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c. Training	
Prior	to	starting	the	work,	all	employees	and	students	must	be	trained	on	the	basic	safety	measures	for	
the	work	area	and	on	the	specific	SOPs	for	the	work	taking	place.		It	is	also	strongly	recommended	that	
all	students	and	employees	be	trained	on	emergency	procedures.	

d. Communication	
When	someone	is	working	alone,	open	communication	is	of	extreme	importance.		It	is	strongly	
recommended	that	the	following	considerations	be	made:	

• At	least	one	other	person	is	in	the	vicinity	of	the	area	where	someone	will	be	working	alone.			

• If	this	is	not	possible,	then	at	least	one	other	person	(e.g.	–	supervisor,	classmate/coworker,	
spouse,	friend,	etc.)	needs	to	be	informed	of	the	student’s/employee’s	activities,	where	the	
activities	are	taking	place,	and	the	anticipated	length	of	time	they	will	be	conducting	those	
activities.	

• As	an	added	precaution,	particularly	during	non-standard	work	hours,	inform	KSU	
Police/Public	Safety	of	the	planned	activities	and	the	location.	

• A	“check-in”	plan	should	be	implemented,	meaning	for	every	hour	someone	is	working	alone,	
he/she	and	the	informed	individual	make	contact	to	confirm	that	everything	is	fine.		

• As	an	option,	consider	using	the	LiveSafe	App,	which	can	be	downloaded	for	both	Apple	and	
Android	devices.	

o The	SafeWalk	function	can	be	used	to	have	someone	track	the	employee’s	whereabouts	
on	campus	in	real	time.	

o The	Emergency	options	can	be	used	to	contact	KSUPD	via	phone	or	text.	

• In	the	event	of	an	emergency,	the	worker	must	know	to	dial	470-578-6666	to	reach	KSU	Police.			
• In	addition,	it	is	important	for	the	worker	to	be	able	to	communicate	his/her	specific	location	

when	requesting	assistance	[i.e.	–	campus,	building	name	(street	address,	if	possible),	room	
number,	suite,	etc.).	

Methods	of	communication	can	include	cellular	phones,	land	lines,	two-way	radios,	or	any	other	
electronic	form	of	communication.		It	is	recommended	that	at	least	two	types	of	communication	are	
available	in	case	one	fails	to	work	(e.g.	–	dead	battery,	loss	of	signal,	etc.).	

e. Security	
At	KSU,	the	majority	of	work	areas	are	secured	electronically	and	can	only	be	entered	via	key	card	
access.		Although	it	is	not	guaranteed	to	prevent	unauthorized	entry,	this	key	card	entry	system	may	
greatly	reduce	the	amount	of	untrained/unauthorized	individuals	from	entering	an	area	through	the	
employment	of	restrictive	permits	after-hours	or	in	areas	where	the	greatest	hazards	are.		In	order	for	
the	system	to	be	effective,	individuals	who	violate	the	security	measures	put	in	place	(e.g.	–	letting	
unauthorized/untrained	individuals	in,	preventing	doors	from	closing	to	allow	entry,	using	someone	
else’s	access	card,	etc.)	must	be	held	accountable.		Individual	colleges/departments	have	the	latitude	to	
address	these	issues	as	appropriate.	
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Appendix	A:		Potential	Hazards	
	
Campus	Activities	that	Present	Potential	Hazards	
KSU	has	a	number	of	work	processes,	operations,	and	activities	that	could	potentially	result	in	
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