Xerox Project Safety Plan Guide
This is a guideline to be used when creating your Project Safety Plan

It is Xerox policy that a Project Safety Plan (PSP) be completed by all contractors and subcontractors for all projects.   It should be submitted to Xerox Safety and the designated Xerox Project Manager for review a minimum of 7 (Seven) days before the project begins.  This will allow time for review, questions / answers, and final completion and acceptance of the document.   Exceptions to this timeline will be handled on an individual basis.

An individual from your company must be designated and available to answer questions about - or make changes to this plan - as requested by Xerox Safety.   Work on any project shall NOT begin until the Project Manager and contractor/ subcontractor have received an approved PSP from Xerox Safety.  A copy of the completed PSP must be posted and maintained at the job site for review by all site personnel.

Definition: 

A Project Safety Plan (PSP) is a supplement to the contractor’s/ subcontractor’s  (i.e. you – the employer’s) Company Safety Program.  It identifies all known and potential hazards during each phase of the project, and provides a reasonable or accepted method to deal with each hazard. The Project Safety Plan must clearly define responsibilities for contractor employees, employees of their subcontractors, and all other personnel involved on-site with the project.

Employee safety is he responsibility of the contractors/ subcontractors (employers).  Xerox’s provision of guidelines and Xerox’s approval of any Project Safety Plan does not relieve any contractor/ subcontractor of this responsibility.

Process:

Enter the appropriate information to the right of each field on the form below.  The information needed has been described here below on the guidance document.  It is your responsibility to read each heading and address each area clearly.  If an item does not pertain to the project, do not ignore it, but state in the plan that it does not apply (N/A).  

Before a project starts, each contractor/ subcontractor must have either an approved Project Safety Plan or a formal written agreement with the Project Manager (PM), Xerox Safety, and the local Operations Safety Person that one is not needed.  It is the contractor’s/ subcontractor’s responsibility to review this Project Safety Plan with their workers and any other affected personnel at the site before they begin work.  Any changes in operations noted, the schedule, chemicals or materials in use, or equipment, may require the submission of a revised plan for approval.  

General Contractors and others utilizing subcontractors should include the names of, and a description of, the work to be performed by each subcontractor working on their project. 

Thank You.

Please delete this page when sending your plan. 
If you have any questions contact the Xerox Construction Safety representative at 585.231.8482

Project Safety Plan

Your Company Name (replace this)
Location of Work 

(Note building - include building #, area, column number if possible)

Xerox Work Order No. (If available)
	
	Contact
	Daytime Phone
	Cellular Phone
	Pager
	Fax

	Emergency
	123
	123
	(585) 422-1230
	N/A
	N/A

	Xerox Security
	422-2122
	422-2122
	N/A
	N/A
	N/A

	General Contractor
	
	
	
	
	

	General Contractor’s Project Mgr.
	
	
	
	
	

	General Contractor’s Safety Rep.
	
	
	
	
	

	
	
	
	
	
	

	Subcontractor
	
	
	
	
	

	Subcontractor Project Manager
	
	
	
	
	

	Subcontractor Job Superintendent
	
	
	
	
	

	Subcontractor Foreman
	
	
	
	
	

	
	
	
	
	
	

	Xerox Project Safety Rep.
	
	(585) 231-8482
	
	
	

	
	
	
	
	
	

	Subcontractor
	
	
	
	
	

	Subcontractor
	
	
	
	
	

	Subcontractor
	
	
	
	
	

	Subcontractor
	
	
	
	
	


	· Project Description
	

	Provide a detailed description of the work to be performed by your company.
	What is the project goal, or what work is your company doing as part of the overall project?

	Provide a schedule of the work to be performed.
	Approximately what dates will you be working on the Xerox site?

	· Safety Training
	

	Have all site employees completed the 10-hour OSHA Construction Safety training course?
	This is a requirement before starting work here at Xerox

	Have all employees completed the Xerox Contractor Safety Orientation within the last two years?
	This is a requirement before starting work here at Xerox

	Are there any other type(s) of special training required for this project?
	Do you need training for any special equipment or procedures you will be involved in, e.g. Confined space entry, powder actuated tools, earthmoving or material handling equipment, laser devices, explosives handling, specialized chemicals or coatings and their application, portable fire extinguishers etc.)  If you are going to work in Bldg. 213 or 224, the building safety representative - or in bldg. 300 the property manager - requires a brief orientation before starting work

	· Emergency Procedures
	

	Explain how medical emergencies will be responded to.
	You should dial 123 from any internal Xerox Telephone or (585) 422-1230 from any outside phone, and follow instructions given.  Do you carry 1st aid kits, and are your personnel trained to use them?

	Explain how fire emergencies will be responded to.
	You should dial 123 from any internal Xerox Telephone or (585) 422-1230 from any outside phone and follow instructions given.  Where will you evacuate to if necessary? Do you carry fire extinguishers, and are your personnel trained to use them?

	Describe site evacuation plans for your company personnel.
	Have you discussed and designated an outdoor assembly point 100’ away from the building where you and your crew should gather?  Where is this location and who will take head count?

	Describe the location of safe zone areas for this project?
	You should locate the building safe zone map where you are working and review it with the crew on site before starting work

	Are safe zone areas known and communicated to workers?
	You should review the building safe zone location for the building(s) you are working in (on) with your on-site personnel before starting work

	Explain your procedure for responding to chemical spills or releases.
	You should dial 123 from any internal Xerox Telephone or (585) 422-1230 from any outside phone and follow instructions given.  Where will you evacuate to if necessary? Do you carry spill containment materials if necessary for your work and are you trained in spill response?

	What procedure will your company follow in the event of property and / or equipment damage?
	Who do you contact from Xerox, project management, your company, and your insurance company?  Review this with the project manager.

	· Impact on Xerox Operations
	

	Will the project activities affect Xerox operations in any way?
	Will they affect normal daily operations or processes and how?

	If so, what control measures will be used to minimize the effect on, or disruption to, Xerox operations?
	What plans have you made to help prevent or minimize disruptions

	What communications will be made to Xerox operations and personnel?
	What information about the project will you share and how often

	Who will make these communications?
	Who will be your contact for project related questions, progress, or information with Xerox operations and personnel

	Will the project activities affect traffic and pedestrians?
	Will normal work areas, aisles, travel paths, walkways, roadways, sidewalks, or travel lanes be affected

	What control measures will be used to minimize the effect on traffic and pedestrians, and to ensure the safety of Xerox personnel?
	What plans have you made to help prevent or minimize disruptions in regular personnel activities?

	· Work Site Access
	

	How will your employees/ subcontractor employees access the work area?
	Which building entrance, gate, door, or what entrance has been designated by the Project Manager

	· Material Usage and Storage
	

	What material(s) will be brought on site during the project?
	What physical or chemical materials or items will you be bringing onto the site in order to perform the work you have been contracted for

	How will the material(s) be used?
	What are you building, constructing, modifying, coating, wiring, forming, etc.

	How and where will the material(s) be stored on site?
	Where will they be placed and contained or stored or protected from the elements, etc.

	List and describe any hazardous material(s) that will be present.
	What potentially hazardous materials or chemicals or chemical compounds are you bringing on site to use for the job you are doing?  These could be paints, coatings, sealers, fluxes, fuels, surface preparations, chemical welding agents, solvents, acids, etching materials, sprays, etc.

	How will these hazardous materials and their wastes or by-products be disposed of once the job has been completed?
	How will you handle disposal of these materials or the wastes you generate?

	What Material Safety Data Sheets will be on site?  (Include a copy of all MSDS’s used specifically for this project)
	MSDS’s for ALL materials must be provided to the Xerox Safety for review and must be available at the site



	· Project Hazards
	

	Describe the potential hazards that you anticipate your employees/ subcontractor employees will encounter or be exposed to during this project (Based on your evaluation of the work you are performing).
	OSHA CFR 1926.10 (Construction) states” no contractor or subcontractor contracting for any part of the contract work shall require any laborer or mechanic employed in the performance of the contract to work in surroundings or under working conditions which are unsanitary, hazardous, or dangerous to his health or safety, as determined under construction safety and health standards promulgated by the Secretary by regulation”.  These are the minimum standards that apply to our site.  Other federal and state regulations may also apply.

Based on your past project experience, what hazards do you anticipate or are you planning for in the course of your work in the preparation of this safety plan?  Take into consideration that this plan may have to be amended or changed based on changes in work as the project progresses.  

(Examples of hazards may include, fall, eye, burn, fire, chemical or hazardous material exposure, crush, laceration, abrasion, high noise, struck by, amputation, cave-in or engulfment, explosion, shock or electrocution, hazardous energy of all types, etc.)

	What control measures will be used to minimize these hazards?
	How will you control the above hazards?

	What powered equipment will be used during this project?
	What type of vehicles or gas / diesel / propane / electrical powered equipment

	Will internal combustion engines be used during this project?
	Such as compressors, gas powered fork truck

	What equipment will need to be locked out?
	What equipment or system will fall under the requirements of the Lock Out / Tag Out standard?

	Will any confined spaces be entered?  Where?
	Any permit required spaces and where are they?

	Have the entrant(s), attendant(s), and supervisor(s) completed confined space training? 
	Is everyone trained per OSHA requirements and do you have records and evidence of training?

	Will a crane of any type be used?
	Yes or No

	Who will supply the crane?
	Which crane service?

	Who will assure that all requirements for a safe crane lift are followed?
	Who is responsible to assure that all riggings and hardware are inspected, load calculations proper, tag lines in use, the crane doesn’t lift any load over an occupied area, crane is inspected, operator is licensed, etc.?

	Will environmental measurements be required and taken?
	These can be either work area measurements for air contaminants your personnel may be exposed to - or soil and water samples and measurements for ground or water contamination if applicable.  Discuss with your safety personnel or Xerox Environmental Management operations depending on the location of and nature of the project you are working on

	Who will take the environmental measurements?
	Who will take care of this requirement?

	· Permit requirements
	

	Will a hot work permit be need for this job?  
	Based on project fire protection requirements above, if applicable

	Will a safe work permit be needed for this job?  If so, for what reason?
	Safe work permits may be needed for any special equipment or procedures you will be involved in, e.g. Confined space entry, powder actuated tools, Gasoline powered equipment laser devices, use of specialized or highly toxic / dangerous chemicals, explosives, etc.  Check with the construction manager

	Will a confined space entry permit be needed for this job?  
	Based on project hazards requirements above, if applicable

	· Personal Protective Equipment
	

	Will ANSI Z87.1 safety glasses be used?
	Yes – this a requirement at Xerox

	Will hard hats be required?
	This is a requirement for all construction projects where overhead work, work from elevated platforms, or where objects falling from above may be present

	What type of safety footwear will be used?
	Steel toe, compression resistant toe, steel or puncture resistant shank, chemical resistant footwear, etc.?

	Will respirators be needed (if yes, Include mfg. model etc.)?
	Are all of your personnel qualified to use the type of respirator in use, do you have evidence of training and of physicals, what is your cartridge change-out schedule, who is your “qualified person” to implement the program on-site and make all determinations as to type in use, change schedule, etc.?

	Will hearing protection be used?  What type 
	Ear plugs or muffs

	Will any other type of personal protective equipment  (PPE) be used? Please describe based on potential hazards.
	E.g., face shields, chemical or impact goggles, chaps, cut-resistant gloves and sleeves, anti-vibration gloves, chemical resistant gloves

	· Fall Protection
	

	Will elevated work ( 6ft. be performed?  
	

	What type(s) of equipment will be used for this work?
	Scissors lifts, ladders, articulating arm lifts, Genie lifts, etc.

	Will scaffolding be erected?  (What type / How high?)
	Baker, crab, standard form scaffolds, picks, etc.

	Who will be the competent person for scaffolding if used?
	Who from your company will be the competent person as defined under OSHA?

	What type(s) of fall protection or PFAS will be used?
	Xerox requires fall protection ( 6 feet; what will your personnel use?

	· Fire Protection
	

	Will hot work of any type (welding, torch cutting, soldering, grinding, etc.) be performed? 
	What will your work require, if applicable?

	What type(s) of fire protection will be used?
	E.g., Barriers, fire blankets, fire-resistant panels, wetting/ cooling of area, 

	Who will make certain combustible materials are cleared or protected? 
	Who has this responsibility for your crew?  Who will communicate with the Xerox Fire Marshal?

	Will the hot work require the use of a fire watch?
	TBD in discussion with the Xerox Fire Marshal

	· Control of Hazardous Energy (Lockout / Tagout)
	

	What type(s) of hazardous energy may be present
	Electrical, pneumatic, hydraulic, chemical, thermal, kinetic, stored, mechanical (positional), etc.

	What type(s) of electrical protection will be used?
	How will you comply with requirements of NFPA 70E if applicable and for the general site work being done?

	What precautions will be taken to prevent exposure to, or the unwanted release of, any other hazardous energy?
	LO / TO is expected.  What else may be required or will you do?

	· Excavations
	

	Will the project involve an excavation/ trench or drilling into the earth?
	Will any removal of soil or other project work create an opening in the ground?

	Who is responsible for verifying that all utility stakeouts are completed before starting any excavation/ drilling?  
	Who has this responsibility for the project and/ or for your crew before work begins?

	Will anyone have to enter the excavation?
	Which personnel or trade(s) if applicable?

	Who will be the competent person for the excavation?
	Who from your company will be the competent person as defined under OSHA?

	What type of shoring (or cave-in protection) will be used?
	What engineered system, sloping ratio, spoil pile placement, or trench box system will you use, if applicable?

	· Housekeeping
	

	Who is responsible for housekeeping?
	Who on your crew will assure minimum daily / weekly area clean up?

	What cleaning methods will be used and how often?
	Vacuum, broom, water wash – what will the project manage require?

	How will site cleanliness be measured and approved?
	Who will do the daily / weekly walk-through and determine that everything is left in an acceptable condition – what are the basic cleaning criteria established by the Project Manager?

	· Inspections
	

	What inspections will be made during the course of the project?
	Your company should have a program for site safety, housekeeping, and quality of work inspections on a regular basis (weekly is recommended) and however else is required by the Project Manager

	Who will conduct these inspections?
	Who from - or representing your company, or what group

	Will records of site inspections be kept?  Where?
	Xerox recommends weekly site safety & housekeeping inspections, with records kept by your company and the Project Manager during the job

	· Break Areas
	

	What restroom facilities will employees use?
	Where are the designated lavatory facilities for your work area?

	Where will the site smoking areas be located?
	Where is the designated Site smoking area, or other Xerox designated smoking area?

	· Weather Conditions
	

	Describe any special requirements for weather conditions (high winds, rain, temperature extremes, etc.).
	Is any part of your work weather dependent where personnel, project work, or equipment may be at risk?


Name of Person Completing this form: 









Telephone / Cell phone number: 











E-mail address:













If you have any questions on completing this Project Safety Plan or need assistance please contact the Xerox Construction Safety Representative at (585) 231- 8482
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