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Company Safety Policy




[bookmark: _Int_lKW7XitR][bookmark: _Int_ilE8NDKj]It is the policy of this company to provide a healthy and safe workplace for all employees and the public in all our operations, and to comply with all applicable safety regulations in our industry. Safety will take precedence over expedient, but potentially unsafe operations. Every effort will be made to provide the necessary equipment and create conditions that ensure a safe workplace. We will provide safety education for our employees. Any employee who willfully disregards known safety practices will be subject to intense disciplinary action. All employees are expected to read and understand the posted safety rules.




             Chief Executive Officer





[bookmark: _Hlk522524437] Safety Program Enforcement Policy

It is expected that all employees will adhere to our safety rules and guidelines, not only to protect themselves, but also to safeguard their fellow workers from harm. Should a safety violation occur, the following steps will be taken by the employee’s immediate supervisor:
a. [bookmark: _Int_6Mr88wdg]Minor Safety Violations:	
[bookmark: _Int_mrhh58AG][bookmark: _Int_SiXFf6cs]Violations that would not reasonably be expected to result in serious injury.

1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow, and the supervisor will ensure that these procedures are understood.
3. The supervisor will make a written report of the occurrence using our Enforcement Documentation Form and inform the employee that this documentation will be forwarded to the (Enter Name & Title) for a retention period of one year.
4. [bookmark: _Int_H24YQ95E]A repeat occurrence of the same minor safety violation is considered substantially more serious than the first.

b. [bookmark: _Int_oWz2ZZsB]Major Safety Violations:	
[bookmark: _Int_gRKAw6Bs][bookmark: _Int_pXYIE37J]Violations that would reasonably be expected to result in serious injury or death.
1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow and will impress on the individual the violation's severity and the likely consequences should this type of violation be repeated. The supervisor will ensure that the individual understands the correct procedures and will be cautioned that a recurrence could result in disciplinary action up to and including discharge.
3. The supervisor will make a written report of the occurrence using our Enforcement Documentation Form and inform the employee that this documentation will be forwarded to the (Enter Name & Title) for a retention period of one year.



c. Willful Major Safety Violations:
[bookmark: _Int_ppBk3mPi][bookmark: _Int_l1oGE3ES] Intentional violation of a safety rule which would reasonably be expected to result in serious injury to the employee or a fellow worker.
1. The hazardous situation will be corrected.
2. The employee will be removed from the job site, the event will be documented and forwarded to the Safety Director, and the employee will be discharged.
Employees are to understand that the primary purpose of documenting safety violations is to ensure that the critical business of employee safety is taken seriously and that the potential for injury is reduced to the lowest possible level.

[bookmark: Schedule_of_Enforcement_Actions]Schedule of Enforcement Actions: Violations occurring within 1 Year
 Minor Violation
	Offense
	Action
	Repeat of Same Offense
	Action

	1st
	Written Notice
	1st
	1 Day Off

	2nd
	Written Notice
	2nd
	3 Days Off

	3rd
	1 Day Off
	3rd
	Dismissal

	4th
	2 Days Off
	
	

	5th
	3 Days Off
	
	

	6th
	Dismissal
	
	


Major Violation


	Offense
	Action
	Repeat of Same Offense
	Action

	1st
	Written Notice
	1st
	4 Days Off

	2nd
	2 Days Off
	2nd
	Dismissal

	3rd
	4 Days Off
	
	

	4th
	Dismissal
	
	









Enforcement Documentation

Date: _____________________                   Check One:             Minor          Major       Willful

Employee Name: ________________________________
Supervisor: _____________________________________

Description of violation: _______________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Possible adverse consequences: _______________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Corrective action: ____________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

Employee Acknowledgment:
_______________________________                                                           __________________
(Employee Signature)                                                                                                                        (Date)


Employee statement/rebuttal (Optional): ____________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

Witnesses (If appropriate and available. An effort should be made to obtain witnesses for willful safety violations)
_________________________________________                                              ___________________________________________
                  (Print Name)                                                                                          (Signature)


Note: Except for willful violations, this form will be destroyed after a 12-month period.
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PERFORMANCE IMPROVEMENT POLICY
The company counts on every employee to perform their job to the best of their ability. Occasionally, an employee may not meet expectations, and it becomes necessary to work on improving their job performance.
[bookmark: _Int_VRYcOcfp]During the first 60 days of employment, you and the Company will get to know each other. You will decide if you like the work you are doing, whether you want to work for the Company, and whether the Company can provide the opportunities for personal and professional growth that you desire. The Company, throughout this initial 60-day period of employment, will have the chance to determine whether it is desirable to continue the employment relationship. In the initial 60 days, if your performance is determined to be inadequate, your employment will be terminated without the requirement that your supervisor complete the following Performance Improvement Program.
[bookmark: _Int_Fr8p6PYl][bookmark: _Int_Z4cAeWA8]One way to ensure that employees are treated fairly is through the use of our “Performance Improvement Program,” i.e., verbal discussion, written warning, written warning with possible time off without pay, and termination. Certain rule infractions may be sufficiently serious in management's opinion to warrant immediate discharge. If, in the sole discretion of the Company, your conduct is not acceptable, disciplinary action may be administered as follows:
 Performance Improvement Discussion - will be held between the employee and supervisor with specific problems identified. Corrective actions will be taken to improve job performance.
 Performance Improvement Warning - will be issued to an employee whose job performance remains unacceptable. This warning will be written, signed by the employee, and included in the employee's personnel file.
Performance Improvement Warning: Step II- This is issued when an employee's performance is unsatisfactory after the first. Disciplinary time off without pay may be administered with this step.
 Discharge becomes necessary if job performance remains unacceptable. The Company will thoroughly investigate the facts of the situation, and the President or his designee will review any proposed discharge before discharging an employee.









Modified Duty





Light Duty Work”
In the event of an occupational injury that allows an employee to return to work with physical restrictions, the company will make a reasonable effort to provide the injured employee with a position that accommodates the doctor’s recommendations regarding physical requirements. With the injured employee’s knowledge, the following three options may be considered by the appropriate company division to accommodate the employee:
· The appropriate company division determines work availability.
· Transfer the employee to a job position with physical requirements that are available.
· If the above two cannot be executed, on a case-by-case basis, depending on current work availability, the appropriate company division may develop a job matching the doctor’s recommendations.


























SAMPLE
CERTIFIED LETTER FOR LIGHT DUTY JOB OFFER

Date

(Employee Name)
(Employee Address)

Dear (Employee Name):

Our company has been contacted by the Claims Department at (Workers Compensation Insurance Carrier), regarding your release to return to work in a light-duty capacity (or full duty). We have reviewed your current needs and limitations per the doctors’ orders, and a position has been modified to meet these needs.

You can report to this position at (Location) on (Date) at (Time). You will be reporting to (Name of Supervisor).
Please indicate below whether you accept or reject our offer of restricted duty described herein.

[bookmark: _Int_ysEN9ZSW]If we do not have a response by                                               , we will assume that you have rejected this restricted duty job offer and will proceed accordingly.

We look forward to seeing you back at work and hope this position will assist you in your recovery from your injury.

Sincerely,
Owner/President

[bookmark: _Int_v9dUYCuh]cc: ￼(Workers Compensation Carriers Claims Dept.)



Accept:                  	Signature: ____________________________                                                      

Reject:                  	Signature: ____________________________                                                      



[bookmark: _Hlk38812044]Supervisor/Managers Transitional Return to Work Orientation/Training

A.  Objectives. 
1.  The Supervisor Managers TRTW Orientation/Training is to provide the information for Supervisors and Managers to be able to:
a.  Understand our transitional return to work policy and program.
b.  Understand your roles and responsibilities.
c.  Understand and follow illness/injury-reporting procedures.
d.  Train and manage employees regarding transitional return to work.

B.  What is Workers' Compensation?
1.  A no-fault insurance program.
2.  Employers pay premiums.
3.  Benefits are set by state law for:
a.  Medical care
b.  Prescriptions
c.  Time lost from work
d.  Permanent disability
e.  Death benefit

C.  What is work-related Illness or Injury?
1.  A condition arising out of a work assignment that requires medical treatment.

D.  Purpose.
1.  Why have a Transitional Return to Work program?
a.  [bookmark: _Int_JrazLtfk]To relieve emotional/financial stress due to illness or injury.
b.  To provide productive, temporary, alternate, or modified work.
c.  To communicate the company's concern for injured employees.
d.  To help employees recuperate faster.
e.  To control workers' compensation insurance costs.
f.  To maintain productivity and competitiveness.
2.  The Goal of Transitional Return to Work.
a.  The company's goal is to reduce workers’ compensation insurance costs and temporary disability payments by providing a unified effort to return injured or ill employees to work as quickly as possible
3.  The Benefits of Transitional Return to Work.
a.  Accelerated healing process.
b.  Improved employee morale.
c.  Increased sense of job security.
d.  Reduced costs








SAFETY TRAINING

Summary
[bookmark: _Hlk505592015]The company regards its employees as vital parts of the Company. As such, the company provides a workplace where employees can perform their jobs without injury to themselves or others. This section outlines the Safety Training Requirements and methods developed to meet job requirements and safety objectives, while maintaining compliance with OSHA standards.

Scope
The Safety Orientation Handbook is to be used by all divisions. It will be used to train all employees.

Supervisor Safety Training
The company will provide special instructions to those who are responsible for training activities. The purpose of “how to” training includes the following:

 Provide guidelines for developing scheduling, and delivery of safety awareness training for employees.

 Encourage safety awareness.

 Get employees actively involved in safety.

 Motivate employees to follow proper safety procedures.

 Eliminate safety hazards.

 Introduce employees to new safety rules, practices, and equipment.

The instructional curriculum may include, but is not limited to, the following:

 Employee Safety Manual.

 Accident Reporting & Investigation.

 New Hire Safety Orientation Process.

 Hazard Recognition.

 Safety Inspection Procedure.

 OSHA Inspection Procedure.

 Fall Protection.



Conducting Safety Training
 An effective safety meeting must be planned and prepared in advance.
 Toolbox safety meetings are to be conducted when appropriate and last approximately 5 minutes.
 All meetings shall be divided into two sections: (1) the presentation itself and
(2) a question-and-answer period.

 It is essential to allow those in attendance to participate. This will help to ensure that the message has been received.

Safety Orientation Training
[bookmark: _Int_aOIv6DsH]Job Safety orientation shall be conducted before job start-up for all current employees assigned to the job. This training shall cover, but is not limited to, the following:
 The company’s rules and regulations.

 General safety rules and uniform requirements.

 Site hazards are unique to a specific job or a divisional project.

 Safety operating procedures.

Ongoing Employee Safety Training
[bookmark: _Int_Uk4YbrD5]All employees are required to attend regular safety meetings. At each meeting, various topics will be discussed, with a focus on any specific safety conditions or concerns that may arise. During these meetings, employees will be instructed on:

Toolbox Safety Talks
· The proper use of tools/equipment
· Personal protection devices
· Vehicle operations
· General site safety matters
· New or updated safety procedures
Formal OSHA Employee Safety Training
· Hazard Communication
· Lockout/Tagout
· Confined Space
· Bloodborne Pathogens
· Respiratory Protection
· Personal Protective Equipment
· Hearing Protection
· Emergency Action Plan
· Forklift
· Fall Protection



[bookmark: _Int_9xUiQdHr]The effectiveness of the training given to our employees will hopefully result in a low number of injuries/accidents. That is why each division will be responsible for implementing a training program that ensures its workforce receives sufficient training. The company will comply with OSHA, DOT, and EPA standards. Additionally, supervisors will meet regularly with the (Enter Name & Title) to receive updates and training on safety matters.

Specialized Training
Additional safety training for man lift, snorkel lift, powder-operated tools, and respirator fit test training should all be performed by highly trained individuals.

Record keeping
Records of training must be maintained. Maintaining complete records is one of the most critical tasks in documenting compliance with the Safety Policies & Procedures. The following records shall be maintained by the (Enter Name & Title):

 New Hire Safety Orientation.
 Formal OSHA Employee Safety Training Records.

 Toolbox Safety Talks (shop or site safety information).

 Any other Specialized Safety Training.

Documentation
[bookmark: _Int_Tc9OBvW0]A log shall be kept of all employees and their level of orientation. This will enable more experienced personnel to assist new hires and track the required safety training.

 The trainer will record the date, name, topics discussed, and length of the meeting in the attendance log.
 Each employee will sign the attendance log.
 The log will be maintained in the safety file for record retention.






POLICY & PROCEDURES HANDOUT
Health & Safety Policy
It is the company's policy to provide a safe and healthy work environment for our employees and to foster a cooperative attitude among management, trades, employees, and customers. Our pledge to each employee is to structure the work site to be as safe as possible and to communicate potential health and safety hazards. We also provide protective equipment, training, and other measures that minimize the possibility of accidents, injuries, or illnesses on the job.

[bookmark: _Int_A65fBlqa]An effective health and safety program requires a commitment from both the company and our employees to work together to continually assess and improve the health and safety welfare for everyone. Therefore, our employees must share the responsibility of providing a safe work environment by communicating known health and safety hazards or potential hazards to management and adhering to the rules established by the company.
 HEALTH & SAFETY RULES
[bookmark: LIFT]



































[bookmark: _Hlk505353774]
NEW HIRE SAFETY ORIENTATION ACKNOWLEDGMENT FORM


Name: (Print)	Date:  	
Division: 		Soc. Security Number:  	
1. An overview of the entire company's Safety Employment Policy was presented. I understand that failure to abide by these rules may result in dismissal.
2. [bookmark: _Int_eSGZgFsx]A copy of the Safety Policy was received, and it is understood that I may receive a copy of the entire Field Safety Program upon request.
3. Involvement in an OSHA recordable accident will result in qualified medical attention. OSHA recordable accidents are occupational injuries that involve either loss of consciousness, restriction of work or motion, transfer to another job, or medical treatment other than minor first aid. First Aid, even if performed by a physician, would not qualify for an accident as OSHA recordable. However, procedures performed, such
Stitching a cut qualifies as more than minor First Aid and would be classified as an OSHA recordable incident.
4. Responsibilities regarding Personal Protective Equipment (PPE), Hazard Communication Program / MSDS, Forklift Safety, Ladder Safety, General First Aid, Equipment Safety, Respiratory Protection, Lockout / Tagout Safety, were discussed. (Use, Care, Replacement). (Add Exposures if needed)
5. Responsibilities regarding tools were discussed. (Use, Care, Safety).
6. Reporting injuries and unsafe situations is mandatory.
7. Participation in safety meetings and accident investigations is mandatory.
8. Being under the influence of drugs or alcohol is prohibited and will result in discipline up to and including discharge.
9. Possession of firearms, illegal drugs, or alcohol at the job site will result in immediate termination. Local law enforcement will be informed.
[bookmark: _Int_5wA13smT]The above list has been discussed with me. I understand and agree to its provisions and know who to contact if I have questions.

________________________                                                  _________________
[bookmark: _Hlk505081301]    Employee Signature	                                    Date

	





EMPLOYEE SAFE WORKING PRACTICES AGREEMENT



[bookmark: _Int_UJDHV8SH]As a condition of employment, I, ______________________________ hereby agree with the following                                                (Please Print Full Name)

Safe working practice agreement:

1. I certify that I have received a copy of the safety rules (both general rules and rules specific to my department), have had them explained to me, and understand them.

2. I agree to follow established general and departmental safety procedures.

3. I agree to report any work-related accident or injury to my supervisor as soon as it occurs, but no later than the end of my duty shift.

4. If I need treatment for a work-related injury, I agree to:

A. Notify my EMPLOYER of the need for treatment.
B. Only go to an EMPLOYER-DIRECTED PHYSICIAN (S) for necessary treatment.
C. On the initial visit, I agree to hand-carry a Medical Authorization for Treatment form to the authorized treating facility.

I understand that failure on my part to follow the above procedures could result in disciplinary action, which may include termination.


_________________________________________________________________________                        __________________________________
            EMPLOYEE SIGNATURE	            DATE

________________________________________
           WITNESS SIGNATURE


original: employee personnel file      
cc: employee safety file



SAFETY TALK SIGN-IN SHEET

Instructor: _______________________________ Date: ________________ Time: _________________

Location: ______________________
Topic: ___________________________________________________________


Print Name: ￼Occupation:
































[bookmark: _Hlk522524184]HAZARD COMMUNICATION PROGRAM
[bookmark: _Hlk505353454]Policy
To provide a hazard-free workplace, including a Hazard Communication Program, to ensure the safety and health of all company employees during the use, handling, and transfer of potential hazardous chemicals, in which exposure could cause illness and injury.

Scope
[bookmark: _Int_mgZ8o1BM]Compliance with this program is mandatory and applies to all company employees. Failure to comply with this program is grounds for disciplinary action and/or termination.

[image: ]
A variety of laws, standards, and regulations are included in the term “right to know.” In the workplace context, the “right to know” refers to an individual employee's right to receive information about the potential hazards associated with working with materials and substances. This right is guaranteed to all employees by two rules issued by the U.S. Department of Labor's Occupational Safety and Health Administration (OSHA). The “Access to Records” rule gives employees the right to review and obtain copies of any records that the employer has regarding the employee’s exposure to hazardous materials in the workplace, as well as any health records about that employee. Another rule, the “Hazard Communication” Standard, requires employers to provide detailed information to employees about potential hazards in the workplace, using labels, Material Safety Data Sheets (MSDS), and employee training programs.

[image: ]
Chemical - any element, chemical compound, or mixture of elements or compounds, which includes:

Liquids -    Solvents, glues, petroleum products, cutting fluids, lubricants, coatings, etc.

Solids -    Iron, steel, stainless steel, grinding disks, welding rod, etc.

Gases   -   Argon, oxygen, acetylene, CO2, etc.

Hazardous Chemical - any chemical identified as a physical or health hazard by the manufacturer or supplier.

Material Safety Data Sheet (SDS) - Written/printed information concerning a hazardous chemical, which is prepared in the format required by the OSHA standard.

[bookmark: _Int_JtgVDrRP]Label - Any written, printed, or graphic sign or symbol displayed on or affixed to containers of hazardous chemicals. A label identifies the hazardous chemical, provides appropriate hazard warnings, and includes the name and address of the manufacturer, importer, or other responsible party, and target organ effects.

Hazardous Substance - exposure to which results or may result in adverse effects on the health or safety of employees.



Health Hazard - a chemical, mixture of chemicals, or a pathogen for which there is statistically significant evidence based on at least one study conducted in accordance with established scientific principles that acute or chronic health effects may occur in exposed employees.

Immediately Dangerous to Life and Health (IDLH) - an atmospheric concentration of any toxic, corrosive, or asphyxiant substance that poses an immediate threat to life or would cause irreversible or delayed adverse health effects or would interfere with an individual’s ability to escape from a dangerous atmosphere.

Permissible Exposure Limit (PEL) - means the dermal or inhalation exposure limit.

[image: ]

Chemicals play a crucial role in our personal lives and are an essential component of many workplace operations. Few workplaces exist where there is no potential exposure to chemical substances. The use of chemicals is required to complete work; for instance, solvents and lubricants are used to clean and maintain equipment; fuels are needed to operate vehicles and other equipment, and fuel and gases are necessary to cut or melt materials.
The following written Hazard Communication Program (HCP) is in place to ensure the company's personnel comply with 29 CFR 1910.1200 and support the company's overall goal of a safer workplace.

The purpose of the HCP is to ensure that the hazards of chemicals located in the workplace are evaluated and that the information is transmitted to potentially exposed employees. A successful HCP will reduce potential incidents of chemical-related illnesses and injuries.

The original documents are kept on file at each division. It will be used by all personnel across the company's operating areas, and each division will be responsible for ensuring that the program complies with all current regulatory requirements and for enforcing adherence to the program. A copy of this program is to be made available to employee(s) upon hiring, and a copy will be kept in the personnel break room. The program will be updated when new chemicals or hazards are introduced into the working environment and reviewed annually.


Hazard Evaluation

[bookmark: _Hlk505358401]For all potentially hazardous materials used, handled, stored, or generated in the workplace, the company attempts to determine whether a potential hazard in fact exists. Based on this determination, appropriate precautionary measures are implemented to protect employees.

[bookmark: _Int_XN6EcUa4]For other purchased products (such as solvents, acids, fuels, and other chemicals), the company relies on information in the SDS provided by the suppliers. Each SDS received is reviewed by (Enter Name & Title) upon receipt, and every effort is made to ensure that the information on the SDS is complete and accurate. Whenever new information about a purchased product is received, the additional information is placed in the SDS binder, and potentially exposed employees are informed of relevant details.


Forms of Hazardous Substances
[bookmark: _Int_Hvjyl2sq]Exposure to different types of chemicals or other hazardous substances carries different potential hazards. Each employee should review the company’s chemical inventory list to identify hazardous substances that may be present in their work area. Review the SDS for those materials to determine the potential hazards involved, the conditions under which they occur, and the necessary precautions to take when using or handling the materials. In general, potentially hazardous materials in the workplace can be in several different forms:

Fumes: Any operation involving the cutting or welding of metal materials may create potential hazards. To protect themselves from these potential hazards, employees exposed to these operations should read and understand the appropriate SDS, check air-monitoring results for their work area, and be alert for any unusual emissions or odors in the work area.

[bookmark: _Int_W5F1LxJv][bookmark: _Int_8xYWS446]Dust: Potentially hazardous dust exposure can occur in certain operations. Employee overexposure to airborne dust could present possible health problems due to inadequate hygiene precautions. For example, cigarettes and food may become contaminated with airborne dust or dust on an employee’s hands. When cigarettes and food are consumed, potentially hazardous substances enter the body, potentially resulting in health problems. For this reason, the company may prohibit smoking and/or eating in specific work areas. Employees should always wash their hands before eating and smoking. In addition to potential health hazards, excessive concentrations of certain dust may pose a fire and explosion hazard. Employees should review the appropriate SDS for the material being handled and follow all suggested precautions.

Acids: Exposure to acids can occur when handling certain types of batteries. Contact with acid can cause severe burns to the skin or eyes, and inhalation of acid mist can cause respiratory system damage. Any employee exposed to acid spills or splashes should immediately seek medical attention.

[bookmark: _Int_YaXnTywJ]Solvents: Solvents may be used in the work area to clean machinery or other materials. Excessive inhalation of solvent vapors can cause damage to various internal organs, including the liver, kidneys, lungs, and central nervous system. Skin contact with solvents can cause dermatitis or sensitization. Some solvents can also be absorbed through the skin, causing internal damage. Their poor warning properties increase the potential hazard of some solvents. By the time the odor from solvents is detectable, overexposure has already occurred.

[bookmark: _Int_g5pkCUWN]Fuels and Fuel Gases: Materials such as gasoline and diesel fuel are necessary for the operation of vehicles and other equipment. Likewise, fuel gases such as propane or acetylene are used to torch material. Overexposure to these fuels can lead to potential health or safety issues for employees. The most significant danger associated with these materials is the potential for fire and explosion. Vapors or gases can travel long distances and possibly reach an ignition source (i.e., sparks and electricity), resulting in severe fire or explosion. Additionally, prolonged exposure to these materials can cause skin or eye burns and other potential health issues. Employees must be aware of the information on labels and SDS and follow instructions when using these materials.






[bookmark: _Int_6O7DUnGJ][bookmark: _Int_gPF2dvqQ][bookmark: _Int_se4S7Dnv]Other Materials: A variety of different materials and chemical substances are routinely used in operations. The numerous ways in which exposure can be hazardous make it impossible to develop general rules that apply in all situations. Specific hazards and precautions for particular materials are listed on the SDS for those materials. If you encounter any information that is unclear or difficult to understand, please consult your supervisor. Generally, employees must not handle any material without first determining its identity. Once the identity is known, use of the material must be in accordance with the precautions listed on the label and SDS. Never torch or cut on an empty container without first determining what was previously in the container.
Hazardous Substance Routes of Entry
[bookmark: _Int_dWJpkzfv]Inhalation: This is a significant exposure route of concern for hazardous chemicals. The lungs are extremely vulnerable to chemical agents. Inhalation of chemical agents that do not directly affect the lungs may pass through lung tissue into the bloodstream, which then carries the toxins to other parts of the body. The human senses cannot detect all chemical agents in the atmosphere; i.e., they may be colorless, odorless, and their toxic effects may not produce any immediate symptoms. Respiratory protection is important if the atmosphere may contain such hazardous substances. Chemicals can also enter the respiratory tract through punctured eardrums. Individuals with punctured eardrums should immediately be medically evaluated, specifically to determine if such a condition would place them at unacceptable risk.
Skin & Eyes: Hazardous chemicals that come in direct contact with the skin and eyes are another important route of exposure. Hazardous chemicals can be absorbed through the skin and into the bloodstream, where they are transported to vulnerable organs. Skin absorption is enhanced by abrasions, heat, moisture, and cuts. The eyes are moist and have capillaries near the surface, which allows airborne materials to dissolve into the eye. Therefore, hazardous materials are carried throughout the body in the bloodstream. Factors that can help protect against skin and eye contact include wearing protective equipment, keeping hands away from the face, avoiding contact lenses, and minimizing exposure to chemicals.
Ingestion: It is important to be aware of how this type of exposure can occur, even though it is least likely to occur. Forms of ingestion are smoking, drinking, applying cosmetics, and chewing gum or tobacco.
[bookmark: _Int_E6LE9Z3B]Injection: Chemicals can be introduced into the body through puncture wounds from sharp objects. Prevention is achieved through the use of safety shoes, avoidance of physical hazards, and common-sense precautions.









Risks Associated with Hazardous Substances
Chemical Exposure: Preventing exposure to toxic chemicals is of primary concern. Facilities contain many chemical substances in gaseous, liquid, or solid form. A hazardous chemical can cause damage at the point of contact or act systemically, resulting in a toxic effect at a part of the body distant from the initial point of contact. Chemical exposures are divided into two categories: acute and chronic. Symptoms resulting from acute exposure usually occur during or shortly after exposure to a sufficiently high concentration of a contaminant. The term "chronic exposure" typically refers to prolonged exposure to low concentrations of a contaminant over an extended period. Additionally, the effects of exposure depend on the duration of exposure, chemical concentrations, route of entry, and personal habits (i.e., smoking, medication, and age).


Fire and Explosion: There are many potential causes of fires and explosions with hazardous chemicals. They include chemical reactions, the ignition of explosive or flammable chemicals, the ignition of materials due to oxygen enrichment, the agitation of shock- or friction-sensitive compounds, and the sudden release of materials under pressure. Fires and explosions may occur spontaneously in situations involving moving drums, accidental mixing of incompatible chemicals, and the introduction of an ignition source (e.g., sparks from equipment). Fires and explosions involving hazardous chemicals pose hazards including intense heat, open flames, smoke inhalation, flying objects, the release of toxic chemicals, and a threat to both on-site personnel and the public. Protecting against fires and explosions involves careful monitoring of explosive atmospheres, controlling ignition sources, using non-sparking tools, and adhering to safe work practice procedures.

[bookmark: _Int_xhtmRAYk][bookmark: _Int_cjkMfjIb]Oxygen Deficiency: The normal content of oxygen in the atmosphere is 21%. Physiological effects of oxygen deficiency in humans begin to appear when the oxygen level reaches 16%. Impaired attention, judgment, loss of coordination, and increased breathing and heart rates are signs of oxygen deficiency. Concentrations of oxygen lower than 16% can result in nausea and vomiting, brain damage, heart damage, and death. Concentrations of oxygen of 19.5% or lower are considered to be oxygen-deficient. Oxygen deficiency results from displacement by another chemical (chlorine) or consumption of oxygen by a chemical reaction (fire). Confined spaces or low-lying areas are particularly susceptible to oxygen deficiency and should be continuously monitored before and during entry.

Container Labeling
The company will assure that all containers of hazardous chemicals entering the workplace and will assure that the chemical containers are properly labeled with:
 Identity of the chemical.
 Hazard warnings.
 Name and address of the manufacturer, importer, or responsible party.
[bookmark: _Hlk511114475]If the chemical is to be transferred to a separate container for storage, the company will ensure that the new container is properly labeled. (i.e., that all secondary containers are labeled with a copy of the original manufacturer's label or with generic labels which have a block for identity, hazard warning, and the name and address of the manufacturer). Employees will also be told of hazards associated with chemicals in pipes in the work area.
National Fire Protection Association Labeling System
The NFPA label is diamond-shaped and split into four sections. Each section is color-coded and may have a number within the color(s) indicating the level of hazard.
[bookmark: _Int_sN4ItOAt]Blue Section: The color blue indicates the potential health hazards of the substance.
· 4- Deadly
· 3- Extreme Danger
· 2- Hazardous
· 1- Slightly Hazardous
· 0- Normal Material
Red Section: The red color indicates the potential fire hazards of the substance. Flash points:
· 4- Below 73°F
· 3- Below 100°F
· 2- Below 200°F
· 1- Above 200°F
· 0- Will not burn
[bookmark: _Int_Uidwg64g]Yellow Section: The yellow color indicates the potential reactivity hazards of the substance.
· 4- May detonate
· 3- Shock & heat may detonate
· 2- Violent chemical change
· 1- Unstable if heated
· 0- Stable
White Section: The white color indicates any specific hazards of the substance.
· Oxidizer
· Acid
· Alkali
Safety Data Sheets
[bookmark: _Int_Zh9aLHau][bookmark: _Int_OtDKj00d]Safety Data Sheets (SDSs) are the keystone to a successful HCP. SDSs are designed to provide the necessary information needed to handle chemicals safely. Chemical manufacturers, importers, or distributors supplying the company with products are required by law to send SDSs with the first shipment. Each company division will maintain its own SDS filing system for its operations. Chemical purchases will be checked to be sure a statement requesting SDSs appears on each purchase request before it is processed. Incoming data sheets will be reviewed for new and significant health/safety information, and the new information will be communicated to the affected employees. The information will also be reviewed annually for accuracy and completeness. Additionally, updated SDS and new SDS will be immediately placed in the SDS binder. Old SDS linked to an exposure incident will be maintained for at least 5 years. SDSs for chemicals that are no longer used, and not linked to employee exposure records, will be maintained in one of two ways:

 Place the old SDSs in a special file.
Keep a record of the SDSs for 5 years.
A current copy of the Hazard Communication Program and the chemical inventory list is always located in each area's SDS binder. New chemicals shall not be used until an SDS has been obtained.
Sample Material Safety Data Sheet

	Chemical Identity: (as used on label)


Section I
	Manufacturers Name:
	Emergency Telephone Number:

	Address:
	Telephone Number for Information:

	
	Date Prepared:

	
	Signature of Preparer:



Section II - Hazardous Ingredients/Identity Information
	Hazardous Components (Specific Chemical Identity; Common Names):
	OSHA PEL
	ACGIH TLV
	Other Limits Recorded
	%

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Section III - Physical/Chemical Characteristics
	Boiling Point:
	Specific Gravity:

	Vapor Pressure (mm Hg.)
	Melting Point:

	Vapor Density (Air = 1):
	Evaporation Rate:

	Solubility in Water:

	Appearance and Odor:



Section IV - Fire & Explosion Hazard Data
	Flash Point:
	Flammable Limits:
	LEL:
	UEL:

	Extinguishing Media:

	Special Fire Fighting Procedures:

	

	Unusual Fire and Explosion Hazards:

	










Section V - Reactivity Data
	Stability:	Unstable    	

Stable	 	
	Conditions to Avoid:


Section VI - Health Hazard Data
	Routes of Entry:	Inhalation? 		Skin? 		Ingestion?

	Health Hazards (Acute and Chronic):

	

	

	Carcinogenicity:	NTP? 		IARC Monographs? 		OSHA Regulated?  	

	

	Signs and Symptoms of Exposure:

	

	Medical Conditions Generally Aggravated by Exposure:

	

	Emergency and First Aid Procedures:

	




Section VII - Precautions for Safe Handling and Use:
	Steps to Be Taken in Case Material Is Released or Spilled:

	

	

	Waste Disposal Method:

	

	Precautions to Be Taken in Handling and Storing:

	

	Other Precautions:

	











Section VIII - Control Measures
	Respiratory Protection (specify type):

	Ventilation: Local Exhaust? Mechanical?
	
Special?
 Other?

	Protective Gloves:
	Eye Protection:

	Other Protective Clothing or Equipment:

	Work/Hygienic Practices:

































Health & Physical Hazard Warnings
Due to increased public awareness of potential chemical hazards over the past decade, various government agencies have acted to ensure employees receive information about possible chemical exposures. This information is gained through labels and SDS, which identify precautionary warnings and hazards associated with different substances.

Health Hazard Classification
 Carcinogen: ￼A substance that has been determined to produce cancer.
 Corrosive: ￼Having the quality of corroding or consuming.
 Highly Toxic: ￼Causes health problems that are life-threatening or seriously disabling.
 Irritant: ￼Not corrosive, but will cause a reversible inflammatory effect on
living tissue by chemical reaction at the site of contact.
 Sensitizer: ￼Causes a substantial proportion of exposed employees to develop an allergic reaction in the tissue after repeated exposure.
 Toxic: ￼Acting as or having the effect of a poison.

Target Organ Effects
 Hepatoxins - produce liver cancer.
 Nephrotoxins - produce kidney damage.
 Neurotoxins - toxic substances that have adverse effects on the nervous system.
 Hematopoietic - acts on the blood, depriving body tissues of oxygen.
 Lung-damaging agents irritate or damage pulmonary tissue.
 Reproductive Toxins - affect reproductive capabilities and damage fetuses.
 Cutaneous Hazards - affect the dermal layer of the skin.
 Eye Hazards - affect the eye and vision.













Physical Hazard Classification
Combustible Liquid: Any liquid having a flash point at or above 100°F (38.8 °C), but below 200°F (93.3 °C), except any mixture having components with flash points of 200°F (93.3 °C) or higher, the total volume of which makes up 99% or more of the total volume of a mixture.


Compressed Gas:

· A gas or mixture of gases having, in a container, an absolute pressure exceeding 40 psi at 70°F (21.1 °C), or higher, the total volume of which makes up 99% or more of the total volume of the mixture, or
· A gas or mixture of gases having, in a container, an absolute pressure exceeding 104 psi at 130°F (54.4), regardless of the 70°F (21.1), or
· A liquid having a vapor pressure exceeding 40 psi at 100F (37.8C) as determined by ASTM D-323-72.

[bookmark: _Int_HcUJp5N0]Explosive: A chemical that causes sudden, almost instantaneous release of pressure, gas, and heat when subjected to sudden shock, pressure, or high temperature.

Flammable:
 Aerosol, Flammable: An aerosol that, when tested by the method described in 16 CFR 1500.45, yields a flame projection exceeding 18 inches at full valve opening, or a flashback at any degree of valve opening.
 Gas, Flammable: A gas that, at ambient temperature and pressure, forms a flammable mixture with air at a concentration of 13% by volume or less, or a gas that, at ambient temperature and pressure, forms a range of flammable mixtures with air wider than 12% by volume, regardless of the lower limit.
 Liquid, Flammable: Any liquid having a flash point below 100°F (37.8 °C) or higher, the total of which makes up 99% or more of the total volume of the mixture.
 Solid, Flammable:  A solid, other than a blasting agent or explosive, as defined
in 1910.109(a), that is liable to cause fire through friction, absorption of moisture, spontaneous chemical change, or retained heat from manufacturing or processing, or which can be ignited readily and when ignited burns so vigorously and persistently as to create a serious hazard. A chemical shall be considered a flammable solid when, as tested by the method described in 16 CFR 1500.44, it ignites and burns with a self-sustained flame at a rate greater than one-tenth of an inch per second along its major axis.

[bookmark: _Int_cC4BTkpr]Organic Peroxide: An organic compound that contains the bivalent -0-0 structure and which may be a structural derivative of hydrogen peroxide where one or both of the hydrogen atoms have been replaced by an organic radical.

Oxidizer: A chemical other than a blasting agent or explosive as defined in 1910.109(a), that initiates or promotes combustion in other materials, thereby causing fire either of itself or through the release of oxygen or other gases.

Pyrophoric: A chemical that will ignite spontaneously in air at a temperature of 130°F (54.4 °C) or below.

Unstable (reactive): A chemical which, in the pure state, or as produced or transported, will vigorously polymerize, decompose, condense, or will become self-reactive under conditions of shocks, pressure, or temperature.
Water- Reactive: A chemical that reacts with water to release a gas that is either flammable or presents a health hazard.
Hazardous Material Placarding
DOT hazardous material placards are diamond-shaped and color-coded according to the material being transported. The shipper is responsible for determining the proper placards to be placed on the transportation vehicle. No carrier of hazardous materials may transport the shipment without appropriate placards affixed to the vehicle. The placard's purpose is to identify the hazardous material and alert personnel and emergency personnel to the potential dangers associated with it. The location of the placard on tanker trucks is on the front, side, and back of the vehicle. Railcar placards are located on the sides and back.
Basic Color Coding of Placards
Orange...............................................……….............................................Explosives
Red....................................................................……...................................Flammable 
Red/White.........................................................................................Flammable Solid
Yellow.................................................................……….................................Reactive
White...........................................................................………….......................Poison
White/Black...................................................................………......................Corrosive
Green............................................................................................Non-Flammable-Gas
Dangerous...............................................................................……..................Believe 
Yellow/White/Propeller.............................................................…............Radioactive
















International Classification System
Class or division numbers may be displayed at the bottom of placards or in the Hazardous Materials description on shipping papers. In certain cases, a Class or Division number may replace the written name of the hazardous class description on the shipping paper.
 Class 1 – Explosives
· Division 1.1	Explosives with a mass explosion hazard
· Division 1.2	Explosives with a projection hazard
· [bookmark: _Int_bkAheTj8]Division 1.3	Explosives with predominantly a fire hazard
· Division 1.4	Explosives with no significant blast hazard
· Division 1.5	Very intensive explosive articles
· Division 1.6	Extremely insensitive explosive articles
 Class 2 – Gases
· Division 2.1	Flammable gases
· Division 2.2	Non-Flammable gases
· Division 2.3	Poison gases
· Division 2.4	Corrosive gases (Canadian)
 Class 3 - Flammable Liquids
· Division 3.1	Flash point below - 18 °C (OF)
· Division 3.2	Flash point - 18C and above but less than 23C (73F)
· Division 3.3	Flash point of 23C and up to 61C (141F)

[bookmark: _Hlk505372776]Class 4 - Flammable Solids; Spontaneously combustible materials; & materials that are dangerous wet
· Division 4.1	Flammable solids
· Division 4.2	Spontaneously combustible materials
· Division 4.3	Materials that are dangerous when wet

 Class 5 - Oxides and Organic Peroxides
· Division 5.1	Oxidizers
· Division 5.2	Organic peroxides

 Class 6 - Poisonous and Etiologic (Infectious) Materials
· Division 6.1	Poisonous materials
· Division 6.2	Etiologic materials

 Class 7 - Radioactive Materials

 Class 8 - Corrosives

 Class 9 - Miscellaneous Hazardous Materials






Employee Training and Information
Before starting work, the respective trainer for a new employee will review their copy of the HCP and each SDS applicable to their job. The company will use a combination of handouts, videotapes, and classroom presentations to accomplish employee training.

Before any new chemical is used, all employees will be informed of its use, instructed on safe use, and trained on the hazards associated with the new chemical. All employees will attend additional training, as appropriate, to review the HCPs and SDSs. Appropriate library reference material will also be discussed during the training sessions.

The minimum orientation and training for a new employee is as follows:

 An overview of the requirements contained in the Hazard Communication Standard, 1910.1200.
 Chemicals are present in their workplace operations and this office.

 Location and availability of the written HCP.

 Physical and health effects of hazardous chemicals.

 Methods and observation techniques are used to determine the presence or release of hazardous chemicals in the work area.

How to lessen or prevent exposure to these hazardous chemicals through control/work practices and personal protective equipment.
 Steps taken by the company to minimize or prevent exposure to the chemicals listed on the inventory list.

Before introducing a new chemical hazard into any section of the workplace, each employee will receive information and training as outlined. After attending the training class, each employee will sign a form to verify that they attended the training, that the written HCP was made available for review, and that they understand the HCP. If an employee has any questions about what protection they need, they will contact their supervisor immediately.







[bookmark: _Hlk505373833][bookmark: _Hlk6487912]HAZARD COMMUNICATION QUIZ

Name: 		Date:  	
1. Where is the Hazard Communication Program located? 	
2. List two forms of hazardous chemicals. 	/	
3. List two ways chemicals can enter the body. 	/	
4. Hazards associated with chemical substances are:
A. Fire & Explosion.  	B.  Chemical Exposure
[bookmark: _Int_pRCWsbuC]C. Oxygen Deficiency	D.  All of the above
5. [bookmark: _Int_dANU8zMM]Important information regarding chemicals and their hazards can be found on labels, material safety data sheets (MSDS), and placards. True or False
6. Where is the company binder located? _____________________
7. If you place a chemical in a secondary container and do not use it completely by the end of your shift, it must be labeled with the chemical identity and the hazards.
 True or False
8. [bookmark: _Int_gN14f9kz]If you have a question about labeling, MSDS, or chemicals, where do you turn?
A. [bookmark: _Int_XreYwR25]Safety Coordinator	B.  Your Supervisor
[bookmark: _Int_DP0qccYo]C.  The Hazard Communication Program	D.  All of the above
9. What does the red color on a label represent? 	


I acknowledge that I have received information and training on the Hazard Communication Program in place. The information presented to me included the following:
· an overview of the requirements contained in the Hazard Communication Standard, 1910.1200;
· chemicals present in their workplace operations and this office;
· location and availability of the written HCP;
· physical and health effects of hazardous chemicals
· methods and observation techniques used to determine the presence or release of hazardous chemicals in the work area;
· [bookmark: _Int_drWdZdxw]how to lessen or prevent exposure to these hazardous chemicals through the use of control/work practices and personal protective equipment, steps taken by the company
· to lessen or prevent exposure to the chemicals listed on the inventory list;

[bookmark: _Int_ojmaZnlY]I acknowledge that I have received a copy of the Hazard Communication Training Handout and that I have read, understood, and agree to abide by the rules, policies, and procedures set forth by the company’s Hazard Communication Program. If I do not understand any instructions, I will ask questions.



            Participant Signature 	Date

           Signature of Instructor	Date


LOCKOUT / TAGOUT
THE CONTROL OF HAZARDOUS ENERGY
Purpose
This procedure establishes minimum requirements for locking out and tagging switches, valves, circuit breakers, and other energy-controlling devices when their unexpected energizing, start-up, or release of stored energy could cause harm to an employee or damage equipment or machines. It shall be used to ensure that the machine or equipment is isolated from all potentially hazardous energy sources.
Scope
This procedure is applicable to all company divisions and on-site construction and maintenance projects.
Summary
Accidents involving electrical, mechanical, and/or pressurized equipment and systems have occurred in the construction industry due to incomplete planning of the work or task to be performed (failure to lock and tag out equipment and systems). Work performed on temporary electrical services and a pressurized pipeline is equally important from the standpoint of using the lockout/tagout procedure as work on permanent plant equipment and systems.
[bookmark: _Int_yVE6fiDn]OSHA estimates that over 100 fatalities and thousands of injuries occur each year due to employees working with equipment and machinery that has not been properly locked out. As a result, in the fall of 1989, OSHA passed the Lockout/Tagout regulations addressing this serious problem. The concept of lockout/tagout is based on effective communication, common sense, and good management practices to ensure the safe operation of powered machinery and equipment. Employees often fail to recognize the frequency with which they encounter situations that require the application of lockout/tagout procedures.
Lockout/Tagout is a maintenance-oriented process, and the key to this process is isolating a machine's energy source to prevent a sudden, unexpected release of stored energy that could injure maintenance personnel and employees. Lockout does not simply mean turning the machine or equipment off. 
Placement of a lockout device (lock) on an energy-isolating device (power box lever) prevents the device from operating. Tagout is a form of communication that warns employees not to energize the machine or equipment.








Definitions
Affected Employee means a person whose job requires him/her to operate or use a machine or piece of equipment that is locked or tagged out.

Authorized Employee means a person (lockout/tagout supervisor) who performs lockout/tagout procedures on a machine for servicing and maintenance activities to take place.

Capable of Being Locked Out means an energy isolating device can be locked out if it has a hasp or other means of attachment to which, or through which, a lock can be affixed, or a locking mechanism built into it.

[bookmark: _Int_1FphkUsd]Energized means connected to an energy source or containing residual or stored energy. Energy Isolating Device means a mechanical device that physically prevents the transmission or release of energy.

[bookmark: _Int_1Mc8wZ42]Locks must only be those approved and issued by the company specifically for lockout/tagout procedures.  A tag must accompany a lock each time it is used.

Lockout refers to the placement of a lockout device on an energy-isolating device, in accordance with established lockout procedures, ensuring that the energy-isolating device and the equipment being controlled cannot be operated.

Lockout Device, a device that utilizes a positive means, such as a lock, either key or combination type, to hold an energy isolating device in the off position and prevents the energizing of a machine or piece of equipment.

Tagout refers to the placement of a tagout device on an energy-isolating device, in accordance with established procedures, to indicate that the energy-isolating device and the machine or equipment being controlled may not be operated.

Tagout Device means a warning device, such as a tag and means of attachment, that can be securely fastened to an energy-isolating device in accordance with established procedures to indicate that the energy-isolating device and the machine being controlled may not be operated.

Zero Energy State: the protection of isolation, blocking, and/or release of all sources of energy within equipment.

Danger Tag Electric - The tag is attached to a switch, circuit breaker, and other electrical control devices to warn others that the equipment and/or system have been isolated (from their power source, de-energized) and that employees are working on the equipment and/or system. The Danger Tag-Electrical placed on equipment and systems must not be removed by anyone other than the person whose signature is on the tag. The equipment and system must not be operated with the tags in place.






Danger Tag-Mechanical - The tag is attached to valve handles, all applicable circuit breakers, switches, and other operating mechanisms to prevent manipulation or operation of mechanical equipment and pressurized systems when work is being performed and during the same. It shall also be used to secure valves between operational and non-operational sections of a system. All Danger Tags-Mechanical shall be numbered in sequential order, and the letter M shall identify that the danger tag is to be used for MECHANICAL tagging only.

[bookmark: _Int_ilTAI2g9]Caution Tag - may be used to inform personnel of special precautions or instructions relative to safe and proper operation of equipment. This tag is not intended to prevent equipment and systems from being operated.

References
29 CFR 1926.417 - Lockout and Tagging of Circuits
29 CFR 1910.147 - The Control of Hazardous Energy - Lockout/Tagout

Responsibility
Only authorized employees who have received instruction and training on lockout/tagout procedures can lock out equipment, and they are called lockout/tagout supervisors. All other employees receive training for affected personnel.

Forms of Hazardous Energy
The company utilizes a variety of machinery and equipment. These pieces of equipment function by using energy. Energy comes in many forms and can exist in two states: active and stored. Machinery and equipment used by the company are identified on the master equipment list and discussed individually in the Energy Control Shutdown Forms section of this program (see Appendix A).

The following are different forms of hazardous energy:

· [bookmark: _Hlk511635038]Electrical
· Compressed Air (Pneumatic)
· Petroleum Fuels (Fuel Lines)
· Gravity (Suspended Components)
· Hydraulic
· Tension
· Chemical
· Thermal (Surface Temperature)

Authorized Employee
[bookmark: _Hlk505413700]The only employees at the company’s shops authorized to lock or tag machinery and equipment and remove their locks and tags are maintenance personnel. These authorized employees are referred to as lockout/tagout supervisors (LTS). The LTS has received information and training on energy sources and stored energy, as well as the machinery and equipment used by the company. Machinery and equipment will not be energized without the prior consent of the LTS. Unauthorized removal of locks or tags will be grounds for disciplinary action and may result in termination.

Affected Employees
Affected employees are individuals who cannot use machines or equipment for production due to the presence of lockout/tagout devices. If the machine you frequently use is to be locked out for maintenance or repair, you will be verbally notified by the LTS. You will also be notified if you typically use the products of the affected machine (such as materials cut to specific lengths). This will allow you to make alternative arrangements for obtaining the materials you need to complete your work and/or projects that do not require the affected machine. Do not attempt to restart any machinery or equipment that is locked or tagged. When the machinery or equipment is ready for production, the lockout/tagout supervisor will notify affected employees. Do not attempt to remove any energy-isolating device.

Facility Lockout/Tagout Procedure
Preparation for Lockout/Tagout

Ensure that you locate and identify all isolating devices to determine which switches, valves, or other energy-isolating devices apply to the equipment to be locked out and tagged. More than one energy source may be involved.

Lockout/Tagout Sequence
Each maintenance person working on equipment will have their own lock, and the only key to that lock is for locking out equipment. The master key to lockout locks is available only to the maintenance supervisor and the safety director. The following steps will be taken by the LTS to safely secure a listed machine for servicing and/or repair.

 Notify all affected employees and supervisors that lockout/tagout is required.

 The machine to be serviced/repaired will be shut off using the standard operator controls, i.e., the off switch and trigger release.

 The LTS will disconnect or isolate all energy sources. Some machines are of new construction and contain several safety interlocks. During work on gas, air, oil, acid, steam, and water lines, the main valve will be closed and locked out. 

Release Tension
· Release Compressed Air
· Lower Hydraulics
· Bleed Gas Lines
· Unplug Electrical Cords
· Remove Spark Plugs
· Bleed Hydraulics
· Block Suspended Components	Block Rotating Parts
· Insert Blind Flange in Process Pipes





 The LTS will then inspect the machine for any sources of stored energy. Ensure that nothing in or on the machine will cause any unexpected movement that could result in injury to those servicing the machine.

 Lock out/tag out all energy sources with company locks and tags. When a switching device is encountered that cannot be locked out, a proper tag may be used.

 Each LTS involved in the work must lock and tag the main on/off switch. When three or more LTS are assigned to work the same job, a lead LTS may be appointed to perform the lockout/tagout procedure, and only the lead LTS is then required to apply locks and tags.

[bookmark: _Int_jDW7hbWB][bookmark: _Int_Kd728c2p] The LTS will then attempt to activate the machine by turning the operator switch to the on position. If the machine does not energize, the LTS will return the switch to the off position. If the machine does energize, the LTS will inspect for sources of energy and de-energize, block, and brake, as necessary. It will then attempt to reactivate the machine again.

 Once the operator's control has been returned to the off position, the LTS will release the machine as "LOCKED-OUT," and maintenance/repair efforts may proceed.


Lockout/Tagout Authorized Release Sequence

The LTS will utilize the following procedures for returning a machine to service.

 The LTS will inspect the machine to ensure that no tools, products, or other parts have been left on it, which may pose a hazard when the machine is re-energized.

 The LTS will inspect to ensure that any operating safety guards removed during the servicing/repair process are replaced before the machine is energized.

 The LTS will clear all employees from the area of the machine, particularly those areas close to or near any moving parts.

 The LTS will verify that the operator controls are in the off position.

 The LTS will remove the lockout security device and re-energize the machine.

 The LTS will activate the machine by moving the operator switch to the ON position and observing the machine's operation.

 The LTS will shut down the machine and ensure it ceases operation.

 The LTS will notify you that the machine is available for use.






Electrical Work

 Whenever electrical work is scheduled to be performed on electrical equipment or services, the power source (disconnects, circuit breakers, switches) controlling the electrically powered equipment or systems shall be de-energized. A completed Danger Tag-Electrical shall be attached to the controlling device by the person responsible for de-energizing the system.

 Employees required to work on de-energized equipment or systems shall ensure that a completed Danger Tag Electrical is attached to the controlling device or devices before commencing work.

 In those instances where the controlling devices permit, a lock and tag shall be placed on the device by each employee to ensure that the controlling device is not inadvertently energized while the work is being done.


 The de-energized equipment or system shall be tested by using a voltmeter on the downstream side of the tagged-out controlling device. If the equipment is wired directly to a power panel box and is energized by turning on the push-button or butterfly switch on the equipment, the power panel box on the downstream side must be tested by using a voltmeter.

[bookmark: _Int_EJHfMoqC] Lockout of Electricity Powered Shop Equipment-to provide maximum employee safety, a power disconnect switch shall be installed between the main power supply panel and each piece of electrically driven equipment that is directly connected to the power panel box. (This does not apply to equipment, which is equipped with a plug connection, including welding equipment.) This disconnect switch should be in close proximity to the equipment and properly identified. Push buttons or butterfly controls of equipment should not be locked out. A short circuit can occur between a locked-out push-button and a relay, causing the equipment to be energized with full power. Some equipment is wired with dual controls, and the locking out of one push button would not render that equipment as being inoperable. After tagging and locking out, try the start button to ensure the disconnect is complete.

 Whenever maintenance of shop equipment is required, such as changing the blade of a radial arm saw, the operator shall ensure that the controlling device (power disconnect) has been tagged and locked out before commencing the maintenance work.













Mechanical Work

 Whenever work is scheduled to be performed on mechanical equipment or pressurized systems, the controlling devices, such as circuit breakers, switches, valve handles, and other operating mechanisms, shall be locked and tagged out to prevent the manipulation or operation of such equipment or systems.

 Those employees required to work on equipment, or a pressurized system shall ensure that the completed Danger Tag-Mechanical is attached to the controlling device or devices before commencing work.

[bookmark: _Int_5OfIJVxq] In instances where the controlling devices permit, each employee shall place a lock on the device to ensure that the controlling device is not inadvertently energized.

 The de-energized equipment or system must be checked out or tested to ascertain that the equipment is inoperable, or the pressurized system has been drained of its contents on the downstream side. Pressurized systems must then be flushed out with water if liquids are involved or with inert air if compressed gases are involved, to prevent harmful exposure.

 Appropriate air tests shall be conducted whenever the pressurized systems have previously contained hazardous gases or liquids, especially when welding and burning operations are involved, and the system has been shut down. When valving off a pressurized system, blanks are preferable to valves, and double valves are preferred with an open drain cock between them.

Use of the Danger Tag
The standard Danger Tag, Electrical or Mechanical, shall be used only to identify a de-energized piece of equipment or system. It is not to be used as a substitute for a defective tag or a caution tag.

 A Caution Tag is used to inform personnel of special precautions and instructions related to the safe and proper operation of equipment.

 Do not use a Caution Tag to prevent a system or piece of equipment from operating. Only a Construction Danger Tag-Electrical or Mechanical can be used to prevent the operation of a system or piece of equipment.

Unauthorized Removal of a Danger Tag
[bookmark: _Int_Q7nH21wU] The unauthorized removal of a Danger Tag from the controlling device of a de-energized system or pieces of equipment shall be grounds for immediate disciplinary action against the involved Employee(s).

[bookmark: _Int_qs6PpkvS] The unauthorized operation of a controlling device of a de-energized system or piece of equipment that has been tagged out with a Danger Tag shall be grounds for immediate termination of the involved employee(s).

Exceptions
[bookmark: _Int_JFWxZK8o]Locks are normally removed by the person installing them. Locks may also be removed due to an emergency or when an employee forgets to remove their lock at the end of a shift or job. In these rare instances, the supervisor will be responsible for completing the Emergency Removal of Lock Form (Appendix A) and arranging for the lock to be removed. The following steps are to be taken:
[bookmark: _Int_Se5yJbbW] Attempt to contact the lock's owner to have it removed. They can inform you of the equipment's status.

 Whether the owner is reached or not, inspect the work site and equipment or machine to ascertain if the lock can be removed without endangering employees.

If necessary, contact a maintenance, electrical, or production employee to help inspect the equipment to be unlocked.

 If you cannot ensure the machine or equipment is in a safe condition, do not release it. Only a member of supervision can have a lock removed.

[bookmark: _Int_AdJfgnEo] Remove the lock by cutting or other means. This action takes personal responsibility for others' safety. Unauthorized cutting is a mandatory discipline offense.

Periodic Inspection 
A periodic inspection will be performed by the company to see that the Lockout/Tagout Program and Procedure are being followed. The purpose of the inspection is to correct any deviations or inadequacies observed. The inspection form is contained in Appendix A.

Enforcement
[bookmark: _Int_yo9ecdLz][bookmark: _Int_9JrmCzyn]Failure to follow the Lockout/Tagout program can create life-threatening or serious injury situations. Failure to lock out or tag out or permitting employees and/or contractors to not follow procedure, will result in disciplinary action up to and including discharge.

Information and Training
All employees will be informed of the procedures for the Lockout/Tagout Program upon assuming employment at the company and will receive updates at least once annually during their employment term from the safety director. You will be informed about the program, its purpose, your responsibilities, and the mandatory compliance requirements. All employees will be informed whenever new equipment is brought into the production process. Information and training for affected employees will include coverage of the Lockout/Tagout Program, specifically focusing on how to recognize lockout/tagout procedures. LTS information and training covers hazardous energy, isolation and control, and the company's lockout procedures for its machinery and equipment.
Records Maintenance
All completed forms will be kept on file by the company. The following forms are included in this program:
· Machine and Equipment Shutdown Forms
· Periodic Inspection Form
· Quizzes & Acknowledgment of Training
· Emergency Removal of Lock Form
[bookmark: _Hlk511634826]AFFECTED EMPLOYEE LOCKOUT/TAGOUT QUIZ


Name: 		Date:  	


1. [bookmark: _Int_lBtmvzLX]Energy exists in two forms: active and stored.	True	False

2. List three forms of hazardous	energy:
 	/ 	/ 	

3. List two situations where lockout/tagout is necessary:
 	/ 	

4. [bookmark: _Int_2IQPhvcU]A lock or tag may be removed by anyone?	True	False

5. [bookmark: _Int_auSRXHm9][bookmark: _Int_mTeb6x5O][bookmark: _Int_2trmO0V3]Unauthorized cutting of locks is grounds for disciplinary action?	True	False

6. [bookmark: _Int_VuBb4DxO]The purpose of lockout/tagout is to control hazardous energy.	True	False

7. List two types of lockout devices:
  	/ 	

8. [bookmark: _Int_tvkqPbda]Can an affected employee lock out a piece of equipment?	True    False

9. A tag is a form of communication and warning.	True    False


I acknowledge that I have received information and training on the company Lockout/Tagout Program. This training has given me an understanding of the importance of controlling hazardous energy. I will adhere to all rules, policies, and procedures established by the company. If I do not understand any instructions, I will ask questions.




               Employee Signature	                                                                Date







[bookmark: _Hlk511636241][bookmark: _Hlk511636422][bookmark: _Hlk511636263]AUTHORIZED EMPLOYEE LOCKOUT/TAGOUT QUIZ



Name: 		Date:  	

1. Energy exists in two forms: active and stored.	True     False
2. List three forms of hazardous energy: 	/	/	
3. List two situations where lockout/tagout is necessary: 	/	

	4.	A lock or tag may be removed by anyone?
	True
	False

	5.	Unauthorized cutting of locks is ground for disciplinary action?
	True
	False

	6.	The purpose of lockout/tagout is to control hazardous energy.
	True
	False



7.          List two types of lockout devices: 	/	_

	8.	Can an affected employee lock out a piece of equipment?
	True
	False

	9.	A tag is a form of communication and warning.
	True
	False

	10.	Can LTS remove each other’s locks?
	True
	False

	11.	A tag must always accompany a lock?
	True
	False

	12.	Is it not necessary to notify all affected employees?
	True
	False

	13.	A tag must be placed at the point of ignition?
	True
	False


14.        You should always test equipment to see if it will start after you have locked it out. True False


I acknowledge that I have received information and training on the company Lockout/Tagout Program. This training has given me an understanding of the importance of controlling hazardous energy. I will adhere to all rules, policies, and procedures established by the company. If I do not understand any instructions, I will ask questions.


Employee Signature	Date


Instructor	Date















RESPIRATORY PROTECTION PROGRAM

Policy
The company makes every attempt to provide a safe and hazard-free workplace. This includes managing the quality of the air in the workplace by providing a Respiratory Protection Program. Failure to comply with this or any safety policy of the company, willful tampering, or destruction of any safety equipment provided for your protection, will be grounds for disciplinary action and/or termination.

Summary
The company's Respiratory Protection Program outlines protection procedures to ensure that personnel fully understand the company's and their own responsibilities as participants in the program. This program covers the proper selection and use, respiratory hazards, record-keeping requirements, fit testing, and information and training requirements according to 29 CFR 1910.134. In those instances where engineering controls are not feasible, respiratory protection will be provided.

Definitions
Air Purifying Respirator - A device to protect the wearer from inhalation of harmful contaminants by cleansing the atmosphere through mechanical and/or chemical filtering media.

Exhalation Valve - A device that allows exhaled air to leave the respirator and prevents outside air from entering through the valve.

Immediately Dangerous to Life and Health (IDLH) - Conditions that pose an immediate threat to life or health, or conditions that pose an immediate threat of severe exposure to contaminants which are likely to have adverse cumulative or delayed effects on health.

Inhalation Valve - A device that allows air to enter the face piece of a respirator and prevents exhaled air from leaving the face piece through the intake opening.

MSHA - Mine Safety and Health Administration

NIOSH - National Institute of Occupational Safety and Health

Negative Pressure Respirator - A respirator that, in the event of a leak, would leak contaminated air into the face piece.
Oxygen Deficiency - An atmosphere having less than the percentage of oxygen found in normal air. Normally, air contains 21% oxygen.

[bookmark: _Int_CKVLoq3q]Permissible Exposure Limit - The permitted dermal or inhalation exposure to any material as designated by OSHA.

Positive Pressure Respirator (PAPR) - A respirator that supplies air at a positive pressure and, in the event of a leak, would leak clean air out of the face piece.

SCBA - Self-Contained Breathing Apparatus

Supplied Air Respirator - A device to protect the wearer from inhalation of harmful contaminants by delivering contamination-free breathing air to the wearer.

[bookmark: _Int_KmF1XDBN]Threshold Limit Value (TLV) - An airborne concentration of a substance to which nearly all personnel can be repeatedly exposed, day after day, without adverse health effects.

[bookmark: _Int_RB16W2rz]Time Weighted Average (TWA) - The average concentration for a normal 8-hour workday and 40-hour workweek to which nearly all personnel may be repeatedly exposed, day after day, without adverse health effects.
Responsibilities
Employees

 Use the appropriate respirator as designated. (See Appendix A)

 Maintain good facial condition to ensure a proper facepiece seal. (i.e., no beards, sideburns, or mustaches which extend into the sealing surface of the respirator)

 Inspect the personal respirator before each use.
 Do not wear contact lenses when using any respirator.
 Do not wear eyeglasses when using a full-face respirator.

 Perform positive and negative fit checks prior to use.

 Responsible for assuring that their respirator is kept clean, sanitary, and in good working condition.

Safety Designee

 Select appropriate respirators and cartridges for use at the facility or job site.
 Provide employees with information, training, and instruction on the selection, use, maintenance, and care of respirators.

 Inspect emergency and non-emergency respirators.

 Fit test employees annually who use respirators.

 Provide cleaning and disinfecting capabilities for respirators.

 Conduct evaluations to assess the ongoing effectiveness of the respirator program.

 Perform workplace and personnel monitoring.

 Conduct quarterly fit tests for employees who use respirators.

 Inspect the required respiratory protection work area to ensure personnel are wearing protection.


The company divisions

 Provide employees with proper respiratory protection at no cost.

Provide spectacle kits to all employees required to wear full-face respirators.

 To ensure that the Respiratory Protection Program is implemented in accordance with OSHA standard 29 CFR 1910.134 and reviewed annually.

Selection of Respirators
[bookmark: _Int_yRBWNa3n]The effectiveness of personal respiratory protection rests on the proper matching of the protective system to the hazard. Respirators are designed to protect against specific conditions. Using the wrong type of respirator for the conditions in which you are working is equivalent to not using any protection at all. It is important that you understand this because serious injuries can occur when you think you are protected when you are not. The company will select the proper respiratory protection based on the hazards to which the worker is exposed. All selections will be made by the safety coordinator, and only MSHA/NIOSH-certified respirators will be selected and used. The supervisors and foremen will conduct periodic inspections of the work area to ensure adequate ventilation and hazard-free working conditions exist.
Respirators Provided by the company
The following respirators will be supplied to employees of the company, depending on the appropriate hazard identified:

Dust Masks - Single-use disposable dust mask respirators provide protection against non-toxic airborne matter (i.e., dusts, mists)

[bookmark: _Int_1AaeHtgE]Chemical Cartridge Respirators - Negative pressure, air-purifying respirators provide protection against airborne particulate matter. (i.e., organic vapors, alkaline gases, acid gases, pesticides, mists and fumes, radioactive particulate, and combinations of the above materials)
· ½ mask with twin cartridges
· full-face mask with twin cartridges
· disposable ½ mask units

Powered Air Purifying Respirators (PAPR) - Positive pressure air purifying respirators supply air to the respirator by positive pressure, protecting against particulate and/or gases and vapors.
· full-face mask












Respirator Determination
The selection of respirators for specific jobs or work areas will be based on the following:

· type of use intended for the respirator
· toxicological characteristics of the contaminant and the potential for exposure
· possibility of skin exposure
· potential of eye irritation from the contaminant
· warning properties of the contaminant
· sorbet characteristics
· employee characteristics
· [bookmark: _Int_C9Lx6hwI]industrial exhaust, which may contain elements other than hot air
· any painting or adhesive application in a space of inadequate ventilation
· when working with asbestos, silica, or lead
· or any other identified or suspected hazard at a work site whose primary point of contact is the respiratory system (See Appendix A)
· Respirators specified for high concentrations can be used at lower concentrations of lead.
· A high-efficiency particulate filter means 99.97% efficient against 0.3-micron-size particles.
[bookmark: _Int_mD4g7pp8]The life expectancy of a respirator cartridge depends on the quantity and size of particles in the atmosphere. Therefore, when there is a change in breathing resistance (i.e., it is difficult to inhale), stop work activities, leave the respirator zone, and change the cartridge. You should not be able to smell any odors in the work atmosphere when the respirator fits, and the cartridge is functioning properly. If you begin to smell odors, stop the work activities, leave the respirator zone, and change the cartridge. If you have any questions, ask your supervisor or foreman. (Note: Some chemicals are odorless; therefore, use the breathing resistance factor as a guide for changing cartridges.)
Cleaning & Disinfecting A Respirator
A great deal of responsibility and care is assigned to the use and maintenance of respirators as personal protection equipment, so that you can be assured that the mask
will perform its function every time you use it. In addition to your personal responsibility to use this equipment properly, the company will also offer cleaning and disinfecting. Each employee using a respirator must clean and disinfect the unit and change the filter cartridges after each use or as appropriate. The following are basic steps used to clean and disinfect the rubber material of a respirator:

· wash with warm soap and water
· rinse in a disinfecting solution
· Rinse thoroughly in clean water
· air dry

[bookmark: _Int_OYRTL2H2]Any respirator not issued to an individual employee (i.e., emergency respirator) should be returned to the safety coordinator for cleaning and disinfecting immediately after use. If you have any questions or problems, ask your supervisor or foreman.




Location & Proper Storage of Respirators
[bookmark: _Int_R4NAyCey][bookmark: _Int_Ol3JtxFL][bookmark: _Int_ZsrFHeLf]The respirators are stored in the foreman's gang boxes, the site trailer, or the paint area. If you are assigned a task that requires the use of a respirator, you can obtain one by simply asking your supervisor or foreman to provide you with one. If the mask does not fit properly, ask the supervisor or foreman to provide an alternative mask.

 Respirators must be stored in a convenient, clean, and sanitary location.

 Respirators should be stored to prevent damage or deterioration to the valves and rubber material.

 Respirators should be protected from dust, sunlight, temperature extremes, moisture, and chemicals.

 Emergency-use respirators should be stored in emergency storage cabinets.

[bookmark: _Int_SzR44q9e][bookmark: _Int_8v7Eri87]The respirators can be reused many times and still maintain their filtering effectiveness. Once you have finished your work task, examine the respirator for cuts and tears and disinfect and clean it. The respirator will then be resealed in a plastic bag and stored for future use. If you stop using the respirator and wish to continue your task in a short period, simply remove it from your face, and place it in the plastic bag. The filter cartridges will continue to absorb vapors whether you are wearing the mask or not. That is why it is especially important that you reseal the mask in the plastic bag if you wish to wear it again for protection against potential hazards.

Inspection of Respirators
The respirators are cleaned and inspected regularly. All masks are stored in
sealed plastic bags to keep them clean and to ensure the quality of the filter cartridges. Any respirator inspection includes the following:

 Checking the tightness of connections and the condition of the face piece, headbands and straps, valves, connecting tubes and hoses, and cartridges/canisters.

Check for pliability and signs of deterioration of rubber or elastomer parts.

 Replacement or repair of worn or defective parts.

A thorough inspection will occur each time respirators are used routinely. All respirators, including emergency respirators such as SCBAs, will be inspected monthly and after each use by the safety coordinator. (See Appendix E)










Medical Surveillance
It will be medically determined that an employee can wear a respirator before that individual is assigned a job that requires it. Additionally, once a determination is made regarding the physical ability to wear a respirator and perform the work task, a review of the employee’s health status will be conducted annually. The treating physician will determine the pertinent medical factors, the tests to be performed, such as a pulmonary function test, and ultimately whether an employee is eligible to wear a respirator. The following information will be obtained from the employee:

[bookmark: _Int_TcXtB8wI] History of respiratory diseases, such as asthma, emphysema, or chronic lung disease.

[bookmark: _Int_WT1MMTOS] Work History, including previous exposure to substances such as asbestos, silica, cotton dust, and beryllium.

 Any other medical information, such as physical deformities, medication use, or tolerance to increased heart rate, can increase the risk of heat stress.

The following factors will be evaluated to determine a person’s ability to wear a respirator:

[bookmark: _Int_2xHFzZI1]Pulmonary/Lungs - Respirator wear should be examined for any evidence of respiratory problems. The individual may be able to perform work adequately with continuous-flow air-supplied respirators. Breathing difficulty may not prohibit the wearer of a respirator if the employee is reasonably comfortable using the device and has obtained proper medical clearance.

[bookmark: _Int_TP3ozFuL]Pulmonary Function Test - When the pulmonary function test is performed, it is conducted under the supervision of a certified pulmonologist, M.D. These tests are known as FVC, or Forced Vital Capacity, and on DLSB, or singular-breathing diffusion. There are seven tests, which take about one hour. The employee breathes into a mouthpiece attached to a computer that tests for forced vital capacity, tidal breathing, maximum volume ventilation, functional residual capacity, diffusion test, post-dilator study, and dilator-maximum voluntary ventilation. These tests are graphed and can help identify possible asthma, emphysema, and obstruction.

Cardiovascular (Heart & Blood Flow) - The use of air purifying, demand-type, or pressure-demand supplied air devices may pose serious problems for employees with cardiovascular disease. These employees may be able to use continuous flow respirators with proper medical clearance. Consideration should be given to job assignments.

Psychological Limitations - Not clearly defined, some psychological limitations may prevent employees from wearing a respirator, such as a fear of enclosed spaces. Consult a physician for advice in these situations.

[bookmark: _Int_tqDrN02P]Facial Limitations - Facial deformities, dentures, or excessive facial hair may prevent the wearing of certain types of respirator facepieces or mouthpieces. These situations prohibit the correct seal of a respirator to the face. Excessive facial hair is defined as growth that persists for more than 24 hours.

Surveillance of Work Conditions
[bookmark: _Int_4LH6tepL]The supervisors or foremen will conduct routine personnel and work site inspections to help determine the adequacy of protective equipment. Where respirators are currently in use and where exposure levels have not been documented, conservative estimates of employee potential exposure and equipment requirements will be made. In some situations, industrial hygiene monitoring will be conducted to evaluate the level of potential contaminants. The surveillance of work conditions will consist of the following:

 Identification of the substance that may cause employee exposure.

 Whether feasible engineering controls can be provided to reduce or eliminate exposure.

[bookmark: _Int_9VmI0Mjp][bookmark: _Int_HSPhVS0a] The estimated average and potential maximum exposure concentration on a time-weighted average (TWA) basis that can be reasonably expected for normal operation. This estimate will be based on an 8-hour daily exposure and include the sum of exposure during routine operation, handling, and preparation of substances used. This estimate will be based on the best available information and will incorporate the results of industrial hygiene monitoring. The estimate will be made for each job classification.
[bookmark: _Int_56O0T0Ht] The estimated peak exposures that can be expected from any short-term exposure. An example is during clean-up and maintenance operations.

 The location of the operation, the type of respirator required, and other personal protective equipment.

[bookmark: _Int_RVC2Xm1z] Frequency of periodic monitoring to be conducted. The periodic review of airborne contaminants is made to ensure employee protection and meet regulatory compliance. This review includes air sampling, process and work practice, raw materials, intermediates, product review, engineering controls, and emergency procedures.
Emergency Respiratory Protection
Emergency escape conditions have the potential for unexpected and rapid release of dangerous concentrations of gases or vapors. There are three conditions for which respirators are used in emergency situations:

[bookmark: _Int_5G8Bf6XO] Employees self-rescue when process excursions, spills, or other incidents create a sudden, potentially hazardous environment.
 For the rescue of personnel trapped or overcome in a hazardous environment.
[bookmark: _Int_yWwzdnsY] To shut down or repair an operation that creates a hazardous environment.

The following chart is used to select emergency respirators:

	CONDITION:
	TYPE OF RESPIRATOR:

	Escape-short direct route to exit, not oxygen deficient
	chemical cartridge respirator, 5-minute SCBA

	Escape-long and/or indirect route to exit, not oxygen deficient
	gas mask, 15-minute SCBA

	Rescue-repair and/or entry into unknown environments or oxygen-deficient
	pressure demand SCBA


Respiratory Protection Program Review
The safety coordinator will conduct annual evaluations of the respiratory protection program to ensure its continued effectiveness. This evaluation will address at a minimum:
 Employee motivation and subjective evaluation.
 Actual usage of respirators.
 Written program versus actual program.
 Modifications necessary to the program due to changes in operation, technological advances, or regulatory revisions. 
Records Maintenance
All records generated by the respiratory protection program are at the corporate office. Any records generated at a particular site will be kept on file with the site superintendent.

The following records will be maintained:

 Industrial hygiene monitoring (if available).
 Medical surveillance and job assessment data.
 Respirator information and training acknowledgment form (See Appendix F).
 fit test records (See Appendix D).
 emergency equipment inspection/maintenance tags.
 Respirator Monthly Inspection Form (See Appendix E).
Information-Instruction-Training
Annually, the company will train all applicable personnel required to wear a respirator as part of their job. Respirator training will consist of the following elements:

 An explanation of the nature of the hazards that may be present.

 An explanation as to why a respirator is required.

 A discussion of the use of respirators and the proper selection processes, including supplied air respirators.

 A discussion of the capabilities and limitations of the respirator to be used.

 A discussion of the use of respirators in emergency situations.

 A discussion of the care, inspection, and maintenance procedures for the respirator.

 Familiarization with areas and times when respirators must be worn at the facility or work site. (See Appendix A)

 Each individual will be given the opportunity to handle and wear the respirator in normal air for a familiarization period.

[bookmark: _Int_Pdp2ZxAx] Each individual will be fitted with a respirator.  (See Appendix C)

Each person will be taught two methods for testing the respirator seal. (See Appendix C)
[bookmark: _Int_30nXCw5q][bookmark: _Int_hRojN9ni]Records of the annual training will be kept at the corporate office for five years. Fit testing records will be retained until a more current record is available. On a quarterly basis, the respirator wearer must demonstrate to their supervisor/foreman the ability to properly put on a respirator, select the correct cartridge/canister, and dispose of a used cartridge/canister. Any employee who fails to demonstrate compliance with those items listed above to their supervisor/foreman will be retrained.

[bookmark: _Int_zBLSVG6Q](Note: As part of the respirator training, the employee will be taught the proper procedure for donning a supplied air unit and replacing an air cylinder. Employees will be asked to demonstrate proficiency in this annually.)

Fit Testing
[bookmark: _Int_a0lyhOrH]Quarterly, anyone assigned a job that requires the use of a respirator will undergo a fit test to determine whether a particular size and brand of respirator provides a satisfactory seal against their face. This determination will be made using a qualitative fit test method. (Irritant Smoke Method)
[bookmark: _Int_RJ61yEc6] The individual to be fit tested is asked to put on the respirator and wear it for a familiarization period before the actual fitting. When the familiarization period is over, the individual will be fitted.
[bookmark: _Int_Cs7fcndI] A sufficient quantity of irritant smoke will be generated near the respirator wearer. The individual will then perform a series of head, face, and body movements and acknowledge whether any irritation is perceived.
 When an individual is successfully fitted with a respirator, the brand, size, and type of respirator will be recorded. The date the fitting was conducted, the signature of the individual who conducted the fitting, and the signature of the
[bookmark: _Int_5g3r3YvW]individual fitted will also be recorded. (See Appendix D)
 The employee will then be apprised of the necessary information so that he/she may obtain the correct respirator.


Positive-Negative Fit Test
[bookmark: _Int_1OdYUvcT]As part of the fit test portion of respirator training and a field fit check, the individual is taught to perform two field fit check methods to determine if the respirator is fitting each time it is donned. These two methods are:
[bookmark: _Int_va9G9WR0]Negative Pressure Test - Performed by closing off the inlet valves to the respirator, inhaling gently, and briefly holding the breath. Collapse of the face piece indicates a good fit.
[bookmark: _Int_Deiv3Ud5]Positive Pressure Test - Performed by closing off the exhalation valve and exhaling gently. If a slight positive pressure builds up in the facepiece (the respirator puffs outward), a good fit is indicated.
[bookmark: _Int_cltHbM0D]Note: To be fit tested, the individual must pass a physical examination as described in the medical surveillance section of this program. The employee must be fit-tested for each type of respirator to be worn on the job (i.e., half-face and full-face respirators). This does not apply to disposable respirators (dust masks) or positive pressure respirators.


RESPIRATORY PROTECTION PROGRAM
Acknowledgment of Training

I (print your name) 	acknowledge that I have received instruction, information, and training on the company's Respiratory Protection Program. The respirator training consisted of the following elements:

 An explanation of the nature of the hazards that may be present.
 An explanation as to why a respirator is required.
 A discussion of the use of respirators and the proper selection processes, including supplied air respirators.
 A discussion of the capabilities and limitations of the respirator to be used.
 A discussion of the use of respirators in emergency situations.
 A discussion of the care, inspection, and maintenance procedures for the respirator.
 Familiarization with areas and times when respirators must be worn at the facility or work site.
 Each individual will be given the opportunity to handle and wear the respirator in normal air for a familiarization period.
[bookmark: _Int_FX0gXPbJ] Each individual will be fitted with a respirator.
Each person will be taught two methods for testing the respirator seal.
[bookmark: _Int_qZqaHmFA]I understand the importance of properly using, maintaining, storing, and cleaning the respirators provided to me. I have been instructed on the Positive-Negative Fit Test procedure and will complete the test before starting my assigned job task. I have been fit tested with the Irritant Smoke Qualitative Fit Test. If I do not understand any instructions, I will ask questions.

[bookmark: _Int_I9biylKv][bookmark: _Int_uOMKXFwY]Participants' Signature :                                                              Date :  ________	

[bookmark: _Int_aplnpXv4]  Instructors Signature:                                                                         Date:   _________







FORKLIFT SAFETY
Purpose
To establish guidelines for the proper use of powered industrial trucks, motorized hand trucks, etc., for safe operation.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

References
29 CFR 1910.178

Introduction
Forklifts are powerful vehicles designed to handle heavy loads. Operating a forklift is a serious responsibility, and recklessness or carelessness can create hazardous situations that could lead to potential accidents, injuries, and even death. The safe operation of a forklift is a big responsibility, and accidents can be avoided. A professional forklift operator understands how forklifts operate, is familiar with company rules and safe operating procedures, completes the pre-shift inspection form, uses safety equipment (seat belt), and always keeps the vehicle under control.

Types of Forklifts
There are many types of forklifts, and the most common are counterbalance and narrow aisle models. These vehicles are designed for both indoor and outdoor use, depending on factors such as size, tire type, load capacity, and working environment.

Forklift Balance & Center of Gravity
The stability of a forklift is based on the principle of balance. The drive wheels are the balance or pivot point of a forklift. An internal combustion forklift uses the engine, transmission, steer axle, counterweight, and frame to help offset or counterbalance a load. An electric-powered forklift uses a battery, control panel, motors, and pumps, as well as a steer axle, counterweight, and frame, to help offset or counterbalance a load. The center of gravity is within an object around which all weight is evenly distributed. The forklift center of gravity is located within the “stability triangle, “which is an area contained inside a set of straight lines drawn between the two drive tires and the center point of the steer axle. If the center of gravity remains within the “stability triangle “, the forklift will remain counterbalanced. The center of gravity will move because of two forces, static and dynamic:

Static Forces - Static forces are load characteristics, lift height, amount of tilt, and tire condition.





Dynamic Forces - Dynamic forces are acceleration, travel speeds, braking, and surface conditions. Imbalance occurs when the center of gravity extends beyond the “stability triangle “and can result in loss of steering, loss of traction, unstable loads, and potential tip over. By properly positioning the load on the forks, the forklift becomes balanced. Always put the load as close to the backrest as possible. The amount a forklift can lift is determined by the weight of the vehicle and the position of the load. If the load is too heavy, it will cause the front of the forklift to lower and the rear of the vehicle to rise. You can find the lifting capacity of your forklift on the identification plate. Do not exceed the weight limit. If you have any questions, please contact your supervisor.

Forklift Warning Label & Identification Plate
All forklifts are required by law to have labels warning that improper operation could result in injury or death.

The identification plate also displays certain performance data of the forklift. This information includes:

· machine working capacity
· gross vehicle weight
· rated load center
· maximum lift height
· attachment identification
· tire data

Forklift Tires
There are two types of forklift tires: cushion or solid tires and pneumatic or air-filled tires. The type of surface a forklift is operating on determines the best-suited tire for purposes of stability, load sensitivity, and overall safety of load movement.

Cushion or Solid - These tires are primarily used indoors, as they operate effectively on smooth surfaces.

Pneumatic or Air-Filled - These tires are used on uneven surfaces because their design provides a smooth ride, which helps stabilize the load.

Types of Forks
Most forklifts used in industry today employ one of two general types of forks: half-tapered and full tapered.

Half-Tapered Forks - These forks are preferred for heavier loads. They can be identified by the appearance of the fork with a gradual increase in the width of the tip to its maximum thickness about midway back on the fork.

Full-Tapered Forks - These forks are typically preferred for lighter-duty lifting applications. They are also more convenient for pallet lifting and stacking.




Forklift Power Sources
Forklifts can be powered by:

· [bookmark: _Hlk505503306]Diesel Fuel
· Gasoline
· Liquid Propane (LP)
· Battery

Procedure
General

 All new powered industrial trucks shall meet the requirements established in ANSI B56.1-1969.

 All nameplates and markings shall remain in place and be maintained in a legible condition.

 Only a trained and authorized operator shall be permitted to operate powered industrial trucks. Operators shall be trained in the safe operation of each powered industrial truck used at the facility.

 No person shall be allowed to stand or pass under the elevated portion of any truck, whether loaded or empty.

 No person shall ride on the lifting mechanism of a forklift or use the forklift as a work platform. A manufacturer-approved personnel basket may be used if all the manufacturer's stipulations are met.

 When a powered industrial truck is unattended, loads shall be fully towered,
controls neutralized, power shut off, and brakes set. Wheels shall be blocked if the truck is parked on an incline.

 Always use caution and proper positioning when loading, lifting, traveling, and executing turns.

If a powered industrial truck is found to need repair, defective, or unsafe in any way, it shall be taken out of service until it is restored to a safe operating condition. All repairs shall be made by authorized personnel.







Safe Operating Rules
· Watch out for fellow employees.
· Stay in designated areas.
· Have a clear view of travel.
· Use only for intended purposes.
· Maintain safe distances.
· NO RIDERS.
· Obey all signs.
· Use the horn.
· Use safety equipment. (seat belt)
· Check the mirrors.
· Be on the lookout for hazards.
· Call attention to hazards.
· Do not block safety equipment and emergency exits.
· DO NOT LIFT PEOPLE.
· Never walk or allow anybody under the forks.
· Keep all body parts away from moving parts.
· Be aware of overhead clearance.
· Know the characteristics of your forklift. (mast height)

[bookmark: _Int_TDNfvsAg]Note: Tip-over can occur if the truck is operated improperly. Injury or death could result. Always fasten your seat belt. In the event of a tip-over, do not jump; hold on tight, brace your feet, and lean away.

Checklist for Loading Dock Area
· Check out dock plates, boards, and ramps.
· Chock wheels on the trailer and truck.
· Make sure the driver and other employees are out of the way.
· Always drive straight on bridge plates and never accelerate.
· Drive at a slow, steady speed to avoid skidding.

Checklist for Loading Trailers or Rail Cars
· Make sure the trailer is backed up and square to the loading dock.
· Check the flooring of the trailer.
· [bookmark: _Int_H3REOY8v]Always have the trailer wheels chocked, and the deck lock engaged.
· Set the parking brake on the truck.
· Use headlights when entering a trailer.
· Check deck capacity.
· Check combined load and vehicle weight.
· Do not over-accelerate while inside a trailer.






Refueling A Forklift
· Try to refuel when the engine is cold.
· Always shut off the engine.
· Designated areas only with adequate ventilation.
· NO SMOKING.
· Check for leaks.
Changing an LP Tank
· NO SMOKING.
· Shut off LP tank.
· Disconnect tank line.
· Remove the tank.
· Check mounting.
· Check warning decal condition.
· Inspect replacement tank compatibility and condition.
· Secure the position and reconnect the tank.
· Slowly open fuel line.
· Inspect for leaks.
· Have a fire extinguisher available.
[bookmark: _Int_Ti1CP9CI]Note: LP tanks should only be filled by trained personnel.

Charging & Changing A Battery
· Always maintain voltage consistency between the battery and the vehicle.
· The battery size will affect vehicle lifting capability, stability, charge life, and work cycle duration.
· Ensure sufficient charge.
· Insure proper dissipation.
· Ensure adequate ventilation.
· NO SMOKING.
· Wear personal protective equipment.
· [bookmark: _Int_SSGRJnO5]Designated areas only.
· Have a fire extinguisher available.







Operating on Ramps or Grades
With a load:
· Travel forward when moving a load up a ramp or grade.
· Travel in reverse when moving a load down a ramp or grade and look over your shoulder.
· When maneuvering on a ramp with a full load, use a spotter to help guide the forklift.
Without a load:
· Travel in reverse when moving up a ramp or grade.
· Travel forward when moving down a ramp or grade.
Note: Only one forklift should be used on a ramp or grade at one time. Stay at a slow, steady pace when on a ramp or grade and never try to turn the vehicle.

Parking Procedure
Attended:
· With the engine running.
· Stay within 25 feet and full view.
· Park in a safe area.
· Neutralize controls.
· Set the parking brake.
Unattended:
· If you are past 25 feet or out of view.
· Park in a safe area.
· Neutralize controls.
· Set parking brakes.
· Turn the power off and remove the key.
· [bookmark: _Int_AjXwNp5w]If the forklift is on an incline, chock the wheels.
· Disconnect the battery or shut off the LP valve

Forklift Inspections

According to OSHA standards, industrial powered trucks shall be examined before being placed into service. This is required to protect you and your employees, prolong equipment life, and assist maintenance personnel in effective replacement of parts and repairs. Use the weekly forklift inspection checklist in Exhibit A.

Training & Information
 Only a trained and authorized operator shall be permitted to operate powered industrial trucks.
 Operators shall be trained in the safe operation of each powered industrial truck used at the facility or construction site.
 Training documentation will be kept on file by the safety coordinator.


WEEKLY FORKLIFT CHECKLIST

[bookmark: _Int_gSFEvqj3]Operators Name:	Date: _______Unit Number: _______ Model: ________

Serial Number_____________________                            Shift: 1 _2 _3 	 
 
Check Accordingly: Internal Combustion: _____________       Electric:  	

Check Accordingly:   Ok 	                                 Needs Attention (n/a) _______________________
	Ok
	N/A
	VISUAL CHECKS
	Ok
	N/A
	OPERATIONAL CHECKS

	
	
	Tire Condition	(foreign particles, gouges, cuts, pressure)
	
	
	Horn

	
	
	Fuel System	(check for leaks)
	
	
	Steering

	
	
	Radiator	(Check level) Caution!
	
	
	Service Brakes

	
	
	Engine Oil	(Check level)
	
	
	Parking Brakes

	
	
	Head and Tail Lights	(Condition)
	
	
	Hydraulic Controls

	
	
	Mast, Fork, Carriage, or Attachment (Check for loose or missing bolts, etc.)
	
	
	Seat Brake

	
	
	Oil and Water	(Check for leaks)
	
	
	Battery Load Test

	
	
	Radiator Water Level
	
	
	

	
	
	Fuel Level or Battery Charge
	
	
	

	
	
	Battery Connector	(Cleanliness, tight)
	
	
	

	
	
	Hydraulic System	(Check for leaks)
	
	
	

	
	
	Sistema hidráulico (Revise si hay fugas)
	
	
	

	
	
	Overall Condition
	
	
	

	These items must be checked weekly before operating this piece of equipment. Report all items in need of repair to the Maintenance Shop during the inspection. Turn in the check sheet to the Equipment Supervisor at the beginning of each week.
Operator: 		Employee Number: ______________

	DATE REPORTED
	REPAIRS
	DATE REPAIRED

	
	
	

	
	
	

	
	
	


[bookmark: _Hlk505509941]

FORKLIFT OPERATOR TEST

Name: 		Date:  	

1. OSHA requires forklift operators to be trained.	T	F

2. Which is NOT a characteristic of a professional forklift operator?
A. Responsible	B.  Wears personal protection
[bookmark: _Int_YaUeXHso]C.  Capable of unloading a trailer in 15 minutes.               D. Keeps the truck under control always

3. List three components of a forklift.
A.  	
B.  	
C.  	

4. List two sources of fuel used by forklifts.
A.  	
B.  	

5. On what principle is the stability of a forklift based?
A. Gravity Principle	B.  Stability Principle
C.  Principle of Balance	D.  Principle of rear-end swing

6. What is the imaginary point in the load around which all the weight of the load is evenly distributed?
A. Principle of Balance	B.  Center of Gravity
C. Stability Triangle	D.  Steer Axle

7. List three factors that affect the center of gravity of a forklift.
A.  	
B.  	
C.  	

8. Forklifts can tip if the center of gravity does not remain inside the stability triangle. T	F

9. What happens when the vehicle's center of gravity moves outside the stability triangle?
A. A condition of Imbalance occurs.	B.  The steering wheel can be lifted off the ground.
[bookmark: _Int_Spl2nEnP]C.  Steering control is lost	D.  All of the above

10. A detailed inspection of the forklift is required at the beginning of each shift. T	F

11. When moving up a ramp or grade with a load, you travel in what direction? 	

12. When moving up a ramp or grade with a load, you travel in what direction? 	
13. [bookmark: _Hlk505510192][bookmark: _Hlk505510114][bookmark: _Int_AWQCEITU]During a forklift tip, just jump out. T    F

14. Unattended parking requires the engine to be shut off, and the key is removed. T    F

15. [bookmark: _Int_pMECF5tH]The wheels must be chocked when moving in and out of a trailer.   T    F

16. Traveling with a load in the raised position to see ahead is ok.   T    F



17. [bookmark: _Int_PkedKgaQ]Instead of using a ladder, just lift an employee on the forks to change a light bulb. 
              T    F

18. [bookmark: _Int_H7J0dXYz]Tip-over can occur if the truck is improperly operated. Injury or death could result. Always fasten your seat belt. In the event of a tip-over, do not jump; hold on tight, brace your feet, and lean away. T   F

19. When refueling a forklift, you should:
A. Follow company policy	B.  Never smoke
[bookmark: _Int_KoghE7FK]C.  Shut off the engine	D.  All of the above

20. You do not have to maintain consistency between battery voltage and vehicle voltage. T	F

21. [bookmark: _Int_hF8UFQL3]Personal protective equipment should be worn when servicing a battery.     T    F

22. [bookmark: _Int_OZy8Gqsz]Maneuvering a load that is too high or heavy cannot result in a tip-over.     T    F







I, (print)	acknowledge that I have received information and training according to OSHA standard 1910.178 “Industrial Powered Trucks.” I understand that licensing certification is not implied by this information or completion of this course; it only represents participation in this course. I will follow and comply with all the rules, policies, and procedures established by the company. If I do not understand any instructions, I will ask questions.



Participants' Signature	Instructor’s Signature


















FORKLIFT DRIVER EVALUATION FORM

Driver Name: 	Date:  	


[bookmark: _Int_2Hbso6Tu]Procedure:	Correct Completion/Comments:


1. Pre-Inspection	Yes	No  	

2. Engaging the load	Yes	No  	

3. Preparing the load for travel	Yes	No  	

4. Traveling with the load	Yes	No   	

5. Approaching the load drop-off area	Yes	No  	

6. Positioning the load for drop-off	Yes	No 	

7. Disengaging the load	Yes	No 	

8. Safe Shutdown	Yes	No  	





Additional Comments:  	
______________________________________________________________________
______________________________________________________________________




Instructor Signature: 	         Date:  	___________________















PERSONAL PROTECTIVE EQUIPMENT

Purpose
To ensure the use of appropriate company-approved personal protective equipment wherever and whenever there is a potential for exposure, either real or assumed, to hazardous working conditions, or where a hazardous condition exists, and a need is indicated for using such equipment to adequately reduce the hazard to its personnel, visitors, and/or subcontractors.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

References
OSHA 29 CFR 1926 & 1910
Applicable Current ANSI Standards

Procedure
[bookmark: _Int_osmuBssE]The company reserves the right to select and/or approve all personal protective equipment to be issued and used by its employees, visitors, and/or subcontractors. Only such equipment as is issued or approved will be allowed on its job sites. Failure to comply with this procedure will result in disciplinary action up to and including termination.

Personal Work Clothing
The minimum work clothing acceptable for all employees includes long pants, sturdy work shoes or boots, and a shirt that completely covers the worker's shoulders and provides adequate protection against hazards such as concrete splash, skin abrasions, oil or grease spills, and slag from welding or cutting. Tank top-type or sleeveless shirts may be allowed on some company projects; otherwise, a minimum of 4-inch sleeves is required.

[bookmark: _Int_Kolzm2Uf]Welders should be cautioned against wearing any type of highly flammable clothing, such as polyesters, double-knits, etc. Wool and specially treated cotton are two natural fibers that are fire-resistant and comfortable. Heat-resistant materials, such as leather, are used to protect against dry heat, flames, and molten materials. Fire-resistant clothing also protects from high workplace temperatures and electrical operations.

[bookmark: _Int_lSqXMaue]Construction workers should wear clothing that is reasonably snug, particularly about the neck, wrists, and ankles. Employees shall be cautioned against wearing loose-fitting clothing, rings, watches, and necklaces, as well as having long hair, all of which may become entangled in power-driven equipment.

Rubber and rubberized fabrics, such as neoprene and plastics, protect against certain acids and chemicals. Disposable chemical suits are used to protect against dusty materials and materials that splash. For materials that are extremely toxic, a fully encapsulated suit may be necessary.





Dress for the job. Wear a shirt with a minimum of 4-inch sleeves and pants that cover the entire body. Do not wear oil-soaked or loose clothing, and be aware of rings, watches, and other jewelry that might get caught. If you have any questions, ask your supervisor. Clothing that has become torn, ragged, or frayed is unacceptable, as it presents a hazard of catching on rough corners or machine parts, which could cause the wearer to trip or fall.

Eye and Face Protection
[bookmark: _Int_wyDajKTx][bookmark: _Int_80Ruau70][bookmark: _Int_CCtot6d1]To prevent eye and face injuries, suitable eye protection must be worn during established work, particularly when operating or dispensing from hot tar kettles. Potential eye and face injuries occur from flying objects, liquid chemicals, acids or caustic liquids, molten metal, chemical gases or vapors, and light radiation. Eye protection must provide adequate protection, be reasonably comfortable, fit snugly, be durable, capable of being disinfected and cleaned, kept sanitary, and in good repair. When selecting eye and face protection, consider the type and degree of hazard present. This will help determine the appropriate protection. Employees who use corrective spectacles and are required to wear eye protection must wear face shields or goggles over their spectacles or safety glasses with protective optical corrective lenses.

[bookmark: _Int_wyuPI4o1][bookmark: _Int_OLTPbBPQ]It is important to use the proper shade lenses when working with injurious light energy. Welders must wear a welder's hood with lenses that have the correct color density for the type of welding involved. Welder's helpers must wear the same, or at a minimum, must wear burning goggles with the correct color density. Lenses See Exhibit A & B. Safety glass must be worn in front of or behind the welder's shaded lenses.

Eye and face protection purchased prior to July 5, 1994, must be in accordance with ANSI Z87.1-1968, and any eye or face protection purchased after July 5, 1994, must comply with ANSI Z87.1-1989. Full-face shields must be used when performing tasks such as grinding or chipping. If you have questions about eye or face protection, ask your supervisor or refer to the manufacturer's instructions.

Foot & Leg Protection
Most foot injuries occur when employees fail to wear protective footwear. The typical foot injury is caused by objects falling fewer than 4 feet. For protection from falling or rolling objects, sharp objects, hot asphalt, hot surfaces, and slippery surfaces, employees should use appropriate footwear. 
Leatherwork shoes/boots are required, and safety shoes are recommended for use by all employees. Safety shoes should be sturdy, have an impact-resistant toe, and have puncture-resistant soles. Protective footwear purchased prior to July 5, 1994, must comply with ANSI Z41.1-1967, and protective footwear purchased after July 5, 1994, must comply with ANSI Z41-1991.

Shoes must be kept in good repair, and those with worn heels or thin or worn soles should not be permitted. Additionally, the wearing of sneakers, sandals, or tennis shoes is not permitted.








Hand & Arm Protection
Arm and hand protection are used to prevent skin contact and absorption of potentially harmful materials, to prevent burns, and to protect against electrical shock. Where necessary, workers should wear work gloves in good condition suitable for the type of work involved. Some factors considered when selecting gloves are the toxic properties of chemicals handled by employees, the degree of dexterity required, duration, frequency, degree of exposure to hazards, and physical stress that will be applied.

The company relies on the manufacturer's standard test procedures for hand and arm protection performance characteristics.

Employees required to operate or work around drill presses, power saws, and similar rotating machinery should not wear gloves. Use of special types of gloves, such as neoprene or rubber, to handle chemicals shall be issued to those employees who require them. Welders shall wear gloves during settling operations.

It is important to wear the right type of glove for the task. While material handling, wear leather gloves. Ensure they fit properly, neither too tight nor too loose. They should be able to be removed quickly. Employees required to wear protective clothing will be individually instructed by their supervisors. If you have any questions about the need for protective equipment in your work area, consult the SDS for materials in the work area or contact your supervisor.

Hard Hats

[bookmark: _Int_hcWg9JzG]Head protection is used to prevent injury from overhead head hazards and electrical shock. Head injuries are caused by falling or flying objects, or by bumping the head against a fixed object. Head protection will accomplish two things: resist penetration and absorb the shock of a blow. The shell of the hard hat is made of a material hard enough to resist the blow. The shock-absorbing lining is composed of a headband and crown straps to keep the shell away from the skull. Headband assemblies must be in good condition and should be exchanged whenever they become broken or weakened. The area between the top of the headband and the top of the hard hat should never be used for storage. Head protection shall be worn properly, with the brim facing forward.

All employees who wear company-issued hard hats must always wear them when working on construction projects or in areas of an existing facility that have been designated as a “Hard Hat Area.” This includes visitors, subcontractors, engineers, inspectors, and any other individuals authorized to be on the project.

[bookmark: _Int_Lc3EElvX]Hard hats that have been altered by drilling or cutting will not be permitted, nor will those hats that have been altered by the addition of any items on the outside of the hat other than safety or site stickers. When it is necessary to use additional personal protective equipment, which must be attached to the hard hat, only those hard hats designed for this purpose may be used.

Protective hard hats purchased prior to July 5, 1994, must meet ANSI requirements for Industrial Head Protection Z89.1-1969 and ANSI requirements for Industrial Protective Helmets for Electrical Workers Z89.2-1971. For protective helmets purchased after July 5, 1994, shall meet the ANSI requirements Personal Protection-Protective Headgear for 




Respiratory Protection
Company-issued respiratory protective devices, appropriate for the hazard, must be used where airborne contaminants, such as fibers, dust, smoke, vapors, and mists exist and may exceed acceptable levels after feasible engineering and work practice control methods are not sufficient.

Respiratory protection shall be worn according to the task or job, where exposure exceeds the Permissible Exposure Limit (PEL), in regulated areas of the facility, and in emergency situations. Respirators shall not be manipulated and shall meet ANSI standards. Respiratory protective devices must be used in accordance with the provisions of the Respiratory Protection Program in the Safety & Health Programs Section of this Manual.

Hearing Protection
[bookmark: _Int_Xc8rWO6c]The primary objective of hearing protection is to prevent personnel from being exposed to excessive noise levels, thereby preventing hearing loss or impairment during the course of employment. Excessive noise levels can create physical and psychological stress. There is no cure for hearing loss, so hearing conservation is the only way to protect employees and avoid hearing damage. Our employees shall not be exposed to more than an average of 90 dB over an 8-hour period. Hearing protection is required when noise levels exceed 85 dB.

[bookmark: _Int_8B5GG6Ty]When employees are subject to sound levels exceeding those in Exhibit C, hearing protection will be provided and used to reduce the sound level. Hearing protection will be provided whenever necessary, and training in the proper use and care will be provided. Monitoring and training shall be by competent persons. For more specific information, refer to the Hearing Protection Program.

Full Body Harness and Lanyards
Harnesses with lanyards in use must be worn by all employees working at elevated levels not protected by standard handrails or when working from suspended scaffolds. Employees are required to wear and use full-body harnesses to protect themselves from falls when exposed to heights of six feet or more. If they are working over machinery, moving equipment or objects posing an impalement hazard, or in the case of entering a confined space, with an attended lifeline, 100% full protection is required. This might include the need for two lanyards per belt. All harnesses and lanyards shall be inspected, and each inspection shall be documented with the harness serial number. Inspections shall be performed under supervision. Quick-release belts shall only be used when working over bodies of water. Lanyards shall have locking snaps that require two actions to open.

Traffic Vests
When employees are required to work near moving traffic, all personnel must wear, at least, a fluorescent orange or red traffic safety vest provided by the company.

Protective Equipment for Specific Use
Failure to comply with company policy requiring the use or wearing of personal protective equipment in connection with specific tasks will result in disciplinary action, which could include termination of employment.





MATERIAL STORAGE & HANDLING

Purpose
To provide guidelines enabling individual supervisory personnel to develop and implement procedures for the safe handling and storage of materials.

Scope
This procedure applies to all material storage and handling activities at the company divisions.

Responsibility
[bookmark: _Int_b5sMQXlx][bookmark: _Int_7oHWRJFq] The company will initiate, implement, monitor, enforce, and administer this procedure.
Procedure
Shop 

 Both temporary and permanent storage should be neat and orderly when planning material storage; a minimum of 24 inches of clearance must be allowed under sprinkler heads. Automatic sprinkler controls and electrical panel boxes must be kept free and unobstructed.

 There must be unobstructed access to fire hoses and extinguishers, and access to emergency exits and aisles shall always be maintained. Areas immediately outside of emergency exits shall also be left clear for egress.

 Materials shall be segregated as to kind, size, and length, and placed in neat, orderly piles that are safe from failure. If the piles are high, they shall be stepped back as the height increases and shall be secured by cross-piling or cross-tying. Piles of materials shall be arranged to allow for passageways.

[bookmark: _Int_qFyyScZK] Storage of materials will be facilitated and hazards reduced with the use of storage bins and racks in good condition. Storage racks shall be securely fastened to the wall and/or floor and to each other. Damaged racks shall not be used for storage, and employees shall not be allowed to climb racks.

 Depending on the value of the materials in storage, it may be advisable to provide some type of security to ensure their preservation.

Lumber Storage
 Lumber shall be stacked on a solid, level surface. The top of each pile shall be kept as level as possible when lumber is being removed. Used lumber shall have nails removed before it is piled. Two employees shall carry long boards, and care should be exercised at corners and crosswalks.

Steel Storage
[bookmark: _Int_zqHa3ESR] Reinforcing steel shall be stored in separate piles, organized by size and length. Corrugated and sheet steel must be stacked in flat piles. Spacing strips shall be placed between each bundle.

Pipe Storage
[bookmark: _Int_gzvCctxN] Pipe shall be stored on specially designed sills or racks and shall be safety blocked to prevent rolling. When removing the pipe, employees shall work from the end of the pile as much as possible. Pipes larger than two (2) feet in diameter should be handled by using mechanical equipment. Two employees should carry long lengths of pipe, and care shall be maintained at corners. The stored sewer pipe shall be blocked.

Petroleum Product Storage
[bookmark: _Int_iy6Ke7ZY] Petroleum products delivered to the job site and stored in drums or on skids shall be protected during handling to prevent loss of identification through damage to drum markings, tags, and other markings. Unidentified petroleum products may result in improper use, posing a possible fire hazard, damage to equipment, or operational failure.

Bulk delivery and storage of petroleum products require careful identification and attention to fire hazards during handling and storage. Appropriate fire extinguishers must be easily accessible in the immediate storage location. The storage area is to be diked to prevent the spread of accidentally released material (outside storage of bulk material).


Flammable Liquid and Gas Storage

[bookmark: _Int_XqzJwbrJ] All gases and liquids should be considered flammable unless the label clearly indicates that no such exposure exists. Conditions on construction sites change so rapidly that extreme care is necessary whenever flammable liquids or gases are being used. Flammable liquids and gases can be ignited by open flames, sparks, or excessive heat; therefore, it is essential to consider each of these factors when setting up safe storage facilities for these items. Oxygen cylinders shall be separated from fuel gas cylinders by 20 feet and stored outside of buildings.

 No other equipment or materials should be contained in the area where flammable or combustible liquids or gases are stored. This is especially true for compressed gases and petroleum products.

 All areas that are to be used for the storage of flammable liquids and gases should be conspicuously designated as such, and No Smoking signs should be posted. Combustible materials shall not be stored within 20 feet of any fuel gas or oxygen cylinder storage area.

[bookmark: _Int_hfRANTIB] The “No Smoking” must be vigorously enforced. These areas shall be located so that local fire protection has continuous access to the material.

 Only approved containers can be used for storing flammable liquids, and each container must have an emergency venting device. All containers from which flammable liquids are to be dispensed shall be grounded, and when transferring flammable liquids, the dispensing container shall be bonded to the receiving container.




Storage of Compressed Gas Cylinders

 Cylinders shall be kept away from radiators and other forms of heat (protected from solar).

 Inside buildings, cylinders shall be stored in a dry, well-ventilated, and protected area. Cylinders shall not be stored in unventilated enclosures such as lockers and cupboards.

[bookmark: _Int_F1548cF8] Assigned storage spaces shall be located so that cylinders will not be knocked over or damaged by passing or falling objects, and they will not be subject to tampering by unauthorized persons.

 Empty cylinders shall have the valves closed. Storage of cylinders shall be separated and identified with the content and condition (full or empty).
[bookmark: _Int_KmnfEHOh] When cylinders are not in use, the cap shall be in place.

Compressed gas cylinders shall be secured (chained) upright, including when hoisted or transported.
· Retention chains or straps will be provided on storage racks and carts. Compressed gas cylinders will be secured against failure.
· Small, hand-held compressed gas cylinders used for propane torches, gas detector test cylinders, etc., may be stored without retention chains or straps. However, attention should be given to storing these cylinders away from open flames or sources of heat, and in a manner that will protect the cylinder from being knocked over or damaged by work activities.

 Compressed gas cylinder storage area.
· A 20-pound ABC-rated fire extinguisher (minimum) shall be placed no closer than 25 feet, but not further than 75 feet from fuel gas storage areas.

· Warning signs shall be conspicuously placed and shall read, “Danger- No Smoking, Matches or Open Lights or Flames," or other equivalent wording.

· Inside buildings, cylinders (except those in actual use or attached for use) shall be limited to a total gas capacity of 2,000 cubic feet (about twice the volume of a large U-Haul truck) or 300 pounds of liquefied petroleum gas.

 Oxygen cylinders in storage shall be separated from fuel-gas cylinders or combustible materials (especially oil or grease) a minimum of 20 feet, or by a noncombustible barrier at least five feet high having a fire-resistant rating of at least one-half (1 /2) hour.










Material Handling
Supervisors must consider the size, shape, and weight of materials to be handled and plan the most efficient and safest method to accomplish the task. Proper tools should be provided for the job, and alternative methods should be considered.

 Employee selection should be considered to ensure that work assignments match the employee to the job in terms of knowledge and physical abilities. Whenever unusual or hazardous operations are to be performed, employees must be warned about all hazards and receive specific safety instructions from their immediate supervisor prior to commencing work.

[bookmark: _Int_DoftbxMc] Special precautions shall be taken to prevent hernias and back injuries. Employees naturally tend to bend at the waist and attempt to lift loads with their hands and arms. This is improper and causes injuries. Instead, employees should be cautioned to bend their knees and lift with their legs. Avoidance of these injuries begins with instructing employees in the correct way to perform the work and modifying any poor lifting habits. Employees' first efforts following safety instructions should be closely monitored to ensure that proper lifting methods are used.

Safe Practices
Recognizing that proper storage and material handling procedures and methods will provide for conservation of materials and equipment, increase productivity by providing a smooth flow of materials as needed, and reduce the number of accidents and injuries usually associated with this function, the following practices must be followed:
 Proper storage methods and designated areas for flammable and combustible liquids.
Proper stacking of materials regarding size, type, and length in piles, shelves, racks, or bins as needed.
[bookmark: _Int_ebohbhh5] Maintenance of good housekeeping procedures throughout the job site at all times.
 Proper disposal of scrap and waste materials.
 Segregation of incompatible materials.
 Material handling methods and procedures that will provide safe and orderly storage in accordance with recognized practices.
[bookmark: _Int_VZV5W0fX] Posting of warning signs, tags, or bulletins may be required.
 Providing the necessary grounding and bonding required for specific materials.
 Proper receiving and dispensing of incoming and outgoing materials, which will include chocking and blocking of trucks during loading and unloading operations.
 Providing proper personal protective equipment may be necessary for certain products.
[bookmark: _Int_rFfCTq72] Assuring that only properly trained personnel are used in the handling of hazardous materials and that proper material handling methods are used.
Prompt reporting of any unsafe condition or practice that cannot be corrected within his authority.
[bookmark: _Int_29G4adst] Leveling floors and storage racks with maximum capacities.





POWER TOOLS
Purpose
To provide guidelines for the safe use of power tools.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

References
OSHA 29 CFR 1926.300; 1926.305

Responsibility
 The company supervisory personnel will implement, monitor, administer, and enforce this procedure.

General Information
OSHA Citations
· No guard on grinders.
· Wrong speed or unknown speed on the grinding wheel.
· Three-wire tools have no grounding.
· No eye or face protection when using tools.
Fatalities

 Many Fatalities have resulted from employees getting caught on rotating shafts.
 Abrasive wheels have exploded when used at speeds exceeding their rated limit.
What OSHA Will Cite

 Nonuse of guards. Common injuries occur when a grinder slips while grinding welds, potentially causing employees to be struck in the leg.

[bookmark: _Int_S4LJY17P] Grinder wheel is not rated for the speed of the grinder. This is a very dangerous situation, should this be discovered. Grinding wheels are rated for a specific speed, and using a faster grinding speed may cause the wheel to overheat and potentially explode. This is also true of metal cutting blades used to cut concrete.

 No protection for rotating parts. All tools must be guarded to prevent employees' body parts and clothing from getting caught in them when rotating shafts and parts are in use. Most equipment typically comes with a guard, and a replacement guard can be obtained from the manufacturer.

 No training for powder-actuated tools. Employees using powder-actuated tools must be trained in the proper use of the tool and the necessary personal protective equipment.



Guards
 Hazardous moving parts of power tools need to be safeguarded. For example, belts, gears, shafts, pulleys, sprockets, spindles, drums, flywheels, chains, or other reciprocating, rotating, or moving parts of equipment must be guarded if they are exposed to contact.

 Guards should be provided to protect the operator and others from the following:

· point of operation,
· in running nip points,
· rotating parts,
· flying chips and sparks.
[bookmark: _Int_lNhAud4D] Safety guards must never be removed when a tool is being used. For example, portable circular saws and grinders must be equipped with guards. An upper guard must cover the entire length of the blade. A retractable lower guard must cover the cutting edge, except when it contacts the work material. The lower guard must automatically return to the covering position when the tool is withdrawn from the work.
 Anytime an adapter is used to accommodate a two-hole receptacle, the adapter wire must be attached to a known ground. The third prong should never be removed from the plug.

 Double insulation is more convenient. The user and the tools are protected in two ways: by normal insulation on the wires inside, and by a housing that cannot conduct electricity to the operator in the event of a malfunction.

 These common practices should be followed when using electric tools:

· Gloves and safety footwear are recommended during.
· When not in use, tools should be stored in a dry place.
· Electric tools should be operated within their design limitations.
· Work areas should be well lit.















General Procedures When Using Power Tools
 Follow all manufacturer instructions regarding the safe storage, operation, and maintenance of power tools.

 Do not use a power tool unless you have received proper training on its use and operation.

 All guards must be in place before operating the tool.

 Appropriate eye protection should be worn when operating the tool.

 Do not wear loose-fitting clothing or jewelry when using power tools.

 Disconnect the tool before changing blades, bits, or other attachments.

 Remove chuck keys, etc., before using a power tool.

 Disconnect power tools from the power source by pulling the plug out--do not pull on the power cord.

 Ensure that tools are either double-insulated or have three-prong plugs and use grounded extension cords and receptacles.

 Keep your finger off the trigger and make sure the switch is “off” before plugging in a tool.

 Do not use electric tools that have worn or damaged plugs or cords.

 Secure small pieces of work with a clamp or in a vise.

 When using power tools, keep the work area free of any trip hazards or slippery conditions.

 Never use compressed air to blow off equipment or clothing; use a brush.












Powered Abrasive Wheel Tools
 Abrasive grinding, cutting, polishing, and wire buffing wheels pose special safety concerns because they can dislodge fragments.

 Before an abrasive wheel is mounted, it should be inspected and sound or ring tested to be sure that it is free of cracks or defects. Tap the wheel with a non-metallic instrument. If it sounds cracked or dead, it could fly apart. A good wheel will give a clear metallic tone or ring.

 Ensure the wheel fits securely on the spindle. The spindle nut should be tight, but the flanges should not be distorted.

 Due to the possibility of a wheel disintegrating (exploding) during start-up, the employee should never stand directly in front of the wheel as it accelerates to full operating speed.

 Portable grinding tools must be equipped with safety guards to protect employees from not only the moving wheel surface but also from flying fragments in the event of breakage.

 In addition, when using a powered grinder

· Always use eye protection.
· Turn off the power when not in use.
· Never clamp a hand-held grinder in a vise.

Pneumatic Tools
 Pneumatic tools are powered by compressed air and include chippers, drills, hammers, and sanders.

 Several dangers are encountered when using pneumatic tools. The main concern is the danger of being hit by one of the tool attachments or by a fastener that a coworker is using with the tool.

 Eye and face protection are required for employees working with pneumatic tools.

 Noise is another hazard. Working with noisy tools requires the proper and effective use of hearing protection.

 Pneumatic power tools must be securely attached to the compressed air hose.

Do not adjust pneumatic tools until you are sure no air pressure is being supplied to the hose or tool.

[bookmark: _Int_8Dk2sgU8] Do not hoist, lower, or carry a tool by the hose.

 Follow the manufacturer's guidelines or safe operating pressures.

[bookmark: _Int_mutwFJBG] Locate all air hoses so they do not present a tripping hazard.

Saws
 Do not jam or force saws into the work.

 Portable saws should have a spring-loaded operating switch.

 Stay out of the saw's cutting line.

 Start and stop the saw outside the workpiece.

 Wear appropriate eye and hearing protection.

Circular Saws
 Do not retract the lower guard while the blade is moving.
 Use the retracting handle or safety lift lever to move the lower guard.
 Do not clamp or tie the guard open.
 Do not operate the saw if the guard is not working properly.
 Keep your hand away from the blade while using the saw.
 Keep the power cord out of the line of the saw cut.
Reciprocating Saws
 Do not lock the trigger if you need to stop the saw quickly.
 Do not use the saw unless the insulating boot is in place.
 Be especially careful to keep your hands away from the blade when using this tool.
Drills
 Wear appropriate eye protection.
 Do not use dull or chipped bits.
 Let the bit cool down before changing or adjusting.
 Do not force the drill into the work.
 Use a light oil to keep the bit lubricated and cool during use.
Portable Band Saws
 Return dull or damaged blades to the tool room. Do not leave blades in the work area. They create serious trip hazards.
Radial Arm Saws
 The radial arm shall be self-retracting.
 Do not remove any manufacturer's guards.
 Only approved employees are to use a radial arm saw.
Magnetic Bass Drills
 Always use a safety chain to secure mag drills to work.
 Tag electrical cord connections.




HAND TOOLS


Purpose
To provide guidelines for the safe use of hand tools.

Scope
This procedure applies to all the company divisions and on-site construction and maintenance projects.

References
29 CFR 1926.300
29 CFR 1926.305

Responsibility
 The company supervisory personnel will implement, monitor, administer, and enforce this procedure.

General Procedure
Use hand tools only for their purpose.
 Use tools that are in good condition. Worn or broken tools must be repaired or replaced.
 Always use appropriate safety equipment.
 Store tools that are not in use. Proper storage includes toolboxes, tool racks, and cabinets.

 Do not leave tools on overhead work areas where they may fall and strike someone below.

 Do not carry a sharp or pointed tool in your pockets or on your belt unless the point or edge is covered.

Hammers and Sledges
 Always wear appropriate eye protection.
 Check behind you before swinging a hammer or sledge.

 Keep your eyes on the object to be hit.

 Never use a damaged hammer or sledge.




Chisels and Punches
 Always wear appropriate eye protection.
 Keep the chisels sharp and in good condition.
 Repair or replace dull or damaged tools.
 Strike blows squarely; aim chisel/punch away from your body.
 All mushroom heads of chisels and punches shall be grounded down.

Wrenches
 Never use a” cheater" to increase leverage.
 Whenever possible, pull on the wrench handle rather than push. Adjust your stance to avoid a fall if the wrench slips.
 Repair or discard any worn or damaged wrenches.
 Never use hand sockets on power or impact tools.
 Never use a hammer on a wrench unless it is the striking face type.

Pliers
 Do not use pliers for cutting hardened wire unless they are specifically designed for this purpose.
 Never use pliers as a striking tool.
 Use dielectric pliers and shut off power when working with electricity.

Screwdrivers
 Use a screwdriver with the right type of blade, and one that properly fits the size screw.
 Never use a bent or damaged screwdriver.
 Do not use a screwdriver as a pry bar or a chisel.
 Keep handles free of grease and oil.


Hand Saws
 Always wear appropriate eye protection.
 Keep saw blades sharp; re-sharpen or replace blades that have lost good cutting teeth.
 Lubricate hacksaw blades with light machine oil to prevent heat build-up, which can cause the blade to break.
 Store saws so that there is no chance for someone to fall onto or bump into the blade.










[bookmark: _Hlk505526127]OFFICE SAFETY
Purpose

To establish guidelines for providing safety in both the general office and project office locations

Scope
This procedure applies to all the company offices and temporary offices on project sites.
Procedures
Office Machines

 Machines should not be placed near the edge of tables or desks.

Machines that creep or vibrate during operation should be secured to prevent movement.

File Cabinets

 File cabinets should be placed against walls or columns. When possible, file cabinets should be secured against tipping.

 Do not overload drawers. Open only one drawer at a time to prevent the cabinet from tipping over.

 Do not leave file drawers open.

Floors

 All floor finishes and/or carpets should be selected for anti-slip quality. Well-maintained floors/carpets will provide protection against slips and falls.

Defective tiles or carpets should be repaired immediately.

Passageways/Aisles

 A minimum width of four (4) feet should be established for aisles. Obstructions such as waste baskets, telephones, and electrical outlets, low tables, and office equipment must be kept where they do not present tripping hazards. Stairways should be protected with anti-slip material. Doors should not open into the path of employee travel.









Electrical

[bookmark: _Int_LLb01oOk] Electrically operated machines and extension cords require that outlets and extension cords be arranged to avoid tripping hazards. If extension cords are required, they must be secured and covered to eliminate tripping hazards. Extension cords shall be capable of carrying the intended power loads.


Material Storage

 Materials should be stored in a way that minimizes disruptions to normal office traffic when accessing them.

 Materials should be stored neatly to prevent them from falling or causing a tripping hazard.

 Flammable or hazardous liquids used in the office must be stored and dispensed from approved safety containers. Bulk storage must be in a properly constructed fireproof room or cabinet.

Lighting and Ventilation
 Adequate lighting and ventilation must be provided in accordance with applicable standards.

Ladders/Stools
 Ladders and stools used for reaching high storage should have either non-skid safety feet attached or be equipped with brakes that automatically lock when weight is applied.

Fire Protection, Prevention, and Emergencies

 Good housekeeping is essential in preventing fires.

 Portable fire extinguishers must be conspicuously located and labeled. Extinguishers must be inspected and tagged annually and maintained in a fully charged condition.

 Smoke detectors and/or alarm systems should be checked monthly for proper operation.

 A fire emergency procedure and a basic emergency plan must be developed for each office complex.

[bookmark: _Int_T9J0sy0g] Emergency phone numbers for fire, police, or medical emergencies must be posted at each telephone.







GENERAL FIRST AID



Purpose
To define minimum company requirements and responsibilities for providing quality first aid and medical care for occupational injuries and illnesses.

Scope
This procedure applies to all the company divisions and on-site construction and maintenance projects.

Responsibility
 First aid kits will be available at each division, on-site construction, and maintenance project.

 The company will see that the first aid kits are available, stocked, and maintained. 

General Requirements
The Basics of Rendering First Aid

· Always call for medical assistance!
· Remember - If you do not know how to then do not!
· Keep the injured person lying down.
· Do not give liquids to the unconscious.
· Control bleeding by pressing on the wound. (Use Personal protective equipment to prevent contact with the injured person’s blood and body fluids.)
· Dilute swallowed poisons. (Refer to the material safety data sheet for specifics.)
· Keep broken bones from moving.
· Cover burns with thick layers of clean cloth.
· Keep heart attack cases quiet.
· For someone who has fainted, keep the head lower than the heart.
· Cover eye injuries with a gauze pad.
· [bookmark: _Int_iKOe8pzP]If someone is certified in artificial resuscitation, restart breathing by giving mouth-to-mouth. (Only if certified).
· Report injuries to your supervisor immediately.






First Aid Kit Checklist

· Scissors
· Tweezers
· Towelettes
· Gauze
· Biohazard Bags
· First Aid Cream
· Roll Gauze
· Adhesive Tape
· Eye Wash Solution
· Band-Aids
· Gloves
· Mask
· Eye Protection
· Alcohol Wipes
· Ammonia Inhalant

General Injury & Illness Information
Signals of Breathing Emergencies

· [bookmark: _Int_mpk8weci]Slow or rapid.
· Deep or shallow.
· Gasping.
· Wheezing, gurgling, or high-pitched noise.
· Moist skin.
· Skin looks flushed, pale, or bluish.
· [bookmark: _Int_XWIWXQOO]Short of breath.
· Dizzy or lightheaded.
· Pain in the chest or tingling in the hands or feet.

Signals of a Heart Attack

· Persistent chest pain or discomfort.
· Breathing is difficult.
· [bookmark: _Int_aUzOWH8V]Changes in pulse rate.
· Skin appearance.

Types of Wounds
· Bruise
· Scrape
· Cut
· Avulsion
· Puncture

Infection

· Control by cleaning.
· Minor wounds - wash with soap and water.
· Extensive wounds - control bleeding.
· Update immunizations.
· Signs of infection - area around is swollen/red, feels warm/throbs with pain, discharges pus, fever or ill feeling, and red streaks may develop that progress from the wound in the direction of the heart.
· If you see any of these signals of infection, care for the wound by keeping the area clean, soaking it in warm water, elevating the affected area, and applying antibiotic ointment.
· If fever and red streaks develop, seek medical attention.

Signals of Internal Bleeding

· Tender, swollen, bruised, or hard areas of the body, such as the abdomen.
· Rapid, weak pulse.
· Skin that feels cool, moist, pale, or bluish.
· Vomiting or coughing up blood.
· Excess thirst.
· Becoming confused, faint, drowsy, or unconscious.

Caring for a Major Wound

· Control bleeding by placing a clean covering, such as a sterile dressing, over the wound, and applying pressure.
· If you do not think the wound also involves a broken bone, elevate the injured area.
· Apply a bandage snugly over the dressing.
· If bleeding cannot be controlled, put pressure on the nearby artery.
· Seek medical attention.
· Wash hands immediately after completing care.


Signals of Shock

· Restlessness or irritability.
· Altered consciousness.
· Pale, cool, moist skin.
· Rapid breathing.
· Rapid pulse.








Caring for Shock

· [bookmark: _Int_YXs2Z2KE]Have the victim lie down. Stay comfortable and rest.
· [bookmark: _Int_WDfIznrf]Control bleeding.
· [bookmark: _Int_W8epkGV4]Help maintain normal body temperature.
· Reassure the victim.
· Elevate the legs about 12 inches unless suspected head, neck, back, or broken bone in the legs/hips.
· Do not give the victim anything to drink or eat.
· Call 911.

Critical Burns

· Breathing is difficult.
· Covering more than one body part.
· Burns to the head, neck, hands, feet, or genitals.
· To a child or an elderly person, other than mild.
· [bookmark: _Int_uGo3nKlD]Chemical, explosions, electricity.

Basic Care for Burns

· [bookmark: _Int_t8DkqMQU]Stop the burning.
· [bookmark: _Int_hZPwZd4i]Cool the area with large amounts of water.
· [bookmark: _Int_l2MTNfZN]Cover with a dry, clean dressing to prevent infection.

Types of Burns

· Superficial -first degree, top layer of skin, skin is red and dry, may swell, sunburn, will heal in 5-6 days.
· Partial thickness - second degree burn - top layers of skin - skin is red and has blisters that may weep clear fluid - heals in 3 to 4 weeks.
· Full thickness - third degree - all layers of skin and underlying structures - look brown or black.












[bookmark: _Hlk505530857]FIRE PROTECTION


Purpose
Provides guidelines for protecting personnel from fires and preventing fires.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

Definitions
The following is a brief description of fire classifications and the recommended extinguisher to be used on each:

CLASS “A” FIRES Ordinary combustibles such as rubbish, paper, rags, scrap lumber, etc. These are fires that require a cooling agent for extinguishment. The recommended extinguishers are water through a hose, pump-type water cans, pressurized extinguishers, and soda-acid extinguishers. Fighting the fire - soak the fire completely, even the smoking embers.

[bookmark: _Int_KhtTp5Nh]CLASS “B” FIRES: Flammable liquids, oils, and greases. These fires require a smothering effect for extinguishment. The recommended extinguishers are - ABC units, dry chemical, foam, and carbon dioxide. Fighting the fire - start at the base of the fire and use a swinging motion from left to right, always keeping the fire in front of you.

[bookmark: _Int_wyu0Qpre][bookmark: _Int_3T6w3sEY][bookmark: _Int_P6wfhvds]CLASS “C” FIRES Electrical equipment. These fires require a non-conducting extinguishing agent. The recommended extinguishers are - ABC units, carbon dioxide, and dry chemical. Fighting the fire - use short bursts on the fire. When the electrical current is shut off on a Class “C” fire, it can become a Class “A” fire when materials around the electrical fire become ignited.









[bookmark: _Hlk505531042]Procedure

[bookmark: _Int_0BfrPvZA] Good housekeeping and fire prevention go hand in hand for obvious reasons, not only on your job site but also in the home and office. Fires can start anywhere at any time, which is why it is essential to know how to use a fire extinguisher and understand which type of fire extinguisher to use for different types of fires.

[bookmark: _Int_eQao99K6][bookmark: _Int_CljIAekP]Fire extinguishers are our first line of defense in a fire and should warrant a periodic and thorough inspection. Fire extinguishers must be kept clean to attract attention; they must be kept accessible to eliminate lost time when needed, and the rubber hose, horn, or other dispensing components must be checked to ensure they are not blocked. Also know where and how to activate the fire alarm and sprinkler systems.

An alarm system will be established to notify all employees in an emergency. The alarm system should include lights, horns, sirens, or other appropriate devices to ensure that every employee is aware of shop/project emergencies.
[bookmark: _Int_QLxcaQt2] To prevent ignition hazards, electrical wiring and equipment will be installed in accordance with the National Electrical Code and National Fire Protection Association (NFPA) Code 70. Smoking will be prohibited in areas where fire hazards may exist, and "No Smoking" signs will be posted.

 A fire extinguisher rated not less than 2A will be provided for each 3,000 square feet (about the area of a tennis court) of building area and in each yard storage area. Travel distance to any fire extinguisher will not exceed 100 feet from any protected area.
[bookmark: _Int_n6Wn8tLG]One or more extinguishers rated at least 2A will be on each floor of a multi-storied building. At least one 2A-rated extinguisher will be adjacent to a stairway in a multi-storied building. Extinguishers rated at least 10B will be provided between 25 feet and 75 feet of any area where over 5 gallons of flammable or combustible liquids or 5 pounds of flammable gas are being used or stored. Note: This does not apply to fuel tanks of motor vehicles.

 Extinguishers will be conspicuously located and readily accessible in case of a fire, with their locations clearly marked. Extinguishers will be installed on hangers or in the brackets provided. Those extinguishers are not more than 5 feet from the floor. Those extinguishers weighing more than 40 pounds will be installed, so the top is not more than 3% feet from the floor.






[bookmark: _Hlk505531153]
Storage of Flammable & Combustible Liquids
 Above-ground storage tanks shall have spill containment capable of controlling 110% of the tank's capacity.

 A 20-pound ABC fire extinguisher shall be posted between 25 feet and 75 feet from the storage area.
 Storage tanks shall be grounded.

 Storage tanks and containers to be filled shall be bonded.
 Storage tanks shall be vented.

 Storage tanks shall have an automatic shut-off on dispensing hoses.

 Storage tanks shall have some form of impact protection from vehicle traffic.

      The storage area shall be at least 25 feet from any building.

Inspections
Extinguishers will be inspected monthly, or more often when circumstances warrant, to ensure that they have not been actuated or tampered with, and to detect any damage. Inspection tags will be placed, and the date of inspection will be indicated after each inspection. Hydro-testing or weighing in accordance with NFPA requirements should include the following:

Type	Frequency
Water Pump	5 years
Cartridge	5 years
Soda Acid	5 years
Pressure	5 years
Foam	5 years
Carbon Dioxide	5 years
Dry Chemical	12 years

Each extinguisher will have a durable tag securely attached, displaying the maintenance test and recharging dates, as well as the initials or signature of the person who performed the services. A discharged fire extinguisher will be removed from service immediately and replaced with equipment protection.











Recharging
A plan will be established for the prompt recharging and testing of fire extinguishers in accordance with NFPA standards.

[bookmark: _Hlk505531236]Substitutions
In areas where 2A extinguishers are required, the following may be substituted for each extinguisher:

· One 55-gallon drum of water with three pails.
· One water hose of not less than ½ inch diameter, of not more than I
00 feet in length, and with a discharge capacity of 5 gallons per minute.
· One fire hose of not less than 1 ½ inch diameter, of not more than 00
feet in length, and with a discharge capacity of 25 gallons per minute.

Note: The hose referred to above must be of sufficient length and have a stream range to reach all points in the protected area. These substitutions will not apply where the possibility of freezing exists.

Records
Records will be maintained for one year.











WELDING AND CUTTING


Purpose
To provide guidelines for the safe operation of welding and cutting equipment, and to itemize some of the fundamental hazards inherent with the use of this equipment.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

References
29 CFR 1926.350
29 CFR 1926.354
29 CFR 1926.556
29 CFR 1926.153
29 CFR 1926.406
29 CFR 1926.102
Definitions
Industrial Gases
Oxygen itself is not flammable, but the presence of pure oxygen accelerates the combustion reaction. Oil and grease, in the presence of oxygen, become highly explosive. Oxygen must not be allowed to contact petroleum-based substances.
Fuel Gases

Acetylene is an unstable gas when compressed above 15 psig. Acetylene cylinders are filled with porous material and saturated with liquid acetone. Acetylene, when pumped into the cylinder, dissolves in acetone and remains in a stable condition. If the acetylene cylinder is stored or used in a horizontal position, acetone may leak out, creating an explosive mixture of acetylene. It is for this reason that all acetylene cylinders must be stored and used in an upright or vertical position.
MAPP Gas is a stabilized mixture of methylacetylene and has fewer tendencies to backfire than acetylene. The maximum allowable use pressure is 94 psi versus 15 psi for acetylene.






Procedure
Setting Up Equipment
All operators of welding and/or cutting equipment must be trained to operate the equipment they will use. Appropriate safety procedures must be reviewed and understood before using this equipment.

[bookmark: _Int_xJLc3IFI] Remove safety caps from the tops of the cylinders. Clean all threaded connections to ensure they are free of dirt, dust, oil, and grease. Before connecting regulators to cylinders, carefully open the cylinder valve by approximately 1/8 to 1/4 inch to blow out any foreign particles. After the regulator is connected, stand on one side of the gauge while the cylinder valve is opened. Open the cylinder valve slowly.

 The second stage of the regulator must be closed before opening the cylinder valve.

 Open valves 1/4 turn only on fuel gas cylinders (propane, acetylene, natural gas). Open oxygen cylinder valves wide open. Keep the valve wrench in place during use.

 When using acetylene, do not exceed 15 psi on the torch side of the gauge.

[bookmark: _Int_74Aj9Fgm] Reverse flow check valves must be used at the regulator end on both fuel and oxygen hoses. It is strongly recommended that they also be used at the torch end of the lines. These valves are inexpensive and provide a great degree of insurance against the possibility of mixing gases in the hoses and regulator, which could result in an explosion.
 Remember that you never stand directly in front of or behind a regulator when opening the cylinder valve. Always check for leaks and ensure all threaded connections are secure. If valve handles are missing and it is necessary to use a wrench to open the valves, the wrench must remain in place on the valve while the unit is in use.

Lighting the Torch

 Open the oxygen valve on the torch handle and adjust the oxygen regulator to the desired pressure. Allow the gas to flow for at least 10 seconds for every 50 feet of hose. Now close the oxygen valve on the torch.

[bookmark: _Int_ZnmhmGgH] With the regulator valve backed out, open the fuel valve on the cylinder. Remember, for acetylene, the valve is only opened a maximum of one full turn. Open the fuel gas valve on the torch and adjust the fuel gas regulator to the
 desired setting. Purge the lines the same way as described above for
oxygen. Now close the fuel valve on the torch.

 Hold the torch in one hand and a spark lighter in the other. Open the torch fuel valve approximately one-half turn and ignite the gas. Keep opening the fuel valve until the flame stops smoking and leaves the end of the tip about/8. Then slightly reduce the fuel supply to bring the flame back to the tip.

 Open the oxygen fuel valve on the torch until a bright neutral flame is reached. If you experience a backfire or flashback, immediately turn off the oxygen valve and then the fuel valve. Begin again by holding the torch in one hand and the spark lighter in the other and proceed from there.

Shutting Off the Torch

First, shut off the torch oxygen valve, and then shut off the torch fuel valve. If this procedure is reversed, a pop may occur, which will cause carbon to form in the torch. Now close both cylinder valves. Open the torch oxygen valve to release the pressure in the system. Now close the torch oxygen valve and release the adjusting screws on the oxygen regulator.

Safety Considerations
 The following safety procedures require thorough re-emphasis.

· Never use oil or grease on any fittings or apparatus in contact with oxygen.
· Blow out the cylinder valves before attaching the regulators to the cylinders.
· Release the adjusting screw prior to opening the cylinder valves
· Never stand directly in front of or behind a regulator when opening the cylinder valve; stand so that the cylinder valve is between you and the regulator.
· Always open the cylinder valves slowly. If a wrench is used, keep it on the valve.
· [bookmark: _Int_bgRvMbcO]An acetylene cylinder should never be opened more than one full turn.
· Always purge the oxygen and fuel passages individually before lighting the torch.
· Light the fuel gas first before opening the oxygen valve on the torch.
· Follow the procedures as outlined. Do not take shortcuts or use defective equipment.
· Never begin any welding or cutting without the proper permits.
· Always check to see that you have appropriate fire protection equipment immediately available before doing any welding or cutting.
· Welders must not wear flammable or disposable-type clothing.
Arc Welding and Cutting
Protective Clothing

[bookmark: _Int_tB5PpGIQ]Welders must wear head and eye protection required in their area. They must wear appropriate welding helmets, long-sleeved shirts, leather, and welder’s gloves. If grinding, chipping, or buffing is done, a face shield must be worn. If respirators are required, they must also be used.

 At a minimum, fitters working with welders should wear long-sleeved shirts, leather gloves, and appropriately tinted eye goggles or glasses with side shields.

[bookmark: _Int_PRakUdcE] Heli-arc and MIG welding operations emit intense ultraviolet radiation, which can result in third-degree burns to exposed skin areas as well as painful flash burns to the eyes. Welding hoods must be checked periodically to ensure they are light-tight. Arc gouging typically produces a substantial amount of slag and hot metal sparks. Additional personal protective equipment, such as boots, Nomex suits, and mini goggles, may be appropriate.






Equipment and Inspection
 Equipment must be industrial rated, in good condition, and conform to OSHA requirements governing the application, installation, and operation of arc welding and cutting equipment. Some, but not all, of the OSHA requirements are repeated in this standard for emphasis. A comprehensive preventative maintenance inspection should be conducted at least annually by trained and qualified personnel. The last inspection date should be stenciled on the equipment. Open-circuit voltage measurements should also be made annually and recorded on the equipment, including the date and stenciling.

 Before each use, the following items must be inspected:

· All leads for broken or cut insulation.
· Electrode holders for broken insulators or work holders.
· Oil and fuel on gas or diesel-powered units.
· Both power and return leads are the same length so that the return lead can be attached as close as possible to the work.
[bookmark: _Hlk505532043]
Electric Shock Hazard
[bookmark: _Int_lu10pP6z] Almost all electric currents present some degree of potential shock hazard. Under optimum conditions, even welding voltages as low as 30 volts can be serious. Operating voltages listed on the ID nameplates are typically much lower than open-circuit voltages.	Open circuit voltages should not exceed 100 volts D.C. or 80 volts A.C.

[bookmark: _Int_mrlYtsdr] A.C. or D.C. current can be used for welding, and although both present serious shock hazards, A.C. is potentially more hazardous. Be certain not to use any equipment that is either wet now or has been drenched recently. Welding units powered by A.C. must be adequately grounded, and to change polarity, the unit must be shut down.

 Electrodes should never be changed with bare hands or wet gloves, or when standing on a wet floor or grounded surface. Whenever possible, welding receptacles should be interlocked so that the power must be shut off before the plug can be withdrawn. Cables that become worn enough to present a hazard must be replaced immediately.

 Keep welding cables away from power supply cables and high-voltage wires, and do not submerge hot electrode holders in water to quickly cool them. GFCIs cannot be used on welding machines with D.C. current.







Inert and Toxic Gas Exposure
 Many welding procedures require inert gas, such as argon and/or helium. These gases present an asphyxiation hazard, and welders and fitters need to keep these points in mind:

· Large diameter pipes will contain larger volumes of inert gas and greater potential problems.
· [bookmark: _Int_NfDJLWYu]Temporary enclosures over field installations should be checked for oxygen level before using and monitored continuously when in use.
· Argon will register "hot" when checked using an explosion meter but will measure correctly when using an oxygen meter.

 Welders should be familiar with the special hazards associated with rod coatings that contain substances such as cadmium, beryllium, and fluorides. Proper ventilation with these rods is especially important. Lead, mercury, and cadmium require special written procedures. Ventilation in work areas must be checked and should conform to good safety practices. In enclosed areas, such as tanks, vessels, and columns, the Site Safety Coordinator should be contacted for appropriate ventilation rates.

[bookmark: _Hlk505532238]Storage of Compressed Gas Cylinders
 Cylinders shall be kept away from radiators and other sources of heat.

[bookmark: _Int_hfArla5T] Inside buildings, cylinders shall be stored in a dry, well-ventilated, well-protected location. Assigned storage spaces shall be located so that cylinders will not be knocked over or damaged by passing or failing objects, and they will not be subject to tampering by unauthorized persons. Cylinders shall not be kept in unventilated enclosures such as lockers and cupboards.

 Empty cylinders shall have their valves closed.

 Storage of empty cylinders shall be separated from charged cylinders. Storage racks shall be clearly identified by the type of compressed gas cylinder content and condition (Full or Empty).

 Valve protection caps, designed to accept a cap, shall always be in place and hand-tight (except when cylinders are in use or connected for use).

 Protection from solar radiant heat shall be provided where cylinders are directly exposed to sunlight.

Compressed gas cylinders shall be secured upright, including when hoisted or transported.

· Retention chains or straps will be provided on storage racks and carts so that compressed gas cylinders will be secured against failure.
· Small, hand-held compressed gas cylinders used for propane torches, gas detector test cylinders, etc., may be stored without retention chains or straps. However, attention should be given to storing these cylinders away from open flames or sources of heat, and in a manner that will protect the cylinder from being knocked over or damaged by work activities.
 Compressed gas cylinder storage area.
· A 20-pound ABC-rated fire extinguisher (minimum) shall be placed no closer than 25 feet, but not further than 75 feet from fuel gas storage areas.
· Warning signs shall be conspicuously placed and shall read, “Danger- No Smoking, Matches or Open Lights or Flames," or other equivalent wording.
· Inside buildings, cylinders (except those in actual use or attached for use) shall be limited to a total gas capacity of 2,000 cubic feet (about twice the volume of a large U-Haul truck) or 300 pounds of liquefied petroleum gas.

 Oxygen cylinders in storage shall be separated from fuel-gas cylinders or combustible materials (especially oil or grease) a minimum of 20 feet, or by a noncombustible barrier at least five feet high having a fire-resistant rating of at least one-half (1 /2) hour.
[bookmark: _Hlk505532365]
Records
 A Burning Permit must be issued for specific areas prior to the start of any welding, burning, grinding, or other hot work. The permit will be issued to the fire watch and will cover a one-shift period only.

 A copy of the Hot Work Permit will be kept on file for 24 hours and then discarded.
Eye & Face Protection
[bookmark: _Int_iFjhf2Zo]To prevent eye and face injuries, suitable eye protection must be worn. Potential eye and face injuries occur from flying objects, liquid chemicals, acids or caustic liquids, molten metal, chemical gases or vapors, and light radiation. Eye protection must provide adequate protection, be reasonably comfortable, fit snugly, be durable, capable of being disinfected and cleaned, kept sanitary, and in good repair. When selecting eye and face protection, consider the type and degree of hazard present. This will help determine the appropriate protection. Employees who use corrective spectacles must wear face shields or goggles over their spectacles or safety glasses with protective optical corrective lenses. It is important to use the proper shade lenses when working with injurious light energy, and the following charts on the next two pages give appropriate shade numbers for different operations:
[bookmark: _Hlk505532491][bookmark: _Int_IXXmUol4]In general, start with a shade that is too dark to see the weld zone. Then use a lighter shade, which gives a sufficient view of the weld zone without going below the minimum protection. Oxyfuel gas welding or cutting produces a yellow light; it is suggested to use a filter lens that absorbs the yellow or sodium line in the visible light of the operation.

[bookmark: _Int_ng94FuZ7]Emergency eyewash facilities are provided for immediate aid to prevent permanent eye damage. Eye and face protection shall be appropriate for the task. When a hazard assessment determines eye and face protection is necessary, protection shall always be worn without exception. Eye and face protection purchased prior to July 5, 1994, must be in accordance with ANSI Z87.1-1968, and any eye or face protection purchased after July 5, 1994, must comply with ANSI Z87.1-1989. If you have questions about eye protection, ask your supervisor/foreman or refer to the manufacturer's instructions.


HEARING CONSERVATION PROGRAM


Policy
[bookmark: _Hlk511899204]The company is committed to providing a hazard-free workplace and will take all practical measures to eliminate the hazard of excessive noise levels through a Hearing Conservation Program, which will ensure the safety, health, and hearing conservation of all the company employees.
Scope
Compliance with this program is mandatory and applicable to all company employees. Failure to comply will result in disciplinary action and/or is grounds for termination.

Summary
To ensure the company is in compliance with 29 CFR 1910.95, all employees exposed to high noise levels in the workplace where exposure is equal to or exceeds a time weighted average (TWA) of 85 decibels for an eight-hour period will receive will provide all applicable employees with information necessary to understand noise, the hazards associated with noise, the proper use and care of protective equipment, and when and where hearing protection is required.

Definitions
Frequency - is the pitch of the sound (high or low)

Intensity - refers to the loudness of a sound.

Decibels (dB) - units used to measure the loudness of sound

Baseline - the first audiometric exam results used for future reference

Noise Reduction Rating (NRR) - sound level protection built into a hearing protection device.

Introduction
Hearing loss resulting from excessive noise exposure in the workplace is often not recognized as a health hazard because it typically develops over a prolonged period. By the time hearing loss is detected, it is too late to correct it. Loss of hearing is frequently attributed to the aging process, and little consideration is given to the possibility that workplace-related damage may have occurred. Exposure to continuous excessive noise and impact noise contributes to hearing loss. Studies have linked exposure to high noise levels with headaches, high blood pressure, ulcers, and sleeping disorders.







What Is Noise?
Everyone is exposed to noise daily, either at home, work, or recreation. It can be described as an unwanted sound, which can be loud, prolonged, and deafening. The effects of sound depend on the loudness in relation to pitch, length of exposure, and a person’s existing health and age. Temporary hearing loss is attributed to short-term exposure, and normal hearing usually returns within a short amount of time. Prolonged exposure to high noise levels over time can cause permanent hearing damage.
To understand how sound affects our hearing, it is important to identify and examine the source. Sounds are sent into the air as vibrations, which are known as sound waves. These sound waves enter the ear and are converted into nerve impulses, which are then received by the brain and interpreted.
[bookmark: _Int_GEWCGr5S]The ear identifies sound based on its frequency and intensity. Frequency is the pitch of the sound and can be high or low. A high-frequency sound tends to cause more damage to the ear than a low-frequency sound. Intensity refers to the loudness of the sound. Decibels (dB) are used to measure the loudness of sound. Intensity is used to establish hearing protection guidelines in the workplace. If the intensity of noise exceeds an average of 90 dB over an eight-hour workday, hearing loss may result.
Types of Noise
There are three types of noise to understand:
Wide Band - Noise that is spread over a wide range of pitches. An example is a production area, where multiple machines operate simultaneously, producing different pitches.
Narrow Band - These noises are associated with a narrow range of pitches. An example is a power tool.
Impulse/Impact - Impulse noise can be identified by temporary “beats” that can occur in a pattern or randomly. An example is a hammer.

The Effects of Noise
[bookmark: _Int_wgWUWZkP]Overexposure to noise can cause temporary hearing loss, and prolonged exposure over several years can lead to permanent damage to the hearing system. High blood pressure, headaches, ulcers, and irritability may result from prolonged exposure to high noise levels. The strain of talking or listening over loud sounds may cause communication problems and lead to misunderstandings of instructions, resulting in production errors. Reasons for hearing loss may include not wearing ear protection, wearing it improperly, using inadequate ear protection, exposure to off-the-job noise without ear protection, and ear infections or diseases.




Monitoring & Requirements
Monitoring will be conducted in a manner that accurately identifies employees who are exposed to hazardous noise levels. Noise level monitoring will take place when new equipment, machinery, or production processes are introduced into the workplace. Every effort will be made to make engineering or mechanical changes where feasible, to eliminate or reduce noise to a level below 85 dB.
However, employees are required to wear hearing protection where noise levels equal or exceed 85 dB.  Exposure measurements shall include the following:
· All intermittent, continuous, and impulsive noises within 80-130 dB.
· Measurements shall be taken during normal working hours and procedures.
· Employees who are monitored must be informed of the results.
· Monitoring instruments shall be calibrated.
· [bookmark: _Int_si9X98KD]The final report shall include: Employee monitored, Type of instrument used, Calibration date, monitoring area, TWA, Peak sound exposure, and Date employee was monitored.

Designated Hearing Protection Areas
While a time-weighted average of 85 dB may not be present in all work areas, there are designated areas in the operation where the noise level may be equal to or exceed 85 dB. As a result, all employees must wear hearing protection when working in these designated areas. The company will provide proper hearing protection to all employees who have a chance of exposure at 85 dB or greater.

The Purpose of Hearing Protection
[bookmark: _Int_9fFqi7j6]Hearing protection can help prevent hearing loss, and it is essential to understand which hearing protection devices are most suitable for the workplace. There are advantages and disadvantages to all types of hearing protection. The effectiveness of hearing protection depends on the sound level protection built into the device. These levels are known as the Noise Reduction Ratings (NRR). The effectiveness of hearing protection is indicated by the number on the label. The higher the NRR, the greater the protection if it is used properly.

Hearing Protection Devices
Earplug Protectors
These hearing protection devices are normally referred to as inserts or earplugs. These types of earplugs are made from materials such as rubber, plastic, acoustical fibers, foam, and wax-impregnated cotton.

Molded Inserts
[bookmark: _Int_rffVqH0x]They usually have an NRR within the range of 25-26 dB and are made of soft silicone, rubber, and plastic. Advantages: Generally inexpensive, able to wash and reuse, and there is little danger of inserting the plug too far into the ear canal. Disadvantages: Achieving a snug fit can be challenging due to variations in ear canal sizes. The molded insert eventually hardens and shrinks, maintaining a variety of sizes. Additionally, there is a possibility of an allergic reaction to the earplug material.


Form-able Inserts
[bookmark: _Int_PR4D1usk]Due to the design of formable inserts, they have an NRR that ranges from 27 to 33 dB. The materials used are often fine glass fiber, expandable plastic, foam, and wax-impregnated cotton. Advantages: Can fit all ears, mold to the ear canal, and are available with a cord. Disadvantages: The plug can be pushed too far into the ear canal, is suitable for one-time use only, becomes dirty easily, and is more prone to cause ear infections.

Canal Cap Protectors
This type of protection is made to rest against the outer edge of the ear canal. They are made of soft rubber and are held in place with a headband. The NRR on this type of protector ranges from 17 to 25 dB. Advantages: Reusable and one size fits all with an adjustable headband. Disadvantages: Does not provide a high NRR and requires regular cleaning.

Earmuff Protectors
[bookmark: _Int_eVqk10g4]Earmuffs are designed to fit over the entire ear and earlobe, sealing against the side of the head with suitable cushioning or padding. They have an NRR that ranges from 22 to 29 dB when used properly. Advantages: A suitable alternative to those who are allergic to inserts, easy to replace the protective seal, and many can be adjusted easily to fit an individual’s head. Disadvantage: Perspiration eventually stiffens the plastic seal, making it impractical for confined space work. Electricians need to wear non-conductive earmuffs, and the efficiency of the muff-type protector is reduced when worn over the frames of eye protection.

Fit & Care for Hearing Protection
Earplugs
[bookmark: _Int_UVnZPh4I]Proper Fit - Wash your hands. Slowly roll and compress the foam plugs into a very thin cylinder. Reach around the head and pull the ear outward and upward during insertion. While compressed, insert the plug well into the ear canal and hold it in place for a moment until it begins to expand.
Proper Care - Keep plugs as clean as possible. Inspect them before reinsertion. If damaged or dirty, dispose of them immediately and replace them. Periodically check to ensure the fit is still snug. Do not share earplugs with others.
Earmuffs
Proper Fit - Earmuffs must fully enclose the ears to seal against the head. Adjust the headbands so that the cushion exerts even pressure and keeps hair from underneath it.
Proper Care - Clean with warm water and mild soap; avoid using alcohol or solvents to clean the cushions. Replace the cushion if it is stiff, worn, cut, or torn, and check the headband for signs of deterioration.
Information & Training
Annual information and training will be conducted by the company. Information and training requirements will be accomplished through handouts and video programs. Topics will include a review of this program, the impact of noise on hearing, how hearing works and is compromised by excessive noise, the situations where hearing protection is required, and the selection, fitting, use, and care of hearing protection devices. Upon completion of training, all employees will be given a written quiz to test their understanding of the material covered. All information and training will be documented and stored in the employees' personnel file.




HEARING CONSERVATION PROGRAM





Acknowledgment of Training

[bookmark: _Hlk511900717]I (print), ___________________________________________________	 acknowledge that I have received information and training on the company Hearing Protection Program. This training has given me valuable information regarding the following topics:

· A review of the company's Hearing Conservation Program.
· [bookmark: _Int_lCgJw5b8]How noise affects hearing.
· How hearing works and is diminished by excessive noise.
· Where hearing protection is required.
· The selection, fitting, use, and care of hearing protection devices.

I agree to abide by all company rules, policies, and procedures outlined in the Hearing Conservation Program. If I do not understand any instructions, I will ask questions.





Employee Signature	Date





Instructor Signature	Date


[bookmark: _Hlk505534178]








SAFETY INSPECTIONS


Purpose
To provide a guide for conducting regular site safety inspections to ensure that corporate and regulatory standards are adhered to and to ensure the safety of all employees and visitors on the job site.

Scope
This procedure shall be applied to all company divisions, on-site construction, and maintenance projects as deemed necessary to ensure safe work conditions and practices.

Responsibility
 Each division is responsible for ensuring that documented facility safety inspections are conducted in a timely manner and for taking corrective actions to address unsafe conditions and acts.

[bookmark: _Int_7kikI0fS][bookmark: _Int_wlKLaZYM] The company safety designee is responsible for conducting documented safety inspections of the field projects. Additionally, the safety designee is responsible for implementing safety recommendations to address safety hazards identified during project safety inspections.

Supervisory personnel are to conduct visual inspections of their work areas regularly throughout the shift. Unsafe conditions and unsafe acts are to be corrected immediately.

Procedure
General

[bookmark: _Int_7lhlSFzG] The most widely accepted method for identifying hazards is to conduct safety inspections. The only way to be certain of the actual situation is to examine it periodically. A safety inspection is essential to identify where hazards exist and whether they are adequately controlled.
Checklists are not all inclusive. You may wish to add or delete portions that do not apply to your division or site. Consider each item carefully as you come to it and then make your decision. Completing the checklist will indicate hazards in your shop or construction site.
[bookmark: _Hlk505534295]
 Ensure that safety inspections are conducted properly and consistently. Leave nothing to memory or chance. Write down what you see, do not see, and what you think should be done to correct any unsafe conditions.




 Once the hazards have been identified, you can institute control procedures using the OSHA standards as guidelines. The OSHA standards can be of great assistance since they address controls in order of effectiveness and performance:
· Eliminating the hazard from a machine, the method, and the material or plant structure.
· [bookmark: _Int_QLPDG1Gp]Abating the hazard by limiting exposure or controlling it at the source.
· [bookmark: _Int_8JwLFX9U]Prescribing personal protective equipment to protect employees against the hazard.

Shop Inspection
 A thorough inspection of all shop areas shall be made at each division. Special attention should be given to areas used infrequently, such as storage areas for volatile materials. Housekeeping, stairway lighting, work methods, equipment, tools, etc., should be examined to identify hazardous conditions that may have escaped routine detection. Special attention should be given to things or conditions that have caused injury or illness.
 All shop machinery and equipment should be inspected for proper setup, placement of safety guards, and maintenance, among other factors. Special attention should be given to inspecting materials handling and hoisting equipment in the shop. Slings and chains used for hoisting materials and equipment should be inspected, and equipment limit switches should be activated to ensure proper operation.
[bookmark: _Hlk505534642]Shop
· Are all machines or equipment that expose operators or other employees to rotating parts, pinch points, flying chips, particles, or sparks adequately guarded?
· Are mechanical power transmission belts guarded?
· Are only trained and authorized personnel allowed to operate forklifts, power brakes, power shears, and other equipment?
· Is housekeeping done on a regular basis?
· Are exits properly marked and kept clear of debris?
· Arc, Flame, & Cutting Operations (Shop and Site)
· Are only authorized and trained personnel permitted to use such equipment?
Have flammable liquids, combustible materials, and gases been removed from welding areas?
· Are arc welding and cutting cables completely insulated and in good repair?
· Are fuel gas and oxygen hoses easily distinguishable and in good condition?
· Is proper eye protection provided and used?

Cylinders (Shop and Site)
· Are compressed gas cylinders separated - flammable from non-flammable?
· Are compressed gas cylinders examined regularly for obvious signs of defects, deep rusting, or leakage?
· Are cylinders properly secured to prevent falling?

Records of Safety inspections are to be documented and kept on file.


[bookmark: _Hlk505535139]
SAFETY INSPECTION CHECKLIST

Location: 		Date:  	

Person Completing Inspection/Title:  	

	INSPECTION ITEM
	[bookmark: _Hlk6556433]YES
	[bookmark: _Hlk6556445]NO
	COMMENTS & CORRECTION DATE

	[bookmark: _Int_WVqbhL4q]Are appropriate warning signs posted on or near all equipment?
	
	
	

	Are hand tools inspected for safe condition and removed from use if damaged?
	
	
	

	[bookmark: _Int_NxR0lWIv]Are ladders in good working condition with safety feet and removed if damaged?
	
	
	

	If you have fixed ladders, are they adequate and in good condition, equipped with side rails, cages, or special safety climbing devices as required?
	
	
	

	Are all machines and equipment with rotating parts, pinch points, flying chips, belts, particles, or sparks adequately guarded?
	
	
	

	Are only trained and authorized personnel allowed to operate equipment such as forklifts, power brakes, power shears, and other equipment?
	
	
	

	Are floors clean and scrap materials removed? Is housekeeping done on a regular basis?
	
	
	

	Are material storage areas clean?
	
	
	

	Are exits and entrances kept clear and properly marked?
	
	
	

	Are fire extinguishers readily available, inspected monthly, and properly marked?
	
	
	

	[bookmark: _Int_RetlZr9y]Are the arc welding and cutting cables completely insulated and in a safe condition?
	
	
	

	Are welding areas properly shielded and vented?
	
	
	

	Is proper eye protection used when performing hot work?
	
	
	

	Is welding equipment properly	stored, maintained, and secured?
	
	
	






	Are the stairs and aisles clean and properly lit?
	
	
	

	Are sanitary facilities adequate and clean?
	
	
	

	Are slings, hoists, and chains in good condition and load rated?
	
	
	

	Are flammable materials stored properly?
	
	
	

	Are oxygen cylinders stored with fuel gas? If so, separate.
	
	
	

	Are all compressed gas cylinders chained to a support structure with the cap in place?
	
	
	

	Are all containers, tanks, drums, and secondary containers labeled with substance identity, hazard warning, and manufacturer information?
	
	
	

	[bookmark: _Int_Dm0d9vDz]Are all breaker panels clear of obstacles to maintain easy access, and panel switches, outlets, or covers replaced?
	
	
	

	Are eyewash units or solutions accessible near eye hazard areas?
	
	
	

	Is there a first aid kit?
	
	
	

	Do storage above offices and mezzanines have posted weight limits to ensure the safe limit is not exceeded?
	
	
	

	Are extension cords used as a substitute for fixed wiring?
	
	
	

	Are loading areas properly marked and guarded?
	
	
	

	Is personal protective equipment used when appropriate?
	
	
	



Additional safety checks pertinent to your job site:
	INSPECTION ITEM
	YES
	NO
	COMMENTS & CORRECTION DATE

	
	
	
	

	
	
	
	

	
	
	
	


NOTE: Those items that were not corrected immediately shall be corrected as soon as possible. All imminent danger conditions shall be corrected immediately. Those parties listed under each item as being responsible for ensuring that the safety hazard is promptly corrected must convey to the Safety Coordinator that the item has been corrected.




[bookmark: _Hlk505535707]SAFETY AUDIT

[bookmark: _Hlk505535732]Purpose

[bookmark: _Hlk505535750]To provide a guide for a thorough safety audit to ensure that safety standards are met and to identify areas for improvement or change.

[bookmark: _Hlk505535767]Scope

[bookmark: _Hlk505535781]This procedure shall be applied to all company divisions, on-site construction, and maintenance projects, as deemed necessary, to ensure safe work conditions and practices, and to maintain regulatory compliance.

[bookmark: _Hlk505535818]Responsibility

[bookmark: _Hlk505535852]Each division is responsible for conducting at least one facility audit per year, and project safety audits will be scheduled case-by-case.
[bookmark: _Hlk505535867]
Procedure

[bookmark: _Hlk505535909]Pre-audit
 Each division will develop a schedule of audit dates for the calendar year. Audits will be conducted in compliance with the audit protocol. The division is responsible for providing a written response to the audit results.
Audit
[bookmark: _Int_NyhTewbJ] The Audit designee will complete a safety program review and conduct the safety audit.
 Each will conduct interviews with craft personnel during the safety audit.
 Each will finalize all comments along with all recommendations while he/she complete the audit.
 The completed safety audit form will be copied and sent to the corporate safety director.

Post Audit
[bookmark: _Int_WaWZaa9b] The Audit designee will prioritize the recommendations made in the safety audit. This will serve as the basis for corrective action to be taken within thirty days of the audit.
[bookmark: _Int_4XN0f3GU][bookmark: _Int_MlqN5HpU][bookmark: _Int_hwDhd7Xe] The Audit designee will address each of the specific recommendations made in the safety audit, indicating action taken, or to be taken, and time frame for completion of action, and distribute this information accordingly.
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Medical Services, First Aid
1. [bookmark: _Int_RS2ceO9O]Is the facility for the treatment of an injured employee reasonably accessible? Yes    No

2. [bookmark: _Int_YE9wTZRK]Is the project provided with an industrial nurse? Yes   No

3. Are first aid supplies adequate and readily accessible?   Yes    No
4. Is at least one employee trained in first aid? Yes    No

5. Do paint areas and forklift battery charging stations have eye-washing stations or solutions available? Yes	No
6. Are first aid kits located in each gang box? Yes    No

7. Is there an emergency shower? ￼Yes   No  
Housekeeping & Sanitation
1. Are potable drinking water and adequate toilet facilities available at the construction site? 
             Yes    No

2. [bookmark: _Int_mVT9pVmG]Is there a location that is fit for meals? ￼Yes   No

3. Are trash cans available? ￼Yes	No

4. Is there regular disposal of trash and waste? ￼Yes	No

5. Is there adequate lighting in all areas? ￼Yes	No

6. Are combustible scrap, waste, and debris stored safely and removed from the site? ￼Yes	No

7. Are spills cleaned up immediately? ￼Yes	No 

Personal Protective Equipment

1. [bookmark: _Int_OOh2Khou]Are hard hats always worn on the construction sites? ￼Yes   No

2. Are employees provided with eye and face protection as needed? ￼Yes No 
3.  Is this equipment used? ￼Yes   No
4. Are employees working more than six feet above any adjacent working surface provided with a safety harness/equivalent? ￼Yes No

Is this equipment being used? Yes   No

[bookmark: _Int_jfgS6tfC]Did you have to warn anyone not using the equipment or not tied off? Yes No

5. [bookmark: _Int_NIE0Zfcp]Are safety nets provided when workplaces are more than 25 feet above ground or water surface, where use of ladders, scaffolds, etc. is impractical? ￼Yes No

6. Do employees wear all the necessary personal protective equipment? Yes No
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Tools-Hand & Power
1. Are hand and power tools maintained in a Safe condition? Yes   No

2. Are power tools, belts, gears, shafts, pulleys, sprockets, spindles, drums, flywheels, and chains properly guarded? Yes No

3. Are electric power-operated tools equipped with proper grounding or double-insulated? Yes   No 

Welding & Cutting
1	When transporting or storing compressed gas cylinders, are cylinders secured and valve protection caps in place? ￼Yes   No

2. Are cylinders secured in a vertical position when transported by powered vehicles? Yes   No

3. Are flame arresters in use on all welding hookups? Yes   No

4. Are employees instructed in the safe use of fuel and gas? Yes   No

5. Are torches inspected at the beginning of each work shift for leaking shutoff valves, hose couplings, and tip connections? Yes   No

6. Are oxygen and fuel gas pressure regulators in proper working order? Yes No

7. Are oxygen cylinders and fittings kept away from oil or grease? Yes No

8. Are frames of all arc welding and cutting machines grounded either through a third wire in the cable containing the circuit conductor or through a separate wire which is grounded at the source of the current? Yes   No

9. Are employees instructed in safe means of arc welding and cutting? Yes   No

10. Are welding and cutting operations shielded by noncombustible or flameproof screens whenever practicable? Yes   No

Other Comments/Observations:
____________________________________________________________________________________

____________________________________________________________________________________






Electrical
1. Do employees work near electric power circuits protected against electric shock? Yes No

2. Is sufficient space provided to permit safe operation and maintenance of electrical equipment? Yes No
3. Do all 120 volts, single-phase, 15- and 20-ampere receptacle outlets on site, which are not a part of the permanent wiring of the building or structure and which are in use by employees, have approved ground fault circuit interrupters, or has an assured equipment grounding conductor program been established?   Yes   No

4. [bookmark: _Int_qv3zGeNk]Are the grounding circuits of equipment checked periodically for effective grounding? Yes, No When? ￼By Whom? 
5. [bookmark: _Int_5Azw7vbi]Are branch circuits and feeders protected by overcurrent devices (fuses, circuit breakers) in accordance with their current-carrying capacity?   Yes  No

6. Are switches, circuit breakers, and disconnecting means identified as to their functions? Yes No

7. Are receptacles & plugs non-interchangeable when used where different voltages and types of current (AC/DC) are used? Yes   No

8. Are extension cords used with portable electric tools and appliances of the three-wire type? Yes No

9. Have equipment or circuits that are energized been rendered inoperative, and have tags been attached to all points where such equipment or circuits can be energized? Yes   No

10. Are temporary lights equipped with guards to prevent accidental contact with the bulbs?

	Yes    No

11. Is it ensured that portable electric lighting used in moist and/or other hazardous locations does not exceed 12 volts? ￼Yes   No

12. Are flexible cords used only in continuous lengths without splices? Yes No

13. Are extension cords fastened with staples, hung from nails, or suspended by wire? Yes   No

14. Are boxes for disconnecting means securely and rigidly fastened to the surface on which they are mounted and fitted with covers? Yes   No

15. [bookmark: _Int_07L1c5FT][bookmark: _Int_bvujSwOu]Are boxes and disconnecting means that are installed in damp or wet locations waterproof? 

Yes      No

16. [bookmark: _Int_WEY5o6XD]Are non-current-carrying metal parts or portable and/or plug-connected equipment grounded or double-insulated? Yes No

Other Comments/Observations:


______________________________________________________________________




Floor - Wall Openings - Stairways
1. Are floor and wall openings properly guarded with standard railing and toe boards?   Yes   No

2. [bookmark: _Int_34bz5MHh]Are skylight openings guarded by fixed standard railings on exposed sides, or are covers capable of holding a 200-pound force? ￼Yes   No
3. Are wall openings four (4) feet above ground properly guarded? Yes   No

4. Are extension platforms outside a wall opening properly guarded with side rails or equivalent guards? Yes No

5. Are open-sided floors or platforms four (4) feet or more above ground or floor level guarded by standard railing? Yes No

6. Are runways higher than 4 feet and on which tools, machine parts, or material are likely to be used, guarded by standard railing and toe board?   Yes   No

7. Are flights of stairs with four or more risers equipped with standard stair railings or standard handrails as required? ￼Yes   No

Motor Vehicles - Mechanized Equipment
1. Are all vehicles left unattended at night equipped with lights or reflectors, or barricades with lights or reflectors? Yes No

2. Are tire racks, cages (or equipment protective devices) provided and used when inflating, mounting, or dismounting tires installed on split rims or rims equipped with locking rings? Yes   No

3. Are vehicles in use inspected at the beginning of each shift to ensure that all parts, equipment, and accessories affecting safe operation are free of defects? Yes   No

4. Are bulldozers and scraper blades, dump bodies, etc., fully lowered or blocked when being repaired or not in use? Yes No

5. [bookmark: _Int_8jICAIGH][bookmark: _Int_25l4fzKa][bookmark: _Int_m5ROks3d]Are parking brakes set on parked equipment, and are wheels chocked when parked on an incline? Yes No

6. Are operating levers equipped with a latch? Are tailgate handles on dump trucks arranged to keep the operator clear? Yes No


Other Comments/Observations:


_____________________________________________________________________________________


[bookmark: _TOC_250002]
ACCIDENT INVESTIGATION
Purpose
[bookmark: _Int_iOsI5Zbg]To provide an outline of the process necessary to investigate an accident, reconstruct an accident scene, analyze the findings and circumstances involved, and ensure the quality of documentation in order to develop an accurate understanding of the primary and secondary causes of an accident.

Scope
This procedure applies to all the company divisions, on-site construction, and maintenance projects.

Definitions
Accident - An unintended occurrence that either caused or may have caused personal injury, property damage, or interference with production.

Primary Cause - What caused the accident to occur?

Secondary Cause - Why was the primary cause allowed to exist?

Responsibility
 Each division is responsible for ensuring that this procedure is implemented in all accidents that warrant investigation and documentation, as outlined in this procedure.

[bookmark: _Int_qu041KXV] The investigation designee is responsible for documenting the results of the accident in a written report and distributing it appropriately.

[bookmark: _Int_VHAEoEwF] Superintendents, supervisors, and foremen are responsible for participating in each accident investigation that involves their work or employees and for completing the required accident investigation reports as outlined in this procedure.

Procedure
The Accident

[bookmark: _Int_54trszEz] When an accident occurs, it is first and foremost important to treat the injured person. Once the injured person has been cared for, the accident scene must be secured to prevent recurrence, and a thorough investigation can take place.

 The accident scene should be secured as soon as possible after the accident to preserve all evidence. The investigator should create a sketch of the area, indicating the location of the injured person, the equipment being used, the materials present, the people in the area, and include any other pertinent information. Photographs should be taken of the area and equipment and should show different angles of the accident scene.

 Witnesses to the accident should be taken to a quiet area, separated, and given a witness statement form to fill out. It is extremely important that witness statements be taken as soon after the occurrence, while the facts about the accident are still clear in their minds. Of equal importance, they should be asked not to converse among themselves until they have completed the witness statement form.

The Investigation

 When an accident occurs that involves a doctor's care, a recordable and/or a lost time injury, it is the responsibility of the injured employee's immediate supervisor/foreman to properly investigate the accident, complete the Accident Investigation Report (Exhibit A), and take immediate action necessary to prevent recurrence of a similar type accident. The Accident Investigation Report must be completed in its entirety.

[bookmark: _Int_bgyNhP8J][bookmark: _Int_PdITL7ZG] After all the facts have been gathered and witness statements taken, the information must then be analyzed. During the data gathering process, the investigation will answer questions regarding who, what, when, where, and how, and to some extent, why. The analysis process will further develop answers to the question of why. By analyzing all the facts and asking the question "why" several times throughout the process, the investigation will be able to identify the root cause(s) of the accident. Once the foreman has identified the root causes (and please note that there may be multiple causes), they can then develop the corrective actions to be taken.

 The completed Accident Investigation Report, after review and approval, will then be presented to the Division Safety Designee for his review, comments, and signature.


Serious Injury or Death

[bookmark: _Int_RcETdi7n] For accidents resulting in serious injury or death, the Division (Enter Name & Title) is required to notify (Enter Name & Title), who in turn will notify the President. Arrangements will then be made to conduct a formal accident investigation by the Safety Administrator with appropriate personnel.

[bookmark: _Int_1D1CU1KK] For accidents resulting in one or more deaths or in the hospitalization of employees, follow OSHA regulations. This notification must be made within 48 hours of the accident occurrence. It can be made either orally (telephone) or by telegram to the OSHA Area Director.

Records
 The Accident Investigation Report is to be filed for record retention.

 All formal investigation reports will be maintained in the Division VP's office.

 A copy of any telegrams sent to OSHA shall be retained on file with the Division VP.












	Employee Incident and Injury Report
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To be completed by the injured employee
































	[bookmark: _Hlk23870566]Name
	Hire date
	Age
	Sex

	Street
	City
	State
	Phone

	Describe your injury

	Describe, in detail, what you were doing and what happened when the incident occurred. (Attach additional sheets if needed.)

	Employee signature
	Date


[bookmark: _Hlk23870661]To be completed by supervisor, manager, safety professional, etc.







	[bookmark: _Hlk23870684]Time and date of incident
	Date reported
	Injured employee’s job title
	Years of job experience

	Injury source
Animal bite/scratch Burn
Caught in/between Chemical exposure, Cut or laceration
Manual material handling Motor vehicle accident, Slip, trip, fall
Struck by or against Workplace violence Other:
	Body part(s) affected Head
Eye(s)
Ear(s) Back/neck Arm/shoulder Hand/finger Chest/torso
Leg/knee/ankle/foot Lung(s)
	Relevant training received
Subject	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Location of incident

	Nature of injury
	PPE required	Used
                                                            Yes          No

	
	
	
		



	Type of incident
First Aid
Medical treatment Lost workday(s) Fatality
Near-miss
	Witnesses
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	

	
	



	[bookmark: _Hlk23875139]Accident Analysis


To be completed by supervisor, manager, safety professional, etc.Describe the incident in detail, as determined by the investigation. (Attach additional sheets, if needed.)
[image: ]


2

 LOSS CONTROL DEPARTMENT



Root cause analysis
1. Identify all contributing factors.
2. For each, ask “Would the incident have happened if this particular factor were not present?” If the answer is “No,” then it is a root cause (RC).
3. [bookmark: _Int_OSNw5KTG]For nearly every incident, there are multiple root causes/contributing factors


Yes = CF No = RC


	[bookmark: _Int_ALhyBtWD]Manpower
	
	Material
	
	Management systems

	
	CF
	RC
	
	
	CF
	RC
	
	
	CF
	RC

	Failure to follow procedure/rule
	
	
	
	Defective tool/equipment
	
	
	
	[bookmark: _Int_iUxwUkg9]Not properly trained
	
	

	Failure to use proper PPE
	
	
	
	Improperly guarded equipment
	
	
	
	Poor housekeeping
	
	

	Improper use of the tool/equipment
	
	
	
	[bookmark: _Int_Obiayona]Not properly trained
	
	
	
	No/poor procedure
	
	

	Horseplay
	
	
	
	Poor lighting
	
	
	
	Ineffective communication
	
	

	Distracted/breakdown of awareness
	
	
	
	Poor ventilation
	
	
	
	No/poor job planning
	
	

	Fatigue/stress/frustration
	
	
	
	Environmental (weather, temperature, animal)
	
	
	
	Heavy workload/tight schedule (real or perceived)
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Poor design/layout
	
	
	
	Long/unusual work hours
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Corrective actions
	Action
	Due date
	Person/department responsible

	
	
	

	
	
	

	
	
	

	
	
	




Supervisor	Date	Manager	Date	Safety Professional	Date

	[bookmark: _Hlk23875935]Witness Statement



	Name of injured employee
	Date of Incident

	Name of witness
	Date of statement
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[bookmark: _Int_k8NLG4tc]Were you in the area when the incident occurred? Did you see the incident happen?If “Yes” to either of the above, describe what you observed in detail.


 Yes	No
 Yes	No














How can a similar incident be prevented in the future?



[bookmark: _Int_L73x8O9l]Was an injury reported as a result of the incident?
[bookmark: _Int_4DGRIjgh]Have you ever heard the injured employee complain of a similar injury or illness?
Are you aware of any previous injuries/incidents, on or off the job, that the employee has had?

Yes	NoIf so, describe.



                        I affirm that the above information is complete and accurate to the best of my knowledge.

_____________________________________________                                                                                  _______________
Witness signature	                                                                                                                                              Date














 Yes	 No




Yes	 No



	Photo Sheet
















	






	

	
	

	
	

	
	









Refusal of Medical Treatment




[bookmark: _Int_Gc9T8EG1][bookmark: _Int_glhu4dfR]I, _______________________, state that I have refused medical treatment at this time for a work-related injury to my (describe body part) ______________________. That occurred on_____________   and was reported to______________________________.
[bookmark: _Int_xBkBQRPS]It was of my own will that I refused medical treatment for this particular injury, and I understand that if I do want future medical treatment for this injury, I must notify management first.


__________________________________			________________________
Employee Name (Print)					Date

__________________________________		
Employee Signature 

___________________________________			_________________________
Witness 							Date








Fleet Safety Program
Scope
The following pages outline our policies and procedures for hiring and retaining only the safest and most courteous drivers, as well as providing safe and reliable vehicles for conducting company business. This policy primarily focuses on individuals who drive commercial vehicles. This policy's objective is to reduce or eliminate motor vehicle accidents and associated injuries by adhering to the safe practices outlined in this program.

Compliance with this program is mandatory for all company commercial drivers. Violations of this program may result in disciplinary action up to and including suspension of driving privileges or termination. Any deviations from this program must be reported immediately to the employee's supervisor or the program administrator.

Program Responsibilities

Management is responsible for providing the necessary tools and resources to implement this program and for ensuring that the program administrator and all employees follow the provisions outlined in this program.
Program Administrator: Commercial drivers and fleet are supervised by (Name, and title), responsible for administering company policy regarding the fleet.
The program administrator is responsible for:
· Evaluating prospective company drivers;
· Maintaining an accurate, qualified drivers list;
· Maintaining accurate qualification records;
· Maintaining accurate substance abuse testing records;
· Ensuring company vehicles are maintained mechanically;
· Selecting/procuring all company vehicles;
· Ensuring all qualified drivers are trained in the safe operation of commercial vehicles;
· Monitoring drivers to ensure compliance with all elements of this program; and
· Making recommendations about retention or release of employees based on driving tests from the driver trainer.
Driver Trainers.
· Conducting on-road driving tests for new employees and existing employees at least annually.
Commercial Drivers.
Conducting themselves in accordance with this program. All drivers will:
· Meet all minimum qualification criteria;
· Be medically qualified to drive a commercial motor vehicle (defined under 391.41: Physical qualifications for drivers);
· Maintain satisfactory evaluations from the company's driver trainer;
· Receive negative drug/alcohol tests; and
· Maintain an acceptable motor vehicle record (MVR).


Driver Qualification Criteria
Driver applicants will not be considered for employment unless they meet the minimum requirements listed below.

· Possess a valid driver's license with at least two years of driving experience.
· Be at least 21 years old to operate a commercial motor vehicle interstate.
· [bookmark: _Int_8Cy6slwv]Be able to read and speak English sufficiently to converse with the general public, to understand highway traffic signs and signals, to respond to official inquiries, and to make entries on reports and records.
· Be physically and mentally qualified to drive a company vehicle 
· Possess a current and valid driver's license and proper endorsements for the type of commercial vehicle to be driven.
· [bookmark: _Int_Mgev1vyP]Must not be disqualified to drive a commercial motor vehicle under the rules and regulations set forth in 49 CFR Part 391.15.
· [bookmark: _Int_wTn7XpRa][bookmark: _Int_LAvo5Rrx][bookmark: _Int_H4vS8VL1][bookmark: _Int_VNhnf8hl]Meets all of the requirements and can perform all of the tasks and essential duties of the job description.
· Have at least two years of verifiable driving experience with like-type vehicles.
· Have at least five years of verifiable driving experience if required to transport hazardous materials.
· Has not been convicted of any of the following major violations:
· Being under the influence of alcohol as prescribed by state law;
· Being under the influence of a controlled substance;
· Having an alcohol concentration of 0.04 or greater while operating a CMV;
· [bookmark: _Int_Bj4lLGtr]Refusing to take an alcohol test as required by a state or jurisdiction under its implied consent laws or regulations;
· Leaving the scene of an accident;
· Using the vehicle to commit a felony;
· [bookmark: _Int_oi1x8Vfx]Driving a CMV when, as a result of prior violations committed operating a CMV, the driver's CDL is revoked, suspended, or cancelled, or the driver is disqualified from operating a CMV;
· Causing a fatality through the negligent operation of a CMV, including but not limited to the crimes of motor vehicle manslaughter, homicide by motor vehicle, and negligent homicide; and
· Using the vehicle in the commission of a felony involving manufacturing, distributing, or dispensing a controlled substance.













· Has not been convicted of any of the following serious violations
· Speeding excessively, involving any speed of 15 mph or more above the posted speed limit;
· Driving recklessly, as defined by state or local law or regulation, including, but not limited to, offenses of driving a motor vehicle in willful or wanton disregard for the safety of persons or property;
· Making improper or erratic traffic lane changes;
· Following the vehicle ahead too closely;
· Violating state or local law relating to motor vehicle traffic control (other than a parking violation) arising in connection with a fatal accident;
· Driving a CMV without obtaining a CDL;
· Driving a CMV without a CDL in the driver's possession; and
· Driving a CMV without the proper class of CDL and/or endorsements for the specific vehicle group being operated or for the passengers or type of cargo being transported.

















Motor Vehicle Record Policy

The following table should be used to determine acceptable performance levels for both current and prospective drivers.

	Number of Accidents in the last 3 years 
	DUI or DWI
Convictions


                                          
	Traffic Violations in the last 3 years
	
0
	
1
	
2
	
3
	
�1

	1
	Clear
	Acceptable
	Borderline
	Poor
	Poor

	2
	Acceptable
	Acceptable
	Borderline
	Poor
	Poor

	3
	Acceptable
	Borderline
	Poor
	Poor
	Poor

	4
	Borderline
	Poor
	Poor
	Poor
	Poor

	Major Violation
	Poor
	Poor
	Poor
	Poor
	Poor




Major Violations:
· Driving While Intoxicated
· Driving While Under the Influence of Drugs
· Negligent Homicide Arising out of the use of a Motor Vehicle (gross negligence)
· Operating During a period of License Suspension or Revocation
· Using a Motor Vehicle for the commission of a Felony
· Aggravated Assault with a Motor Vehicle
· Operating a Motor Vehicle Without the Owner's Authority (grand theft)
· Permitting an Unlicensed Person to Drive
· Reckless Driving

	Candidates
	Incumbents

	Clear
	Eligible
	No Action Required

	Acceptable
	Eligible
	No Action Required

	Borderline
	Disqualified
	· May have driving privileges revoked
· Supervisor Coaching
· Remedial Training

	Poor
	Disqualified
	· Loss of driving privilege
· Discipline up to and including termination










Hiring Process

The employment hiring process is designed to ensure that the safest individuals are hired to operate our motor vehicles. This multi-step process will be used for all applicants and administered uniformly without bias toward any protected class, including race, color, religion, gender, age, national origin, disability, sexual orientation, or any other criterion deemed unlawful by state, federal, or local law.

[bookmark: _Int_deMu9ogm]Application. All commercial driver applicants must submit a completed, accurate, signed, and dated employment application. The hiring/screening process will not continue until all information on the application has been verified.

Previous Employment. Employment history will be collected and verified for every commercial driver applicant. All commercial driver applicants must provide this employer with information on all driving positions they have held for the previous ten years:
· Names, addresses, phone numbers, or other contact information of previous employers; and
· [bookmark: _Int_WTggaK84]Names, titles, phone numbers, or other contact information of previous supervisors.

[bookmark: _Int_wI77MWwh]Motor Vehicle Records. The driving record from the previous five years will be examined for all commercial driver applicants from the appropriate agency of every state in which the applicant held a motor vehicle license or permit. The driver qualification and hiring process will not continue until all driving record information has been verified, and no disqualifying violations have been found (see driver qualification criteria above).

[bookmark: _Int_Ws8Q3GHc]Drug and Alcohol History. All applicants will be asked if they have tested positive or refused to test for any pre-employment drug and alcohol test administered by a previous employer. If the applicant admits to any of the above without having successfully completed the DOT return-to-duty requirements, they will not be considered for employment.

All applicants who indicate no drug or alcohol violations must provide written consent for a drug and alcohol history to be obtained for the preceding two years from all DOT-regulated employers. If the applicant fails to provide this consent, they will not be considered for employment. Any positive indication of drug or alcohol use at the following levels will immediately disqualify the applicant:
· Alcohol test with a result of 0.04 or higher;
· Verified positive drug test;
· Verified adulterated or substituted drug test results; and
· Violations of DOT agency drug and alcohol testing regulations.

Applicants who have successfully completed DOT return-to-duty requirements after a drug or alcohol regulation violation will continue through the hiring process.
[bookmark: _Int_M7egR41T]Pre-Employment Screening Program. All applicants must provide written approval for the company to request a copy of the applicant's commercial driving record. Non-compliance with hours of service, cargo securement, and vehicle inspections, among other requirements, will be evaluated during the hiring process. Significant or repeated violations may result in the disqualification of the applicant. When an applicant attempts to apply, renew, or update his or her CDL, the state will request that the state perform a check of its databases, the Commercial Driver's License Information System, and the National Driver Registry to ensure the driver is not disqualified in that state or another jurisdiction, or does not possess a commercial license from more than one jurisdiction

Background and Fair Credit Reporting Act Investigations. All applicants must provide written approval to perform a criminal background check and a credit report check. These checks will be made on all commercial driver applicants and other applicants who may be required to operate a motor vehicle while conducting company business.

Proof of Citizenship and Right to Work. All commercial driver applicants shall be required to provide either proof of U.S. citizenship or proof of their legal right to work in the United States.

Personal Interviews. All applicants will be interviewed in person by the program administrator.

[bookmark: _Int_m0H8c6c6][bookmark: _Int_kPVQOqzM]Drug/Alcohol Screening. All commercial driver applicants will submit to a drug/alcohol screening before an initial offer of employment is extended. Only the designated drug/alcohol testing facility will be used. Drug/alcohol test results from the commercial driver applicant's previous employer will not be accepted. A negative test result is a condition of employment. No driver applicant will perform any work or activity until a negative test result has been obtained for the driver applicant. Be advised that marijuana remains a drug listed in Schedule I of the Controlled Substances Act. It is unacceptable for any employee subject to drug testing under the DOT's drug testing regulation to use drugs or alcohol medicinally or recreationally.


[bookmark: _Int_av2wYzC2]Driving Evaluation. All applicants will be required to submit to a driving test to evaluate their driving proficiency. The driving test will be an on-road driving test with a designated driver trainer. The applicant will be evaluated on pre-trip inspections, city, and rural driving on two-lane and multiple-lane roads, including freeways and interstates, as well as passing, backing, and emergency procedures. This evaluation will be used in the hiring assessment and to develop portions of the company's mandatory driver training program. This driving test will be completed before a new commercial driver can operate a commercial vehicle for company business. Driving evaluations will be documented on the driver's road test examination.

Driver Road Training Checklist


	Driver
	Never
	Sometimes
	Always

	1. Knows the location of instruments, gauges, and safety devices and checks them before driving
	
	
	

	2. Adjusts mirrors, steering wheel, and seat properly
	
	
	

	3. Wears safety belts without being reminded
	
	
	

	4. Works to maintain a safe following distance
	
	
	

	5. Demonstrates correct hand position on the steering wheel at 8 and 4 o'clock
	
	
	

	6. Demonstrates the three-second rule
	
	
	

	7. Is aware of other drivers' blind spots
	
	
	

	8. Checks blind spots before changing lanes
	
	
	

	9. Is aware of how to handle a tailgating situation
	
	
	

	10. Anticipates changing traffic lights
	
	
	

	11. Checks mirrors frequently
	
	
	

	12. Uses the horn appropriately
	
	
	

	13. Signals before turns and lane changes
	
	
	

	14. Anticipates possible braking situations
	
	
	

	15. Appears relaxed and comfortable while driving
	
	
	

	16. Is comfortable and competent driving at night
	
	
	

	17. Uses high and low beams appropriately
	
	
	

	18. Adjusts speed to road, traffic, and weather conditions
	
	
	

	19. Works to maintain a space cushion or buffer zone on all four sides of the car
	
	
	

	20. Checks intersections carefully and pauses before entering an intersection
	
	
	

	21. Sets the emergency brake or parking brake before leaving the vehicle
	
	
	

	22. Demonstrates good, smooth movements and coordination during and after turns
	
	
	

	23. Demonstrates good scanning habits at all times
	
	
	

	24. Obeys traffic laws - including speed limits
	
	
	





Driver Training
Company Orientation. During orientation, commercial drivers will be introduced to all documents, rules, procedures, and policies used by commercial drivers, many of which are included in this Commercial Fleet Safety Program. During driver orientation, drivers will be introduced to company facilities and will be provided with area access security codes and keys as needed. Drivers will also be introduced to personnel with whom they will interact during their employment. All drivers will be provided with a list of contacts and telephone numbers.

Employment Documentation. The company uses a range of forms and other record-keeping documents, including vehicle inspection reports, manifests, bills of lading, logbooks, and receipts for fuel and other vehicle services and maintenance. Drivers will be introduced to these documents by a representative from the Transportation Department.

Driver Safety Rules. Commercial drivers are responsible for adhering to all driver safety regulations. Driver safety rules include:

· Do not operate the vehicle unless all occupants are wearing a seat belt.
· Do not drive the vehicle without headlights illuminated.
· Do not allow any unlicensed/unauthorized persons to operate a company motor vehicle.
· Do not operate any vehicle while impaired, affected, or influenced by alcohol, illegal drugs, medication, illness, fatigue, or injury.
· Do not engage in distracting activities while driving. This includes using a cell phone for talking or texting; eating; using a computer, GPS, or MP3 player; applying makeup; reading; looking at maps; or any other activity that takes a person's eyes or attention away from driving. Drinking non-alcoholic beverages is acceptable.
· Do not use a radar detector.
· Obey the posted maximum and minimum speed limits.
· Do not pick up hitchhikers or allow unauthorized passengers inside the motor vehicle.
· Do not drive a motor vehicle that is mechanically unsafe to operate.
· Do not operate a motor vehicle with unsecured cargo or equipment.
· Move to another traffic lane or slow down when approaching an emergency vehicle along the side of the roadway.
· Observe all state and local laws while operating the motor vehicle.
· Do not accept payment for carrying passengers or materials not authorized by the company.
· Do not push or pull another vehicle or tow a trailer without company authorization.
· Do not transport flammable liquids and gases without authorization. If authorized, only DOT- or UL-approved containers are to be used, and only in limited quantities when necessary.
· Do not use ignition or burning flares. Use only issued reflective triangles.

[bookmark: _Int_zLcEFbTM]These rules will be reviewed annually and signed by each commercial driver. The signed copy will be maintained in the driver's file. Disciplinary action up to and including termination may result if drivers fail to comply with the driver's safety rules.
Driver Safety Notices. The company will post safety notices, regulatory changes, procedure changes, and any traffic/road condition reports in the following locations:
Individual Driver Training. The company has developed and implemented a policy requiring all commercial drivers to complete a mandatory training period before operating company vehicles. Training is conducted and includes both classroom and road training. The total length of the training depends on each driver completing all course objectives.
During this training period, the driver is considered a probationary employee. Upon completing training, the driver trainer will recommend to the program administrator whether to retain or release the new driver. 
Group Driver Training. All commercial drivers are required to attend training. This training will consist of a review of company procedures, updates on regulatory changes, safety topics such as defensive driving and driver fatigue, a discussion of current issues, and a review of all accidents, incidents, and citations. All group training will be documented on the training record/certification form.
Vehicle Observation. The program administrator will conduct random, unannounced vehicle observations of company drivers during their operations. The program administrator's observations will be documented, and the records retained in the driver's file.
Criteria for maintaining employment
Each authorized driver must comply with the criteria below to maintain their status as a qualified commercial driver and be authorized to drive a commercial motor vehicle. Failure to comply with any of the following conditions will automatically disqualify a driver from operating a commercial motor vehicle.
Licenses. All drivers must maintain the proper commercial driver's license for their job duties. Drivers will not possess more than one state-issued license.

[bookmark: _Int_J5lJdu7R]Traffic Violations. Drivers must notify the program administrator within 48 hours of conviction of any traffic violations (except parking). These requirements apply to any motor vehicle the driver was operating at the time the violation was received, regardless of who owns the vehicle.

[bookmark: _Int_N1CrVtlJ]Drugs/Alcohol. Drivers will not operate a commercial motor vehicle with a blood alcohol concentration of 0.04% or more or while under the influence of legal or illegal drugs that impair the operation of the motor vehicle. The sale, purchase, transfer, or possession of any controlled substance (except medically prescribed drugs) is strictly prohibited while using a company vehicle, while on the company premises, or while engaged in company business.

Suspensions/Revocations. Drivers are prohibited from operating a commercial motor vehicle if their license is suspended, revoked, or canceled, or if they are disqualified from driving. The driver must immediately notify the program administrator if their license is suspended, revoked, or canceled.

Qualification Files	
No employee shall operate a company vehicle or any personal vehicle while on company business unless they are listed on the company's qualified driver list. This includes personal vehicles if used for company business. The company maintains a current list of qualified drivers and is required to provide this list to our insurance carrier annually, as well as whenever changes are made to the list. This information is required for each driver:

· Driver application for employment
· Copy of driver's license
· Hire date
· Inquiry to previous employers in the past three years
· Inquiry to state agencies
· Driver's road test examination results
· Certificate of road test*
· Annual MVR and review of driving record
· Annual driver's certificate of violations
· Annual review of driving record

Qualification records for each commercial driver will be maintained for at least three years after their employment is terminated.











Vehicle Inspections

Driver Pre-Trip Inspection. A thorough pre-trip inspection will be conducted by each driver before operating the vehicle. The following seven steps must be completed for each pre-trip inspection. All vehicle inspections will be documented in the driver's vehicle inspection report. If any unsafe conditions are discovered during the pre-trip inspection, they must be corrected immediately.

1. Review Last Vehicle Inspection Report - The driver must review the last vehicle inspection report to verify that any needed repairs were made to the vehicle. If an authorized signature certifies that defects were corrected or that correction was unnecessary, the driver will sign the third signature line of the form. If the defects noted were not acknowledged by an authorized signature, the driver shall not drive the vehicle until the defects are corrected.

2. Vehicle Documentation - The driver must verify that all shipping papers, insurance cards, and any other paperwork required by the DOT are in his or her possession.

3. Vehicle Overview - A general condition review of the vehicle is required. The driver will:
· Look for damage or unusual wear to the vehicle. Examples include vehicle leaning to one side, broken or inoperative lights, tire and rim condition, and suspension and brake wear.
· Look under the vehicle for fresh oil, coolant, grease, or fuel leaks.
· Perform a walk-around assessment to look for people, other vehicles, objects, and low-hanging wires or limbs.

4. Check Engine Compartment -After verifying the engine is turned off, the parking brake is set and/or wheels chocked, the driver will raise the hood and inspect the engine compartment. Check:
· Fluid levels
· Power steering
· Batteries
· Automatic transmission
· Belts for cracks or wear
· Tightness in alternators, water pumps, and air compressors
· Cracked or worn electrical wiring insulation











5. Start Engine and Inspect Inside the Cab - The driver will verify that the parking brake is set, place the gearshift in neutral, start the engine, and listen for unusual noises. Then check:
· Gauges (oil, ammeter/voltmeter, coolant temperature, engine oil temperature, warning lights, and buzzers);
· The condition of the controls. Look for looseness, sticking, damage, or improper setting (steering wheel, clutch, accelerator, brake controls [foot brake, trailer brake, parking brake, retarder controls], transmission controls, inter-axle differential lock, horn[s], windshield wiper/washer, and lights [headlights, dimmer switch, turn signal, four-way flashers, clearance, identification, marker light switches]);
· Condition of mirrors and windshield/windows
· Location of emergency equipment (three red triangles, properly charged and rated fire extinguisher, tire chains, emergency phone number list, and accident reporting kit).

6. Check Lights - The driver will make sure the parking brake is set, the engine is off, and the ignition key is out of the switch, and then check these items:
· Headlights (low and high beams)
· Emergency flashers
· Parking, clearance, side marker, and identification lights
· Turn signals
· Brake lights (a helper will be required to complete this task)

[bookmark: _Int_1zMZ5Ijj]The driver will clean all lights, reflectors, and glass as needed.

7. Test Brakes - The driver will check these additional items:
· Brake drums (or disks), linings, and hoses for cracks or other visible damage, appropriate liner thickness, and presence of oil or grease;
· Air hoses for worn areas or the presence of cuts or other damage. Shut off the engine and test the low-pressure warning signal.
· Verify spring brakes activate with low air pressure (usually in a range between 20-40 psi);
· Check the rate of air pressure buildup (typically 85-100 psi within 45 seconds in dual air systems);
· Test air pressure leakage (with a fully charged air system, typically 125 psi);
· Verify loss rate does not exceed two psi in one minute for single vehicles and three psi in one minute for combination vehicles;
· Check air compressor governor cut-in and cut-out pressures; and
· Test the parking brake with the transmission in low gear. Test the service brake for left or right pulling when the service brakes are applied.


During a Trip. Once on the road, the driver must examine his or her vehicle and cargo at each stop:
· Change of duty status
· Stop

If a problem is found, the driver must either have the necessary repairs or adjustments made before operating the vehicle or safely travel to the nearest repair facility. For vehicles transporting hazardous materials, the driver must examine the tires at the beginning of the trip and each time the vehicle is parked.

During each stop, the driver will check:
· Tires, wheels, and rims
· Brakes
· Lights and reflectors
· Brake and electrical connections to trailer
· Trailer coupling devices
· Cargo securement devices

Post-Trip Inspection and Report. Each driver must complete a written report on each vehicle's condition at the end of the day or when they finish driving for that day. Vehicles include a power unit and trailer(s).

The report must be completed in its entirety, and the driver must note any defects to:
· Service brakes, including trailer brake connections
· Parking (hand) brake
· Steering mechanism
· Lighting devices and reflectors
· Tires
· Horn
· Windshield wipers
· Rear vision mirrors
· Coupling devices
· Wheels and rims
· Emergency equipment

The driver must also note any other defects that could affect the safe operation of the vehicle or result in its mechanical breakdown. The report must also indicate whether no defects are found. The driver must sign and submit the report to the program administrator.

The original copy of the inspection report and certification of repairs will be retained in the vehicle maintenance files. The original copies of inspection reports on which defects were noted, and the certification of repairs will be retained for three months.



VEHICLE SAFETY INSPECTION CHECKLIST

	MAKE:	MODEL:  	

UNIT NUMBER: 		WEEK ENDING:  	

	ITEM
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY

	OIL
	
	
	
	
	
	

	LUBRICATION
	
	
	
	
	
	

	STARTING SYSTEM
	
	
	
	
	
	

	INSTRUMENTS
	
	
	
	
	
	

	COOLING SYSTEM
	
	
	
	
	
	

	AIR SYSTEM
	
	
	
	
	
	

	HYDRAULIC SYSTEM
	
	
	
	
	
	

	OPERATING CONTROLS
	
	
	
	
	
	

	GLASS, MIRRORS
	
	
	
	
	
	

	DEFROSTER
	
	
	
	
	
	

	BRAKES
	
	
	
	
	
	

	STEERING SYSTEM
	
	
	
	
	
	

	TIRES
	
	
	
	
	
	

	SAFETY DEVICES
	
	
	
	
	
	

	LIGHTS & REFLECTORS
	
	
	
	
	
	

	HORN
	
	
	
	
	
	

	WINDSHIELD WIPERS
	
	
	
	
	
	

	FIRE EXTINGUISHER
	
	
	
	
	
	

	[bookmark: _Int_JJ0qwiXa]These items are to be checked each morning before operating this piece of equipment. Report all items in need of repair to the Maintenance Shop at the time of inspection. Turn in the check sheet to the Equipment Supervisor at the beginning of each week.
Operator:	Employee Number:  	

	DATE REPORTED
	REPAIRS
	DATE REPAIRED

	
	
	

	
	
	

	
	
	



Foreman/Equipment Superintendent: ____________________________________________


Privately Owned Vehicle Policy

Definition of a privately owned vehicle (POV): A motor vehicle owned by an elected official, department head, or employee that may be used for official purposes.

· The use of privately-owned vehicles for official business shall be permitted only when such use has been determined to be in the best interests of the employer.
· [bookmark: _Int_b0arstYz]Use of a privately-owned vehicle for official business or purposes shall not be mandatory unless use is specifically made a condition of employment.
· Elected officials, department heads, and employees shall use privately owned vehicles when attending local, regional, or state meetings and are accompanied by persons not employed by the same organization or other public agencies.
· Prerequisites for Authorization:
· Privately owned vehicles shall be maintained in sound mechanical condition and able to provide transportation safe, legal, and reliable.
· Privately owned vehicles shall be equipped with all manufacturer-supplied safety devices and equipment.
· Employees authorized to use a privately-owned vehicle for official business and purposes shall:
· Receive prior authorization from his/her supervisor.
· [bookmark: _Int_Sl9rCxQW]Possess and retain a valid driver's license of the proper class and/or endorsement while operating a vehicle for official business and purposes.
· Provide and retain in vehicle, valid current proof of automobile liability/property damage insurance (with policy coverage limits not less than the statutory minimum and current vehicle registration).
· Using a privately owned vehicle not owned or leased by the authorized employee for official business is prohibited.
· [bookmark: _Int_MILWZVrR]All maintenance costs associated with using a privately owned vehicle for official business or purposes are the vehicle owner's responsibility.
· Any loss or damage that occurs to any privately-owned vehicle is the responsibility of the vehicle's owner unless the employer is found to have legal liability.




Van/Truck Use Policy


Driver Prerequisites
· Ability to demonstrate proficiency in operating a van or truck.
· A valid driver's license, issued by the state, and of the appropriate class for the van/truck.
· Meets minimum driving record requirements.
· Has passed the requisite training course(s)

Check-out Procedures
· Keys must be picked up by the driver.
· The vehicle must be inspected and any problems reported to Fleet Maintenance prior to driving.
· The items indicated in Appendix C should be inspected prior to departure.

Driving Guidelines
· It is the driver's responsibility to ensure that all van/truck occupants are wearing their seatbelts.
· A spotter is required for all backing situations when practicable. When alone, the driver shall complete a walk-around of the vehicle to establish that there are no obstructions prior to backing.
· [bookmark: _Int_tYClUrAm]Drivers are not to exceed the posted speed limit.
· On highways with speed limits above 60 mph, van/truck drivers shall limit their speed to 60 mph.

Loading/Unloading
· Cargo is to be carried safely stowed inside the van or within the truck bed. No items may be placed on the roof unless safely secured to an approved rack designed for that purpose.
· It is the driver's responsibility to properly load the vehicle with passengers and/or cargo, distributing as much weight forward as possible. It is also the driver's responsibility to ensure that all cargo is properly stowed and/or secured.
· [bookmark: _Int_GRt2homa]Unloading or loading of passengers shall only be done where safe and clear of traffic.

Return Procedures
· It is the driver's responsibility to ensure that the van/truck is returned clean and in the same condition as when it was first checked out.
· Any damage incurred while in use must be reported to the driver's supervisor and Fleet Maintenance.


Post-Accident and Emergency Kit Guidelines

Since accidents and emergencies often occur unexpectedly, it is best to be prepared. Drivers should keep certain equipment in their vehicles so that it is readily available for use in emergency situations.

Accident Kits
A motor vehicle accident kit should be kept in all vehicles. The kit should include the following items:
· Insurance cards
· Vehicle registration information
· Written instructions for reporting a motor vehicle accident (including phone numbers)
· An accident reporting form with instructions for completing the form
· Witness courtesy cards that provide witnesses with a phone number to call to provide statements regarding the accident
· Disposable camera
· Note cards
· A pen or pencil

Emergency Equipment
Vehicles should be equipped with emergency equipment in case the driver experiences mechanical difficulty or is involved in a motor vehicle accident. Consider including the following in an emergency kit:

· First aid kit/CPR mask
· Operator's manual
· Flashlight with extra batteries
· Light sticks
· Reflective safety vest
· Space blanket
· Fire extinguisher
· Tire inflator/sealant
· Tire pressure gauge
· Bottled water
· Reflective triangles/flares with matches
· Jumper cables
· Whistle
· Rags
· Gloves
· Hand cleaner/Wet naps
· Cold-weather items (i.e., cat litter, a shovel, an ice scraper, and tire chains)
· Contact information for roadside assistance, if available.

Vehicle Accident Reporting and Investigation Plan 

The company’s accident reporting and investigation plan outlines the methods and practices for reporting and investigating accidents. Near-miss accidents or incidents must also be reported (i.e., when a driver nearly has a vehicle accident but can avoid injury or damage).

[bookmark: _Int_vhbfVksQ]Vehicle Accidents. These steps will be followed in the event of a vehicle accident/incident.

· Stop the vehicle, turn off the engine, and protect the scene by activating the four-way emergency flashers and posting orange emergency triangles to prevent a secondary accident (one near the scene, one marker 100 feet in each direction from the scene, and one marker near curves or hill crests, but no more than 500 feet away).
· Call for medical assistance and assist any injured people, if necessary, but do not move them unless necessary to prevent further injury.
· If possible, protect waterways, storm drains, etc. from hazardous materials if spilled.
· Call the police.
· Call the company's program administrator within 12 hours.
· [bookmark: _Int_ZPE2BvjG]Locate witnesses and get important information from them, including names, addresses, and phone numbers.
· Exchange pertinent information with other drivers.
· Take photos of the accident, street signs, landmarks, and/or mile markers.
· Make detailed sketches/drawings of the accident scene, noting the direction of travel for each vehicle involved.
· Complete the vehicle accident report form.

Note: Every company motor vehicle is required to have a vehicle accident reporting kit in the glove box. This kit should be used by the driver to record accident facts as soon as possible after the accident.

Accident investigation kits are available from the program administrator.

Post-Accident Actions. Drivers involved in an accident are to comply fully with:
· Never admitting fault or apologizing. Apologies can be interpreted as an admission of fault.
· Being polite and never arguing with other drivers or witnesses;
· Being polite and never arguing with the police;
· Never make a statement to the media. Refer them to the company's media contact.
· Never discuss details of the incident with anyone but the program administrator. 
· Always report the accident/incident to the program administrator, regardless of severity.



Vehicle Accident Involving Employee Injury/Property Damage Reporting. Our "Vehicle accident involving employee injury/property damage" reporting procedures include:
·  The company is required to test each surviving driver for alcohol and controlled substances as soon as possible following an accident, as required by §382.303.
· Employees injured on the job are to report the injury to the program administrator or (Enter Name & Title) as soon as possible following the incident.
· The program administrator or (Enter Name & Title) is to follow the established employee injury/property damage accident investigation program.

The goal of this reporting and investigation process is not to find fault, but to determine the root cause so that corrective actions can be taken to prevent future accidents or incidents. Please refer to the Supervisor's Investigation of Motor Vehicle Accident form
Vehicle Accident Report Retention. Vehicle accident reports and associated information will be maintained by the program administrator for three years after the date of the vehicle accident. The following information will be retained:
· Date of accident;
· City and state in which the accident occurred;
· Driver name;
· Number of injuries;
· Number of fatalities;
· Whether hazardous materials, other than fuel spilled from the fuel tanks of motor vehicles involved in the accident, were released;
· Copy of vehicle accident report; and
· Copies of all accident reports required by the state or other governmental entities or insurers.

Post-Accident Corrective Action Procedure. The program administrator will evaluate the driver's performance in relation to their training after an accident. The corrective actions outlined below will apply if an accident is determined to have been preventable. Accidents will be reviewed by the program administrator or (Enter Name & Title) on a case-by-case basis before the corrective action program is initiated.

[bookmark: _Int_PMfafYfg]A driver who is involved in one preventable accident in six months will be placed on probation for 90 days. If the driver successfully completes the probationary period without any further accidents, they will be removed from the probation list. However, if the driver is involved in another preventable accident while still on probation, they will be terminated.

The company also reserves the right to impose more stringent consequences based on the circumstances and/or severity of a preventable accident.

[bookmark: _Hlk522611996][bookmark: _Hlk522611997]MANAGERS REPORT OF VEHICLE ACCIDENT

Instructions: Managers shall use this form to report company vehicle accidents. This form must be completed in its entirety and forwarded to the Safety Department within 24 hours.Employee ID#:


	DRIVER INFORMATION

	Last Name, First Name, Middle Initial:
	Sex:
Select
	Last 4 of SS#

Hire Date:

	HOME ADDRESS:
	Street Address: (include Apt. No.)
	City:
	State:

ZIP:

	Job Title:	Assigned Department:
Select
	Date of Birth:

	Time Shift Began: Drug Tested? On Duty at Time of Incident:
	
	Telephone #:

	ACCIDENT/INCIDENT INFORMATION

	
LOCATION WHERE VEHICLE ACCIDENT OCCURRED:
	Street/Intersection:
	Weather:
Select

	
	City:
	County:
	State:

	On railroad property?
Select
	Date Occurred:
	Time Occurred:
	Date Reported:

	COMPANY
VEHICLE INFORMATION
	Answer questions below if backing accident:  

Equipped with backup sensors?

If yes, were sensors working properly? 
	Last 4 of VIN:	
Unit # Make/Model/Year
If a DOT vehicle, provide DOT vehicle #
	Vehicle Damaged? 
Estimated Cost of Repairs:

	
POLICE/AUTHORITIES
	Reported to the Police?
Select
	[bookmark: _Int_Zaiiz0Sd]If Yes, to whom?
	Police Report#:

	Police/Authority phone#:
	Citations Issued?
Select
	[bookmark: _Int_Bz4Eaj0D]If Yes, to whom?
Select

	Describe how the accident occurred:

	



VEHICLE ACCIDENT REPORT
If Yes
describe damage on
lines below:


Instructions: Managers shall use this form to report company vehicle accidents. This form must be completed in its entirety and forwarded to the Safety Department within 24 hours.MANAGERS REPORT OF VEHICLE ACCIDENT


	Describe how the accident occurred:

	
	[image: ]
	

	OTHER DRIVER INFORMATION

	

VEHICLE OWNER
	Name of Owner:
	Address:

	
	City:
	State:

Zip:
	Phone #:

	

VEHICLE DRIVER
	Name of Driver:
	Address:

	
	City:
	State:

Zip:
	Phone #:

	Driver’s License #:	State:
	Insurance Company:
	Insurance Policy #:

	Was the Driver Injured? Lic Plate State & #:

	Was the Vehicle Damaged?

	Make:
Model/Color:

	



 


2
 LOSS CONTROL DEPARTMENT


	
MANAGER'S REPORT OF VEHICLE ACCIDENT



	[bookmark: _Int_9fhFpd8O][bookmark: _Int_nTVTeNNN]List any/all witnesses. Include name, address, and phone numbers.

	

	DOCUMENT PREPARERS INFORMATION

	Name:
	Signature:

	Date:
	Time:


If the employee was injured, you must complete the applicable injury forms as well.






















Cargo Securement

[bookmark: _Int_7zntKB4K]Cargo securement is crucial to the safety of the driver, their vehicle, and other vehicles on the road. Loads should be examined within the first 50 miles of initial transport and again at all following stops. All tie-downs, tarps, doors, hatches, blocks/chocks, straps/chains/binders, tires, placards, lights, and other related items must be verified as secure, ensuring they cannot damage the cargo or come loose and fall off the vehicle. After the verification has been made, it must be called into dispatch.


Traffic and Road Reports
The program administrator will work to select the safest routes. The company will use various tools at its disposal to investigate:
· Road conditions
· Heavy traffic
· Road closures
· Dangerous intersections or roads
· Stops near crests of hills, at blind corners, or on busy roads
· Tunnels, bridges, and overpasses
· Road construction
· Steep grades
· Roads that may have seasonal concerns
· Heavy pedestrian areas

This information will be posted on:


If the road conditions on the driver's route are hazardous, the driver shall not attempt to drive that route.

Law Enforcement Stops/Roadside Inspections/Weigh Stations

The company expects drivers to behave in a professional and courteous manner when stopped by law enforcement, passing through weigh stations, or if asked to participate in a roadside inspection. Directions given by the official should be strictly followed. Failure to comply with the procedures outlined below may result in disciplinary actions, up to and including termination.









Roadside Inspection Procedures. When a driver must participate in any of the above actions, they must pull off the road immediately to an area designated by the officer. If the driver believes the designated area is unsafe for themselves and/or the officer, they will state their concerns to the officer in a courteous and professional manner. Once the inspection is underway, the driver shall follow the directions given by the officer and act appropriately.

The results of all stops and inspections must be reported to the company during the driver’s next scheduled check-in call. The driver must turn in all inspection reports to the program administrator upon arrival. If the driver is not scheduled to arrive at a company location within the next 24 hours, the report must be mailed to
Attention: Fleet Program Administrator.

If the vehicle or driver is placed out of service, the driver must notify the program administrator immediately so he/she can notify the customer of any delays that may result. A vehicle placed out of service cannot be operated until all repairs required by the out-of-service notice are completed.

Disposition of Report. Upon receiving a roadside inspection report,
[bookmark: _Int_jhyh9ta8]I will arrange to correct any outstanding defects. Within 15 days of the inspection, the program administrator will certify that all defects have been corrected. This will be done when the carrier official signs, dates, and adds his/her title to the inspection report form. The form will then be mailed to the issuing agency at the address indicated on the form.

The driver will be notified when defects have been corrected. Roadside inspection reports will be analyzed to identify ways to reduce the number of violations and the rate of vehicles being out of service. A copy of the roadside inspection report will be retained for three years.











Cell Phone Use Policy
[bookmark: _Int_mZXuz4ds]The following guidelines outline the basics for proper employee cell phone use during work hours. In general, cell phones should not be used when they could pose a security or safety risk, or when they distract from work tasks. 
· Never use a cell phone while driving. 
· Never use a cell phone while operating equipment. 
· Do not use cell phones for surfing the internet or gaming during work hours.
· Avoid using work cell phones for personal tasks.
· Avoid using personal cell phones for work tasks.
· Do not use cell phones during meetings. 
· Do not use cell phones to record confidential information.
We realize that cell phones can be great tools for our employees. We encourage employees to use cell phones when:
· For making or receiving work calls in the appropriate place and situation to do so.
· For other work-related communication, such as text messaging or emailing, in appropriate places and situations. 
· To schedule and keep track of appointments.
· To carry out work-related research.
· To keep track of work tasks.
· To keep track of work contacts.

If you must use a cell phone while driving, follow these safety guidelines.

Get your phone set up to be legal and safe!
Every cell phone manufacturer creates different devices for hands-free use. Knowing how to program your speed dial, operate the speakerphone, use voice activation, and utilize other safety features is essential for effective use. 

[bookmark: _Int_mSoBnjpY][bookmark: _Int_oMez4Vzo]Have someone else make the calls.
If passengers are present, allow them to answer and make calls on your behalf. 

Use a hands-free device with your cell phone.
[bookmark: _Int_RnQi48sQ]Hands-free cell phone accessories are readily available. Whether you choose an installed device for your cell phone or a speakerphone accessory, take advantage of these devices. Assure it is safe and legal!

Do not use your phone while driving.
Never text or take notes while the vehicle is in motion. These types of activities are serious distractions and increase your risk of an accident. 

Use your voicemail
Allow phone calls to go to voicemail and return calls when you reach your destination. 

Pull over
If you must make or receive a call, pull your vehicle over to a safe and legal location before making or answering the phone. 




Do not use your cell phone in poor driving conditions
Poor driving conditions or low-light situations can severely affect your reaction and response time. Using a cell phone when driving at night or in rainy situations is not recommended.
Disciplinary Action:
Improper use of cell phones may result in disciplinary action. Continued use of cell phones at inappropriate times or in ways that distract from work may result in the revocation of cell phone privileges. 
Cell phone usage for illegal or dangerous activity, for purposes of harassment, or in ways that violate the company's confidentiality policy may result in employee termination.


Periodic Program Review
At least annually, the program administrator will conduct a program review to assess the progress and success of the program. The review will include:
· Review of individuals driving compared to the qualified drivers list;
· Re-evaluation of all training programs and records;
· The need for retraining of management and/or drivers based on accident investigation results;
· Review of drivers involved in a high number of vehicle accidents;
· Responsiveness in reporting vehicle accidents; and
· Vehicle purchases and safety equipment contained on the vehicles.

The program's success will be determined and reported to senior management using these criteria:
               o Cost and frequency of vehicle accidents;
· Employee feedback through direct interviews, audits, and questionnaires; and
· Vehicle accident investigation results.












[bookmark: _Hlk506820909][bookmark: _Hlk507058365]EXCAVATION AND TRENCHING




Purpose
To provide guidelines to ensure the safety of all employees required to work in and around excavations.

Scope
This procedure applies to all divisions, on-site construction, and maintenance projects.

References
29 CFR 1926.650 - 652

Responsibility
 Project Supervision, in charge of the excavation work, is responsible for ensuring the following:

· All preparatory work is conducted as set forth in this procedure before excavating.
· Excavation work is performed within the guidelines as set forth in this procedure.
· An Excavation Permit has been issued and properly completed by the appropriate personnel.

Project Supervision is responsible for locating any electrical lines near the excavation to be dug. If electrical lines are present, the supervisor must communicate the exact location of the lines to the person in charge of the excavation work.

Project Supervision is responsible for locating any acid, steam, water, fuel, gas, and/or other process/service underground line near the excavation to be dug. If pipelines, as described above, are present, the supervisor must communicate their exact location to the person in charge of the excavation work.

The company will ensure that prior to assigning any employee to perform trenching and excavation work, all safeguards are in place, and a completed Excavation Permit (see Exhibit A) has been posted in the area where excavation and trenching operations will be conducted.




Procedure
 Before any excavation can be made, an Excavation Permit must be filled out and approved by the company.

 Soil classification shall be made by a qualified person. Unclassified soil will be sloped 1 ½: 1 or shored when the excavation exceeds 4 feet in depth.
 All shoring for excavations exceeding 20 feet in depth must be designed by a registered professional engineer, and all shoring installed must be approved and signed off by a registered professional engineer.
All spoils must be placed at least three (3) feet from the excavation's edge.

 Excavations four (4) feet in depth or greater must have a stairway, ladder, ramp, or other safe means of egress within 25 feet of any employee.
 All excavations shall be inspected prior to entry:
· At the start of each shift
· After heavy rains
· After freezing and/or thawing, temperatures occur
 For all excavations four (4) feet in depth or greater, the atmosphere in the excavation must be tested to ensure that no hazardous atmosphere exists.
 The person responsible for the crew working in the excavation must inspect the excavation throughout the work period and halt operations when unsafe conditions are present.

 The number of workers in the excavation is to be limited to the number needed to perform the work.

Records
A copy of the excavation permit will be maintained in the safety file.

[bookmark: _Hlk522611830] 
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[bookmark: _Hlk506280211][bookmark: _Hlk506280492]

CONFINED SPACE & VESSEL ENTRY


[bookmark: _Hlk506280541]This procedure outlines safe practices for entering and working in confined spaces, which may pose hazards to employees.

[bookmark: _Hlk506280551]Scope
This procedure applies to all divisions, on-site construction, and maintenance projects.

[bookmark: _Hlk506280565]References
29 CFR 1926.21 and 352
29 CFR 1910.134 and 146

[bookmark: _Hlk506280579]Exhibits
Exhibit A - Confined Space Entry Permit
Exhibit B - Confined Space Entry Test & Acknowledgment of Training Form

Responsibility
 The company will develop a written confined space procedure, provide comprehensive training to all personnel required to work in confined space operations, and monitor and administer this procedure.

[bookmark: _Hlk506280595]Introduction
Most fatalities and injuries occur because employees are unaware of potential hazards in confined spaces. Confined space entry can present many health and safety hazards, and personnel must be properly equipped to handle these situations. Millions of workers enter confined spaces each year, and some of those never make it out alive. More than half of confined space deaths and accidents result from situations when a person rushed in to rescue a fellow employee, and they were not prepared or protected.

This program's objective is to inform employees to follow safe entry procedures and develop a respect for potential hazards in confined spaces. Severe consequences are associated with untrained personnel and failure to follow safe work practices. The goal is to eliminate accidents caused by hazards associated with confined space entry.

[bookmark: _Hlk506280700]Definitions
Confined Space means any space with a limited entrance or egress that is subject to the accumulation of toxic or flammable contaminants or the development of an oxygen-deficient atmosphere. Confined spaces include storage tanks, bins, boilers, ventilation or exhaust ducts, sewers, underground utility vaults, tunnels, pipelines, and open top spaces over four feet in depth, such as pits, tubs, vaults, and vessels.

Hazardous Atmosphere refers to an atmosphere that poses a risk of death, incapacitation, injury, or acute illness to employees. One or more of the following conditions may cause it:

 An atmospheric oxygen concentration below 19.5 percent (an oxygen-efficient atmosphere) or above 22.0 percent (an oxygen-enriched atmosphere), by volume.

[bookmark: _Int_N23fEpps]A flammable gas, vapor, or mist over 10 percent of its Lower Explosive Limit (LEL).

 A hydrogen sulfide gas concentration of above two parts per million.

 A carbon monoxide gas concentration of above 25 parts per million.

An airborne combustible dust at a concentration that obscures vision at five feet or less.

[bookmark: _Int_cWKaJ10L] Presence of any substance in an atmospheric concentration above the Permissible Exposure Limits (PEL) published in Subpart Z of 29 CFR 1910.1000. If a contaminant is not published in Subpart Z, consult Material Safety Data Sheets or other authoritative sources.

 Any atmospheric condition recognized as Immediately Dangerous to Life or Health (IDLH).

Chemical - any element, chemical compound, or mixture of elements or compounds, which includes:
· Liquids: Solvents, glues, petroleum products, cutting fluids, lubricants, coatings, etc.
· Solids: Iron, steel, stainless steel, grinding disks, welding rod, etc.
· Gases	Argon, oxygen, acetylene, CO2, etc.

Material Safety Data Sheet (MSDS) - Written/printed information concerning a hazardous chemical, which is prepared in the format required by the OSHA standard.

[bookmark: _Hlk506280767][bookmark: _Int_cnYquyDC]Label - Any written, printed, or graphic sign or symbol displayed on or affixed to containers of hazardous chemicals. A label identifies the hazardous chemical, provides appropriate hazard warnings, and includes the name and address of the manufacturer, importer, or other responsible party, and target organ effects.

Health Hazard - a chemical, mixture of chemicals, or a pathogen for which there is statistically significant evidence based on at least one study conducted in accordance with established scientific principles that acute or chronic health effects may occur in exposed employees.

Physical Hazards - Physical hazards include fire or explosion, sudden pressure release, or reactivity.

Immediately Dangerous to Life and Health (IDLH) - an atmospheric concentration of any toxic, corrosive, or asphyxiant substance that poses an immediate threat to life or would cause irreversible or delayed adverse health effects or would interfere with an individual’s ability to escape from a dangerous atmosphere.

Permissible Exposure Limit (PEL) - means the dermal or inhalation exposure limit.

Air Purifying Respirator - A device to protect the wearer from inhalation of harmful contaminants by cleansing the atmosphere through mechanical and/or chemical filtering media.

MSHA - Mine Safety and Health Administration

NIOSH - National Institute of Occupational Safety and Health

Oxygen Deficiency - An atmosphere having less than the percentage of oxygen found in normal air. Normally, air contains 21% oxygen.
[bookmark: _Int_lSsNgOkA]Threshold Limit Value (TLV) - An airborne concentration of a substance to which nearly all personnel can be repeatedly exposed, day after day, without adverse health effects.

[bookmark: _Int_65IlMdIc]Time Weighted Average (TWA) - The average concentration for a normal 8-hour workday and 40-hour workweek to which nearly all personnel may be repeatedly exposed, day after day, without adverse health effects.

[bookmark: _Hlk506280820]Confined Spaces
A confined space is an enclosed area which:
 It is not designated for continuous occupancy.
 It is large enough and shaped so that a person can enter and perform assigned work.
 Has limited openings for entry or exit (storage tanks, silos, boilers, tanks, vessels, tunnels, vaults, pipelines).
 Lacks natural ventilation.
 May contain one or more of the following: atmospheric hazards (lack of oxygen or presence of toxic vapors), potential for engulfment (silo), and chemical residue.
[bookmark: _Int_EqQ3olh4]All confined spaces should be marked with a sign, placard, or permit. If you have a question about a potential confined space, ask your supervisor or foreman.





Confined Space Safety & Health Hazards
Confined spaces may contain many safety and health hazards. They may include asphyxiation (unconsciousness or lack of oxygen), falls, burns, engulfment, chemical exposure, and job-related hazards.
[bookmark: _Int_q2oA6jBy]Following confined space procedures and safe work practices is essential to protect your health and safety. The goal is to control confined space environments and prevent accidents, which could lead to injury and death. If you have a question about a confined space, ask your supervisor.


Confined Space Atmospheric Hazards
One of the leading causes of injuries and fatalities in confined spaces is exposure to atmospheric hazards. Atmospheric hazards are caused by poor ventilation and can lead to asphyxiation. Workers rushing into confined spaces to rescue employees without proper protection have led to multiple deaths. That is why knowing the atmospheric hazards of a confined space is so important in preventing injuries and deaths. Atmospheric hazards include the following:

[bookmark: _Hlk506280952]Flammable Gas-Vapors-Mists Levels

The inhalation of toxic vapors is also a leading cause of injury and death in confined spaces. Toxic vapors immediately enter the bloodstream when inhaled. Never stick your head in a confined space to check things out. Many gases and vapors are heavier than air, and higher concentrations may be greatest at ground level. Additionally, some gases and vapors can travel long distances across the ground, eventually settling in low-lying areas.

 The Permissible Exposure Limit (PEL) of any substance in the atmosphere must be within the limit set by the federal regulations. The PEL of a substance is the permitted dermal or inhalation level of that substance. This information can be found in the Safety Data Sheet (SDS).

 The Lower Flammable Limit (LFL) of any substance cannot be greater than 10% of the limit set by federal regulations. The LFL means the minimum concentration of the flammable material that will ignite if an ignition source (spark) is present. That is why it might be necessary to use explosion-proof
lighting or spark-resistant tools in a confined space. This information can be obtained from the SDS.

There are many potential causes of fires and explosions with hazardous chemicals. They include chemical reactions, the ignition of explosive or flammable chemicals, the ignition of materials due to oxygen enrichment, the agitation of shock- or friction-sensitive compounds, and the sudden release of materials under pressure.

Fires and explosions may occur spontaneously in situations involving moving drums, accidental mixing of incompatible chemicals, and the introduction of an ignition source. Fires and explosions involving hazardous chemicals pose hazards including intense heat, open flames, smoke inhalation, flying objects, the release of toxic chemicals, and a threat to both on-site personnel and the public. Protecting against fires and explosions involves careful monitoring of explosive atmospheres, controlling ignition sources, using non-sparking tools, and adhering to safe work practice procedures.


Airborne Combustible Dust Levels

[bookmark: _Int_H4wvZ8PA]Potentially hazardous dust exposure can occur in certain operations. Employee overexposure to airborne dust could present health problems due to inadequate hygiene precautions. As a rule of thumb, if a material in the air is capable of igniting and burning at concentrations where vision is limited to five feet or less, the area is not safe. Refer to the SDS for information regarding dust characteristics.


Oxygen Levels
[bookmark: _Int_c9E59LH1][bookmark: _Int_y4CC8iNv]The normal content of oxygen in the atmosphere is 21%. Physiological effects of oxygen deficiency in humans begin to appear when the oxygen level reaches 16%. Impaired attention, judgment, loss of coordination, and increased breathing and heart rates are signs of oxygen deficiency. Concentrations of oxygen lower than 16% can result in nausea and vomiting, brain damage, heart damage, and death. Oxygen Deficiency means concentrations of oxygen are 19.5% or lower. Oxygen deficiency results from displacement from another chemical (e.g., chlorine, CO2) or consumption of oxygen by a chemical reaction (e.g., fire, hot work). Confined spaces or low-lying areas are particularly susceptible to oxygen deficiency and should be continuously monitored before and during entry. Oxygen-enriched means the oxygen level reaches above 22%. This atmosphere could cause combustible materials present to explode if an ignition source is present.  An ignition source could include sparks from welding.

Confined Space Entry Permits
If an employee is entering a confined space to perform maintenance work, inspections, repairs, or new construction, an entry permit is required. The entry permit is designed to communicate all potential hazards to personnel involved in the entry. It also serves as a valuable checklist to make sure necessary safety precautions and procedures are followed. The following information is contained on a confined space entry permit:
An entry permit authorizes entry:
· Only by authorized employees.
· Into a specific permit entry-confined space. 
· For a specific purpose, stating work activity.
· By a specific shift or work crew for a certain amount of time. 









Other information included on the entry permit:
[bookmark: _Int_5oB4yD1F][bookmark: _Int_ltHryqns] Any known hazards or those which could reasonably be expected to be present in the space.
 Measures that may be needed (e.g., lockout/tagout).
 Measures needed to remove or control potential atmospheric hazards (e.g., purging, ventilating, flushing).

 Any testing and monitoring equipment and procedures used to verify that acceptable conditions are maintained before and during entry.

 Rescue and other services to be used or summoned if needed, and the means of communicating with those services.

 Rescue equipment provided if necessary (e.g., lifeline, escape pod).

 Communication procedures and equipment used by entrants and attendants to maintain contact.

[bookmark: _Int_g1RLKYNy] Personal protective equipment is necessary for the entry or rescue of workers in spaces.

 Hot work should be noted on the permit and/or on a separate hot work permit, which is attached to the entry permit.


Confined Space Entry Team
Attendant Responsibilities

The attendant (Hole Watch) is the person stationed outside the confined space who monitors the authorized personnel inside. The attendant is responsible for:

· Stay outside the confined space during entry.
· Know how to summon rescue and other emergency services.
· [bookmark: _Int_XEdF1zRL]Maintain continuous contact with personnel in the space.
· [bookmark: _Int_IxoB4ORi]Maintain an account of personnel in the space.
· Monitor activities inside/outside the space to determine if personnel are safe.
· [bookmark: _Int_JubU7aHi]Know and be able to recognize potential hazards in the space.
· Never enter a space for rescue by yourself, unprotected!
· Order a space evacuation if: Unsafe conditions exist inside/outside the space, notice of toxic symptoms that are exhibited by personnel in space, or you must leave the work attendant position.






Entry Supervisor Responsibilities

The entry supervisor is the person who authorizes or oversees confined space activities. The entry supervisor is responsible for:

· Determining if conditions are acceptable for an entry.
· Withhold authorization for entry if unacceptable conditions exist.
· Terminate entry if you are aware of potential hazards.
· Make sure the entry permit is prepared correctly.
· Remove unauthorized individuals from the entry permit area.
· Sign a permit.
· Entry Supervisor may also assume the duties of either the attendant or entrant after training.


Entrant Responsibilities

The entrant is the person entering the confined space to complete job tasks. The entrant's responsibilities are:

· Know how to use the personal protective equipment required.
· [bookmark: _Int_dnG8yzwf]Understand symptoms of overexposure to potential toxic hazards in the space.
· Stay in constant contact with the attendant.
· Be on the lookout for new potential hazards & communicate or evacuate the space.
· Evacuate the space if told to do so.











Entry Procedure
Training

 Affected employees must be trained in all aspects of the purpose and use of the Confined Space Entry Procedures. Each employee must be trained in the use and purpose of all personal protective equipment. The training must include simulated emergencies during which participants will don respirators and practice rescue procedures. A written training program based on this procedure shall be written by the (Enter Name & Title) and used as the training document.


Sequence of Confined Space Entry

Before any employee can enter a tank or other confined spaces, supervisory authorization must be obtained.

[bookmark: _Int_8LBfElJl][bookmark: _Int_dUiH7579] Prior to the issuance of the permit, authorized personnel from outside the confined space must conduct appropriate atmospheric tests to determine if established air contaminant limits are exceeded or if the oxygen concentration is less than or greater than the permissible concentrations. Tests must be made with the appropriate monitoring equipment. The person authorized to monitor the atmosphere must be trained in the proper use, calibration, and care of the monitoring instruments and must remain at the site when work is being performed in a confined space.

 If tests indicate that the atmosphere is initially safe, but the work may produce a hazardous atmosphere through processes such as cutting and welding, the distribution of accumulated sludge, or the use of solvents, entry without continuous air monitoring, a safety harness, and a lifeline will not be permitted.

 If tests indicate that the atmosphere is unsafe, the confined space must be ventilated until the hazardous atmosphere is removed, prior to allowing employees to enter.

 If, after ventilating the space, tests indicate a non-respirable atmosphere (less than 19.5 percent oxygen) or levels of toxic contaminants hazardous to health, no person will be allowed to enter unless equipped with an approved air-line respirator or a self-contained breathing apparatus, safety harness, and lifeline and has been properly trained in the use of that equipment.  Employees entering contaminated confined spaces shall be kept to a minimum and only for emergency maintenance.

 The employee entering the space must wear protective clothing if the contaminant can cause dermatitis, chemical burns, or be absorbed through the skin.


 Constant communication and/or observation with the employee in the immediate area who is not in the confined space.
· An adequate rescue procedure.
· [bookmark: _Int_s6jHiHzO]Someone to be readily available who has been trained in cardiopulmonary resuscitation (CPR).


 In all cases, the company procedure will be followed. Before entering a confined space, the contents must be drained, and the clean-out doors, if provided, must be opened. Further, all lines/pipes serving the confined space must be isolated by positive means, which may include, but are not limited to, blanking, misaligning, and securing valves in a closed position. Closure of double valves with a lock and tag-out is preferred over single valve closure. All remotely operated valves (ROVS) must be locked and tagged out, and their energy source must be isolated and drained. (See Lockout/Tagout)

 A hole watch shall be stationed outside the entrance to each confined space when employees are inside the confined space. The entire watch shall be trained in their duties regarding maintaining communication with employees and initiating rescue services as required. Hole watches shall not leave the entrance while employees are still in the confined space.

Special Considerations

 In potentially explosive or flammable atmospheres, non-sparking tools and portable vapor-proof electric lighting not exceeding 12 volts must be used. Smoking, open flames, and cutting or welding will be prohibited.

Personal protective equipment, such as coveralls, impervious gloves, boots, and face and eye protection, must be used as required by the operation being performed.

[bookmark: _Int_3hQOTeqT] In the event of a sudden life-threatening or otherwise potentially dangerous situation requiring immediate action that involves entry into a confined space as defined in this procedure, and in the absence of time to complete testing and ventilation procedures, the atmosphere will be considered unsafe to enter. Anyone required to enter such a confined space for rescue or monitoring purposes shall be properly trained in the use of and wear a SCBA.

Equipment

 A combination combustible gas/oxygen meter is required that simultaneously samples for combustible vapors and oxygen deficiency. However, individual meters for sampling combustible atmospheres and oxygen deficiency may also be used. Additional atmospheric monitoring equipment must be purchased and used to evaluate other known gases, such as hydrogen sulfide and sulfur dioxide, which may be present in an enclosed space (e.g., tanks, vessels) at a client's process facility.

 Supplied-air breathing apparatus, such as self-contained respirator with full face piece operated in pressure demand mode (SCBA), or TYPE-C supplied- air respirator with full face piece operated in pressure demand mode with an emergency backup SCBA or escape bottle operated in a pressure demand mode must be used in atmospheres Immediately Dangerous to Life and Health (IDLH) and from which the user can readily escape.

 A supplied-air TYPE-C respirator may be used, but is not mandatory, in either continuous flow or pressure demand mode, in areas that are not Immediately Dangerous to Life and Health (IDLH) and from which the user can readily escape.







Harness and Lifelines: A harness should be able to get an inert body upright. A parachute-type harness with a single lifting ring attached to the upper back, or with dual lifting rings attached to the shoulder straps, is recommended for work in open areas. Where egress through narrow openings is necessary, wristlets with attached lifting rings must be used in addition to a body harness. Sufficient lifelines of at least one-half inch manila must be provided to ensure constant connection between the employee in the confined space and the attendant outside.
 When using hose-line supplied air units, breathing air must be delivered through a filter board. The air quality of the compressed air must meet the requirements as specified in 29 CFR 1910.134.

[bookmark: _Int_YVUYLSHt] Ventilation: A portable blower with a minimum capacity of 600 dfm at 1.5 inches static pressure should be used to supply air and ventilate the enclosed space prior to and during occupancy. If the space is large enough, additional air volume may be required.

Maintenance of Equipment

 A competent person must maintain, and issue all self-contained and/or supplied air breathing apparatus required by this procedure.

[bookmark: _Int_CBbIjE9o] The safety designee shall be responsible for issuing all entry permits.

[bookmark: _Int_lRjwxMzJ] The safety designee shall maintain and ensure calibration of all combustible gas/oxygen meters, which must be readily available for use as required.

Records
A confined space permit indicating the expiration date and time of the permit must be posted at the entrance to the confined space for the duration. A copy of this permit will remain in the project files for the project's duration, along with the completed copy and test results of the atmospheric testing for the confined space. These records shall be shipped to the division responsible for the work for long-term storage (5 years).



Exhibit B

[bookmark: _Hlk506283004][bookmark: _Hlk506282926]CONFINED SPACE ENTRY TEST & TRAINING ACKNOWLEDGMENT

[bookmark: _Hlk506283025][bookmark: _Int_dQLYwjwI]Name_______________                                                 Date:_____________
 Answer the questions by filling in the blank or circling the correct answer.

1. A confined Space is not designated for continuous occupancy. ￼True	False

2. Accidents and injuries in confined spaces result from.
a. Lack of Monitoring	b.  Not using proper protection
[bookmark: _Int_Dx5K9Ios][bookmark: _Int_EDPlbAGW]c.  Not de-energizing equipment.	d.  All of the above

3. [bookmark: _Int_g3N6FrBM]An attendant must be present during entry activities.	True	False

4. The atmosphere of a confined space is hazardous if the concentration of flammable	gas, vapor, or mist is:
a. [bookmark: _Int_R1thS85v]Not detected	b.   So thick you can’t see five yards in
[bookmark: _Int_W4e3Y7X2][bookmark: _Int_cQyNhipC]c.  Greater than 10% of its lower	front is for you. Flammable limit.

5. [bookmark: _Hlk506283043]Even placing your face through the opening of a confined space is considered an entry. True False

6. [bookmark: _Int_Gzwr9hxk][bookmark: _Int_TTFP4bDl]Protective Equipment required in a confined space depends on the hazards present.  True  False

7. [bookmark: _Int_JlxsKA1n]In case of an emergency, the attendant should rush in to rescue the employee inside.   True False

8. The MSDS contains valuable information pertaining to a chemical’s characteristics.
True    False

9. Residue left in confined spaces can cause:
a. Fire Hazards	b.	Respiratory Hazards
[bookmark: _Int_iA13wAFU]c.	Explosion Hazards	d.   All of the above

10. [bookmark: _Hlk506283144][bookmark: _Hlk506283075]Precautions to take before confined space entry include:
a. Atmosphere Monitoring	b.  Lockout/Tagout
[bookmark: _Int_q01TtSjn]c.	Permitting	d.   All of the above
11. The atmosphere in a confined space is oxygen-deficient if the level of oxygen falls below what percent:
a.  8	b. 37	c. 19.5
12. The entry permit authorizes anyone to enter a confined space.	True   False
13. The atmosphere of a confined space is unacceptable if the oxygen level is below 
  	percent or above percent.
14. The attendant may leave only for a few minutes.	True   False
15. [bookmark: _Hlk506283167]The entry supervisor authorizing or in charge of the entry is responsible for:
a. [bookmark: _Int_fetXR9cB]Making sure the entry permit or checklist is prepared correctly.
b. Determining if conditions are acceptable for entry.
c. [bookmark: _Int_6lG1OZFz]All of the above.
16. Hot work activities can change the atmosphere in a confined space.	True   False
17. [bookmark: _Int_AnkRwwMS][bookmark: _Int_ecJfzuUJ]Gases/Vapors in a confined space can be at heavier concentrations at different levels. True  False
18. [bookmark: _Int_JMm6hTCo]What information is included on an entry permit?
a. Emergency phone numbers	b.   Personnel in the space
c.	Any know hazards in the space	d.   Personal Protective Equipment
[bookmark: _Int_DqQbnI35]e.	Monitoring Readings	f.   All of the above
19. An attendant may order workers to leave a space if:
a. He/she must leave the station	b.	He/she notices symptoms of toxic exposure
c.	A and B	d.	None of the above
20. [bookmark: _Hlk506283185][bookmark: _Int_YPEksMfW]Some job functions can create a hazard in confined spaces.	True	False


[bookmark: _Int_EpDkZUFu]I acknowledge that I have received information and training on potential hazards and the proper procedures for working in confined spaces. This training has given me an understanding of the importance of atmospheric monitoring, confined space permits, attendant, entry supervisor, and entrant responsibilities. If I do not understand any information presented to me, I will ask questions.

________________________                                           ___________________________
Participants' Signature	Instructors' Signature



[bookmark: _Hlk524689599][bookmark: _Hlk24641909]FALL PROTECTION


Purpose
To provide guidelines to ensure the safety of all employees involved in the duties of steel erection.

Scope
This procedure applies to all company divisions and on-site construction and maintenance projects, including companies under contract with the company.
Definitions
This section sets forth the definitions applicable to this procedure.

100% Fall Protection means workers six feet above the floor or ground level shall be protected from the possibility of a fall hazard, which could result in injury or death.
100% Tie Off means that persons working in areas where the use of safety harnesses with lanyards is required shall use them.
Anchorage means a secure point of attachment for lifelines, lanyards, or deceleration devices that can withstand the forces specified in this procedure.
Approved means for this section's purpose: tested and certified by the manufacturer, or any recognized national testing laboratory that has the strength requirements specified in this section.
A full-body harness refers to a configuration of connected straps that distribute a fall-arresting force over at least the thighs, shoulders, and pelvis, with provisions for attaching a lanyard, lifeline, or deceleration device.
Full Body Harness System means a Class III full body harness and lanyard, which is attached to an anchorage meeting the requirements of applicable OSHA or state regulations attached to a horizontal or vertical lifeline, which is properly secured to an anchorage(s) capable of withstanding the forces specified in the applicable sections of the applicable OSHA or state regulations.
Catenary Line (see horizontal lifeline)

Christmas Treeing means the lifting of more than one individual load from the load hook of a crane.






Competent Person means an individual knowledgeable of fall protection equipment,
including the manufactures recommendations and instructions for the proper use, inspection, and maintenance; and who is capable of identifying existing and potential fall hazards; and who has the authority to take prompt corrective action to eliminate those hazards; and who is knowledgeable of the rules contained in this section regarding the erection, use, inspection and maintenance of fall protection equipment and systems.

Continuous Fall Protection refers to the design and use of a fall protection system that ensures no exposure to an elevated fall hazard exists. This may require more than one fall protection system or a combination of protective measures.

[bookmark: _Int_YvYVASsw]Control Zone means the area between the warning line and the unprotected sides and edges of a building/structure's floor or roof surface.

Deceleration Device means any mechanism, such as a rope grab, rip-stitch lanyard, specifically woven lanyard, or automatic self-retracting lifeline (also known as a yo-yo), which serves to dissipate more energy during a fall arrest than a standard line or strap webbing lanyard.

Drop line refers to an independent lifeline secured to an upper anchorage to attach a lanyard or fall protection device. This line must be at least a 3/4" manila rope or a ½ “nylon rope.

Fall Arrestor System refers to the use of multiple, approved safety equipment components, including body harnesses, lanyards, deceleration devices, drop lines, horizontal and/or vertical lifelines, and anchorage, interconnected and rigged to arrest a free fall. Compliance with anchorage strength requirements specified in the applicable sections of OSHA or state regulations shall constitute approval of the anchorage.

The Fall Protection Work Plan refers to a written document in which the employer identifies all areas on the job site where a fall hazard of 6 feet or greater exists. The plan describes the method or methods of fall protection to be utilized for protecting employees and includes the procedures governing the installation, use, inspection, and removal of the selected fall protection methods, as designated by the employer.

Fall-Restraint System refers to an approved device and any necessary components that work together to restrain an employee in a manner that prevents the employee from falling to a lower level. When standard guardrails are selected, compliance with applicable sections governing their construction and use shall constitute approval.

Fall Distance refers to the actual distance from the employee's support to the level where a fall would be stopped.

Hardware means snap hooks, D-rings, and buckles. Carabiners, adjusters, and 0-rings are used to attach the components of a fall protection system together.


Horizontal Lifeline means a rail, wire rope, or synthetic rope that is installed in a horizontal plane between two anchorages and used for attachment of a worker's lanyard or lifeline device while moving horizontally; used to control dangerous pendulum-like swing falls.

A lanyard is a flexible line of webbing, rope, or cable used to secure a safety harness to a lifeline or an anchorage point, usually 2, 4, or 6 feet long.

Leading Edge means the advancing edge of a floor, roof, or formwork, which changes location as additional floor, roof, or formwork sections are placed, formed, or constructed. Leading edges that are not actively under construction are considered “unprotected sides and edges,” and positive methods of fall arrest or fall restraint shall be required to protect exposed workers.

Lifeline means a vertical line from a fixed anchorage or between two horizontal anchorages, independent of walking or working surfaces, to which a lanyard or device is secured. Lifeline, as referred to in this text, is a component of a fall protection system used as a backup safety measure for employees working at elevated heights.

A locking snap hook is a connecting snap hook that requires two separate forces to open the gate: one to deactivate the gatekeeper and a second to depress and open the gate, which automatically closes when released. This design is used to minimize roll-out or accidental disengagement.

Low-Pitched Roof means a roof having a slope equal to or less than 4/12

[bookmark: _Int_N4KR6PqO]A positioning belt refers to a single or multiple strap that can be secured around the employee's body to maintain the user in a specific work position, such as a lineman's belt, a rebar belt, or a saddle belt.

Restraint Line means a line from a fixed anchorage or between two anchorages to which an employee is secured to prevent the worker from falling to a lower level.

Roll-out refers to the unintentional disengagement of a snap hook, which can occur when the gate is depressed under torque or contact while twisting or turning. This is a particular concern with single-action snap hooks that lack a locking gatekeeper.

Rope Grab refers to a fall arrester designed to move up or down a lifeline suspended from a fixed overhead or horizontal anchorage point, or lifeline, to which the belt or harness is attached. In case of a fall, the rope grabs onto the lifeline rope through compression, arresting it. The use of a rope grab device is restricted to fall restraint applications.
Safety Monitor System means a system of fall restraint used in conjunction with a warning line system only, where a competent person, as defined by this part, having no additional duties, monitors the proximity of employees to the fall hazard when working
between the warning line and the unprotected sides and edges, including the leading edge of a low-pitched roof or walking/working surface.




A Self-Retracting Lifeline (also known as a yo-yo) is a deceleration device that contains a drum-wound line, which can be slowly extracted from or retracted onto the drum under slight tension during normal employee movement. After the onset of a fall, it automatically locks the drum and arrests the fall.
A shock-absorbing lanyard refers to a flexible line of webbing, cable, or rope used to secure a body belt or harness to a lifeline or anchorage point that incorporates an integral shock absorber.

A single-action snap hook is a type of connecting snap hook that requires a single force to open the gate, which then automatically closes when released.

A snap hook is a self-closing connecting device with a gatekeeper latch or similar arrangement that remains closed until manually opened. This includes single-action snap hooks that open when the gatekeeper is depressed, and double-action snap hooks that require a second action on the gatekeeper before the gate can be opened.

Static Line (see horizontal lifeline)

Strength Member means any component of a fall protection system that could be subject to loading in the event of a fall.
A Steep Roof means a roof having a slope greater than 4/12

Unprotected Sides & Edges means any side or edge (except at entrances to points of access) of a floor, roof, ramp, or runway where there is no wall or guardrail system as defined in this section.

Walking/Working Surface means, for this section's purpose, any area whose dimensions are 45 inches or greater in all directions, through which employees pass or conduct work.

Warning Line System means a barrier erected on a walking and working surface or a low-pitch roof (4/12 or less), to warn employees that they are approaching an unprotected fall hazard(s).

The Work Area refers to that portion of a walking/working surface where job duties are being performed.










References
29 CFR 1926.21 - 28 - 500 - 750
General Requirements
 Fall protection is required on low-pitched roofs, floors, and other working/walking surfaces with unprotected edges and sides when the working/walking surface is more than 6 feet above lower levels. If the employee can fall 6 feet or more, he/she must be protected.

 Holes more than 6 feet above lower levels shall be protected by covers or guardrail systems. Covers shall be closed when the hole is not in use. When the cover is removed, the employee shall have personal fall protection or guardrails. Covers on roadways shall be capable of supporting twice the largest anticipated load with a minimum of 250 pounds. They shall be secured to prevent accidental displacement.

This fall protection program's provisions do not apply when employees are making inspections, investigations, or assessments of the job site prior to the start of construction or after all construction work is completed. In these instances, the individual assures that the activity is conducted in the safest possible manner.

Procedure
Prior to the start of work where new facilities will be constructed and/or where work will be performed at a client's existing facilities, construction management shall make an initial survey of the types of fall hazards that are expected to be encountered and develop a plan relative to providing the kind and number of safeguards that shall protect against these fall hazards.

Fall Protection Work Plan
Project construction management shall develop and implement a written fall protection work plan, including all areas of the workplace where employees are assigned and where fall hazards exceeding 6 feet exist. It is recommended that the written plan be updated monthly.

The fall protection work plan shall:

 Identify all fall hazards in the work area as the project work progresses.

 Describe the method of fall arrest or fall restraint to be provided.

 Describe the correct procedures for the assembly, maintenance, maps on, and disassembly of the fall protection system to be used.

 Describe the correct procedures for the handling, storage, and securing of
tools and materials.

 Describe the method of providing overhead protection for workers who may be in or pass through the area below the work site.

 Be available on the job site for inspection.
Prior to permitting employees into areas where fall hazards exist, the employer shall:

 Ensure that employees are trained and instructed.

 Inspect fail protection devices and systems to ensure compliance with applicable parts of this procedure.

Employees' training required by this section shall be documented and available on the job site.

Fall Restraint - Fall Arrest Systems
[bookmark: _Int_SHCthK1L]When employees are exposed to a hazard of falling from a location six feet or more in height, project management shall ensure that fall restraint or fall arrest systems are provided, installed, and implemented in accordance with the following requirements.

Fall restraint protection shall consist of:

 Standard guardrails:

The top rail is 39 to 45 inches above the working surface and must be smooth and of a shape that permits easy grasping.

Midrail (center between riser and top rail), screen or mesh (continuous), or intermediate vertical members (not more than 19 inches apart) shall be provided between the top rail and working surface.

Guardrail systems shall support 250 pounds in the downward or outward direction along the top edge.

Midrail shall support a 150-pound load in the downward or outward direction.

Top rails and midrails shall be at least 1/4-inch nominal thickness; plastic or steel banding shall not be used.

Chain gates shall be used to cover hoisting areas, and the guardrails shall extend 4 feet minimum on either side of the opening.

Rails shall be constructed so as not to deflect under test loads. If cable or
The rope is used; it shall have tension-adjusting capability and remain taut.

[bookmark: _Int_Kwh4OOZP][bookmark: _Int_0ITpQlhR]Wood Railings: Wood components shall be minimum 1500 lb-ft/in2 fiber (stress grade) construction grade lumber; posts shall be at least 2-inch by 4- inch (5 cm x 10 cm) lumber spaced not more than 8 feet (2.4 m) apart on centers; the top rail shall be at least 2-inch by 4-inch (5 cm x 10 cm) lumber, the intermediate rail shall be at least 1-inch by 6-inch (2.5 cm x 15 cm)  lumber.

Pipe Railings: Posts, top rails, and intermediate railings shall be at least one and one-half inches (nominal diameter) with posts spaced not more than 8 feet (2.4 m) apart on centers.

[bookmark: _Int_b9LVEHRB]Structural Steel Railings: Posts, top rails, and intermediate rails shall be at least 2 inches by 2 inches (5 cm x 10 cm) by 3/8 inches (1.1 cm) thick angles, with posts spaced not more than 8 feet (2.4 m) apart on centers.

 Full body harness attached to securely rigged restraint lines.
 Safety belts and/or harnesses shall conform to the ANSI Standard: 
           Class I	Body Belt
Class II	Chest Harness
Class III	Full Body Harness
Class IV	Suspension/Position Belt

[bookmark: _Int_Ll3JoUnh][bookmark: _Int_oq6izUwN] All full-body harness and lanyard hardware assemblies shall be capable of withstanding a tensile load of 4,000 pounds without cracking, breaking, or taking a permanent deformation.

 Rope grab devices are prohibited for fall restraint applications unless they are part of a fall restraint system designed specifically for the purpose by the manufacturer and used in strict accordance with the manufacturer's recommendations and instructions.

 The project management shall ensure component compatibility.

 Components of fall restraint systems shall be inspected prior to each use for mildew, wear, damage, and other deterioration, and defective components shall be removed from service if their function or strength has been adversely affected.

Anchorage points used for fall restraint shall support four (4) times the intended load.

 Restraint protection shall be rigged to allow employees to move only as far as the sides and edges of the walking/working surface.

 A warning line system as prescribed in 29 CFR 1926.500 and supplemented by the use of a safety monitor system as prescribed in 29 CFR 1926.500 to protect any employee engaged in duties between the forward edge of the warning line and the unprotected sides and edges, including the leading edge, of a low-pitched roof or walking/working surface.

 Warning line and safety monitor systems, as described in 29 CFR 1926.500, are prohibited on surfaces exceeding a 4/12 pitch, and on any surface whose dimensions are less than 45 inches in all directions.







Fall Arrest Protection Consists of:

Full Body Harness

 An approved Class III full-body harness shall be used.

 Body harness system or components subject to impact loading shall be immediately removed from service and shall not be used again for employee protection unless inspected and determined by a competent person to be undamaged and suitable for reuse.

 All safety lines and lanyards shall be protected against being cut or abraded.

 The body harness system shall be rigged to minimize the free-fall distance, with a maximum free-fall distance of 6 feet, ensuring that the employee does not contact any lower level.

[bookmark: _Int_cYErjTHN][bookmark: _Int_I1wsGOtA] Hardware shall be drop forged, pressed, or formed steel, or made of materials equivalent in strength.

[bookmark: _Int_EgSlAtZf] Hardware shall have a corrosion-resistant finish, and all surfaces and edges shall be smooth to prevent damage to the attached body harness or lanyard.

 When vertical lifelines (droplines) are used, not more than one employee shall be attached to any one lifeline.

[bookmark: _Int_rxeoz25S] Full body harness systems shall be secured to anchorages capable of supporting 5,400 pounds per employee, except:

[bookmark: _Int_ggpulCsl] When self-retracting lifelines or other deceleration devices are used, which limit free fall to two feet, anchorages shall be capable of withstanding 3,000 pounds.

[bookmark: _Int_7gnerkoR][bookmark: _Int_IaFxRZnz] Independent lifelines (droplines) shall have a minimum tensile strength of 5,400 pounds, except that self-retracting lifelines and lanyards that automatically limit free fall distance to two feet or less shall have a minimum tensile strength of 3,000 pounds.

[bookmark: _Int_yJVnqwZz] Horizontal lifelines shall have a tensile strength capable of supporting a fall impact load of at least 5,400 pounds per employee using the lifeline, applied anywhere along the lifeline.

[bookmark: _Int_2tQKEv6V] Lanyards shall have a minimum tensile strength of 5,400 pounds.

[bookmark: _Int_BytxMqbp] All components of body harness systems whose strength is not otherwise specified in a subsection in this section shall be capable of supporting a minimum fall impact load of 5,400 pounds applied at the lanyard point of connection.

 Snap-hooks shall not be connected to loops made in webbing-type lanyards.

 Snap-hooks shall not be connected to each other.

 Not more than one snap-hook shall be connected to any one D-ring.

 Full body harness systems shall be inspected prior to each use for mildew, wear, damage, and other deterioration, and defective components shall be removed from service if their function or strength has been adversely affected.

Safety Nets

 Safety nets shall be installed as close as practicable under the walking/working surface on which employees are working, but in no case more than 10 feet below such levels.

 Safety nets shall extend outward at least 8 feet from the outermost projection of the work surface.

 Safety nets shall be installed with sufficient clearance under them to prevent contact with the surface or structures below when subjected to an impact force equal to the drop test specified in the Full Body Harness section.

 Safety nets and their installations shall be capable of absorbing an impact force equal to that produced by the drop test specified in the Full Body Harness section.

[bookmark: _Int_mjQgorPO] Safety nets and safety net installations shall be drop-tested at the jobsite before being used as a fall protection system.


 The drop test shall consist of a 400-pound bag of sand, 30 inches in diameter or greater, dropped into the net from the highest walking/working surface on which employees are to be protected.

Exception: when the employer can demonstrate that a drop-test is not feasible or practicable, the net and net installation shall be certified by a qualified person to comply with this section's provisions.

 Safety nets shall be inspected weekly for mildew, wear, damage, and other signs of deterioration. Any defective components shall be removed from service.

 Materials, scrap pieces, and tools that have fallen into the safety net shall be removed as soon as possible from the net and at least before the next work shift.

 The maximum size of each safety net mesh opening shall not exceed 36 square inches nor be longer than six inches on any side measured center-to-center of mesh ropes or webbing. All mesh crossings shall be secured to prevent enlargement of the mesh opening.

[bookmark: _Int_BJXGrX6I] Each safety net (or section of it) shall have a border rope for webbing with a minimum breaking strength of 5,400 pounds.

 Connections between the safety net panels shall be as strong as integral net components and shall be spaced not more than six inches apart.

Catch Platforms

 A catch platform shall be installed within ten vertical feet of the work area.

[bookmark: _Int_CTi3taHi]The catch platform width shall equal the fall's distance but be at least 45 inches wide and equipped with standard guardrails on all open sides.

[bookmark: _Int_wLnUY3zz]Independent lifelines used on rock-scaling operations, or in areas where the lifeline may be subjected to cutting or abrasion, shall be a minimum of 7/8-inch wire core manila rope. For all other lifeline applications, a minimum of 3/4-inch manila or equivalent, with a minimum breaking strength of 5,400 pounds, shall be used. Safety harnesses, lanyards, lifelines, independently attached or attended, shall be used while performing the following types of work when other equivalent type protection is not provided:

 Work in hoppers. Bins, silos, tanks, or other confined spaces.

 Work on hazardous slopes, or dismantling safety nets, working on poles or from boatswains’ chairs at elevations greater than six feet, swinging scaffolds, or other unguarded locations.
 Work on skips and platforms used in shafts by crews when the skip or cage does not include the opening to within one foot of the sides of the shaft unless cages are provided.
Guarding of Low-Pitched Roof Perimeters
General Provisions
During the performance of work on low-pitched roofs with a ground to eaves height greater than 6 feet, project management shall ensure that employees engaged in such work are protected from falling from all unprotected sides and edges of the roof as follows:

By using a fall restraint or arrest system, as defined in applicable OSHA and state regulations.

By using a warning line system erected and maintained as provided in this section and supplemented for employees working between the warning line and the roof edge by a safety monitor system as described in 29 CFR 1926.500.
 Mechanical equipment shall be used or stored only in areas where employees are protected by a warning line system, or fall restraint, or fall arrest systems as described in applicable OSHA/or state regulations. Mechanical equipment may not be used or stored where only protection is provided by a safety monitor.






Exception

 The general provisions section of this section does not apply at points of access such as stairways, ladders, and ramps, or when employees are on the roof only to inspect, investigate, or estimate roof level conditions. Roof edge materials handling areas and storage areas shall be guarded as provided in this section's roof edge materials handling section.

 Employees engaged in built-up roofing on low-pitched roofs less than 50 feet wide may elect to use a safety system without warning lines, provided the use of hot tar poses an additional hazard to workers.

Warning Lines System

Warning lines shall be erected around all sides of the work area. When mechanical equipment is not being used, the warning line shall be erected not less than six feet from the edge of the roof. When mechanical equipment is being used, the warning line shall be erected not less than six feet from the roof edge, which is parallel to the direction of mechanical equipment operation, and not less than 10 feet from the roof edge, which is perpendicular to the direction of mechanical equipment operation.
The warning line shall consist of a rope, wire, or chain and supporting stanchions erected as follows:

 The rope, wire, or chain shall be flagged at not more than six-foot intervals with high-visibility material.

 The rope, wire, or chain shall be rigged and supported in such a way that its lowest point (including sag) is no less than 39 inches from the root surface, and its highest point is no more than 45 inches from the roof surface,

 After being erected, with the rope, wire, or chain attached, stanchions shall be capable of resisting, without tipping over, a force of at least 16 pounds applied horizontally against the stanchion, 30 inches above the roof surface, perpendicular to the warning line, and in the direction of the roof edge.

 The rope, wire, or chain shall have a minimum tensile strength of 500 pounds, and after being attached to the stanchions, shall be capable of supporting, without breaking, the loads applied to the stanchions.

[bookmark: _Int_89Ub43AC] The line shall be attached at each stanchion in such a way that pulling of one section of line between stanchions will not result in slack being taken up in adjacent sections before the stanchion tips over.

Access paths shall be erected as follows:

 Points of access, materials handling areas, and storage areas shall be connected to the work area by a clear access path formed by two warning lines.
 When the path to a point of access is not in use, a rope, wire, or chain, equal in strength and height to the warning line, shall be placed at the point where the path intersects with the warning line erected around the work area.
Roof Edge Materials Handling Areas & Materials Storage
Employees working in a roof edge material handling or materials storage area location on a low-pitched roof with a ground to save height greater than six feet shall be protected from falling along all unprotected roof sides and edges of the area.

 When guardrails are used at hoisting areas, a minimum of four feet of guardrail shall be erected on each side of the access point through which
Materials are hoisted.

 A chain or gate shall be placed across the opening between the guardrail sections when hoisting operations are not taking place.

When guardrails are used at bitumen pipe outlets, at least four feet shall be erected on each side of the pipe.

 When safety harness systems are used, they shall not be attached to the hoist.

 When fall restraint systems are used, they shall be rigged to allow employees to move only as far as the roof edge.

 Materials shall not be stored within six feet of the roof edge unless guardrails are erected at the roof edge.
Leading Edge Control Zone
When performing leading-edge work, project management shall ensure that a control zone is established according to the following requirements:

The control zone shall begin at least six feet back from the leading edge to prevent exposure by employees not protected by fall restraint or arrest systems.

 The control zone shall be separated from other areas of the low-pitched roof or walking/working surface by the erection of a warning line system.

 The warning line system shall consist of wire, rope, or chain supported on stanchions, or a method that provides equivalent protection.

 The spacing of the stanchions and support of the line shall be such that the lowest point of the line (including sag) is not less than 39 inches from the walking/working surface, and its highest point is not more than 45 inches from the working/walking surface.

 Each line shall have a minimum tensile strength of 500 pounds.

 Each line shall be flagged or clearly marked with high-visibility materials at intervals not to exceed six feet.

 When positive means of fall protection as described in OSHA are not utilized, a safety monitor system as described in 29 CFR 1926.500 (g)(iii) shall be implemented to protect employees working between the forward edge of the warning line and the leading edge.

Safety Monitor System
A safety monitor system may be used with a warning line system to guard against falls during work on low-pitched roofs and leading-edge work only.

 When selected, the employer shall ensure that the safety monitor system is addressed in the fall protection work plan, including the name of the safety monitor(s) and the extent of their training in both the safety monitor and warning line systems, and shall ensure that the following requirements are met:

The safety monitor system shall not be used when adverse weather conditions create additional hazards.

A person acting in the capacity of a safety monitor shall be trained in the function of both the Safety monitor and warning line systems, and shall:

· Be a competent person as defined in 29 CFR 1926.32 (f).
· Have control authority over the work as it relates to fall protection.
· Be instantly distinguishable from members of the work crew.
· Engage in no other duties while acting as a safety monitor.
· Be positioned in relation to the workers under their protection, to have a clear, unobstructed view and maintain normal voice communication.
· Do not supervise more than eight exposed employees at one time.

 Control zone workers shall be distinguished from other members of the crew by wearing a high-visibility vest only while in the control zone.
























Additional procedures that require the use of fall restraint and/or Fall Arrest Protection for employees are listed below:
· Ladder
· Suspended Scaffold
· Two-Point Suspension Scaffold
· Boatswain's Chain Scaffold
· Needle Beam Scaffold
· Ladder Jack Scaffold
· Window Jack Scaffold
· Float or Ship Scaffold
· Pump Jack Scaffold
· Boom Supported Elevating Work Platforms
· Vehicle-Mounted Elevated and Rotating Work Platform
· Crane and Derrick Supported Work Platforms
· Open Load Floors
· Pile Driving
· Vertical Slip Forms
· Placing and Removal of Forms
· Steel Erection Temporary Floors
· Tunneling (Skips and Platforms)


Protection from Falling Objects
When an employee is exposed to falling objects (overhead hazards), hard hats shall be mandatory on the job site, and one of the following measures shall be implemented:

 Erect toe boards, screens, or guardrail systems to prevent objects from falling from higher levels.
 Erect a canopy structure and keep potential falling objects far enough from the edge of the higher level so that those objects would not go over the edge if they were accidentally displaced.
 Barricade the area to which objects could fall, prohibit employees from entering the barricaded area, and keep objects that may fall far enough away from the edge of a higher level so that those objects would not go over the edge if they were accidentally displaced.




Training & Information
[bookmark: _Int_258QHjIZ]Any employee who might be exposed to fall hazards is provided with training and information. The training program enables each employee to recognize the hazards of falling and the procedures to follow to minimize them.
The following topics are included in the fall protection-training program:
 Fall protection standards.
 The nature of fall hazards in the work area is not good.
 The correct procedures for erecting, maintaining, disassembling, and inspecting fall protection systems must be followed.
 The use and operation of protection methods being employed (guardrail systems, personal fall arrest systems, safety net systems, warning line systems, safety monitoring systems, controlled access zones, and other protective measures to be used).
[bookmark: _Int_qLoAej3q] The role of each employee in the safety monitoring system when it is used.
The limitations on mechanical equipment use during roofing work on low-sloped roofs.
 The correct procedures for the handling and storage of equipment and materials, and the erection of overhead protection.
 The Role of Employees in Fall Protection Plans.

All fall protection training is documented on a training certification record. Training and retraining shall be conducted on an as-needed basis.

Records Maintenance
 The Fall Protection Plan shall be maintained in the (Enter Name & Title) office.

 Documentation of training in the use of fall protection shall be kept in the file in the Project (Enter Name & Title) Office.

Accident Investigation

All accidents that result in injury to employees, regardless of their nature, shall be investigated and reported. It is an integral part of any safety program that documentation occurs as soon as possible, allowing the cause and means of prevention to be identified and preventing recurrence.

If an employee falls or a related, serious incident occurs, this plan shall be reviewed to determine if additional practices, procedures, or training are needed to prevent similar types of falls or incidents from happening.
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PROJECT FALL PROTECTION SURVEY FORM
This fall protection plan is specific to the following project:

[bookmark: _Int_Zw267RHg]Location of Job:	Erecting Company:  	

Date Prepared: 	Plan Prepared By:  	

Plan Approved By: 	Plan Supervised By: 	

List the areas and fall protection systems required on this site:
                                          Area	                                   Fall Protection System











If applicable, list all non-conventional fall protection, areas, and tasks required on this site: Fall Protection System	Area	Task







(Employees will receive training and information on non-conventional fall protection systems and procedures.)

Document why the use of conventional fall protection systems is infeasible or why their use would create a greater hazard.






[bookmark: _Int_wYIFJq5E]List other measures taken to reduce or eliminate fall hazards?  	




FALL PROTECTION PROGRAM

Acknowledgment of Training
I acknowledge that I have received instruction, information, and training on the company's Fall Protection Program and the specific requirements on this job site. I understand the importance of the information presented to me, and I will adhere to all the rules, policies, and procedures established by the company. If I do not understand any instructions, I will ask questions.

The following topics were in the fall protection-training program:

 Fall protection standards.
 The nature of fall hazards in the work area is not good.
 The correct procedures for erecting, maintaining, disassembling, and inspecting fall protection systems must be followed.
 The use and operation of protection methods being employed (guardrail systems, personal fall arrest systems, safety net systems, warning line systems, safety monitoring systems, controlled access zones, and other protective measures to be used).
[bookmark: _Int_k06DMyrG] The role of each employee in the safety monitoring system when it is used.
The limitations on mechanical equipment use during roofing work on low-sloped roofs.
 The correct procedures for the handling and storage of equipment and materials, and the erection of overhead protection.
 The Role of Employees in Fall Protection Plans.



[bookmark: _Int_c80gvQ1K]Participants' Signature: 	Date:	 Instructors' Signature: 	Date:  	


SCAFFOLD SAFETY


Purpose
To provide safety guidelines for erecting and dismantling elevated work platforms.

Scope
This procedure applies to all divisions, on-site construction, and maintenance projects.

Definitions
Fixed Scaffolds include tubular welded frames, bracket scaffolds, tube and coupler (tube-lox) scaffolds, wood pole scaffolds, and trestle scaffolds.

Suspended Scaffolds include the following: two-point suspended scaffolds, multilevel suspended scaffolds, floats, needle-beam scaffolds, boatswain chairs, and electric hoist platforms.

A qualified Person means a person with specific training, knowledge, and experience in the area for which the person has the responsibility and authority to control.

References
· OSHA 29 CFR 1926.451 - Scaffolding
· ANSI A 10.8 - Safety Requirements for Scaffolding

Responsibility
 Supervision is responsible for implementing and administering this procedure. Additionally, management is responsible for scaffolding erection and accountable for the work being performed.

Procedure
General Requirements

 Any elevated work presents a potential fall hazard; therefore, precautionary measures must be thorough.

 All platforms must sustain a minimum working load of 75 psf on 6-ft spans or have a safety factor of 4 to 1 for the intended load.


[bookmark: _Int_AyCw93XD] Posts shall be plumbed, and scaffold platforms shall be level.

[bookmark: _Int_PS0DhBtl] A stationary scaffold shall be secured to the building or a fixed structure vertically every 25 ft starting at the base of the scaffold and horizontally every 30 ft. This rule also applies to tolling scaffolds at their designated working stations. Outriggers may be used instead of tying off, or scaffolds may be clamped together so that the height does not exceed three times the smallest base dimension without additional stabilization.

 A qualified person shall determine the structural integrity of structural steel, reinforcing steel, and concrete or building members before attaching scaffolds by bracing or tying them off.

 Where persons are required to work or walk under scaffolding, a screen guard of No. 18-gauge ½-in. wire mesh or equivalent shall be provided between the toe board and handrail.

[bookmark: _Int_welNbEav] All employees shall tie off with a safety harness when there is no handrail, an incomplete handrail, openings over 18 inches in the working platform, or when working on suspended platforms.

 Swinging stages, floats, and boatswain chairs shall be tested before use (by applying a dead load with a unit close to the floor or ground).

[bookmark: _Int_JIBlXIjQ] Crews requiring scaffolds shall request them reasonably in advance to avoid delays and to allow time to provide the best scaffold for the job.

 Scaffold erection crews shall inspect all components for defects as the erection proceeds. Any components found to be defective shall be set aside and tagged for repair or disposal.

[bookmark: _Int_sTNo7PAV] Daily inspections shall be performed under competent supervision and responsibility for the work. All defects shall be corrected at once or have defective tags attached.

 All lumber used in scaffolding should be fire-retardant treated except when otherwise specified in writing by the division or client. Fire retardant may be applied by pressure treatment or fire-retardant paint. Non-combustible scaffolding, such as aluminum pick boards or aluminum grating, should be used whenever practical.








Fixed Scaffolds Requirements
[bookmark: _Int_5hNPzsjW][bookmark: _Int_Wswzg8mw][bookmark: _Int_gRk7PR78] Fixed scaffolds  include tubular welded-frame  scaffolds, bracket  scaffolds,
tube and coupler (Tube-lox) scaffolds, and trestle scaffolds.

 Tubular Welded-Frame Scaffolds Requirements.

[bookmark: _Int_8GWP9AUJ] Scaffolds of 10 ft or more in height shall include diagonal braces, handrails, mid-rails, toe boards, and two in. x 10 in. or 2 in x 12 in. scaffold planks or manufactured scaffold decking, which will provide a complete working deck without gaps or openings. Comer posts shall have the metal feet in place.  On soft ground, wooden sills of at least two in. x 10 in. lumber or channel iron shall be provided. Scaffold planks shall be rough-cut, undressed lumber. Scaffold planks shall be painted on each end for 12 inches to designate them as inspected planks, which are to be used only for scaffolding and marking overhang limits.
 Only scaffold pins are used for the corner post connections when erecting scaffold sections. (Do not use tie-wire or welding rods.) Casters used for a rolling scaffold shall be locked except when the scaffold is being moved. No one shall be permitted on a scaffold while it is being moved.
 The manufacturer's recommendations shall specify the extension of scaffold screw jacks, but in no case shall they exceed 12 inches. Whenever screw jacks and caster wheels are not used, metal base plates must be used for adequate base support. All supports are to be pinned and secured.
[bookmark: _Int_d4GJFGzt] Scaffolds shall have solid footing and be erected so that vertical members are always plumb, and the platform is as horizontal as practical. Scaffold planks must be cleated, wired down, or secured against accidental displacement.

 Wedge shims shall not be used. Work from incomplete scaffolds, when approved, will require employees to take additional precautions to ensure compliance with accident prevention requirements. Safety harnesses must be worn when handrails are missing; the platform is incomplete, or other fall hazards are present.

[bookmark: _Int_wQWlRzCs] Horizontal braces of 2 in. x 4 in. lumber or equivalent shall be secured across corner posts when it is necessary to remove the diagonal braces. Diagonal braces shall not be removed from more than one section in a series of sections unless there are four braced sections between them.

 Ladders shall be used if a scaffold platform is blocked, or the scaffold climbing devices are more than 16 in. apart.

 Every scaffold higher than 50 ft. must be inspected and approved by a licensed professional engineer. This inspection shall be documented and kept on file.
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 Toe boards shall be secured firmly by interlocking at the corner posts with notches, wiring, nailing, U-clamping to the bearing members, or by use of approved commercial toe board systems.

Employees accessing scaffolds shall always have both hands free and use the hand-over-hand method of climbing on the rungs. Employees shall not use toe boards as handholds or footholds to gain access to the platform.

Bracket Scaffolds Requirements

The procedure when using bracket scaffolds on reinforcing steel wall installations is as follows:

 Where more than one layer of horizontal bars has been placed, and conditions permit, the scaffold shall be secured to an inside horizontal bar.

[bookmark: _Int_UAeVpog7] Suppose conditions do not permit attaching the bracket scaffold to an inside horizontal bar. In that case, the scaffold shall be secured with a minimum of three 3/8—inch—diameter U-bolts, attached to each end and the middle of the outer horizontal or vertical bar. Additionally, No. 9 wire shall be placed at least every fourth tie location.

The horizontal reinforcing bar shall be secured to a vertical one embedded in the concrete or spliced by an approved method.

 Each scaffold shall have a 4 ft x 1/4 in. safety chain attached to the scaffold’s ends and secured to the inner rebar, except for the bar supporting the scaffold.

 Guardrails and toe boards shall be installed on all open sides and ends of scaffolds.

 No more than three persons plus the necessary tools and equipment shall be permitted on a single scaffold section at any time. The load must not exceed the scaffold’s designed capacity. Bracket scaffolds shall be constructed to support 1,550 lb, and the capacity shall be posted on the scaffold.

 Employees working with safety harnesses shall have the lanyard secured above the point of operation, but under no circumstances shall it be attached to the scaffold.

 Scaffolds may be painted caution yellow to provide adjacent crane operators with a better perspective when working close to them, both during the day and at night.
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Tube and Coupler (Tube-Lox) Scaffolds

 Posts shall be erected on suitable bases and maintained in a plumb position.

 Diagonal cross bracing shall be provided as follows:
· Horizontally, every third section
· Vertically, every fourth section
· whenever posts are farther apart than 7 ft, the braces shall be at 45-degree angles

 Runners shall be erected along each side vs. the scaffold at the bottom and top of each section.

 Bearers and braces shall extend past the posts a minimum of 4 in., but not more than 12 in. Extensions of these shall not protrude into walking or climbing areas.

Trestle Scaffolds

 Trestle scaffolds shall have at least a six-inch ridge pole and should only be limited to one level.

Suspended Scaffolds Requirements
Suspended scaffolds include two-point suspended scaffolds, multilevel suspended scaffolds, floats, needle-beam scaffolds, boatswain chairs, and electric hoist platforms.

Two-Point Suspended Scaffolds

When two-point suspended scaffolds are used, the following rules will apply:

 These scaffolds shall have standard toe boards, midrails, and handrails.

 A lifeline for each employee shall be provided and secured independently from the scaffold support lines.

Employees shall be tied off when on the scaffold, using a triple sliding hitch or catch hardware. Employees must be provided with a safe method of moving to and from the scaffold.

 When moving the scaffold root supports, co-workers must remain behind the guardrail or be tied off with a safety bolt to independent support if there is no guardrail.

 The use of signs shall protect areas below the work.

Barricades and screened staging, when applicable.

 Do not lower the scaffold below the point of three turns of the supporting cables on the drum of a swinging stage scaffold. Supporting cables shall be marked or painted to include limits.

 Check the loading on the stage one foot off the ground before using it.

 Outrigger beams, when required, should extend from 1 ft to 6 ft beyond the edge of the building, and the inboard length from the fulcrum should be at least 1½ times the outboard length from the fulcrum. A mechanical stop to retain the supporting cables shall be secured at the outer end of the outer end of the outrigger.

 Each hook must be tied back to something solid if cornice hooks are used.
All hooks must be latched or moused.

Multilevel Suspended Scaffolds Requirements

 Multilevel suspended scaffolds are used primarily for large-area vertical work, such as siding installation.

 The rules for two-part suspended scaffolds apply here, except those rules for tying co-workers off:

· Multilevel suspended scaffolds shall have two lifelines attached to the scaffold, independent of the supporting lines.
· Employees on the top stage will tie off with a safety harness to an independent lifeline.
· Employees on the lower stages will tie off with a safety harness to the scaffold.


Floats



 Floats shall be secured by standard rigging practices, using a 1-inch manila rope or equivalent. The supporting ropes shall be run diagonally under the platform from corner to corner.

 Employees working on floats shall tie off with a safety harness before boarding a float and untie after disembarking.

 Floats are to be constructed to the standard size of four feet by six feet, and additional support shall be provided to the platform with diagonal 1-inch by 4-inch braces on the bottom.

 The platform shall be made of 3/4 in. plywood or an equivalent material, with a minimum of 4 in. x 1 in. edging on top to prevent items from rolling off.

Needle-Beam Scaffolds

[bookmark: _Int_HqD6nSJS][bookmark: _Int_NBPtX0Zz] Needle-beam scaffolds shall be supported by I in. Manila rope, ½ in. Wire rope cable, 1/4 in. or high-test chain or equivalent, using a standard scaffold hitch or eye splice, with supports on the beam not to be more than I0 ft. apart for the four in. x 6 in. timbers.

 Needle beams shall be at least four in. x in construction-grade lumber, with a minimum of 1,500-psi fiber stress.

 The platform span between needle beams shall not exceed eight ft. when a 2-in. scaffold plank is used. The overhang of scaffold planks shall not be less than six in. nor more than 12 in.

 Handrails and toe boards shall be used, and employees shall wear safety harnesses.

Boatswain's Chairs

 Seats shall be a minimum of 12 in. x 24 in. and 2 in thick. Splitting of the board shall be prevented by cleats fastened on the underside.

Boatswain chairs shall be suspended with the standard 5/8-in. Nylon rope boatswain sling through four corner holes.

 The employee shall be tied off to an independent lifeline with a safety harness.

Electric Hoist Platforms

 When working platforms are suspended from electric hoist mechanisms and used to raise and lower employees to and from working positions, a safety harness shall be worn and properly attached to a lifeline secured independently from the platform support line.

 Such platforms shall have sides 42 in. height above the platform.

 Before each use, the hoist mechanism shall be visually inspected, and the load support shall be checked at a height of 1 ft above the ground.

 The cable and its lay on the spool shall be checked constantly.








Scaffold Erection and Dismantling Requirements

 A severe accident may potentially occur when scaffolds are being erected or dismantled. All individuals working on scaffolds at these times shall comply with the following safety rules and regulations:

 Employees must keep both hands empty to secure handholds when moving above scaffolds.

 Packets, pouches, and tool belts are to be used to carry the necessary tools for the work.

 Scaffold members shall be hoisted or lowered with a hand line or passed from and to hand. Throwing items at employees or dropping them is not permitted.

 Constant fall prevention measures must be maintained. Provisions shall be established for using a safety harness and working on firm scaffold decks when this can be done safely.

[bookmark: _Int_zTXfuqXJ] Scaffold feet shall be established on a firm and level base of support.

 When scaffolds are to be secured to fixed structures or outriggers are to be used, they shall be installed as soon as possible. When dismantling a scaffold, these should be left on if practical.

 Coordinating this activity with surrounding operations and the environment shall be considered.

Mounting & Dismounting Scaffolds
This activity is most associated with scaffold accidents. Therefore, all individuals mounting and dismounting scaffolds shall comply with the following safety rules and regulations:

 Do not carry objects in your hands, but keep both hands empty for climbing handholds.

 Step only on a secured ladder or access rungs.

 Give full attention to stability while getting on and off the working platform. Do not use the toe board as a handhold or foothold.

 Pay attention to each step and handhold; most falls occur near the top or bottom of the ladder.





Scaffold Tagging
General Scaffold Tagging Requirements
 This scaffold tagging procedure is designed to ensure the safe use of all Jobsite scaffolds.

 A scaffold ready for use shall be tagged with either a green or a yellow tag.

 A green scaffold tag designates a complete scaffold, as defined by the manufacturer.

 A yellow scaffold tag designates a scaffold that is not complete but has been altered to suit a specific job and can be used safely. A yellow scaffold tag shall detail why the scaffold is incomplete and outline the necessary safety measures.

If the scaffold is being erected, changed, or dismantled, it shall have a red tag. A scaffold containing a red scaffold tag shall be considered unsafe and not be used.

 A Red Tag must be attached if a scaffold has been damaged or is defective.

 The yellow, red, and green scaffold tags are approximately 4 inches wide by 8 inches long, with a hole centered at the top of each tag.

Installation & Removal of Scaffold Tags

 A qualified person shall determine whether a usable scaffold receives a yellow or a green tag. They shall be responsible for completing all pertinent information on the tag and affixing it to any scaffold erected under their supervision.

 The scaffold tag shall be affixed to each scaffold access ladder approximately 5 ft, 6 in from its base, where it will not interfere with normal access.

 The qualified person may remove a scaffold tag from a scaffold that has been damaged, improperly modified, missing components, or deficient in any safety aspect; a red tag may be used in these circumstances.

 After a scaffold has been repaired, the qualified person shall inspect it to determine whether it is ready to be re-tagged and shall do so accordingly.

 Periodic inspections shall ensure that all tags are legible and in good condition.

 Inspection, attention, and stability are three keys to scaffold safety.
 No tag on the scaffold shall be considered the same as a red tag.

Inspection and Testing - Scaffold Planks
 Scaffold planks shall be inspected and tested upon receipt before use, and users shall examine each plank visually before each use.

 Examine planks for knots, excessive grain slope, shakes, decay, dry rot, and other defects.

[bookmark: _Int_F5NDh2Iq] The density of lumber should be equivalent to Douglas Fir and capable of supporting four times the intended load. Moisture content should not exceed 20 percent.

[bookmark: _Int_s0E5cMou] All scaffold planks shall be scaffold grade or equivalent as recognized by approved grading rules.

 Planks shall be 2 in. x 10 in. or 2 in. by 12 in. heavy-duty (75 psi on 6 ft. span).

 Discard the plank as a scaffold plank if evidence of a defect is noted.
Special Scaffolding
Any scaffold that must be specially adapted to a workplace where the above requirements cannot be met must be approved by a qualified person.

Storage of Scaffolding
Scaffold materials shall be temporarily stored to protect and prevent damage to them. Scaffold materials shall not be left in work areas that obstruct traffic and cause fire hazards.

Records
Completed tags shall be kept on file.








LADDER SAFETY

Purpose
To provide guidelines for the selection and design of ladders for the intended use in the construction of job-built ladders and the maintenance, inspection, and proper use of ladders.

Scope
This procedure applies to all divisions, on-site construction, and maintenance projects.

References
29 CFR 1926.450
29 CFR 1926.951

Procedure
General

 Ladders present one of the significant hazards in construction work, and their improper use is the cause of many serious accidents. An analysis of accidents involving ladders revealed that the five principal causes of such accidents are: (1) ascending or descending improperly, (2) failure to secure the ladder at the top and bottom, (3) structural failure of the ladder itself, (4) carrying objects in hands while ascending or descending ladders, and (5) employees leaning out from the ladder (overreaching).

Ladder Selection

 Great care should be taken in selecting the proper size and design of the ladder for the intended use.

Straight Ladders

Ladders must be selected to be sufficient to end at least thirty inches (36') above any platform or landing they serve. All portable straight ladders must be equipped with approved safety shoes.

[bookmark: _Int_4jglva50] All metal ladders are electrical conductors. Their use around electrical circuits of any type, or places where they may come in contact with such circuits, is not recommended. Metal ladders should be marked with signs, “CAUTION: DO NOT USE AROUND ELECTRICAL EQUIPMENT.”

Step Ladders

 Step ladders, sometimes referred to as A-frame ladders, must have positive locking spreaders that are fully spread and locked when the ladder is in use.

 Step ladders will not be used as straight ladders. They should be of sufficient height to prevent employees from needing to use the top two steps of the ladder. Employees will not be allowed to work from the top two steps of a step ladder.

 Step ladders shall be firm and well-constructed. Care shall be taken when setting any ladder on the grating. Often, the feet of a step ladder can slip through the grating, causing the ladder to fall. Step ladders shall be tied off, or a worker shall hold the ladder when the user is 6 feet above the floor.

Ladder Usage

The ladder's feet shall be placed about one-quarter of its supported length away from the vertical of its top support (1 to 4 ratio). Extension ladders should be positioned based on the 1/4 rule. (Example - If the ladder is 12 feet, the ladder’s base should be 3 feet from the structure). Most ladders provide a pictorial guide to assist in proper ladder positioning. What happens if you do not use the 1/4 rule? If the ladder is set too far from the structure, there is a greater chance that the ladder will slide down the structure. If the ladder is placed too close to the structure, there is a greater chance of a fall backward away from the structure.

 Only light, temporary workers should perform from ladders. Employees should be cautioned frequently about the danger of trying to reach too far from a single setting.

 Since, in most ladder applications, the weight of the employee is unevenly distributed over an area of approximately 3 inches long by 3 inches wide, any effort that tends to shift the employee's balance should be discouraged. This includes using the upper torso for activities such as pulling, pushing, prying, etc.,

 Ladders shall not be placed in front of doors that open toward the ladder unless the door is locked or otherwise guarded.

 The ladder’s feet shall be placed on a firm base, and the area in the vicinity of the bottom shall be kept clear. When using straight ladders, both the top and bottom of the ladder shall be secured to prevent displacement. Use ladder shoes, takes, or other means of securing the ladder.


 Ladders lead to landings and walkways. Platforms must extend at least thirty-six inches above this point and be securely fastened to prevent movement. Long ladders must be braced at intermediate points as necessary to prevent springing.

 When ascending or descending ladders, employees must face the ladder and use both hands to hold onto the side rails. If material must be moved from one level to another, a rope, block, tackle, or other means must be used. Materials are to be hand-carried on ladders.

[bookmark: _Int_xcj1vIsL] Ladders must never be used in a horizontal position as a runway or scaffold.

Ladder Inspection

 Ladders must be inspected before each use and monthly for deterioration and damage. Close visual inspection is recommended for overload testing. Jumping on a ladder that is supported horizontally subjects the ladder to severe loads that exceed its intended carrying capacity and may result in damage that can lead to sudden failure while in use.

 Metal ladders require frequent inspection. All parts should be checked for wear, corrosion, and structural failure.

 No employee will be allowed to use any ladder that has broken, loose, or cracked rungs, side rails, or braces for any reason. Any ladder found in this condition will be removed from service immediately (TAG IT!). All inspections shall be documented, and ladders shall be color-coded for each month.

Ladder Maintenance
 Metal ladders should have their rungs cleaned to prevent the accumulation of materials that might compromise their non-slip properties. All metal fittings should be thoroughly inspected for signs of rust and corrosion.
 When not in use, all types of ladders shall be stored under suitable cover protected from the weather. Ladders stored horizontally should be supported at both ends and at intermediate points to prevent sagging of the middle section, which can loosen the rungs and warp the rails. A rope should be spliced onto one of the top rungs of a ladder to provide a ready method to secure the ladder to the support.







Ladder Safety Reminders
· Get training before using ladders
· Follow manufacturer instructions
· Inspect ladders before use
· Use proper ladder positioning
· Properly secure ladders
· Use common sense and take time to do the job right
Before the job
· Use the right ladder for the job.
· Use the 1/4 rule.
· The ladder must extend 3 feet above the existing surface.
· Tie the ladder at a stationary point on the roof to prevent movement.
During the job
· Always face the ladder when climbing up or down.
· Keep both hands free to hold on to the ladder when climbing.
· Keep your body centered with the rails when climbing.
· If you need tools, etc., they should be handed to you or pulled up on a rope once you can work.
· If you remain on the ladder to complete a task, use fall protection and tie off to the ladder.
· The general rule when standing or working on a ladder is not to go above the top 1/3 of the ladder. If you need to go higher, you should get a higher ladder.
· Never climb on the top rung of any ladder.












SUBCONTRACTOR SAFETY REQUIREMENTS

Purpose
To familiarize all subcontractors with the company's safety rules, procedures, and guidelines for controlling job site accidents and injuries.

Scope
This procedure applies to all contractors working on any construction and maintenance projects.

Responsibility
 Each division is responsible for ensuring that all project subcontractors adhere to Environmental, Safety, and Health policies and procedures.

 The division is responsible for ensuring that each subcontractor's contract reflects the safety requirements to which the subcontractor must adhere, including those mandated by state, Local, and Federal Regulations (OSHA 1910 and 1926), as well as the company’s safety policies and Procedures.

 The division is responsible for monitoring each subcontractor's Safety Program and initiating the necessary action to ensure compliance.
Procedure
General
 Each subcontractor will be expected to be aware of and comply with all local, state, federal, and the company’s safety standards and regulations.

 Subcontractors are required to submit their company safety program, and the company will review it for content and compatibility with the company’s safety program. Suggestions for improvement will be made necessary to bring the program into conformance with the company’s safety program.

 The subcontractor will provide the company with their job supervisor’s home address and telephone number so that they may be contacted after hours in case of an emergency involving the subcontractor’s work or their equipment.

The subcontractor will ensure his safety program complies with all existing safety and health requirements of local, state, and federal regulatory agencies. Where applicable, this may include hazard communication training, personal protective equipment training, respiratory protection training (including respirator fit testing), required medical examinations and clearances, etc.



 In addition to complying with government safety requirements, the subcontractor is also responsible for explaining our safety program to their employees and ensuring compliance with it, including safety standards that exceed government requirements.

[bookmark: _Int_cAFnmjUv] The subcontractor is responsible for all employees working for them and for all other persons calling on them or doing business with them while on any company project.

 Each subcontractor will be furnished with a non-controlled copy of the company’s Corporate Safety Procedure and will be required to comply with those portions of the procedure that pertain to job site safety and health.

 Prior to commencing any work on a company’s project, the subcontractor will ensure that all their personnel, both supervisory and hourly, receive a safety and health orientation from our company.

Before starting work, the subcontractor shall give our company the name of their designated safety representative. This representative must be assigned to the project site and be responsible for administering and enforcing the safety program. The safety representative will meet with our company to review and discuss the safety regulations to be adhered to on the project.

Subcontractor Safety Rules
The following is a summary of some important accident prevention rules and working procedures, which apply to all subcontractors while working on our company’s projects:
Medical Facilities

 The subcontractor must furnish their own first aid supplies, which must be readily accessible to their personnel.

Accident Reporting

 All subcontractor accidents must be reported immediately to our company's Site Safety Coordinator. In addition, a copy of each accident report prepared is to be provided to our company. Copies of the subcontractor's OSHA 300 log will be provided upon request.

Clothing
[bookmark: _Int_BaeOMQ73] The subcontractor will be expected to comply with our company’s requirement for all personnel to wear appropriate construction-type clothing, including items such as good work shoes and gloves.
Personal Protective Equipment
Approved hard hats must be worn when on the job site. Hearing protection must be worn in all areas of high noise levels. Safety glasses, face shields, and other protective equipment must be worn. Appropriate respiratory protection equipment must be used when conditions warrant. Suitable protective clothing must be worn when required. Approved fall protection and properly attached safety lines must be worn by all subcontractor employees working at unprotected heights.
Inspections
[bookmark: _Int_3Ou5NKXk] Subcontractors are encouraged to conduct safety checks in each area where their personnel are working and to report any unsatisfactory conditions to our company's Safety Coordinator. Inspections are required on all of our job sites.

Unsafe Conditions

[bookmark: _Int_HSQXsgsX]Subcontractors must correct any unsatisfactory safety conditions created by their operations within a reasonable timeframe. If this is not done, violation procedures will apply.


Violation Procedures

[bookmark: _Int_XzDkpui3] When unsafe conditions or practices are observed by the Site Safety Coordinator or a representative of the safety office, the subcontractor supervisor will be requested to correct them. If no action is taken within a reasonable timeframe, a letter outlining the violation will be issued and submitted to the management offices of the subcontractor and Blakley Corporation for appropriate action.

Stop Work Order

[bookmark: _Int_thmnQOQz] If the subcontractor creates a hazard or situation that can cause death or serious injury, our company will immediately stop work until the hazard is corrected. The subcontractor will incur all expenses resulting from the hazardous condition.

Safety Meetings

             All craft personnel are required to participate in safety meetings. These are short training sessions conducted by our company’s supervisory staff or the company's Site Safety Designee to address one or more job hazards and discuss safe practices to prevent accidents.

Subcontractors must participate in these meetings or conduct similar meetings for their personnel. If separate meetings are held, they should be documented in a brief report, which will be filed with our company.
Electrical Equipment

[bookmark: _Int_wO6atWBJ] Subcontractors are responsible for maintaining their extension cords. Defective extension cords must be removed from service immediately. Subcontractors are expected to use ground fault circuit interrupters (GFCI) whenever possible or furnish a copy of their Assured Equipment Grounding Conductor Program to our company.
 Prior to working on any energized electrical equipment, the subcontractor must ensure that all energized circuits in the immediate vicinity of their work are either properly protected or locked out or tagged out of service to prevent accidental energization of the circuit. Subcontractors will be required to follow our company. Lockout/Tagout procedure.


Fire Protection

 Gasoline and other flammable substances must be kept in approved containers, and storage requirements for quantities and types used must comply with local and federal regulations.

 “NO SMOKING” signs must be posted in areas where flammable substances are stored. The subcontractor will be expected to enforce all “NO SMOKING" areas located on the job site.

 The subcontractor will be expected to furnish the appropriate number, size, and type of portable fire extinguishers required for the job and to provide the necessary training to their personnel in their use. Fire extinguishers must not be tampered with or removed from their designated locations.

 When applicable, subcontractors are responsible for obtaining hot work permits and providing dedicated fire watch personnel.

Housekeeping

[bookmark: _Int_au33Dar0] Good housekeeping practices are extremely important, and the subcontractors are responsible for housekeeping conditions in their respective work areas. Refuse and scraps should not be allowed to accumulate, particularly when they interfere with workflow or create additional fire hazards. Combustible materials must be placed in suitable metal containers and not allowed to accumulate in the work area.

Subcontractor Security
 The subcontractor should take the required security measures to protect their materials, including those furnished by our company, as our company will not be responsible for any missing subcontractor materials or tools.

 The subcontractor will be responsible for any loss or damage caused by himself/herself, his/her workers, or his/her subcontractors to the work or materials, to adjacent property, and to persons.

Records
 All subcontractor violations will be documented and maintained.
 Safety meetings will be documented and filed.
 A copy of the subcontractor's safety program will be kept on file.
 A copy of the subcontractor's OSHA 300 Log will be kept in the file. This OSHA Log is to be updated within six workdays of the last recordable injury.



   CONTRACTOR SAFETY PROCEDURES



Personal Protective Equipment
All outside personnel must wear and work in shoes & glasses. This equipment is to be furnished by the contractor.

Smoking
Smoking is permitted in designated areas only. Check with the (Enter Name & Title) for designated smoking areas.

Emergency Procedure

Reporting Fires: Immediately contact any company personnel in the area.

[bookmark: _Int_7zEivLT8]  Reporting Injuries & Other Emergencies:  Notify site safety coordinator.

First Aid Facilities: Notify the safety coordinator. All injuries must be reported to the safety director.



Location of SDSs
MSDSs are in the master MSDS binder, under project supervision. Any material brought onto the project by outside personnel must have the appropriate MSDS. All extra material left by outside personnel must be removed.

Unsafe Conditions
[bookmark: _Int_7REjqI4m][bookmark: _Int_PGpt4RfJ]Any suspected unsafe conditions must be reported immediately to (Enter Name & Title), our personnel in charge of your work area. Any outside personnel equipment brought into the plant for demonstration must include written and verbal safety instructions before our company employees can operate it. All outside personnel equipment must have proper guards and a lockout procedure in place before operating or demonstrating is started in the plant.




The above procedures have been explained to me on_______________________
                                                                                                              (Date)  
And I have received a copy. I understand that I am responsible for keeping the on-site employees under my supervision and informed of the above procedures. I have provided your company with the Material Safety Data Sheets of the chemicals brought on-site.


____________________________                  ______________________
 Contractor Representative	 Company Representative


WORKPLACE VIOLENCE - ACTIVE SHOOTER RESPONSE
INTRODUCTION

[bookmark: _Int_BaZAYybi]As the pace and emotional pressures of everyday life impact both employees at home and in the workplace, as well as unknown individuals (including terrorists), a distressing and tragic trend is occurring — employees and unknown individuals are unable to control their emotions at work or have ulterior criminal motives, and violence erupts toward co-employees, customers, or third parties. The unfortunate statistics show that homicide is the number one cause of death for women in the workplace and the third overall cause for men and women. This trend is expected to intensify during periods of economic uncertainty and social and political unrest. In many cases, these acts of violence occur as employees face the prospect of layoffs and corporate reorganizations in many industries. No employer wants such incidents to occur. Ironically, however, as employers struggle to avoid these potential legal liabilities through the creation and enforcement of employment policies, they are met with many federal and state laws that may protect certain employee conduct. More importantly, since an employer has no objective “litmus test” for predicting which employee may become violent under particular triggering circumstances, there is no foolproof way to effectively eliminate the hazard. Likewise, an employer cannot predict whether unknown individuals may decide to commit random acts of violence because of mental and emotional conditions or misguided political or religious motivations.

OSHA

Under OSHA’s General Duty Clause, an employer is required to protect its employees against “recognized hazards likely to cause serious injuries or death.” As such, an employer should consider developing a workplace violence prevention and response policy.

In developing its policy, the employer should, at a minimum, include these elements:
· a stated management commitment to protecting employees against the hazards of workplace violence, including both physical acts and verbal threats;
· a statement that the employer has a “zero tolerance” policy toward threats or acts of violence and will take appropriate disciplinary action against employees who engage in such conduct;
· identify means and methods for employees to notify the employer of perceived threats of violent acts in a confidential manner;
· establish a means to promptly investigate all such threats or violent acts;
· develop consistent, firm discipline for violations of the policy;
· provide training to managers and employees to identify signs and symptoms of employee behavior which may predict potential violence (erratic behavior; employee comments regarding homicide or suicide; provocative communications; disobedience of policies and procedures; presence of alcohol, drugs or weapons on the worksite; physical evidence of employee abuse of alcohol or drug use) which should be reported to the employer;
· [bookmark: _Int_jPAQ6XKc]a non-retaliation policy for employees who report verbal and physical conduct to the employer that they reasonably believe represents a threat of potential workplace violence;
· establish a team of qualified individuals (e.g., human resources; risk managers, legal, medical, security) either within the company or readily available third parties, to respond to a potential or actual incident; 
· [bookmark: _Int_xSmG7cCH]Consider establishing an Employee Assistance Plan (EAP) to provide assistance to employees who may be experiencing mental or emotional stress before an act of violence occurs.

2
 LOSS CONTROL DEPARTMENT



ACTIVE SHOOTER EMERGENCY RESPONSE POLICY


PURPOSE:
This policy is intended to provide guidance in the event an individual is actively shooting persons at the workplace and to comply with applicable regulations of the Occupational Safety and Health Administration (OSHA).
POLICY
[bookmark: _Int_TKoVshNf]It is the policy of the Company to provide an active shooter emergency response plan to alert employees that an active shooter appears to be actively engaged in killing or attempting to kill people at the workplace.

DEFINITIONS:

[bookmark: _Int_XMGIYMih][bookmark: _Int_kgHO7cBW][bookmark: _Int_d2DtLHQl][bookmark: _Int_BjiJsUAf]For purposes of this Policy, an active shooter is defined as a person or persons who appear to be actively engaged in killing or attempting to kill people at the Company’s premises. In most cases, active shooters use a firearm(s) and display no pattern or method for the selection of their victims. In some cases, active shooters use other weapons and/or improvised explosive devices to cause additional victims and act as an impediment to police and emergency responders. These improvised explosive devices may detonate immediately, have delayed detonation fuses, or detonate on contact.

PROCEDURES:

1. The first employee to identify an active shooter situation:
[bookmark: _Int_Ba7y0qGx]As soon as possible, you should call the Company emergency number ( 	) and announce a prearranged code (e.g., “Active Shooter”) (with the location of the incident) and a physical description of the person(s) with the weapon, and type of weapon, if known.
2. The emergency operator, upon notification, will:
[bookmark: _Int_Z7r2d9uD]Provide a public announcement “Code	(and the location)” on the public address system.
3. The emergency operator or any employee who is at a location distant from the active shooter, such as in a different area or floor, will contact 911.
4. The phone call to 911 (from the area where the caller is safely concealed) should provide the following information to the police:
a. [bookmark: _Int_21vwHIWJ]Description of suspect and possible location.
b. Number and types of weapons.
c. Suspect’s direction of travel.
d. Location and condition of any victims
POTENTIAL RESPONSES

In response to an active shooter event, there will be three potential courses of action: 1) evacuate, 2) hide out, and 3) self-defense. The following guidelines identify these courses of action:





EVACUATE

If there is an accessible escape path, attempt to evacuate the premises, following these recommendations:
· Have an escape route and plan in mind
· Evacuate regardless of whether others agree to follow
· Leave your belongings behind
· Help others escape, if possible
· Prevent individuals from entering an area where the active shooter may be
· Keep your hands visible
· Follow the instructions of any police officers
· Do not attempt to move wounded people
· Call 911 when you are safe

HIDE OUT

If evacuation is not possible, find a place to hide where the active shooter is less likely to find you, with these recommendations:

The hiding place should:
· Be inconspicuous
· Be out of the active shooter’s view
· Provide physical protection if shots are fired in your direction (e.g., locating in a bathroom and locking the door, staying as low to the floor as possible, and remaining quiet and motionless)
· Not trap you or restrict your options for movement to prevent an active shooter from entering the hiding place:
· Lock the door
· Blockade the door with heavy    furniture 

If the active shooter is nearby:
· Lock the door
· Silence cell phones and/or pagers
· Turn off any source of noise (i.e., radios, televisions)
· [bookmark: _Int_HP2JEZbe]Hide behind large items (i.e., cabinets, desks)
· Remain quiet and motionless






SELF-DEFENSE

If it is not possible to evacuate or hide, then consider self-defense, with these recommendations:
· Remain calm
· Dial 911, if possible, to alert police to the active shooter’s location
· If you cannot speak, leave the line open and allow the 911 dispatcher to listen 

[bookmark: _Int_N2Vmgh9Z]Take action against the active shooter and only when you believe your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter as follows:
· Acting as aggressively as possible against him/her
· Throwing items and improvising weapons
· Yelling
· Commit yourself to defensive physical actions
LAW ENFORCEMENT RESPONSE

The police will arrive to respond to the emergency. Follow these recommendations:
1. Comply with the police instructions. The first responding officers will be focused on stopping the active shooter and creating a safe environment for medical assistance to be brought in to aid the injured.
2. When the police arrive at your location:
a) Remain calm, and follow officers’ instructions
b) Put down any items in your hands (i.e., bags, jackets)
c) Immediately raise your hands and spread your fingers
d) [bookmark: _Int_QH2IBB4T]Keep your hands visible at all times
e) Avoid making quick movements toward officers, such as attempting to hold on to them for safety
f) Avoid pointing, screaming, and/or yelling
g) Do not stop to ask officers for help or direction when evacuating, just proceed in the direction from which officers are entering the area or to an area to which they direct you
h) notify Company representatives that you have evacuated the premises
3. When the police arrive, the following information should be available:
a) Number of shooters
b) Number of individual victims and any hostages
c) The type of problem causing the situation
d) Type and number of weapons in the possession of the shooter
e) All necessary Company representatives still in the area as part of the Company’s emergency management response
f) Identity and description of participants, if possible
g) Keys to all involved areas, as well as floor plans
h) Locations and phone numbers in the affected area







POST-INCIDENT ACTION

When the police have determined that the active shooter emergency is under control, the emergency operator will provide a public announcement that the emergency is over by using a prearranged Code (e.g., “All Clear”)

                                                             POLICE INVESTIGATION

After the police have secured the premises, the Company will arrange for designated Management representatives to participate in the law enforcement investigation of the incident, including identifying witnesses and providing requested documents.

MEDICAL ASSISTANCE

The Company will designate Management representatives who will engage with emergency responders who provide medical assistance to injured employees, including ensuring that all required medical benefits and insurance documentation are provided.

NOTIFICATION OF RELATIVES

The Company will designate Management representatives to notify relatives of any injured employees in a timely fashion.

OSHA

[bookmark: _Int_ZSCo5FYi]In the event of a fatality or hospitalization of an employee for treatment, OSHA must be notified. If a fatality occurs, OSHA must be notified within eight (8) hours. In the event of a hospitalization of one employee for treatment, OSHA must be notified within twenty-four (24) hours.
Additionally, if the fatality or injury is work-related, the Company may be required to record the incident on its OSHA 300 Log within seven (7) calendar days.

MEDIA

The Company will designate Management representatives who will respond to any media requests for information. Such representatives will carefully consider the nature of any such requests to avoid disclosing confidential information about any person that is protected by Federal and state privacy and medical information laws and regulations, and to prevent interfering with any ongoing police or internal Company investigation.











QUIZ ANSWERS

ANSWER TO HAZARD COMMUNICATION QUIZ
1. [bookmark: _Int_yGJwrTHV](Your Company has to decide the answer)
2. Fumes, Dusts, Acids, Solvents, Fuels, and Fuel Gases (Any Two)
3. Inhalation, Skin & Eye, Ingestion, Injection (Any Two)
4. D
5. True
6. [bookmark: _Int_2ofsNyzB](Your Company has to decide the answer)
7. True
8. D
9. Flammable

AFFECTED EMPLOYEE LOCKOUT/TAGOUT QUIZ(Answers)	
1. False 
2. Electrical, Compressed Air (Pneumatic), Petroleum Fuels (Fuel Lines), Gravity (Suspended Components), Hydraulic, Tension, Chemical, Thermal (Surface Temperature) (Any three)
3. Electrical Work/ Mechanical Work
4. False
5. True
6. True
7. Locks/Tags
8. False
9. True


AUTHORIZED EMPLOYEE LOCKOUT/TAGOUT QUIZ (Answers)
1. False 
2. Electrical, Compressed Air (Pneumatic), Petroleum Fuels (Fuel Lines), Gravity (Suspended Components), Hydraulic, Tension, Chemical, Thermal (Surface Temperature) (Any three)
3. Electrical Work/ Mechanical Work
4. False
5. True
6. True
7. Locks/Tags
8. False
9. True
10. False
11. True
12. False
13. True
14. True



FORKLIFT OPERATOR TEST (Answers) 
1. True
2. C
3. Forklift Warning Label & Identification Plate, Forklift Tires, Forks, Forklift Power Source (Any Three)
4. Diesel Fuel, Gasoline, Liquid Propane (LP) (Any Two)
5. Principle of Balance
6. Stability Triangle
7. Lift height, amount of tilt, tire condition, acceleration, travel speed, braking, surface conditions (Any three)
8. True
9. D
10. True
11. Forward
12. False
13. True
14. True
15. False
16. False
17. True
18. D
19. False
20. True
21. False
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“Right To Know”  
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Definitions  
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Introduction  
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SAFETY AUDIT     General Information     Project/Location:           Address: ________ ___________________________________________________     Date:   Start       Finish         Audit performed   by:          Staff   Title:  ___________________ Division   Manager:          Superintendent: _______________________________________________________________________     Safety   Co ordinator:          Supervisor(s ): _________________________________________________________________________     Number in Work   Force:           Safety Committee     Chairman:       Title:          Committee   Members:            


image6.emf
Safety Meetings     Describe   the   content   of   the   meetings:             _ _ _ _ _ _ _ _ __ __ __ _ __ _ _ _ _ _ _ _ __ _ _ __ __ _ _ _ __ _ _ _ _ _ _ __ __ _ _ __ __ _ _ _ __ _ _ _ _ __ __ _ _ _ _ _ _ __ __ _ _ _ _ _ _ _ _       Are minutes kept on file?         How often are toolbox safety   talks   given?   Daily         Weekly         Monthly        


image7.emf
Fire Protection and Prevention   1.   Has a fire protection program been developed?   Yes      No     2.   Is fire - fighting equipment conspicuously located and m arked with proper signage?   Yes   No     3.   Is a water supply available and of sufficient volume and pressure to operate  firefighting   equipment?   Yes      No     4.   Do  all fire  ex tinguishers meet   requirements   established?   Yes   No     5.   Are requirements for storage of flammable  and combustible liquids being complied with?  Yes   No     6.   Is adequate fire protection available during   hot   work?   Yes   No     7.   Is adequate fire protection available in   paint   areas?   Yes      No     8.   Are no smoking signs posted and enforced   where   needed?   Yes   No     9.   Are employee s instructed on the use of fire   protection   equipment?   Yes      No       Materials Storage, Handling, and Disposal   1.   Are materials which are stored in tiers either stacked, racked, blocked, interlocked, or otherwise  secured so as to prevent sliding, failing, or colla pse?   Yes      No     2.   Are maximum  safe load  limits  of elevated   floors   posted?   Yes   No     3.   Are aisles and passageways clear and in   good   repair?   Yes      No     4.   Are waste materials disposed of property?  Yes   No     5.   Comment   on   general   housekeeping   for   the   entire   project.                 Other Comments/Observations:   _____________________________________________________________________________________     __________________________________________________________________________________ _ _ _
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INDICATE DIRECTION
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“Your Workers Compensation Solution”





