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Do you have an ergonomics policy in place to keep 
your employees comfortable on the job?
Dry-cleaning employees are constantly on their feet and 
exposed to ergonomic risks that occur during garment transfer, 
pressing and bagging. These activities may cause physical 
discomfort and musculoskeletal problems for workers. Avoid 
missed days due to musculoskeletal injuries with our large 
selection of ergonomics content.

Are your employees exposed to perchloroethylene 
(perc)?
Perc is the most commonly used solvent in dry-cleaning 
establishments, but it is also dangerous if exposure is not 
properly controlled. Teach your employees how to reduce perc 
exposure with our OSHA materials.

Do your employees know how to stay safe on the 
job without supervision?
Our employee communications tools and workplace posters will 
give your employees the skills necessary to recognize the signs 
of heat illness and avoid slips and falls on the job.
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3This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

Employee Safety Manual 

A Guide to Safety Policies & Procedures 
to Support a Safety-Conscious Work Environment

Provided by: TPG Insurance Services

Legal Disclaimer to users of this form employee handbook:
The materials presented herein are for general reference only. Federal, state or local laws, or individual circumstances may require 
the addition of policies, amendment of individual policies, and/or the entire Handbook to meet specific situations. These materials 
are intended to be used only as guides and should not be used, adopted, or modified without the advice of legal counsel. These 
materials are presented, therefore, with the understanding that the Company is not engaged in rendering legal, accounting, or 
other professional service. If legal advice or other expert assistance is required, the services of a competent professional should be 
sought.
© 2008, 2012 Zywave, Inc. All rights reserved.
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POLICY

This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

Ergonomics Policy
 

Purpose
This policy establishes how  will enhance employee comfort and well-being by identifying and correcting ergonomic risk factors on the 
job. 

Scope
This policy applies to all  employees who are exposed to ergonomic risk factors.

Reference
This procedure was developed in accordance with OSHA recommendations regarding ergonomics and the OSHA General Duty 
Clause.

Responsibilities
The following responsibilities apply to various levels within the company. 

Senior management will: 

- Require the full application and integration of this policy into daily operations, as applicable, in all areas of responsibility and with all 
direct reports  

- Assess managers and supervisors on their ability to apply this policy to their areas of responsibility

The Safety Administrator will administer all aspects of this policy, including: 

- Maintaining and updating the written program as required

- Coordinating training for affected employees

- Providing necessary technical assistance to managers and supervisors

- Periodically assessing the effectiveness of this program and its implementation in all affected areas of the company 

Managers and supervisors will: 

- Know how this policy applies to those areas under their direct control 

- Integrate and enforce the provisions of this policy in their areas of responsibility 

- Periodically audit the effectiveness of this policy in their areas of responsibility 

- Coordinate training for affected employees 

- Provide appropriate coaching and corrective action when necessary to ensure this policy is fully integrated

All affected employees will: 

- Integrate the provisions of this policy into their daily activities as applicable 

- Follow all training, instructions and directives relative to this policy

- Seek clarification whenever there are questions concerning the application of this policy into daily operations 

Prepared by TPG Insurance Services
This ergonomics safety policy is a guideline only. It may not prevent all injuries 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 or legal counsel to address possible compliance 
requirements. © 2015 Zywave, Inc. All rights reserved.

Location:
Effective Date: 
Revision Number: 1



5

POLICY

This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

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.

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

Location:
Effective Date: 
Revision Number:1



6This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

Introduction
Dry-cleaning establishments have specific hazards to their employees that can cause both injury and 
illness, some of which are severe. Specifically, there is a risk of fire, chemical poisoning, ventilation 
inadequacy and ergonomic risks. To keep your employees safe while performing dry-cleaning duties, 
consider the following hazard recommendations outlined in this document.

Hazard: Perchloroethylene (PERC) is the most commonly used dry-cleaning solvent and can 
enter the body through respiratory and skin exposure. As a result, depression of the central 
nervous system, damage to the liver and kidneys, impaired memory, confusion, dizziness, 
headache, drowsiness, and eye, nose and throat irritation can occur. In addition, repeated skin 
exposure can cause dermatitis. 
To reduce exposure to dry-cleaning solvents, a comprehensive control approach should be followed 
involving engineering controls, work practices and personal protection.
Material Substitution

 Use alternative cleaning media, such as wet cleaning and petroleum-based solvents and 
machine to reduce the occupational exposure to PERC. 

Isolation

 Large dry-cleaning facilities should use satellite stores that do not perform dry-cleaning duties 
on the premises and new shops should be located in stand-alone buildings to reduce the risk 
of contaminating adjacent buildings and food stores.

 Within shops, dry-cleaning machines should be isolated from other work areas. Since the 
majority of PERC emissions originate from the machine, isolating employees from machines 
will reduce exposures. 

Machine Design

 Select modern dry-cleaning machines with both a refrigerated condenser and carbon absorber 
to reduce exposures during machine loading and unloading. These processes are the greatest 
source of worker exposure.

Maintenance

 Maintenance of dry-cleaning machines should be done properly to prevent the performance of 
the machines from degrading, which may result in solvent exposures. These include ensure 
vapor recovery systems are in good working order and checking for liquid and vapor leaks on 
equipment piping and ductwork. When available, follow the maintenance recommendations 
from the manufacturer. 

 Employees should wear the proper personal protective equipment (PPE) to reduce their 
exposure to PERC during maintenance activities.

Dry-cleaning Exposures: Controlling Your On-site Risks 
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Laundry and Dry-cleaning 
Establishment Maintenance

This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

For:                        Area:      

Conducted by:      Date:      
This checklist should be used to assess possible risks associated with running laundry and dry-cleaning 
establishments.

Slips, Trips and Falls YES NO N/A

Floors, steps, stairs and ramps have unbroken and slip-resistant surfaces.

Floors, steps, stairs and ramps are free from obstructions that may cause a person to 
trip or fall.
Areas are well lit so people can do their jobs safely. 

Adequate draining is in place in wet areas. 

There is a “clean as you go” policy in place to reduce slip hazards in wet areas.

Plumbing is not leaking. 

Warning signs are made available for placement near wet floors and spills. 

Appropriate stepladders or safety steps are used.

Handrails and guardrails are provided on stairs and ramps. 

Emergency Procedures YES NO N/A

An evacuation procedure is provided to be followed in the event of a fire or other 
emergency. 
The evacuation procedure is displayed in a prominent location with a diagram of the 
workplace that shows all exits. 
Emergency egress enables safe evacuation without obstruction in the event of an 
emergency.
Exit signs have been provided and are maintained.

Portable fire extinguishers have been provided and maintained.

An adequately stocked first-aid kit is provided and centrally located.

Procedures for regular contact are in place for isolated workers.

Access to heat-producing equipment is restricted.

Steam pipes and hot parts of equipment are guarded or insulated.
Provided by: TPG Insurance Services                                                                 © 2017 Zywave, Inc. All rights 
reserved.
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Laundry and Dry-cleaning 
Establishment Maintenance

This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

For:                        Area:      

Conducted by:      Date:      
This checklist should be used when completing daily, weekly, monthly and yearly tasks associated with 
maintaining laundry and dry-cleaning establishments. 

Clothes Washers YES NO N/A

Daily - Beginning of the Day

Inspect the hose connection for the water inlet valve on the back of the machine 
for leaks.

Inspect steam hose connection for leaks, where applicable. 

Check the door interlock.

Daily - End of the Day

1. Clean the fan of the air-conditioning (AC) drive box.

Clean the entire cabinet of the machine, and remove all traces of soap.

Clean the door gasket, and remove all detergents and other products.

Shut off the main water, steam and power connections at the end of each day. Do 
not change the setting of the water inlet taps on boiler-fed machines.

Leave the door and the soap dispenser open after use to ventilate the machine.

Check the alignment of the out-of-balance switch to make sure it is centered in 
the tilt detector plate cutout.

Weekly

Check the machine for leaks by doing the following:

1. Start an unloaded cycle to fill the machine.

Verify that the door and door gaskets do not leak.

Verify that the drain valve is operating. If water does not leak during the prewash 
segment, the drain valve is closed and functioning properly. 

Monthly

1. Clean the AC drive box cover, and blow the fins using compressed air at a 
pressure of 60-90 pounds per square inch (psi). Use care to avoid damaging 
the cooling fan or other components.

Provided by: TPG Insurance Services                                                                               © 2017 Zywave, Inc. All rights 
reserved.
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TPG Insurance Services
10373 Trademark Street • Rancho Cucamonga, CA   91730

Phone (909) 466-7876 • Fax  • Website www.MyTPG.com

Potential Environmental and Regulatory Liabilities at
Dry-cleaning and Laundry Facilities

The most common environmental and regulatory exposures encountered at dry-
cleaning and laundry facilities include:

 Solvents pose a health risk through dermal and other routes. 

 Improper use and storage of organic cleaning solvents. 

 Wastewater discharges from industrial laundries may contain a wide variety of 

contaminates from the industries serviced. 

 Solvent emissions infringing urban areas. 

 Improperly managed tanks used to store dry-cleaning fluids. 

 Solvent-laden air and dryer exhaust vented to the atmosphere. 

 Chlorinated solvents, when exposed to fire, can decompose into hazardous 

products such as phosgene and carbon monoxide. 

 Small volumes of hazardous waste require handling and disposal. 

 Floor drains convey spills/leaks of solvents to the sewers.

 Direct exposure to the general public.

 Complacent attitude by management about environmental liabilities.

 Odors creating nuisance conditions in the neighborhood. 

 Poor housekeeping practices. 

 Inadequate employee safety and medical surveillance programs. 

 Absent or inadequate emergency and spill control plans. 

 No auditing of hazardous waste disposal contractors. 

 Information unavailable on where ALL floor drains discharge. 

This is not an exhaustive list of environmental exposures. It represents the most common 
environmental exposures for this industry. Troy Hefner will work with you to identify environmental 
exposures that are unique to your business to help you reduce risk.  

Reprinted with permission from the Society of Environmental Insurance Professionals.
© 2007-2010 Zywave, Inc.
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Provided by: TPG Insurance Services

10373 Trademark Street  
Rancho Cucamonga, CA 91730

Tel: (909) 466-7876

Perchloroethylene in Dry Cleaning
Reducing Worker Exposure

Provided by: TPG Insurance 
Services

10373 Trademark Street  
Rancho Cucamonga, CA 91730

Tel: (909) 466-7876
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Tenants’ Improvements 
and Betterments
Suppose that a landlord leases a storefront to a retailer 
that makes improvements to the facility by adding 
features to help sell its products. During the lease, a fire 
breaks out and damages the building, including the 
features added by the retailer to improve the space. 
When the insurance claims are made, the following 
questions arise:

 Who did the improvements belong to?

 Who is responsible for paying the damages?

Defining Improvements and Betterments
While legal definitions vary, improvements and 
betterments are anything that a tenant attaches to the 
landlord's real estate that becomes a permanent part of 
that real estate. Under most leases, such improvements 
become the property of the landlord and tenants are 
responsible for repairing or replacing the improvements 
in the event of loss. However, property policies can be 
customized to determine whether tenants' 
improvements and betterments are covered under the 
building category or under the contents category.  

A Landlord’s Point of View
When a tenant makes substantial improvements and 
betterments to a building, it adds to the building’s value. 
In order to realize this added value, the landlord needs to 
clearly establish who is responsible for damages to that 
property to avoid insurance complications. In doing so, 
the landlord typically has to make one of the following 
decisions:

1. Increase the limits of the property insurance 
policy to account for this extra value. 

2. Add a clause to the rental contract stating that 
the tenant is responsible for damages to 
improvements and betterments. 

In the absence of one of the aforementioned decisions, 
the landlord may face penalties in the event that he or 
she has to make an insurance claim. For example, if a 
tenant makes $100,000 worth of improvements and 
betterments to a property that was initially worth 
$500,000, and a fire destroys the entire building, the 
insurance adjuster will value the property at $600,000 
when processing the claim. But, since most landlords’ 
property policies consider improvements and 
betterments as covered property, the landlord may be 
charged an underinsured penalty if the building’s policy 
hasn’t been increased to reflect the amount of the 
improvements and betterments. 

A landlord who does not wish to insure for the values of 
the improvements and betterments should specifically 
exclude them.

A Tenant’s Point of View 
If the lease requires the landlord to repair or replace 
tenants’ improvements and betterments that become 
damaged, the tenant does not need to insure them. In 
contrast, if the lease does not require the landlord to 
repair or replace tenants’ improvements and 
betterments, tenants need to make sure they are 
covered under their own property policy. 
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Eliminate Heat Illness in the Laundry Room
When working in the laundry facility, you are exposed to extreme heat. Remember to 
take the following precautions to avoid heat illness.

 If you experience dizziness, blurred vision, nausea, hot skin, or feel confused, 
leave the hot area to cool down.

 Drink plenty of liquids. Hydration is a continuous process. Don’t wait until you’re 
thirsty to drink water!

 Wear loose-fitting, lightweight clothing that is made of a breathable fabric 
(cotton).

 Take short breaks to allow your body to cool down.

 Use fans to artificially cool yourself down.

© 2008 Zywave Inc. All rights reserved.
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© 2008 Zywave Inc. All rights reserved.
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Avoid Heat Illness
When it is hot outside, your body 
temperature can rise to dangerous levels. 
Normally, your body cools itself through 
sweating. However, in hot and humid 
weather, sweating is not enough and the 
result can be a heat illness.

Staying Cool
Follow the suggestions below to stay cool 
when working in hot weather:

 Wear loose, light-colored clothing and 
some type of hat.

 Adapt to working in hot conditions 

 Take breaks in the shade when 
possible, and remove any outer 
protective gear you may be wearing.

 Avoid overexerting yourself during peak 
temperature periods (midday).

 Drink liquids frequently, even if you don’t 
feel thirsty - at least eight ounces every 
20 to 30 minutes. Choose water, fruit 
juice or sports drinks and stay away 
from liquids containing caffeine, which 
can dehydrate you.

Recognizing the Symptoms
There are three forms of heat illness, each 
with its own distinct symptoms:

 Heat Cramps – severe muscle spasms 
in the back, stomach, arms and legs, 
which are attributed to the loss of body

Eliminate Heat Illness in the Laundry Room
When working in the laundry facility, you are exposed to extreme heat. Remember to 
take the following precautions to avoid heat illness.

 If you experience dizziness, blurred vision, nausea, hot skin, or feel confused, 
leave the hot area to cool down.

 Drink plenty of liquids. Hydration is a continuous process. Don’t wait until you’re 
thirsty to drink water!

 Wear loose-fitting, lightweight clothing that is made of a breathable fabric 
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 Take short breaks to allow your body to cool down.

 Use fans to artificially cool yourself down.
© 2008 Zywave Inc. All rights reserved.

 salt and water during periods of heavy 
perspiration

 Heat Exhaustion – heavy sweating, cool 
or pale skin, nausea, headache, 
weakness, vomiting and fast pulse

 Heat Stroke – high body temperature, 
sweating stops, red and often dry skin, 
rapid breathing and pulse, headache, 
nausea, vomiting, diarrhea, seizures, 
confusion or unconsciousness

Providing Treatment
It is essential to treat heat illness as soon as 
possible. If you are feeling any of the above 
symptoms, inform a co-worker and ask for 
help. If you suspect that a fellow worker has 
any of these conditions, follow the first-aid 
suggestions below:

 Heat Cramps – Move the victim to a 
cooler area and provide them with water 
or other cool, nonalcoholic beverages. 
Follow up with a medical examination.

 Heat Exhaustion – Move the victim to a 
cooler area and keep them lying down 
with their legs slightly elevated. Cool 
their body by fanning and applying cool, 
wet towels. Have them drink 
approximately six ounces of water every 
15 minutes. Follow up with a medical 
examination.

 Heat Stroke – You or a bystander 
should immediately call an ambulance. 
Meanwhile, move the victim to a cooler 
area, remove their outer clothing, 
immerse them in cool water or apply

Heat illness can 
be a serious 
threat. Your 
best defense is 
to learn how to 
stay cool when 
the weather 
heats up.

This Safety Matters flyer is for general 
informational purposes only, and is not 
intended as medical or legal advice. © 2007-
2010, 2014 Zywave, Inc. All rights reserved.



Preventing Pain
Slips, trips and falls are very 
common in the workplace. 
The Occupational Safety and 
Health Administration 
(OSHA) reports that the 
majority of workplace injuries 
are related to slips, trips and 
falls. However, many of the 
accidents that cause these 
injuries are preventable. 
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Protect Yourself from Slips, Trips and Falls
Helpful tips for keeping you on your feet

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

Wet floors, spills and excess clutter can 
mean disaster for employees in all kinds 
of different work settings, causing many 
every year to suffer lost pay and serious 
pain. Injuries caused by slips, trips and 
falls range from sprained or strained 
muscles and joints, to broken bones and 
head injury. There are several precautions 
you should take to ensure your safety and 
the safety of your co-workers.

Floors
 Keep floors clean and dry at all times. 

Wet floors present a slip hazard and 
can promote the growth of infection-
causing microbes like mold, fungi and 
bacteria.

 Remove all objects and clutter from 
aisles, exits and passageways.

 In the event that grease or oil spills 
on the kitchen floor, clean the mess 
immediately and alert your co-
workers of the problem before they 
accidentally fall.

 Use floor or ceiling electrical plugs for 
power to avoid running a cord down a 
long hallway.

 Display warning signs to alert others 
of a wet floor.

 Use floor mats while surfaces are 
drying after cleaning to provide 
traction.

 Clean up spills immediately.

 In areas prone to slipping (toilet and 
shower areas), use a no-skid wax

 product to clean.

 While washing the floor, wear 
protective footgear to prevent falling.

 Keep an eye out for uneven floors, 
and fix them or notify someone who 
can immediately.

Other Recommendations
 Use strong ladders to reach as 

opposed to standing on small stools 
or boxes.

 Stretch out bulging carpets to 
prevent trips and falls.

 Use handrails while walking down 
stairs to prevent slipping when 
walking too fast.

 Repair broken light fixtures and 
replace bulbs for adequate visibility.

Always Stay Alert
Adopt a see it, sort it mentality. If you 
notice any situation that you think could 
present a slipping, tripping or falling 
hazard for you or a co-worker, act 
immediately to remedy it or notify your 
supervisor. You could be saving an 
unsuspecting victim lost pay and serious 
pain.



15This is a sample document provided by TPG Insurance Services and is for illustrative purposes only.

1. Call 911 immediately. Give the operator your name, location and 
phone number where you can be reached.

         - The address at this location: 
         - The nearest phone is located here:
         - The phone number at this location:

2. If you are trained, administer first aid to those who are injured and 
remain calm. Wait for emergency personnel to arrive.

            - The nearest first aid kit location:

Provided by: TPG Insurance Services
10373 Trademark Street  

Rancho Cucamonga, CA 91730

Tel: (909) 466-7876 


