
EASTERN WEST VIRGINIA COMMUNITY & TECHNICAL COLLEGE 
REGULATION No. – AR- 6.4 

 
TITLE: SAFETY PROGRAM 

 
 

General Summary Statement of Administrative Regulation purpose.  The purpose of this 
regulation is to set forth the procedures for providing a comprehensive approach for a safe 
College for all members of the campus community.  These procedures are required to comply 
with federal law, state law, Community & Technical College Council, and Higher Education 
Policy Commission. 
 
EFFECTIVE DATE:  JUNE 10, 2005 
 
PROCEDURE:   
The goal of the safety program is to establish a comprehensive approach to a safe College for all 
members of the campus community. 
 
The safety program is intended as a guide to promote a safe and healthful environment for all 
individuals who study and work at Eastern West Virginia Community & Technical College.  It 
does not supersede or contain all federal, state or local laws, codes, or regulations governing 
health and safety. 
 
The objectives of the safety program are to reduce injuries to a minimum.  The safety program  
includes: 
 1.  Inspections to identify and eliminate unsafe conditions or practices. 
 2.  Appropriate training of personnel in good safety practices. 
 3.  Use of necessary personal protective equipment. 
 4.  Mechanical and physical safeguards for equipment, whenever necessary. 

5.  Strong encouragement and support of employees and, where appropriate, students 
using safe practices. 
6.  Prompt investigations of accidents to ascertain causes and make recommendations, 
where feasible, to prevent recurrence of those causes. 

 
All employees will be trained on the safety policy and safety program.  The training will be 
documented in writing and filed in the employee’s personnel file. 
 
A Safety Committee has been formed to establish, implement and maintain the College’s safety 
program.   
 
The Safety Committee membership is comprised of Senior Administrative Leadership Team 
(SALT) members (President, Deans and Director of IT) and monthly meetings will coincide with 
the Senior Administrative Leadership Team meetings.  The Executive Dean for Financial and 
Operations Services (Executive Dean) will chair the Safety Committee and serve as the Safety 
Director. 
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The Safety Committee regularly reviews security and safety incidents with a view to spotting 
trends and making recommendations for enhanced security and safety, to annually review and 
update the College’s Emergency Procedures and to monitor implementation of the College’s 
safety program. 
 
Duties: 

1. The Safety Director will: 
a. Coordinate annual evaluation of and update to the Safety Program and in 

conjunction with Safety Committee will recommend changes for improvement. 
b. Provide oversight of the safety program in the Operations Services area. 
c. Share with Safety Committee and Department Heads pertinent information 

concerning safety and accident prevention. 
d. Receive all accident reports. 
e. Coordinate required reporting to other agencies. 
f. Coordinate the College’s participation in and cooperation with the loss control 

efforts undertaken by the Board of Risk and Insurance Management (BRIM). 
2. SALT and Department Heads will: 

a. Provide oversight of the Safety Program in their respective areas. 
b. Share with Safety Committee and Department Heads pertinent information 

concerning safety and accident prevention. 
3. Employees will: 

a. Follow accepted safety practices. 
b. Report to supervisor safety hazards observed. 
c. Correct safety hazards immediately, where possible. 
d. Maintain tools and equipment in safe working order or replace defective items. 
e. Make suggestions for improving safety procedures. 
f. Assist in investigations of accidents or other incidents involving safety 

problems. 
g. Attend safety meetings and training. 
h. Report all injuries to supervisors immediately. 

 
Students, staff and faculty may request that safety and security issues be addressed by the Safety 
Committee.  Issues may be placed on the agenda by contacting the Safety Director or any Safety 
Committee member. 
 
Periodic safety meetings and trainings shall take place as part of Eastern Leadership Team 
meetings.  Topics shall include, but are not limited to, use of available safety equipment, 
emergency evacuation procedures, results of safety inspections, review of accident 
investigations, vehicle safety, hazard communication, lifting procedures, and suggestions for 
improving safety. 
 
Reporting Unsafe Conditions 
Conditions that may be hazardous should be corrected immediately.  If the person who identifies 
a hazardous condition is not able to correct it, he/she should notify his/her supervisor, instructor, 
a SALT member or the Safety Director.  The reports may be oral or written (please use Incident 
Report Form on shared file), but should be made immediately after discovery of the unsafe 
condition. 
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Supervisory Inspections 
Supervisors should make safety inspections of their work areas daily.  The inspections should be 
concerned with unsafe practices as well as unsafe physical conditions.  The Safety Director and 
one other designated member of the Safety Committee (currently the Director, Information 
Systems and Technology) will perform semi-annual inspections of the College’s buildings and 
facilities.  The findings of these inspections shall be in writing and kept on file in the Business 
Office. The Safety Inspection Checklist located in Attachment 1 shall be utilized for these 
inspections.  Supervisors, employees and students are encouraged to utilize this inspection 
checklist to evaluate their areas.  The Safety Director will issue corrective action requests to 
those responsible for physical and procedural improvements.  Corrections will be prioritized 
according to their importance based on life safety and cost.  The corrective action requests and 
resulting actions will be kept on file (as part of BRIM file) in the business office. 
 
Accident/Incident Investigations 
Accidents/incidents involving injury to staff, faculty and/or students, or loss of College property 
should be reported immediately to your supervisor.  All accidents/incidents will be reported in 
writing on the Incident Report Form available on the College’s shared file.  The Safety Director, 
one other member of the Safety Committee, and Department Head responsible for the area or 
person involved in the accident/incident will conduct investigations and report findings along 
with recommendations for remedies to persons responsible for maintaining physical and 
operational safety.   Corrections will be prioritized according to their importance based on life 
safety and cost.  The findings and corrective actions shall be in writing, reported to the Safety 
Committee, and filed in the Business Office. 
 
Inspections by Outside Agencies 
Inspections are conducted by outside agencies such as the West Virginia State Fire Marshall.  
Such inspections shall be coordinated through the Safety Director.  The results of these 
inspections are reported to the Safety Director who coordinates individual and/or departmental 
efforts for correcting deficiencies noted on these reports. Corrections will be prioritized 
according to their importance based on life safety and cost. The findings and corrective actions 
shall be in writing and filed in the Business Office. 
 
Board of Risk and Insurance Management (BRIM) 
The College will participate in and cooperate with the loss control efforts undertaken by West 
Virginia BRIM.  The College, coordinated through the Executive Dean’s office, will participate 
in loss prevention/safety surveys and ensuing discussions with regard to strategies necessary for 
controlling losses.  The College will provide a written response, within forty-five days, for all 
BRIM loss control recommendations, including those prepared by any loss control vendor hired 
by BRIM.  After providing the written response, the College must, within ninety days, 
implement substantially all of the BRIM proposed loss prevention and safety recommendations; 
or submit an alternative plan, which must be approved by BRIM, for addressing the 
recommendations.  The chair of the Safety Committee and the Executive Dean shall coordinate 
the College’s response.  The requests by BRIM and responses shall be kept on file in the 
Business Office. 
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College Owned Motor Vehicles and Equipment 
Drivers of College owned motor vehicles and equipment must present a valid driver’s license to 
the Business Office and a copy of that license will be made and kept on file in the Business 
Office.  Drivers of College owned motor vehicles or equipment that require specialized training 
or specialty licenses, such as certified driver’s license, shall present a copy of documents 
substantiating the completion of the training and the specialty license for a copy to be made and 
kept on file in the business office.  The filing of driver’s licenses or certifications to drive/operate 
specialty vehicles/equipment shall be inspected and made current annual in conjunction with the 
personnel file update. 
 
Safe driving techniques and vehicle operations will be incorporated as part of the periodic safety 
meetings and trainings.  Drivers will be trained on the proper operation and use of College 
owned vehicles and equipment.  The training will be documented in writing and kept on file in 
the business office. 
 
All college owned vehicles will be maintained in compliance with all state and federal laws.  The 
Business Office is responsible for scheduling repairs and routine maintenance of vehicles in 
addition to required inspections.  All repairs and maintenance of vehicles shall be in accordance 
with the manufacturer’s recommendations.  A log of all repairs and maintenance of vehicles will 
be kept by the Business Office. 
 
Accidents involving motor vehicles will be reported and investigated as detailed in the Accident 
Investigations section of this regulation. 
 
The College will recognize all drivers that pass training courses and/or log one year of accident 
free driving.  Recognition will be made at the annual Holiday Eastern Leadership Team meeting. 
 
RELATED DOCUMENTS AND POLICIES 
Attachment 1 contains Safety Inspection Checklist.  Attachment 2 contains Guidelines for 
Emergency Situations.  Attachment 3 contains Explosive Device Data Record.  Attachment 4 
contains General Safety and Loss Prevention Guidelines. 
 
The Safety Director is responsible for implementation, interpretation, and review of the Safety 
and Loss Control Prevention Plan procedures.  All functional area supervisors are responsible for 
assisting to achieve an effective safety program.  Supervisors are expected to provide the 
safeguards necessary to have safe conditions and ensure that operations are conducted safely.  
Employees and, where appropriate, students are responsible for practicing safety, while in 
performance of duties or (in the case of students) attending classes.      
 
 
__________________________    ____________________ 
Dr. Linda S. Dunn, President    Date 
 


