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Steven K. Fess CSP/CIH
PS&SCO / EH&S Workplace Safety Group

Workplace & Construction Safety Support
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To:  Contractors Working at Xerox Monroe County Facilities

Re:  Monthly Hours / Incident Rate Reporting

This letter is to inform you of a Xerox’ requirement affecting all Contractors doing work at Xerox Corporation in Monroe County, New York; the monthly collection of safety statistics and hours worked for Contractor work done at Xerox facilities in Monroe County.

Xerox has been collecting and documenting Safety Statistics for our employees for decades.  We have extended our collection and review of these statistics to Contractors that work at Xerox facilities.  

The data to be collected from each contractor includes the following:

1.  The monthly and year-to-date Total Number of Hours Worked by all of your employees on Xerox Projects in Monroe County.  

2.  The number of OSHA Recordable "Lost-Time Injuries" that your company had while working on Xerox Projects in Monroe County.

3.  The number of OSHA "Total Recordable Injuries" your company had while working on Xerox Projects in Monroe County.

4.  A brief description of any OSHA recordable incidents, which occurred at Xerox in Monroe County during the previous month.  

We request this information on a monthly basis by the 15th of the following month (for example, by February 15th of any year, we ask you to submit your statistics for January of that year).  You are required to send in a report for every month that your employees worked at least one hour at Xerox.  These reports are required even when your employees have no injuries, because your work hours must be included to determine each month's Total Contractor Injury Rates.  

The form that is used to gather this information is an Excel Spreadsheet which can be downloaded from this web site under the title "Contractor Incident Rate Reporting Form".  The form has been designed so that it can be sent in via e-mail (preferred method), faxed, or sent by regular mail.

If you have any questions or concerns you would like to discuss, please contact me at your convenience. 

My E-mail address is:

Steven.Fess@xerox.com 

Thank you in advance for helping Xerox to collect this very important information
Xerox Corporation
800 Phillips Road (0205-99F)
Webster, New York 14580
Telephone 585.231.8482
Facsimile 585.422.8217
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