
DOES YOUR BROKER PROVIDE YOU WITH TIMELY UPDATES ON NEW AND REVISED OSHA 
REGULATIONS?

 When regulatory changes affect your business, we’ll make sure you have all the resources 
you need to keep your team informed and compliant.
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remain safe while on the job with our flyers, payroll stuffers and bulletin postings
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Commitment to Safety

 recognizes that employees drive our business. As our most critical resource, employees will be safeguarded through 
training and procedures that foster protection of health and safety. All work conducted by ’s employees will take into 
account the intent of this policy. No duty, no matter what its perceived result, will be deemed more important than 
employee health and safety.

 is firmly committed to the safety of our employees. We are committed to providing a safe working environment and 
will do everything possible to prevent workplace accidents. 

We value our employees not only as employees but also as human beings critical to the success of their families and 
the local community. 

Employees are encouraged to report any unsafe work practices or safety hazards encountered on the job. All 
accidents/incidents (no matter how slight) are to be immediately reported to the supervisor on duty.

A key factor in implementing this policy will be the strict compliance to all applicable federal, state and local policies 
and procedures. Failure to comply with these policies may result in disciplinary actions.

Respecting this,  will make every reasonable effort to provide a safe and healthful workplace that is free from any 
recognized or known potential hazards. Additionally,  subscribes to these principles:

1. All accidents are preventable through implementation of effective safety and health control policies and programs.

2. Safety and health controls are a major part of our work every day.

3. Accident prevention is good business. It minimizes human suffering, promotes better working conditions for 
everyone, holds  in higher regard with customers and increases productivity. This is why  will comply with all 
safety and health regulations which apply to the course and scope of operations.

4. Management is responsible for providing the safest possible workplace for employees. Consequently, management 
of  is committed to allocating and providing all of the resources needed to promote and effectively implement this 
safety policy.

5. Employees are responsible for following safe work practices and company rules, and for preventing accidents and 
injuries. Management will establish lines of communication to solicit and receive comments, information, 
suggestions and assistance from employees where safety and health are concerned.

6. Management and supervisors of  will set an exemplary example with good attitudes and strong commitment to 
safety and health in the workplace. Toward this end, management must monitor company safety and health 
performance along with working conditions to ensure that program objectives are achieved.

7. Our safety program applies to all employees and persons affected or associated in any way with  operations. 
Everyone’s goal must be to constantly improve safety awareness and to prevent accidents and injuries.

Everyone at  must be involved and committed to safety. This must be a team effort. Together, we can prevent 
accidents and injuries. Together, we can keep each other safe and healthy in the workplace.

President Risk Manager
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This policy is merely a guideline. It is not meant to be exhaustive nor be construed as legal advice. It does not address all potential compliance issues 
with federal, state, local OSHA or any other regulatory agency standards. Consult your licensed Commercial Property and Casualty representative at 
TPG Insurance Services or legal counsel to address possible compliance requirements. Design © 2007-2010 Zywave, Inc.
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Prepared by TPG Insurance Services
This drug-free workplace policy is a guideline to reduce substance abuse in the workplace. It may not prevent substance abuse from occurring. It does not address potential compliance issues with 
Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty 
representative at TPG Insurance Services or legal counsel to address possible compliance requirements. © Zywave, 2001, 2013-2014 Inc. All rights reserved.

POLICY

Drug-free Workplace
 

Purpose
 recognizes that employees are our most valuable asset, and the most important contributors to our continued growth and success. We 
are firmly committed to the safety of our employees.  will do everything possible to prevent workplace accidents and is committed to 
providing a safe working environment for all employees.

To further this goal,  has developed a Drug-free Workplace Policy effective . The program will consist of three components: Post-Offer 
Drug/Alcohol Screen, Reasonable Cause Drug/Alcohol Screen and Post-Incident Drug/Alcohol Screen. This policy applies to all 
candidates for employment as well as all current employees. This policy also serves to reinforce the ’s intolerance for illegal drug use 
and working under the influence of alcohol.

Post-Offer Testing  
 believes accident prevention and a safe work environment begin with hiring. As such, all applicants offered employment will be 
required to undergo a Drug/Alcohol Screening. Employment is conditional on the results of the Drug/Alcohol Screen.

Procedure  
Any applicant the Company hires will be directed to the proper clinic, at Company expense, to undergo a Post-Offer Drug/Alcohol 
Screen. The clinic will release the results to the Human Resources Manager, who in turn will notify the candidate of the results.

The test will consist of a breath alcohol test along with a urine analysis test for any non-prescribed illegal substances listed in Exhibit ‘A’ 
below.

Consequence  
In the event the drug test comes back positive, the Medical Review Officer (MRO) will review the report and contact the applicant to 
determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive. The MRO will 
determine if the applicant will be re-tested. If any applicant tests positive with a blood alcohol level exceeding .02 or any non-prescribed 
illegal substance listed in Exhibit ‘A’,  will withdraw their offer of employment. If any applicant refuses to submit to the tests, the offer will 
be withdrawn.

Reasonable Cause
 reserves the right under all applicable laws to test any employee for alcohol and illegal drugs if the employee shows cause. 
Management, supervisors and lead personnel have been trained to identify symptoms of being under the influence of illegal drugs or 
alcohol.

Procedure  
If a supervisor, manager or lead person identifies a problem, they will ask another supervisor/manager/lead person to confirm the 
reasonable cause. Both persons will then individually fill out a Reasonable Suspicion Report. After filling out the report and it is decided 
jointly that reasonable suspicion still exists, the employee will be escorted to a private area where the supervisor/manager/lead person 
will speak to the person confidentially. The employee will be given a chance to explain. If, after the explanation the supervisor/ 
manager/lead person believes the employee is unfit to perform his or her duties and reasonable suspicion for use of illegal drugs or 
alcohol still exists, the employee will be asked to go for a test. They will then be transported by  to our designated testing facility.

The clinic or hospital will perform a breath alcohol test along with a urine analysis for the non-prescribed illegal drugs listed in Exhibit ‘A’ 
below.
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Prepared by TPG Insurance Services
This Return to Work Policy is a guideline. It does not address potential compliance issues with Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to be exhaustive or 
construed as legal advice. Consult your licensed commercial Property and Casualty representative at TPG Insurance Services or legal counsel to address possible compliance requirements. © 2000, 
2013 Zywave, Inc. All rights reserved.

POLICY

Return to Work
 

PURPOSE
This policy is in place to ensure  provides meaningful work activity for employees who are temporarily unable to perform all, or portions, 
of their regular work assignments or duties. This policy applies to employees suffering from either work or non-work related injury or 
illness. The goal is to allow valued company employees to return to productive, regular work as quickly as possible. By providing 
temporary transitional or modified work activity, injured employees remain an active and vital part of the company. Studies show that a 
well-constructed Return to Work Policy reduces lost time days, allows workers to recover more quickly and makes for a more positive 
work environment.

SCOPE
All active employees who become temporarily unable to perform their regular job due to a compensable work related or non-work 
related injury or illness may be eligible for transitory work duties within the provisions of this program. Return to work tasks may be in 
the form of:

- Changed duties within the scope of the employee’s current position

- Other available jobs for which the employee qualifies outside the scope of his or her current position

- An altered schedule of work hours

DEFINITIONS
- Transitional duty is a therapeutic tool used to accelerate injured employees’ return to work by addressing the physical, emotional, 

attitudinal and environmental factors that otherwise inhibit a prompt return to work. These assignments are meant to be temporary 
and may not last longer than 90 days, though  permits multiple 90-day assignments back-to-back if it is medically warranted.

- Alternate duty is a part of ’s Return to Work Policy that is designed as a placement service for individuals who have reached 
maximum  medical improvement and are still unable to perform the essential functions of their pre-injury job. 

APPLICABILITY
Length of Duty

- If work is available that meets the limitations or restrictions set forth by the employee’s attending practitioner, that employee may 
be assigned transitional or modified work for a period not to exceed 90 days. Transitional or light duty is a temporary program, and 
an employee’s eligibility in these reduced assignments will be based strictly on medical documentation and recovery progress.

Daily Application

- An employee’s limitations and restrictions are effective 24 hours a day. Any employee who fails to follow his or her restrictions may 
cause a delay in healing or may further aggravate the condition. Employees who disregard their established restrictions, whether 
they are at work or not, may be subject to disciplinary action up to and including termination.

Qualification

Transitional or modified duty will be available to all employees on a fair and equitable basis with temporary assignments based on skill 
and abilities. Eligibility will be based upon completion of the Return to Work Evaluation Form by the

Location:

Effective Date: 

Revision Number:1
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Alternate Ideas for Return to Work Duties
Manufacturing
Use this chart to find possible transitional job duties for recovering workers. The ideas presented here should be 
adapted to your own situation to help the returning employee be as productive as possible. Always evaluate the 
unique conditions of an employee’s injury when assigning transitional duties.

 Type of Injury

Alternative Duty Options Back Lower 
Extremity

Upper 
Extremity

Cardboard box or product packaging builder Yes Yes Possible
Comparison shopper (are suppliers providing best product/prices, what 
prices/services are competitors offering) Yes Yes Yes

Conduct customer opinion surveys (via telephone) Yes Yes Yes
Designer assistant Yes Yes Possible
Develop safety training schedule, identify and schedule topics/trainers Yes Yes Yes
Foreign language translator (translate policies/practices/posters to other 
common language) Yes Yes No

Label pipes/conduit/breaker boxes Yes Yes Yes
Machine guard inspector/painter Yes Yes Yes
Machine operator that includes light/no-material handling Possible Possible Yes
MSDS book updater/organizer Yes Yes Possible
Paint room attendant Yes Yes Yes
Painter/stenciler (building support posts, curbs/barriers, machine guards, 
floor striping, small signs) Possible Yes Yes

Pallet and high stack rack inspector Yes Yes Yes
Power tool inspector/inventory taker/minor maintenance Yes Yes Possible
Product packaging labeler Yes Yes Yes
Parts runner Possible Possible Yes
Power tool inspector/inventory taker/minor maintenance Yes Yes Possible
Pre-shift prep (arrive prior to shift start, have all tools and equipment out 
and ready to go) Possible Possible Possible

Production assistant Yes Yes Yes
Quality control inspector Yes Yes Yes
Small-parts deburring operator Yes Yes Possible
Superintendent/manager assistant Possible Possible Possible
Tool sharpener or tool and property engraver Possible Yes No
Trade show booth person Possible Possible Possible
Vehicle/equipment washer Possible Possible Possible
Attend vendor-provided specialty or recurring training Yes Yes Yes
Conduct ergonomic assessments Yes Yes Yes

© 2008 Zywave, Inc. All rights reserved.
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Location      State    Dept      Phone      

Employee Name      DOB      Employee #      

Address      City      State     Zip      

SS#      Married  Yes  No Sex  Male  Female

Job Title      Hire Date      

Description of Incident:      

Release of Medical Information: I certify that the above information is true to the best of my knowledge and I 
authorize the release to my employer and workers’ compensation company all records relevant to my disability and my 
claim for disability or workers’ compensation benefits, including but not limited to medical diagnosis, prognosis, 
treatment, and periods of hospitalization. It is understood that the company will use the information to verify my disability 
and determine my eligibility of appropriate benefits. This authorization applies to physicians and other health care 
providers, hospitals, clinics, insurance companies, workers’ compensation carriers, and organizations administering 
benefit programs.  This authorization will remain in effect throughout my claim for workers’ compensation benefits. I 
understand that I have the right to revoke this authorization in writing. A photocopy of this authorization will be as valid 
as the original.

Employee Signature:      Date:      

Incident Details
Date of Incident      Time of Incident       AM  PM Date Reported       
Incident Location (area)      On Employer Premise Yes  No
Witness(es)      
Employee lost time to injury  Yes  No                 First Aid Given  Yes  No
Date Worker Left Work      Time Worker Left Work      Date Worker Returned      
Medical Facility      Doctor      
Follow Up Appointment Scheduled       Yes  No
Time Off Authorized by Physician  Yes  No If Yes, How Many Days      
Treatment Given  Prescription  Irrigation  Sutures  Tetanus Shot

 Brace  Cast  Remove Foreign  None
 Ace Bandage  Other:

REPORT OF INJURY OR ILLNESS
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Provided by TPG Insurance Services

This Risk Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. 
© 2010-2011 Zywave, Inc. All rights reserved.

Total cost of risk is an insurance term 
describing the cost of both pure and 
speculative risk. Additionally, it is 
synonymous with price – the price of 
your risk management program.

Managing Your Total Cost of Risk
As a manufacturer, how do you quantify your true cost of 
risk? For example, if you are faced with a recall, how do 
you calculate your loss of reputation or market share? It 
is difficult, at best, to quantify this scenario. In contrast, 
other components of your cost of risk are easily 
identified, such as insurance premiums, or lost 
production costs caused by downtime of a custom piece 
of machinery. 

Total cost of risk is an insurance term describing the cost 
of both pure and speculative risk. It is synonymous with 
price — the price of your risk management program. We 
take a total cost of risk approach to positively affect your 
price by protecting the following four main asset 
categories: 

1. Organization

2. Personnel

3. Property 

4. Net income

The structure of your risk management program looks to 
help decrease your total cost of risk. To reach that goal, 
we help you:

 Analyze your exposures

 Implement control measures to those exposures

 Determine risk transfer or financing options

 Manage current and future exposures

Identification of Exposures
As part of our risk management interview process, we 
look to confirm that your risk management approach 
supports your overall business objectives and plans for 
your company’s future. How would your income or cash 
flow be affected if there were unforeseen depletions of 
capital or a shutdown in the plant? Discussing the 
qualitative aspects of your business provides the 
important details needed to solidify a plan to help your 
business succeed, even if the worst happened. Risks can 
be both qualitative and quantitative. Analyses into both 
offer the foundation for developing forward-thinking 
approaches to those exposures.

What is your viewpoint on risk? Is your company risk-
averse? Is it in a financial position to take on more risk 
versus transferring that risk to another party or 
contractually to a carrier? To help determine your risk 
aversion, it helps to assess your company history. For 
example, if you are a start-up company, cash flow and 
funds are typically tight, so you are more likely to be 
adverse to risk to protect the financial viability of your 
start-up organization. Conversely, if your company has a 
20-plus year history, there are also risks, including 

This is a sample document provided by TPG Insurance Services
15



From your safety partners at TPG Insurance Services

Toolbox Talks for 

This Safety Matters flyer is for general 
informational purposes only, and is not intended as 
medical or legal advice. © 2008, 2010, 2014 
Zywave, Inc. All rights reserved.

Welding and Cutting Safety
Welding and cutting tasks are dangerous, 
even for the most experienced worker. To 
avoid injuries on the job, consider these 
safety recommendations:

 Always check for fire hazards before 
you start welding. Wood, paper and 
other flammable materials should be 
removed from the area. Flammable 
liquids should be removed as well.

 Clean wood floors before welding over 
them. Then, cover them with metal or 
some other material that will not burn. It 
may also be a good idea to wet the 
floor, though this can cause an added 
shock hazard. Guard against these 
hazards as necessary. 

 Seal cracks so that sparks or slag 
cannot fall through them, and never 
allow these hot materials to fall into 
machine pits. 

 Shield open doorways, broken windows 
and similar openings with an asbestos 
curtain. Hot slag may roll along a floor, 
so be sure the curtain is in contact with 
the floor.

 If you must weld near combustible 
materials, a fire extinguisher, pail of 
water, fire hose or a pail of sand should 
be at hand. It may be necessary to have 
a worker stand by with a fire 
extinguisher to put out sparks as well.

 If you are welding or cutting a tank or 
drum containing flammable liquids or 
gas, do not start your operation until an 

approved test shows that there is no 
dangerous vapor present. Do not rely on 
another employee’s word that the tank 
or drum was tested previously; insist on 
a new test before you start your work.

 Make sure your work area is properly 
ventilated. Many of these operations 
produce fumes that are harmful in heavy 
concentrations, and good ventilation is 
one of the best methods of protecting 
yourself against this. Utilize special 
ventilating equipment if necessary. 

 Wear face and eye protection such as 
goggles and a helmet to protect against 
hazards. Welders working with metal, 
chipping and cleaning should always 
have their helmets lowered to prevent 
throw particles of metal from coming into 
the eyes. Eye protection, such as 
goggles, are worn to protect against 
sparks, slag and molten metal, and flash 
burns caused by radiation from the 
welding equipment. 

Your Commitment to Safety
Make safety a top priority as you weld and 
cut. Taking these precautions will lower your 
risk of occupational injuries, which will make 
your job much more safe and enjoyable.
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welding and 
cutting in the 
workplace—this 
will help ensure 
that you and 
your co-workers 
remain safe and 
healthy.



Be safe and healthy on the job at  
with these helpful tips provided 
by TPG Insurance Services.

“To ensure that you 
and your fellow 
employees will be safe 
in the event of an 
emergency, always 
have the appropriate 
fire extinguishing 
equipment ready.”
This flyer is for informational purposes only and is not 
intended as medical or legal advice.

© 2008-2010, 2018 Zywave, Inc. All rights reserved.

.

Essential Fire Prevention Tips 
Welding, cutting and brazing hazards

Fire hazards are a danger for workers in 
many industries, but especially for those 
doing welding, cutting and brazing in the 
oil and gas industry. These tasks present 
unique and serious safety hazards for 
workers. 

Burn and Fire Prevention

To reduce your risk of fire or burn 
injuries while on the job, consider these 
safety recommendations:

• Inspect the work area to ensure that 
all fuel and ignition sources are 
isolated by shielding, clearing the 
area, lockout/tagout or soaking 
flammable materials in water.

• Wear personal protective 
equipment (PPE), such as a face 
shield, leather welder’s vest and 
gauntlet gloves. Wear cotton or 
denim clothing only.

• Wear UV shielding equipment for 
arc welding, when appropriate.

• Inspect welding and cutting 
equipment before use.

• Leak test gas torches, gauges and 
hoses.

• Ensure that there is adequate fire 

protection equipment in place in 
case of an emergency.

• Ensure that there is adequate 
ventilation to remove toxic welding 
and cutting fumes.

Special Hazards

There are several specific respiratory 
hazards present when doing welding and 
cutting work. 
• An accumulation of toxic gases that 

exist within a confined space.

• A hazardous atmosphere that exists 
in oxygen-deficient areas (when the 
atmospheric concentration is less 
than 19.5 percent) and oxygen-
enriched areas (when the 
atmospheric concentration is more 
than 23.5 percent).

To combat the hazards:
• Ventilate toxic fumes mechanically 

when entering a confined space, 
such as inside of a mud tank, water 
tank, oil tank, hopper, sump, pit or 
cellar.

• Use a written permit system to 
document the authorization to 
enter, the work to be performed 
and the results of the gas

This is a sample document provided by TPG Insurance Services
17



Provided by TPG Insurance Services
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Can you tackle the biggest safety hurdles on the job? If you think you can, take 
this welding and cutting safety quiz to find out! 

1. Before beginning to work, you should check your workspace for fire hazards.
a) True
b) False

2. How can you reduce the risk of burning a floor when welding?
a) Cover it with a metal sheet
b) Wet the floor
c) Place plastic down under your materials
d) A and B only

3. Name three ways that you can prevent fires when welding near combustible materials.

4. What is the point of testing a tank or drum that once held flammable liquids or gas before 
welding?

a) To make sure it can withstand hot temperatures
b) To make sure there are no dangerous vapors present 
c) None of the above

5. What types of personal protective equipment (PPE) must a welder wear to remain safe? 
Name two.
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