ALBUQUERQUE HOUSING AUTHORITY

Empowering people in our community through affordable housing and self-sufficiency opportunities

AHA Policy

AHA Policies are in place to ensure accuracy, transparency, and accountability for all AHA programs and ATTA employees. AHA staff strives to deliver services
with honesty, integrity and goodwill. All policies are written under the guidelines of all Federal HUD polices, regulations, and training.

Policy: SAFETY POLICY

Description: Maintain a safe and healthy workplace
Date: August 19, 2014

Purpose

The Board of Housing Commissioners of the Albuquerque Housing Authority (AHA), recognizing the
importance of the safety and good health of the public and the employees that serve them, approved the
Safety Policy, with the understanding that it is the responsibility of the Executive Director, managers,
supervisors and staff to comply with established AHA safety rules and that such rules are cartied out in
accordance with applicable city, state and Federal safety and health regulations.

Responsibilities

Executive Director

It is the responsibility of the Executive Director to have written safety rules, take the necessary steps for
implementation of the procedures, and ensure these practices are followed. The Executive Director will
appoint a Safety Coordinator for the overall planning and coordination of the safety program.

Department Manager

The Department Manager is responsible for fulfillment of departmental objectives and the health and
welfare of each employee in the department. In the adopted safety policy, the highest priority has been
placed on employee safety, which is the responsibility of the respective administrator.

Supervisors

Supervisors are responsible for thoroughly training their personnel in the safe practices to be observed in
their work situations. They will consistently enforce safety standards and requirements. Supervisors will act
positively to eliminate any potential hazards within the activities under their jurisdiction and will set the
example of good safety practice. Safety records shall be measured along with other phases of supervisor
performance. The principle duties of supervisors in discharging responsibilities for safety are to enforce all
safety rules, promptly report injuries, conduct investigations, take steps to prevent recurrence, provide
employees with safety instructions, regularly perform safety checks, inspect for unsafe practices, provide
employees with personal protective equipment, and provide employees with training and support.
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Safety Coordinator

The Safety Coordinator is responsible for the overall planning and coordinadon of the safety program and
training. The Safety Coordinator will receive and investigate accident reports. Other responsibilities will
include investigating reports of unsafe practices or conditions; recommending changes or corrections to
staff and supervisors; conducting or coordinating safety inspections; holding safety meetings; and leading
the safety committee. The Safety Coordinator will provide regular reports to the Executive Director.

Safety Committee

AHA will hold regular Safety Committee meetings to ensure compliance with all items in this policy and the
rules. The Safety Committee will be lead by a designated Safety Coordinator. The Safety Committee will
include a representative from each department and consist of the following:

1. A review of any unsafe work practice reports and the corrective action taken.
2. A review of any safety training courses taken by staff members.
3. The subjects discussed and those in attendance shall be documented.

The report from the Safety Committee will be submitted to the Deputy Director and Executive Director.

Employee

Each employee here at AHA is expected to place safe work practices and identification of unsafe conditions
as the highest priority while he or she is performing other daily tasks. Each employee is responsible to
follow the AHA safety rules and guidelines as dictated by the work task, including: requesting and using
safety equipment as needed; wearing personal protective equipment as applicable; attending all scheduled
safety training classes; driving defensively and complying with all traffic laws. Employees must report or
correct unsafe conditions when observed.

Policy

The Albuquerque Housing Authority (AHA) has a sincere concern for the safety and welfare of its
employees, and the public it serves. It acknowledges its obligation as an employer to provide safe working
conditions for employees and to provide a safe environment for the public that uses its services. In
accordance with that conviction, AHA will continue to develop and administer an occupational safety

program for the AHA work force.

Every department will be responsible for implementing safety procedures applicable to their specific
operations. The Executive Director will be responsible for guiding the overall safety program. The
Executive Director will not be expected to exceed staff administrative responsibility to perform line
functions that are the regular responsibility of management and supervision. Department managers and
immediate supervisors are responsible for expanding their management and supervisory practices to
incorporate safety principles in all supervisory efforts.
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Department managers and supervisory personnel at all levels within the AHA work force are directed to
make safety a matter of continuing concern, equal in importance to all other operational considerations.
They are expected to cooperate with and assist the Executive Director and/or his or her designee (the
Safety Coordinator) to implement safety procedures, and to develop and administer an effective safety
program. Their responsibility encompasses the adoption of work standards designed to attain a work
environment free of potential hazards or procedures that may produce injuries or damage property. To
reach that goal, management and supervisory personnel must:

1. Provide informed leadership and adequate supervision of the AHA work force.

2. Provide adequate job training and continuing safety instruction to all employees.
3. Develop reasonable, practical and safe job procedures for AHA operations and enforce them.
4. Secure prompt and adequate medical care to minimize the severity of injuries and safeguard the

physical and mental welfare of employees.

5. Continuously review practices and conditions of the work environment to seek improvement.

All staff members are charged with individual responsibility for cooperation with and support of safety
program objectives. All employees are expected, as a condition of employment, to adopt the concept that
the safe way to perform a task is the most efficient and the only acceptable way to perform it.

Safety records shall be measured along with all other phases of supervisor and employee performance. Itis
essential that all safety records be complete, accurate and fully reported. All safety records will be stored in

the office of the Director of Human Resources.

AHA will make every reasonable effort to provide and maintain a safe and healthy workplace by providing
safe equipment and proper materials with which to work with, and to establish and enforce safe work

practices at all tines.

Special Equipment

Special equipment such as tractors, aerial lifts, skid steer loaders or any units which have special optional
equipment (dump trucks) should only be operated by drivers who have special training and certification in
the use of the equipment.

Safety Equipment

It is the intent of AHA to provide all safety equipment including Personal Protection Equipment (PPE)
required to safely complete all work assignments. Itis the employee’s responsibility to use safety equipment
that is readily available and to request equipment if not readily available. Failure to use available and/or
required safety equipment may result in disciplinary action, up to and including termination of employment.
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Training

FEach Manager with the assistance of the Safety Coordinator is responsible for providing training that insures
that employees understand the safety policy and rules. The Safety Coordinator will hold regular safety
meetings with maintenance staff, and other staff as needed. The Safety Coordinator will meet periodically
with the managers to provide information and training. Meetings, newsletters, and other forms of
correspondence will be used to communicate safety information for all employees.

Accident Reporting

In the event of an accident or injury to an AHA employee, injury to a citizen by AHA operations, or damage
to property related to AHA operations, the Supervisor or Department Manager must be notified
immediately. Rapid notification is vital to the proper management of the incident.

The Supervisor or Department Manager is responsible for collecting information so that proper case
management can take place. Accident reports will be provided to the Safety Coordinator and the Director

of Human Resources.

AHA certifies that use and implementation this AHA Safety Policy was approved by adoption of a policy
Resolution by the AHA Board of Housing Commissioners.
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