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EMPLOYEE SAFETY LETTER 
 

[Cooperative Letterhead] 
 
To All Cooperative Employees:  
 
It is the policy of this Cooperative to strive for the safest possible performance on each 
of our work sites.  
 
This Cooperative’s comprehensive safety and loss-control program represents a wealth 
of practical experience tested in the safety-conscious environment over many years. 
Implementing these procedures will protect the well-being of our employees and this 
Cooperative’s resources from any harm or financial loss caused by accidents.  For 
these reasons, as a condition of employment by this Cooperative, each employee is 
required to understand and abide by these policies and procedures.  
 
Because each job task is unique, some of these procedures may need to be refined or 
expanded to meet the specific safety and loss-control needs of a particular work or work 
duty.  A Superintendent/Foremen/Safety Coordinator may refine or expand these 
procedures as needed, with my approval.  For more information on complying with 
specific safety policies and procedures, please contact your immediate Supervisor or 
me.  
 
Safety is critical to this Cooperative's operations and is an integral part of our routine 
operations. Further, this Cooperative believes that accidents are preventable, and that it 
is up to each of us to ensure that we practice safety as a part of our daily work.  
 
This Cooperative is committed to maintaining safe and healthful workplaces, and to 
protecting the public against any potential hazards caused by our operations.  
 
 
Sincerely, 
 
 
 
_____________________________________  
General Manager/Chief Executive Officer 
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1. SAFETY ADMINISTRATION PROCEDURES 
 
1.1 Cooperative Safety Goals and Objectives 
 
On each work site, every employee is accountable to the Cooperative Manager/Chief 
Executive Officer, for the successful achievement of targeted Cooperative safety and 
loss-control goals. The Cooperative's project safety and loss-control goals are: 
 
 1. Protection of employees; 
 2. Zero fatalities; 
 3. Zero permanent disabilities; 
 4. Prevention of injuries and illnesses; 
 5. Prevention of any fires 
 6. Prevention of vehicle accidents 
 7. Prevention of property-damage losses, 
 8. Prevention of  environmental accidents 
 9. Protection of critical facilities identified in the Emergency Restoration Plan 
 
These safety goals are intended to control and prevent those work failures that cause 
fatalities, injuries, illness, equipment damage, or fire, and that cause damage to or 
destruction of property at the work site. 
 
A “Goals and Objectives Monitoring Form” will be updated after each safety meeting.  
Each year the information in these forms will be collated and the results will be used in 
development of the next safety plan. Other items to be taken into consideration should 
include: 

1. Facility or field inspections/audits by internal staff 
2. Facility or field inspections/audits by outside source.  
3. Outside source information on any safety issue affecting cooperative 
4. Changes to regulatory guidelines 
5. Safety Committee recommendations 
6. Citations or warnings from any regulatory body 
7. OSHA recordkeeping 

 
1.2 Safety Budget 
 
Each year as part of this cooperative’s budgeting process a safety budget is established 
which reflects the financial and other resources estimated to be expended in the 
following year on safety program-related matters and the time commitment to be 
devoted to this program.  This cooperative has identified the following safety program 
components which comprise this safety and loss control program: 
 

a. Training 
 Number of hours  
 Overhead expenses 
 Food 
 Paper/binders/supplies 
 Production costs   

 

b.  Web-based training 
 Number of hours 
 Number of topics 
 Number of plays 
c.  Hardware/Software 



 6

c.  Incentive program 
d.  Safety achievement.   
     Personal protective equipment 
 Hard hats * 
 Safety Glasses * 
 Hearing Protection* 
 Hand Protection* 
 Fall Protection* 
 Face Shields 
 Foot Protections 
f.  Flame-resistant clothing 
 Outerwear 
 Raingear 
 Shirts 
 Pants 
 Reflective Vest (DOT) 
g.   IAEC’s safety program/Education and Training 
 Core 
 Core + 
 

1.3 Board and Cooperative Policies 
 
In keeping with the importance of achieving this Cooperative’s goals and objectives to 
create the safest possible workplace and job performance by its employees this 
Cooperative has adopted a number of policies evidencing this commitment which are 
included in this Safety and Loss Control Program as Appendix 9.    
 
1.4  Responsibilities  
 
[Note: The safety responsibilities listed in this section may need to be adjusted to reflect 
specific cooperative operations and the actual number of personnel positions in the 
cooperative.] 
 
 I. Manager/Chief Executive Officer 
   
 The Cooperative Manager/Chief Executive Officer will: 
 

 Provide direction, motivation, and accountability to ensure an active safety 
 and loss-control program for all Cooperative employees. 
 Provide office and field administration safety and loss-control activities in 
 keeping with the Cooperative's safety goals and objectives. 
 Establish an adequate safety budget to fund the safety and loss-control 
 programs. 
 As part of performance evaluations, hold Superintendents accountable for 
 the success or failure in achieving specific targeted project safety 
 performance and insurance cost-control goals. 
 Require Department heads to identify training needs for employee groups 

and report findings. 
 Develop plans to ensure that employees receive adequate training.    

h.  Hearing conservation program 
 Annual employee Survey 
i. Wellness Program 
 Publications 
 Health Fair 
 Flu Shots 
 Flex Plan 
j.  Bloodborne pathogens  
 Kits/Supplies 
 New employee 
k.Lockout/tagout materials 
 Tags 
 Locks 
 Special Equipment 
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 Assist Superintendents in the formulation of Cooperative-specific safety 
 and loss-control programs. 
 Ensure that each member of the field supervisory team has a good 
 working knowledge of all client, governmental, and Cooperative safety and 
 loss-control requirements. 
 Periodically take part in various employee safety toolbox talks. 
 Review monthly field-safety status reports for the purpose of evaluating 
 each project's safety and insurance performance. 
 Establish the incentive and disciplinary actions necessary to encourage a 
 well-functioning safety program. 

 
II. Safety Coordinator 
 

The Safety Coordinator’s responsibilities are to assists with planning, 
establishing, implementing, and maintaining a variety of occupational health, 
safety, and environmental programs to assure the highest possible degree of 
safety for employees.  In keeping with this goal, the Safety Coordinator will:  
 
 Assure that the cooperative complies with applicable federal and state 

health, safety and environmental laws, regulations, and standards. 
 Identify and evaluate hazardous conditions and practices in the workplace. 

Survey to identify and evaluate occupational health, safety and 
environmental conditions. Conduct and coordinate on-site inspections to 
audit physical conditions and safe work practices. Provide advice and 
counsel concerning all state and federal compliance regulations. 

 Develop controls for identified hazards. Coordinate the implementation of 
controls from results of hazard analysis. Measure and evaluate the 
effectiveness of the hazard control system, policies, and procedures and 
recommend changes that reflect improved opportunities to eliminate work 
place accidents and injuries. 

 Direct or assist in the development of specialized education and training 
materials. Conduct specialized safety and environmental training 
programs to communicate hazard control information. Assist in new 
employee occupational health, safety and environmental orientation.  

 Conduct Safety Committee meetings.  On an as needed basis, conduct 
safety meetings utilizing materials prepared by the Iowa Association of 
Electric Cooperative’s Safety and Loss Control Department.   

 Compile, analyze, interpret and report accident, loss, and exposure 
statistical data; prepare recommendations for corrective action to eliminate 
or minimize potential hazards. Review injury and property damage reports.  

 Direct environmental compliance programs related to hazardous wastes, 
air permitting, water pollution control, and community right-to-know 
programs. 

 Incorporate essential occupational health, safety, and environmental 
requirements in all purchasing and control actions. Recommend the 
purchase of safety equipment and supplies. 
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 III. Superintendents/Foremen/Crew Leaders 
 

[Note: Depending on the size of your cooperative, some of the following duties 
may be split between the Superintendent and other management personnel, 
such as a foremen or safety coordinator.]  

 
The Superintendent/Foremen is responsible for the safety of all Cooperative 
linemen and field employees on his or her project. The 
Superintendent/Foremen/Crew Leaders is responsible and will be held 
accountable for: 
 
 Assisting the Manager/Chief Executive Officer in establishing work safety, 

health, first aid, fire prevention and protection, security, and insurance 
claims-handling procedures that comply with applicable client contractual 
documents and specifications, federal or state OSHA, and Cooperative 
safety and loss-control procedures. 

 Monitoring work safety status and employee morale by personally 
conducting regular safety inspections of the work and initiating necessary 
corrective action. 

 Conducting accident investigations, analyzing the causes, and formulating 
recommendations for corrective and preventive action. 

 Preparing accident reports and maintaining adequate and timely 
documentation of all workers' compensation reports. 

 Maintaining and updating any necessary OSHA records and material 
safety data sheets (MSDSs). 

 Conducting safety training, as necessary, for all affected employees. 
 Ensuring that the necessary safety equipment and materials, personal 

protective equipment, first aid supplies, and emergency telephone 
numbers are available. 

 Preparing and distributing work-safety bulletins and subject material for 
toolbox safety meetings, and reviewing and auditing the meetings to 
ensure effectiveness. 

 Conducting project safety and loss-control training sessions, as 
necessary, for new employees. 

 Conducting job briefings prior to beginning each job to identify safety 
hazards, proper work practices and required safety measures and 
protective equipment.   

 Enforcing the disciplinary actions necessary to ensure the integrity of a 
meaningful and well-functioning safety program. 

 Notifying the Cooperative Manager/Chief Executive Officer as soon as 
possible in the event of any safety infraction, accident or OSHA 
inspection.  

 
 IV. All Other Employees 

 
Safety is a management responsibility. Nevertheless, management cannot be 
solely responsible for the acts of employees. Each employee is expected, as a 
condition of employment, to work in a manner that will not result in injury the 
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employee or to fellow workers. It is important that each employee understands 
that responsibility for his or her own safety is integral to the work.  Each 
employee will: 
 

 Comply with all safety rules and regulations; 
 Report all accidents and injuries immediately to the supervisor; 
 Use the proper tools and personal protective equipment for the work; 
 Report all unsafe conditions to the supervisor; 
 Know what emergency telephone number to call in case of fire or injury; 
 Help to maintain a safe and clean work area; 
 Participate in Cooperative safety training; 
 Set a good example for others to follow. 

 
V. Safety Committee 
 
This Cooperative has established a Safety Committee comprised of the following 
members: 

 General Manager/CEO 
 Operations Manager 
 Line Superintendant  
 Safety Coordinator 
 Employee Representation  

The mandate of the Safety Committee is to assist in the development of 
programs, procedures and practices to eliminate accidents and to help create a 
corporate culture that embraces safety. Generally the Safety Committee is 
responsible for: 
 

 Identify unsafe work practices, attitudes, and conditions 
 reviewing “near miss” incidents and workplace accidents and completing 

investigations 
 recommending corrective actions 
 reviewing and improving safety policies and programs 
 suggesting and coordinating safety training 

 
Upon being made aware of unsafe work practices, attitudes or conditions the 
Committee takes one or more of the following actions: 
 

 Eliminate the hazard (e.g., find a less hazardous chemical or do away with 
that process if possible). 

 Engineer out the problem (e.g., machine safeguarding). 
 Educate the workforce on safety controls, personal protective equipment, 

and other safety measures. 
 Enforce company safety policies, procedures, and rules and regulations. 

 
It is the role of the Committee to initiate feedback on safety-related problems, 
ideas, and solutions from all levels of the organization and to create some 
method for gathering employee input.  
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The Committee is responsible for analyzing “near miss” and accident 
investigation reports and determining/confirming root causes.  It will obtain copies 
of any near miss and accident reports generated since the last meeting, 
ascertain that the investigation was one of information-gathering, not fault-
finding, determine if the accident was preventable, review the root cause(s) of the 
accident and review corrective actions for accidents and root causes.  In the case 
of major accidents, the Committee will either physically observe the actual site 
itself or examine photographs and drawings depicting the scene.  Ultimately 
there will be a determination by the Committee of the type of training, if any, 
necessary to control the exposure, and if the current training is adequate for the 
employees’ safety. 
 
The Committee sets annual safety goals and priorities.  The Committee reviews 
the "Days Away, Restrictions and Transfers" (DART) and incident rates each 
year for the purpose of identifying trends in safety and compliance.  Goals can be 
set based upon one or more of the following: 
 

 Number of lost workdays 
 Number of lost-time cases 
 Number of OSHA recordable injuries 
 Projected incident rate 
 Projected experience modifier 
 Projected loss ratio (Total Incurred Losses/Amount of WC Premium) 

 
The Committee is responsible for developing and auditing safety training 
programs, including those in the OSHA standards.  The Committee will identify 
programs in which employees should receive training, establish a safety training 
schedule, notify the workforce what training will be available or is required as a 
condition of employment and assure that the necessary documentation is 
received and filed. 
 
The Committee recommends safety policies, procedures, or safety rule to be 
adopted based upon state and federal regulations, accidents/incidents, and 
safety hazards and exposures. 
 
The Committee maintains and updates the Workplace Safety Manual. 
 
The Committee analyzing new or changes to processes or equipment and 
determines if the changes will affect the safety and well-being of the workforce 
and if it does determines the means to make them safer. 

 
 VI. Subcontractors 
 

This Cooperative expects that its subcontractors will have established their own 
safety and health programs. Each subcontractor is responsible for the safety of 
his or her employees and any persons who may be affected by their work on 
each Cooperative project. Each subcontractor is expected to: 
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 Comply with the applicable federal and state OSHA regulations. 
 Supply the Cooperative with a copy of the subcontractor's safety program and 

material safety data sheets (MSDSs) for materials used on Cooperative 
projects for information purposes only. 

 Report immediately all accidents, injuries, and fatalities that have occurred on 
Cooperative work s to the Cooperative Superintendent. 

 Supply the proper personal protective equipment and safety equipment to his 
or her employees and ensure their use. 

 Have adequately trained their field employees on proper safety practices. 
 Report all unsafe conditions to the  Superintendent. 
 Notify the Cooperative Manager/Chief Executive Officer or Superintendent 

immediately in the event of an OSHA inspection when no Cooperative 
personnel are on.  

 
1.5 Accountability Procedures 
 
No phase of the Cooperative's operations is of greater importance than accident 
prevention. All must be aware of and vigorously pursue this Cooperative’s safety goals. 
All must also ensure that proper planning allows for safe work practices to be used. 
Every employee shall be held accountable for his or her safety and loss-control 
performance. This accountability will be reflected in retention, promotions, salary 
increases, and bonuses. 
 
1.6 Safety Enforcement Procedures 
 
When it is necessary to warn an employee of an infraction of Cooperative safety rules, a 
written reprimand will be issued on the Employee Safety Violation Reprimand Form (see 
Appendices 7.1, 7.2 and 7.3)). 
 
The Superintendent will issue a written reprimand as soon as an infraction has been 
observed. The reprimand serves to: 
 

 Allow employees to change unsafe work practices; 
 Document an infraction that will go in an employee's personnel file; 
 Guarantee that employees are warned of rule infractions prior to further 

disciplinary action being taken. 
 
Among other reasons, it will be appropriate to issue a reprimand for the following 
reasons: 
 

 Failure to wear proper protective equipment, such as eye protection; 
 Willfully endangering one's life or the lives of other employees, which is gross 

misconduct and will be cause for immediate dismissal; 
 Performing work in an unsafe manner. 

 
Generally, the severity of the discipline will be determined by the extent of the exposure 
to the employee in question, other employees, and the Cooperative. If the incident is the 
likely cause of an accident, or if the violation had a high probability of resulting in an 



 12

accident, the employee may be terminated. If the incident had a moderate probability of 
causing an accident, time off without pay may result. If the incident had a low probability 
of causing an accident, the  Superintendent should personally advise the employee that 
three written reprimands for safety violations will result in immediate termination.  
However, any disciplinary action taken by the Cooperative, up to and including 
termination, is solely within the discretion of the Cooperative.   
 
1.7 Safety Reports and Recordkeeping Procedures 
 
 I. Purpose.  
 

Various accident and injury reports and records are necessary to meet the 
requirements of the Cooperative, insurance carriers, and government regulatory 
agencies. 

 
 II. Scope.  
 

These uniform procedures apply to all Cooperative work sites and will be used to 
measure the overall safety and insurance performance of each Cooperative 
project. 

 
 III. Administration.  
 

The Superintendent can delegate the daily administration of these reporting and 
recordkeeping requirements to a staff member. In that event, however, the 
Superintendent will determine the actual timely and adequate completion and 
distribution of these reports and records. 

 
 IV. General Requirements.  
 

Copies of forms and records will not be duplicated or distributed to unauthorized 
personnel, outside agencies, employees, or other third parties without the explicit 
permission of the Cooperative Manager/Chief Executive Officer. Requests for 
forms or records from third parties or external agencies must be directed to the 
Cooperative Manager/Chief Executive Officer for approval.  
 
Forms devised for use at field locations must be approved by the Cooperative 
Manager/Chief Executive Officer prior to being used. Any and all records 
generated at field locations must be maintained at the location until completion of 
the project. No safety or medical files or records are to be destroyed. 

 
 V. Safety Records 
 
 i. Cooperative records.  
 

The Superintendent shall maintain on file all cooperative safety records, including 
workers' compensation reports, Accident Investigation Form (see Appendix 7.7, 
for samples). 
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 ii. OSHA 300 Log.  
 

[Note: The OSHA 300 Log must only be kept by employers who have employed 
more than 10 employees during the previous calendar year. "Employee" does not 
include subcontractors, who are considered separate employers by OSHA and 
who must maintain their own OSHA records. See Appendix B for a discussion of 
OSHA recordkeeping requirements (see Appendix 8.4, for a copy of the OSHA 
300 Log.)]. 
 
Each Superintendent shall be responsible for maintaining the Cooperative's 
OSHA 300 Log of recordable accidents and injuries. General instructions for 
completing the OSHA form are shown on the reverse side of the form. In addition 
to the instructions included with the form, the following procedures will be used to 
process and complete the report: 
 

 The Superintendent is responsible for completing and signing the OSHA 
300 Log. 

 The OSHA 300 Log must be retained for five years. 
 When Cooperative work is still ongoing from the previous year, the right 

hand portion of the last page of the OSHA 300 Log must be posted on the 
Cooperative work  bulletin board no later than February 1 through April 30, 
after which it may be taken down and filed with other work  safety records. 

 Under no circumstances will the Cooperative Superintendent maintain an 
OSHA 300 Log for subcontractors. 

 
1.8 Accident Reporting and Investigation Requirements 
 
The following accident investigation procedures are designed to limit the amount of 
paperwork required by Superintendents.  Superintendents must complete a written 
report on serious accidents, however. 
 
Use of the Accident Investigation Report form will allow Superintendents to assemble 
valuable data that may be used when planning future projects. Its use will also meet 
OSHA's recordkeeping requirements for recordable accidents. 
 
The Cooperative considers an accident to be serious if it results in: 
 

 Occupational death(s), regardless of the time between injury or illness and 
 death; 
 Occupational illness or illnesses resulting in permanent total disabilities; 
 Occupational accident(s) that involve any property damage; 
 Hospitalizations. 

 
I. Responsibilities of the Superintendent 
 
Investigating accidents is a responsibility of all levels of management and a 
concern for every employee, but the Superintendent's unique position gives him 
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or her special priority and responsibility in this function. 
 
For example, the Superintendent usually knows the most about an accident, and 
has a personal interest in identifying accident causes. He or she can take the 
most immediate action to prevent an accident from recurring, and is in a position 
to communicate most effectively with the workers. Given this unique advantage, 
the Superintendent must: 
 

 Ensure that each employee receives prompt first aid treatment for all 
injuries. 

 Review and correct the causes of all minor injuries to his or her 
employees. 

 Take any emergency action necessary to minimize the extent of loss to 
both employees and property when a serious accident occurs. 

 Investigate and report findings and recommendations by completing the 
Accident Investigation Report Form. 

 Immediately notify the Cooperative Manager/Chief Executive Officer 
regarding a serious accident. 

 Complete the appropriate project insurance report forms and forward them 
to the insurance carrier. 

 
II. Responsibilities of the Cooperative Manager/Chief Executive Officer 
 
The Cooperative Manager/Chief Executive Officer's specific responsibilities in 
accident investigation are to: 
 

 Provide the leadership, guidance, and controls to ensure that the 
accident investigation responsibilities at all levels of management are 
effectively administered. 

 Determine whether there is an immediate need to inform the 
Cooperative's legal counsel and insurance agent or broker, based on 
preliminary information received from the field. 

 Take part in a meeting with the  Superintendent and field supervisors 
to review safety and loss-control policies or procedures that need to be 
developed or upgraded. 

 Clear all press statements with the Cooperative's legal counsel, the 
client, and the insurance carrier. 

 
Note: All statements, with respect to any accident, made to person(s) not 
connected with the Cooperative will be handled by the Manager/Chief Executive 
Officer. Statements that must be made by Cooperative field personnel to 
insurance cooperative representatives or law enforcement authorities will be 
confined to the "basic facts." Further details must be cleared by the Cooperative 
Manager/Chief Executive Officer prior to their release. No statement regarding 
accident liability will be made to anyone not connected with the Cooperative. 

…………………………………………………….…………………………………..………. 
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2. GOVERNMENTAL SAFETY AND HEALTH COMPLIANCE POLICIES AND 
 PROGRAMS 
 
2.1 OSHA Requirements 
 
The Cooperative is committed to providing the safest possible work  for its employees, 
and supports the goals and purpose of the Occupational Safety and Health Act (OSHA). 
The OSHA General Industry Safety and Health Standards (29 CFR 1910) and the 
Construction Industry Safety and Health Standards (29 CFR 1926) are considered the 
minimum safety requirements for this Cooperative.  These standards have been 
supplemented by the Iowa Association of Electric Cooperatives Suggested Operating 
Procedures and Policies of Member Cooperatives which policies and procedures are 
addressed in more detail below.       
 
The Superintendent will: 
 

 Obtain copies of the most recent issue of the applicable federal and state OSHA 
construction safety and health standards. 

 Ensure that OSHA standards are rigorously applied in terms of equipment 
procedures and work content. 

 Ensure that employees follow OSHA standards, by using required equipment and 
precautions and applying sound principles of employee discipline when 
employees fail to comply. (Although the Act requires employees to comply with 
OSHA standards, it sets no penalties for employee failure to do so. Instead, 
management may be cited for not enforcing rules on the work .) 

 Maintain appropriate OSHA records, including the OSHA Poster, OSHA 300 log 
and OSHA 300 form. 

 Ensure posting of required notices related to OSHA. 
 Be prepared for and meet the requirements of OSHA inspections. 

 
2.2  Written OSHA Programs 
 
In keeping with this Cooperative's policy to strive for the safest possible workplace and 
job performance by its employees, it is the responsibility of the Manager to adopt, 
implement and enforce, as a condition of continued employment of Cooperative 
personnel, the written safety and health programs required by the Occupational Safety 
and Health Act and comparable federal and state worker safety laws, including, but not 
limited to, those relating to the following: 
 

I. Hazard chemical communication 
II. Hearing conservation 
III. Confined spaces 
IV. Bloodborne pathogen exposure 
V. Lockout/tagout 
VI. The emergency action plan 
VII. Respiratory protection 

 
These programs are to be evaluated and revised by the Manager as required by law 
and as necessary to ensure that they are effective and appropriate to workplace 
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conditions.  Any violation of these programs shall result in appropriate disciplinary action 
or termination.  
 
These written programs are included in this Safety and Loss Control Program in 
Appendix 8.   
 
2.3 Controlled Substances and Alcohol  
 
 I. DOT Requirements  
 

This Cooperative supports the goals and purposes of the federal , “Controlled 
Substances and Alcohol Use and Testing”, 49 CFR Part 382.  
 
The Superintendent will: 
 

 Obtain copies of the most recent applicable federal DOT drug and 
alcohol testing standards. 

 Ensure that DOT standards are rigorously applied. Ensure that 
employees follow DOT standards, and apply sound principles of 
employee discipline when employees fail to comply.  

 Maintain appropriate DOT records. 
 Ensure posting of required notices related to DOT. 
 Be prepared for and meet the requirements of DOT inspections. 
 Ensure that those persons in charge who are called upon to make 

“reasonable suspicion” testing determinations are properly trained.  
 

Supervisor    Date of Training 
_____________________________________ 
_____________________________________ 
_____________________________________ 

 
This Cooperative’s 49 CFR Part 382, “Controlled Substances and Alcohol Use 
and Testing” program is included in this Safety and Loss Control Program in 
Appendix 8.2.   
 
II. Iowa Voluntary Drug and Alcohol Testing Program 
 

Under Iowa law, Iowa code 730.5, an Iowa employer may test employees and 
prospective employees for the presence of drugs or alcohol as a condition of 
continued employment or hiring, may conduct unannounced drug or alcohol 
testing of employees who are selected from designated pools of employees, may 
conduct tests during, and after completion of, drug or alcohol rehabilitation, may 
conduct reasonable suspicion drug or alcohol testing and may conduct testing in 
investigating certain accidents in the workplace.  This cooperative has adopted a 
written drug and/or alcohol testing program which conforms to the requirements 
of Iowa state law.   
 
With respect to this program, the Superintendent will: 
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 Obtain copies of the most recent issue of the applicable state drug and 

alcohol testing standards. 
 Ensure that the standards are rigorously applied. 
 Ensure that employees follow the standards and apply sound principles 

of employee discipline when employees fail to comply.  
 Maintain appropriate records. 
 Ensure posting of required notices. 
 Be prepared for and meet the requirements of inspections. 
 Ensure that those persons in charge who are called upon to make 

“reasonable suspicion” testing determinations are properly trained.  
 

 
Supervisor    Date of Annual Training 

________________________________________ 
________________________________________ 
________________________________________ 

 
This Cooperative’s State of Iowa “Controlled Substances and Alcohol Use and 
Testing” program is included in this Safety and Loss Control Program in 
Appendix 8.3.   

 
2.4 Federal and State DOT Requirements 
 
The Cooperative is committed to safety at all times, including when traveling to and from 
a remote work location and during the operation of motor vehicles and equipment.  This 
Cooperative supports the goals and purposes of the federal and state of Iowa motor 
carrier safety regulations.   
 
The Superintendent will: 
 

 Obtain copies of the most recent issue of the applicable federal and state DOT 
construction safety and health standards. 

 Ensure that DOT standards are rigorously applied in terms of equipment 
procedures and work content. 

 Ensure that employees follow DOT standards, by using required equipment and 
precautions and applying sound principles of employee discipline when 
employees fail to comply.  

 Maintain appropriate DOT records. 
 Ensure posting of required notices related to DOT. 
 Be prepared for and meet the requirements of DOT inspections. 

 
2.5 EPA Requirements 
 
It is the Cooperative’s policy to mitigate the adverse impact on the local environment of 
the Cooperative’s activities at the work. 
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At a minimum, the Cooperative will comply with all applicable provisions of federal, 
state, and local environmental pollution control standards. 
  
When applicable, the Superintendent will meet with field personnel prior to the start of a 
job to assure a clear understanding of a projects environmental pollution control and 
EPA permit requirements applicable to the Cooperative’s activities. Each 
Superintendent will be responsible for field employees complying with all project 
environmental pollution control requirements. 
 
This cooperative has developed a PCB Manual which describes the practices and 
procedures it follows to meet the EPA requirements to properly manage, store and 
dispose of PCB-contaminated equipment and mineral oil.   
 
During the course of the past year, this cooperative has responded to the following 
PCB-related incidents: 
 
                 
Date  Location Description Agency Contacted Action Taken 
     
     
     
 
……………………………………………………………………………………..……..……… 

 
3. COOPERATIVE OPERATING POLICIES AND PROCEDURES    
 
In addition to the governmental safety policies and programs described above  this 
Cooperative has adopted the IAEC Suggested Operating Procedures and Policies of 
Member Cooperatives which policies and procedures are included in this Safety and 
Loss Control Program in Appendix 8.3.  These policies and procedures address various 
safety requirements and standards including OSHA, ANSI, ASTM and NESC and the 
requirements of the Iowa Utilties Board and are intended to supplement existing 
governmental regulatory requirements.   
   
The Superintendent will: 
 

 Obtain copies of the most recent issue of the Operating Policies and Procedures. 
 Ensure that the Operating Policies and Procedures are rigorously applied in 

terms of safe equipment use and guarding procedures and job duties. 
 Ensure that employees follow the Operating Policies and Procedures, by using 

required equipment and precautions and applying sound principles of employee 
discipline when employees fail to comply.  

 
………………………………………………………..……………………………..……………. 
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4. COOPERATIVE SAFETY EDUCATION AND TRAINING 
 
4.1 Supervisory Training 
 
Safety education of all employees, from Superintendents to field employees, will be 
conducted through all phases of the work performed by the Cooperative.  The 
Superintendent and Operations Supervisor are responsible for the prevention of 
accidents at work under his or her direction, and will be responsible for thorough 
accident prevention and safety training, as well as instruction of the supervised 
employees.  
 
The Superintendent and Operations Supervisor are also responsible for ensuring that 
employees comply with the applicable training provisions of OSHA regulations. Training 
records must be kept up-to-date and readily available for review during OSHA 
inspections. 
 

Supervisor    Date of Most Recent Training 
_____________________________________________ 
_____________________________________________ 

 
Supervisor    Date of Most Recent Training 
_____________________________________________ 
_____________________________________________ 

 
4.2 Employee Training 
 
Many standards promulgated by the Occupational Safety and Health Administration 
(OSHA) explicitly require this Cooperative to train its employees in the safety and health 
aspects of their jobs. Other OSHA standards make it this Cooperative’s responsibility to 
limit certain job assignments to those employees who are “certified,” “competent,” or 
“qualified”; meaning that they have had special previous training, in or out of the 
workplace. The term “designated” personnel means selected or assigned by this 
Cooperative as being qualified to perform specific duties. These requirements reflect 
OSHA’s belief that training is an essential part of every employer’s safety and health 
program for protecting workers from injuries and illnesses.  
 
In keeping with OSHA safety standards this Cooperative has developed an employee 
training model that consists of: 
 

 Determining if Training is Needed 
1. Minimum required training for new employees 
2. Training for “outside” employees   

 Identifying Training Needs 
 Identifying Goals and Objectives 
 Developing Learning Activities 
 Conducting the Training 
 Evaluating Program Effectiveness 

 Improving the Program 
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In addition, with respect to working on or near exposed energized parts, a person must 
have the required training in order to be considered a “qualified person” in the proper 
use of the special precautionary techniques, personal protective equipment, insulating 
and shielding materials, and insulated tools.  

This Cooperative shall determine, through regular supervision and through inspections 
conducted, on at least an annual basis, that each employee is complying with the 
safety-related work practices required by section 1910.269. 

An employee shall receive additional training (or retraining) under any of the following 
conditions: 

If the supervision and annual inspections indicate that the 
employee is not complying with the safety-related work 
practices required by this section, or 
 
If new technology, new types of equipment, or changes in 
procedures necessitate the use of safety-related work 
practices that are different from those which the employee 
would normally use, or 
 
If he or she must employ safety-related work practices that 
are not normally used during his or her regular job duties. 

OSHA considers tasks that are performed less often than once per year to necessitate 
retraining before the performance of the work practices involved. 

The training shall be of the classroom or on-the-job type. 

The training shall establish employee proficiency in the work practices required by this 
section and shall introduce the procedures necessary for compliance with this section. 

This Cooperative shall certify that each employee has received the training required by 
OSHA standard 29 CFR 1910.269. This certification shall be made when the employee 
demonstrates proficiency in the work practices involved and shall be maintained for the 
duration of the employee's employment. 
 
4.3 Employee Safety Rules 
 
The  Superintendent will provide each temporary and full-time work  employee a copy of 
the Cooperative's safety program and policies. Employees must be given a training 
session covering the Cooperative's work rules and regulations and the employee's 
personal safety requirements. 
 
As a condition of employment, each employee will be required to sign and date an 
acknowledgement of receipt of the safety program and policies. The acknowledgment 
will be placed in the employee's personnel file. 
 
4.4 Safety Meetings 
 
Regular work-group safety meetings will be conducted either by the Safety Coordinator 
or through the IAEC Safety and Loss Control Department safety program.  The  Safety 
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Coordinator will ensure that the discussion leader for each meeting understands all 
Cooperative and site-specific safety and loss-control policies and programs.  
 
Monthly meetings will be conducted and will last approximately 4 hours.  The meetings 
will include time for active participation by employees, including a question-and-answer 
session.  In addition, the Goals and Objectives Monitoring Form will be updated after 
each safety meeting to record the previous moths activities.  This Form will be attached 
to the safety meeting minutes.  
 
Additional meetings will also be scheduled at the beginning of new operations to ensure 
that all of the employees are familiar with safe work practices and the requirements of 
upcoming work. 
 
……………………………………………………………………………………………………… 
 
5. FIELD CONSTRUCTION SAFETY AND HEALTH REQUIREMENTS 
 
5.1 Jobsite Safety Inspections 
 
Inspections will be conducted periodically in the field to detect and correct unsafe 
practices and conditions. These inspections will be conducted either by the Safety 
Coordinator, a Superintendent or through the IAEC Safety and Loss Control Department 
safety program and will focus on the identification and correction of potential safety, 
health, and fire hazards. 
 
As part of an effective inspection program, the Safety Coordinator must: 
 

 Set inspection responsibilities and schedules. 
 Develop an administrative system for review of reports. 
 Set up a procedure to follow up on corrected conditions. 
 Analyze inspection findings. 
 Set program standards for observing employee safety practices. 
 Communicate program standards for observing employee practices to each 
 supervisor. 
 Communicate program safety standards to workers. 
 Monitor performances of workers' safety practices. 

 
5.2  Inspections by Cooperative Manager/Chief Executive Officer.  
 
The Cooperative Manager/Chief Executive Officer and the Superintendent discuss 
the status of  safety and loss-control programs and performance results as 
measured against Cooperative targeted goals. The Manager/Chief Executive 
Officer may determine if appropriate to tour all Cooperative work locations with 
the  Superintendent to review work  working conditions and compliance with 
Cooperative safety policies. 
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5.3 Cooperative insurance carrier safety audits.  
 
Carriers of the Cooperative's workers' compensation, general liability, and automobile 
insurance deem it appropriate to conduct a work safety inspection or accident 
investigation. These Cooperative insurance safety audits should be scheduled with the 
approval of the Manager/Chief Executive Officer, who will in turn notify the 
Superintendent when the insurance representatives will be onsite.  Supervisory 
personnel should cooperate fully with the Cooperative's insurance representatives. 
 
………………………………………………………..……………………………………………. 

 
6. DISASTER PLAN/FEMA/EMERGENCY RESTORATION PLAN 
 
Iowa’s cooperatives have adopted the Iowa Disaster Plan.  The Plan is intended to 
promote a coordinated organized and effective response to natural and man-made 
disasters.  The Iowa Association of Electric Cooperatives is charged with the 
responsibility of managing the response to such disasters on a statewide and national 
basis in the form of a “Command Central”.        
 
In 2005, this Cooperative performed a Vulnerability and Risk Assessment (VRA) of its 
electric system.  The VRA is for the purpose of identifying critical assets, that is, 
facilities considered necessary for the reliability and security of the electric power grid, 
those facilities which, if damaged or destroyed, would severely impact the reliability and 
security of the electric power grid, or would cause significant risk to the safety and 
health of the public  and/or impact the ability to provide service to consumers over an 
extended period of time.  Also deemed to be critical are facilities that are critical assets 
or infrastructure owned or served by this cooperative’s electric system or that are 
determined, identified and communicated as elements of national security by the 
consumer, State or Federal government. 
 
Following the completion of the VRA process, this Cooperative developed an 
Emergency Restoration Plan (ERP) which included:  
 

a. A list of key contact emergency telephone numbers (emergency 
agencies, borrower management and other key personnel, contractors 
and equipment suppliers, other utilities, and others that might need to be 
reached in an emergency); and 
 
b. A list of key management and other personnel and identification of 
a chain of command and delegation of authority and responsibility during 
an emergency; and 
 
c. Procedures for recovery from loss of power to this Cooperative’s 
headquarters, key offices, and/or operation center facilities; and 
    
d. A Business Continuity Section describing a plan to maintain or re-
establish business operations following an event which disrupts business 
systems (computer, financial, and other business systems); and 
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e. Other items identified as essential for inclusion in the ERP. 
 
As a final step in this emergency planning process, this Cooperative has "exercised" its 
ERP (which is to occur at least annually) to ensure its operability and that Cooperative 
employees are familiar with the Plan.  The methodology chosen by this Cooperative for 
the exercise is the "table top" exercise.  During the exercise a hypothetical emergency 
response scenario is presented and participants, in real time, identify the policy, 
communications, resources, data, coordination, and organizational elements associated 
with the emergency response.   
 
Ultimately, the tabletop exercise allows this Cooperative to review the ERP response 
process and to make the revisions necessary to ensure that the Plan and emergency 
response personnel respond to an emergency or disaster situation in the most efficient 
and effective manner possible.  

 
7. SUMMARY 
 
This Cooperative places primary importance on safety and loss-control in planning all 
Cooperative activities in order to protect employees and Cooperative assets. 
 
Each member of the field supervisory team is responsible for the safety, well-being, and 
safe work conduct of all employees. This written safety and loss-control program may 
be revised periodically in the sole discretion of the Cooperative.  
 
………………………………………………………….…………………………………………. 

 
8. EXHIBITS – SAMPLE FORMS  
 
 8.1 Employee Warning Reprimand Form  
 8.2 Termination Authorization Form  
 8.3 Medical Log  
 8.4 OSHA 300 Log  
 8.5 Monthly Accident Status Report  
 8.6 Accident Investigation Report  
 8.7 Suggested Safety Toolbox Topics  
 
…………………………………………………………………………………………………… 

 
9. APPENDICES 
 
 9.1 OSHA Written Safety Programs  

 I. Hazard Chemical Communication 
 II. Hearing Conservation 
 III. Confined Spaces 
 IV. Bloodborne Pathogen Exposure 
 V. Lockout/tagout 
 VI. The Emergency Action Plan 
 VII. Respiratory Protection 

 9.2 Controlled Substances and Alcohol Use and Testing Program  
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 9.3 Operating Policies and Procedures  
 9.4 Other Adopted Safety Policies 


