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Introduction 
 
This Safety Handbook is designed to summarize Headway’s (or the “Company”) safety policies and procedures for 
temporary employees and to acquaint employees with many of the rules concerning employment with the 
Company as it relates to safety and accident prevention. 
 
This Handbook applies to all temporary employees regardless of their work site. In this handbook we will address 
multiple working conditions for Headway employee’s onsite at clients, and employee’s working in the field.  It is 
our intent to comply with all applicable state and federal laws. To the extent any of the policies in this Handbook 
are inconsistent with a particular state’s laws, the law of the state in which you are working will govern. 
 

Working Safely 

Employee Safety 

 
It is the policy of Headway to maintain a safe and healthful work environment. Safety is everyone’s responsibility. 
We expect every manager, supervisor and employee to be personally concerned about and responsible for 
maintaining a safe working environment for all employees. To accomplish this goal, guidelines have been 
established that recognize the responsibility of Headway, our clients, and you, our employee.  Together, we can 
make a difference in the safety of our fellow co-workers and ourselves. Good safety habits reduce the possibility 
of injury for you and your co-workers.  
 
If you are unable to read or understand this or any other Headway safety document written in English, please 
notify Headway Human Resources. Upon request, safety documents can be made available in a language or format 
that is understandable. 
 
All employees are responsible to be alert for and to report any safety hazards to their supervisor and to Headway 
Human Resources at 800-948-9379, 919-424-1086 after normal business hours or 
workerscomp@headwaycorp.com , tjones@headwaycorp.com without fear of reprisal and free from any 
retaliation for doing so. 
 
If you ever witness a co-worker who has been injured while working, report the event immediately to a 
supervisor and to Headway Human Resources.  Timely reporting of a workplace injury allows employees full 
access to any/all benefits to which they may be entitled and allows Headway to conduct a prompt investigation 
into the cause(s) of the injury. 

 
Injured workers may be required to submit to post-incident drug and/or alcohol testing depending on the 
circumstances resulting in the accident or injury where there is a reasonable basis for testing. 
 

General Guidelines 
 
Safety rules and safe work practices are designed to protect your safety, but they are only as effective as your 
willingness to cooperate. These guidelines are a condition of your continued employment. Know these guidelines 
and consider them required elements of your job assignment. Failure to abide by these policies may result in 
disciplinary action up to and including termination of your job assignment or in reduction or complete elimination 
of any related benefits.  

mailto:workerscomp@headwaycorp.com
mailto:tjones@headwaycorp.com
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Safety Do’s  
 

 Do know the safe work practices of each job assignment as provided by your client supervisor.  

 Do pay attention to your work and your surroundings.   
 

Safety Prohibitions  
 

 Do not use alcohol, illegal drugs, or controlled substances on the job or on the client’s premises. Anyone who 
violates this policy or who reports to work under the influence of any of these substances will be subject to 
disciplinary action, up to and including termination of employment, and potentially a loss of benefits.  

 

Safety and Health Rules  
 

• All employees shall follow our safety practice rules, render ever-possible aid to safety operations, and 
report all unsafe conditions or practices to the management.  

• Supervisors shall insist on employees observing and obeying every rule, regulation, and order as is 
necessary to the safe conduct of the work, and shall take such action as is necessary to obtain observance.  

• All employees shall be given accident prevention instructions.  
• Anyone known to be under the influence of drugs or intoxicating substances, which impair the employee’s 

ability to safely perform the assigned duties, shall not be allowed on the job while in that condition.  
• Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety or well-being of 

the employees are prohibited.  
• Work shall be well planned and supervised to prevent injuries in the handling of material and in working 

with equipment.  
• No employee shall knowingly be permitted or required to work while his/her ability or alertness is so 

impaired by fatigues, illness, or other causes that might unnecessarily expose the employee or others to 
injury.  

• All injuries shall be reported promptly to the supervisor, and Headway Worker’s Compensation (WC) 
representative so that arrangements can be made for medical or first aid treatment.  

• When lifting heavy objects, the large muscles of the leg instead of the smaller muscles of the back shall be 
used.  

• Inappropriate footwear or shoes with thin or badly worn soles shall not be worn. Please refer to Personal 
Protective Equipment (PPE) section. 

Reporting Unsafe Conditions and Work Related Accidents and Injuries  
 

 Contact Headway immediately if you are asked to perform duties other than those specified by your 
assignment.  

 Report any unsafe conditions immediately to your client supervisor as well as Human Resources at 800-948-
9379, 919-424-1086 after normal business hours or workerscomp@headwaycorp.com, 
tjones@headwaycorp.com  without fear of reprisal and free from any retaliation for doing so. 

 Notify your client supervisor and ask for instructions if you are unsure of any job task you are asked to perform.  

 Notify your client supervisor if you observe another employee engaged in an unsafe act.  

 Please refer to the safety signs section.  

mailto:workerscomp@headwaycorp.com
mailto:tjones@headwaycorp.com
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Headway Employees Onsite at Client Premises 
 

Emergency Action Plan 

 

The on-site client supervisor will inform you of the location of emergency exits as well as evacuation assembly 

points. In the event of an emergency, follow the instructions of your on-site client supervisor. Do not use fire 

extinguishers or other firefighting equipment nor become involved in rescue operations unless trained or 

instructed by client. 
• Find the nearest exits on your first day of work and each time you change departments or work stations. 

• In the event of an emergency evacuation, quickly and calmly make your way to the nearest exit. 
• Once in a safe meeting place remain quiet and listen for any instructions. Do not reenter the building 

for any reason until the area is deemed safe by emergency personnel. 
• Do not leave the safe meeting place without checking in with your supervisor. If you exit the building and 

leave the premises, you could be putting emergency personnel in danger that might be searching for those 
that are unaccounted for. 

• Never second guess the validity of an alarm. If an alarm sounds evacuate immediately until instructed 
to do otherwise by qualified personnel. 

 
 

Headway Employees Offsite in the Distribution, Warehouse or 

Light Industrial Environments 
 
Personal Protective Equipment (PPE) may be required in certain light industrial positions and for certain work 
stations as designated by your client supervisor. If PPE is required employees must wear appropriate PPE in 
designated areas at all times. Failure to do so could result in injury and in disciplinary action up to and including 
termination. 
 

• Examples of safety equipment you may be required to wear are as follows:  
 Hard hats – protection from overhead hazards.  
 Safety Glasses/Goggles – protection from airborne particles, sparks, and some splashes.  
 Safety Shoes – protection from objects falling on feet and sharp objects penetrating shoe soles.  
 Hearing Protection – protection from high-level noise exposure.  
 Gloves – depending on type of glove, protection from harmful liquids, heat, or surface contact 

hazards.  
 Boots and Aprons – protection from wet environments.  
 Dust Masks –Dust masks or particle masks are permissible and recommended only for nuisance 

dust exposures.  
• If operating machinery is not part of your job or you have not been trained on specific machinery, you 

must not operate the machinery. 
• Do not walk on pallets. If you need to reach the other side of a pallet, walk around the pallet. 
• Never attempt to repair a machine that is not in working order. Notify your supervisor the machine is 

malfunctioning. 
• If applicable, make sure that you know the location of Material Safety Data Sheets (MSDS) which provide 

information needed to work safely with chemicals in your workplace and have read the information prior 
to using a substance. If a MSDS is not available to you, notify your Headway Representative. 
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• Only individuals certified and authorized to operate forklifts by their client supervisor may operate 
forklifts. A seatbelt must be worn at all times. No trip is too short for a seatbelt. 

 

Horseplay 

 
Horseplay, scuffling, or any other acts that adversely impacts the safety of yourself and those around is strictly 
prohibited and may result in disciplinary action up to and including immediate termination. 

 

Proper Lifting Techniques 

 
• Size up the load and if you cannot lift it safely, GET HELP. 
• Decide where you will be taking the load BEFORE you lift it and clear the path to your destination of 

any tripping hazards. 

• Get as close to the load as possible and squat with your back straight, bending at the hips and knees 
keeping your heels on the floor. 

• Lift smoothly, using your leg, abdominal and buttock muscles. 
• Once you are standing, avoid twisting motions by pointing your feet in the direction you want to go and 

turning your whole body. 

• Once you have reached your destination, squat down slowly and place the load down gently. 
• Organize your work to avoid lifting from the floor or above shoulder level. Store heaviest items between 

knuckle and shoulder height. 
• Reduce the amount of weight lifted by taking more trips. 
• Do not lift objects that obscure your vision or footing. 

 

Slips, Trips and Falls 

 
• Keep walkways, doorways, and exits clear of obstacles and/or clutter and close cabinet drawers 

completely after every use. 
• Secure electrical cords and wires away from walkways. 
• Clean up spills immediately. 
• Report loose carpeting or damaged flooring immediately. 
• Pay attention to where you are going and what is in your path. 
• Wear footwear appropriate to your work tasks and location. Always keep in mind the characteristics 

of a sensible shoe: well fitted and comfortable with ½ inch of space between the largest toe and the tip 
of the shoe, sole is non-slip and flexible, heel is low and preferably as wide as the shoe. 

• Use extra caution when climbing and descending stairs and use handrails when available. 
• Practice good housekeeping by keeping walkways clear of materials. 
• Do not carry loads you can’t see over. 
• Slow down and take shorter steps. It’s natural to take bigger strides when you are in a hurry but this 

can increase your chance of falling. 
• Do not walk on pallets. If you need an i tem on the  othe r  s ide  o f  the  pa l le t  wa lk  a rou nd 
to  ret r ieve  the  i tem.  
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PPE Training - Hearing Protection  

Our hearing is a valuable resource and we should take precautions to protect ourselves from noise exposure that 
could potentially cause us to lose even a portion of that resource. Hearing protection devices are a common item 
of Personal Protective Equipment (PPE). Here are some types of hearing protectors that you may see at your 
worksite:  
 

 Foam Ear Plugs: These come in a variety of sizes and types as shown below. Normally, these plugs are 
compressed with the fingers and then inserted directly into the ear canal, and then they expand and form 
a sound reduction barrier to reduce the effects of the surrounding noise. Since there are such a wide 
variety of these plugs, you should always read the directions on the package to assure that you insert them 
correctly and they are suitable for use in your work environment. Remember to always wash your hands 
before inserting the plugs. Handling the plugs with dirty hands can result in ear infection.  

 Ear Muffs: These are used in many industrial applications, especially where the exposures are for short 
periods and employees want protection that can be put on and taken off easily. Ear Muffs are only effective 
when they are adjusted to fit snugly around your ears. There are muffs that are specifically designed for 
use with hard hats and other types of PPE that may be needed on your job site. Always consult with your 
supervisor if you have questions about the use and care of your PPE.  

 

 

Back Belt Safety  

There are a variety of Back Belts on the market and each is just a bit different. One thing is true about all of them: 
Back belts are not designed to help you lift more! These belts are designed to assist you in utilizing proper lifting 
technique and good body mechanics. The belt should be worn in accordance with the manufacturer’s instructions.  

The waist belt should be closed as shown when wearing the belt to prevent the loose ends from being caught up 
in machinery, storage shelves, etc. For this belt, the elastic support panels should be tightened immediately prior 
to the lifting activity and loosened when the activity is completed. Wearing the belt properly will make it more 
difficult for you to bend at the waist, which is a habit to be avoided when lifting. 

A quick summary of rules for Back Belts:  
• Read the manufacturer’s instructions and follow them for the wearing and care of the belt.  

• The belt does not make you stronger or able to lift a greater load, so do not use it for that 
purpose.  

• The belt is not a substitute for good lifting technique. Practice the proper technique when 
lifting.  

• Stand close to the object  

• Bend at the knees and keep your back as straight as possible.  

• Use the large muscles of the legs to lift, rather than bending at the waist and lifting with your 
back muscles.  

• If you have any questions about the use of the belt or about proper lifting techniques, ask your 
supervisor. 

Eye Protection  

Eye injuries are tragic. They often leave the victim in pain and can even result in a total loss of sight! One of the 
most tragic things about eye injuries is that most are preventable. Using eye protection is just good sense. Do not 
take a chance on losing one of your greatest assets and blessings, the ability to see.  

 
Safety Glasses are the most commonly used form of eye protection and they come in a variety of tints, styles, and 
sizes. Glasses should be equipped with side-shields to improve the level of protection from flying objects. Never 
alter a set of safety glasses, such as removing the side-shields, because this may affect their ability to protect your 
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eyes as they are intended. Remember not all glasses are safety glasses. Make sure that the glasses you use are 
rated as safety glasses by looking for the symbol Z-87 that indicates that the glasses meet the American National 
Standards Institute (ANSI) standard for eye protection. 

 

If safety glasses do not provide enough protection, ask for a pair of goggles. These work best when handling liquids 
or working in dust, since they provide a tighter seal around your eyes. Since goggles form a seal, they may be prone 
to “fog up” when the temperature changes or if you sweat heavily. Try applying an anti-fog agent to the inside 
surface of the goggles to prevent this problem. These anti-fog agents are available at most safety supply stores. 

 
There are times when you may need some additional protection. Use face shields along with your glasses or goggles 
to add another layer of protection from splashes or other hazards that endanger your eyes. If you have questions 
about which eye protection is correct for your assignment, always ask your supervisor. 
 

Hand Protection 

 
Hand and finger injuries are among the most common injury types in industry. These injuries often result when 
workers handle materials. Chemical burns, cuts and abrasions, and splinters are common hand injuries. Using the 
right type of gloves can help to reduce your chances of suffering a hand/finger injury. Here are some types of 
gloves that may be useful in the injury prevention effort:  

 
For handling chemicals, always consult the MSDS sheet for the chemical product to assure that you are using the 
correct glove. Just because the gloves appear to be rubber or plastic and seem to be “leakproof,” that does not 
mean that they will provide protection against the hazards associated with the chemical you are using. If you have 
any doubts, consult with your supervisor.  

 

For handling metal and wood where splinters or sharp edges may be present, leather or Kevlar gloves are often 
used. These gloves are cut resistant and come in a variety of sizes and styles.  

For light material handling and to protect against cold temperatures, cotton gloves may be suitable. Consult with 
your supervisor to assure that you have the type of glove that is best suited to provide protection from the hazards 
at your job location.  
 

Bloodborne Pathogen Awareness 

 
Blood borne pathogens are transferred by coming into contact with another individual’s blood or other body 
fluids and in unfixed tissue and organs. Infectious diseases are transmitted through the blood, and on occasion, 
other bodily fluids. Therefore, it is extremely important that you protect yourself from blood borne pathogens. 

You should avoid contact with blood or other body fluids. You should always assume all body fluids are 
infectious. 

OSHA’s standard "Occupational Exposure to Bloodborne Pathogens" (29CFR 1910.1030) was designed to limit 
occupational exposure to human blood and other potentially infectious materials in the workplace. This standard 
covers all employees who, because of performing their job duties, may reasonably have an anticipated exposure 
to human blood, unfixed tissues, or contact with blood and other potentially infectious materials. "Good 
Samaritan" acts (for example, assisting a co-worker with a nosebleed), are not considered occupational exposure 
under this standard.  
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Bloodborne Pathogens  

According to OSHA, bloodborne pathogens are microorganisms that are present in human blood and can cause 
disease in humans. Two pathogens of concern are the Hepatitis B Virus (HBV) and the Human Immunodeficiency 
Virus (HIV); however, there are many other pathogens, which can be transmitted through blood (i.e. T. cruzi, 
Malaria).  

Hepatitis B (HBV):  

Over one million people in the U.S. are carriers of the Hepatitis B Virus (HBV) and an additional 300,000 people 
become infected each year. In 1983, 17,000 healthcare employees were infected by contact with blood and body 
fluids of infected patients. This number has dropped dramatically to 400 in 1995, due to the increased use of the 
HBV vaccine. Hepatitis dangers can be reduced by: wearing PPE, using disinfectants to clean the work surfaces, 
washing hands and using puncture-resistant sharps containers.  

 

Symptoms:  

Hepatitis symptoms include jaundice (yellow hue to the skin and eyes), loss of appetite, nausea, and elevated liver 
function tests.  

Hepatitis B Vaccine:  

All employees are encouraged to be vaccinated against Hepatitis B Virus if there is a risk of exposure to blood or 
other potentially infectious material.  

The vaccine is administered in a series of three shots. The second shot is given one month after the first, and the 
third given six months after the initial dose. Employees who decline the Hepatitis B vaccine must sign an Informed 
Refusal Form. At any time after a worker initially declines to receive the vaccine, he or she may opt to take it.  

Human Immunodeficiency Virus (HIV):  

HIV is the virus, which causes the disease, "Acquired Immune Deficiency Syndrome,” or as it is more commonly 
known, AIDS. AIDS weakens a person’s immune system, therefore weakening the body’s ability to fight off 
infections. In the healthcare and laboratory setting, HIV is much less contagious than HBV, but whereas there is a 
HBV vaccine, HIV is incurable and ultimately leads to death. Once a person becomes infected with HIV, it may be 
years before AIDS develops.  

Symptoms:  

Symptoms of AIDS include fatigue, fever, weight loss, pneumonia, nausea, night sweats, rashes, mouth sores, sore 
throat, and swollen lymph glands.  

Modes of Transmission:  

HIV and HBV are transmitted through contact with infected human blood and other potentially infectious body 
fluids, including:  

 semen  

 vaginal secretions  

 cerebrospinal fluid  

 synovial fluid  

 pleural fluid  

 pericardial fluid  

 peritoneal fluid  

 amniotic fluid  

 saliva in dental procedures  

 body fluid that is visibly contaminated with blood  

 unfixed tissue or organ (other than intact skin from a human, living or dead)  

 HIV-containing tissue cultures  
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 HIV- or HBV-containing culture medium or other solutions.  

 Blood or other tissues from experimental animals infected with HIV or HBV.  

 

In laboratories and clinical settings, transmission is most likely to occur due to: accidental needle stick, cut from 
contaminated glass, razor, scalpel, etc., contact with damaged skin (open sores, acne, cuts, abrasions, blisters), or 
contact with mucous membranes (eyes, nose and mouth). According to the Center for Disease Control, all blood 
and body fluids must be considered infectious; therefore, they have set up "Universal Precautions" which are 
recommendations that are enforced by OSHA to protect workers from infection.  

Protecting yourself from Bloodborne Pathogens:  

When working with human blood or other potentially-infectious material, it is important to take steps to protect 
yourself. Engineering controls (i.e. biological safety cabinets, safety syringes, centrifuge cups, mechanical pipe 
fitting devices, etc.), will minimize any risk of infection along with the following precautions:  

 Assume that all blood or blood-related products are infectious. Follow "Universal Precautions.”  

 Wear personal protective equipment (gloves, lab coats, goggles, mask).  

 Replace torn or defective personal protective equipment (PPE).  

 Remove PPE before leaving the work area.  

 Use biological safety cabinets to contain procedures that generate aerosols.  

 Handle all materials carefully to minimize potential for splashing and spraying.  

 DO NOT mouth pipette - use mechanical devices.  

 Clean contaminated areas with a solution of 10% bleach in water.  

 Never bend or cut needles or recap them using a two-handed technique.  

 NEVER eat, drink, smoke, apply cosmetics or lip balm, or insert/remove contact lenses in the lab.  

 Wash hands with soap and water: before gloving, after gloves are removed, after contact with each 
patient, before leaving the laboratory or medical office, before eating, or after your hands have touched 
a potentially contaminated surface.  

 Dispose of infectious waste properly.  

 

Decontamination  

Always keep your work area neat and orderly. Clean and disinfect the medical or laboratory environment with a 
10% Clorox solution in water or an equivalent disinfectant. At the end of each work shift, clean all equipment and 
surfaces that may have been exposed to blood and other infectious agents. Medical or laboratory instruments 
should be disinfected with approved hospital disinfectants (tuberculocidal at recommended dilutions) or in 
autoclaves.  

Spill Clean Up  

 Spills of bodily fluids in your work area are to be cleaned up by individuals who have up to date Bloodborne 
Pathogen training  

 Wear appropriate PPE (gloves, lab coat, etc.), carefully covering the spill with paper towels.  

 Gently pour fresh 10% bleach solution or other disinfectant around the edges of the towels.  

 Wait 10 minutes to ensure proper contact time.  

 Wipe up the spill from the perimeter in, placing contaminated towels in an autoclave bag.  

 Wipe down the area again with fresh disinfectant.  

 

Sharps  

Needle stick or other puncture injuries often occur when cleaning or disposing of sharp instruments and needles. 
Sharps containers must be located close to work area where sharps are used. They must be puncture-resistant, 
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leak-proof, labeled, and color-coded. They must NOT be overflowing. The following items must be disposed as 
sharps: all types of needles, syringes, pasteur pipettes, glass culture dishes, glass blood vials, glass pipettes, scalpel 
blades, surgical staples, slides, cover slips, lancets, tweezers, and razor blades.  

 

Warning Tags, Signs, and Labels  

The biohazard symbol warns of actual or potential presence of biological hazards. It must be displayed on 
equipment (refrigerators, incubators, etc.), containers (sharps and infectious waste), and rooms that contain, or 
are contaminated with, hazardous biological agents. Labels must have the biohazard symbol visibly displayed on 
a fluorescent orange or red background.  

 

Emergency Procedures  

• If an exposure occurs, wash the affected area for 15 minutes with soap and water.  
• If a splash occurs to the eyes or mucous membranes, flush the affected area with running water for 

at least 15 minutes can be improved by prompt action.  
• Report any potential exposure and visit Occupational Health immediately!  

 

Proper Lifting and Carrying  

 
Lifting & Carrying Do’s  

• Do use approved lifting techniques: face the load, make sure your feet are on level firm ground, bend 
your knees, grasp the load securely, and raise the load keeping your back as straight as possible.  

• Do use the leg muscles to lift the load, never the back.  
• Do warm up stretches before lifting, especially after any period of inactivity. Many back injuries can 

be prevented this way.  

Lifting & Carrying Do Not’s  
• Do not lift while your body is twisted, especially the lower back.  
• Do not block your vision with the load, especially while moving.  
• Do not lift more than 40 pounds unassisted.  

 

Machinery and Equipment  
• Always notify Headway immediately if you believe the machinery or equipment you are asked to 

operate is unsafe.  
• Always wear required personal protective equipment. Always wear seatbelts if provided. 
• Never operate any equipment or machinery until you have received specific instructions on safe 

operating procedures, safety devices, and equipment guards from your on-site supervisor.  
• Never attempt to tamper with or bypass any machine safety device or guard.  
• Never operate any machinery that has broken or defective safety devices or guards. Notify your no-

site client supervisor immediately if such a condition exists.  
• Never Assume the power is turned off to any piece of equipment. Your on-site client supervisor will 

inform you of your restrictions as an affected employee under the customer’s Lockout/Tagout 
Program.  

• Never place any part of your body into the point of operation of any machine.  
• Never attempt to perform maintenance or service on any of the client’s equipment.  
• Never wear loose clothing, rings, and jewelry or allow hair to dangle when operating machinery.  

 
Mobile Powered Equipment  
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• Do not operate any forklift devices, pallet jacks, tractors, construction equipment, or mobile powered 
machinery unless you have the approval of your Headway Representative.  

• You must pass the client’s equipment operator certification testing program before approval will be 
given by a Headway to operate any mobile powered equipment.  

Tools  

• Always use the correct tool for the task.  
• Always make sure there are no signs of physical damage to hand held electrical equipment. Always 

check to see that the cord is not damaged and the plug has no exposed wiring or missing prongs.  
• Always wear safety glasses or goggles when using any pressurized air system.  
• Never use damaged tools.  
• Never attempt to use any tools that you are unfamiliar with until you have received instruction and 

authorization.  

 

Hazardous Substances  

Hazardous substances come in many forms. They can be flammable gases or liquids, caustics, pressurized gases, 
fuels, fumes, etc. Your client supervisor will provide information to you about any hazardous substances in your 
work area. All of this information will be contained in the customer’s Hazard Communication Program. If you are 
not provided this information before you start work notify your Headway Representative immediately.  

 

The Hazard Communication Program will address:  

 How to detect the presence or release of chemicals.  
 Health and physical hazards associated with the chemicals.  
 Methods to protect yourself from exposure.  
 How to use the customer’s container labeling program as well as the Material Safety Data Sheets (MSDS) 

for hazardous substances.  

* Remember that you have the right to read the MSDS for the materials in your area. This information sheet will 
provide physical property information as well as precautionary health and safe handling information. 

 
 

Headway Corporate Employees and Headway Employees Offsite 

in the Office Environments 
 
Although offices are relatively safe workplaces, accidents do occur, and usually in two main categories: 
Slip/Trip/Falls and Lifting.  

• Wear safe shoes to work, low heels, and closed toes. Reference Corporate/Client Dress Code Policy. 
• Keep floor areas around your workstation free of boxes, extension cords, loose rugs, spilled liquids or 

other slip or trip hazards.  
• Keep desk and file drawers closed when not in use.  
• Always walk, do not run. Use handrails on stairs or ramps.  
• Never climb on top of desks, chairs, or shelves. Use the proper stepladder or ask for assistance.  
• Avoid lifting loads over 40 lbs. in weight. If lifting is required, use the safe lifting procedure with a 

straight back, bend at knees, firm grip, and lift with legs.  
• Never try to move heavy office furniture by yourself. Get help.  
• Avoid bending at the waist or excessive twisting of the back – turn your feet in the direction you want 

to go and use the safe lifting procedure.  
• Know the location of first-aid kits, fire extinguisher, and how to report fires or accidents or other 

emergencies.  
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Ergonomics 

 
Ergonomics is learning to do your job safely, comfortably and efficiently. 
 

 If your wrists, hands, elbows, or shoulders start to hurt from performing a repetitive task, take a 
moment to stretch the muscles before returning to the task. 

 Avoid holding wrist, arms, back and neck in unnatural positions while performing work. 

 If it doesn’t look or feel right, it probably isn’t. 

 Remember that even a good position is risky if you hold it so long that muscles tense up and blood 
flow is reduced, change position and stretch periodically. 

 When standing and sitting align your ears, shoulders and hips. 

 When sitting keep your feet flat and your hips and knees level. 

 When using your hands avoid bending or twisting them too far in any direction. The hand is safest 
when the wrist is straight. 

 Keep your fingers relaxed (not pointed or curled) when keying. 

 Stay within range; never lock a joint by extending it until it can’t go any farther. 

 Keep your work within as easy reach as possible so you don’t have to stretch, twist, or bend 
beyond your safe range of motion. 

 Stay fit! When you are fit your blood carries more nutrients to the muscles, tendons, and nerves. 
This keeps your body healthy and helps repair any minor tissue damage that might otherwise 

lead to cumulative trauma disorders. Stay fit by eating a nutritional diet and exercising. 
 

Headway Employees Offsite in the Retail Environments 
 

General sales floor safety 

There are many areas within a store. Below are a few things to keep in mind while working on the retail sales floor 
or kiosk area. 

• Make sure the entrance area is clean and orderly. 
• Make sure mats are lying flat and are not damaged. 
• Aisles should be clear and accessible at all times. 
• Fire exits should be clear and accessible at all times. 
• Display racks and shelves should be full and sturdy. 
• All lights should be in good working order. 
• Electrical outlets should have safety covers. 
• Ceiling signs should be securely attached to the ceiling grid. 
• Fire extinguishers should be hung and the gauge should be in the “green” zone in store of available 

in the designated mall area. 
• Know where the first aid kit is located in the store or kiosk. 
• Know how to access the storage area in store or in designated mall area. 

 

Preventing slips, trips and falls 

• Slips occur when there is too little friction or traction between your feet and the walking surface 
• The most common causes of slips are wet surfaces, spills, worn shoe soles, and inclement weather 
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conditions 
• During inclement weather (rain, snow, sleet) mats should be positioned at door/kiosk thresholds 

as appropriate.  
• Damaged mats should be reported to Mall Management. 
• Look out for damaged fixtures and displays. Report to Client or Mall Management if any repairs 

are needed 
• Report torn carpet or damaged tile to Client or Mall Management. 
• Know the proper procedures to clean up a spill 

 

Personal hygiene 

• Wash your hands frequently. 
• Wash your hands before preparing food, eating, smoking, applying makeup or handling contact 

lenses. 
• If you have a cold and are coughing and sneezing, wash your hands frequently. 

 

Stocking Merchandise Safely 

Stocking, unloading trailers, and moving merchandise can cause pain in your back. Use the following techniques to 
prevent back injury. 

• Stretch and loosen up your muscles before starting an activity 
• When lifting or moving boxes, utilize the following steps: 

o Get as close to the load as possible 
o Place your feet about a shoulder-width apart, and place 
o one foot slightly ahead for balance 
o Bend your knees over your forward leg, keeping your 
o back straight 
o Always squat with yours legs and avoid 
o forward bending 
o Get a firm grip on the load, using your palms, 
o and let your legs do the lifting 
o Legs are the largest muscle in your body, so use 
o them to lift 
o Exhale as you lift; that will relax your back muscles 
o Keep the load close to your body 
o Plan your path of travel 
o Lower the load with your legs and release 

• If the load is too heavy, ask another Associate for assistance 
• If the load is too heavy for a 2-person lift, consider removing a few items from the container and 

moving them separately. 
• Use a dolly, hand truck, or cart to move heavy items 
• For very heavy items ask for assistance from a qualified and licensed powered equipment operator 

(forklift, motorized pallet jack, etc.) 
 

Equipment and tools  

• Box cutter 
o Know how to operate and use the store box cutter 
o Always cut away from yourself 
o Always close the blade when not in use 
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• Ladders/Step Stools 
o Choose the right tool for the job. Do not use movable chairs or stools. 
o Never leave a ladder/stool unattended on the sales floor 
o Conduct a visual inspection of a ladder to determine if ladder can be safely climbed 
o Stand on the first step to determine if ladder can adequately support you 
o Always maintain 3-point contact with the ladder, 2 legs and 1 hand or 2 hands and 1 foot. 
o Properly store the ladder/Stool after use 
o Do not allow customers to use ladders (only qualified Associates). 

 
 

 

Headway Employees Offsite in the Survey Research 
 

Field Employees Working Environment: 

 
The working environment of Headway field staff may fall into one of three settings. Each setting has its own 
conditions that can affect your personal safety. 

• In your home preparing supplies, planning your next trip to sample neighborhoods, conferencing 
with your Supervisor via telephone, or transmitting data to the client.  

• Commuting to/from sample areas using a personal automobile, public transportation or on foot.  
• On a respondent’s property, either inside or outside, screening or interviewing. 

 

Proper Attire 

• Dress for success and safety!  Keep it simple.  Your dress should be professional and comfortable.  
• Do not wear jewelry and do not carry a purse. Put your keys and cell phone in your pocket. Keep 

your photo ID badge visible. 
• Wear appropriate and sensible shoes to avoid slips and fall accidents.  You will be exposed to 

hazards such as uneven pavement, debris in your path, slick surfaces, and animals in the course 
of your employment. For your safety, sensible shoes must be worn at all times. What makes a 
shoe sensible?  The sensible shoe is well fitted with a ½ inch of space between the largest toe and 
the tip of the shoe.  The sole of a sensible shoe is padded, flexible and comfortable. The heel of a 
sensible shoe is low and as wide as the shoe.  High heels and open-toe shoes are not acceptable.  

 

Recommended appropriate footwear: 

• Rough sole shoe, which offers best slip resistant characteristics. 
• Low heel - no greater than 1 inch or Flats. 
• A Square heel as opposed to a rounded edge. 
• Firm ankle support 
• Choose footwear appropriate to the environment. 

 

Slips, Trips and Falls 

• Keep walkways, doorways, and exits clear of obstacles and/or clutter and close cabinet drawers 
completely after every use.  



19 

 

• Secure electrical cords and wires away from walkways.  
• Clean up spills immediately.  
• Pay attention to where you are going and what is in your path.  
• Wear footwear appropriate to your work tasks and location. Reference Client Dress Code. Flip 

Flops are not acceptable footwear. Always keep in mind the characteristics of a sensible shoe: 
well fitted and comfortable with ½ inch of space between the largest toe and the tip of the shoe, 
sole is non-slip and flexible, heel is low and preferably as wide as the shoe.  

• Use extra caution when climbing and descending stairs and use handrails when available.  
• Practice good housekeeping by keeping walkways clear of materials.  
• Do not carry loads you can’t see over. 
• Slow down and take shorter steps. It’s natural to take bigger strides when you are in a hurry but 

this can increase your chance of falling.  
• Do not walk on pallets. If you need an item on the other side of the pallet walk around to retrieve 

the item. 

 

Organizing and Moving Supplies 

 

Headway field staff employees utilize various kinds of supplies and materials such as interviewer manuals, 
computer equipment, assignment kits, and bulk supplies (handouts, brochures, etc.). Organizing these materials 
allows you to work more efficiently and more effectively. Select some specific place in your home where you can 
keep all of your materials. This place needs to be away from common traffic areas and away from curious little 
ones, whether children or pets. One of the greatest safety concerns when working from home is how to safely 
move supplies. Please keep the following proper lifting techniques in mind when lifting a load. Remember one 
careless moment could mean weeks or months of pain! 

 

Proper Lifting Techniques: 

 
• Size up the load and if you cannot lift it safely, GET HELP.  
• Decide where you will be taking the load BEFORE you lift it and clear the path to your destination 

of any tripping hazards.  
• Get as close to the load as possible and squat with your back straight, bending at the hips and 

knees keeping your heels on the floor.  
• Lift smoothly, using your leg, abdominal and buttock muscles.  
• Once you are standing, avoid twisting motions by pointing your feet in the direction you want to 

go and turning your whole body.  
• Once you have reached your destination, squat down slowly and place the load down gently.  
• Organize your work to avoid lifting from the floor or above shoulder level. Store the heaviest items 

between knuckle and shoulder height.  
• Reduce the amount of weight lifted by taking more trips.  
• Do not lift objects that obscure your vision or footing. 
• Don’t overestimate your ability, when in doubt GET HELP! 
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Safety in Your Automobile 

 

Most field staff personnel need to drive a vehicle to accomplish work in the field. Please keep the following tips 
in mind to avoid back injury or strain when operating your vehicle for business purposes: 

• Always wear your seatbelt. Reference applicable state regulations (Click it, or Ticket laws in most 
states). 

• Never use your cell phone while driving. 
• When exiting your vehicle keep both legs together as much as possible, swiveling on your 

buttocks.  
• When driving long distances be sure to take short breaks to stretch. 
• When retrieving your computer and other materials do not lean over to the passenger’s seat. Exit 

your vehicle and retrieve the materials from the passenger’s side or trunk.  
• Cruise control should be used if available when traveling long distances. 
• Refrain from smoking, eating, drinking, reading and any other activity that takes your mind and 

eyes off the road. 

While driving is a routine part of most of our daily lives we must always remember that disaster is one bad decision 
away.  Headway is committed to helping you make the safe decision!   

Most accident situations are repetitious. Once you realize what can happen and have been taught or self-trained 
to make certain key responses, you can come up with the right decision every time. This approach, termed 
“Decision Driving” is the positive approach to accident-free driving. 

Even a skilled driver will occasionally make a minor or critical error. Decision Driving, when regularly practiced, 
will help keep these errors to a minimum.  

 

Decision Driving follows a 5-step pattern: 

 Expand your “look-ahead” capacity.  This is the habit of looking beyond the present. The future is 
not a closed book. It is influenced by what is happening right now and where you will be in 8 to 
10 seconds. Have foresight and know that present action can eliminate future trouble and 
accidents. The benefits of expanding your look-ahead capacity are:  

o It helps you to center the vehicle properly in the driving lane.  
o It allows more time for the selection of the proper lane.   
o It helps control speed and helps to adjust your following distance.  
o It enables you to blend into the traffic pattern smoothly. 
o Size it up. The more facts that are fed into your personal computer, your brain, the less 

chance there is of making a poor decision. By constantly sweeping your eyes over the 
whole scene you keep feeding vital information into your computer, transmitting 
messages to the brain for decision-making. You should be looking for changing road 
conditions, changing road visibility because of poor weather, problems facing other 
drivers, pedestrians, changing of traffic patterns, and what is beside and behind you. 
Making this a part of your driving habits will eliminate the need for split-second decisions. 

 Signal your intentions early. Even good decisions are not fool proof if we fail to let others know of 
our intentions. Signaling changes in movement should be automatic. Develop it into such a habit 
pattern that you would automatically signal if you were on a deserted highway.  In addition to 
signaling left and right turns 8 to 10 seconds before turning, you should signal slow-downs by 
tapping your break. You can also tap your horn when entering a blind intersection or when backing 
up. 
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 Plan an escape route. Making a decision that leaves you without an alternative is like picking your 
own poison! It is pretty hard to choose between two consequences when you don’t want either 
of them to happen…but it is easy to be quick and decisive when a planned escape path is open to 
you. Keep a stopping space –To keep your stopping space, evaluate your position in traffic 
continually. Maintain the proper following distance. Do NOT tail gate! Be prepared to yield-Blind 
intersections are traps. Driving into them at high speeds, because you have the green light, leaves 
you without an alternative if the other driver does not yield. Go into such intersections with your 
foot off the gas, and positioned above the brake, so you have an escape space. Time passing 
moves because head-on collisions are caused by too little passing distance and occur when drivers 
eliminate their escape path by trying to pass a line of vehicles on two or three lane highways 
without good visibility. 

 Take decisive action. 

 

Cell Phone Safety 

 
 TURN IT OFF: Turn your phone off or switch to silent mode before you get in the car. Bluetooth 

can be distracting. 

 Spread the word: Set up a special message to tell callers that you are driving and you’ll get back 
to them as soon as possible, or sign up for a service that offers this.  

 Pull over: If you need to make a call, pull over to a safe area first.  

 Use your passengers: Ask a passenger to make the call for you.  

 “X” the Text: Don’t ever text and drive, surf the web or read your email while driving.  It is 
dangerous and against the law in most states.  

 Know the law: Familiarize yourself with state and local laws before you get in the car. Some states 
and localities prohibit the use of hand held cell phones. Governors Highway Safety Association 
(GHSA) offers a handy chart of state laws on its website: 
www.ghsa.org/html/stateinfo/laws/cellphone_laws.html.  

 

Personal Safety on the Streets 

 

While working, you will visit neighborhoods that represent all types of communities. When working in what you 
feel is a high-risk area, you should always discuss the situation with your Supervisor. Following are some general 
safety tips on working safely and smartly.  

 Be aware of the area—assess the situation and observe people. Stay alert and tuned into your 
surroundings.  Know where you are going and walk with confidence.  

 Observe where you can find the nearest telephone, business, police station, fire station, or public 
building and know their hours of operation.  

 Put possessions in the trunk of your car before entering the area. Do not leave things visible in 
your car, particularly your computer.  

 Carry your computer equipment as inconspicuously as possible.  

 Talk to children. They can be helpful passing along information about who you are.  

 If anyone asks who you are, briefly tell them who you are and what you are doing. They may pass 
the word along.  

 Park your car in a well-lit area convenient to where you are working.  

 Avoid taking short cuts through dark or wooded areas. Avoid walking in areas where there are tall 
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hedges or shrubs.  

 If there is no answer at a respondent’s door DO NOT try to peer in windows or lurk around the 
property.  

 Do not wear jewelry. 

 Do not carry a purse.  

 Make sure cell phone is charged. 

 Keep your photo ID badge visible.  

 If a respondent becomes physically confrontational or violent or threatens you in any way get 
yourself out of the situation as quickly as possible.  Go to the police if you wish to press charges. 

 Listen to your instincts, if a situation makes you uncomfortable or you feel that something isn’t 
right, it probably isn’t! 

 

Safety for All Seasons 

While working in the field, you will be exposed to all weather conditions. When conditions are extreme, 
preparation is the best defense.  

 

Working Safely in the Heat 

Following is a list of suggestions for working safely in the heat:  

 If possible, work later in the day when it is cooler.  

 Check with your physician about any medications you are taking and the effects of heat and 
sunlight. 

 Dress in lightweight, light-colored, loose-fitting clothes. Consider wearing a light weight style hat. 

 Eat lighter meals before going into the field.  

 Increase the amount of fluid intake, preferably water, before you go out.  

 Take water with you into the field.  

 Take a cloth that you can wet to wipe your face and neck.  

 Take a break in an air-conditioned building for a few minutes every hour or two. Use the time to 
plan your work or catch up on administrative tasks. 

 Walk at a comfortable pace. 

  

 

GET HELP MMEDIATELY FOR THE FOLLOWING SIGNS OF HEAT ILLNESS: 

 

 Hot but not sweaty skin  Vomiting 

 Confusion or loss of consciousness  Shortness of breath or trouble 
breathing 

 

Working Safely in the Cold/Wet Conditions 

 

Cold/Wet seasons have numerous environmental hazards. Among these hazards are rain, fog, sleet, snow, ice and 
wind. Remember that walking is also much more dangerous during inclement weather. Be aware of how your 
surroundings are altered by ice, snow, and slush during poor weather conditions. Bad weather demands that we 
take a few more precautions before hitting the road on foot or behind the wheel of a car.  
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Slips/Falls 

 Wear the proper footwear that provides traction on snow and ice. Footwear should be made of anti-
slip material; avoid plastic and leather-soled shoes or boots.  

 Exercise caution when entering and exiting vehicles, and use the vehicle for balance and support. 
 Try to walk only in designated areas that are safe for foot traffic. If you notice that a walkway is 

covered in ice, walk on the grass next to the sidewalk, which will have more traction. 
 Avoid inclines that are typically difficult to walk up or down as they may be more treacherous in 

winter conditions. 
 Take small steps to maintain your center of balance, walk slowly and never run. When possible, walk 

with your hands free to maintain your balance. And despite the cold temperatures, avoid putting 
your hands in your pockets. This will help you better maintain your balance and allow you to break a 
fall should you slip.  

 Use handrails, walls or anything stationary to assist in steadying your feet. 
 Look ahead to the path in front of you to avoid hazards. 
 Test a potentially slippery area before stepping on it by tapping your foot on the surface first. 
 Remove debris, water and ice from all working walkways. 
 Steer clear of roof edges, floor openings and other drop-offs to avoid slipping hazards. 
 Sand or salt surfaces covered by ice or snow to provide traction. 
 Dry your shoes or boots on floor mats when entering a building.  
 Report trip and fall hazards immediately to your supervisor. 
 Seek shelter immediately in the event of severe weather conditions.  

 

If You Begin to Slip… 

 Twist your body and roll backward to avoid falling forward and injuring your face. 
 Try to relax your body when you start to feel your legs give way. 
 If you are carrying a load, throw it off to the side so it does not land on you when you fall. This will 

also free your arms to help break your fall. 

 

Cold/Wet weather driving tips:  

 

Weather puts a greater demand on vehicle components. It can cause failure in components that were functioning 
adequately in warm weather. Taking preventive action is the best way to avoid equipment malfunctions and 
accidents. At regular intervals check your car for mechanical defects.  

 

 Be able to see. Clean ice, snow, and dirt off all windows, mirrors and lights. If moisture or frost 
clouds the insides of windows in route, stop and remove it.  

 Know the condition of the road surface. Periodically touch the brakes to measure their 
effectiveness. Remember bridge surfaces may freeze before surrounding roads.  

 Increase your following distance and allow more time for stopping.  

 Use your headlights to make sure you’re seen.  

 Don’t use parking lights alone while driving. They can mislead other drivers, making your vehicle 
appear farther away than it is.  

 Keep a blanket in your car during cold weather in the event your car breaks down. Use it to keep 
warm until help arrives.  

 Kitty litter for slippery surfaces. 
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Safety for Pedestrians 

 

Would you believe that the most dangerous activity Field Staff engage in is walking? We can make this common 
mode of transportation safer by being aware of our surroundings and adjusting our walking styles accordingly. 
Please consider the following tips:  

 Slow down and take shorter steps. It’s natural to take bigger strides when you’re in a hurry but 
this can increase your chance of falling.  

 Choose a well-lit path clear of debris. 

 Use extra caution when climbing and descending stairs and use handrails when they are available. 

 Be sure you are not carrying too many materials in your arms; this can negatively affect your 
balance and can keep you from seeing where you are going. Consider backpacks or rolling devices 
to carry material. 

 Be careful when stepping off a curb. Be sure to assess the depth to avoid ankle twists, slips or 
falls. 

 Keeping your eyes on the path ahead is just as important while walking as it is while driving. If you 
need to do anything that will take your eyes off your path, such as entering information into your 
phone, iPad, stop walking to do so!  

 Field Staff should always choose sidewalks over yards as walkways, where available, unless the 
sidewalk has a hazardous defect that cannot be avoided. Walking in yards and other grassy areas 
carries the additional risk of objects, debris or defects (such as a hole or uneven area covered by 
leaves) that cannot be seen until it is too late.  

 

Avoiding Dog Bites 

 

The most dangerous thing on a respondent’s property, other than stairs, is their dog! Dog bites can cause serious 
injury and permanent scarring. Defending and protecting the home is instinctual for canines, so most strangers 
are seen as a threat. All dogs, no matter what their demeanor, are able to be provoked.  Please review the 
following tips so your next canine encounter is a safe one!   

 Be alert and cautious, keeping in mind that when you are entering a dog’s territory any dog can 
react aggressively. 

 Try to make noise when exiting your vehicle and while still within easy access of the protection of 
your vehicle. This will alert any dogs on the property and allow you to see them coming, while you 
are still able to return to the protection of your vehicle. 

 If an aggressive dog prevents you from safely approaching a respondent home remove yourself 
from the situation and seek guidance from your supervisor. If you are on a return visit or 
scheduled appointment you could also attempt to honk your horn once or twice to get the 
owner’s attention and allow the owner to restrain the dog. If you have respondents number, call 
them to retrain dog. 

 Don’t make eye contact; dogs see this as a challenge. 

 Don’t yell or make loud noises around a dog. Do speak calmly and firmly to the dog if at all. 

 Don’t approach a dog that is nursing pups, sleeping, or eating. 

 If a dog is with its owner ALWAYS ask if it is all right before petting the dog. Slowly approach and 
let the dog sniff you. 

 If a dog approaches to sniff you stay still. In most cases the dog will go away when it determines 
you are not a threat. 

 Don’t turn your back on a dog. 
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 Do not try to assist an owner by putting your hand in front of a dog when it is trying to get out a 
door or away from the owner. We all want to help, but let the dog’s owner exert physical control 
over the dog. Your good intentions could be taken by the dog as a threat and the response could 
be aggression. 

 If you are faced with an aggressive dog - DON’T RUN - this stimulates their natural urge to chase 
prey. Stand still when an unfamiliar dog approaches you. If the dog attacks try to block the dog’s 
bite with your jacket, backpack or anything other than yourself. If knocked down curl into a ball 
and wrap your arms around your head and neck. 

 

Bite vs. Non-bite:  

The two categories of exposure are bite and non-bite. Bite exposure is any penetration of the skin by teeth. Non-
bite exposure is the contamination of an open wound, abrasion, mucous membranes, or scratches with infectious 
material from a rabid animal. Contact such as petting or handling an animal, or contact with blood, urine or feces 
does not constitute an exposure.  

 

Safety Tools 

There are several deterrent products on the market that are useful in preventing dog injuries. Consider using one 
of these devices to avoid injuries: 

 Ultrasonic devices emit an audible sound that only canines and felines can hear. It usually will 
cause them to stop and turn away from the sound. 

 Dog sticks are long poles with a tennis ball on the end; a dog’s attention may be diverted to the 
ball instead of you. 

 You can bring along pepper spray, but this should only be used in emergency situations, as it will 
harm the animal. You may also be opening yourself – and – up to future legal action from the 
dog’s owner. 

 

Workplace Injury Reporting Procures (Regardless of Worksite) 
 

If an employee is injured while working, regardless of the severity and whether you seek medical attention, you 

must report the incident to your supervisor immediately AND to Headway representative within 24 hours at (800) 

948-9379 or to workerscomp@headwaycorp.com. In a non-emergency situation you must contact Headway 

before seeking medical attention to be given a list of providers in your area. In an emergency situation seek 

treatment at the nearest hospital or call 911.  

The injured employee must complete the Employee’s Report of Work-Related Accident Form and either the 

Medical Information Release or the Medical Treatment Declination form (dependent upon whether or not the 

employee would like to seek treatment). Your Supervisor must complete the Supervisor’s Report of Accident. Any 

witness(s), if applicable, must complete the Witness Report of Accident.  A link to the Employee Accident form is 

included. Forms can be found on the Red Pages for Corporate employees under WC Forms and on the Benefit 

portal for Client employees (http://www.headwaycorp.com/benefits/). 

Employee Report: https://headwaywfs.wufoo.com/forms/employee-accident-report/ 

mailto:workerscomp@headwaycorp.com
http://www.headwaycorp.com/benefits/
https://headwaywfs.wufoo.com/forms/employee-accident-report/
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If you ever witness a co-worker who has been injured while working, report the event immediately to a supervisor.   

Timely reporting of a workplace injury allows employees full access to any/all benefits to which they may be 
entitled and allows Headway to conduct a prompt investigation into the cause(s) of the injury. Headway has a strict 
policy against any form of retaliation and employees will not be retaliated against for reporting any workplace 
accident or injury. 

In the case of a work-related automobile accident or an assault (regardless of the severity), you must contact the 
local police or proper authorities immediately.  A copy of the accident report must be submitted to Headway as 
soon as possible. If you do not contact the police at the time of the accident or assault, the claim may be denied. 

Injured workers may be required to submit to post-incident drug and/or alcohol testing depending on the 

circumstances resulting in the accident or injury where there is a reasonable basis for testing. Employees of 

Headway who refuse to submit to a reasonable drug screen or test positive may be subject to discipline, up to and 

including termination.    

Headway will investigate all work-related injuries thoroughly to determine causes and contributing factors.  

Employees must cooperate with the investigation of any accident in whether directly involved or as a witness. 

Workers’ compensation fraud is a felony offense and Headway will prosecute anyone who commits fraud or 

participates in fraud. Payment for medical bills or lost time cannot be guaranteed by Headway.  If the workers’ 

compensation carrier or state agency denies your claim, you will be responsible for all expenses incurred.  Workers' 

compensation benefits are governed by the terms of the applicable insurance policy and state law.  

NOTE:  It is each employee’s responsibility to immediately report to their supervisor any/all workplace incidents 
resulting in injury of any nature or damage to company property. Employees will not be retaliated against for 
reporting workplace incidents.  Headway’s Human Resources Department can be reached at 800-948-9379.  

Work-Related Injury Leave 
 
In case of work-related injuries, employees are entitled to receive leave and benefits in accordance with applicable 
law. An employee who suffers an injury while on the job must report it immediately to his/her immediate 
supervisor and the Human Resources Department. Employees must also provide the Company with a signed 
written notice of the injury or illness within 30 days of the injury. This notice may be in the form of the employee’s 
workers’ compensation claim form. If an employee expects to be absent for more than one day, he/she must 
submit a medical certification that confirms he/she is not able to work and provides an estimated return to work 
date. Employees on leave for a work-related injury are required to provide the Company with monthly notices of 
the status or change in status, or their intention to return to work. Failure to provide such information may result 
in disciplinary action. The period of leave for a work-related injury will run concurrently with family and medical 
leave to the maximum extent permitted by law. 

Substance Abuse Policy 
 
Alcohol and/or drug abuse is a safety hazard – both to the effected employee as well as to his/her co-workers.  To 
aid in preventing and treating alcohol and drug abuse, the following procedures have been established: 

Improper Use of Controlled Substances or Alcohol on Company Premises 

Headway absolutely prohibits any use, sale, purchase, transfer, or possession of any illegal or non-prescribed drugs 
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by employees at work.  We strictly prohibit employees from being under the influence of alcohol and/or drug while 

performing company business. Only legally prescribed medications are excluded from this rule and permitted as 

long as they do not adversely affect employees’ safety, work ability, job performance or the safety of others.  

Any employee who reports to work and reasonably appears to be under the influence of alcohol, illegal drugs or 
controlled substances not prescribed for the employee’s own use will be suspended, pending an investigation. A 
determination that an employee is under the influence of alcohol, illegal drugs, or controlled substances not 
prescribed for the employee’s own use may be grounds for immediate termination (see Testing Procedures below). 
 

Any employee taking prescribed medications that may affect performance or the ability to function safely on the 
job should report this fact to his/her supervisor, and the supervisor should present this information to a Headway 
representative.  The Headway representative (who will seek medical advice, if necessary) and the supervisor will 
decide together whether the employee is able to work or should be sent home.   

 

Drug and Alcohol Testing Procedures 
 
The company may, at its discretion, ask an employee who is reasonably suspected of substance abuse to submit 
to a drug or alcohol test.  Reasonable suspicion may include, but is not limited to,  alcohol on the breath, unusually 
slurred speech, lapses in performance, inability to respond to questions, physical appearance, behavior, reliable 
reports from other employees, on-the-job accidents depending on the circumstances giving rise to the accident,  
poor job performance, excessive absences, and / or tardiness. The test will be conducted with confidentiality and 
respect for the employee and with sufficient safeguards to insure accurate testing results and in compliance with 
state law. 
 
A positive test result (indicating the presence of drugs or alcohol) is grounds for immediate termination. 
 
The results of any investigation concerning alcohol/drug abuse will remain confidential and all inquiries about an 
investigation are to be directed to your Headway representative. 
 

All scheduled and unscheduled drug testing should be coordinated with the appropriate HR personnel at the 
Headway Corporate Office.   

 

Workplace Violence Prevention 
 
Headway is committed to your safety and health as an employee.  We refuse to tolerate violence in the workplace 
and will make every effort to prevent violent incidents from occurring on company premises. 
 
All employees are responsible for using safe work practices, following business and safety directives, 
policies and procedures, and maintaining a safe and secure work environment. 
 
Employees may not engage in verbal threats or physical actions that create a security hazard for others in the 
workplace.  Employees are required to promptly and accurately report any violent or threatening incidents in 
their work area, whether or not injury results. 
 
All incidents must be reported to an employee’s immediate supervisor or to Headway Human Resources at 800-
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948-9379. If you ever feel imminent threat of bodily harm by another employee or person in the workplace, do not 
hesitate to call emergency services or 911. 

Weapon-Free Workplace 

Possessing any kind of weapon in the workplace concealed or otherwise, is strictly prohibited.  A weapon is defined 
as any device or object capable of causing serious bodily injury or death to another person, including, but not 
limited to handguns, shotguns, rifles, automatics, semi-automatics or other firearms, stun guns and/or knives with 
blades outside the definition of small utility tools.  Weapons do not include mace, pepper spray or other similar 
devices intended to temporarily disable. 

The company reserves the right to search an employee’s personal belongings, work area, and physical person 
where there is reasonable suspicion that an employee may be violating the weapon-free policy.  

Refusal to immediately submit to a search of your person and/or property if the company suspects possession of 
a weapon will result in disciplinary action, up to and including immediate termination of employment. 
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Safety Awareness Signs 

Enclosed are common Safety Signs that Headway Employee’s should be familiar with and look for on assignments. 
Any Training for site safety will be conducted by the client site: 

Examples of Safety Signs: 
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Summary of Policies and Procedures Guidelines / Acknowledgment 

By signing this handbook, I acknowledge that I have read this handbook and that it has been explained to me. 
Any safety and training materials in this handbook have also been reviewed with me. 

This handbook contains important information on the Company’s policies, procedures, safety, and training. I 
understand and agree that the policies described in the handbook are intended as a guide only and do not 
constitute a contract of employment.  

Headway Employees are expected to work safely every day keeping safety and the safety of others a first 
priority. The promotion of safe behavior and integration of safe acts will be of top importance, including:    

 Work safely as a condition of employment and accept responsibility for my own safety,  

 Always put safety first in completing my duties,  

 Inspect my work area at the start of work and throughout the day, report any unsafe conditions 
immediately to my supervisor, and correct hazards that can be done in a safe manner (examples:  
keeping work area clean and free, watch for and correct tripping hazards, etc.), 

 Use common sense in performing my duties,  

 Be aware of unsafe acts of others and work as a team to correct issues, 

 Never sacrifice or compromise safety to perform a job faster or easier, 

 Report all safety incidents immediately following Headway’s incident reporting procedures,  

 Participate in incident investigations, 

 Understand that workers’ compensation fraud will be investigated and held to the highest standards of 
the law. 

This Employee Handbook is provided as a guide and is not to be considered an employment contract. The Chief 
Executive Officer of Headway is the only official who can make binding employment contracts. These contracts 
must be in writing.  

Headway reserves the right to make changes to the policies, procedures and other statements made in 

this Safety Handbook. Business conditions, federal and state law and organizational needs are 

constantly in flux and may require that portions of the handbook be rewritten. This is necessary to 

successfully provide the appropriate employment relationship and to obtain the goals of the 

organization. 

My signature below indicates that I have read and understand these policies and procedures and acknowledge 

that failure to follow them is grounds for disciplinary action up to and including termination.  

______________________________________           ______________________________ 

Signature                                                                              Date  

_______________________________________ 

Print Name 


