety Review in another department(s),

o Coordinates safety-related activities within the department such as Flre Emergency Response Training,
Diepartmental Safety Meetings, and Hazard Reporting Progeam activities io prevent ineidents and injuries,

o Coordinates deparimental planning, dizsemination, and execution of Code Emergencies, under the direction
of the Department Chair/Director,

o Coondinates other dulies as required.

SUPERVISORY RESPONSIBLLITIES:
Work is performed under the direct supervision of the Department Head, The Department Head will make
allowances for sufficient time w ensure quality perfonmance of safety managemenl responsibilities, duties, and
functions. The Safety Services Department will supervise the required safety training documentation.

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential dury gatisfactonly, The
requirements listed below are representative of the knowledge, skill, and or ahility required, Reasotable
pocortunoditions may be made to enable individuals with disabilitics to perform the essential functions.

EDUCATION and'or EXPERIENCE:
o Will atiendance the New Unit Safety Officer Orientation training program as soon afier their appointtment by
the department head as is reasonably possible,
o Will attend the Unit Safety Officer conferences and meetings conducted by the Safely Services Department.
o A regular duty position in the department for which they are appointed by the Diepartment Head as Unit
Safety Officer, Prior safety supervision preferred.

WORKENVIRONMENT:
Work 13 performed under wsusl working conditions relative to their regular job duties.

Appendix 5-a, Page 1 of |



TTUHSEC EL PASD
Safety Services Department

UNIT SAFETY OFFICER

LETTER OF APPOINTMENT

TO: Martha Quezada
LSO Coordinator
TTUHSC EL PASO
Department of Safety Services

FROM:

SUBJECT.  APPOINTMENT OF UNIT SAFETY OFFICER (USO)

DATE:

The following employee is appointed as Unit Safety Officer for the above-named department.
This appointment is effective from September 1st through August 31st of this Fiscal Year.

USO Name:

USO eRaider usermame;

US0 Phone:

USO E-mail:

In making this appointment, | understand
that my support is necessaryin

order for this Unit Safety Officer to fulfill
his/her responsibilities as

described in the HSC Safety
Program/Manual and tha US0 Jaob
Description.

{Signature of Department Head)

In accepting this appointment, |
understand that | must fulfill my
responsibilities as Unit Safety Officer
as described int the HSC Safety
Program/Manual and the USOQ Job
Description.

(Signature of Unit Safety Officer)




TTUHSC EL PASO
Safety Services Department

UNIT SAFETY OFFICER
CHANGE FORM

Please complete and return this form to: Martha Quezada
UB0 Coordinator
TTUHSC EL PASO
Department of Safely Services

PLEASE PRINT

Dept. Home Org. Code{s):
Mailing Address:

Regional Campus:

Department Head Name:

""A-:# f.lhi'l\.

-'.":"'-"::" i

US0 Name:

LS80 eRaider username:

Telephone Number:

E-mail Address;

Eovadl Wik
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Safety Services 3001 El

Paso Dirive Bl Pagd, TH

MNew Employee Safety Orientation Program (NESOP)
Level 2 - Site Specific Information

Weleome to Texas Tech University Health Sciences Center F] Paso!
As part of an ongning effort i maintain a safe wosk environment for TTUHSC EL FASO emplovees and students,
the Safaty Services Department gives you an opportunity to leam about safity-related information that applies
specifically to your work ares, Pleass take time to answer the following questions io be better informed and
prepared. Return this form to your Safety Services office within 5 days of comipleting New Employec

Name: Depariment:

Eraider Name: Status (vircleons); Emplovee Voluntcer Studemt
Campus jeirdleons); Ahilens  Amaillc Dallas  FlPaso  Libboek Mansged Health Care Qudessa

1. Mameof Unit Safely Officer

2, The location of the following emergency equipment closest to my primary work area:

A. Fire alarm pull station

B. Fireextinguisher

C. Chutside reassembly area

D, Inferior shelter arca

E. First-aid supplies

F. Mearest AED (Automatic Extemal Defibrillator)

G. Eye wash stations (in lab)

H. Safety shower {in lab)

1. Material Safety Data Sheets (MSDSs) can be accessed

4. Departmental code word(s) for security

5. Mearest hand washing facilitics

6. Location of personal protective attire’squipment {FPAPFE)

7. Thave received training regarding the proper use of the equipment/ materials in my area felcle all tat apply)
Computer Sharps container Centrifige Select agents (specify)
Prititer Hazardous chemicals Fume hood
Copy machine Giloves Biological safety cabinet
Fax machine Hiohazardous waste Clean air betch Orther (specify)
Papershredder  Pallet jack UV light source
Telephone Faork lift Electrophoresis equipment
Hand tools Power tools {7z cylinders

£ Twould like Safety Services to evaluate my work arca for potential ergonomic problems, Yes Mo

Employee Signature: Duate;
Supervisor or USO Signature: Thate:
Toaaes Btais Gevemmen! Privasy Polcive {Dovesmest Codel DWith fow anceptizns, vou e oafitled Lk b lbemed boul e nferrulion e sbi

povernmeaial body colleats sbest you; 20 Under Section 352021 & 352027, you are eniidel o et el Feview o Pk ard 3 Undiee Sefion 352 004,
vl arn entied it have the siaie goreemmenial body comen infremation sho you thal i income,




Texas Tech University Health Sciences Center El Paso
Department of Safety Services
HRequest for Training Credit

To request safety training credit for courses/seminars’ete. not directly conducted/sponsored by the
TTUHSC EL PASO Safety Services Education and Training division, please complete all of the following
Bleps
1. Complete the information below
3 Ausch decumentation of course attendance (such as & signature sheet, certificate of complelion,
edc.) that has each attendes’s eRaider usemame and/or Raider Identification number,
3 Aatach course curriculom (such as the PowerPoint presentation, course handouts, course test, ete.)
that shows the essence of the instructional content and objectives.
4, Mail or email all information to the Training and Bducation Manager in Lubbock.  Mailing
address; Lubbock Department of Safety Serviges, STOP 9020,

Name of Presenter:

Depariment/Compeany:

Course name;

Cotirse date:

Course lopic(s):

Course Objectives?

Requestor Information: O T have attended and successfully completed the above named course.
01 1plan to attend the above named course.

I would like to request appropriate safety training credit from the TTUHSC EL PASO Department
of Safety Services.

) _E_h;ployw Signatune Date

Tanas Skin Govemmant Prvacy Polces (Govenment Codel, 1] Wi fow meonptions, you o8 e tiled on request Lo be alommed about B inlormalon e ke
govemmenial body colacts abou b youw; 2) Linder Secion 552 021 & 552023, you ane enttied o recehs and ieview the niomation, and ) Under Secicn 855004,
wOL e enited 1o hevs e 3lae gosemmentzl body comed! Rlasalon aboul you Sal & sl

e gy
{Hfice Use Only

O Mot Aporoved o Approved Training Category

Menager, Safety Education & Training Date

ceC EmplovesUnit Safety Officer
Appendix 6-b, Page [ of 1



TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASO
Operaing Policy and Peogedure

Texas Tech Unlversity Heatth Sciences Center E| Paso
Information for All Usors of N-35 and Other Fitering Facepiece Respirators

Fespirators ame an afectve method of peolection sgainet desonaled hasmnde when propordy seioctad
and 'womn.  Fesplrator use §s encouraged, even whan exposures are balow the caposune md, lo provide
an addifioral leval of nomfort and prolection for woroers.  Howsver, i 8 respiraton is used Impropedy of
it kopt claan, he respirator itse¥ can become & hazard b the worker, Somelinves, workers may wear
reapirahors o avold sxposures |o hacands, even ¥ Be amount of hazardous subedance does not socoed
e imils sat by OSHA standards. lyﬂimph}wpnﬂhlmﬂmmhwuﬂmmlmﬂw
prowide your ovn respnator, you ned (o ke certan precauiions Lo be surs thal he respirator ilself dons
st pressant B harard

ou should do th Tallowing

1. Ruad and hoed all instnickions provided by the memdfacturer on 1se, mainfenance, deaning and
care, and wamings reganding the respleatons imitaiions

. Choose resperators cerdified for use bo profect ageing! the contaminant of concem, MIOSH, the
Matroral Instifube for Oooipational Safty and Health of e U5, Departmant of Health and Human
Servicus, carifies regpimbors. A labal or siatemant of certhcation should sppear on e nespirstor
o reapirator packaging. B will dell you whal the respiralor i designed for and bow much B wil
profact you.

3 Do ol wear your respirator inbs atmasphanes conlaming contaminants for which your respiralor is
rot desigrad 1o protect sgainst. For exempls, & mesolrelor designed io e dust pertices will not
PPOBCE Rl BOAIMG GRAEE, VAPGFE, o vary smal solid partices of furas or ook,

4. Heap rack of your respiralor 20 Eral you do nol mistabenly use somaons elee’s respiralorn.

if any quastions should arlse concaming selecton, storage, care of wse of respirators, plese contact
our dearmeent suparvisonadministrakyr, your faclity Respirabory Program Coorfinator or designes, of
fhe Respiratory Program Administrator or designoe,

ATTACHMEMT ¢
TTLHSCEP OF TR1Z
1
Mlmi
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TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASO

TEXAS TECH POLICE DEPARTMENT

BOMEBE THREAT

Place This Card Under Your Telephone

CALLER'SVOICE:

QUESTIONS TO ASK: Calm Masal
Angry Stufter
1. When is bomb going to explode? Excited Lisp
Slow Raspy
Rapid Deep
2. Where is it right now? Saft Ragged
Loud Clearing Throat
Laughter Deep Breathing
3. What coes it look like? Crying Cracking Yoice
Mormal Disguised
Distinct Accent
4 What kind of bomb is it? Slhurred Familiar
Whispered
5. What will cause il to explode? If voice is familizr, who did it sound like?
BACKGROUND SOUNDS:
8. Did you place the bamb?
—_ ShrestNoises Factory Machinery
Animal Noises Voices
T Why? Clear PA System
Static Music
Local House Noises
8. WWhat is your address? Long Distance Motor
Office Machinary Other
9. What Is your name? THREAT LANGUAGE:
Well Spoken Incoherenl
{educated) Taped
EXACT WORDING OF THE THREAT: Foul Message read
Irraticaal by threat maker
REMARKS:

REPORT CALL IMMEDIATELY TO:

El Pasa: HEC Police 215-T111
Sex of caller: Race:
Age____Lengthofcall:
Date: f I
Mumber at which call is recelved:
Marrie:
Position:
Tirma: Drale: i !
Phane Mumbser;
ATTACHMENT &
HSC OF 76,47
Page 1

July 29, 2011




TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASO

PHYSICAL DESCRIPTION
Calor Sex Mationality

ARMED ROEBBERY DESCRIPTION CHECKLIST

Ao Haight Waight Hair Color

Bulld (thin, siocky, etc.):

Complexion {dark, ruddy, acne, ele )

Mose (large, broad, pug, efc. ),

Facial Hair (rmoustache, beard, long sideburmns, ete.):

Earg {prominent, small ete,); Glasses (frame):

Mask or other disguise {lypea, colar, ete,):

Scars, marks, tatlocs or deformities (describe):

Cther distinguishing physical characteristics:

CLOTHING {Describe calar, typse of material, stie, ate.)
Hat:

Caoalt:

Shirt:

Shoes:

Panis:

Other clothing (the, scarf, headband, jewelry, elc.):

MISCELLANECUS
Weapon exhibitad: { )Mo { JYes
Describeweapon;

Speech{accent, impediment)

List amy names used by robber

List any ather distinguishing characteristics:

hannerisms (twilch, unusual walk, nenvous)

Rignt or left-handed
FOR ADDITIOMAL SPACE, CONTINUE ON REVERSE SIDE

Prepared By
NOTIFY THE FOLICE IMMEDIATELY:
El Paso: 215-7111 or 811

Date Time Location

Appendix B-c, Page 1 of 1 ATTACHMENTA
HSC OP 7823
Fennuary 29, 2004




TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASD

HOW TO RESPOND

To An Active Shoote

Find the best way to protect your life.
GET OUT!

= Know your escape routes.
= Leave belongings behind.

HIDE OUT!

*Turn off lights,lock doors,
block entry to hiding place

+Hide in nearest classroom,
office,or conference room

*Silence your mobile devices.
Remain calm and quiet.

TAKE ACTION!

= As a last resort & only when
your life is in danger

= Act with physical aggression
& attempt to stop shooter
with any means necessary

CALL 911
WHEN SAFE TO DO S0

Active Shoote

Reporting to Police

911*Mobile Phone

911-Campus Phone
P
InformationTo Provide
|
*Your specific location-building
& room number
*Location of the active shooter
*Number of shooters
*Description of shooter(s)
*Numberftype of weapons
*Number of people with you
*Number of potential injuries

TEXAS TECH Lin iV ERALT

HEALTH SCIENCES CENTER.

Safety Services







