
                             
                    

CITY OF DUBLIN 
ADMINISTRATIVE ORDERS 
  OF THE CITY MANAGER 

 
 
 ADMINISTRATIVE ORDER 3.6 
 
             TO:  All City of Dublin Employees 
 
       FROM:  Marsha I. Grigsby, City Manager 
 
  SUBJECT:  City of Dublin Safety and Health Program 
 
         DATE:  January 3, 2002 
 
Supersedes and Replaces Administrative Order 3.6 dated 5/30/96 Regarding Same 
Subject.    

 
I. INTRODUCTION AND PURPOSE 
 

The City of Dublin has a sincere concern for the welfare and safety of its employees 
and the public.  The City acknowledges, as an employer, that it should provide, to the 
extent feasible, safe working conditions for employees and, as a government service 
organization, protect the public it serves.  It is our belief that most, if not all, work-
related injuries, illnesses and vehicle collisions can be prevented.  In accordance with 
this belief, the City of Dublin is committed to developing and administering an 
aggressive occupational safety and health program for the City's work force which 
complies with federal, state, and local laws and regulations relative to occupational 
safety and health. 

 
A successful safety and health program demands the continuous, active support of all 
employees.  Obtaining effective results will require the visible interest of 
management, the sincere and consistent example set by supervisors, and the 
cooperative efforts of all employees. 

 
The following policy is established to meet these goals and to govern the City of 
Dublin's Safety and Health Program.  Any questions or inquiries concerning this 
Administrative Order or any facet of the Safety and Health Program should be 
directed to the Division of Human Resources & Procurement. 
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II. POLICY 
 

A. City Safety and Health Program 
 

1. Site specific Safety and Health Programs shall be created, containing 
all safety and health policies and procedures, which will be developed 
through the joint efforts of the Department/Division Heads and the 
Risk Manager.  These programs shall: 
 
a. Be site specific and comply with all applicable OSHA Code 

of federal regulations standards; 
 

b. Assign responsibility/accountability for each facet of the 
written programs; 

 
c. Be made available, upon request, to employees and their 

designated representatives. 
 

d. Be kept in locations that are easily accessible for all 
employees. 

 
2.       As new policies and procedures are developed, or changes in current 

policies or procedures are made, such additions and/or changes shall 
be promptly distributed and placed in the manual. 

 
a. The Risk Manger is authorized to immediately halt work and 

remove City workers from unsafe conditions until necessary 
safety controls are in place, if in his or her professional 
opinion, conditions exist that represent an imminent and 
substantial threat of serious injury or illness to an employee. 

 
b. All applicable City operations will adhere to the Occupational 

Safety and Health Standards as defined in CFR 1910 and CFR 
1926, as minimum workplace requirements. 

 
3.       As new policies and procedures are developed, or changes in current 

policies or procedures are made, such additions and/or changes shall 
promptly be distributed and placed in the manual. 

 
B. City Safety and Health Committee 
 

1. A Safety and Health Committee shall be appointed by the Risk 
Manager to aid in the development and administration of the City's 
Safety and Health Program.  The committee's membership will 
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consist of Department/Division Heads and/or their designees, first 
line supervisor, representatives of staff and if applicable, a 
representative of the bargaining unit.  The committee shall have the 
following responsibilities: 

 
a. Review all injuries, illnesses and vehicle collisions involving 

municipal employees to ensure the actions taken to prevent 
recurrence are adequate, including any disciplinary action(s) 
deemed appropriate; 

 
b. Identify safety and health hazards present in the workplace 

and make recommendations for the reduction or elimination 
of the identified hazards; 

 
c. Review safety training needs and current training programs 

for adequacy and recommend changes or additional programs 
as necessary; 

 
d. Initiate programs to stimulate and maintain employee interest 

in safety and health; and 
 

e. Review and evaluate safety and health recommendations from 
all sources, including employee suggestions and complaints; 

 
2. While the Safety and Health Committee has the responsibility for reviewing 

injuries, illnesses, and vehicle collisions that have already occurred, emphasis 
must also be placed on preventing those injuries, illnesses and vehicle 
collisions that have not yet occurred.  A proactive, as opposed to a reactive, 
philosophy is a necessary component of a successful Safety and Health 
Committee. 

 
C. Responsibilities of All City Employees 
 

1. All City employees are required, as a condition of employment, to 
develop safe work habits and to con-tribute in every manner possible 
to the safety of themselves, their co-workers, and the general public 
they serve.  To achieve these objectives all employees shall: 

 
a. Become familiar with and observe all rules, policies and 

procedures; 
 

b. Promptly report to their supervisor all injuries, illnesses and 
vehicle collisions occurring within the course of their 
employment; 
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c. Promptly report to their supervisor all unsafe practices and 

conditions they observe; 
 

d. Cooperate and assist in the investigation of injuries, illnesses 
and vehicle collisions to identify correctable causes and to 
prevent recurrence; 

 
e. Actively support and participate in safety and health 

promotional and educational measures; and 
 

f. Wear protective equipment whenever necessary. 
 

2. All employees are expected to adopt the concept that the safe way to 
perform a task is the most efficient and the only acceptable way to 
perform it.  Failure to follow safe work practices will subject both 
non-supervisory and supervisory employees to disciplinary action. 

 
D. Responsibilities of Department/Division Heads and Supervisors 

Department/Division Heads and supervisory personnel at all levels of the 
City are expected to make safety a matter of continuing concern, equal in 
importance to all other operational considerations.  They are charged with the 
responsibility of providing the type of work environments, work procedures, 
and services to the public that will promote safety.  To achieve these 
objectives, Department/Division Heads and supervisory personnel shall: 

 
1. Assist the Risk Manager in the development of reasonable 

and practical safety policies and procedures for all City 
operations; 

 
2. Inform employees about their rights and duties.  This 

includes, but is not limited to, displaying the Ohio Public 
Employment Risk Reduction Poster; 

 
3. Examine workplace conditions to assure that each workplace 

is a safe and healthful workplace by conforming to applicable 
safety and health standards; 

 
4. Implement and enforce those policies and procedures 

developed and contained in the City's Safety and Health 
Manual; 

 
5. Adequately inform all employees of policies and procedures 

placed in effect and contained in the City's Safety and Health 
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Manual; 
 

6. Provide each employee with a printed copy of all policies and 
procedures that apply to him/ her; 

 
7. Provide adequate training, equipment, and continuing safety 

instruction to all employees on a systematic basis; 
 

8. Require the wearing of protective equipment when necessary; 
 

9. Continuously review work practices and conditions of the 
work environment to seek improvements and to document any 
deficiencies found and provide suggestions on how to make 
the work environment safer; and 

 
10. Actively support safety and health promotional measures. 

 
E. Responsibilities of Safety & Health Program Administrator 

 
The Risk Manager shall have responsibility for the administration of the 
Safety and Health Program for all municipal department/divisions.  Effective 
administration of this program, however, depends heavily upon the 
cooperation exhibited by Department/Division Heads.  In order to carry out 
this responsibility, the program administrator shall: 

 
1. Work closely with Department/Division Heads in formulating 

safety and health rules, policies and procedures; 
 
 2. Assist departments in planning and conducting safety training 

and safety education courses; 
 

3. Maintain the injury, illness and vehicle collision records 
system for the City, receiving reports for injuries, illnesses 
and vehicle collisions and investigation reports from the 
departments/divisions, and preparing required reports for the 
insurance companies; 

 
4. Prepare and distribute periodical reports to the 

Department/Division Heads indicating effectiveness of the 
Safety and Health Program; 

 
5. Make periodical inspections of work areas for the purpose of 

discovering unsafe conditions or unsafe practices; 
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6. Investigate all injuries and illnesses which result in lost-time; 
and 

 
7. Take follow-up action to ascertain that corrective action has 

been taken by Department/Division Heads or supervisors to 
prevent the recurrence of injuries, illnesses and vehicle 
collisions. 

 
8. Preserve medical and exposure records in accordance with 29 

CFR 1910.20. 
 
 


	CITY OF DUBLIN
	ADMINISTRATIVE ORDERS
	OF THE CITY MANAGER

