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Introduction

Any contractor who is going to work at any Xerox Facility must attend a Contractor Safety Orientation session before starting to work in our facilities.

THE XEROX SAFETY PHILOSOPHY AND EXPECTATIONS

Xerox believes 

“All accidents and injuries can be prevented”
We follow this philosophy in our facilities.  We expect everyone working at Xerox to share in this belief and to follow all rules applicable to their work.

SAFETY ORIENTATION

The purpose of this session is to familiarize you with Xerox polices and rules.  This is NOT considered safety training.  You must attend this orientation before working at any Xerox site.  This Contractor Safety Handbook is for your reference.  At the conclusion of this session you will be given a test, which you must successfully complete with a score of 100% to be able to work at Xerox.  A wallet card with your name and the date you attended this class will be issued to you upon successful completion of this orientation session.  It must be renewed every 2 years.  You must carry it with you at all times when you are at Xerox.  Any Xerox employee may request to see your card, and may require you to leave the job site if you do not have it in your possession.

Safety Training

The minimum training requirements prior to starting work at Xerox include:

· Successful completion of an OSHA 10-hour Construction Safety Outreach Training Program, and this Xerox Safety Orientation session 

· Training by the contractor (your employer) of all workers in all applicable OSHA standards and related workplace safety requirements (e.g., Hazard Communication, Hearing Conservation, Personal Protective Equipment-use and selection, Lock-out/Tag-out (control of hazardous energy), Electrical Safety, Respiratory Protection, the Confined Space Standard, and any other standards applicable to their work environment and task).

You and the company you are employed by are required to comply with all applicable Occupational Safety and Health Administration (OSHA), Environmental Protection Agency (EPA), State, and Local regulations, as well as requirements of their own safety program.  You are expected to know and follow these regulations and to abide by them.

You may be asked to repeat the Contractor Safety Orientation, you and/or your employer can be asked to leave the job site, or your employer can be removed from the approved contractor list if rules and safety procedures are not properly followed.

Xerox’s Expectations

Xerox expects

· A representative from your company to evaluate the worksite and identify the proper tools, personal protective equipment, and procedures for the project.

· You to be fully trained in all requirements of your job by your employer.

· All work to be done in accordance with specifications, accepted good construction practices, and in compliance with all regulations and safety rules.

· Your employer to provide you with all personal protective equipment required for you to do your job, and to provide you all tools and equipment needed to complete your job.

· Only employees of an approved contractor to be working with tools or operating equipment.  Other personnel can observe, take notes, direct activities, etc.

REMEMBER…Both you and the company you are working for can be asked leave the job if safety rules and procedures are not followed.

Project Safety Plan

A Project Safety Plan covering the following areas must be submitted to and approved by Xerox Workplace Safety PRIOR to the start of any project:

·  Details of the work to be performed 

·  The method(s) by which the work will be completed

·  What potential hazards are associated with the work and work area

·  How hazards will be controlled

·  Emergency contact information

·  Emergency Preparedness Plans for medical, fire, and chemical emergencies

·  Building evacuation plans and assembly points

The Project Safety Plan must also be reviewed with all contractor employees on the project and posted at the job site - PRIOR to starting work.

Security

Please remember this information!  It is your Xerox link to answer most questions and report most issues on a Xerox worksite.

Security Operations Offices

Site
Location
External #
Internal Phone#
Webster Campus
Building 317
422-2122
22122

Xerox Square
2nd Floor N.
423-4711
34711

Henrietta
Building 801
427-5200
75200

General Policies

Parking:
Acceptable parking areas will be identified for you by your project manager.  PARK ONLY IN THIS AREA.  Vehicles illegally parked on Xerox property will be towed at the owners expense and NO EFFORT WILL BE MADE TO CONTACT THE OWNER!  Towing is automatic upon request of a valid complaint. 

Parking is prohibited in the following areas:

(
Reserved parking spaces

(
Driving and Fire Lanes

(
Lawn areas

(
Handicapped and visitor parking spaces (except when applicable)

(
Any area with a ”No Parking” sign

(
Shipping and Receiving Dock areas

Motorcycle parking areas are available May through November.

ID Badges: 

All persons on a Xerox site are required to have a Xerox Identification badge.  

Photo ID badges can be arranged through your project manager.  Unrestricted badges are valid 24 hrs a day, 7 days a week.  Restricted badges (designated with a red “R” on the badge) are valid Monday through Friday, 7:00 AM - 5:00 PM, except holidays and are good for a period of one year.  If you have a restricted access badge and need after-hours access you should arrange for authorization during business hours by calling Security Operations for a contact name.  Once the contract badge expires, access to Xerox facilities will be denied and the badge confiscated.  Notify your Xerox contact if you need to renew or replace your photo ID badge.

If you do not have a photo ID badge you must have an orange cardstock contractor badge.  These badges can be obtained through Xerox Security by any person with a photo ID badge.  An orange contractor badge with a valid Xerox safety card gives the worker access to any facility Monday through Friday, from 7:00 AM to 5:00 PM only.  After normal business hours an escort by an employee with a photo ID is required to enter any building.  Once inside the building they may work without Xerox supervision.  Should exit and re-entry be needed the person must sign out with security before departing.  

Expired badges can be returned to the Security area in any building lobby.    

Property Passes 

These are required for the removal of any personal or company property from the site should also fill out a property pass so their personal property is not confused with Xerox property when leaving.   These can be obtained from Xerox Security, who will assist you with the information required for completion of the pass.  If you are bringing personal equipment onto the site, speak with Xerox Security to determine if you should have a pass to allow easy removal of the equipment.

Motor Vehicle Accidents

 on Xerox property must be reported immediately to your project manager and Xerox Security.  An accident report form will be completed and damage photographed.  Webster Police Department can be contacted if necessary.

Missing Tools/ Equipment/ Thefts

should be reported directly to Xerox Security.  Notification to your general contractor and your employer will be made and Webster Police Department will be notified for high dollar value items.  If you require special security checks at a job site, contact Xerox Security to make arrangements.

Alcohol / Weapons / Illegal Substances

Possession or use of alcohol, weapons and/or illegal drugs, and working under the influence of alcohol and/or illegal drugs is prohibited on Xerox property.  Violations of this policy will be addressed immediately with the management of the employee’s company, and the employee will be asked to leave the site.

Workplace violence 

Horseplay, fighting or gambling or any other undesirable conduct that disrupts Xerox operations, people or the environment may result in removal of an individual from a Xerox site.  Workplace violence or the threat of workplace violence is prohibited and will result in the immediate confiscation of a Xerox ID badge and expulsion from the worksite.

Smoking Policy

Smoking is NOT permitted within any Xerox building or facility, or on the roof of any Xerox building.  Smoking areas are a minimum of 25 ft. from a main entrance, or are designated at various locations around our buildings. Check with your project manager, supervisor, or project safety plan for the designated smoking area near your work area.
Vehicle Safety

All Xerox traffic and parking signs and regulations must be observed.  Electric vehicles are preferred for use inside Xerox buildings.  Vehicles and mobile equipment are permitted inside the building only with the permission of the Xerox Safety Representative.  The speed limit for vehicles used inside Xerox buildings is 6 miles per hour.

Pedestrian safety
should be a priority when you are working, and when you are walking around the site. Use designated walkways where possible.  Do not take any short cuts through operating areas or manufacturing areas.  Do not run!  When using stairways hold on to one of the handrails when going up or down stairs.  Use cross walks and traffic lights where provided when crossing outside roadways.

Safety Assistance from a Xerox Safety representative can be obtained by contacting Xerox Security on extension 22122.

Alarms

Before beginning work at any Xerox facility you must:

-  Know how to turn in an emergency alarm

-  Recognize the Evacuation and Shelter-In-Place alarms

-  Know the nearest exit route from your work area

-  Be familiar with your designated assembly area

Evacuation Procedure

In the event of an evacuation alarm:

·   Leave through the nearest emergency exit (if working inside)

·   Meet your foreman or fellow workers at your designated assembly area

·   Account for anyone missing

·   Report any missing persons to Xerox emergency response personnel.  

·   Do NOT re-enter the building to search for missing personnel

·   Re-enter only when told to do so by Xerox emergency response personnel.

Emergency Sheltering Procedure

Certain emergencies such as severe weather, chemical releases, radioactive releases from the Ginna Nuclear Power Plant, terrorist attacks, or other such emergencies may occur making it necessary for all personnel to remain sheltered within a building until the situation has ended.  Personnel would be informed of a sheltering (or “safe zone”) emergency via the building public address system.  Maps showing the location of building safe zones areas are posted in each building.  Please make yourself familiar with the location in the building you are in.  Upon notification of a safe zone emergency, all personnel must immediately proceed to their building safe zone, and await further instructions.

Contractors working outdoors at the Xerox-Webster complex must notify Xerox Security at 422-2122 and provide a contact name and phone number, to permit notification in the event of a sheltering emergency.  Instructions for sheltering will be given at that time.

Emergency Reporting

All types of emergencies (fires, injuries, spills, chemical releases, etc.) must be reported immediately through Xerox security.  The Xerox emergency number is 1-2-3 from any Xerox phone inside the facility, or 422-1230 from any outside phone.  Appropriate emergency services will then be notified and dispatched.
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When reporting an emergency, be sure to have the following information available:

(
The nature of the emergency

(
Specific location


-
  Building number


-
  Floor


-
  Column number, dock number, room name, or number

 -  Note: DO NOT HANG UP until told to by the emergency operator
Emergency Provisions for Projects

The Contractor is to provide 

· emergency eyewashes

· showers

· First Aid treatment 

· Spill containment

· Decontamination of affected clothing, equipment, and facilities

· Spill clean-up provisions 

The Contractor must train their employees for emergency response.  All spills are to be reported to Xerox Security.  

Exposure Limits

Xerox has established conservative levels of acceptable exposure to such workplace hazards as noise, dust or hazardous materials.  These levels are at or below the levels allowable by general industry standards.  

NOISE:

Hearing protection is required in all high noise areas regardless of who is producing the noise.  Your choice of hearing protection (ear muffs or ear plugs) can be based on personal preference and the level of protection required for the amount of noise - but it must be used.

DUST:

If your project generates a large volume of dust (visible or not visible) such as concrete removal, chipping or abrasive blasting, all workers in the area should use Personal Protective Equipment to avoid unnecessary exposures.

PERSONAL PROTECTIVE EQUIPMENT

The first and most important line of defense against injury is your Personal Protective Equipment (PPE).  Your Project Safety Plan should specify any PPE that is required for your project and will be provided by your employer.

Eye Protection

Safety glasses are required in all construction, manufacturing, laboratory, and warehouse areas, and must meet the American National Standards Institute standard Z87.1.  They are not required if in an office area, cafeteria, or break room, unless those are the project areas of concern.
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Hard Hats

Hard hats are required:

· For employees working in areas where there is a possibility of head injury due to impact, falling or flying objects, or from electrical shock and burns

· any time you are working in a personnel lift of any type

· any time that work is being done overhead.

· in any designated hard-hat area.

Safety Shoes

Safety shoes are required at all times on the construction site, and you must follow your employer’s requirements for safety shoes.  In general, they must be ANSI / CSA approved and have a safety toe with a puncture resistant sole.

Respirators

If respirators are required for your project they must be selected by a “qualified” individual. Certification of a user’s training and fit testing for the type of respiratory protection in use is required, and you must be trained on and familiar with the requirements and appropriate use of every type of respirator you’re going to use before  using it. 

fall Protection

Xerox requires 100% fall protection any time an employee is 6 feet or more above the ground or a lower surface, or within 6 feet an unprotected edge (including unprotected roof edges) which allow access to a fall distance of 6 feet or more.  Fall protection is not required if the employee is on a ladder rated Class 1A or 1, or if the employee is on an approved
 work platform or scaffold with standard rails.  If you leave the approved work platform you must be in a full body harness and be tied off.  When moving down a beam two lanyards are required when passing an obstruction to assure 100% fall protection (one must always be attached to an approved anchor point).

Xerox requires the use of a full body harness.  Safety belts are NOT permitted.   Anchor points must capable of supporting a force of 5000 lbs. (22.2 kN) per employee attached (such as structural steel).  Connecting to a threaded rod, sprinkler pipe, electrical conduit, or any small railing is not allowed.  A harnesses must also be worn in extending boom and articulating arm lifts; you do not need one when working on scissor lift unless you leave the deck of the scissors lift.

Lanyards must be 6 feet or less for fall protection use.  The intent is to limit your accidental fall to 3 feet.  So when wearing a harness, be aware that if you’re going to go up a 6 foot ladder, or 8 foot beam and you’re wearing a 6 foot harness and you fall and you’re 6 foot tall - it’s going to be like opening your parachute after you hit the ground.  

Any guardrail must meet fall protection standards - 42-inch railing (( 3 inches) capable of withstanding a lateral force of 200 lbs .at mid-rail.  

The use of safety monitor systems as a primary form of fall protection is prohibited.

Scaffolding
Scaffolding may only be erected, moved, dismantled, or altered under the supervision of a competent person who is trained on the scaffold standard requirements.  All work levels must be fully planked.  Guardrails and toe boards are required on scaffolding that exceeds 6-foot height.  Scaffolds should be on proper footing that prevents settling or displacement.

Barricades/Barriers/Warnings

· Holes or openings in the floor or decking at an elevation must be covered or surrounded with barricades that must be able to withstand a 200-pound lateral force at all times.  Do not store any material on a cover over a hole.   Label any hole cover “open area underneath – stay off!”   Barricades must be in place before creating openings and must remain there until the openings have been completely filled or secured.  

· Areas under overhead work should be taped off and warning signs posted to keep pedestrians out of the area.

· Warning signs must be posted at the each entrance of the job site with requirements for personal protective equipment that must be worn (e.g. Caution Hard Hat Area).  

· Caution tape must be used to exclude non-essential personnel from your work area.  If deliveries are made to the work area from another contractor or from an outside supplier, they should be made at the designated delivery area. No unnecessary personnel should be walking around the site. 

Ladders
Proper use of ladders is a key element of fall protection. All ladders must 

· be rated Class 1 or Class 1A Industrial 

· be used for their intended purposes

· have rubber or equal feet for proper stability

· be inspected before being put into service

· be in good condition

· have repairs made by the manufacturers designee and methods

Unsafe ladders must be removed from the site immediately.  

All straight ladders must 

· be secured

· be tied off at the top

· extend a minimum of three rungs over the touch point

· be at least 2 feet taller than your maximum working height

Do NOT 

· stand on the top or second rung of any stepladder

· use a stepladder as a straight ladder by leaning it against a wall or a vertical surface.

Make sure you have the right ladder (height and type) for the job.

ELECTRICAL SAFETY

Do not work alone near any exposed energized power lines.  No electrical equipment may be modified while in a hazardous environment except where approved in writing by the Xerox Safety Representative unless the area has been decommissioned.  All PPE requirements of NFPA standard 70E for electrical safety when working on live circuits must be adhered to.

Ground Fault Circuit Interrupters
Ground Fault Circuit Interrupters are required on all portable electrical tools being used.  They should be located between the permanent power source and the tool cord or extension.  Always test a GFCI while under load to assure proper function – the test button alone on the outlet may not be working.

Grounding cables are required for drilling or cutting operations when there is a potential for electrical exposure.

HAZARD COMMUNICATION

Xerox Responsibilities

· Xerox will supply Material Safety Data Sheets for Xerox materials in the area where you will work.

Your Responsibilities

· Understand the specific hazards of the area you will work before beginning work.

· Contact your supervisor or a Xerox Safety representative for any information.

Contractor’s Responsibilities

· Supply Material Safety Data Sheets to the General Contractor for review before bringing any materials on site.  A routing, storage and waste disposal plan may be required.

· Have Material Safety Data Sheets at work site for all materials being used.

· Label all containers.

· Provide secondary containment for containers of liquids that are over 5 gallons.  

· Provide Hazard Communication Standard training to all your employees.

· Pumps, trucks, hoses, drums, tanks, etc. other than those containing materials to be delivered and used at the work site must be thoroughly cleaned of contaminants before being brought onto the site.

CHEMICAL HAZARDs

Flammable Liquids
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· Flammable liquids or gases are not to be used or stored in any location where sources of ignition exist within a 20ft. radius.

· All flammable liquids in containers or 5 gallons or more are to be used and stored with secondary containment.

· Storage of flammable liquids over night or longer on Xerox premises is prohibited unless agreed to in writing by Xerox Safety.

· No gasoline or flammable material storage is permitted inside the facility or on the roof of any of our facilities.

· All containers must be labeled to identify the contents of the hazard.

· Drums and tanks of 55gallons or more must be the top dispensing type and must be grounded and equipped with self-venting bungs.  

· Dispensing is to be done into a safety container electrically bonded to the container from which it is being dispensed.  Dispensing and mixing of flammable liquids is to be done only in locations approved by Xerox Safety and the Fire Marshal.

· Spray painting of flammable liquids is not allowed at Xerox unless the material to be used is approved in advance and Xerox Safety and the Fire Marshal specifically approve location, time and methods in writing.  

Compressed Gases

· Compressed gas cylinders and associated equipment are to be inspected daily and the observations recorded.  Documentation of each inspection must be retained for examination.

· Compressed gases are to be transported on approved carriers with protective valve covers in place.  Compressed gas cylinders must be secured in place during transport and in storage.

· Equipment that uses flammable gas with oxygen or other oxidizing gases is to be protected with check valves or flash back arrestors.  If a hazardous gas leak is detected, operations are to be shut down and Xerox Safety and the Fire Marshal notified immediately.

· All flammable and oxidizing gas cylinders not in use and all empty gas cylinders are to be stored outdoors in the shade, in the location specified by Xerox Safety.  Empty gas cylinders are to be labeled “empty”.

Construction Equipment

Xerox Safety and the Fire Marshal must approve the use of powered equipment.  Gasoline or diesel powered equipment cannot be used indoors without a safe work permit.  Carbon monoxide levels must be measured during the use of these and propane powered heavy equipment.  The levels of air contaminants must be measured and maintained at or below the accepted TWA or short-term exposure limit for those contaminants.

Work Area Inspections

Daily tooling and equipment inspections must be completed prior to starting work.  The inspection plan must be included in your Project Safety Plan, and records kept of these inspections.

Lock Out / Tag Out

· All equipment must be locked and tagged if any activation or release could cause an accident.

· Each energy source must be locked and tagged with an individual lock for each person being protected.

· A written lock out procedure, which includes the locations of disconnects and verification methods, must be followed.

· A tag alone is not an acceptable energy isolation source.  A lock must also be used.

· All energy isolating devices must be clearly identified to show what equipment they control.

· Permission of the Construction manager and process or equipment owner is required before a lock out of equipment, systems, or circuits.

· Only a Xerox Safety Representative, after following a documented procedure, can give permission to remove someone else’s Safety Lockout device.
Fire Protection
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Hot Work Permits

Hot work permits are required for all open flames, cutting, grinding, soldering or welding operations inside, outside, or on the roof of any building, this includes tar kettles, ordinary electrical equipment, or heated tools in a hazardous location where flammable liquids, flammable gases or combustible dusts are being used unless the area has been decommissioned.  Hot work permits are issued by the Xerox Fire Marshal or their designee and are required at all Xerox facilities. The Xerox Fire Marshal can be reached by calling Xerox Security.  All appreciable combustible materials must be moved or protected by non-combustible materials within a 35ft. radius of any hot work or operations.  The requirement for soldering is a 5-foot radius.

Fire Watch

A fire watch must be present for all welding, cutting and heavy grinding operations.  The fire watch must have fire extinguisher training and have an appropriate fire extinguisher readily available.  The Contractor is expected to provide the necessary fire extinguishers.  The fire watch shall be familiar with the facility and for sounding the alarm in the event of a fire.  They will watch for fires in all exposed areas, try to extinguish them when obviously within the capacity of the equipment available, or sound the alarm.  A fire watch must be maintained for at least 30 min. after the completion of welding or cutting operation to detect and extinguish any possible smoldering fires.  

Only flame-retardant materials or fabrics should be used to protect or barricade items or locations during projects.

Sprinkler Systems

The Xerox Fire Marshal, and operations Safety Representative must be notified in advance before starting any work on the sprinkler system anywhere on the Webster site. Whenever possible the system must be re-pressurized prior to the end of that workday. 

Confined Spaces

A confined space is one that is not designed for continuous human occupancy but is large enough and configured such that a person can enter and perform assigned work, but has a limited or restricted means for entry or exit.  Examples are: vessels, tanks, manholes, sewers, ductwork, or excavations deeper than 4ft.  The employer must train all affected personnel in the requirements of their Confined Space Entry program.

Confined Space Permits

Confined space permits are to be issued by the Contractor’s Safety Representative (with notification to the Xerox Safety representative).

Entry to a confined space
Before contractor’s personnel can enter a confined space the following activities must be completed.  The contractor must

· Inform Xerox Safety of all confined space projects that need to be completed

· Provide proof that all employees assigned to perform confined space duties (supervisors, attendants, and entry personnel) have received appropriate training.

· Have, and implement; a written confined space program that meets the minimum OSHA requirements.

Upon completion of confined space activities, the contractor must supply Xerox Contractor Safety with a copy of each confined space permit used during the course of the project.

Safe Work Permits

A Xerox Safety Representative issues a Safe Work permit.  Examples of tasks that require Safe Work permits are: drilling through or cutting through the floor, digging and excavations, working with power actuated tools, blasting, using internal combustion engines or vehicles with internal combustions engines inside Xerox buildings or on the roof of any facility; and whenever required by existing Xerox or Contractor procedures or by the Project Safety Plan.  

Excavations

Excavations require locating all underground services and obtaining a Safe Work permit before the work begins.  Excavations deeper than 4ft. must be shored or sloped at an angle not steeper than 1 1/2 horizontal to 1 vertical based on soil conditions and type of work being performed.  Safe access ways must be provided before anyone may enter.  Hard hats, safety glasses and protective footwear must be worn when entering any excavation.  If there is concern about potential exposure to employees of any contaminants that may be present, arrangements must be made with Xerox Environmental Management Operations to have samples taken and analyzed.  Excavations that create or constitute confined space will require a Confined Space Entry permit before entry.  A qualified individual must conduct and document daily inspections of the excavation.  The excavation work must be stopped immediately if unsafe conditions are found.  No one may work inside an excavation while powered earth moving equipment (such as backhoes or trucks) is operating within 25ft. of the edge.  Use proper work area protection for traffic and pedestrians.  Water may not be pumped from an excavation without instructions and written approval from Xerox Environmental Management Operations

Material Handling

Contractors are required to provide their own equipment to handle construction material.  By special arrangement with Your Project Manager and Contract Administrator, Xerox material handling equipment may be used if in the best interest of the project.  This approval must be obtained from the Contract Administrator before bids are submitted for work.  

· A qualified person must operate all material handling equipment.

· Rigging is to be planned and completed by qualified personnel.

· Mechanical handling equipment must be inspected before use.  This inspection must be documented.  

Accident Investigation and Reporting

ALL INCIDENTS MUST BE REPORTED IMMEDIATELY to your Foreman, Xerox Safety and your Project Manager.  A written report will be given to the Xerox Safety Representative and Xerox Project Manager within 24 hours of the accident or incident.  An accident investigation must be conducted and documented by the contractor as soon as practical, describing the incident and identifying the cause(s) and the corrective action(s) for preventing future incidents.  ALL ACCIDENTS ARE TO BE REPORTED REGARDLESS WHETHER THEY RESULT IN INJURY.  You are expected to report these accidents when they occur.  

Disposal of Trash, Waste & Scrap

· All trash, waste, and scrap must be placed into approved and properly marked containers provided by the Contractor.

· All waste is to be disposed of in the manner approved by the Xerox Environmental Management Operations representative.

· Enclosed disposable shoots are to be used whenever solid waste materials are to be dropped greater than 10ft.Waste materials are to be removed from the work site daily.

· It is the Contractors responsibility to maintain a clean work area.

· A Xerox Safety Representative must approve the disposition of equipment that is to be scrapped or removed from the site.

Environmental Considerations

The Project Safety Plan must include a reference to any environmentally related activities and the appropriate building environmental representative.  For work involving environmental issues, a copy of the Project Safety Plan must be submitted directly to the environmental representative.

Xerox is an ISO 14000 registered facility.  Many of the plants have individual environmental requirements relating to their environmental management systems.  The contractors should contact the appropriate environmental representative for more information on these specific requirements, and this information must be communicated to all contractor employees at the site.  During a site ISO certification review audit, anyone working in a facility certified under ISO 14001 (including contractors) may be asked information regarding the environmental impacts their work or presence may have here on site.  You should be familiar with the following information regarding the Xerox Environmental Management System and 

What is an Environmental Management System (EMS)?

An EMS addresses the immediate and long-term impact on the environmental from an organization’s products, services and processes in a systematic manner.
What is the purpose of Xerox’s EMS?

Xerox’s follows the ISO 14001 standard for Environmental Management Systems to enable our organization to establish and assess the effectiveness of our environmental policy, objectives and targets - and to demonstrate conformance to others. 

What is the goal of Xerox’s EMS?
The goal is of our EMS is to support environmental protection and prevention of pollution in balance with social and-economic needs while striving for continuous improvement.

What can you do to support Xerox’s EMS?

· Be aware of legal and other requirements

· Understand an organization’s environmental objectives and targets

· Complete appropriate training (Waste, Spills, Safety)

· Communicate

· Follow established procedures

· Participate in audits as required
Spill Prevention:

· All contractor equipment, including rental equipment, must be maintained, inspected, and operated in a manner that prevents fluid spills.

· All vehicles and equipment must be free of any fuel or other fluid leaks causing puddles or non-compliances.

· Care must be taken to use catch pans, absorbents, etc. as needed to prevent release of oil or chemicals to floors, the land or water.

Authority to Proceed

Before beginning work the Contractor must review the Project Safety Plan with the Xerox Safety Representative.  The Contractor may start work only after satisfying all Project Safety plan requirements.  

Working safely is a condition of your company's contract with Xerox and it is your responsibility to maintain a safe work environment and protect yourself and all others working around you.  

If you have any questions or concerns about this material you can call a Xerox Safety Representative at 422-9903.

Definitions

Competent Person - 
One who is capable of identifying existing and potential hazards in the surroundings or working conditions which are unsanitary, hazardous, or dangerous to employees, and who has authorization to take prompt corrective measures to eliminate them.

Confined Space - An area where hazardous air contaminants are likely to be present, and/or from which normal walking exit may be difficult.  Examples of a confined space include tanks, vessels, pits, wells, ductwork, manholes, sewers, excavations, etc.

Confined Space Entry Permit - A permit issued by the Contractor and required before a confined space such as a tank, pit, or excavation may be entered.

Contract Administrator - A Xerox employee assigned to monitor the progress of the contract person and act as the primary Xerox contact with the contractor.

Contractor - Anyone who does work involving construction, installation, repair, or similar services under a contract for Xerox.

Contractor’s Safety Program - The contractor’s written document(s) regarding safety for its operations and employees.  The document(s) will describe the elements of the safety program administered within the contractor’s organization, how the safety program is implemented, and who is responsible for the correct functioning of each element of the safety program.

Emergency Preparedness Plan - The operating procedures of the specific Xerox site(s) and building(s) provided to the contractor and contractor employees by Xerox Safety detailing how to respond to and seek help for health emergencies, situations requiring building evacuations, or other emergency measures.

Fire Watch – A person whose primary responsibility is to watch for a fire during and immediately following welding, cutting or grinding operations, and to respond appropriately if a fire should occur.  A fire watch is required whenever there are appreciable combustible materials more than 35 feet away, but sparks may easily ignite them.

Hot Work Permit - A permit issued by the Xerox Fire Marshall before work involving flames, hot surfaces, electrical arc, or spark-producing equipment is started.

Material Safety Data Sheet - A document detailing the hazards associated with a material and information regarding how to handle it safely.

Project Safety Plan - Required from contractor for each project and should include details of the work to be done, the method by which it will be done, who will do it, the hazards associated with the work or the area, and the hazard controls.  The plan should also include a project responsibility breakdown, telephone call-in lists, and emergency service names, locations, and telephone numbers.

Safe Work Permit - A permit required before certain types of work can begin.  A permit is issued by the Xerox Safety Representative, or in some cases, by the Xerox Fire Marshall.

Safety Orientation - A meeting conducted by the Xerox Safety Representative which all contractor’s employees are required to attend before working at a Xerox site, and every two years thereafter for renewal.

Wallet Card - An identification card issued to contractor’s employees who attend the Xerox Safety Orientation and achieve 100 percent accuracy on the written examination.

Xerox Fire Marshall - The Xerox employee responsible for fire safety and fire emergency response on site.

Xerox Safety Representative - The Xerox employee responsible for reviewing the contractor’s Project Safety Plan, the scope of the job, and inspecting the job site before work begins and while work is being done.

Limits:


The allowable noise limit is 85dB(A) as an 8-hour time weighted average.


The Xerox limit is 0.4 mg/M3 (8-hour time weighted average) of respirable dust and 2.5 mg/M3 (8-hour time weighted average) of non-respirable dust.

TELEPHONE NUMBERS

Safety Contacts:

Emergency (123)  (585) 422-1230

Construction Safety Support: (585) 231-8482 ***
Safety – Administrative Assistant: (585) 422-9903

Security: (585) 422-2122

Medical Services: (585) 422-2155

Environmental Management Operations: (585) 422-3831

Contractor Administration: (585) 422-8536

***
Can be paged through Security
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