
18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

1 

                   
 

 
 
 
 
 

 

WORKPLACE 
SAFETY 
MANUAL 

 
 
 

Safety is in Your Hands 
 
 
 
 
 

THINK……DO……THINK 

http://www.cwrs.com/


18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

2 

Table of Contents 
     Page # 

1. INTRODUCTION         3 
2. SAFETY COMMITTEE        3 
3. LADDER SAFETY         4-6 
4. LIFTING TECHNIQUES        7-9 
5. HEARING SAFETY        10-11 
6. EYE SAFETY         12-14 
7. LANDSCAPE EQUIPMENT SAFETY      15-16 
8. PERSONAL PROTECTION EQUIPMENT     17-22 
9.  VEHICLE SAFETY        23 
10. COMMUNITY SAFETY EQUIPMENT      24 
11.  MAINTENANCE LOGS        25-26 
12. FIRE/HEALTH and SAFETY PROCEDURES    27-35 

• Fire – What to do 

• Fire Extinguishers  

• Smoke Detectors/Alarms 

• Carbon Monoxide Detectors 

• Bomb Threats 
13. VIOLENCE IN THE WORKPLACE      36 
14. SDS/MSDS SHEETS & CHEMICALS      37-40 

• Pool Chemicals 

• Landscape Chemicals 
15. EMERGENCY PREPAREDNESS      41-44 
16. SLIPS, TRIPS & FALLS        45-48 
17. ERGONOMICS         49-52 
18. WEATHER SAFETY        53-56 
19. NON-DEICING POLICY & SIGNS      57 
20. WHAT TO DO IF THERE IS AN ACCIDENT    58-59 
21. 24 HOUR EMERGENCY ANSWERING SERVICE   60 
22.  ADDITIONAL INFORMATION       61 

http://www.cwrs.com/


18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

3 

Section 1 - Introduction 
 
The purpose of Commonwealth Real Estate Services Workplace Safety Manual is to 
help educate all employees on safe working practices.  This manual offers some basic 
tips for working safely in your environment.  It will also help direct you on what to do in 
case of an emergency or accident.     
 

Section 2 – Safety Committee 
 
Commonwealth Real Estate Services created a Safety Committee in 2004 to help bring 
all Commonwealth employees together to achieve and maintain a safe, healthful 
workplace.  Our goal is to eliminate workplace injuries and illnesses by involving 
employees and managers in identifying hazards and then submitting suggestions on 
how to prevent them. 
 
Our Mission Statement reads: 
 
TO EDUCATE OUR EMPLOYEES AND OWNERS TO SAFETY ISSUES OF THE DAY 

AND TO EXPLORE SAFETY ISSUES THAT PERTAIN TO OUR INDUSTRY 
 

The Commonwealth Safety Committee is made up of a group of at least six committee 
members.  Three members represent employees and three represent management.  If 
you wish to be a member of Commonwealth’s Safety Committee, please contact your 
Regional Manager so that your name can be submitted.   
 
Meetings are held at the corporate office in Portland, Oregon on a monthly basis.  Each 
year, the Safety Committee selects at least four communities to inspect as a group.  
These meetings are held at the specified community instead of the corporate office.     
 
The Commonwealth Safety Committee encourages employees to identify workplace 
health and safety hazards.  If you have a concern, please put your concern in writing 
and submit it to the Safety Committee at Safety@cwres.com.  You can also bring up 
any safety concerns you may have during the semi-annual safety inspection that you 
and your Regional Manager will conduct in May or June and October or November of 
each year.  During this inspection, you and your Regional Manager will thoroughly 
inspect the property for any hazards and then recommend repairs to correct the 
problem.   Contact your Regional Manager if you need a copy of the Community Safety 
Inspection Report. 
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Section 3 – Ladder Safety 

 
Ladders are indispensable tools.  We take them for granted in our day-to-day work and 
use them extensively in virtually all industries.  Though they come in many sizes, 
shapes and styles, they all serve the same purpose:  to help us move vertically.  They’re 
simply built and easy to use, but they’re not always user friendly.  Each year hundreds 
of workers are seriously injured when they fall from ladders.  You don’t have to fall far to 
get hurt; most workers injured in falls from ladders are less than 10 feet above the 
ladder’s base of support. 
 
So why do people fall from ladders if they’re so easy to use?  In general, most ladder 
falls involve portable ladders that move, tilt or shift while a worker is climbing or 
descending.  Unstable or slippery base surfaces are the primary reasons ladders fail.  
Other reasons include a misstep or a slip of the foot, an overreach or loss of balance.  
Workers can reduce ladder fall risks by doing the following: 
 

• Frequently inspect and maintain ladders 
• Store ladders properly, in a dry place, away from direct sunlight 
• Match tasks to the appropriate ladder type 
• Set up ladders correctly 
• Climb and descend ladders properly 

 
There are many types of portable ladders and they all receive one of four ratings, based 
on their maximum working load (the maximum weight they can safely support).  The 
ratings are: 

 
 
Before you use a ladder, check its rating and be sure not to subject it to a load greater 
than its rated capacity. 
 
As with ladder ratings, there are different types of portable ladders, depending on the 
type of job you need them for.  Portable ladders are either non-self-supporting or self-
supporting.     
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Non-Self-Supporting Ladders: 
 

• Single portable or straight ladder – This ladder is indispensable for general use.  
It’s the most common type of portable ladder and has the widest range of 
applications.  When used on slippery surfaces, this ladder must have slip-
resistant feet or be secured to prevent it from sliding.  Rubber or neoprene ladder 
shoes are recommended for smooth, dry surfaces and spikes are recommended 
for snow and ice.  These ladders must not be longer than 30 feet and are 
intended for use by only one worker at a time.  Such ladders are available in 
wood, metal and reinforced fiberglass.  

• Extension or section ladder – Extension ladders offer the greatest length in a 
general purpose ladder.  The ladder consists of two or more sections that travel 
in guides or brackets, allowing adjustable lengths.  Extension ladders are made 
of wood, metal or reinforced fiberglass and are intended to support only one 
worker at a time.  Make sure extension ladders have non-slip bases if there’s a 
chance the ladder can slip.  Cord-face ladder shoes are recommended for wet 
surfaces, rubber or neoprene ladder shoes for smooth dry floor surfaces and 
steel spikes for ice or snow.  Be careful if you use an extension ladder on oily, 
metal or concrete surfaces.  Place the ladder securely and tie it off to prevent it 
from slipping.  

 
Self-Supporting Ladders: 
 

• Standard step ladder – This step ladder is a general purpose ladder that has flat 
steps and a hinged back.  Standard stepladders should be used only on surfaces 
that offer firm, level footing such as floors, platforms and slabs and must have a 
metal spreader or locking arms.  They are available in wood, metal and 
reinforced fiberglass and are intended to support only one worker at a time.  
Remember not to stand on or work from, the top step.   

• Two-way step ladder – This ladder is similar to the industrial version of the 
standard stepladder, however, each side of this ladder has a set of steps.  The 
extra set of steps offers convenience and versatility.  A person can now work 
from either side of the ladder or two people can work using the same ladder at 
the same time – one on each side.    

 
There are many other specialty ladders; this is just an example of the most popular 
ladders that you may come into contact with and/or use on a regular basis.  
 
To help avoid ladder hazards, here are some guidelines to remember: 
 

• Select the appropriate ladder for your task or job. 
• Inspect the ladder before you use it.  Make sure it’s in good condition – clean 

and undamaged. 
• Move the ladder near the work you’re doing. 
• If using a straight or extension ladder, make sure to angle the ladder properly.  

The base should extend not less than ¼ of the ladder’s length.  The minimum 
slope should be 50 degrees. 

• Avoid placing a ladder in front of an unlocked, unguarded door. 
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• Avoid placing a ladder on boxes, tables, trucks or other moveable objects. 
• Make sure the ladder is securely in place before climbing the ladder. 
• Avoid working on ladders covered with snow or ice or in exposed areas during a 

severe storm or strong wind.  
• When ascending or descending a ladder, make sure to face the ladder at all 

times. 
• Grasp the side rails with both hands; you have a better chance of avoiding a fall 

if a rung or step fails. 
• Avoid sliding down the ladder or climbing the ladder when your hands or shoes 

are slippery.  
• Avoid using your hands for carrying items or trying to carry awkward loads while 

ascending or descending.   
• Avoid placing tools or materials on a ladder if they could fall off. 
• Make sure steps and rungs have a skid-resistant surface that minimizes the risk 

of slipping, especially on metal ladders. 
• Make sure to place both feet firmly on the ladder rungs and steps. 
• Make sure the rules regarding the number of people who can use a ladder at 

one time are being observed. 
• Keep the load on the ladder (including yourself) below its maximum load 

capacity. 
• Keep the area around the top and bottom of the ladder free of debris.   
• Do not paint ladders.  Paint conceals defects.  
• Do not use ladders with broken, patched, oily, or cracked rails, rungs or steps. 
• Do not reach out over the side rails, lean, or turn excessively on a ladder. 
• Do not stand or sit on the top two steps of a step ladder 
• Do not use a self-supporting ladder without first opening it up and securing the 

metal spreader or locking device. 
 
Storing a Ladder: 
 

• Make sure the storage area is well ventilated. 
• Store straight or extension ladders in flat racks or on wall brackets.   
• Store step ladders vertically in a closed position to reduce the risk of sagging or 

twisting.   
• Secure stored ladders so that they won’t tip over if they are struck 
• Store ladders indoors, away from direct sunlight, especially wood ladders and 

fiberglass, promptly after using them.  Exposure to moisture and sun will shorten 
the life of a wood ladder.   

 
Neglected ladders quickly become unsafe ladders, so periodic maintenance is 
necessary to extend a ladder’s life and keep it safe.  Maintenance includes regular 
inspection of the ladder, repairing damage and tightening step bolts and other 
fastenings.    
 
Understanding the proper way to use and maintain your ladder can help prevent 
possible future injuries.   
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Section 4 – Lifting Techniques 
 
Proper lifting technique is critical to back safety, but perhaps more important is proper 
planning.  Before you lift that box, tool, or piece of equipment, take a moment to 
consider your action: 
 

• Do you need to lift the item manually? 
• How heavy is it? 
• Where are you moving the item from? 
• Where does it have to go? 
• What route do you have to follow? 

 
Many times the item you are moving could be moved with a piece of equipment – a 
dolly, hand truck, or forklift.  Consider using mechanical help wherever possible, but 
before using any mechanical equipment, such as a forklift, you must complete any 
necessary training to properly operate the equipment.  If the item needs to be moved 
manually, and it is heavy or ungainly, ask for help.  When using mechanical help, such 
as a dolly or hand truck, remember to push, not pull – you’ll have more control and 
greater leverage.  Fasten the load to the equipment, so sudden stops or vibration, don’t 
jar it off.  When moving an item from a hard-to-reach place, be sure to position yourself 
as close to the load as possible.  Slide it out to get it closer, and be sure you have 
adequate room for your hands and arms.  Be aware of adjacent obstructions, on either 
side or above the load.  Think about where the item will be placed once you’ve lifted it – 
will it be overhead?  Under an overhang?  In a narrow spot?  Try to allow yourself as 
much room as possible to set down the load.  You can always shift it slightly later.  
Check your path from place to place – remove tripping hazards, protect openings, set 
up a “well wheel” or a “bucket and line” if you need to get materials up a ladder.  Make 
sure that the lighting is sufficient to see where you are going.  Stabilize uneven or loose 
ground, or choose an alternate route.  The shortest way isn’t always the fastest or the 
safest.    
 
As with life in general, moderation and balance are important considerations in care and 
maintenance of your back.  You need the correct proportions of strength, flexibility and 
overall quality of life to eliminate or minimize back injuries.  You need to exercise, eat 
right and stretch as often as possible to help prevent injuries, and to recover more 
quickly if injured.  In addition, a reduction in stress levels can help relieve the muscle 
tension that can contribute to injuries.  Remember that most back injuries can be 
attributed to one of these five causes: 
 

• Posture 
• Body Mechanics/Work Habits 
• Stressful Living 
• Loss of Flexibility 
• Poor Conditioning 
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Also consider that not all back injuries are a result of sudden trauma – most are of a 
cumulative type, where a repeated minor injury has flared up, or continued use of a 
heavy tool in the same position has caused pain, or a great deal of time is spent in the 
same position.  Familiarize yourself and practice these techniques when lifting items on 
the job and at home: 
 

Proper Lifting Techniques 
 

• Squat to lift and lower.  Do not bend at the waist. 
• Bend with your knees and hips, not with your waist. 
• Keep your spine straight at all times while lifting or lowering. 
• Keep your lower back bowed in while bending over. 
• Keep the weight as close to you as possible. 
• Bow your back in and raise up with your head first. 
• If you must turn, turn with your feet, not your body. 
• Never jerk or twist! 
• Put the weight down by keeping your lower back bowed in. 
• Keep your feet apart, staggered if possible. 
• Wear shoes with non-slip soles. 

 

 
 

Risk Factors for Back Injury 
 

• Lifting with your back bowed out.                    
• Bending and reaching with your back bowed out.    
• Slouched sitting.  
• Twisting or jerking movements.                      
• Lack of proper rest.                                   
• Obesity and poor nutrition.   
• Stressful work and living habits. 
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Always remember: 
 

• Assess the situation 
• Make sure you have good footing. 
• Make sure you know the route you are going to take. 
• Bend with your knees and keep your back straight. 
• Lift and lower with your legs, not your back. 
• Consider using a back brace for additional lumbar support. 
• When in doubt, ASK FOR HELP. 

 

Following these simple guidelines, can help avoid painful back injuries in the future. 
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Section 5 – Hearing Safety 
 
Noise is measured in units called decibels (dB).  Both the amount of noise and the 
length of time you are exposed to the noise determine its ability to damage your 
hearing.  The higher the decibel level, the louder the noise; sounds louder than 80 
decibels are considered potentially hazardous.  Hearing loss can occur with regular 
exposure to noise levels of 110 decibels or more for periods of longer than one (1) 
minute.  No more than fifteen (15) minutes of unprotected exposure to 100 decibels is 
recommended.  The noise chart below gives an idea of average decibel levels for 
everyday sounds around you. 
 
Painful  
180 dB Aircraft at take-off 
150 dB Rock music peak 
140 dB Firearms, fireworks, air raid siren, jet 

engine 
130 dB Jackhammer 
120 dB Amplified rock music at 4-6 feet, car 

stereo, band practice 
Extremely Loud  
110 dB Rock music, model airplane 
106 dB Timpani and bass drum rolls 
100 dB Snowmobile, chain saw, pneumatic drill 
  90 dB Lawn mower, shop tools, truck traffic, 

subway, noisy office 
Very Loud  
  80 dB Alarm clock, busy street 
  70 dB Busy traffic, vacuum cleaner 
  60 dB Conversation, dishwasher 

 
Moderate  
  50 dB Moderate rainfall 
  40 dB Quiet room, refrigerator humming 

 
Faint  
  30 dB Whisper, quiet library 
 
Warning Signs of Hazardous Noise 
 

• You must raise your voice to be heard 
• You can’t hear someone two (2) feet away from you 
• Speech around you sounds muffled or dull after leaving a noise area 
• You have pain or ringing in your ears (tinnitus) after exposure to noise 
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Hazardous Noise 
 
Sounds louder than 80 decibels are considered potentially dangerous.  Both the 
amount of noise and the length of time of exposure determine the amount of damage.  
Hair cells in the inner ear and the hearing nerve can be damaged by intense brief 
impulse, like an explosion or by continuous and/or repeated exposure to noise. 
 
Examples of noise levels considered dangerous by experts are a lawnmower, a rock 
concert, firearms, firecrackers, headset listening systems (IPods), motorcycles, tractors, 
household appliances (garbage disposals, blenders, food processors/choppers, etc.) 
and noisy toys.  All can deliver sound over 90 decibels and some up to 140 decibels.  
 
Protect Yourself from Noise 
 
The key word in dealing with noise is prevention.  We want to eliminate unwanted noise 
when we can.  When noise cannot be eliminated, we want to keep it as low as possible.  
Here are some things to do: 
 

• Wear hearing protectors when exposed to any loud or potentially damaging 
noise at work, in the community (heavy traffic, rock concerts, hunting, etc.) or at 
home (mowing the lawn, blowing the driveway, etc.).  Cotton in your ears won’t 
work.  Some types of hearing protection include: 

 
o Single-use earplugs are made of waxed cotton, foam, silicone rubber or 

fiberglass wool.  They are self-forming and, when properly inserted, they 
work as well as most molded earplugs. 

o Pre-formed or molded earplugs must be individually fitted by a 
professional and can be disposable or reusable.  Reusable plugs should 
be cleaned after each use.  

o Earmuffs require a perfect seal around the ear.  Glasses, facial hair, long 
hair or facial movements such as chewing may reduce the protective 
value of earmuffs.    

 
• Limit periods of exposure to noise.  Don’t sit next to the speakers at concerts, 

discos or auditoriums.  If you are at a rock concert, walk out for awhile and give 
your ears a break.   

 
• Turn down the volume.  When using stereo headsets or listening to amplified 

music in a confined place like your car, turn down the volume.   
 
All employees need to wear hearing protection when dealing with equipment that could 
potentially cause hearing damage.  Everyone needs to take personal responsibility for 
their hearing.  If you do not have any hearing protection, make sure to get some.  You 
have the authority to use Petty Cash for these types of personal protective equipment.   
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Section 6 – Eye Safety 
 
Eye injuries at home and in the workplace are very common.  More than 2,000 people 
injure their eyes at work each day and approximately 125,000 injure their eyes at home 
in accidents involving common household products.  A lot of these eye injuries can be 
prevented through understanding, safety practices and the use of proper eye protection.   
 
You can reduce the risk of eye injuries for yourself and other family members by 
wearing safety eye protection at home and in the workplace.  
 
Common causes for eye injuries are: 
 

• Flying objects (bits of metal, glass, debris) 
• Tools 
• Particles 
• Chemicals 
• Any combination of these or other hazards 

 
There are three things you can do to help prevent eye injury 
 

• Know the eye safety dangers at work or with the job you are performing 
• If possible, eliminate the hazards before starting work.  (Use machine guarding, 

work screens or other engineering controls) 
• Use proper eye protection 

 
You should always wear safety eyewear whenever there is a chance of eye injury.  See 
Personal Protective Equipment section for examples of duties.   
 
Computers and Your Eyes 
 
Everyone always wonders, can looking at computer screens damage your eyes?  The 
answer:  No.  While complaints of eye fatigue and discomfort are common among 
computer users, these symptoms may not be caused by the computer screen itself.  
Computer screens give off little or no harmful radiation (such as x-rays or UV rays).  All 
levels of radiation from computer screens are below levels that can cause eye damage.  
If you are noticing your eyes are fatigued, check your monitor, conditions such as being 
out of focus, flickering, dirty or scratched or having poor brightness or contrast can also 
cause eye discomfort.    
 
Fatigue, dry eyes, bad lighting or how you sit in front of the computer can cause eye 
strain.  Symptoms of eyestrain include sore or irritated eyes and difficulty focusing.  You 
may also have symptoms of eyestrain if you need glasses or a change in your 
prescription.  
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You can help prevent eyestrain by making changes to your computer workspace and by 
visiting your eye doctor.  Here are a few suggestions on how to make your workspace 
more comfortable: 
 

• Place your screen 20 to 26 inches away from your eyes and a little bit below eye 
level. 

• Use a document holder placed next to your computer screen.  It should be close 
enough so you don’t have to swing your head back and forth or constantly 
change your eye focus.   

• Change your lighting to lower glare and harsh reflections.  Glare filters over your 
computer screen can also help. 

• Get a chair that you can adjust. 
• Choose screens that can tilt and swivel.  A keyboard that you can adjust is also 

helpful. 
 
Basic First Aid for Eye Emergencies 
 
Knowing what to do for an eye emergency can save valuable time and possibly prevent 
vision loss.  Here are some instructions for basic eye injury first aid. 
 

Be Prepared: 
 
• Wear eye protection for all hazardous activities; on the job, and during sports-at 

school and home. 
• Stock a first aid kit with a rigid eye shield and commercial eyewash before an eye 

injury happens. 
• DO NOT assume that any eye injury is harmless.  When in doubt, see a doctor 

immediately. 
 

Chemical Burns to the Eye: 
 

In all cases of eye contact with chemicals: 
 

• Immediately flush the eye with water or any other drinkable liquid.  Hold the eye 
under a faucet or shower, or pour water into the eye using a clean container.  
Keep the eye open and as wide as possible while flushing.  Continue flushing for 
at least 15 minutes.  

• DO NOT use an eyecup. 
• If a contact lens is in the eye, begin flushing over the lens immediately.  This may 

wash away the lens. 
• DO NOT bandage the eye. 
• Seek immediate medical treatment after flushing. 
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Particles/Specks in the Eye: 
 

• DO NOT rub the eye 
• Try to let tears wash the speck out or use an eyewash. 
• Try lifting the upper eyelid outward and down over the lower lid. 
• If the particle or speck does not wash out, keep the eye closed, bandage it lightly, 

and see a doctor. 
 

Blows to the Eye: 
 

• Apply a cold compress without putting pressure on the eye.  Crushed ice in a 
plastic bag can be taped to the forehead to rest gently on the injured eye. 

• In cases of pain, reduced vision, or discoloration (black eye), seek emergency 
medical care.  Any of these symptoms could mean internal eye damage. 

 
Cuts and Punctures of the Eye or Eyelid: 

 
• DO NOT wash out the eye with water or any other liquid. 
• DO NOT try to remove an object that is stuck in the eye. 
• Cover the eye with a rigid shield without applying pressure.  The bottom half of a 

paper cup can be used.  
• See a doctor at once. 

 
If an injury occurs which requires medical attention, please make sure to seek that 
medical attention immediately and follow the procedure for a workers compensation 
claim, including drug testing and filling out the On-the-Job Injury Report.  Contact 
Human Resources at Commonwealth Offices for the proper forms and instructions.  
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Section 7 – Landscape Equipment Safety 
 
When operating or using any equipment, you need to make sure the equipment is in 
good working order and you understand how to run the machine or use the tool.  Below 
are some safety tips for some common landscape equipment. 
 
Lawn Mower Safety: 
 

• Lawn mowers should be serviced at the beginning of each season.  Any worn 
belts replaced and blades sharpened and tightened.  All fluids should be brought 
up to specifications. 

• While mowing, wear safety goggles, hearing protection, long pants and closed 
toe shoes such as, sturdy work shoes or boots. 

• Never work on the mowing deck while the mower is engaged. 
• Keep hands and feet away from all moving parts. 
• While working on the mower, place mower on ramp with chocks behind the 

wheels to prevent lawn mower movement. 
• Read the owner’s manual before operating the lawn mower. 

 
Weed Eater Safety: 
 

• Never work on weed eater while motor is engaged. 
• Never operate a weed eater when another person is in the area because of the 

danger of flying debris. 
• Wear safety goggles, face shield and hearing protection while operating a weed 

eater. 
• Always wear long pants and closed toe, sturdy work shoes or boots when 

operating a weed eater to prevent cuts on your legs and feet from flying debris. 
• Read the owner’s manual before operating the weed eater. 

 
Hedge Trimmer Safety: 
 

• Wear safety goggles and hearing protection while operating a hedge trimmer. 
• Always wear long pants and closed toe, sturdy work shoes or boots when 

operating a hedge trimmer. 
• Never place your hands near the blades of an operating hedge trimmer.  Always 

unplug the equipment when attempting to do maintenance on the machine. 
• Check all mechanical parts for tightness before operating the hedge trimmer. 
• Read the owner’s manual before operating the hedge trimmer. 
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Edger Safety: 
 

• Wear safety goggles, face shield and hearing protection while operating an 
edger. 

• Always wear long pants and closed toe, sturdy work shoes or boots when 
operating an edger. 

• Inspect all mechanical parts and blades before using. 
• Never put your feet or hands near the blade while the edger is engaged.  Always 

unplug the equipment when attempting to do maintenance on the machine. 
• Read the owner’s manual before operating the edger 

 
Chainsaw Safety: 
 

• Wear safety goggles, face shield and hearing protection while operating a 
chainsaw. 

• Always wear long pants, safety chaps, hard hat and closed toe, sturdy work 
shoes or boots when operating a chainsaw. 

• Inspect all mechanical parts and blades before using. 
• Never put your feet or hands near the blade while the chainsaw is engaged. 
• Read the owner’s manual before operating the chainsaw. 

 
All Other Hand Tools: 
 

• Always read the owner’s manual before using. 
• Always inspect the equipment to be sure blades are sharp, bolts are tightened 

and safety guards are on all the equipment. 
• Always wear safety goggles, hearing protection, long pants and closed toe, 

sturdy work shoes or boots when using any power tools. 
• Never place your hands or feet near the blade of an operating power tool. 
• Make sure all plugs/cords are free from nicks and fraying edges.  

 
Always have safety in your mind when operating any mechanical equipment.  Pay 
attention, read directions and make sure you know how to safely operate the equipment 
BEFORE you ever start to use the equipment.  When it comes to power tools and 
equipment; SAFETY IS IN YOUR HANDS. 
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Section 8 – Personal Protective Equipment (PPE) 
 
PPE:  It ONLY works when WE use it! 

 
Hazards exist in every workplace in many different forms:  sharp edges, falling objects, 
flying sparks, chemicals, noise and a myriad of other potentially dangerous situations.  
Controlling a hazard at its source is the best way to protect employees.  Depending on 
the hazard or workplace conditions, the use of engineering or work practice controls is a 
good tool to help reduce and/or eliminate the hazard.  Putting up a barrier between the 
employee and the hazard would be an engineering control; changing the way in which 
an employee performs their work is a work practice control.  When these types of 
controls are not feasible or do not provide sufficient protection, employees must wear 
personal protective equipment (PPE).  Personal protective equipment, commonly 
referred to as “PPE”, is equipment worn to minimize exposure to a variety of hazards.  
Examples of PPE include items such as gloves, foot and eye protection, protective 
hearing devices (earplugs, muffs) hard hats, sunscreen etc.  
 
Eye and Face Protection   
 
Employees can be exposed to a large number of hazards that pose danger to their eyes 
and face.  Employees need to wear appropriate eye or face protection if they are being 
exposed to potential hazards such as flying objects, liquid chemicals, gases or vapors, 
etc.  Many occupational eye injuries occur because employees are not wearing any eye 
protection while others result from wearing improper or poorly fitting eye protection.  
Making sure the protective equipment fits properly is extremely important.  
 
Prescription Lenses 
 
Everyday use of prescription corrective lenses will not provide adequate protection 
against most occupational eye and face hazards.  Employees with corrective lenses 
need to either wear eye protection that incorporates the prescription into the design or 
wear additional eye protection over their prescription lenses.  It is important to ensure 
that the protective eyewear does not interfere with the proper positioning of the 
prescription lenses so that the employee’s vision will not be inhibited or limited.  
Employees who wear contact lenses must also wear eye or face protection when 
working with hazards. 
 
Eye protection needs to be routinely used by employees when hazards could be 
present during activities such as, but is not limited to: 
 

• Mowing 
• Weeding 
• Using power tools 
• Cutting wood/tree limbs 
• Using chemicals 

 

http://www.cwrs.com/


18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

18 

Examples of potential eye or face injuries include: 
 

• Dust, dirt, metal or wood chips entering the eye from activities such as chipping, 
mowing, weeding, grinding, sawing, hammering, the use of power tools or even 
strong wind forces.  

• Objects swinging into the eye or face, such as tree limbs, chains, tools or ropes.  
 

• Chemical splashes from corrosive substances, hot liquids, solvents or other 
hazardous solutions. 

 
These examples are some of the reasons why all employees need to routinely wear 
PPE when doing any of the activities mentioned above.   
 
Types of Eye Protection 
 
The following elements should be taken into consideration when selecting the most 
suitable eye and face protection: 
 

• Ability to protect against specific workplace hazards. 
• Should fit properly and be reasonably comfortable to wear. 
• Should provide unrestricted vision and movement. 
• Should be durable and cleanable. 
• Should allow unrestricted functioning of any other required PPE. 

 
Some of the most common types of eye and face protection include the following: 
 

• Safety spectacles.  These protective eyeglasses have safety frames 
constructed of metal or plastic and impact-resistant lenses.  Side shields are 
available on some models. 

• Goggles.  These are tight-fitting eye protection that completely cover the eyes, 
eye sockets and the facial area immediately surrounding the eyes and provide 
protection from impact, dust and splashes.  Some goggles will fit over corrective 
lenses.  

• Face Shields.  These transparent sheets of plastic extend from the eyebrows to 
below the chin and across the entire width of the employee’s head.  Some are 
polarized for glare protection.  Face shields protect against nuisance dusts and 
potential splashes or sprays of hazardous liquids, but will not provide adequate 
protection against impact hazards.  Face shields used in combination with 
goggles or safety spectacles will provide additional protection against impact 
hazards.  

 
There are other types of eye and face protection equipment, but these are the 3 most 
common ones you may use.    
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Foot, Leg, Arm and Hand Protection 
 
All employees are required to wear long pants and closed toe, sturdy work shoes or 
boots when out working in the community.  Shorts or open toe shoes are not acceptable 
attire when dealing with the landscaping and/or maintenance of the community. 
 
When you are performing duties such as: 
 

• Mowing 
• Weeding 
• Fertilizing 
• Tree Trimming 
• Bush/Hedges Trimming 
• Repair work on community buildings 
• Painting 

 
Any landscaping and/or repair work that is to be done either inside or outside within the 
community will require the employee to wear long pants and closed toe, sturdy work 
shoes or boots.   
 
Wearing long pants and close toe, work shoes or boots helps to prevent objects such as 
small rocks, sticks, debris, etc., from easily cutting the employee, which is why shorts 
and opened toe shoes, such as sandals, are not allowed to be worn while working in the 
community. 
 
Gloves 
 
There are many types of gloves available to protect against a wide variety of hazards.  
The nature of the hazard and the operation involved will affect the selection of gloves. 
The variety of potential occupational hand injuries makes selecting the right pair of 
gloves challenging.  It is essential that employees use gloves specifically designed for 
the hazards associated with the tasks in their workplace.   
 
The following are examples of some factors that may influence the selection of 
protective gloves for a workplace: 
 

• Type of chemicals handled 
• Nature of contact (total immersion, 

splash, etc.) 
• Duration of contact 
• Area requiring protection (hand 

only, forearm, arm) 

• Grip requirements (dry, wet, oily) 
• Thermal protection 
• Size and comfort 
• Abrasion/resistance requirements 
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Gloves made from a wide variety of materials are designed for many types of workplace 
hazards.  In general, gloves fall into four groups: 
 

• Gloves made of leather, canvas or metal mesh; 
• Fabric and coated fabric gloves; 
• Chemical – and liquid-resistant gloves; 
• Insulating rubber gloves 

 
Leather, Canvas or Metal Mesh Gloves 
 
Sturdy gloves made from metal mesh, leather or canvas provide protection against cuts 
and burns.  Leather or canvas gloves also protect against sustained heat.  
 

• Leather gloves protect against sparks, moderate heat, blows, chips and rough 
objects. 

• Aluminized gloves provide reflective and insulating protection against heat and 
require an insert made of synthetic materials to protect against heat and cold. 

• Aramid fiber gloves protect against heat and cold, are cut- and abrasive-
resistant and wear well. 

• Synthetic gloves of various materials offer protection against heat and cold, are 
cut- and abrasive-resistant and may withstand some diluted acids.  These 
materials do not stand up against alkalis and solvents. 

 
Fabric and Coated Fabric Gloves 
 
Fabric and coated fabric gloves are made of cotton or other fabric to provide varying 
degrees of protection.  
 

• Fabric gloves protect against dirt, slivers, chafing and abrasions.  They do not 
provide sufficient protection for use with rough, sharp or heavy materials.  Adding 
a plastic coating will strengthen some fabric gloves. 

• Coated fabric gloves are normally made from cotton flannel with napping on 
one side.  By coating the nap-free side with plastic, fabric gloves are transformed 
into general-purpose hand protection offering slip-resistant qualities.  
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Safety Gear Star 

 

 

EYES 

EARS SKIN 

HANDS FEET 
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What is the Safety Gear 
Star? 

 
 
The Safety Gear Star can be a helpful tool to remind us about the 

Safety Gear we should be using when we are out working the in 

the community.  For more information about Personal Protective 

Equipment (PPE) please refer to your Commonwealth Workplace 

Safety Manual.   

 

• Eye Protection:  Safety Glasses, Safety Goggles and Face 

Shield. 

• Ear Protection:  Ear Plugs, Noise Cancelling In-ear Phones 

and Ear Muffs  

• Hand Protection:  Work/Leather Gloves, Disposable Nitrile 

Gloves and Rubber Gloves 

• Feet Protection:  Work Boots/Shoes.  No Open Toe or Heal 

Foot Wear should be worn 

• Skin Protection:  Sunscreen is very important! 
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Section 9 – Vehicle Safety 
 
Community Mangers are often required to operate a vehicle while they are on the job.  
Whether the vehicle is community owned or privately owned, it is important to keep the 
following tips in mind: 
 
Safe Driving will Save Lives  
 

• When stopping in the community or alongside of the road in order to briefly exit 
the vehicle, please, put the vehicle in "PARK", set the parking break and turn on 
the emergency flashers.  Turn off the engine prior to exiting the vehicle. 

 
• When conditions are urgent, such as stopping for an accident on the road, use 

your vehicle’s emergency flashers.  Emergency Road Flares can also be used. 
 

• The key to being a defensive driver is to be alert for potentially dangerous 
situations.  Stay alert.  Be aware of conditions around you at all times. 

 
• You should never assume another driver will yield the right of way to you. Be 

prepared to stop. 
 

• Most traffic accidents are the result of human error. Be careful.  
 

• A driver’s mental and emotional state, as well as physical condition, affects the 
way a person drives a vehicle.  Use your best judgement, but you should not be 
operating a vehicle if you are angry, upset at another person, feeling ill or if you 
have been injured.  Remember:  Distracted driving can be a killer! 

 
• Safe, defensive drivers have an alert attitude.  As an alert driver you should scan 

around and ahead of your vehicle.  A defensive driver is always aware of their 
surroundings and possible escape routes. 

 
• When driving conditions do not permit maintaining a constant speed, it is 

dangerous to use cruise control.  
 

• Proper safety belt use is mandatory in all available seating positions when the 
vehicle is in motion.  Buckle up, it’s the way to go! 
 

• Always obey all federal, state and local traffic laws while operating a motorized 
vehicle. 
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Section 10 – Community Safety Equipment 
 
Below is a list of safety equipment items that all communities should have on hand in 
case of an emergency: 
 

• Caution tape 
• Caution cones 
• No Smoking signs 
• Fire Extinguisher – current testing & knowledge 
• First Aid Kit – In office, golf cart and/or community vehicle, recreation building, 

pool area and maintenance building 
• All PPE – Safety glasses, safety goggles, ear plugs, ear phones (muffs), gloves, 

sun screen, face shield and hard hat. 
• Knee pads for kneeling on hard surfaces for long periods of time. 

 
All items need to be stored away, but be easily accessible and need to be kept in good 
condition.  Check the expiration dates on first aid kit items and fire extinguishers.   
Replace any used or expired first aid items and service fire extinguishers as needed.  
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Section 11 – Maintenance Logs 
 
All properties are required to keep a maintenance log to reflect the owner and the 
manager’s efforts to keep the community viable and operational so that third parties are 
not injured due to something that should have been repaired.  Properties need to be 
able to show the community’s insurance company that regular maintenance is being 
performed at the property in case of a claim.  
 
Items such as street repairs, tree trimming, sidewalk maintenance, speed bump 
painting, street light maintenance, roof cleaning, painting of community buildings, 
replacement of broken/cracked windows; repair of water, sewer, or other underground 
utilities that are the property of the community, any major equipment upgrades, such as 
replacing or repairing transformers, electrical systems, HVAC; are some of the items to 
put on the list. 
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MANUFACTURED HOUSING COMMUNITIES 
MAINTENANCE LOG 

Community Name:   
 

Manager:     

      Community 
Address:   

 
PM:     

 
  

    

      
Date Reported Description of Work 

Completed 
Date 

Completed 

Completed By: 
Comments On-site 

Staff Contracted* 
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Section 12 – Fire/Health and Safety Procedures 
 
This section is designed to help you know what to do in the event of a fire in your home, 
in a community building or home of a resident.  Fire can spread quickly so knowing what 
to do will help you react quickly to the situation.   
 
Fire – What To Do: 
 

• Get out of the house or building.  Get down and keep low. 
o Smoke rises and clean air is nearest the floor. 
o When leaving the house, maintain contact with a wall. 
o Test doors before opening them.  Use the back of your hand.  If hot, find 

another way out.  If not hot, open the door slowly and carefully and be 
prepared to close it if heat or smoke pours in. 

o Stay calm.  Don’t panic.   
• Do not use the elevators.  Use the stairs. 
• Notify the Fire Department immediately by calling 911.   
• Make sure the residents around the home or building are aware of the fire and 

have them vacate for safety. 
• Keep a safe distance from the home or building. 
• Send someone to the entrance of the community to help guide the Fire 

Department.  
• DO NOT block fire fighters and equipment. 
• DO NOT try to re-enter the home or building for any reason. 
• If possible and safe, use a garden hose to help wet the surrounding structures to 

help prevent the possible spread of the fire.  
• Once things are under control, contact your Regional Manager immediately and 

advise them of the situation. 
 
Tips if Trapped: 
 

• In a building with more than one story, try to find a room with an exterior window 
and stay there until help arrives.  If unable to get out of a single story building, 
same tip applies.   

• Use the telephone or a cell phone to call the fire department and let them know 
exactly where you are in the building. 

• Open the window slightly to allow fresh air and to create positive air pressure to 
help keep out smoke.  

• Keep smoke out by stuffing cracks and covering vents with clothing, towels, etc.   
• If possible, breathe through a wet cloth. 
• Wave something bright colored out the window to attract attention. 
• If you are in a tall building and you have escaped to the roof, stay clear of all exit 

doors and give the helicopter room to land or execute a rescue.   
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Fire in Home or Community Building 
 
• Make sure the building is secured and property taped off with caution tape so 

residents are aware that they are not to enter the building. 
• For insurance purposes, be careful not to disturb anything at the fire site before 

arson investigators make a thorough search and have the information they need 
to write their report.  

• Contact your Regional Manager to devise a schedule and plan for clean-up and 
repairs. 

  
Forest/Brush Fire 
 
A number of measures can be taken to help prevent human and property loss 
attributable to forest and brush fires.  The principle fire season runs from May through 
October.  Here are some measures that can be taken to help minimize the risk: 
 

• To create a buffer zone trim any brush at least 30 feet from structures. 
• Prune trees away from the roof. 
• Clip trees and shrubbery that overhang adjoining properties. 
• Dispose of yard debris, dead vegetation, clipped brush, etc. promptly. 

 
If a building catches fire as a result of a forest/brush fire, the procedures previous stated 
under Fire in Home or Community Building should be followed.  
 
FIRE EXTINGUISHERS: 
 
Every community building and the manager’s home should have a fire extinguisher 
available with current inspection tags.  The handle of a fire extinguisher much be 
mounted between 3’ and 5’ from the floor.  There are various types of fire extinguishers.  
Below is a list of the different fire extinguishers and their use: 
 

• Type A – these fire extinguishers fight ordinary combustibles such as burning 
wood, cloth, paper, rubber, upholstery and plastics.  

• Type B – these fire extinguishers fight flammable liquids, gases and greases 
such as oils, paints and gasoline. 

• Type C – these fire extinguishers fight energized electrical fires such as burning 
wires, fuse boxes, circuit breakers, machinery and appliances. 

• Type D – these fire extinguishers are used on fires caused by combustible 
metals such as magnesium, sodium, potassium and aluminum.  Type D 
extinguishers must match the type of metal that is burning for safety and 
maximum effectiveness.  A list of metals that match the unit’s extinguishing agent 
should be on the label.   
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There are also multi-purpose fire extinguishers that can be used on types A, B and C 
classes of fire.  This type of extinguisher will most likely meet the needs of your 
community.   
 
Serviceable or non-serviceable (single use) fire extinguishers may be used.  Non-
serviceable extinguishers must have a clear expiration date and a pressure gauge to 
determine when to recycle and replace.  Fire extinguisher technicians need to tag and 
inspect all fire extinguishers on a yearly basis. 
 
What’s Your Type? 
  
A fire extinguisher is your best defense against small, contained fires that have just 
begun to burn.  Extinguishers can control flames until the fire department arrives, and 
buy you enough time to get out of a burning structure.  Every type of extinguisher is 
designed to fight a certain class or classes of fire.  There are four classes which are 
determined by the type of fuel.  Learning to identify these classes will help you select 
the right fire extinguisher.  Using the wrong type of fire extinguisher can cause a fire to 
spread and place you in greater danger. 
 
Close to a Location Near You 
 
Keep extinguishers close to high-traffic areas, in easy-to-access locations.  Place 
extinguishers on wall brackets no higher than five (5) feet from the floor.  Install them 
near exits and hazard areas; in the clubhouse, golf carts and/or community vehicles, 
office, home and maintenance sheds.   
 
It’s All About Time 
 
Acting fast can make the difference between a small fire and one that consumes your 
whole building.  Before fighting a fire, be certain that everyone has been alerted to the 
fire and is leaving the building, and that the fire department 911 has been called.  Fight 
the fire only if the fire is small and contained, a correct type of extinguisher is within 
easy reach, and you are near a clear exit in case you need to escape.   
 
Ready for Inspection 
 
After each use, service rechargeable units and replace single-use (non-rechargeable) 
models immediately.  Check pressure gauges monthly.  Inspect all containers on a 
regular basis looking for damage, corrosion or tampering.  Make sure extinguishers are 
easy to remove from hooks or wall brackets.  Maintain inspection records of usage and 
service.  Records are helpful after a fire to prove to insurance companies that 
extinguishers were all serviced and in working order.   
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How to Use a Fire Extinguisher 
 
What’s the word?    PASS 
 
P – Pull the safety pin at the top of the extinguisher. (Some units have latches or levers instead.) 
 

A – Aim the nozzle, horn, or hose at the base of the flames.  Hold the extinguisher 
      vertically to ensure the unit will have enough pressure. 
 

S – Squeeze or press the handle to release the extinguishing agent.  Always read 
      manufacturer’s directions for your particular model. 
 

S – Sweep from side to side at the base of the fire and at least six (6) inches past the 
      edges of the flames until completely extinguished.   
 
To use an extinguisher safely, stand six (6) to eight (8) feet from the fire with your back 
to an unblocked exit and use the PASS procedure.   
 
For more information on how to use and maintain your fire extinguisher contact your 
local Fire Prevention Office.   
 
SMOKE DETECTORS, SMOKE ALARMS and CARBON MONOXIDE DETECTORS 
 
Home fires are a life and death threat to you and your family.  Making sure you have 
working smoke alarms throughout your home and in community buildings is essential 
since smoke alarms more than double your chances of surviving a fire.   
 

• Most fire deaths are caused by SMOKE, not flames.  
• Most fire deaths and injuries occur at NIGHT between midnight and 8am while 

victims are sleeping 
• The earlier you are alerted to a fire, the more likely it is that you will get out in 

time. 
• Smoke alarms won’t prevent fires – but they will increase your chances of getting 

out in time before a small fire becomes a large fire.   
 
Remember the presence of a smoke alarm alone does not guarantee fire safety, it must 
work!   
 

• Test your smoke alarms monthly 
• Replace old alarms 
• Smoke alarms ten years or older need to be replaced 
• When replacing a smoke alarm, purchase a new smoke alarm with a long life 

battery and a hush feature or hard wire with a battery backup and a hush feature. 
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How do smoke alarms work?   
 
There are three (3) types of smoke alarms: 
 

• Ionization 
• Photoelectric 
• Combination 

 
Ionization 
• Fastest type to respond to flaming fires 
• Lowest cost and most commonly sold 
• Some models have a hush or temporary silence feature that allows silencing 

without removing the battery 
• Some models are available with long life batteries 

 
 

Photoelectric 
• Fastest type to respond to slow smoldering fires and white or gray smoke 
• Less prone to nuisance alarms from cooking 

 
When a smoke alarm senses smoke, an alarm automatically sounds.  Fires often 
generate lethal amounts of unseen smoke and dangerous gases well before flames are 
visible.  As a result, many people who die in home fires are asleep and never wake up.  
When carefully installed and maintained, smoke alarms can prevent such needless 
deaths.  Smoke alarms help give you time to get out of the house or building fast – 
before toxic fumes accumulate to lethal levels.   
 
You should install a smoke alarm in: 
 

• Every home 
• Every bedroom 
• Outside each sleeping area 
• On every level 
• All community buildings 

 
When purchasing a smoke alarm, check for: 
 

• UL – Listing  
• Hush feature 
• Long Life battery 
• Malfunction signal 
• Loud alarm 
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CARBON MONOXIDE DETECTORS 
 
Often called the invisible killer, carbon monoxide is an odorless, tasteless, colorless gas 
created when fuels, such as gasoline, wood, charcoal, coal, natural gas, propane, oil, 
kerosene and methane burn incompletely. 
 
Carbon monoxide comes from: 

• Heaters, fireplaces, furnaces, appliance and cooking sources using coal, wood, 
petroleum products and other fuels producing carbon monoxide. 

• Products and equipment powered by an internal combustion engine, such as 
portable generators, cars, lawn mowers and power washers produce carbon 
monoxide. 

• Operating equipment inside an attached garage increases the risk of introduction 
of carbon monoxide into a living space, even with the main garage door open. 

 
Carbon monoxide is harmful because: 

• It displaces oxygen in the blood and deprives the heart, brain and other vital 
organs of oxygen. 

• The molecules attach to your red blood cells more easily than oxygen molecules, 
depriving oxygen from getting into the body.  The may damage tissues and result 
in death. 

• Carbon monoxide fumes are dangerous and may be deadly. 
 
A carbon monoxide alarm: 

• Detects carbon monoxide. 
• Produces a distinctive audible alert when carbon monoxide is detected. 
• May be battery-operated, plug-in and hardwired alarms. 
• Is to be carefully installed according to the manufacturer’s specific instructions 

 
BOMBS & BOMB THREATS 
 
Although some bomb threats may turn out to be nothing but vicious pranks, at the time 
they occur, they can never be regarded an unimportant.  Every bomb threat should be 
taken seriously and calls for delicate handling by the employee. 
 
The Police and appropriate Management personnel at Commonwealth Real Estate 
Services should be immediately notified of the threat.  If the threat occurs in one of the 
communities, DO NOT pass this information on to the residents.  For those that are 
aware, on-site Management or Commonwealth Management will do what they can to 
calm those who have this knowledge to help prevent widespread panic. 
 
During the Bomb Threat   
 
If the threat comes in via telephone: 
 

• Never transfer the call. 
• Never assume the threat is a hoax. 
• Never shrug off or ignore. 
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• Never argue with or ridicule the caller. 
• Let the caller know that we want to save lives and urge him/her to help. 
• If possible, record the conversation 
• Take notes regarding the time of the call, distinctive features of the caller’s voice, 

background noise, etc. to fill out the Information to Record during a Bomb 
Threat form. 

 
Once the Police have arrived, all employees are to cooperate and assist in any way 
possible.   
 
If the bomb threat happens within a community, the on-site manager should be the one 
in charge of speaking to the authorities.  The manager and/or maintenance personnel 
should be on hand to help the police and bomb experts with a search of the property 
since they will be the best qualified to notice unusual items and have the ability to 
access all locked spaces.   
 
All occupants need to be evacuated to a safe distance, at least 300 feet.  This should be 
done diplomatically and possibly under false pretenses to avoid panic.  Allow no one to 
return to the area until officially approved to do so. 
 
Should this be a false alarm, or a bomb disposed of safely, the Manager will have the 
heavy responsibility of calming and assuring the residents that all is safe.  All 
employees can assist in this by remaining calm themselves, lead by example. 
 
Suggested Guidelines When a Suspicious Package is Found 
 

• Do not touch or disturb the suspicious package or article in any way unless it is a 
life-or-death situation. 

• Evacuate occupants, unnecessary personnel and everyone else at the property 
immediately. 

o Evacuate people at a distance safe from flying glass and debris, usually at 
least 300 feet. 

o Consider evacuating under false pretenses to avoid panic. 
o Do not allow anyone to return to the area until officially approved to do so. 

 
• Call police and let them take over.  Commonwealth employees should never try 

to defuse a potential bomb themselves.  
• Do not submerge the suspicious package in water, do not cover hoping to 

diminish its blast.  
• Be cooperative and helpful with the police and other agencies when they arrive 

on site. 
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After a bomb threat 
 
Assuming there was no bomb or, if there was, it was disposed of without incident, the 
manager’s main responsibility after the threat is to permit all occupants to return to their 
homes and assure them that the situation is under control. 
 
Finally, no unnecessary mention or public announcement should be made of the bomb 
threat.  All comments regarding the situation to be referred to Commonwealth.  As noted 
before, word of one bomb threat could spawn copy cats, which is something we want to 
avoid.    
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INFORMATION TO RECORD DURING A BOMB THREAT 
 
 
Date: _____________________   Time call came in: _________________ 
       Time caller hung up: _______________ 
Exact words of Caller: 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
 
Description of caller’s voice (sex):  Male _______ Female _______ 
 
Approximate Age:  Young _______ Middle-aged _______ Old _______ 
 
Tone of Voice:  Angry _______ Serious _______ Blurred _______ 
     

Hesitating _______   Disguised _______ 
 
Use of Language:  Halting _______     Slang _______      Uneducated _______ 
 
    Rapid _______ Normal _______ 
 
Distinguishing features: 
____________________________________________________
____________________________________________________ 
 
Familiarity of voice:   Who does it sound like? _________________________ 
____________________________________________________ 
 
Background Noises:  Echo _______ Office Equipment _______ 
 
    Music _______ Traffic _______ Airplanes _______ 
 
Information about the person taking the call: 
 
Name: ______________________________  Position: ___________________ 
 
Home and office telephone numbers:   Work: _____________________ 
 
        Home: _____________________ 
 
Questions the receiver of the bomb threat should ask the caller if possible: 
Who is this?       Why are you doing this? 
When is the bomb set to go off?    Why are you warning us? 
Where is the bomb located?    What do you want me to do? 
What does it look like?     What kind of bomb is it? 
How was it constructed? 
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Section 13 – Violence in the Workplace 
 
VIOLENCE IN THE WORKPLACE 
 
What causes workplace violence?  Factors such as substance abuse, emotional or 
financial strain can contribute to a person’s inability to appropriately cope with 
difficulties.  Violence comes in many forms such as harassment, intimidation, threats, 
etc.  To help protect you from possible acts of violence, use the following as a guide: 
 

• Be aware of your surroundings 
• Assess the situation 
• Adjust appropriately to the situation 
• Notify employer immediately 

------------------------------------------------------------------------------------------------------------ 
 
Here are some Do’s and Don’ts when dealing with potentially violent individuals 
 
DO ~ Project calmness.  Move & speak slowly, quietly & confidently 
 
DO ~ Listen attentively & encourage the person to talk 
 
DO ~ Maintain a relaxed yet attentive posture 
 
DO ~ Let the person know that you are interested in what he or she is saying &   
              that you can see that they are upset.            
 
DO ~ Employ delay tactics such as offering a glass of water to give the person  
              time to calm down 
 
DO ~ Arrange yourself so that your exit is not blocked & make sure there are 3 to 6          
              feet between you and the other person 
                                        ------------------------------------- 
DO NOT ~ Speak rapidly, raise your voice or use an accusatory tone 
 
DO NOT ~ Make physical contact, point your finger at them or use long periods of 
                   eye contact or invade that person’s personal space 
 
DO NOT ~ Pose in challenging stances: directly opposite someone, hands on hips  
                   or with arms crossed 
 
DO NOT ~ Try to make the situation seem less serious than it is 
 
DO NOT ~ Reject all demands, challenge, threaten or dare the person 
 ----------------------------------------------------------------------------------------------------------- 
 
These are some suggestions to help defuse a potentially violent situation.  If a violent 
situation arises, contact your Regional Manager immediately, even it if is after hours via 
the 24-hour emergency answering service. 
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Section 14 – SDS/MSDS Sheets & Chemicals 
 

SAFETY DATA SHEETS/MATERIAL SAFETY DATA SHEETS 
 
How to Obtain SDS/MSDS Sheets 
 
Manufacturers and suppliers of chemical products are required to create SDS/MSDS for 
each hazardous material or mixture.  The information is gathered from scientific reports 
and testing of the toxic and hazardous characteristics of each material.  The 
SDS/MSDS is intended to give employees enough information to use the product safely 
in their operations.  This information is supplied to help you work more safely and be 
aware of the hazardous materials you use in the course of your job.  By knowing the 
chemical and physical characteristics of the materials you use, you can better protect 
yourself from their hazards.  When you clearly understand control methods and 
emergency actions, you will be better able to protect yourself.   
 
These sheets should be kept in a binder.  This SDS/MSDS book should contain 
information for all of the chemicals you commonly use.  If you should purchase a 
chemical that is not in your SDS/MSDS book, you must do what is necessary to obtain 
the SDS/MSDS sheets for that chemical.      
 
At the Store: Ask for the SDS/MSDS sheets for the product at the time of 

purchase. 
 
On the Phone: On the label of each chemical product you purchase, there will be a 

toll free number.  When you call, they will ask the product name 
and product number.  The SDS/MSDS sheets will then be faxed, 
emailed or mailed. 

 
On the Internet: On the label of each chemical product you purchase, there will be a 

website address, it will require the product name and product 
number. 

 
   www.msdssearch.com and search by product or manufacturer. 
 
If the product is generic, you can do a Google search:  SDS/MSDS (generic product 
name) or (generic product name) SDS/MSDS,   Example: SDS/MSDS Turpentine or 
Turpentine SDS/MSDS. 
 
NOTE:   
By 2016, chemicals in the US are required to be labeled with Globally Harmonized 
System (GHS) compliant labels, including standardized pictograms.  If you have not had 
any introduction to GHS please contact Human Resources or your Regional Manager 
for instructions on accessing an on-line introduction to GHS. 
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POOL CHEMICALS: 
 

Storing Pool Chemicals:  
 

• Store chemicals in a cool, dry, well ventilated area, with a locked entry. Do not 
set outside in the sun. 

• Keep out of reach of children.  
 

• Keep pool and spa chemicals separate from each other, and from other 
chemicals. Violent reactions such as explosion, fire or noxious gas production 
can occur when incompatible chemicals contact each other. Never, ever mix any 
chemicals together.  

 
• Do not stack chemical containers on top of one another.  
 
• Replace lids and caps firmly and immediately after opening.  

 
• Keep emergency numbers posted. 

 
• Keep posted National Poison Center 1-800-222-1222 

 
• Keep a binder of SDS/MSDS sheets for all pool chemicals at their point of use. 

 
Using Pool Chemicals:  

 
• Follow label directions carefully. Read the instructions! If the label is faded or 

torn, don't guess what it is. Return it to your dealer.  
 
• Add chemicals to pool water, not the other way around. Chemicals should be 

added directly to the pool, or through a feeder especially designed for that type of 
chemical. Chemicals added directly to the skimmer could allow strong 
concentrations to harm pool equipment or swimmers. If the instructions suggest 
diluting with water first, use a clean, oversized bucket with water in it, then add 
chemicals to the water in the bucket. Read the Instructions!  

 
• Wear all appropriate safety gear when handling pool chemicals.  This may 

include a breathing respirator to prevent inhalation of toxic dust or fumes, face 
shield, gloves and apron.  

 
• DO NOT mix chemicals...EVER! This includes direct mixing of full strength 

chemicals in a bucket, diluted concentrations and even adding chemicals to the 
same location in the pool. At the very least you may get a water quality problem, 
or you may endanger your life or the life of others. Chemicals can mix with each 
other by using containers or scoops which were previously used for other 
chemicals. Always use a clean bucket and scoop, designated only for that 
chemical.  
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• Dispose of wastes and spills safely and properly. Immediately clean up any 
chemical spills. If a violent reaction has occurred, contact the fire department 
immediately and they will instruct you on steps to take until their arrival, if any.   
 

• If the spilled chemical is a solid, carefully sweep it up using a clean broom and 
shovel, and place it in a clean, dry, plastic container.   
 

• Avoid breathing the dust. If possible, dilute the chemical in water and add it to the 
pool or spa. Then test and balance the water. If this is not possible, contact the 
fire department for instructions on disposal.  
 

• Do not place floor sweepings of chemicals back into the original container.  Any 
foreign substance such as dust, dirt, water can cause a reaction inside the 
container.  
 

• Do not use a vacuum cleaner or shop vacuum to clean up spilled substances. If 
the spilled substance is a liquid, it should be soaked up with clean, absorbent 
materials and placed inside a clean plastic or plastic lined container. Flush the 
area with large amounts of water.  

 
• Never smoke around any chemicals. Fire or explosion could result.    
 
• Do not breathe in chemical fumes or dust. Wash skin if contact occurs. If 

chemicals splash in eyes, flush eyes for 15 minutes, and see a physician 
immediately.  

 
• Use ONLY a water filled extinguisher on a chlorine chemical fire.  

 
• DO NOT use a dry chemical type of extinguisher on a chlorine chemical fire.  
 
• Keep emergency numbers posted. 

 
• Keep posted National Poison Center 1-800-222-1222. 

 
• Keep a binder of SDS/MSDS sheets for all pool chemicals at their point of use. 

 
 
  

http://www.cwrs.com/


18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

40 

LANDSCAPE CHEMICALS: 
 

• Make sure fertilizers, pesticides, herbicides are stored in a well ventilated area.  
 

• These chemicals should be stored in a cabinet separate from other equipment. 
 

• DO NOT mix chemicals.  
 

• Make sure to open containers outside.  Fumes of different chemicals can mix and 
cause a severe reaction, including an explosion. 

 
• Wear safety gear when handling chemicals. This may include a gloves, goggles 

or face shield, and protective apron.  
 
• Replace lids and caps firmly after opening.  

 
• Keep out of reach of children.  

 
• Never smoke around any chemicals. Fire or explosion could result.    

 
• Keep emergency numbers posted. 

 
• Keep posted National Poison Center 1-800-222-1222. 

 
• Keep a binder of SDS/MSDS sheets for all landscaping chemicals at their point 

of use. 
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Section 15 – Emergency Preparedness 
 
 Whether faced with a local emergency or a regional disaster, the effort you put 
into preparation and disaster planning will play a large role in how well you “survive” the 
event.  We commonly experience problems due to winter storms; wind, rain, ice and 
sometimes snow.  We cannot ignore the possibility of an earthquake.  Historically, 
Oregon has a serious earthquake every 300 years.  The last serious earthquake was in 
1700. 
 
 Where will you be when disaster strikes?  What would you do if basic services; 
water, gas, electricity and telephones were cut off for long periods?  Should a major 
disaster occur, calling 911 will not bring help.  An overload will occur and emergency 
services will not have the capability to assist all who may be in need.  A person, home 
or company that is prepared for 3–7 days of self-reliance is better equipped to deal with 
any disruption of services. 
 
The Information in This Section Can Help You Enhance Your Preparation. 
 
POSSIBLE HAZARDS 

• Winter storm, wind storm, flood 
• Earthquake, landslide, wildfire 
• Hazardous material spill 

 
IMPACT OF HAZARDS 

• Injury, isolation, separation 
• Phone outage, power outage, water outage 
• Property damage 

 
STEPS TO BE TAKEN TO MINIMIZE OR PREVENT THE HAZARD IMPACTS 

• Plans for building escape, evacuation and communication 
• Procedures for drop, cover, and hold; shelter-in-place; location of utility shutoffs 
• Training in CPR, basic first aid  
• Know how to use a fire extinguisher 
• Flood-proofing landscaping and site drainage practices 
• Warning systems installation, such as smoke detectors 
• Disaster resource inventory and availability 
• Comprehensive hazard insurance for home and personal property such as  

fire, flood and earthquake 
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EQUIPMENT & SUPPLIES NEEDED TO HELP SURVIVE 
• Food and water 
• First aid supplies 
• Sanitation supplies 
• Clothing and bedding including camping gear such as sleeping bags 
• Prescription and non-prescription medicines 
• Light sources such as flashlights, candles, light sticks 
• Tools, equipment such as manual can opener, utensils, fire extinguisher, 

matches, money, batteries, etc. 
• Special items such as baby supplies, pet food, important family documents 

 
Being Prepared is Another Form of Insurance 
 
FOOD 

• Use canned foods for easy storage and long shelf life.  Choose ready-to-eat 
canned meat, fruits and vegetables that your family likes.  Keep food fresh by 
checking dates and rotate by using oldest dates first.  During a disaster is not the 
time to try new menu items.  You will be under enough stress.  Familiar foods will 
be comforting. 

• Canned or dried juice mixes, powdered or canned milk, cereals, rice, high energy 
foods such as peanut butter, jelly, crackers, unsalted nuts, trail mix, etc. 

• Store foods in single or family meal size packaging.  Food poisoning can result 
from leftovers that cannot be refrigerated.  Prepare only what will be eaten at that 
time. 

• A manual can opener, cooking and eating utensils and basic food seasonings 
• Remember your pets.  Store canned and dry pet food along with an extra collar 

and leash.  Pets are not allowed in most shelters.  If evacuated, you may have to 
leave them behind with extra food and water.   

 
WATER 

• Store a three-day supply of water for each family member.  One gallon per 
person per day is recommended for drinking, cooking and washing.  Write the 
date on the water containers and replace them every six months.  Remember to 
include water for your pets. 

• Learn how to remove the water from your hot water heater just in case you need 
it.  Be sure to turn off the gas or electricity to the tank before draining off water for 
emergency use.  Leaving on the gas or electricity to an empty water heater will 
ruin the elements. 

• Purify water by boiling it for 5 to 10 minutes or by adding drops of household 
bleach containing 5.25% hypochlorite.  The Federal Emergency Management 
Agency (FEMA) recommends 16 drops of bleach-not scented per gallon of water.  
Water purification tablets or a filter system such as those designed for camping 
or backpacking also work. 

http://www.cwrs.com/


18150 SW Boones Ferry Road ● Portland, Oregon  97224 • 503-244-2300 • Fax 503-768-4660 
www.cwres.com  

Revised January 2016 
©Copyright 2003 by Commonwealth Real Estate Services.  No portion may be reproduced without the express written consent of Commonwealth. 

43 

OTHER ITEMS 
First Aid Kit Fire Extinguisher Ax, Shovel, Broom 
Blankets Trash Bags Pliers, Wrench, Pry bar 
Battery-powered Clock Medications Household Bleach - unscented 
Candles Copy of Prescriptions Vaccination records 
Matches Extra Eye Glasses Diapers, Baby Formula 
Flashlights Hearing Aid Batteries Hygiene Products 
Extra Batteries Cook Stove w/Fuel Heavy Gloves 
Duct Tape Money – coins & small bills  
Battery-powered or Wind-
up type radio 

Sturdy shoes for each 
person 

Warm clothes for each 
person 

List of insurance policy 
numbers 

Copy of important 
documents 

 

 
• Make an itemized list of your personal property.  Take photos or videos of 

furnishings, clothing and valuables and keep them in a safe place.  The photos 
will help in settling insurance claims and in documenting uninsured losses, which 
are tax deductible. 

• Assemble a 72-hour disaster supply kit.  Be sure copies of your family’s 
identification, home-ownership papers & important documents are included in a 
sealed plastic bag. 

 
Storing Emergency Supplies 
 
 It’s never too early to prepare.  Disasters seldom give warning and are often 
devastating to their victims.  Prepare yourself for a minimum of 3 days.  Due to 
overwhelming need or no road access, emergency services may not be available for 72 
hours or longer after a major disaster. 
 

• Choose a location such as a closet or “Safety Corner” in the garage where it is 
cool and dark.  If you have limited space, be innovative.  Other possible storage 
locations include under the bed, in backpacks, a large box or plastic tub that can 
be covered with a tablecloth and used as an end table. 

• Layer supplies and store in a container with wheels or container in a wagon.  
Check every 6 months for food and prescription expiration dates, change in 
clothing sizes, etc. 

• Rotate food and prescriptions regularly. 
• Start with what you already have.  If you’re a camper or backpacker, you’ve got a 

head start.  Your tent, cook stove and other gear can double as emergency 
supplies. 
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Get Your Community Involved 
 

• Working through your Neighborhood Watch Program or Homeowners 
Association, arrange to share expensive equipment items such as chain saws, 
generators and 4-wheel drive vehicles.  If the Neighborhood Watch Program isn’t 
active in your neighborhood, rally your neighbors to start one. 

• Start a “buddy squad” to check on elderly or disabled neighbors or children who 
may be home alone during and after disasters such as extended power outages 
or winter storms. 

• Turn your organizing efforts into a neighborhood social event such as a block 
party.  Draw them in with food, and then make your presentation. 

 
Family Member Locator Plan 
 
 Your first concern during a disaster is usually for the safety of your family 
members.  If disaster strikes without warning during your normal, busy day how will you 
locate them? 
 
 Advance preparations can help you check on your family more quickly during an 
emergency.  Nothing else will matter until you know that all is well.  Only then can you 
turn your attention to other things, such as returning to work or helping your less-
fortunate neighbors.  Do something now to prepare while you have the time and can 
think clearly. 
 

• Make a list of the most logical places to look for each family member 
• Consider all times of the day, routine schedules, friends and favorite ‘hangouts’ 
• In case of phone outage, list an out-of-state family member or friend as your 

contact  
• Instruct all persons to call the out-of-state number if they can’t call locally 
• Make plenty of copies of the list, share it with everyone and keep a copy with you 

 
A Note Concerning Pets 
  
Animals have instincts about severe weather changes and will often isolate themselves 
if they are afraid.  In the first few days after a disaster, familiar scents and landmarks 
may be altered and your pet may become confused and lost.  The behavior of your pets 
may change after an emergency.  Normally quiet and friendly pets may become 
aggressive or defensive.  Watch animals closely. 
 
Information Resources 
 
For additional information on emergency preparedness please contact: 
FEMA the Federal Emergency Management Agency’s website is www.fema.gov 
National Red Cross website is www.redcross.org 
City and county agencies also have Emergency Preparation information 
Attached you will find a Preparedness Calendar that you could use to help prepare for 
an emergency.  This checklist is only a suggested tool and not something that you must 
use.  The checklist came from the City of Hillsboro Emergency Management plan. 
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Section 16 – Slips, Trips and Falls 
 
Slip and trip accidents can happen for a number of reasons, but all too frequently we 
jump to conclusions about why they happen rather than really looking for the true cause 
or, we decide that it is just one of those things and do nothing.   
 
The diagram below is a slip and trip potential model.  The bubbles highlight the main 
factors that can play a part in contributing to a slip or trip accident.  One or more may 
play a part in any situation or accident.  
 

 
 
The following should help you to understand what causes a slip or trip and give you 
some ideas on what you can do to stop accidents from happening again. 
 
Flooring 
 

• The floor in a workplace must be suitable for the type of work activity that will be 
taking place on it. 

• Where a floor can’t be kept dry, people should be able to walk on the floor 
without fear of a slip despite any contamination that may be on it, so it should 
have sufficient roughness.  

• The floor must be cleaned correctly to ensure that it does not become slippery 
and keeps its slip resistance properties (if a non-slip floor) 

• The floor must be fitted correctly to ensure that there are no trip hazards or that 
non-slip coatings are applied correctly. 

• The floor must be maintained in good order to ensure that there are no trip 
hazards e.g. holes, uneven surfaces, curled up carpet edges.  

• Ramps, raised platform and other changes of level should be avoided, if they 
can’t they must be highlighted.  

 
Stairs should have: 
 

• High visibility, non-slip, square nosing on the step edges 
• A suitable handrail 
• Steps of equal height and width 
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A fall down a flight of stairs or just a few stairs can result in serious injury.  Use the 
handrails, avoid haste and make sure there is no debris where you will step.  Avoid 
using stairs while carrying something in both hands that could obstruct your view or 
cause you to be off balance.   
 
Remember, it is common to encounter sidewalks that are uneven due to settling, root 
upheaval, or other damage.  Curbs, potholes in parking lots or streets, small stones and 
debris are obstacles to walking and moving in outdoor areas.  These conditions are not 
easily corrected and it is necessary to be especially observant of where one steps.  
Dawn, dusk and hours of darkness make uneven surfaces especially hazardous.   
 
Environment 
 
Environmental issues can increase the risk of slips and trips so it is important to take 
them into consideration.   The term “environmental” can include, lighting (natural or 
otherwise), loud or unfamiliar noises, the weather, humidity, condensation, etc.   
 
The following gives an indication of how they can affect slips and trips: 
 

• Too much light on a shiny floor can cause glare and stop people from seeing 
hazards on the floor and stairs. 

• Too little light will also prevent people from seeing hazards on the floor and 
stairs. 

• Unfamiliar and loud noises may be distracting. 
• If rainwater gets onto a smooth surface inside or outside of a building, it may 

create a slip hazard.  Good entrance design (e.g. canopies) can help. 
• Cold weather can cause frost and ice to form, which may create slippery 

surfaces. 
• Condensation may make a smooth floor slippery 

 
During and after inclement weather, be aware that mud and water are often tracked into 
entries and offices and onto stairs or other walking surfaces.  Move carefully in these 
areas when entering or leaving the premises.  Mats or carpets should be considered for 
entry areas, especially during inclement weather.  
 
Contamination 
 
Most floors only become slippery once they become contaminated.  Prevent 
contamination and you reduce or even eliminate the slip risk.   
 
Contamination can be classed as anything that ends up on the floor (e.g. rain water, oil, 
grease, cardboard, dust, etc.), the list is endless.  It can be a by-product of a work 
process or be due to adverse weather conditions.  
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One of the first things to do when addressing contamination issues is, can you eliminate 
the problem? 

• Fix a leaky roof  
• Add overhead awnings to stop rainwater from entering a building 
• Fix leaking machines 

 
If something can’t be done to eliminate the contamination, then can the contamination 
be controlled? 
 

• Drip trays for leaking machines or roofs 
• Lids on containers 
• Good sized mats at building entrances to dry feet 

 
If you can’t stop contamination from getting onto a floor, you will need to ensure that it is 
cleaned up effectively and quickly.  
 
Work areas should be orderly and walking areas clear of obstacles.  Clean up spills and 
debris in the immediate work area.   
 
Obstacles 
 
50% of all trip accidents are caused by bad housekeeping (items left lying around).  
Improving this would help eliminate a large number of accidents.  
 

• Ensure there is a suitable walkway through the workplace 
• Keep it clear, no trailing wires, no obstructions 
• Look at people’s workstations, are the floors tidy, do they have enough storage 

space? 
• What about other rooms?  Are they tidy, are items suitably stored away? 

 
Keeping an area tidy doesn’t cost money; it just takes a little personal effort.  
 
When moving items, do not attempt to lift, move or carry materials beyond physical 
ability.  Walking, climbing, or turning while carrying something is much more of a stress 
to the body than simply lifting the same object.  Carrying an object with both hands over 
a distance or up and down stairs exaggerates the amount of effort and strength needed 
to accomplish the task.  Use a handcart, luggage carrier, or ask for assistance to 
reduce the possibility of a fall or a muscle strain. 
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Footwear 
 
Wearing the appropriate footwear can play an important part in preventing slips and 
trips.  Make sure to assess the situation to determine the correct footwear.   
 

• Whenever working outdoors, make sure you are wearing close toe, sturdy work 
shoes or boots.  Never wear opened toe shoes when working outdoors.  

• When working in the office, make sure to wear shoes that cannot easily slip off 
your foot which can cause you to trip and fall. 

 
High heels, smooth leather or vinyl soles, and open back or open toe shoes may be 
fashionable but not the best footwear for work.  Wearing this type of footwear for 
extended periods of time can lead to fatigue of the feet and legs and may not offer 
sufficient balance and friction to maintain good posture while walking.  Some employees 
maintain a change of shoes at their workplace ~ one pair for casual comfort and another 
for business meetings.   
 
People or human factors 
 
How people act and behave in their work environment also plays a role in slips and 
trips.  
 
If people have a positive attitude toward health and safety, a “See it, sort it!” mentality 
can reduce the risk of slip and trip accidents, e.g. dealing with a spillage, instead of 
waiting for someone else to deal with it.  
 
As mentioned before, the type of footwear worn can also make a difference, e.g. 
wearing high heels at work will make you more vulnerable to a slip. 
 
Also, things that prevent you from seeing or thinking about where you are going, can 
also increase the risk of an accident, e.g. rushing about, carrying large objects, 
becoming distracted while walking (e.g. using cell phone). 
 
All employees need to be aware of their surroundings, slow down and ask for help when 
needed.  A lot of accidents can be prevented if these few rules are followed.  
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Section 17 – Ergonomics 
 
The term “ergonomics” is derived from two words meaning work and natural laws. 
Ergonomics is the study and evaluation of human capabilities in relationship to work 
demands.  
 
As early as the 18th century, doctors noticed that workers whose jobs required them to 
maintain certain body positions for long periods of time developed musculoskeletal 
problems. In the last 20 years, research has clearly established the connection between 
certain job tasks and repetitive stress injuries, or RSI’s. 
 
Two elements are at work here: “static work” and “force.” “Static work” refers to the 
musculoskeletal effort required to hold a certain position, even a comfortable one. For 
example, when we sit and work at computers, keeping our head and torso upright 
requires either small or great amounts of static work depending upon the efficiency of 
the body positions we choose. “Force” refers to the amount of tension our muscles 
generate. For example, tilting your head forward or backward from a neutral, vertical 
position quadruples the amount of force acting on your lower neck vertebra. This 
increase of force is due to the increase in muscular tension necessary to support your 
head in a tilted position.   
 
All work activities should permit the worker to adopt several different, but equally 
healthy and safe postures. When muscular force has to be exerted, it should be done by 
the largest appropriate muscle groups available. Work activities should be performed 
with the joints at about mid-point of their range of movement. This applies particularly to 
the head, trunk, and upper limbs. 
 
What You Should Know About Back Pain 
 

• People who sit or stand for long periods of time are at risk for back disorders. 
The two biggest problems seem to be sitting upright and not changing position 
frequently. 

 
• An upright posture with a ninety-degree hip position is actually unhealthy, from 

the prospective of the intervertebral discs. Sitting slightly forward or backward is 
much better for your vertebra. 

 
• Everyone who sits should move around frequently. In addition to helping the 

muscles relax and recover, this alternately squeezes and unsqueezes the 
intervertebral discs. This results in better filtration of fluids into and out of the 
cores of the discs. Discs stay plumper and, in the long run, healthier. 

 
• Upper back and neck discomfort is often related to upward viewing angles. 

Monitors above eye height, leaning, twisting or reaching for documents can all 
contribute to upper back and neck discomfort. 
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Eyestrain at the Computer: 
 

• Eyestrain can be experienced as burning, tightness, sharp pains, dull pains, 
watering, blurring, double vision, and headaches. 

 
• In a workstation, one needs to be attentive to glare, brightness, amount of light, 

distance between eye, screen, document, and workers vision and/or corrective 
lenses. 

 
• Watch out for direct glare it involves a light source shining directly into the eyes. 

Examples might be ceiling lights, task lights, or bright windows. 
 

• Reflective glare from things such as computer monitors can also cause 
problems. 

 
• One of the most overlooked causes of eyestrain in offices is contrast---usually a 

dark screen surrounded by bright background such as a window or a lit wall.  
 

• How much light is right? It depends on the quality of the print you are reading. 
There should be plenty of light for easy reading, but too much could cause 
eyestrain. 

 
• If you gaze at something too long, your eyes can tire. Eyes need to focus at 

different distances from time to time. It’s a good idea to follow the “20/20 rule” --- 
every twenty minutes, look twenty feet away for twenty seconds. 

 
• Sometimes eyestrain is just a case of dry eyes. Lowering the monitor can help. 

Looking downward means more of the eye surface is covered by the eyelid, and 
two other things happen; the eyes unconsciously blink more, and they produce 
more lubrication. 

 
What You Should Know About Hand and Arm Basics 
 

• Be aware of activities that may lead to CTD (Cumulative Trauma Disorder) such 
as carpal tunnel, tendon inflammation, and compressed nerve damage. 

 
• Sometimes CTD’s can happen when there is very little repetitious work such as: 

holding one position for long period of time, non-neutral postures, localized 
pressure on nerves or tendons, use of force, cold temperatures, and vibration. 
Keeping this in mind, break up repetitious work, do not hold hands and arms in 
one position for long periods of time, use moderate range of motion for individual 
joints, minimize contact with hard surfaces, don’t use too much force, keep hands 
and fingers warm and break up exposure to vibration. 
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Most CTD’s are preventable and curable if caught early. The key is to notice trouble 
when it starts --- and do something about it. Early signs may include persistent pain, 
tingling, numbness, burning, or aching. The signs may be constant or may occur after 
certain activities. 
 

• One of the most important preventive measures is “variety”. In other words 
change posture and activities often. If possible take breaks before getting tired. 
Extremely short breaks can be very helpful if frequent enough. A “break” does 
not have to be a rest break--- it can simply involve doing something else for a 
while.  
 

• Be aware of where you place the tools you use most often on your desk, such as 
a keyboard, mouse, telephone, calculator, phone, stapler, scanner, writing pad, 
etc.  Where you place the item in relationship to you determines the strain put on 
your body when you use it.  When possible, move your tools close to you when 
using them instead of extending your arm or body to reach them. 

 
Ergonomic Office Equipment 
 

• Keyboard Trays --- To adjust the height and angle of a keyboard to fit the user. 
 
• Wrist Rest --- To prevent the wrist from dropping while using a keyboard or 

mouse. This also takes some of the weight off of the shoulders and reduces 
shoulder strain. 

 
• Mouse Support Tray --- To reduce reaching by allowing the mouse to be used 

near the keyboard.  
 

• Forearm Support --- To support the arms and take weight from the shoulders. To 
prevent the wrist from dropping during keyboard or mouse work.  

 
• Alternative Keyboards and Alternatives to Mice --- To use different muscles 

during the use of a keyboard or mouse by reducing awkward postures of the 
arms or hands. 

 
• Work surfaces --- Surfaces that will fit different workers or different postures for 

the same worker. 
 

• Monitor Arms --- To free up work surface under the monitor to allow forward/ 
backward or up/down movement of the monitor to accompany posture changes 
or to fit different users. 

 
• Glare Screens --- To improve screen visibility by reducing bright spots or 

washout caused by ambient light on the monitor screen. 
 

• Document Stands ---Reduces the distortion of print that happens when a 
document is slanted away from the eyes. Also to avoid neck twisting and to avoid 
eyestrain.  
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• Task Lights --- To reduce eyestrain or “peering” postures by illuminating 

paperwork and reducing the need for bright ambient light that may cause screen 
glare or increase the contrast between the screen and its surroundings. 

• Footrests ---To allow different positions or movement of the legs and feet. 
 

• Adjustable Seating --- To fit different workers, or different postures for the same 
worker. Also, to avoid back pain by supporting multiple postures and/or “good” 
postures; to reduce muscle effort required in sitting. 

 
Activities that warrant caution include but are not limited to: prolonged hunched or 
elevated shoulders, twisting head side to side, elbow flexed for long periods of time, 
wrists bent to the side, wrists bent back or forward, rapid and sustained keying, forceful 
keying, significant amount of stapling and punching, prolonged mouse use, prolonged 
sitting in one posture, lumbar area not supported, feet not touching floor, twisting torso, 
prolonged leaning and reaching, forward head posture and neck flexed. 
 
Conventional wisdom and research recommends short breaks very frequently 
throughout the work day, as stated before this can be a simple as changing activity for a 
brief period. A proactive approach to promote a healthy workplace should be every 
employee’s goal. 
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Section 18 – Weather Safety 
 
For the most part, weather in the Pacific Northwest is not too extreme, but there are still 
causes for concern when it comes to exposure to hot and/or cold weather conditions. 
 
Hot Weather Reminders 
 
During hot weather it is important to stay hydrated by drinking more fluids than you 
might be accustom to doing.  You shouldn’t wait until you are parched and thirsty to 
intake liquids, rather you should drink liquids frequently in moderate amounts.  Keep 
these tips in mind during hot weather.   
 

• Don’t drink liquids that contain large amounts of sugar, these actually cause you 
to lose more body fluid.  Also, avoid very cold drinks, because they can cause 
stomach cramps. 

• Stay indoors and, if at all possible, stay in an air-conditioned place.  If your home 
does not have air conditioning, go to the shopping mail or public library even a 
few hours spent in air conditioning can help your body stay cooler when you go 
back into the heat.  Call your local health department to see if there are any heat 
relief shelters in your area. 

• Electric fans may provide comfort, but when the temperature is in the high 90s, 
fans will not prevent heat related illness.  Taking a cool shower or bath, or 
moving to an air conditioned place is a much better way to cool off. 

• Wear lightweight, light colored, loose fitting clothing. 
• NEVER leave anyone in a closed, parked vehicle. 
• Although anyone at any time can suffer from heat related illness, some people 

are at greater risk than others: 
o Infants and young children 
o People aged 65 or older 
o People who have a mental illness 
o Those who are physically ill, especially with heart disease or high blood 

pressure. 
 

If You Must be out in the Heat: 
 

• Limit your outdoor activity/projects to morning and evening hours. 
• Drink plenty of water and stay hydrated. 
• Try to rest often in shady areas. 
• Protect yourself from the sun by wearing a wide brimmed hat (also keeps you 

cooler), sunglasses and by putting on sunscreen of SPF 50 or higher (the most 
effective products say “Broad Spectrum” or “UVA/UVB Protection” on their 
labels). 

• When possible, reschedule outdoor work to cooler times of the day (mornings 
and evenings).   

• When possible, avoid working alone in remote areas. 
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Heat Exposure 
 
When the temperature starts to climb, make sure you are drinking lots of water and that 
you are putting sun screen on exposed skin to protect it from the effects of the sun.  
Make sure to reapply sun screen if you are outside for long periods of time as sweat can 
cause it to wear off.  If possible, wear a hat with a visor to help shade your face from the 
sun.  It is no fun getting sunburned and as we all know, repeated sunburns and long 
exposure to the sun can lead to skin cancer.   
 
Another danger is heat exhaustion and heat stroke which occurs when your body 
becomes overheated.  Heat exhaustion occurs first, but can quickly advance to heat 
stroke if the symptoms are left untreated.  Below are the signs to watch for in each case 
and things to be done. 
 
Heat Exhaustion 
 
What happens to the body:  Headaches, dizziness or light-headedness, weakness, 
mood changes, irritability or confusion, feeling sick to your stomach, vomiting, fainting, 
decreased and dark-colored urine and pale, clammy skin? 
 
What should be done: 
 

• Move the person to a cool, shaded area.  Don’t leave the person alone.  If the 
person is dizzy or light-headed, lay him/her on their back and raise the person’s 
legs about 6-8 inches.  If the person is sick to their stomach, lay them on their 
side. 

 
• Loosen and remove heavy clothing. 

 
• Have the person drink some cool water (a small cup every 15 minutes) if they are 

not feeling sick to their stomach.  DO NOT give them a large glass of ice water to 
drink all at once.   

 
• Try to cool the person by fanning him/her.  Cool the skin with a cool spray mist of 

water or a wet cloth. 
 

• If the person does not feel better in a few minutes, call 911. 
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Heat Stroke 
 
What happens to the body:  Dry, pale skin (no sweating), hot, red skin (looks like a 
sunburn), irritability, confusion, and not making sense, seizures or fits, and collapse (will 
not respond). 
 

What should be done: 
 

• Call for emergency help immediately (911). 
 

• Move the person to a cool, shaded area.  Don’t leave the person alone.  Lay 
him/her on their back and if the person is having seizures, remove objects close 
to them so they won’t hit them and hurt themselves.  If the person is sick to their 
stomach, lay them on their side.  

 
• Remove heavy and outer clothing. 

 
• Have the person drink some cool water (a small cup every 15 minutes) if they are 

alert enough to drink something and not feeling sick to their stomach.  DO NOT 
give them a large glass of ice water to drink all at once.    

 
• Try to cool the person by fanning him/her.  Cool the skin with a cool spray mist of 

water, wet cloth or wet sheet.  
 

• If ice is available, place ice packs in armpits and groin area.  
 
Heat exhaustion and heat stroke are very serious health risks that can occur if exposed 
to the sun for too long.  Make sure you take frequent breaks and get out of the sun to 
cool off before going back to work.  Always make sure you are drinking plenty of water 
throughout the day and even after you have stopped working for the day.  You need to 
make sure your body stays hydrated.  
 
Cold Exposure 
 
As with heat exposure, there are dangers relating to prolonged cold exposure.  
Exposure to extremely cold temperatures (32 degrees or below) for prolonged periods 
of time can cause frostbite.  The risk becomes greater as the temperature drops and the 
wind increases. 
 
Frost-nip is a superficial freezing of the outer layer of the skin can also occur if you are 
exposed to cold weather.  The skin turns white as blood circulation decreases, then 
stings, and becomes quite painful.  Frost-nip can occur during vigorous outdoor activity 
and you may not be aware of it until you stop exercising.  
 
Frostbite is the freezing of skin and damage to underlying blood vessels upon exposure 
to extreme cold.  Blood flow halts in frostbitten skin, and the area must be thawed and 
re-warmed swiftly to prevent tissue death (gangrene) and infection.  The ears, nose, 
hands and feet are particularly susceptible.   
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Common warning signs include a progressive numbness and a loss of sensitivity to 
touch.  The affected area will also tingle or feel as if it is burning.  As the condition 
worsens, the pain begins to fade or eventually disappear.  The skin also changes color 
when exposed to extreme cold.  It blanches, then may appear red, and finally white-
purple if allowed to freeze.  
 
In mild cases, a full recovery can be expected with early treatment.  Severe cases of 
frostbite can result in infection or gangrene (the death of some body tissue due to the 
lack of blood supply).   
 
Treatment of Frostbite: 
 
When you first notice signs of frostbite, get out of the cold immediately.  DO NOT rub 
the skin in an effort to get blood flowing back to the area.  This causes friction and will 
destroy the already damaged skin and underlying tissue, as well as increase the risk of 
infection.  
 
Call 911 or get to a hospital or doctor as soon as possible.   
 
To thaw frostbitten skin, immerse the affected part in a bath kept at a constant 
temperature of 100 to 105 degree water for 15 to 30 minutes.  This will cause the blood 
vessels to dilate and circulation to return to the area.  If you don’t have access to warm 
water, stick the frozen body part under an armpit or between the thighs.  Rapid re-
warming is an intensely painful procedure, so taking 2 ibuprofen, aspirin or 
acetaminophen will help to dull the pain.  When the skin has thawed and re-warming is 
complete, cover the damaged skin with bandages and warm clothing and make sure to 
get to a doctor as soon as possible.  
 
If there is any chance of refreezing a thawed body part, DO NOT re-warm it in the first 
place.  Freezing, re-warming and freezing the skin again causes much more tissue 
damage than being frozen once; just go directly to the hospital.   
 
Prevention of Frostbite: 
 
The best defense against frostbite is being properly dressed.  Before going outside in 
extremely cold temperatures, apply skin moisturizer to the face, hands and any other 
body part that may be exposed to the cold.  Dress warmly, wear dry clothing and stay 
out of the wind.  Wear a face mask for extra protection.  Wear heavy mittens instead of 
gloves in freezing cold weather.  When the fingers are together in a mitten, their 
collective body heat keeps the hands warm.  
 
Fortunately, the temperatures here in the Northwest do not get below freezing too often 
and the risk of frostbite is pretty slim, but the risk of frost-nip is more likely.  So make 
sure that if you are out in the cold, dress warmly and get out of the cold immediately to 
warm up if you start to feel extremely cold and numb.  
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Section 19 – Non-Deicing Policy & Signs 
 
During the fall and winter months, every community has to deal with falling leaves and 
the threat of snow and ice.  Commonwealth’s policy is to not remove snow and ice from 
streets and sidewalks in the communities.  If you were to de-ice/remove snow from an 
area such as the sidewalks once, then you would have to continue de-icing and/or 
removing the snow for the entire fall/winter season.  The only areas we remove leaves, 
snow and ice on a regular basis are on the walkways, steps, decks/landings leading up 
to the manager’s home and/or office.  For the other areas of the community, such as the 
mail box area, laundry room, recreation rooms, etc., you need to post winter weather   
signs.  Contact your Regional Manager to receive the most up-to-date inclement 
weather signs.  The signs should state the following: 
 

PLEASE BE CAUTIOUS THIS WINTER SEASON 
Watch your step, ground may be icy or wet.  Slow down and use caution. 

 
Some community signs may also state: 
 

This Community Does Not De-Ice or Clear Sidewalks,  
Streets or Other Common Areas.  Watch for Slippery Surfaces  
Throughout the Community Due to Leaves, Snow and/or Ice. 

 
You should print these signs on colored paper and have them laminated so that they do 
not get wet.  This way you can use them year after year.     
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Section 20 – What to do if there is an Accident 
 
So there’s an accident in the community, something was damaged or someone was 
hurt, what do you do?  First, if someone has been injured, get that person medical 
attention immediately, then deal with the paperwork.  If the person was injured, but 
doesn’t require any medical attention, then deal with the paperwork now.   
 
What to do if community property was damaged? 
 
If there was an accident in your community where community property was damaged 
and/or there were minor injuries but they did not require medical attention, you need to 
contact the Human Resources Department at Commonwealth offices for the Non-Injury 
Accident Report.  Everyone who was involved and/or witnessed the incident needs to fill 
out a Non-Injury Accident Report.  Once they have been completed, please mail them to 
the corporate office. 
 
You need to make sure to contact your Regional Manager as soon as possible to advise 
them of the incident.  They may have additional questions and/or information they will 
require for insurance purposes.       
 
What if there was an on-the-job injury accident involving an employee? 
 
As stated above, if someone is injured, you need to first get that injured person medical 
attention.  Commonwealth Real Estate Services requires post-accident drug screening 
for all employees who are involved in an on-the-job injury.  Below is the step-by-step 
procedure to comply with Commonwealth’s post-accident drug screening policy.   
 
o Community manager needs to contact the Human Resources Department to get 

an Incident Report, Chain of Custody (COC) form and the cover letter for the 
COC form.   

 

o Community manager must immediately write down the Specimen ID Number 
from the COC form on the Incident Report where indicated.  The Incident Report 
and other forms, can then be filled out by the injured employee once any medical 
attention has been given and the necessary post-accident drug screening has 
taken place.   

 

o Whenever possible, the injured employee needs to be accompanied by another 
employee to the hospital and/or lab where the drug screening samples will be 
taken.   

 

o Immediately go to the hospital for medical attention.  Take the cover letter and 
COC form with you to the hospital.  Make sure to advise the hospital that you 
were involved in an on-the-job accident and you are required to have a drug 
screening done as part of your company’s substance abuse policy.   
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o Give the hospital the Cover letter and COC form.  If they are not equipped to take 
the samples, you will need to go to the nearest Quest Diagnostics facility 
immediately after you have received medical attention.  Quest Diagnostic 
facilities DO NOT provide medical attention.  If the Quest Diagnostics facility is 
closed, you must return the next morning when they open to have the samples 
taken.    

 

o Once all the required medical attention and drug screening samples have been 
taken, the injured worker needs to complete the On-the-Job Injury Incident 
Report and all other state required Worker’s Compensation forms.  Then e-mail 
or mail them to: 

 

Commonwealth Real Estate Services 
Attn: HR 
18150 SW Boones Ferry Road 
Portland, OR 97224 

 

o Please notify Commonwealth HR department and your Regional Manager as 
soon as possible about the accident.  Additional Worker’s Compensation 
paperwork, for Oregon employees, will be sent from the Portland office.    
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Section 21 – 24 Hour Emergency Answering Service 
 
There may be times when an emergency happens at your property after hours or on the 
weekends and you need to speak to a Regional Manager.  If your Regional Manager is 
not available and you don’t have any contact information for a different Regional 
Manager, Commonwealth Real Estate Services has a 24 hour emergency answering 
service that you can call to help you contact another Regional Manager at 
Commonwealth.   
 
To get to the answering service after hours, call Commonwealth’s main number, 503-
244-2300.  Once the greeting has started, you can press option #6 to be connected to 
the answering service.  The answering service will take your information and contact a 
Regional Manager immediately.  They will relay your message to the Regional Manager 
and someone will call you back.  
 
In the meantime, if you have something like a water line break that needs to be fixed by 
a plumber, you have the authority to contact a vendor to come out and get the problem 
fixed.    
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Section 22 – Additional Information 
 
This section contains website links to helpful safety related information and tips. 
 
SAIF posters and forms 
 
http://www.saif.com/safetyandhealth/saif-posters-and-forms.html 
 
Safety topics 
 
http://www.saif.com/safetyandhealth/safety-topics.html 
 
Oregon OSHA website 
 
http://www.orosha.org/ 
 
Washington State Department of Labor & Industries 
 
http://www.lni.wa.gov/safety/ 
 
Emergency Preparedness websites 
 
http://www.ready.gov/ 
 
http://ocem.org/ 
 
https://www.fema.gov/media-library/assets/documents/90058 
 
Stress on the job 
 
https://www.osha.gov/SLTC/emergencypreparedness/resilience_resources/support_doc
uments/supervisorintra/intradeployment_supervisors.html 
 
http://www.helpguide.org/articles/stress/stress-at-work.htm 
 
http://www.stress.org/top-5-workplace-stress-busting-tips/ 

http://www.cwrs.com/
http://www.saif.com/safetyandhealth/saif-posters-and-forms.html
http://www.saif.com/safetyandhealth/safety-topics.html
http://www.orosha.org/
http://www.lni.wa.gov/safety/
http://www.ready.gov/
http://ocem.org/
https://www.fema.gov/media-library/assets/documents/90058
https://www.osha.gov/SLTC/emergencypreparedness/resilience_resources/support_documents/supervisorintra/intradeployment_supervisors.html
https://www.osha.gov/SLTC/emergencypreparedness/resilience_resources/support_documents/supervisorintra/intradeployment_supervisors.html
http://www.helpguide.org/articles/stress/stress-at-work.htm
http://www.stress.org/top-5-workplace-stress-busting-tips/
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