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Staff and Customers Safety 
 

Procedure No: 2019-02 
Effective Date: 08/23/2019 

 
 
Commitment 
 
TC Futures is committed in providing a safe and healthful work environment for staff, customers, 
employers and visitors.   

TC Futures Safety Officer 

The Re-engagement Steering Committee has appointed Becky Smith from Benton-Franklin 
Development Council (BFWDC) as the TC Futures Safety Officer.  

The responsibilities of the Safety Officer are:  

• To assist TC Futures leadership in carrying out their responsibilities as they relate to this 
procedure. 

• Ensure that an adequate number of staff hold valid first-aid certificates.  

• Maintain a current listing of employees with valid first-aid/CPR certifications.  

• To provide information to staff about workplace safety and health issues through regular 
internal communication channels such as staff meetings, bulletin board postings, or other 
written communications. 

• Act as liaison between the TC Futures leadership and the Re-engagement Steering 
Committee on matters pertaining to safety. 

• Record occupational injuries involving more than 5 days away from work or restricted 
work, and medical treatment other than first-aid treatment.  

• Recommend appropriate changes as necessary to improve Safety and Health in the 
workplace.   

• Recommend Safety and Health training needs for staff.  

Staff Responsibilities 

• Each staff person is expected to obey safety rules and to exercise caution in all work 
activities. Staff must immediately report any unsafe condition to the appropriate 
supervisor. Staff who violate safety standards, who cause hazardous or dangerous 
situations, or who fail to report or, where appropriate, remedy such situations, may be 
subject to disciplinary action.  
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• Any concerns related to your safety and security should be mentioned to TC Futures 
Director and your supervisor. All concerns will be acted upon immediately.  

Scenarios and Guidance 

o If anyone sees a customer carrying a gun or other weapon, do not confront the 
individual, call 8-911 immediately. It is however, expected that staff would use 
prudent judgment, erring on the side of caution, in its assessment of the 
appropriate response.  

o Unless specifically approved by TC Futures Director, do not permit customers 
access to the building from a locked side door. If you do not recognize the 
person(s) and they do not have a key, tell them to use the front entrance.  

o If you encounter a customer in the building, in an area not typically occupied by 
a customer or where no other customers are present, politely ask how you can 
help, and determine what they need.  

o If the customer gets loud, angry or hostile, calmly tell them you will call for 
assistance. When safe to do so, call a supervisor, Leadership Team member, 
or another staff employee. If by phone, state: “I have a customer with an 
Urgent Need and request your Assistance Here Now.” If the customer cannot 
be satisfied calmly and safely, tell that person to leave the building. If the 
customer refuses to leave the premises, call 9-911 immediately. 

Remember, should a security incident event occur and leadership is absent, call 8-911 
immediately. Document the incident to your supervisor. Be sure and include the time of day, 
date, and any pertinent detail that will be important in reporting the incident to your supervisor. 
Your supervisor may ask you to add additional information after they speak with you about the 
incident. Having this information is critical in case we have to seek action against the customer. 
We do have the authority to “trespass” an individual from our facility when they cannot behave 
themselves. The Kennewick Police Department is very helpful in creating the paperwork to 
ensure the customer no longer has access to our facility and the surrounding property.  

All actions will be documented on a Security Incident Report provided as Appendix A. In the 
case of accidents or near accidents that result in injury, regardless of how insignificant the injury 
may appear, staff should immediately notify their appropriate supervisor. Such reports are 
necessary to comply with laws and initiate insurance and workers’ compensation benefits 
procedures.  

 

 

 

 

TC Futures is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals 

with disabilities. Washington Relay 711. 
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Exhibit A  
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