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Employee Safety Rules and Responsibilities 

All Delgado employees must take an active role to ensure their safety as well as the safety of others around them. 

The following is a list of key employee safety responsibilities and rules that must be used as a guide as employees 

move about throughout the workplace. 

1. Immediately report any recognized potentially unsafe conditions, accidents/incidents, and property 

damages to your supervisor. 

a. Accidents/Incidents are to be reported immediately to Campus Police as per the College’s 

Accident/Incident Reporting Route. First aid should be administered by trained professionals only. 

b. Non-emergency unsafe conditions are to be entered into the Delgado Maintenance Work Order 

System. 

c. Emergency unsafe conditions and property damage must be immediately reported to the Delgado 

Safety and Risk Manager. 

2. Follow all safety procedures defined by your job. Please consult your supervisor if in doubt about these 

safety procedures or if any impairment, permanent or temporary, that may reduce your ability to perform 

your duties. 

3. Use personal protective equipment to protect yourself from equipment or dangerous tasks. Do not 

operate moving machinery with loose clothing, jewelry, or anything that can be snagged. Do not remove 

any safety guards from equipment without permission from manufacturer. 

4. Do not operate machinery if you have not been trained and/or authorized to do so. This includes but is not 

limited to forklifts, golf carts, and state vehicles. 

5. Maintain a neat environment. Store tools and equipment in a designated place as to not block walkways or 

create an unsafe condition. Place trash in its proper receptacle. Inspect tools and equipment before each 

use to ensure they are safe. Unsafe tools and equipment must be reported and replaced immediately.  

6. Chemicals must be handled and stored as per its safety data sheet. Hazardous waste removal orders must 

be sent to the Delgado Safety and Risk Manager. 

7. Theft or abuse of College property will not be tolerated. 

8. Narcotics, illegal drugs, or unauthorized medically prescribed drugs shall not be used on campus. 

Employees taking medications containing narcotics must inform Human Resources before starting work so 

that a determination can be made if they must be allowed to work. 

9. Smoking and vaping are not permitted on any Delgado property. 

10. Fighting, horseplay, and practical jokes will not be tolerated in the workplace or classroom. 

11. Except for police officers, weapons or firearms of any type will not be allowed on any Delgado facility. 

12. Report any smoke, fire, or unusual odors to your supervisor immediately. 

13. Always get a good night's rest. It is important that employees come to work rested and ready for work. 

14. Maintain a good safety attitude. This is critical to the overall safety culture at Delgado Community College. 

15. Be alert at all times and pay attention to what is going on at all times. Do not become complacent. 

16. Do not hurry or take shortcuts. Employees are six times more likely to experience an accident or injury as a 

result of unsafe behaviors, such as taking shortcuts. 

17. Follow all college Safety Policies and Rules. These are developed to protect the safety of each employee. 

Failure to follow safety rules may put an employee's safety at risk and other employees as well. 
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