Sample 

Policy on Maintaining a Safe Work Environment

Name of Nonprofit’s safety policy requires employees and volunteers to assist in protecting Name of Nonprofit’s assets and maintaining a safe environment. Employees are expected to attend safety training annually that will review these expectations, among others:

1.  Report unsafe conditions immediately to your supervisor or the appropriate person to address the situation right away.

2.  If you see an unsafe condition or workplace hazard that poses an immediate risk of harm, take steps to warn others who may be injured by placing a sign, barrier or otherwise alerting others to the danger.

3.  If you see a visitor who is walking unaccompanied through the facility/office area, introduce yourself and offer to assist them in finding their way.  Stay with them until you are assured they are legitimately on the premises.

4.  Know where to find the nearest fire extinguishers, emergency exits and phone numbers for local police and fire officials.

5.  Inform your supervisor if you are taking medication that may affect your work performance, such as by making you drowsy.

6.  If you are feeling harassed by anyone at all or unsafe, or in danger for any reason, communicate this fact to your supervisor, or if that is not appropriate, to the executive director.

This template policy has been provided by the Nonprofit Risk Management Center for educational purposes only and should not be considered legal advice on any specific matter. The Center recommends that all policies be reviewed by legal counsel familiar with the laws of the state in which the nonprofit conducts business.
