
HOBART AND WILLIAM SMITH 
COLLEGES 

NEW EMPLOYEE SAFETY ORIENTATION 



 HWS has an 
Environmental, Health and 
Safety (EHS) Program: 
 EHS Policy 

 Roles/Responsibilities 

 Accident Reporting 

 EHS Issue Reporting 

 Safety Committees 

HWS Safety Program 

https://www.hws.edu/offices/campus-safety/planning/emergency-actions.aspx


 HWS will maintain safe and healthy working 
conditions. 

 Injury prevention is a part of everyone’s job. 

Safety Policy 

• Safety is a
cooperative
effort from all
faculty and staff.



  Following established health and safety policies 
and procedures. 

 Maintaining your personal work area in a clean 
and orderly manner. 

 Using safe work practices to eliminate slips, trips 
and falls. 

 Knowing evacuation procedures and the 
location of emergency equipment. 

 Providing up to date contact information in 
PeopleSoft so that you receive emergency alerts 
from Campus Safety. 

Employee Responsibilities 



At all times, the Colleges expect employees to work safely. 
If you are injured on the job, no matter how slightly, you 
are required to report the incident to your supervisor and/
or Human Resources immediately. 
 This allows HWS to address any safety issues and get you 
medical assistance, as needed. 
 Contact Campus Safety immediately in an emergency. 
 If the supervisor receives the report, the supervisor must 
immediately contact Human Resources. 

 To submit an accident report complete the 
Accident-Injury Investigation Report Form. 

Accident Reporting 

https://www.hws.edu/offices/hr/pdf/Accident_Report_Digtal.pdf#search=injury%20report


 Report any unsafe conditions to your 
supervisor, Campus Safety and/or 
Buildings and Grounds immediately. 
 Slip, trip and fall hazards. 

 Broken equipment. 

 Other unsafe conditions.

Safety Issue Reporting 



• Our Safety Committees work together
to discuss the safety program/lab safety.
o Campus Safety Committee.

o Chemical Hygiene Program (Lab)
Committee.

• Meet every month.

• Filter your safety concerns for
discussion through committee members
or HR.

HWS Safety Committees 



MEMBERS OF THE CAMPUS SAFETY COMMITTEE 

Human Resources – Michelle Lee, Assoc. Vice President of Human Resources/Tabatha Spinner, Director of HR 

Campus Safety – Martin Corbett, Assoc. VP for Campus Safety

Sodexo - B&G – Glenn Brubaker

Sodexo - Dining Services - Diana Snyder / Dave McCandless

Student Engagement – Jenna Konyak, Director of Student Engagement Operations

OAFA – Nick Metz, Assoc. Provost

Sciences Representatives – Barb Halfman, Pat Wallace

Athletics / Recreation – Jacob Lees



MEMBERS OF THE CHEMICAL HYGIENE 
COMMITTEE 

Human Resources-  Michelle Lee, Assoc. Vice President of Human Resources / Tabatha Spinner, Director of HR 

Campus Safety – Martin Corbett, Assoc. VP for Campus Safety

Sodexo - B&G – Glenn Brubaker

Sodexo - Dining Services - Diana Snyder / Dave McCandless

Student Engagement – Jenna Konyak, Director of Student Engagement Operations

OAFA – Nick Metz, Assoc. Provost

Sciences Representatives – Barb Halfman, Pat Wallace

Athletics / Recreation – Jacob Lee



 Prepare for potential emergencies: 
  Fire. 
 Evacuation. 
 Medical Emergency. 
 Chemical (lab)/Gas Leak. 
  Suspicious Behavior/Bomb Threats/Active 

Shooter. 
 Others? 

 More information regarding Campus Safety 
Emergency Plans can be found at 
https://www.hws.edu/offices/campus-safety/planning/default.aspx 

Emergency Preparedness 

https://www.hws.edu/offices/campus-safety/planning/default.aspx


 Available emergency equipment: 
 Fire Extinguishers 
 First Aid Kits
 AEDs (automated external defibrillator). 

 Eye Wash Stations (labs). 
 Exit Signs/Emergency Lights. 
 Alarms. 

 Keep the equipment accessible, in 
good condition and ready for use. 

Emergency Preparedness 

https://www.hws.edu/offices/campus-safety/planning/pdf/bleeding_control_kit_locations.pdf
https://www.hws.edu/offices/campus-safety/planning/pdf/bleeding_control_kit_locations.pdf


Emergency Procedures 
Emergency Quick 
Cards are available 
all around campus. 



Emergency Procedures 
• Evacuation maps 

posted in all 
buildings.

• Know your exits.
• Where to meet.
• Remain in your 

meeting area until 
further instruction.

https://www.hws.edu/offices/campus-safety/planning/pdf/assembly_points.pdf


Emergency Procedures 
• Call Campus Safety
• AED’s are located:
Ø Campus Safety (CS vehicles)/EMS
Ø Hubbs Health Center
Ø Scandling Boat/Boathouse
Ø Bristol Gym
Ø Winn-Seeley
Ø Field House



CAMPUS EMERGENCY NOTIFICATION SYSTEM

  In the event it becomes necessary to notify the HWS community of an imminent 
emergency on campus, notification will be sent using the Everbridge Mass 
Notification System. Brief and immediate instructions will be given through the 
Everbridge system when used. All other non-imminent communication will be 
disseminated through the HWS e-mail system and via the 
Colleges' Twitter account. 

  To ensure that Everbridge has your correct contact information for emergency 
notification, you are encouraged to update information by logging into the 
PeopleSoft web portal via the HWS webpage quick links and provide your 
updated information through self-service. 



 Understand the chemicals you work 
with. 
 Read the label. 
 Review the MSDS/SDS, if needed. 

 Follow precautions for use. 
 Safety gloves, safety glasses, etc. 

 Report/Clean up chemical spills. 
 Wash eye/skin, as appropriate, 

following chemical contact. 

Chemical Safety Precautions 



HAZCOM Basics 
• Be aware of the chemical hazards

in your work area.
• Be knowledgeable of safety

information on the chemicals you
are working with.

• Establish safe practices to prevent
or minimize exposure or harmful
effects from working with
chemicals.



 All chemical containers must be 
labeled. 
 Identifies the contents of the container 

(Chemical Name). 
 Provides immediate hazard warnings 

(Warning!  Hazard!) 

 Label containers you put chemicals 
into. 

 Read the label. 
 First means of information. 

Container Labels 



 Label Pictograms. 

Container Labels 



SDSs (Safety Data Sheets)

• These documents contain safety
information for all chemicals.

• HWS maintains current copies of
SDSs for all chemicals used at the
Colleges.



 SDSs are maintained with various 
HWS departments and Campus 
Safety. 

 If you are not able to access the SDS 
information or understand the SDS 
content, contact Campus Safety for 
assistance. 

SDSs



 SDSs contain information on: 
 Manufacturer’s Name and Number 
 Chemical components 
 Immediate hazards 
 Flammability 
 First aid/exposure measures 
 Spill procedures 
 Required safety equipment 
 Etc.

SDSs  



 Lifting 
 Know your lifting limitations. 

 Use proper lifting techniques. 

 Use equipment (hand truck, dolly, etc.) to 
help move materials. 

 Ask others for assistance. 

 Repetitive Motion (typing, keyboarding, etc.) 

  Set up your workstation properly. 

 Take a break/spread out repetitive work. 

Ergonomics 



 Contact Campus Safety/HR if: 
 You are experiencing any pain or 

soreness (i.e., wrist, back, shoulder, etc.) 
from your workstation set up.  

 Would like assistance setting up your 
workstation properly. 

 Have any suggestions that would 
minimize risk of injury from repetitive 
motion, lifting or similar activities at your 
job. 

Ergonomics 



 Slip, trip and fall injuries are the third-
most leading cause of workplace 
injuries.   
 Keep tripping hazards (i.e., cords) off the 

floor and out of walkways. 
 Be careful when walking on wet surfaces, 

leaves, ice, etc. 

 Report any slip, trip and fall hazard 
immediately (to Human Resources, 
Campus Safety or Buildings and Grounds).

Slips, Trips and Falls 



Training 
Review 

Closing - 1 



Training 
Review 

Closing - 2 



Training 
Review 

Closing - 3 



HOBART AND WILLIAM SMITH 
COLLEGES 

BE SAFE…THANKS FOR ATTENDING 




