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SAFETY ORIENTATION Quicksheet

SUNYPolyEHS@SUNYPoly.edu 
Emergency #: 518-437-8600

Revised January 22, 2018
RESPONSIBILITIES

· All individuals are responsible for safety and security at SUNY Poly 
· Take an active role in your safety and the safety of others    
· Follow SUNY Poly and your company’s policies and procedures
· Demonstrate proper housekeeping both inside and outside SUNY Poly buildings (e.g., ensure exits or emergency equipment are not obstructed) 
· Understand the potential hazards you may be exposed to
· Take action to correct potential hazards (e.g., unsafe conditions, unsafe behaviors, unsafe equipment) in the workplace by notifying your manager and/or call (518) 437-8600
· Report any concerns with the SUNY Poly facility (e.g., restrooms, air conditioning, walkways, stairs, doors, lighting, parking lots) to CNSEfix@sunypoly.edu for corrective action

· Report any work related injury, accident, illness or near miss to your manager IMMEDIATELY and  call  (518) 437-8600 
· Contractors must comply with the SUNY Poly Contractor Safety Guide requirements available on the SUNY Poly websites
SUNY Poly INTRANET SITE http://intranet.sunycnse.com/ 
SUNY Poly INTERNET SITE https://sunypoly.edu/ 

The intranet or internet site contains EHS information such as contacts, policies and procedures, the approval process for chemicals, how to access chemical safety data sheets (SDS), hazardous waste handling requirements, site permit forms and online training. 
EMERGENCY PROCEDURES
· The site emergency number is (518) 437-8600 for any emergency such as fire, medical, chemical spill, bomb threat, etc.
FIRE ALARM EVACUATION PROCEDURE
If you see fire/smoke (and building is not in alarm) 

· Leave the fire area, assist others that are in danger area 

· Close the door to the room/area where the fire is located

· Activate fire pull station, normally located at door to stairwell

· Contact Security at (518) 437-8600 from a safe location 

· Continue exiting the building, report to your rally point

Audible (intermittent tone), Voice Enunciation and Visual Alarms (WHITE STROBE)

If you hear the fire alarm

· Evacuate via the nearest building exit

· Report to your rally point

· If able assist others while evacuating

· Do NOT use the elevators 
TOXIC GAS MONITORING SYSTEM ALARM EVACUATION PROCEDURE

· Audible (intermittent tone)  and Visual Alarms (BLUE STROBE)

· If you hear or see this Alarm - Evacuate via the nearest exit
· Regroup in:

· NFS Rotunda if in NFS/NFSX cleanroom

· CESTM rotunda if in NFN, NFC, NFX, or CESTM cleanrooms.

· DO NOT evacuate the building unless instructed by the Emergency Response Team 
CHEMICALS

All chemicals onsite must be approved, labeled and have a SDS on file with the EHS department.

CONTACT

To reach the EHS department, email SUNYPolyEHS@SUNYpoly.edu or call 518-956-7229
It is the responsibility of the individual’s supervisor to ensure the safety of their employees. Supervisors must review the following topics with the employee at the time of their arrival on site at SUNY Poly as well as any other relevant safety information: 
· Knowledge of the SUNY Poly emergency number

· Location of emergency exits and egress route(s)
· What to do for a white flashing light (Fire Alarm)

· Their rally point location(s)
· What to do for a blue flashing light (TGMS Alarm)

· Cleanroom evacuation regroup location(s)
· Location of designated emergency shower and eyewash

· How to access Safety Data Sheets (SDS)

· How to access EHS documents

· How to access the SUNY Poly intranet and internet
· Knowledge of the SUNY Poly emergency number 
· Before performing tasks: 
· EHS training required based on job position or tasks performed 
· Applicable safe work practices and procedures including required personal protective equipment 
                   “Reminder”
· The SUNY Poly Help Desk is available to assist you with IT related issues.
· The Help Desk can be reached by telephone at 518-956-7272 and by email at cnsehelp@sunypoly.edu
· 24/7 Coverage
NOTES:
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