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Updates:

• Safety Courses now offered exclusively online

• A few are still offered by instructor

EH & S WEBSITE

www.safety.louisiana.edu

http://www.safety.louisiana.edu/


Online Driver Safety Training

 Participants who take this course (and wish to be placed on the University-approved list 
of drivers) are required to submit:

 Motor Vehicle Driver Authorization Form (Completed)

 The Louisiana Road Sign Test (Completed)

 Online Training Verification of completion (ORM Certificate)

The EH&S office is NOT notified upon completion of this program, unless the above listed 
documents are submitted to our office. When your paperwork is received, we manually 
enter you into the approved training database and send you a UL Lafayette Certificate.

If you possess an out of state drivers license, you will have to request it on your own and 
submit it back to the EH&S office.



EH & S Responsibilities

 Campus-wide Safety Policy

 Employee Training oversite

 Driver Safety Program & Water Vessel Program

 Building Safety Systems (Fire Alarms, Sprinkler 
and Supression, Code Blue, Elevator, Evac-trac)

 Emergency Preparedness – planning, training, etc.

 BEAP (Building Emergency Action Plan) assistance



OFFICE OF RISK 
MANAGEMENT

INSURANCE CARRIER

ORM/FARA



YEARLY SAFETY 

AUDIT

• Conducted Yearly by ORM 

(September of every year)

• Passing Incentives, Failure Penalties

• UL Sets the Standard

Your Participation is Critical!



Compliance safety 
program

v/s
Practical safety program



YOUR DSC RESPONSIBILITIES

Quarterly Building Safety Inspections

Quarterly Safety Meetings

Accident Investigation 

Assistance during Emergencies 

Assistance in Safety situations

Reporting of issues 

(see something say something)



Emergency Preparedness

 Essential Personnel

 All Hazards Plan

 Hurricane Preparedness Plan

 Communicable Disease Plan

 Building Emergency Action Plan (BEAP)



Essential Personnel

 Job duties may require you to work even during 
times of University Closure

 Examples:

 Assist in building/campus evacuations

 Logistical support for emergency operations

 Remember to get your updated ID Badge at Cajun 
Card Services



All Hazards Plan
Incident Commander

EOC Manager

Operations Section

Public Safety 
Branch

Emergency 
Services

Public Safety & 
Security

Transportation & 
Evacuation

Health & Human 
Services Branch

Mass Care, 
Housing & Human 

Services

Health & Medical 
Services

Infrastructure 
Branch

Maintenance & 
Damage 

Assessment

Utilities

Planning Section

Command Center 
& Emergency 
Coordination

Continuity & 
Recovery

Logistics Section

Transportation & 
Evacuation

Communications & 
Warning

Logistics 
Management & 

Resource Support

Command Center 
& Emergency 
Coordination

Finance & 
Administration 

Section

Command Center 
& Emergency 
Coordination

Logistics 
Management & 

Resource Support

EOC Support 
Staff

Public Information & 
External Affairs

Emergency 
Managment 

Executive Group



UL Lafayette All Hazards Plan

 Follows FEMA and NIMS Protocol

 Preparedness

 Response

 Recovery

 Mitigation



UL Lafayette All Hazards Plan

 Functional Annexes (“Who” do we need??)

 Transportation and Evacuation

 Communications and Warning

 Maintenance and Damage Assessment

 Emergency Services

 EOC

 Mass Care, Housing, Human Services

 Resource Mgmt and Procurement

 Health and Medical Services

 Utilities

 Public Safety and Security

 Continuity of Operations

 Public Information and External Affairs

 New Iberia Research Center



Public Information

 PIO is formally assigned

 Do not talk to the media unless instructed to do so.

 3 C’s Core Message

 We Care

 We’re Committed

 We will continue to Communicate



Notification and Operations

 Notification Resources

 ENS

 Conference Call Capability

 Building Emergency Operations Plan (BEAP)

 Operations Resources

 EOC

 MOC

 Simple Command Post



Hurricane Preparedness Plan

 A 3-Phased Approach…..

“Get Ready”

“Get Set”

“Geaux”



Phase 1 – Get Ready

 Only Applies to Named Storms

 Lafayette Parish is in 5-day Cone

 Hurricane Team notified via Voicemail and Email

 May deploy ENS

 Hotline, website, social media

 Enact your Phase 1 Plans



Phase 1 – Get Ready

 Supervisors/DSC

 Phase 1 may not start 5 days out

 Use the time for YOUR personal plan

 Pre-arrange your essential personnel

 Stock up on supplies.

 Check fuel



Phase 2 – Get Set



Phase 2 – Get Set

 Lafayette Parish is in 2-day Cone

 Hurricane Team notified via Voicemail and Email

 May deploy ENS

 Hotline, website, social media

 Enact your Phase 2 Plans

 Coordinating with State and Local Govt.

 Admin discusses school closure



Phase 2 – Get Set

 School Closure, decision making

 Need to know about Important Departmental Functions/Events

 Public and other non-University Events

 Students may shelter in place

 Student Residents

 International Students



Phase 3 – Geaux!!

 Lafayette Parish is under a mandatory evacuation

 Ordered by the Parish President

 Historically this has never happened

 MOU, Louisiana College - Pineville



Phase 3 – Geaux!!

 Evacuation to Pineville

 Scope is for 300 students and support personnel

 University Police Escort

 Only until weather has passed



Please review your Phase I, II, and 
III plans with your supervisor!

The Hurricane Plan



Hurricane Plan - Things You Should Know

 While we are closed…

 No employees may shelter on campus

 Student resident sheltering in place

 Buildings will be locked down

 Research/special circumstances



 Post Storm Recovery

 First Responders must “OK” roads

 Initial Property Damage Assessment

 All reports to Emergency Operations Center

 Tight deadline for this (usually 12 hours or less)

Hurricane Plan - Things You Should Know



Communicable Disease Plan

 Direction from OPH/SHS

 Airborne Transmission

 Direct Contact

 Standard Template

 4-phased Plan for each



Communicable Disease Plan

 Direct Contact Template, Phase 1

 General Readiness

 Confirmed cases in region, none on campus

 Travel Restrictions

 Concentrate on Education/Awareness/Training



Communicable Disease Plan

 Communicable Disease Template, Phase 1

 General Readiness

 May be confirmed cases in region, none on campus

 Travel Restrictions

 Concentrate on Education/Awareness/Training



Communicable Disease Plan

 Communicable Disease Template, Phase 2

 Heightened Awareness

 One or more confirmed cases in region, and on campus

 Daily formal updates within core group

 Supplies stockpiled

 Focus is on Non-Pharmaceutical Intervention measures:

 Social Distancing

 Isolation (already sick)

 Quarantine (exposed and may be sick)



Communicable Disease Plan

 Communicable Disease Template, Phase 3

 School Closure

 Campus is locked down

 Quarantining exposed students that are not symptomatic

 International Students who are travel restricted



Communicable Disease Plan

 Communicable Disease Template, Phase 4

 School Re-opening

 Return to the normal academic schedule

 Those sick or exposed will remain home until safe for return



Building Emergency Action Plan “BEAP”

 BEAP is a document that consist of emergency 
procedures to help facilitate and organize building 
occupant actions during an emergency.

 DSCs will need to help during building evacuation.

 This will need to be updated annually (December)

 All changes will need to be submitted back to the safety office 
for revisions.



Building Emergency Action Plan “BEAP”

 BEAP Self Training always available on Talent Management



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



Building Emergency Action Plan “BEAP”



EVAC-Trac Training



DSC RESPONSIBILITIES
(Some of You)

Monthly Vehicle Checklist

Monthly Boat Checklist



DSC RESPONSIBILITIES
Monthly Vehicle Checklist

 Only required if your department has fleet 
vehicle(s)

 Complete checklist on the reverse side of MV3 
form and turn in with mileage information

 Due by the 3rd of each month

 (for the previous months information) 



MV3 Form



Monthly Vehicle Checklist
(MV3 inspection checklist)



DSC RESPONSIBILITIES
Monthly Water Vessel Checklist

Only required if your 
department has fleet boat(s)

Due by the 10th of each month

(for the previous months information) 



DSC RESPONSIBILITIES
Monthly Water Vessel Checklist

UL Lafayette Monthly Fleet Water Vessel Preventative Maintenance Checklist 

Revised September 2008 

 

Date:   ____________________________ 

 

Fleet Vehicle #: ____________________________ 

 

Completed By: ____________________________ 

 

 

All University Boats 

___ Personal Flotation Devices (PFD) (Life Jackets) 

 

___ Department of Wildlife and Fisheries Paperwork 

 Each boat should have a copy of the registration on board at all times. 

 The DWF registration number must be posted on each side of the boat 

near the bow in 3” block letters that differ from the boat color. 

 These block letters must be visible when the boat is floating on water. 

 

___ If applicable, check the boat trailer for: 

 Operational trailer lights 

 Serviceable tires 

 Trailer tongue for proper operation. 

 Trailer rollers 

 A visible license plate 

 Boat Winch (strap in good shape) and Stern Attachment (strap, tie downs) 

 

___ Fuel tank has no leaks, fuel lines, fittings, etc. in good shape 

 

___ If applicable, steering mechanism in safe operation, good cables, lubrication, etc. 

 

University Boats Greater Than 16 Feet (In addition to the above) 

 

___ Check for at least one USCG approved throw able PFD in good condition. 

 

___ Check for a working signaling device such as a horn or whistle. 

 

___ Flare Kit is not expired (for boats operated south of the Intracoastal Waterway) 

 

___ Check for working navigational lights for both the bow and the stern. 

 

___ Boat has a suitable paddle. 

 

___ Portable fire extinguisher with adequate charge on board 

 

___ A suitable anchor with sufficient rope attached to it on board 



IDENTIFY LOW 
RISK AND HIGH 

RISK JOBS
*TURNED IN 

EVERY QUARTER

W/SAFETY MEETING

Employee Representation Form 
(ERF-8-01) “The Pink Sheet”



LOW-RISK JOBS

Scientific laboratories

Power machinery

HAZMAT or radiation

One that DOES NOT involve :

EH & S Policy, section 6.3



LOW-RISK JOBS

Administrative

Clerical

Some teaching faculty

Examples of these :

EH & S Policy, section 6.3



UL Lafayette
QUICK REFERENCE GUIDE

(UPDATED regularly to include ORM required informtion)

EH & S Policy , section 1.4



WHAT’S IN THE GUIDE?

 List Of Documents

 Other Matters Of Safety
 Drivers Training

 Responsibilities of a DSC

 Violence In The Workplace Policy

 Employee Drug Testing Policy

 Campus Tobacco-Free Policy 

 Emergency Preparedness Information

 Active Shooter Training, Ethics, & Sexual Harassment 
Training (Training is required annually)

EH & S Policy, section 1.4



DIAL 911 FOR ALL EMERGENCIES

 DO I DIAL “9” TO 
GET AN OUTSIDE 
LINE?

 Cell Phone connects 
to Lafayette Parish 
Dispatch.

 UL Phone Line 
connects to 
University Police.

QUICK REFERENCE GUIDE
(UPDATED 12/2015)

EH & S Policy, section 1.4



Code Blue Poles

 Campus Code Blue 
Poles (67) are located 
strategically across 
campus for wide-spread 
safety coverage

 Tested weekly to ensure 
effectiveness by a 
diagnostic program 

 Connect directly to 
University Police



RAVE List

 Special ENS Group established for DSC’s

 May expect SMS, Email, Voice Calls, Text

 May also expect Conference Calls for Briefing



RAVE List

 Necessary to Enroll

 Ulink-ENS

 Directions on the safety website:
 Resources Center section

 Emergency Notification System



UL LAFAYETTE CAMPUS
SAFETY RULES

QUICK REFERENCE GUIDE
(UPDATED 12/2015)

EH & S Policy, section 1.4



WHAT TO DO IF YOU HAVE AN 
ACCIDENT

 Employees MUST contact DSC

 Worker’s Compensation 
Paperwork

 Special Motor Vehicle 
Instructions

 Always go to the safety website 
when in question

 Report an issue

 Accident on campus / on-the-job injury

EH & S Policy, section 1.4



SAMPLE ONLY
MORE ON THAT 

LATER…

DA2000 ACCIDENT 
INVESTIGATION FORM

EH & S Policy, section 1.4



DA2041 FORM -MOTOR VEHICLE ACCIDENT 
FORM

 State vehicle glove box

 DA2041 form

 Vehicle Registration

 Ink Pen

 Blank copy for personal  vehicle glove box
 **Please do not file a DA2000 on vehicle accidents**

EH & S Policy, section 1.4



ALSO IN THE GUIDE?

 Bloodborne Pathogens Information –
ORM Requires Regular Training
 Annual training for High-risk employees

 Training every 3 years for Low-risk employees

 Meningitis Information

 Now offered in an online 

format

EH & S Policy, section 1.4





BUILDING SAFETY INSPECTIONS

 Must be performed quarterly

 Excludes mechanical equipment areas

 Please ensure floor plans, fire extinguishers, 
emergency lighting, and evac trac & radios are 
in place and functioning

 Must be taken seriously!

EH & S Policy , section 3.1- 3.2



BUILDING SAFETY INSPECTIONS

Include a physical walk-
through

Use the BSI-10-08 Form

Inside and Outside

E & H Policy , section 3.3



Common Citing's by the Inspector

 Fire Extinguishers (know how to read the tag)

 Blocking Electrical Panels (3 feet of free space)

 Receptacles have cover plate (no wires exposed)

 Clear paths of egress (3 feet minimum)

 Tripping hazards are addressed or reported

 Hazmat/Hazcom

 Labeled and correctly stored



BSI-10-08 FORM SECTION 1 

Building area/floor 

(must include FX’s locations)

Emergency Floor Plan

Fire extinguisher

Exit signs

Emergency lighting

EH & S Policy , section 3.4



EMERGENCY FLOOR PLAN
Sample:  Parker Hall– 1st Floor

EH & S Policy , section 1.4



EMERGENCY FLOOR PLAN
(Posted in high-traffic areas)

Evacuation route

Area of assembly

Fire extinguisher locations

Area of Rescue Assistance

EH & S Policy, section 1.4



BSI-10-08 FORM SECTION 1 

Departmental Emergency Radio

Other Emergency Equipment

Office Furniture and Fixtures

EH & S Policy, section 1.4



BSI-10-08 FORM SECTION 2

o No HAZMAT in the stairways

o Doors are not blocked (exceptions for 
this do exist)

o Campus sink holes

o Evac-trac Check

EH & S Policy, section 1.4



BSI-10-08 FORM 
SECTION 3 - ELECTRICAL

 Exposed wire

 Overloaded circuits

 Extension cords 
(power strips are 
acceptable)

 Receptacles and 
internet/phone line 
outlets have cover 
plates

EH & S Policy, section 1.4



BSI-10-08 FORM 
SECTION 3- PLUMBING

• Leaking water

• Water fountains

EH & S Policy, section 1.4



BSI-10-08 FORM SECTION 4
HAZMAT & FLAMMABLES

Unattended chemicals
Proper containment
Proper 

storage/labeling
SDS sheets (updated in 

Cameo annually)
Waste Disposal

Question – are your 
HAZMAT employees 
trained in HAZCOM????

EH & S Policy, section 1.4



BSI-10-08 FORM SECTION 5 
FUME HOODS AND OTHER

 PPE-Personal Protective Equipment

 Safety Guards, Shields, Warning Labels

 Good Housekeeping 

 Unobstructed paths of egress

 Safety Office inspects fume hoods 
annually (check inspection dates on 
hoods and report if over 1 year).

EH & S Policy, section 1.4



BSI-10-08 FORM

You MUST answer each item (N/A 
is acceptable)

If  “NO” for sections 2-5, please 
describe

Use section 6 if necessary

Sign form, keep copy, and mail to 
me

EH & S Policy, section 1.4



SAFETY MEETING PROCEDURES

EH & S Policy, section 6



• MUST BE 
PERFORMED 
QUARTERLY

• CONSISTS OF LOW-
RISK AND HIGH-
RISK MEETINGS

SAFETY MEETING 
PROCEDURES

EH & S Policy, section 6



• ALL EMPLOYEES MUST 
TAKE THE LOW RISK 
MEETING

• HIGH RISK EMPLOYEES 
MUST ALSO TAKE A HIGH 
RISK MEETING

• **NOTE:  THIS IS IN ADDITIONAL 
TO THE LOW RISK TOPIC** 

SAFETY MEETING 
PROCEDURES

EH & S Policy, section 6



TOPICS SELECTED BY EH & S 
THAT ARE RELATED TO 

PUBLIC SAFETY OR 
REQUIREMENTS BY THE 

INSURANCE AGENCY

SAFETY MEETING PROCEDURES 
LOW-RISK MEETING

EH & S Policy , section 6.3



• ENSURE THAT ALL READ AND SIGN
• All employees to sign (original signatures or electronic 

read receipt)
• PINK Representation forms must be turned in w/ 

meetings
• (total signatures need to match numbers on pink sheet)

• USE ADDITIONAL SIGN -IN SHEETS

• KEEP A COPY AND SEND TO EH&S 
OFFICE

LOW-RISK SAFETY MEETING
Safety Meeting August 2017

EH & S Policy, section 6.51



New- Emailing of Safety Meeting

 Safety meetings are allowed to be emailed to faculty, 
staff and students (if applicable).

 All Safety meetings sent out must be tracked.

 “Return a Read Receipt”  must be requested.  Ask employees to 
respond indicating they have received information.

 Delivery receipts are not acceptable.

 Responses/Receipts must be printed 

 Save in a folder & print screen

 Attach to the safety meeting and send in to 

EH&S office.



HIGH-RISK MEETINGS

 Formal gathering
Do this with other departmental 

meetings
Requires SMR-9-00 form in 

addition  to the low risk meeting

EH & S Policy , section 6.3



HIGH-RISK MEETINGS

 Emergency Plan

 Lab Safety

 HAZMAT

 PPE

 MSDS

 Compression-only CPR

Topics chosen by the DSC or other 

departmental employee

Suggestions:

http://safety.louisiana.edu/resource-center/safety-tips

http://safety.louisiana.edu/resource-center/safety-tips


HIGH-RISK MEETING
SMR-9-00 Form

• Review any accidents first

• Discuss meeting topic

• Allow time for questions/ 
suggestions

EH & S Policy, section 6.42



DO THIS BEFORE 
THE MEETING

KEEP IT SIMPLE

HIGH-RISK MEETINGS
SMR-9-00 FORM

SECTIONS 1 AND 2

EH & S Policy , section 6.51



DO THIS DURING THE 
MEETING
SIGN-IN!!!
WHEN FINISHED, SEND TO 
EH & S
ATTACH DOCUMENTATION, 
HANDOUTS

HIGH-RISK MEETING
SMR-9-00 FORM 

SECTIONS 3

EH & S Policy , section 6.51



ACCIDENT INVESTIGATIONS

EH & S Policy, section 4



ACCIDENT INVESTIGATION

Accidents are inevitable

Unsafe acts

Unsafe conditions

Contributing Factors

Investigations help us learn and 
take action to prevent.

EH & S Policy, section 4.1



ACCIDENT INVESTIGATION

Emergency personnel are in charge

Contact EH & S immediately for 
serious accidents

Notify immediate supervisor for all 
accidents

EH & S Policy, section 4.2



ACCIDENT INVESTIGATION
7 STEPS

 Be Prepared

 Help the Injured

 Secure and Survey the Scene

 Gather the Evidence 

 Document the Evidence (take Photos)

 Recommend and Implement Changes

 Follow-up On These Changes

EH & S Policy, section 4.3



ACCIDENT INVESTIGAION STEP 1:  BE 
PREPARED

Build a Response Kit

EH & S Policy, section 4.3

Blank DA2000 Forms

Pen and Paper

First Aid

Sterile Gloves

Tape Measure

Disposable Camera



ACCIDENT INVESTIGATION STEP 1: BE 
PREPARED

Know before:

Building hazardous areas

Emergency Floor Plan

Fire extinguishers

Emergency phone numbers

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 2: HELP THE INJURED

Don’t panic

Dial 911 if 
necessary

Don’t move the 
injured unless 
necessary

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 3: SECURE/SURVEY THE SCENE

Use the help 
of others

Speak calmly

Survey the 
environment

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 4: GATHER THE EVIDENCE

Use Proper Forms

Take measurements

Make a drawing

Interview witnesses-
don’t place blame

Pictures

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 5: DOCUMENT THE EVIDENCE

Identify unsafe acts

Identify unsafe conditions

Identify contributing factors

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 6: RECOMMEND/IMPLEMENT CHANGES

Document – reporting form

Notify employee and co-
workers

Notify supervisor

Contact EH & S if not sure

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION
STEP 7: FOLLOW-UP ON THESE CHANGES

 Are unsafe 
conditions fixed?

 Are unsafe acts 
corrected?

 Can this happen 
again?

 Contact EH & S if 
you need help.

EH & S Policy, section 4.3



ACCIDENT INVESTIGATION 
REPORTING FORMS

DA2000 – Used for employee 
incidents (do not use for vehicle 

accidents) 

DA3000 – Used for non-
employee incidents

EH & S Policy, section 4.1



ACCIDENT INVESTIGATION 
DA-2000 FORM

Must use for EVERY employee 
injury

Injuries requiring medical 
attention – call Human 
Resources at 482-1196 
(Worker Compensation)

EH & S Policy, section 4.1



ACCIDENT INVESTIGATION 
DA-2000 FORM

 Field 2- please give date and time

 Field 10 – if yes, must initiate worker comp. claim 
(call – x 26246)

 Field 11- please be specific

EH & S Policy, section 4.4



ACCIDENT INVESTIGATION
DA-2000 FORM

 Field 16/17 – DSC Completes This

 Field 18 – DSC Trained “yes”

 Field 19B – Job Safety Analysis likely “no”

EH & S Policy, section 4.4

MANAGEMENT SECTION



ACCIDENT INVESTIGATION
DA-2000 FORM

DSC Must Complete All Applicable Fields

ROOT CAUSE ANALYSIS SECTION

EH & S Policy, section 4.4



ACCIDENT INVESTIGATION 
DA-3000 FORM

For non-employee injuries

Ex:  Students, visitors, parents, 
etc.

EH & S Policy, section 4.1



ACCIDENT INVESTIGATION 
DA-3000 FORM

 Field 1- Agency Code is 5260

 Field 6 – Ask the injured and describe it accordingly

 Field 10 – please be specific

 Field 11 – DSC contradicts the claimant

 Field 14 – Do not pitch until I tell you to do so

EH & S Policy, section 4.4



Forms are submitted:

DA2000 forms to 

Human Resources

DA3000 forms to 
Safety Office

EH & S Policy, section 4.3



What’s in a DSC Packet?

 Employee Representation Form (Pink sheet) –
Normally only sent during the 1st Quarter

 Building safety inspection (Yellow sheet)

 Safety meeting documentation (Green sheet)



FUTURE MAILINGS

Quarterly safety documentation mailed every:
 August 15th
 November 1st
 January 15th
 April 1st

Deadline is 1 month after mailing for each.



P L E A S E  B E  C A R E F U L ! ! ! ! !

THANK YOU FOR ATTENDING


