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“Safety Is Everyone’s Responsibility”
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Bentley University Safety Policy

Bentley University is committed to protecting the integrity of the university’s human, physical environmental and financial resources.  However, it is everyone’s responsibility to adhere to all site-specific safety and health plans in conformance with the provisions of the guidelines and standards set forth under the Williams-Steiger Occupational Safety and Health Act of 1970, as amended, EPA and DEP regulations and any other federal, state and local safety, environmental and health standards as they apply.
In addition, everyone at Bentley University is expected to:

· Maintain a workplace free from recognized hazards which are likely to cause death, injury or illness.
· Comply with Federal (OSHA & EPA), State (DOLWD & DEP) and Local laws and regulations set forth pertaining to Environmental, Fire and general Safety and Health.
· Recognize that Safety and Health issues are accepted as a high-priority concern at Bentley University.
· Hold every staff, faculty, student and employee accountable for attending Safety training as required by applicable OSHA and EPA regulations, and to comply with all Safety policies and procedures as necessary.
· Comply with developed site-specific safety and health plans outlining specific Safety requirements adopted for work at Bentley University.
Important Phone Numbers:
Facilities Management Department


781-891-2436 (Main Number)


781-891-2208 (Work Order Control Center)
Campus Police (Business number)


781-891-2201 (Business number)


781-891-3131 (Emergency number)
Life Safety Services

781-891-2281

Environmental Health & Safety Specialist II


781-891-3448
Fire Safety Officer


781-891-2459

781-795-6163 (C)
Sustainability Manager

781-891-2295
Energy Manager


781-891-2207
Think safety before you work!
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A. Introduction

The main objective of the Bentley University “EHS Walkabout Guide” is the prevention of injury.  It is mandatory that you, as staff, faculty, student and employee, read and follow the contents of this pamphlet as well as comply with all federal, state, local, and Bentley University safety and health code requirements.

This pamphlet is intended to protect Bentley University staff, faculty, students, employees and the general public from the hazards created by any day to day activities on campus as well as any construction and maintenance activities as it relates to the surrounding environment.
B.  General Safety Requirements

· No food or drinks should be consumed near chemicals or while using chemicals.

· No refrigerators, coffee pots, microwaves, toasters, toaster ovens, light bulbs, ceiling tiles, windows, window grates or furniture should be stored in storage spaces.

· Only Bentley Authorized furniture/equipment should be used for maintenance/service of equipment.

· Is the area free of clutter?
· Is equipment free and clear of debris, equipment or other items that might obstruct inspection, service, repair or replacement of equipment or lead to a fire?
· If additional lighting is required, let your manager know.  Turn off all lights before you leave.
· Are chairs and other furniture in good condition?
· Is there ready access to a suitable step stool, stepladder, or similar device in areas where items are stored or placed overhead?  Has safety training been conducted on the proper use of ladders?
· Does the elevator have a current inspection date?
· Are all compressed gas cylinders that may be in your area secured from falling over?
C.  General Office Conditions / Housekeeping Requirements
· Is lighting adequate in all areas?

· Is the ventilation adequate?

· Are food vending areas clean?

· Are kitchen/cafeteria areas clean?
· Are drawers kept closed at all times when not actually in use?
· Is excess paper stored in file cabinets, sent off site for archiving, recycled or shredded?
· Are State and Federal Posters in place?

· Are aisles, doors, fire extinguishers, eyewash stations, stairways, and other emergency-type equipment clear, operational, free of obstructions and readily accessible at all times?
· Is general housekeeping maintained?  (Look for trash, rodents, large amounts of materials stacked up, crumbs, clean surfaces).

· Is the work area kept as clean as possible with no restrictions to egress out of the building?
· Is combustible scrap material (wood, paper, cardboard, loose stock, etc.) accumulating inside a storage room removed daily?
· Are all excess materials, loose stock, scrap, paints, cleaning compounds and chemicals removed from the Bentley University campus, recycled or sent to hazardous waste?
· Is stored material piled, stacked or racked in a manner to prevent tipping, falling, collapsing, rolling or spreading?

· Are equipment and machines clean and working properly?
· Are floors and work surfaces kept clean and dry?

· Are ceiling tiles free of stains, in place and in good condition?

· Are carpets keep clean and free of any holes, tears, worn spots, visible mold and musty smell?

· Are carpets and floor mats well secured to the floor and not curled, worn or frayed?
· Are all walkways, stairways and aisle ways free of obstructions?

· Are partitions walls maintained and cleaned?

· Are all fabric surfaces cleaned on a periodic schedule?

· Are air registers and vents clean?
D.  Hallways, Stairs and Exit Paths
· Are exits, aisles, corridors and hallways kept clear of obstructions and allow easy evacuation of the building?
· Is carpeting secure to the floor, unfrayed, free from tripping hazards and generally in good condition?
· Are hard floor surfaces secure and free of tripping and slipping hazards?
· Are all wet floors marked with "CAUTION, WET FLOOR" (or similar) signs?  Some mop buckets also have the “Caution, Wet Floor” sign on them.

· Are all EXIT signs illuminated?
· Are all fire doors closed securely and latched properly at all times or have an electronic release device?
· Are exits readily accessible at all times?  (No storage in front of exits, if there is storage then a clear 36” or < aisleway is provided to get to the exit.)

· Does every identified exit lead directly outside or to a walkway, refuge area, public way or open space with access to the outside?

· Are all identified exits unlocked?

· Are designated exits provided with illuminated exit signs with the word “EXIT” (an exit sign will have lettering at least six (6) inches high and 3/4 inches wide)?

· Are doors, passageways or stairways that may be confused as exits and are not exits appropriately marked with the words “Not an Exit,” “Electrical Closet,” “Storage Room,” etc.?
· Are stairwell handrails in good condition and secure to the building structure?

· Are stair treads in good condition?

· Are stairwells completely clear of obstructions and any objects?

· Is there no storage under the stairwells?

· Is the housekeeping in this area adequate?

E.  Ergonomics / Lifting Safely

· Are heavy items placed at waist height and don’t overload the shelving racks?
· Is a two person lift used for heavy items or if the job is too much to handle alone?
· Are proper lifting techniques used?  Do you avoid twisting your body or over-extending your reach?
· Is the weight of the load reduced by opening boxes and only carrying half of the material at one time?
· Are carts and other assist devices used to move heavy items?
· Are your leg muscles used and not your back muscles to move items?
· Have the work stations been ergonomically evaluated?
· Are desks and chairs adjusted properly for the employee?
F.  Storage

· Are boxes not overstuffed and heavy equipment placed so that it doesn’t exceed shelving capacity and easily topple onto someone?
· Are bulky articles stored as close to the floor as possible?
· Are storage units kept away from emergency exits?
· Is temporary or permanent overhead storage of debris, tools and equipment prohibited?  This includes the area above suspended ceiling panels.

· Are stored material piled, stacked or racked in a manner to prevent tipping, falling, collapsing, rolling or spreading?
· In storage areas, are heavier items stored at waist level, with the lightest objects placed on the higher shelves?
· Are boxes and piles located on a firm foundation and properly stacked?
G.  Electrical Safety for Office
· Are power strips, surge protectors and extension cords not “daisy-chained”?  They should not be plugged into each other for additional outlets; they should be plugged directly into the wall.

· No plugging of extension cords into power strips.  Extension cords are also not allowed on Bentley campus.

· Is the use of extension cords prohibited?

· Power strips are to be used only for temporary service which is no more than 90 days.

· Is access to electrical panels clear and not obstructed?  Is a 36 inch clearance around the electrical panel maintained?
· Are electrical cords and plugs in good condition and look safe.  Are there no exposed wiring, cords frayed, cut or deteriorated insulation?
· Are all cord and cable connections intact and secure?
· Are all electrical receptacles and cover plates in good condition?

· Are all small appliances plugged directly into the electrical wall outlet and not into a power strip?
· Are portable heaters in use?  They are prohibited at Bentley.

· Is all equipment properly grounded?
· Are ground fault circuit interrupter (GFCI) protected outlets used near water sources and in wet/damp areas?  GFCI’s are required for all outlets in bathrooms and in kitchens.  Are Ground Fault Circuit interrupters (GFCI) within 6 feet of sinks?
· Are temporary light fixtures guarded to prevent contact?
· Are all electrical switches & circuit breakers “breaker panels” identified/marked?
· Are all electrical cords and plugs in good condition?
· Are all cords out of the way of walking surfaces?
· Are “power taps” used properly?

H.  Personal Protective Equipment (PPE) / Machine Guarding
· Are earplugs and/or earmuffs used while working with/near high noise equipment?
· Are gloves and goggles used while using chemicals?
· Are safety glasses/goggles worn while working on equipment or overhead to avoid dust/debris?
· Are equipment and machines clean and working properly?
· Are machine guards used on all equipment?
· Has the person been trained for use of the table saw/hand tool equipment?
· Has personal protection equipment been provided to all employees needing it?
I.  Hazardous Chemicals / SDS Sheets / Labels
· Are containers of flammable/toxic materials covered while not in use?  Are flammable/combustible/toxic materials, solvents and chemicals stored in a safe manner in accordance with manufacturer recommendations and OSHA regulations?
· Are all chemicals identified and a current, up to date inventory list of chemicals, including household cleaner, used at Bentley submitted to EHS?
· Are safety data sheets (SDSs) available for each hazardous chemical that is produced, imported or used in the workplace?

· Do all chemicals have a proper label?  Are containers of hazardous chemicals marked with product identifier and words, pictures, and symbols that provide specific information about the hazards of the particular chemical?
· Are the labels or other warning forms legible, prominently displayed, and in English?

· When significant new information regarding the hazards of a chemical becomes available, are labels on existing containers of the chemical revised within 6 months of your becoming aware of the information?

· Are outdated, expired or spent chemicals that need to be disposed of brought to the attention of EHS x3448 for proper hazardous waste disposal with an outside hazardous waste vendor?  No chemicals are to be poured down the drain!
· Are chemicals used minimized to the amounts that are required to do the job?  All chemicals shall provide EHS with a Safety Data Sheet for each hazardous substance prior to bringing such materials onto Bentley property.
· EHS reserves the right to reject the use of any material that may impact the health and safety of building occupants.
· Prior to performing work which generates vapors, fumes, dust, (i.e. epoxy, mastics, solvents, etc.) do staff, faculty, students and employees inform EHS/Trades department to determine building occupant and HVAC impact so we can make adjustments to HVAC air intake or modify work schedules to avoid employees being exposed to chemicals?
· Are material spills or chemical entrainment into buildings reported immediately to Campus Police/EHS?

· Has all required personnel received Hazardous Communication training?

· Are Safety Data Sheets available and current?

· Do outside companies supply SDS’s when working in or around the building with chemicals and let EHS know of the work being done?
J.  Slips, Trips and Falls
· Is there careful placement of materials in aisles/walkways to avoid obstructions and maintain a 36 inch clearance?
· Are chemical or general spills cleaned up immediately according to procedures?  Notify EHS x3448 if the chemical spill is large in quantity and can’t be managed and if there is debris from the cleanup.

· Are all walking surfaces free of splinters, nails or other protrusions, which may cause injury?
· Are carpets and floor mats well secured to the floor and not curled, worn or frayed?
· Are work surfaces and floors clean and dry?
· Are walkways, stairways and aisle ways free of obstructions?
· Are all cords are out of the way of walking surfaces?
K.  Fire Safety / Evacuation Drills
· Are sprinkler heads unobstructed (18” clearance)?  Look for any obstructions such as piping, boxes, storage, etc.
· Are sprinkler heads protected against damage by system location or with metal guards?  Heads that are installed on low ceilings should have a guard on them.
· Is there no excess storage of wood, paper and combustibles?
· Does everyone know where proper fire and safety equipment is located?
· Does everyone know where the fire alarm pull stations and fire extinguishers are located?
· Are the fire alarm pull stations clearly marked and unobstructed and accessible?
· Does everyone know the proper reporting procedure if there is a fire?
· Are all containers of powders, liquids and gases labeled as to contents?
· Are flammables stored in flammable storage cabinets?
· Are all areas in compliance with “No Smoking” policies or smoking 15 feet away from the outside of the building?
· Are fire extinguishers mounted to the wall?
· Are portable fire extinguishers visually inspected monthly and serviced annually and marked on the tag?
· Are fire extinguisher locations identified by a sign or other means?

· Are fire extinguishers unobstructed so that no materials are blocking them?
· Is proper fire and safety equipment available?
· Does everyone know the proper reporting procedure if they find a fire?
· If space heaters are used an emergency situation and provided by the Facilities department, are the space heaters Underwriters Listed (UL) or Factory Mutual approved?

· Do the portable electric heaters have at least 3 feet clearance from combustible materials e.g. paper?
· Are all EXITs free of obstructions?

· Are EXIT ways clear and unobstructed?

· Are all EXIT signs lighted?

· Does the emergency lighting operate?

· Is the Evacuation Plan up to date and shared with everyone?

· Are the evacuation routes posted?

· Are all building occupants trained on the Evacuation Plan including activating a fire alarm and fire extinguisher if needed?
· Are all fire doors (stairway doors) kept closed?

· Are emergency numbers posted such as the fire department?

· Are the evacuation / building managers properly trained on evacuation procedures?

· Has there been an evacuation drill in the past 6 months?
· Are advanced instructions on evacuating a burning structure through marked stairways instead of elevators part of the emergency readiness plan.

· Are meeting places for everyone outlined so that building managers/Fire Safety/Resident Life can take headcounts to ensure all of their building occupants have exited the building?
L.  Ladder Safety

· Are all ladders inspected prior to use for defects?  If the ladder is not in good working order, let your manager know.  Mark the defective ladder and take it out of service immediately.

· Has everyone received training on the use of ladders before using one?
M.  Exterior of Building
· Are walkways clear of obstacles that could cause a tripping hazard?

· Are parking lots free of tripping hazards?

· Are walkways, parking lots, and stairs kept free of snow and ice?

· Is parking lot lighting adequate?

N.  Stormwater Pollution Prevention

· Are outside areas kept neat, clean, and orderly?

· Are storm drain inlets labeled “No Dumping, Flows to River?”

· Are garbage cans, waste bins, and dumpsters covered?

· Has the stormwater conveyance system been recently altered?  If yes, does the alteration maintain SWPPP compliance?

· Are stormwater drainage paths clear?  Grates clean?

· Are vehicles or equipment cleaned at this facility?  If yes, is wash water being collected and disposed of properly?

· Are vehicles fueled at this location?  If yes, are fuel tanks locked and/or properly operated?  If yes, are measures taken to protect storm drains from spills?

· Do aboveground tanks (liquid) have secondary containment?

· Are containment structures or surface slabs liquid tight?

· Does this site store hazardous materials such as solvents, pesticides, or acids?  If yes, are containers weathertight or covered?  If yes, are ignitable or reactive wastes stored at least 50 feet from the property line?

· Has the facility had a hazardous waste spill since the last inspection?

O.  Sustainability
Staff, faculty, students and employees must be aware of recycling procedures on campus and are expected to recycle the following:  paper, cardboard, plastic, glass and aluminum.
· Bentley University has a single stream recycling program on campus.  This means that all recyclable materials (except construction and demolition waste) can be put into the same recycling container.  This includes all paper, cardboard, plastic bottles, glass bottles (not broken) and aluminum cans.
· Recycling totes may be requested from Work Order Control (781-891-2208) to handle moderate amounts of recycling.  These totes will be delivered and emptied by the grounds department.

· A recycling dumpster is also available for large amounts of recycling.  There is a large blue recycling dumpster behind the Collins building.

· If there is hazardous material to be recycled, please contact our EHS person:  Christine Powers at cpowers@bentley.edu or (781-891-3448).
· Helium tanks to blow up air balloons can be recycled in our metal recycling dumpster.
P.  Energy Management
· Are all windows closed before you leave the work area and dorm rooms?
· Are A/C units set on low before leaving the work area and dorm rooms?
· Are all lights shut off in the work areas and dorm rooms?
Q.  Contractor Safety
· See contractor safety handbook located in the Life Safety office or by contacting the EHS person:  Christine Powers at cpowers@bentley.edu or (781-891-3448).
Bentley University Staff, Faculty, Students and Employees are urged to:

· Think safety before you work
· Perform safely as you work
· Leave your work area in a clean, safe condition
· Report unsafe conditions to your supervisor
“Safety Is Everyone’s Responsibility”
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