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Date:
To:
From:
Subject:

LETA MANAGEMENT SAFETY STATEMENT

March 13, 2023

All Employees

Clarence Copeland, Executive Director
Safety and Health Policy Statement

Policy - It is the policy of Louisiana Educational Television Authority (LETA) to
provide a safe work environment for its employees in order to protect them from
accidents that not only directly impact their quality of life, but also has the added
benefit of reducing LETA insurance costs. This dual benefit ensures the safety
and health of LETA employees and the protection of the taxpayer’s hard-earned
dollars by keeping insurance costs down.

Therefore, each employee of LETA is instructed to devote daily attention to
making his or her activities and/or operations as safe and accident free as
possible by complying with this policy and the LETA safety/loss prevention
program.

Purpose - The purpose of this policy is to authorize the implementatio'n of a safety
program for all employees that will:

A. Promote a safe, productive work environment for all employees, and prevent
injuries that are painful and potentially disabling.

B. Since this policy and program have cost savings potential to both LETA and
the taxpayers of this state, this policy shall be applicable to all employees and
all sections/units of LETA.

Questions - All questions concerning this policy should be directed to the LETA
Loss Prevention Coordi
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LETA ASSIGNMENT OF SAFETY RESPONSIBILITY

Date:  March 13, 2023

To: All Employees

From: Clarence Copeland, Executive Director
Subject: Assignment of Safety Responsibility

The ultimate responsibility for preventing accidents and controlling hazards rests with the
management of Louisiana Educational Television Authority (LETA). Safety should be
managed like any other administrative function. Management should direct the safety
effort by setting achievable goals and by planning, organizing, and controlling activities to
achieve those goals. The keys to effective safety performance are management
procedures that assign accountability. The following is the list of responsibilities for
various positions within LETA.

LETA Executive Director

Has full responsibility for safety.

Authorizes necessary expenditures to provide safe work conditions.

Approves safety policies as formulated by the LETA Loss Prevention
Coordinator.

Participates in the safety program as recommended by the LETA Loss
Prevention Coordinator (conducts safety tours, approves safety contracts,
reviews and responds to safety reports, ensures safety awareness among key
management personnel, evaluates safety program, reviews safety audits).

L e

LETA Loss Prevention Coordinator

The LETA Loss Prevention Coordinator is responsible for the overall development and
implementation of the safety program of LETA. The LETA Loss Prevention Coordinator
shall have direct access to the Executive Director. The LETA Loss Prevention Coordinator
shall have open communication with all department heads acting in their roles as safety
officers. The LETA Loss Prevention Coordinator shall demonstrate leadership to all
department heads acting in their roles as safety officers. This shall include help and
support in the development of LETA programs and policies. The duties of the LETA Loss
Prevention Coordinator shall include but not be limited to:

1. Primary responsibility for coordinating the safety operations at each facility of
LETA and ensures safe work conditions.
2. Planning and directing a regular program of safety inspections.
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Supervising and appraising accident investigations.

Keeping and analyzing accident records.

Conducting educational activities and Safety Meetings.

Conducting activities to stimulate and maintain interest in safety among
employees.

Checking for compliance with applicable safety laws and codes

Issuing regular reports showing safety performance and accident trends.
Devising safety equipment, guards, and appliances.

0. Maintains a regular maintenance schedule on all equipment and keeps
maintenance records.
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Department Heads

Inspects work area for compliance with safe work practices and safety rules.
Trains employees to work safely.

Corrects unsafe conditions and unsafe acts.

Obtains prompt first aid for the injured.

Reports and investigates accidents and works with LETA Loss Prevention
Representative to determine cause and correct any problems.

Discusses safety with individual employees.
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Employee

Works in accordance with accepted safety practices.
Reports unsafe conditions and practices.

Observes safety rules and regulations.

Makes safety suggestions.

Asks for assistance or further explanation when needed.
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Date:
To:
From:

LETA SAFETY RULES

March 13, 2023
All Employees
Clarence Copeland, Executive Director

Subject: LETA Safety Rules

The following are safety rules for LETA:
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10.

11.

12.

13.
14.

15.
16.

17

Smoke only in approved areas.

Horse play and fighting will not be tolerated in the work place.

Before beginning work, notify your supervisor of any permanent or temporary impairment
that may reduce your ability to perform in a safe manner.

Use personal protective equipment to protect yourself from potential hazards that cannot
be eliminated.

Operate equipment only if you are trained and authorized.

Inspect the work station for potential hazards and ensure that the equipment or vehicle is
in safe operating condition before using it.

Immediately report any recognized potentially unsafe condition or act to your supervisor.
If there is any doubt about the safe work method to be used, consult the supervisor
before beginning work.

Immediately report accidents, near misses, and property damage to a supervisor
regardless of the severity.

Supervisors should obtain special safety permits when required (e.g., hot work or
confined spaces).

Follow recommended work procedures outlined for the job including safe work methods
described in the job safety analysis.

Maintain an orderly environment and work procedure. Store all tools and equipment in a
designated place. Put scrap and waste material in a designated refuse container.

Report any smoke, fire, or unusual odors to your supervisor.

Use proper lifting techniques. For objects exceeding 50 pounds in weight, the immediate
supervisor shall determine specific methods for safe lifting.

Never attempt to catch a falling object.

If your work creates a potential slip or trip hazard, correct the hazard immediately or use
safety tape to tag the area before leaving it unattended.

. Fasten restraint belts before starting any motor vehicle.
18.
19.

Obey all driver safety instructions.
Comply with all traffic signs, signals, markers, and persons designated to direct traffic.
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20. Adhere to Departmental rules regarding first aid, evacuation routes, and fire Department
notification.

21. Adhere to Departmental rules and procedures specific to Departmental operations.

22. Assist and cooperate with all safety investigations and inspections and assist in
implementing safety procedures as requested.
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Clarence Copeland — Executive Director Date
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LETA DRUG FREE WORKPLACE POLICY

Date: March 13, 2023

To: All Employees

From: Clarence Copeland — Executive Director
Subject: Drug Free Workplace Policy

A. It shall be the policy of Louisiana Educational Television Authority (LETA) to maintain
a drug-free workplace and a workforce free of substance abuse. Employees are
prohibited from reporting for work, performing work, or otherwise being on any duty status
for LETA with the presence in their bodies of alcohol, illegai drugs, controlled substances,
or designer (synthetic) drugs at or above the initial testing levels and confirmatory testing
levels as established in the contract between the state of Louisiana and the official
provider of drug testing services. Employees are further prohibited from illegal use,
possession, dispensation, distribution, manufacture, or sale of controlled substances,
designer (synthetic) drugs, and illegal drugs at the work site and while on official state
business, on duty or on call for duty.

B. To assure maintenance of a drug-free workforce, it shall be the policy of LETA to
implement a program of drug testing in accordance with R.S. 49:1001 et seq.

C. In order to maintain a safe and productive work environment, each LETA employee
is required to:

1. Report for duty in a condition which maximizes his ability to perform assigned
tasks in a competent and safe manner. Reporting to work impaired from the
use of alcohol or drugs is prohibited;

2. Promptly and cooperatively submit to drug and alcohol testing when requested by
the appointing authority, their designee, or as specified by this policy;

3. Notify a supervisor, prior to or immediately upon reporting for duty, when the
employee has reason to believe that prescribed or over-the-counter medication
may impair their ability to perform customary job duties or otherwise create a
safety hazard. While the duration the medication will be taken should be

disclosed, employvees should know that it is not necessary to disclose to
MD&M&LIDE_TMM eing taken nor the condition for which it

4. Notify a supervisor on the first scheduled workday of any arrest or conviction for
a criminal, drug-related offense which occurs on or off duty, including Driving
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While Intoxicated (DWI) arrests and convictions;

5. Notify the Director of Human Resources of all convictions occurring in the
workplace, while on official business, during work hours, or when on call for duty,
in writing, within 5 days after such conviction.

D. Violation of this policy, including refusal to submit to drug testing when properly
ordered to do so, will result in actions up to and including termination of employment.
Each violation and alleged violation of this policy will be handled on an individual basis,
taking into account all data including the risk to self, fellow employees, and the general

public.
/Clarence Copeland — Executive Director Date ’ ‘
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LETA TRANSITIONAL RETURN TO WORK POLICY

Date: March 13, 2023
To: All Employees
From: Clarence Copeland, Executive Director
Subject: Transitional Return To Work Policy
. Policy
Louisiana Educational Television Authority (LETA) will return an injured employee to work in a
safe work environment with physical restrictions determined by a physician until the employee is
capable of returning to full duty.
2. Goals
A. Provide return to work options of suitable accommodations for the injured worker.
B. Provide a safe return to work for job-related injuries or ilinesses.
C. Retain work skills by retaining qualified employees.
D. Facilitate a safer working environment.
E. Reduce the duration needed for the employee back to full duty.
F. Reduce workers’ compensation claim cost.
3. Agency Expectations
A. Develop job descriptions that include physical demands and essential functions.
B. Work with ORM RTW Coordinator to develop a suitable RTW plan within the outlined
abilities/limitations.
C. Monitor employee progress with the assistance of the ORM RTW Coordinator.
D. Ensure a work environment that is conductive to a successful RTW Plan.
4. Agency Responsibilities
A. Obtain signed physicians’ Modified Work Information sheet.
B. Modify position duties for up to 6 (six) months based on Civil Service Guidelines.
C. May detail the employee to Special Duty for up to 1 year based on Civil Service Guidelines.
D. Do not reduce rate of pay while employee is on Transitional Return To Work Plan.
E. Conduct Transitional Return To Work Team meetings.
F. Review the Return To Work plan with the existing employees annually.
G. Review the Return To Work plan with new hires.
5. Physicians’ Modified Work Information Sheet

Cc
th

ivil Service requires that a copy of the Physicians’ Modified Work Information Sheet be on file at
e agency for each employee who is on a Transitional Return to Work Plan.

6. Report Accidents / llinesses

@)

nce an employee notifies an agency of an injury/iliness, the agency will;
o Immediately report the claim in the TPA'S risk information system.
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Provide the employee with a Physicians’ Modified Work Information sheet to give to the
treating physician.

Inform the injured employee of Occupational Medical Clinics in the area.

Allow the injured employee to seek treatment with a physician of choice.

7. Transitional Return To Work Team
The transitional work team reviews each employee who is eligible for workers’ compensation
lost-time benefits.
Team Composition:

human resources representative

immediate supervisor

safety personnel

management representative

claim adjuster for ORM’s TPA

ORM TPA RTW coordinator

ORM TPA Vocational Rehabilitation Coordinator as needed.

Team Scope

complete transitional return to work plans,

review job modifications,

job tasking,

identify tasks,

comply with the transition return to work plan requirement,
oversee transitional return to work plans,

report transitional return-to-work program results.

8. ORM TPA Return To Work Coordinator
The RTW coordinator is the primary contact for disability management and return to work
planning.
This includes but is not limited to:

Coordinate and administer disability management of the claim;

Assist LETA with job tasking

Assist and coordinate transitional return to work for the employee and LETA;
Assist LETA with developing and facilitating accommodations;

Monitor the RTW plan and provide progress reports to ORM and LETA.

9. Pre-accident Job Tasking
Job tasking is detailing each job task performed in a position.

Complete job tasking before an accident occurs or once an injury leads to lost time.
Compile a master list of transitional tasks for each position.
Maintain a job task file of each position for which a lost-time claim has occurred.

10. Accommodation Types
LETA should modify the following:

job tasks,

equipment and,

schedules,

up to six months utilizing Civil Service guidelines

may utilize the Civil Service provision concerning Special Detail

LETA is not expected to create a position for Transitional Return to Work.
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11. Return To Work Process
A completed transitional return to work plan should define the following;
e Specific job tasks identified,
e Hours to be worked,
e Duty assignment
o Review of physical restrictions.
Each member of the team shall review and approve the plan.

12. Eligibility For Return To Work
Assess job tasks of the pre-injury position to identify the following:
e Task within current physical restrictions,
-based on a signed Physicians’ Modified Work Information Sheet;
Other tasks that can improve overall agency function;
Tasks that promote return to gainful employment;
The Office of Risk Management’s TPA will be available to identify transitional return to
work task if needed.

13. Before The Return To Work
o Review the plan with the employee before the employee returns to work.
s Make an offer of transitional duty employment in writing;
- certified mail return receipt request or
- electronic mail..
o Ifthe injured employee is represented by counsel, the notice shall be sent to the
employee via counsel.

14. The Return To Work Offer
The offer of transitional return to work employment shall include the following;
A specific return to work date and time
Duty assignment
Who to report to
Provide transitional employment for up to six months or until the injured worker can
medically return to full duty, whichever comes first.

e ¢ o o

15. Employee responsibility
e Return the physician Modified Information sheet to the immediate supervisor within 24 hours of
receipt of the signed form from the treating physician.
Accept the transitional return to work offer.
Report to work as requested in the return to work offer letter.
Work within the restrictions provided by the physician.
Comply with medical treatment and keep scheduled medical appointments.
Advise the immediate supervisor and the ORM TPA RTW Coordinator if the transitional work is
physically too difficult.

16. After The Employee Has Returned To Work
o Evaluate the plan every 30 days to assess the employee’s ability to return to full duty.
¢ Do not require the employee to perform tasks that have been prohibited by the treating physician.
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17. Termination Of Employment
If an employee is at risk of termination due to exhaustion of sick leave, LETA should:

e Notify the RTW Coordinator for the ORM TPA.

Document failed transitional return to work tasks employment.
Include evidence that transitional return to work tasks could not be identified,

if applicable;
- when an injured employee is removed from work,
- or the accommodations are no longer available.

zﬁ:;«,,;a{igj 5{//5/23

/Clarence Copelalid — Executive Director Date
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LETA Bloodborne Pathogens

Exposure Control Plan

Date: March 19, 2025
To: All Employees
From: Clarence Copeland, Executive Director

Subject: Bloodborne Pathogens Program

Purpose

The purpose of this Program is to reduce or eliminate
occupational exposure to blood and other potentially infectious
materials to LETA employees. This exposure control plan can
minimize or eliminate exposure through the use of protective
equipment, training, clean-up procedures, and medical protocol
involving post-exposure evaluation.

All bodily fluids will be considered infectious regardless of the
perceived status of the source individual. Procedures for
providing first aid and decontamination/sanitizing areas will
duplicate those developed and used by the health industry.
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Blood borne Diseases (not an all-inclusive list)

e HIV: Human Immunodeficiency Virus causes AIDS
e Hepatitis Band C

e Syphilis

e Malaria

Emergency Services

The LETA studios are located within close approximation to both
Our Lady Of The Lake Regional Medical Center Emergency
Room and Baton Rouge General-Bluebonnet Emergency Room.
As such, LETA will use the 911 emergency number to render
medical attention when there is an immoderate exposure of bodily
fluids. In case of minor cuts, the first aid kit will contain the
necessary bandage(s); there would be no contact with the
wound.

Preventive Measures

Use universal precautions: TREAT ALL BLOOD AND BODY
FLUIDS AS POTENTIALLY INFECTIOUS.

Unbroken skin provides some protection from blood borne
pathogens

Wear personal protective equipment (PPE) (examples: latex
gloves, safety glasses, goggles, face shields, aprons, boots)
whenever blood or body fluids are present or expected

Utilize engineering techniques (examples: tongs, recognized
work practices, specialized equipment) whenever possible
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Decontamination Procedures

1. Call a professional for proper decontamination and disposal.

2. BBP Clean up Kits are provided in the Administrative Suite
and in the Engineering Suite. Employees are to follow the
manufacturer’s instructions that are provided with the kits.

The following are the general guidelines for
decontamination:

After an accident, the contaminated area must be cleaned with
the proper recommended decontamination solution

Cleaning equipment must be properly decontaminated
Wear required PPE

Restrict access to the area

Use disposable supplies whenever possible and dispose of
properly
Disposal: Disposal of all regulated waste shall be in

accordance with applicable federal, state, and local
regulations.

All waste with the possibility of contamination of BBP shall be
placed in containers that are closeable, constructed to contain all
contents and prevent leakage of fluids during handling, storage,
transportation or shipping. The waste must be labeled or color-

3
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coded prior to removal to prevent spillage or protrusion of
contents during handling, storage, transportation or shipping.

Medical Provisions
Preventive Vaccine

If the HBV vaccine is offered to an employee and the employee
accepts it, it will be provided to the employee free of charge.
Training by a knowledgeable person will be provided to the
employee.

If the employee declines the offer of the HBV vaccine, then the
employee is required to sign a declination statement. If at any
time, the employee changes his/her decision and decides to
accept the offer of the HBV vaccine, then the series will be
provided free of charge and training by a knowledgeable person
will be provided to the employee.

Post-exposure Procedures
Wash hands with antibacterial soap after contact

Flush eyes and face with fresh water for several minutes after
contact

Follow LETA notification/reporting procedures for an exposure

Follow LETA written procedures for seeking medical counseling
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Other Exposure Hazards
Cleaning surfaces contaminated with blood, vomit, feces
ALWAYS wear gloves and protective apron or clothing

Be alert or sharp objects, broken glassware, used syringes in
trash

Do not pick up broken glass — use brush or broom & dustpan
Dispose of glass, sharp objects safely

Laundry — bloody or contaminated linens or sharp object
Training:

Low Risk: General Office/Classroom personnel

All'employees shall participate in a training program within 90
days of employment. If there are no BBP events, the training
shall be required every five years thereafter. If there is a BBP
event, the employees shall be required to retrain within the
following 60 days.

Guidelines for Avoiding the Spread of Infection

Wash hands & remove protective clothing before eating, drinking,
smoking, handling contact lenses, applying lip balm or cosmetics.

Keep hands away from eyes, nose, mouth while cleaning

Frequent hand washing is best defense against spreading
infection.

: 5
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Summary

Protect yourself on and off the job: know the facts
Practice good personal hygiene

Follow work rules, use gloves and protective clothing
Wash your hands often, after work or exposure

Keep areas clean — report problems immediately to supervisors

/’%;e_,ﬁc—ﬁcé > 5//7/25’"

Clarence Copeland - Executive Director Date
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