                                                                                    Policy Number:  01-1024

                                                                                    Distribution Date: 11/2/01

Cabinet for Workforce Development

Supervisor’s Guide to Biohazards in the Work Place -                             

Non-Residential Facility

Purpose:
State employees are concerned that their work exposes them to biohazards in the work place because of anthrax exposures in other parts of the country.  This guide is provided to enable supervisors to assess each situation and maintain calm among staff.  Please note that a separate procedure is being prepared for residential facilities.

Most reported exposures in state offices have involved powders found in the mail, in postal service bags or other containers containing large quantities of mail, or found on surfaces or floors in work areas.  None of the materials submitted to the to the Department of Public Health Laboratory has tested positive for anthrax as of October 24, 2001.  Nevertheless, proper management requires good judgment in dealing with these situations.

Procedure Responsibility:  The senior state agency official, in conjunction with the State Public Health Officer, is responsible for maintaining and updating this procedure.

Procedure Directive:  

What should the Supervisor do when an employee reports an exposure?

First, direct the persons in the immediate area (immediate area means an area the size of an elementary school classroom) to go to another area of the workplace.

Second, shut the door if the exposure was in a closed area like a single office or other enclosed space.

Third, ask the employee what happened through the following questions:

· Where was the material?

· Was it in an envelope?

· Was it in a mailbag?

· Was it in a box or package?

· How much was there of it?

· A little like what would fall off of a sugar doughnut?

· Enough to fill a teaspoon?

· A cupful or more?

· What happened when you opened the letter or package?

· Did it get on your hands?

· Did it get on your clothes?

· Did it puff up and scatter around the work area?

· What about the package or letter?

· Was it suspicious?

· Did you see where it came from?

· Did it look like your usual work products?

· Did it contain any threatening messages or other strange notes?

Fourth, make a list of all the people who were in the immediate area when the spill occurred.

Fifth, notify the senior agency official who will determine if employees remain or evacuate the workplace for extended period of time.

Sixth, call your building’s emergency alert phone number or 911.

Supporting Procedures:
Evacuation of work areas is not necessary for every situation in which powder is found in the mail or in the work area.

· Evacuation is not needed when suspicious letters or packages are unopened.

· Evacuation is not needed when a small amount of powder is found

· Evacuation is indicated if there is a large quantity of powder spread about.

· Evacuation is indicated if there is a threatening note.

· Evacuation is appropriate when law enforcement officials in consultation with the senior agency official determine that it is needed.

Where do employees go if a work area is evacuated?

· Employees report to the area designated in the building evacuation plan.

What about cleaning up the area?

· Unopened suspicious letters and packages:

· Wear rubber gloves and wash the area with soap and water or household bleach diluted 1 part to 10 parts of water.

· Small amounts of spilled powder.

· Wear rubber gloves and wash the area with soap and water or household bleach diluted 1 part to 10 parts of water.

· The decision to request a hazardous material cleanup should be made by the senior agency official in conjunction with the State Public Health Officer.

When does the work area need to be screened for anthrax organisms?

· The work area needs an environmental screen when the organisms have been detected in the area 

· The work area needs an environmental screen if a worker develops anthrax. 

What about returning to the work area if an evacuation occurred?

· Personnel can return when law enforcement officers and other officials called to assess the situation determine that it is okay.

When do personnel need to be screened for possible exposure to an infectious agent? 

· Personnel need to be screened for possible exposure to an infectious agent when a biological agent has been found in the workplace.

When do healthy personnel need antibiotic treatment?

· Healthy personnel need antibiotic treatment when the public health assessment confirms exposure to  dangerous bacteria.

What about opening and handling mail?

· Surgical masks and disposable gloves offer some protection against infectious agents.

Staff should wash their hands with soap and water after they open mail.
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Cabinet for Workforce Development

Workers' Compensation Guide to Possible Biohazards

in the Work Place
State agencies and entities covered under the Personnel Cabinet’s, Workers’ Compensation Program are hereby advised of this Cabinet’s procedure regarding possible exposures to infectious, biological or harmful chemical substances.

In the event of a suspected exposure the procedure relating to Workers’ Compensation is as follows:

 (
Employee shall notify his or her supervisor immediately.

(
Employer shall notify the local law enforcement agency by calling 911.

(
911 responders will arrange for the testing of the substance at the state public health laboratory or other authorized facility.

(
 If the substance screening test is negative, the employee shall be notified that he or she will not be tested at this time.  The public health laboratory will conduct further and more extensive testing to confirm the initial test.

(
If the second test on the substance is positive, contradicting the initial negative test, the employee shall then be tested and/or treated immediately.

(
If either test on the substance is positive, the employee’s supervisor shall complete a First Report of Injury (IA-1) as soon as possible.

(
 Claims shall not be approved under Workers’ Compensation if an employee independently seeks testing or medical treatment without a positive substance reading.

It is the duty and responsibility of all supervisors to inform employees of this procedure.   The State Workers’ Compensation Program will send all employers a separate copy of this procedure and an acknowledgement form for all employees to sign verifying that they have received this information.  
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_________________________________

Subject:



Policy Statements

Supervisor’s Guide to Biohazards in the Work Place – Non Residential and

Workers’ Compensation Guide to Possible Biohazards in the Work Place

Please find attached the Cabinet for Workforce Development’s Policy statements relative to the Supervisor’s Guide to Biohazards in the Work Place – Non-Residential and Workers’ Compensation Guide to Possible Biohazards in the Work Place. These policy statements are being issued statewide in an effort to educate and to provide a tool for assessing and reporting biohazards.  Please read the statements carefully and insure that every employee assigned to your department or office is provided a copy as soon as possible.  If you have questions or need clarification regarding these documents please phone my office. In addition to the hardcopies provided herein, the policies may be accessed through the Cabinet Intranet site.

Thank you for your assistance in distribution.
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