
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Author’s Note 
 

Occupational health and safety issues are important in any workplace.  Lack of planning and neglect of safety 
concerns can result in serious injury, incapacitation, and death.  Unfortunately, in our industry, lack of 
resources and limited management staff makes implementing a comprehensive and detailed Safety Plan a 
challenging endeavor. 
 
The material in this handbook is based upon OSHA requirements, guidelines, and recommendations for 
workplace safety.  It is detailed and complex.  Individual clubs should carefully analyze their situation and 
requirements in designing their own safety plan.  As with any large, complex issue, it may be best addressed 
by modifying scope and detail for your operation or by incremental implementation with priority given to 
those areas where the club and its members, guests, and employees may be at greatest risk.   
 
State Departments of Labor and OSHA have websites with extensive information and resources regarding 
occupational health and safety issues and most offer help and consultation to help businesses design and 
implement safety plans. 
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III – Club Safety Organization and Responsibilities 

 
 
General Manager Responsibilities 
 
The General Manager has ultimate authority and responsibility to ensure that the club provides a safe 
environment for members, guests, and employees.   
 
Further, the General Manager is responsible for appointing a Safety Director who is charged specifically for 
developing and implementing the Safety Plan and ensuring the ongoing safety of club premises and work 
practices.  Other safety related responsibilities include: 
• Maintaining oversight of the Safety Director’s efforts. 
• Ensuring the development of a safety “consciousness” among all management and supervisor staff. 
• Being actively involved in safety issues, supervisory training, and hazard discovery and correction. 
• Ensuring proper maintenance of all furniture, fixtures, equipment, and machinery. 
• Monitoring and analyzing safety benchmarks. 
• Ensuring thorough investigation of all accidents and determination of corrective action. 
• Meeting all OSHA and local health and safety requirements. 
 
Management Responsibilities 
 
Managers and supervisors must meet the following responsibilities: 
• Identify any safety hazards in their areas of responsibility. 
• Analyze departmental positions for inherent safety hazards. 
• Modify work practices or workspaces to reduce hazard risks. 
• Ensure proper training of employees in all matters relating to safe work practices and work environment. 
• Cooperate with the Safety Director in conducting routine safety inspections. 
• Correct all deficiencies noted in such inspections in a timely manner. 
• Investigate and analyze accidents to determine unsafe condition and causes of accidents. 
• Promptly and properly complete Accident Reports when necessary. 
• Enforce safe work practices, special safety requirements, and the use of safety clothing, equipment, and 

protective devices. 
 
Appointment of Club Safety Director 
 
The General Manager will appoint a Club Safety Director in writing.  The individual selected for this position 
will be a respected member of the management team, be aware of health and safety issues, and be committed to 
ensuring a safe and healthy work environment for all employees. 
 
The appointed individual will assume the duties and responsibilities of Safety Director in addition to his or her 
other assigned duties. 
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• Report all work-related injuries, accidents, illnesses, and near misses, and  
• Report all unsafe condition or work practices 

Reference:  Safety Policy, S -100.08 
 
Individual Accountability 
 
The Safety Plan will only be effective if everyone is held accountable for their duties, responsibilities, actions, 
and reporting requirements.  Managers at all levels, but particularly the General Manager must ensure 
accountability for plan implementation.  
 
All employees, regardless of title, duties, and responsibilities, must understand their part in establishing and 
maintaining a safe and healthy work environment and will be held accountable for complying with health and 
safety policies, procedures, and rules.  
While it is the club’s responsibility to design and implement health and safety standards and to fully implement 
a Safety Plan, it is every employee’s responsibility to be aware of safety hazards, correct or report them as soon 
as possible, follow all safety rules, and work together to prevent workplace injuries and illness.  
All employees, therefore, will be held accountable for their part in maintaining a safe and healthy workplace. 

Reference:  Safety Policy, S -100.07 
 
Communication  
 
All matters relating to club health and safety must be communicated consistently and thoroughly to all 
employees.  A formal system of health and safety communications will encourage employees to inform 
management about workplace hazards without fear of reprisal.  Elements of such a system include: 
• Periodic safety meetings in all departments. 
• Posting all safety related communications, to include agenda and minutes of Safety Committee meetings, on 

designated bulletin board(s). 
• Safety training program. 
• Use of a suggestion box so that employees, anonymously if desired, can communicate their concerns to 

management. 
• Document all safety communications so that the record of safety efforts can be reviewed by employees or 

other interested parties.   
The Safety Committee is an excellent vehicle for establishing and facilitating communication and involvement 
of all employees in the matters pertaining to health and safety in the workplace.    

Reference:  Safety Policy, S -100.08 
 

Hazard Discovery & Control  
 
It is the policy of the club that a continual and conscientious effort be made to identify workplace hazards and 
that such hazards, when identified, be controlled by timely and effective action.  Hazards can be any work 
practice, work environment or condition, or use of chemicals, equipment, utensils, tools, etc., that could cause 
injury to employees or others in the vicinity.    
Hazard discovery and control is an ongoing responsibility of the club.  Therefore, each department head is 
required to review his or her areas of responsibility on a quarterly basis to identify potential job hazards.  This 
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V – Elements of Club Safety Plan 
 
Fire Safety Procedures 
 
The club will have written fire safety procedures which will be used to train all managers and employees in all 
issues relating to fire safety.  A sample fire safety plan is found in Appendix A – Emergency Procedures. 
 
Evacuation Plan 
 
The club will also have a written evacuation plan to be used to train all managers and employees in case of fire, 
bomb threat, or other emergency.  A sample evacuation plan is found in Appendix A – Emergency Procedures. 
 
Safe Work Procedures 
 
Another element of the safety plan is safe work procedures.  These procedures provide guidance for instituting 
safe work habits for common areas of club operations.  Safe work procedures are found in Appendix B – Safe 
Work Procedures. 
 
Hazard Discovery & Control 
 
Sample procedures for hazard discovery and control are found in Appendix C – Hazard Discovery and Control. 
 
Safety Inspections 
 
Procedures and checklists for conducting safety inspections are found in Appendix D – Safety Inspections. 
 
Accident Report & Investigation 
 
Standards, policies, and procedures for conducting accident investigations and preparing accident reports are 
found in Appendix E – Accident Reporting and Investigation.   
 
Tracking & Analyzing Injury Data 
 
Procedures for tracking and analyzing injury data are found in Appendix F – Tracking and Analyzing Injury 
Data. 
 
Safety Training 
 
Standards, policies, procedures, and a training curriculum for safety are found in Appendix G – Safety Training. 
 
Hazardous Material Communication Plan 
 
Standards, policies, and procedures for Hazardous Material Communication Plan are found in Appendix H – 
Hazardous Material Communication Plan. 
 
Safety Forms  
 
Safety forms are found in Appendix I – Safety Forms. 
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Appendix A – Emergency Procedures 
 
General  
 
There are two sets of emergency procedures that must be developed at the club – Fire Safety Procedures and 
Club Evacuation Procedures.  These procedures will be developed by the club Safety Director in concert with 
the local fire authorities, reviewed and approved by the General Manager, and be the basis for emergency 
procedures training for all employees. 
 
Emergency procedures should be sufficiently detailed so that all employees with a specific responsibility 
understand completely what actions they must take during an emergency.   
 
The General Manager will also ensure that periodic drills are held to test the adequacy of the emergency 
procedures and employees’ understanding of their responsibilities. 
 
Fire Safety  
 
The clubhouse design incorporates the following features to ensure maximum fire and life safety. 
• Automatic smoke detection system located in each floor’s ductwork. 
• Manual pull stations are located on all floors adjacent to each exit.  Activation of these stations will sound 

the alarm horns and strobe lights. 
• Emergency power is available for the safe and quick evacuation of the building in cases of emergency.  

Elevators should not be used for evacuations.  Emergency lighting is provided in all stairwells as well as 
public areas. 

• The building is equipped with a sprinkler system, which will be triggered in affected areas as needed.  In 
addition, fire extinguishers, in self-contained cabinets or free standing, are located on each floor (three on 
the second floor; two in the main kitchen; six on the ground floor and one in the downstairs kitchen).  
Kitchens are equipped with a hood system, which will activate or can be activated in case of emergency in 
these areas. 

• Emergency Exits are marked by illuminated signs.    There are two exits from the third floor via the main 
stairwell and the back stairwell.  The back stairwell leads directly to an outside exit. 

• Emergency keys are located near the Main Fireboard located behind the concierge desk on the main floor. 
 
Floor by floor diagrams that show the location of emergency fire extinguishers, manual pull stations, fire exits, 
evacuation routes, and the Main Fireboard will be prepared and posted in all appropriate locations or bulletin 
boards.  
Fire Safety Training 
All employees will receive Fire Safety Training which covers the following information: 
• General fire safety information, 
• What to do if a fire is discovered, 
• Location of manual pull stations, 
• Location of fire extinguishers, 
• Types and operating instructions for fire extinguishers, 
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The receptionist/concierge will be responsible for compiling a list of all persons that arrive daily that have 
business in the building.  This list will help identify persons in the building that do not regularly work in the club 
but will need to be evacuated and accounted for in case of emergency.  This list should be given to the 
Evacuation Director in the event of a fire or evacuation. 
 
Evacuation Procedures 
In case of fire, the Evacuation Coordinator or Alternates will first ensure that an alarm has been sounded and the 
Fire Department has been contacted.  (Dial 911).    
Upon sounding of the alarm horns, Alternates will immediately begin directing occupants down fire stairwells 
and out fire exits.  If Alternates are not in their specified areas when an alarm sounds, they should exit the 
building through the nearest fire exit. 
 
While the occupants are moving toward the exits, the Evacuation Coordinator will search the entire floor to 
ensure that all persons are evacuating via fire stairwells and exits only.  Elevators cannot be used during an 
emergency evacuation.  Evacuation Coordinators should include restrooms, storage rooms, telephone rooms, 
and locker rooms in their search.  
All members, staff and other occupants must proceed in an orderly manner down stairwells and out the exits.  
Some persons may require assistance due to impairment or medical condition.  
All evacuees will exit the building and proceed to designated Assembly Point(s) no nearer than 100 feet from 
the building.  All employees should report to the Assembly Point(s) lot for a head count by supervisors and 
further instructions.  Coordinators and Alternates will be responsible for directing all evacuees to a safe distance 
away from the building.  All persons should be accounted for at this time and any missing persons should be 
reported to the fire department.  Coordinators will report to the Evacuation Director and provide a verbal update 
report on the evacuation of their floors. 
 
Evacuation Drills  
Evacuation Drills will be conducted twice a year as a continuing part of the fire /emergency safety education 
program for the club.  The Evacuation Director is responsible for scheduling the drills at a time approved by the 
General Manager.  All drills will be coordinated with the Fire Prevention Division of the Fire Department.  All 
personnel occupying each floor of the building will participate in the drills.  The fire department will be 
contacted at 336-2441 before and after each drill.  
A detailed report of the drills and the effectiveness of the evacuation will be prepared by the Evacuation 
Director using a Fire Safety and Evacuation Report, PCPM Form 665.  This information will be reviewed by the 
General Manager and be available for examination by Fire Department personnel as requested. 
 
All drills will begin with the sounding of the alarm horns in the building  
Evacuation Procedures for Times Outside Normal Office (or Business) Hours 
For the purpose of evacuating the building when less management staff is in the building as happens during 
evening hours, on Mondays, and on weekends, the following procedures should be used: 
• Remember the number one responsibility is to make sure that the building is cleared of all persons in the 

cases where an alarm is sounded. 
• All procedures that are listed before should be followed.  All personnel listed in those procedures should 

handle their responsibilities if they are on the property when an alarm is sounded. 
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• Signage.  Caution and warning signs for specific hazards should be posted in the area of the hazard.  These 
can range from “wet floor” signs when housekeeping is mopping floors, to electrical hazard signs on doors 
to electrical closets, to warning signs specific to pieces of equipment such as table saws and kitchen slicers.  
Most items of equipment come from the manufacturer with warning signs attached, but supervisors should 
always check the operator’s manual for specific warnings and post signage accordingly. 

• Ladders.  All employees required to use ladders should be properly trained in their safe use.  Supervisors 
should pay special attention to ladder use when employees are working in high areas, such as on roofs or on 
ladders to change high light bulbs. 

• Vehicle Operation.  Club employees operate motorized vehicles with some frequency.  All operators of 
golf course maintenance tractors, ride mowers, and utility carts must be trained in their correct operation.  In 
addition, all employees who must drive golf carts as part of their jobs (cart attendants, beverage cart 
attendant, activity leaders, etc.) must be trained in the safe operation of carts.  All employees who drive 
motorized vehicles for the club must have a valid driver’s license (Personnel Policy, P-600.37). 

• Food Service Hazards.  There are several hazards associated with food service operations.  These include 
o Cuts.  Food and beverage preparation entail the use of sharp objects such as knives and slicers.  

Employees must be trained in the proper use of these items and management must be continually 
vigilant to safe work habits in the kitchen, dining room, bar, and snack bar areas.  A major cause of a cut 
is dull knives.  Managers must take steps to ensure that knives are always properly sharpened . 

o Burns.  Cooking food involves open flames and hot equipment and utensils.  Employees must be 
trained in the proper kitchen work habits and management must be continually vigilant to safe work 
habits in kitchen areas. 

o Slips.  Discussed above 
• Repetitive Motion Injuries.  Employees whose work entails repetitive motion such as kitchen, clerical, and 

accounting staff, should be made aware of the dangers of carpal tunnel syndrome.  Should any physical 
problems arise, these employees should be instructed to report the problem to their supervisor immediately.  
Management will then take appropriate steps to alleviate the repetitive motion associated with the job. 

• Golf Course Equipment Operation.  Golf course maintenance equipment is large, has many moving parts, 
requires refueling with gasoline and other flammable products, and must sometimes be driven over rough 
and uneven terrain.  All operators of such equipment must receive a thorough safety briefing about the 
hazards involved. 

• Golf Cart Batteries and Charging Equipment.  All cart barn employees must be aware of the inherent 
hazards associated with battery-operated golf carts.  Operator’s manuals detail a variety of safety issues 
associated with battery care and cart charging.  Managers will ensure that all employees working with golf 
carts have a thorough understanding of the safety issues involved. 

• Hazardous Materials.  Several positions on the club staff may deal with potentially hazardous materials.  
Golf course maintenance employees deal with fertilizers, pesticides, herbicides, fuels, and industrial 
solvents.  Housekeeping and kitchen employees work with various chemical cleaning and sanitizing 
compounds.  Maintenance workers use fuels and solvents and cart barn staff work with various cleaning 
materials.  Aquatics employees come into contact with chlorine and other pool sanitizing products.  All 
these employees must be made aware of the dangers of the materials they work with and be trained in the 
proper application and use of all materials.  The club Safety Director will ensure that Material Safety Data 
Sheets (MSDS’s) are available on property for all hazardous materials. 
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Appendix I – Safety Forms 
 
 
Various forms have been designed to ensure the safe operation of clubs.  These forms can be found on the 
PCPM Marketplace store. 
 

FM # Name Use Resp. Individual 
OSHA 300 Log of Work-Related Injuries and 

Illnesses 
Listing of all recordable injuries and 
illnesses 

Safety Director 

OSHA 300A Summary of Work-Related Injuries and 
Illnesses 

Summary of annual injuries and 
illnesses.  Must be posted. 

Safety Director 

OSHA 301 Injury and Illness Incident Report May be used to provide details of 
accidents & injuries. 

Victim’s immediate 
supervisor 

FM 111 Member/Guest Accident Report To document specific details of 
accidents/incidents involving members 
& guests 

Department Head where 
accident or incident occurred 

FM 124-1 Employee Accident Report To record details of all employee 
accidents and incidents 

Victim or involved employee 

FM 124-2 Supervisor’s Report of Accident To document specific details of 
employee accidents/incidents 

Victim’s immediate 
supervisor 

FM 651 Club Health & Safety Policy Statement Establish Club health and safety policy General Manager 
FM 652 Safety Committee Policy Statement Codify Safety Committee’s support for 

Club health and safety policy 
Safety Committee members 

FM 653 Safety Committee Meeting Agenda To establish agenda for Safety 
Committee meetings 

Safety Director 

FM 654 Safety Committee Meeting Minutes To record minutes of Safety Committee 
meetings 

Appointed Secretary of Safety 
Committee 

FM 655 Lock Out/Tag Out Authorized Employee 
List 

To designate those employees trained to 
perform Lock Out/Tag Out Tasks 

Safety Director 

FM 656 Written Hazard Communication 
Chemical List 

Lists all chemicals used on premises Safety Director 

FM 657 Written Hazard Communication  
Non-Routine Task List 

Lists all non-routine hazardous tasks Safety Director 

FM 658 Employee Safety Training Record To document all safety training for each 
employee 

Department Heads 

FM 659 Hazard Alert To document any hazards Any employee 
FM 660 Hazard Tracking Log To track all identified safety hazards 

and control measures 
Safety Director 

FM 661 Accident Investigation Report To summarize findings of 
accident/incident investigations 

Designated Individual 

FM 662 Lock Out/Tag Out Audit Checklist to ensure all Lock Out/Tag 
Out requirements are met 

Safety Director 

FM 663 Job Safety Analysis To analyze jobs for safety hazards Department Heads 
FM 664 Quarterly Safety Report To provide periodic reports on safety 

issues to the GM 
Safety Director 

FM 665 Fire Safety and Evacuation Report To evaluate the effectiveness of fire 
safety and evacuation procedures 

Evacuation Director 

FM666 Hazard Inspection Checklist To be used to inspect the club for safety 
hazards. 

Department Heads and  
Safety Committee Members 

FM 667 Fire Safety Inspection Checklist To be used to inspect the club for fire 
safety issues. 

Department Heads and  
Safety Committee Members 
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