
 

Safety is everyones re-
sponsibility! As an employ-
ee, you should: 

• Learn to work safely 

and take all rules seri-

ously. 

• Recognize hazards and 

avoid them. 

• Report all accidents, 

injuries and illness to 

your supervisor imme-

diately. 

• Inspect tools before 

use to avoid injury. 

 
Wear all assigned  personal 

protective equipment. 
 
On the other hand, it is 
managements responsibil-
ity to: 

• Provide a safe and 

healthy workplace. 

• Provide personal pro-

tective equipment. 

• Train employees in 

safe procedures and in 

how to identify haz-

ards. 
Everyone must be aware 
of potential hazards on the 
job: 

• Poor housekeeping 

results in slips, trips 

and falls. 

• Electricity can cause 

shocks, burns or fire 

if not handled 

properly. 

• Poor material han-

dling may cause 

back problems or 

other injuries. 

• Tools and equip-

ment can cause inju-

ries if guards or pro-

tective devices are 

disengaged. 

 
Always use the protec-
tions that are provided 
on the job: 

• Guards on machines 

and tools keep body 

parts from con-

tacting moving 

equipment. 

• Insulation on electri-

cal equipment pre-

vents burns, shock 

and fire. 

• Lockout/tagout as-

sures equipment is 

de-energized before it is 
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As much as it’s important 
for timecards to be 
handed in on time, it’s as 
important that they are 
properly filled-in and 
signed by your supervi-
sor at work. You have in 
your employment kit a 
copy of a timecard as it 
should be filled-in. 
Please refer to this ex-
ample. If you need fur-
ther information, please 
do not hesitate to ask  
either Dispatch or payroll 
payrollar@labortek.com 
 
 
 
 
 
 

All incidents 
or accidents 
that happen 
while at work 
and because 
of the work 
that you are 
doing have to 
be reported to 
LaborTek Im-
mediately  
WITHOUT  
EXCEPTIONS 
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repaired. 
 Personal protective equip-

ment shields your body 
from hazards you may 
face on the job. 

 
In case of emergency: 

• Understand alarms and 

evacuation routes. 

• Know how to notify 

emergency response 

personnel. 

• Implement a procedure 

for leaving the scene 

safely so emergency 

personnel can do their 

job. 

• Wipe up spills promptly 

and correctly. 
Safety benefits everyone. 
With fewer injuries, a busi-
ness can be more produc-
tive and profitable. By in-
corporating safety rules, 
employees avoid injury as 
well as illness from expo-
sure to hazardous sub-
stances. 

Source: SAFETY TOOL BOX  TOPICS 
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