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Department Heads

Each Department Head is responsible for enforcing SFCM’s health and safety standards within their
department as follows:

1. Becoming familiar with and enforcing relevant health and safety regulations and policies;
2. Correcting and coordinating health and safety activities in their department;
3. Assuring that safety devices and protective equipment are used when necessary and/or

appropriate;
4. Assuring that injuries are treated properly and reported promptly;
5. Investigating accidents within their department and filing complete reports as appropriate; and
6. Assuring that no unsafe conditions exist within their department and causing correction action

to be as necessary and appropriate.

Campus Safety Committee

The Campus Safety Committee, provides a forum for the discussion of accident causes and prevention.
Its purpose is to assist the Program Administrator or designee in implementing and, when necessary,
revising the Program. The Committee is co-chaired by the Associate Dean of Student Affairs and the
Associate VP of Human Resources and Administration and is composed of representatives from different
departments.

The Committee will meet periodically to review the implementation of the Program with the Program
Administrator. Written minutes will be kept of all Committee meetings and such minutes will be retained
in the Program Administrator’s files. Meetings of the Committee are open to any interested faculty or
staff member.

Additional duties of the Campus Safety Committee include:

1. Establishing safety objectives and policies
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● Justin Sun, �hh]E� �[ ² �rIE� �Qg� ]N +gI�]YYIOI <[G ][jQ[kQ[O �GkE<jQ][ (415-503-6283)
● Takiyah Brown, �QgIEj]g N]g .IhQGI[EI  QNI. (415-701-7040)
● Jason Thompson, AVP of IT Services (415-503-6274)
● Joanna Shratter, Sr. IT Business Systems Analyst (415-503-6328)

Managers and Supervisors

All faculty and staff managers and supervisors are responsible for maintaining a safe work environment
in their specific areas. In addition, they are responsible for reporting new or observed potential hazards
in the workplace to the Program Administrator, as well as identifying health and safety education needs
within their departments. All faculty and staff managers and supervisors are expected to work in
conjunction with the Program Administrator to ensure compliance.

Employees

All employees are required to comply with reasonable suggestions made by their supervisors with regard
to safety practices, and are encouraged to make suggestions for improving SFCM’s safety record.
Employees are expected to report immediate hazards to security. Potential safety issues should be
reported to the Provost and Dean, Director of Pre-College and Continuing Education, One’s supervisor, or
any member of the Campus Safety Committee.

Information on safety procedures and instructions for medical and other emergencies will be posted on
the bulletin board in the faculty/staff lounge on the 4th floor and on the student bulletin board on the 5th

floor.

Hazard Assessment Control

The following are potential hazards currently recognized by SFCM and the measures that will be taken to
ensure safety:

Lifting and moving heavy objects. Excess handling of heaving objects should be avoided. Proper
lifting techniques and mechanical aids should be utilized whenever appropriate. Handling, lifting
and moving heavy packages, boxes, furniture and musical instruments should be done by personnel
designated, trained and able to do so.

Non-carpeted floors, on C level, first and second floors. Faculty and staff should walk, not run,
throughout the building to avoid slipping on hard, non-carpeted surfaces. All spills should be
cleaned up immediately or reported to facilities or reported to security.

Environmental hazards. Attention should be paid to environmental hazards, such as dust, air quality,
fumes and noise. Proper design and usage of office equipment and systems are encouraged. Where
exposure exists, measures will be taken to correct or minimize the hazard risk.

Glare. Window coverings should be adjusted and/or office furniture rearranged in order to eliminate
glare.

Computer Monitors and Keyboards. Maintain proper posture, paying careful attention to
positioning of head, neck/spine, arms/wrists, hips/thighs and feet. Alternate between different
postures on a regular basis. When keyboarding, use minimum force while striking the keys. Keep a
neutral wrist position, where forearms, wrists and hands are in a straight line. Avoid awkward
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New Matters. In order to identify new potential workplace hazards, the Program Administrator
arranges for an inspection and investigation of any new substance, process, procedure or equipment
introduced into the workplace. The Program Administrator also arranges an inspection and
investigation whenever SFC
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SFCM accepts anonymous reports by employees who wish to inform SFCM of workplace hazards.
The Program Administrator will investigate all such reports in a prompt and thorough manner and
will document the investigation and any necessary responses on the approved forms.

Postings. SFCM posts required Workers’ Compensation notices and other notices regarding health
and safety issues on the bulletin board in the faculty/staff lounge on the 4th floor. A brochure on
Workers’ Compensation is available from the Associate VP of Human Resources and Administration.

The Cal- OSHA Log 300A (Summary of Work-Related Injuries and Illnesses) is posted annually from
February 1 through April 30 of the year following the year covered by the form.

Enforcement of the Safety Program. Every effort will be made to ensure compliance with safety
protocols. Persons who disregard SFCM safety policies and procedures will be subject to corrective
action to ensure compliance. If necessary, SFCM reserves the right to use appropriate disciplinary
action in compliance with school policies in order to correct behavior that compromises safety.

Safety and Health Education. An awareness of potential health and safety hazards, as well as
knowledge of how to control such hazards, is critical to maintaining a safe and healthy work
environment and preventing injuries, illnesses, and accidents in the workplace. When offered, SFCM
personnel and students are encouraged to participate in first aid and other emergency training at
SFCM’s expense. Some employees, such as those working on behalf of the Concert Office, will be
required to undergo CPR and First Aid Training in order to ensure that someone with such training is
available during performances. All security personnel have been appropriately trained in CPR and
First Aid to ensure that someone with such training is on the premises at all times.

Special education and/or safety reviews will be conducted under the following circumstances:
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● Concert Personnel will act as an emergency response team to ensure safe evacuation.

In the Event of a Chemical Spill or Biohazard

● Move away from any immediate danger.
● Report Spill or hazard to Security �oi



Emergency Exit Procedure

● Do not pause to collect personal belongings. Simply exit.
● Walk, do not run, directly to the marked emergency exit, closing doors behind you.
● If smoke is present, drop down, and continue exiting on your hands and knees.
● Feel doors with the back of your hand for heat before opening. If the exit is not safe, use

alternate emergency exits.
● Once outside of the building, proceed directly to the assembly area. For the Ann Getty Center

(50 Oak), the assembly area is around the adjacent parking lot at Franklin and Oak. For the
Bowes Center (200 Van Ness), the assembly area is the northeast corner of Grove and Van Ness,
by the statue at the corner in



● Prevent others from entering the building.
● Keep your hands up in the air, and avoid sudden movements.
● Call 911

IF YOU MUST HIDE

● Find the nearest office, studio, practice room or closet and shelter in place.
● Lock or barricade the door.
● Turn out the lights
● Silence your phones.
● Wait quietly.
● Call 911 if possible. If you cannot speak, leave the phone open so the dispatcher can listen.

IF YOU MUST FIGHT
Getting to safety is your first priority. If you cannot run or hide, your life is in imminent danger, and your
only recourse is to fight:

● Act with physical aggression.
● Use common items as weapons.
● Use numbers to overwhelm the Attacker.
● Commit to your actions.
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