
Section 1: Safety Policy 

A. Company Policy
(Your company name) is dedicated to providing a safe and healthy work environment for all of our employees, sub-contractors, and customers.  The Company shall follow operating practices that will safeguard employees, the public and Company operations.  We believe all accidents are preventable.  Therefore, we will make every effort to prevent accidents and comply with all established safety and health laws and regulations.

All subcontractors will be given a copy of all Safety Rules when they arrive at the job site.  All subcontractor employees must review these rules before beginning work and must sign a statement indicating his/her understanding and acceptance of these rules.

All subcontractor employees will also be shown the location of all emergency equipment and Material Safety Data Sheets (MSDS), telephones, and evacuation routes.   

B. Management Commitment to Safety
Management is concerned about employee safety.  Accidents, unsafe working conditions, and unsafe acts jeopardize both employees and Company resources.  Injuries and illnesses result in discomfort, inconvenience and possibly reduced income for the employee.  Costs to the Company include direct expenses (workers’ compensation premiums, damaged equipment or materials, and medical care) and indirect expenses (loss of production, reduced efficiency, employee morale problems, etc.).  These indirect costs are reported to cost 4-10 times more than the insured costs of an accident.  Accordingly, Management will provide sufficient staffing, funds, time, and equipment so that employees can work safely and efficiently.   

C.  Assignment of Responsibilities
Safety is everyone’s responsibility.   Everyone should have a safe attitude and practice safe behavior at all times.  To best administer and monitor our safety policies, the following responsibilities are delegated.  This list should not be construed as all-inclusive and is subject to change as needed.  

1.
Management (will)

a.  Provide sufficient staffing, funds, time, and equipment so that employees can work 




safely and efficiently.

b.  Demand safe performance from each employee and express this demand periodically and whenever the opportunity presents itself.

c.  Delegate the responsibility for a safe performance to the Safety Director, Supervisors, and Employees, as appropriate.

d.  Hold every employee accountable for safety and evaluate performance accordingly.
e.  Periodically review the Safety Program effectiveness and results.
2.  Safety Director (NAME OF DIRECTOR) (will)


a.
Provide the resources, direction, and audits to integrate safety into the management 



system.

b.  Perform all pre-project planning tasks at the start of all new projects or jobs.

c.  Establish and maintain a safety education and training program.

d.  Periodically conduct safety surveys, meetings, and inspections.

e.  Advise supervisors and employees on safety policies and procedures.

f.  Assure that all newly hired employees have been given a thorough orientation concerning the Company’s Safety Program.

g.  Coordinate with Human Resources pre-employment physicals and maintain the company’s drug-testing program.

h.  Prepare and maintain safety records, analysis, evaluations, and reports to improve the Company’s safety performance and comply with all government agencies, insurance carriers, and internal procedures.

i.  Work with management, supervisors and employees to maintain & implement new and ongoing safety programs and comply with recommendations provided by outside consultants, OSHA inspectors, and insurance companies.

j.  Make available all necessary personal protective equipment, job safety material, and first-aid equipment.

k.  Review all accidents with management, supervisors and/or employees and ensure that corrective action is taken immediately.

l.  File all workers’ compensation claims immediately and work with the workers’ compensation carrier to ensure proper medical treatment is provided to injured workers and they are returned to work as quickly as medically possible.

3.
Superintendent/Foreman


The superintendent or foreman on each job site will:
a.  Implement all rules and regulations outlined in this manual.

b.  Comply with all Contractor Safety Rules.

c.  Assure that each employee, agent, invitee, and subcontractor is trained and follows 



all applicable OSHA standards, codes, laws, and ordinances.


d.
Control contract personnel and vehicles, and provide orientation materials as 
needed.

4.
Supervisors


Each employee who is in charge of a specific work area, supervises the work of others, or to whom an employee is assigned for a specific task or project, is responsible and accountable for their safety.  Supervisors will:


a.
Establish and maintain safe working conditions, practices, and processes through:

· Pre-Project Planning

· Job Inspections

· Safety Meetings

· Safety Training

b.  Observe work activities to detect and correct unsafe actions.

c.  Ensure that all injuries are reported promptly and cared for properly.  Make available first aid treatment.

d.  Investigate all accidents promptly.  Complete an accident report and provide it to the Safety Director the same day the accident occurs.  Review all accidents with the Safety Director and employees and correct the causes immediately.

e.  Assist Human Resources in the review of employment applications, pre-employment physical reports, and personnel files to determine physical qualifications for specified job classifications. 

f.  Seek out alternative work so injured employees can return to work in a modified job.

g.  Consistently enforce safety rules/regulations, programs, and protective measures (i.e. use of personal protective equipment, machine guarding, proper clothing, etc.)

h.  Post signs, notices, and instructions as needed or required.

i.  Brief your employees of any new hazards before they start work and weekly host brief safety meetings to discuss safety practices related to job hazards and general safe work behavior.

j.  Work with management, the Safety Director and employees to maintain & 
implement new and ongoing safety programs and comply with recommendations 
provided by outside consultants, OSHA inspectors, and insurance companies.

k.  Supplying all required personal safety protective devices and clothing, e.g. goggles, face shields, gloves, masks, etc.
5.
Employees


Each employee is responsible for his/her own safety.  No task should be completed unless it can be completed safely.  Employees will:

a.  Comply with all company safety programs, rules, regulations, procedures, and instructions that are applicable to his/her own actions and conduct.

b.  Refrain from any unsafe act that might endanger him/herself or fellow workers.

c.  Use all safety devices and personal protective equipment provided for his/her protection.

d.  Report all hazards, incidents, and near-miss occurrences to their immediate supervisor or Safety Director, regardless of whether or not injury or property damaged was involved.

e.  Promptly report all injuries and suspected work related illnesses, however slight, to his/her immediate supervisor or Safety Director.

f.  Participate in safety meetings, training sessions, and surveys as requested and provide input into how to improve safety.

g.  Notify the Safety Director immediately of any change in physical or mental conditions or use of prescription drugs that would affect the employees job performance or the safety of him/herself or others.

h.  Notify the Human Resources Manager within five days of any serious driving, drug/alcohol, or criminal convictions.

i.  Be a safe worker on (and off) the job.  Help coworkers do their job safely.  Come to work everyday with a safe attitude.


6.
Subcontractor and Their Employees



All subcontractors and their employees must:

a.  Maintain a safe and health hazard free work environment.

b.  Adhere to all minimum safety requirements on all job sites.

c.  Sign in every day at those job sites that require such action to take place.

d.  Stay in only their assigned work areas.

e.  Use only authorized machines, tools, shop equipment, and vehicles.  These items must be authorized by the Safety Director.

f.  Not bring any explosives, firearms, alcoholic beverages, or drugs onto any job site.

g.  Wear appropriate clothing at all times.  Short pants and shirtless attire are prohibited.  Sturdy leather shoes with steel toes must also be worn at all times.  Safety glasses and hard-hats must also be worn at all times while on any job site.
h.  Failure of any subcontractor complying with these rules is a breach of contract and could result in either withheld payments or contract termination.  Specific subcontractor employees could also be banned from any job site for failing to abide by these rules.
D. Accountability for Safety
Everyone is accountable for safety.  Management and the Safety Director will establish safety objectives and develop and direct accident prevention activities.  All employees should strive to reach those objectives and will be evaluated accordingly.  All managers’ and supervisors’ annual appraisals will include safety (results to objectives in their area and companywide) as well as an audit of their performance of their safety responsibilities.  All employees’ salary reviews will be affected by the company’s safety performance record.  Appraisals, which include safety records, will also be performed on all employees seeking a promotion.
E. Opinion Survey
The Company requests ongoing comments and feedback from all employees.  In addition, annually the company will request all employees’ opinions and input on the Company’s safety program through an opinion survey.  Be honest. You know your job better than anyone else.  Therefore you can provide valuable input into performing the job safely.  Changes to existing safety programs, rules, procedures, etc. may be influenced by your responses.  Full cooperation of all employees is expected.
F.  Employee Suggestions
Safety suggestions from employees are welcomed and encouraged.  To make a safety suggestion, complete the following form and provide it to the Safety Director.  The suggestion will be reviewed by the Safety Director and responses to suggestions will be discussed with the individual.

Employee’s Safety Suggestion

Employee’s Name (optional):   




  Date:  



Supervisor’s Name: 







CURRENT PRACTICE OR CONDITION

SUGGESTION

BENEFITS EXPECTED FROM CHANGE

Year:  

Number: 

Suggestion Implemented?
(
Yes - as submitted
(
Yes - with changes
(
No

Implementation Date:  




Comments/Changes Made/Reason for change or not implemented: 






















 Section 2: Standards
A. Emergencies & Evacuation
1.
Emergency Procedures


Our goal is to provide prompt and immediate action in any emergency to protect life, property, and equipment.  In case of an emergency, the employee nearest the stricken person should call 911 (or the emergency phone number posted in your area) and direct a fellow employee to:


a.
Notify the nearest supervisor to come to the scene; and


b.
Simultaneously dispatch available employees to quickly retrieve the first aid kit.


c.
An individual trained in first-aid should apply emergency rescue procedures until medical assistance arrives.


The Safety Director should be notified. The President or Safety Director (in that order) or their designees will decide whether or not to evacuate, inspect or shut down a facility.


The subcontractor is responsible for establishing procedures for their personnel to receive treatment for any injury, whether it is minor or major.  Subcontractors are encouraged to have at least one employee at each job site who is trained in first-aid.  After an ambulance has been dispatched, all major injuries must be reported to the job site Superintendent or Foreman.

2.
Evacuation Procedures

a.
Each area will be assigned a primary and alternate evacuation coordinator by the Safety Director.  They will be responsible for the effective evacuation of all persons. If neither are available, the supervisor is then responsible for evacuation.


b.
When alerted by alarm or by the Evacuation Coordinator(s) to evacuate, employees should:


1.

Properly secure all classified materials in your possession and assure all classified containers and areas are properly locked.


2.
Proceed to the nearest exit and assemble in the designated area.



3.
Remain in the designated area until instructions are provided.
B. Safe Operating Procedures
All employees are responsible for safety.  The following applies to all employees:

1.
Rules

a.  Comply with all established safety rules, regulations, procedures, and instructions which are applicable to your own actions and conduct.

b.  Promptly report all accidents, hazards, incidents, and near-miss occurrences to your immediate supervisor, regardless of whether or not injury or property damage was involved.

c.  Do not visit, talk to, or distract another employee who is operating a machine, or who is engaged in a work activity where the possibility of injury exists.

d.  Do not participate in horseplay, scuffling, pushing, fighting, throwing things, or practical jokes.

e.  Observe all no-smoking signs and regulations

f.  Do not run on Company premises.

g.  Use handrails on steps, elevated platforms, scaffolds, or other elevations.

h.  Assist others and ask for assistance in lifting and carrying heavy or awkward objects.

i.  Firearms, ammunition, and explosives are prohibited on Company premises.

j.  Personal stereos with headphones, e.g. Walkman, are not permitted to be worn in the workplace.

k.  Alcohol and drug use and possession on Company property is prohibited.

2.

Housekeeping

a.  Unless otherwise specified, waste material and scrap must be put in the proper containers and removed from the job site by the subcontractor.
b.  Work areas, passageways and stairs, in and around buildings and structures must be kept clear of debris.  Construction materials should be stored in an orderly manner.  Job site storage areas and walkways must be maintained free of dangerous depressions, obstructions, and debris.

c.  The entire job site should be cleaned daily and debris must be disposed of in dumpsters, or off site, in accordance with all EPA regulations. 

d.  Failure to maintain adequate housekeeping and clean-up will result in contractual action by the contractor.

3.
Machine Guarding

a.  It is the responsibility of the Safety Director to see that guards are installed on machines where needed.

b.  Employees should report any malfunctions of the guards to the Safety Director.

c.  The Safety Director should determine if the machine should be locked and tagged-out until the guard can be fixed or replaced.

d.  The guards increase safety on the machine.  Machinery with the guards removed shall not be used by any employee without permission from the Safety Director.

4.
Material Handling & Back Safety 

a.  Know the approximate weight of your load and make certain your equipment is rated to handle it.  (All powered equipment and rigging is rated as to safe working load.  This rating is posted on the equipment.  Never exceed the manufacturer’s recommended safe working load).

b.  Lift heavy objects as instructed, with the leg muscles and not with the back.  On average, do not manually lift over 50 pounds.

c.  Call for assistance as needed for handling heavy or bulky objects or materials.

d.  Use an appropriate, approved lifting device (i.e. special trucks, racks, hoists, and other devices) for lifting very heavy, bulky, large or unyielding objects.

e.  All ropes, chains, cables, slings, etc., and other hoisting equipment must be inspected each time before use.

f.  A load should never be lifted and left unattended.

g.  Wear safety gloves when handling materials.

h.  Properly stack and secure all materials prior to lifting or moving to prevent sliding, falling, or collapse.
i.  Avoid moving or lifting loads by hand whenever possible. 

Tips for manual lifting:
a.  Get a good footing.

b.  Place feet about shoulder width apart.

c.  Bend at the knees to grasp the weight.

d.  Keep back as straight as possible.

e.  Get a firm hold.

f.  Lift gradually by straightening the legs.

g.  Don’t twist your back to turn.  Move your feet.

h.  When the weight is too heavy or bulky for you to comfortably lift - GET HELP.

i.  When putting the load down, reverse the above steps.


Note: If lifting stacked materials, materials should be carefully piled and stable.  Piles should not be stacked as to impair your vision or unbalance the load.  Materials should 


not be stacked on any object (i.e. floor, scaffold) until the strength of the supporting members have been checked.

5.
Forklift & Heavy Equipment Safety


The following are the minimum safety practices for the operation of fork lifts and heavy equipment (bulldozers, backhoes, etc.):

a.  Only trained and authorized operators are permitted to operate a forklift or heavy equipment.  All operators will be trained by their Supervisors or the Safety Director. Every operator must participate in, at a minimum, annual forklift training.

b.  Prior to operating the forklift or equipment, the operator must test: the brakes, steering controls, warning light, clutch, horn, fluid levels, and other devices for safe and proper operation.  

c.  Never check the engine while it is running.

d.  Document your inspection results and equipment defects using the attached Inspection Report Form.  Report defects to your supervisor immediately.  No defective equipment shall be used.  Adjustments and repairs should be made by authorized personnel only.

e.  Wash the equipment whenever necessary.  The equipment must be kept clean and free of oil and grease.

f.  Employees should operate the equipment/forklift with safe speed and within rated load capacity.  Drive to the right.  Do not exceed 10 miles per hour, or posted authorized speeds, on plant roads.

g.  Passengers are not permitted on forklifts or heavy equipment except for training purposes.

h.  Mobile equipment should never be left unattended without first shutting off power, neutralizing controls, setting brakes, and lowering forks or bucket.  Do not park on an incline.

i.  All mobile equipment must have a functional fire extinguisher on board.

j.  Sound horn at exits, corners, cross aisles, intersections, and when approaching pedestrians.  Do not use horn needlessly or at undue length.

k.  Always look in the direction equipment is traveling, looking backward when backing up, even for a short distance.  Keep a clear view of the path.   When forward vision is obstructed, drive in reverse.

l.  When traveling, with or without a load, keep forks or bucket as low as possible.

m.  Avoid following pedestrians or other vehicles too closely, especially when operating on inclines or in noisy areas.

n.  Ascend/descend all ramps and inclines slowly.  Wait for passengers to exit the ramp before attempting to ascend/descend.  When descending, always use low gear and the slowest speed control.   Do not descend ramps with the load at the front of the forklift.  Never ascend in reverse.  When ascending, loaded forklifts should be driven with the load upgrade.

o.  A man cage must be used when elevating personnel with a forklift. Attach the cage prior to use.  Do not travel with passengers in the man cage.

p.  Personal protective equipment should be used as instructed.  Hard hats should be worn where danger of falling objects exists. 

q.  If the forklift is equipped with a seatbelt, the belt must be worn at all times.

6.
Ladders

a.  Manufactured ladders must comply with OSHA, ANSI, manufacturer and job specifications.

b.  Ladders with broken or missing rungs and/or broken or split side rails should not be used. 

c.  All portable ladders should be equipped with non-skid safety feet and should be placed on a stable base.  All access areas should be kept clear.

d.  All metal ladders are prohibited.

e.  The six foot fall protection procedure applies when working from a ladder.  All ladders should be secured with a rope or other substantial device.

f.  Wood ladders should not be painted except for an identification mark.

g.  Ladders should be maintained free of lines, ropes, hoses, wires, cables, oil, grease, and debris.  No objects should be left on ladders.

h.  Single portable ladders over 30 feet in length should not be used.  

i.  Side rails should extend 36 inches above the landings.  All ladders in use should be tied, blocked, or otherwise secured to prevent accidental displacement.

j.  Never stand or sit on the top two steps of a ladder.

k.  Never climb or work from the back of a ladder.

l.  Never work with another person on the same ladder.

m.  The contractor should provide training programs on ladders for all employees.

n.  Straight or extension ladders should be placed at a one to four ratio (ladder base to wall) and (floor to top touch point of ladder) .  i.e. If ladder is resting against an upper level 16’ off the ground, the base of the ladder should be 4’ away from the wall.

o.  Never ascend or descend a ladder while carrying anything.

p.  Always keep your belt buckle between the rails of the ladder.  Don’t overreach.

q.  Always check to see that safety dogs or latches are engaged  before using an extension ladder.  Extension ladders must be overlapped a minimum of three rungs.

7.
Electrical

a.  The Safety Director is responsible for complying with the National Electrical Code and all Federal, State, and local codes.  Any electrical work not in compliance should be brought to the Safety Director’s attention immediately.

b.  Only knowledgeable, certified electricians are to perform electrical work.

c.  Employees should not work close to any unprotected electrical power circuit unless that circuit is de-energized and grounded.

d.  All switches must be enclosed and grounded.  Panel boards must have provisions for closing and locking the main switch and fuse box compartment.

e.  Extension cords used with portable electric tools and appliances must be heavy duty (no less than 12 gauge conductors) of the three wire grounding type, and must conform to OSHA standards.  NO FLAT ELECTRICAL CORDS ARE ALLOWED ON SITE.
f.  All electrical tools and cords must be protected by a ground fault circuit interrupter or be inspected every three months as part of an assured equipment grounding program.

g.  Voltages must be clearly labeled on all electrical equipment and circuits.  Circuits must also be clearly marked for the areas of service they provide.

h.  Prior to performing any work, electricians must “lockout and tagout” the equipment or machinery.  The only exception is when power is required for “megging” circuits.

i.  Electrical cords and trailing cables should be covered, elevated or otherwise protected from damage.  Any exposed wiring and cords with frayed or deteriorated insulation must be reported immediately.

j.  Extension cords should be used as little as possible and all plugs must be the dead front type.


k.  The Safety Director must oversee the performance of monthly Electrical Grounding Testing with trade contractors on all electrical cord and plug connected equipment.

l.  Temporary lighting should be used in areas where there is not adequate natural or artificial lighting.  Temporary lights must be equipped with guards to prevent accidental contact with bulbs.

m.  Working spaces, walkways, and similar locations must be kept clear of cords.

n.  Electrical tools and equipment must be appropriately protected when used in wet or damp areas.

o.  Subcontractors must obtain advanced approval from the Safety Director before bringing any heavy equipment over 18 feet high on site.  Any wide load over ten feet requires an escort.  A power outage approval must also be obtained.

8.
Small Tools
a.  Proper storage for tools should be provided by the Contractor.

b.  Repair all damaged or worn tools promptly.  Temporary and makeshift repairs are prohibited.  Tools that can’t be properly repaired should be discarded immediately.  The contractor reserves the right to require any subcontractor to stop work for using any defective or improperly used tool.

c.  The subcontractor will supply all required tools unless otherwise specified.  All equipment must conform to OSHA Safety and Health Regulations for Construction Part 1926.

d.  Power tools should not be used if safety equipment has been removed.

e.  Employees using tools that cause objects to be thrown should wear personal protective gear, including proper eye and hearing protection.

f.  Gas powered tools should not be used in unventilated areas and gas should be dispensed from U.L. approved cans only.  All gas-powered tools must be turned off before being refueled.

g.  Portable grinders must have hood-type guards and side enclosures that cover the spindle and at least 50% of the wheel.  All wheels should be inspected regularly for fractures, etc.  Defects should be promptly reported to the Safety Director.

h.  Bench grinders should have deflector shields and side cover guards.  Tool rests should have a maximum clearance of 1/8” from the wheel.

i.  Air-supply lines should be inspected regularly and maintained in good condition.

j.  To prevent “whipping” in the event of hose separation or failure, air sources supplying hoses should be protected with an excess flow valve.  Completely bleed all air from tools before disconnecting them.

k.  For cleaning purposes, the pressure of compressed air used should be 30 psi or less and hose extensions should always be used.

l.  Only trained employees are to use OSHA specified powder-actuated tools.

m.  Trained employees should inspect all powder-actuated tools on a daily basis.  Any tool not found to be in proper working condition must immediately be removed from service.  

n.  Any area where a powder-actuated tool is used must have a warning sign posted.

o.  All powder-actuated tools should be of the low velocity, cushioned pistol grip, piston type design.

p.  Powder-actuated tools should not be used in areas where hazardous ignitable dust, gases, or liquids are present.

q.  All maintenance work on powder-actuated tools must be performed according to manufacturer specifications and must be done by qualified persons only.

r.  Do not raise or lower power tools by their electrical cord or pneumatic line.

s.  Powder-actuated tools should be locked-up when not in use to prevent unauthorized persons from using them.
t.  Torque is the circular or rotating motion in tools such as drills, impact wrenches and saws that result in a strange twisting force.  Be prepared in case of jamming.
u.  Proper guards or shields must be kept in place on power tools that are being used.
9.
Scaffolding

a.  Only qualified persons should design, build, or inspect scaffolds.  Each application must be planned to ensure that the scaffolding conforms to all specified assembly requirements.
b.  Lean to scaffolds and makeshift platforms are prohibited.
c.  Only materials currently being used should be stored on scaffolds.  Materials are to be placed over cross members at all times.  All materials should be removed from the scaffold nightly.

d.  All scaffolds should be designed to carry four times the maximum intended load.  
At no time should the scaffold be overloaded.  Unstable objects such as barrels, 
boxes, and loose bricks should not be used to support scaffolds.
e.  All scaffolds over ten feet high are required to have load footprints and limits that can be obtained from the scaffold manufacturer. A copy of all load footprints and limits should be given to any supplier stocking material on the scaffold.
f.  All scaffolds must be maintained in safe condition and scaffolds damaged or weakened must be replaced immediately.

g.  Scaffolds more than ten feet above the ground must have standard guardrails and 
toe boards attached.
h.  Scaffolds should be braced and tied both horizontally and vertically at intervals according to specified regulations.
i.  Scaffolds with any dimension less than 45 inches should be equipped with 
outriggers or secured and guarded with standard four feet high railings.
j.  Mobile scaffolds should be equipped with guardrails, midrails, toeboards, and outriggers.

k.  All casters should be locked and guarded with standard railings.  Mobile scaffolds should not be used if there is a change in the floor level elevation.
l.  When erecting and dismantling scaffolds, OSHA’s Project Six Foot Fall 
Protection Requirements must be followed.
n.  Permits should be completed and attached to each scaffold prior to it being used.

o.  Ladders must be used to climb scaffolds at all times.  Workers should never climb a scaffold’s cross bracing.  Both hands should be free of tools/materials when ascending or 
descending a scaffold.  Employees should not propel themselves while working on scaffolds.
p.  At the start of each shift, a competent person should inspect each scaffold for requirements of the standard.
q.  Adjusting or leveling screw jacks must not be extended more than twelve inches of thread.
r.  Swinging stages, pickboard, boatswain  chains, floats and needle beams require special approval by a safety representative before use plus require independent life lines.
10.
Concrete and Forms

a.  Workers handling cement in sacks should wear eye protection, snug fitting clothing, and respirators.
b.  All equipment and materials used in concrete construction and masonry work should meet the requirements described in ANSI-A 10.9-1970 “Safety Requirements for Concrete Construction and Masonry Work”.  The Safety Director should maintain a copy of the ANSI standards.
c.  Employees working more than six feet above adjacent working surfaces should use a safety harness with two lanyards/hooks.  100% tie-off/fall protection practices must be followed.

d.  
Employees are not permitted to work above vertically protruding, reinforced steel 
unless all hazards have been eliminated.

e.   Riding and/or working under suspended concrete buckets is prohibited.
f.  When reinforcing mats are used as walkways, they should be covered with plywood to assure safe footing.
g.  Workers involved in sandblasting must wear Bureau of Mines approved air respirators and hoods.
h.  Concrete workers must wear appropriate shirts, boots, and gloves in order to reduce the danger of burns.
i.  Lumber and materials should not have nails or wires protruding from them.  Excess materials should be removed from the immediate work area.
j.  All protruding rebar must be capped.
11.  
Floor and Wall Openings
a.
Inspect all new locations to ensure that all floor 
openings are covered with grates or covers.
b.
Guardings and/or covers are not to be removed until other means of fall protection 
are in place.  Employees installing or removing guarding or covers should be protected 
by alternative fall protection.
c.  Employees are prohibited in any area that could expose them to a fall unless 
proper fall protection procedures are in place.

d.  Floor and roof openings should be covered or 
guarded by standard guardrailings and toe boards.  A standard railing consists of a 
top rail, intermediate (mid-rail) rail, four feet high vertical debris nets, and posts.

-
The top rail should be approximately 42 inches from the upper surface of the rail to 
the floor, platform, or ramp level.  The top rail should be ½” wire rope with at least 3 J-type fist grip wire rope clamps at each connection and turn buckler.

-
The midrail should be halfway between the top rail and floor, runway, platform, or ramp.  The midrail should be ½” wire rope with 3 J-type, fist grip wire rope clamps at each connection and turn buckler.

-
In areas where a vertical debris net can’t be installed, a 12 inch minimum height toe board should be securely fastened in place and have no more than a ¼” gap between it and the floor.

e.  Any other type, size, or arrangement of railing construction must be approved in writing by the Safety Director.

f.  Stair railings should be constructed similar to a standard railing.  All hand rails 
should be provided with a minimum clearance of three inches between the hand rail and any other surface or object.

g.  During construction, stairs should be provided on all structures that have two or more floors.

h.  Stairways should be free of hazardous projections, debris, and other loose materials.

i.  Permanent steel stairways having hollow pan treads and landings should have the pans filled with solid material up to the nosing level.

j.  Temporary stairs should have a landing at least 30 inches wide.

k.  Wall openings, from which there is a drop of more than three feet, should be 
guarded.

l.  Runways should be guarded by a standard railing 19 inches or more on all sides above the floor.  Whenever tools, machine parts, or materials are used on the 
runway, a toe board should be provided on each exposed side.

m.  Regardless of height, open-sided floors, walkways, platforms, or runways adjacent to dangerous equipment and similar hazards should be guarded with a 
standard railing and a 4’ high debris net.
15.
Fire Prevention

a.   Good housekeeping is the first rule of fire prevention.  Oily rags, paper shavings, 
trim, etc. should be cleaned up and placed in trash receptacles.

b.  Welding or cutting should not take place near locations where flammables or combustibles are present.  When welding or cutting occurs, the area should be protected with fire resistant blankets.  An approved fire extinguisher should also be located at each welding or cutting facility.  Refer to our Hot Works section for more information.

c.  All flammable liquids should be stored in an approved manner and dispensed in approved safety containers.  Welding gases should also be stored in an isolated area.

d.  Liquefied Petroleum (LP) Gas presents special fire and explosion hazards.  Only qualified persons are to handle LP gas.  LP gas units should be inspected daily for leaks, etc.

e.  Open fires of any kind are not permitted.  

f.  Combustible materials or equipment in combustible containers should be stored properly.  Fire extinguishers should be kept within close proximity to any combustible container.

g.  Fire extinguishers should be recharged and inspected regularly.  A tag indicating the date of recharging should be affixed to each extinguisher.

h.  Access to fire hydrants should be maintained at all times.  Fire hydrants should never be blocked or obstructed in any way.

i.  All combustible waste materials, rubbish, and debris should be disposed of daily.

j.  Smoking is prohibited in any hazardous area and “No Smoking” signs should be posted in these areas.

k.  Gas cylinders should be transported and stored in an upright position.  When stored for extended periods of time, they must be kept at least twenty five feet from oxygen cylinders.

l.  No material should be stored within three feet of an electrical panel, outlet, or fire suppression equipment.

m.  Portable power equipment must not be refueled while running or when hot.  Attach a ground wire before refueling.

17.
Environmental

a.
Portable Water

1.
The Contractor should provide an adequate supply of drinking water at all construction sites.

2.
The portable containers used to store drinking water should be closed tightly and have a dispensing tap.  Employees should not dip cups directly into the container.

3.
The container should only be used for storing the drinking water and it should be clearly marked as “drinking water”.

4.
Each employee should have his or her own cup.  A “community” cup should not be used.

5.
The Contractor should supply single service cups that are stored in a sanitary dispenser.  Trash receptacles should also be provided so that used cups can be discarded properly.

6.
Employees are encouraged to drink lots of water during hotter temperature days or when working in heat-producing conditions to avoid heat stress or stroke.

b.
Toilets

1.
Toilets should be provided for employees based on the formula of 1 toilet seat and 1 urinal per 15 employees.

2.
All facilities must be kept clean and sanitary at all times.

c.
Adequate washing facilities must be provided if employees are engaged in the application of paints, coatings, herbicides, or insecticides.

d.
Material Use and Waste Management

1.
Receptacles must be placed around the job site for collection of waste materials.

2.
All hazardous waste must be stored and collected in special areas.

3.
No hazardous material is to be abandoned on the job site.  

4.
No waste haulers, disposers, recyclers, or scavengers are allowed on the job site without the contractor’s approval.

5.
All hazardous waste removed from the job site must have the Contractor’s authorization.  No outside waste is to be disposed of using the Contractor’s facilities.  Dumpsters are to be inspected frequently and any potentially hazardous material is to be placed in the appropriate storage area.

6.
No used oil or paint is to accumulate on the job site.  All spills are to be cleaned up and disposed of immediately.  The Safety Director must be notified of the situation immediately.  Any spill caused by a subcontractor employee will be cleaned up and paid for by the subcontractor.

18.
Motor Vehicles and Equipment

a.  On-site construction vehicles and equipment should be inspected and tested.  
Proper documentation must be available for the Safety Director to review 
prior to bringing such equipment on site.  The Safety Director must issue all vehicle passes.


b.   All motor vehicles must be equipped with the following:

· Adequate braking system

· Two headlights and tail lights

· Brake lights

· Horn

· Seat Belts

· Good tires

· Windshields and powered wipers

· Defrosters

· Rear-view mirror

· Fuel cap

c.   
Only authorized, licensed drivers are permitted to operate vehicles or equipment. Accidents must be reported to the Safety Director immediately.

d.  
Employees should not use motor vehicles or equipment that have an obstructed rear view unless:

1. The vehicle has a backup alarm audible above the surrounding noise level;

2. The vehicle is backed up only when an observer signals that it is safe to do so.

e.  No person should attempt to get on or off moving vehicles or equipment.

f.  Heavy machinery and equipment which is suspended by slings, hoists, or jacks 
must be blocked before employees are permitted to work under or between them.  

g.  All hauling vehicles, where payload is loaded by crane, power shovel, loader, similar equipment must have a cab shield and/or canopy to protect the operator from 
shifting or falling materials.  The operator of any vehicle should leave the cab and 
stand clear of the equipment while it is being loaded.

h.  Engines must be shut off during all maintenance and fueling operations.

i.  Trip handles of dump truck and heavy equipment tailgates must be positioned so 
that the operator will be clear of any danger during dumping procedures.

j.  Employees are required to inspect their assigned vehicles at the beginning of each shift to assure that the vehicle is in safe operating condition and free of any apparent danger.  Any defects must be immediately reported to the Safety Director.

k.  Employees are not permitted to ride with arms or legs outside the truck body.

l.  No heavy equipment is to be driven at speeds greater than 15 MPH.

m.  Only approved standard hand signals for crane, derrick, and boom equipment are to be used.  These hand signals must be posted near the driver’s seat of all 
equipment.

n.  All manufacturer specifications and limitations concerning the operation of 
cranes and other hoisting equipment are to be followed. 

o.  Rated load capacities, operating speeds, and special hazard warnings must be posted near the driver’s seat on all equipment.

p.  A certified agency must inspect all hoisting machinery on an annual basis.  Records of dates and inspection results for all equipment must be readily available for review.

q.  Wire rope safety factors are to be in compliance with American National Standards Institute B30.5.  The Safety Director shall maintain these standards.

r.  All exposed belts, gears, shafts, pulleys, sprockets, spindles, drums, flywheels, chains, and other moving parts must be guarded.

s.  The swing radius on the back of any crane must be barricaded so as to 
prevent people from being struck or crushed by the crane.

t.
Prior to any crane being moved, all swinging or hanging loads must be lowered and detached.

u.  A fire extinguisher must be available in all cabs of equipment and vehicles.

v.  Rollover protection (ROPS) as specified by OSHA is required for all applicable equipment operated on the project.  Grandfather clauses are not acceptable.

w.  Employees are required to obey all state law, local, and company laws, rules and regulations while operating vehicles or equipment.

x.  Personal cars are not to be used for company business unless authorized by the appropriate supervisor.  Passengers not employed by the company are also 
prohibited.

y.  Any vehicle or piece of equipment with material extending four feet or more from the rear of the vehicle must have a red flag or cloth 12 inches square attached to the material.

19.
Employee and Public Protection


a.   Work is not to be performed in any area unless 
specifically permitted by the contract.
b.  Sidewalks, entrances to buildings, 
lobbies, corridors, aisles, doors or exits must be kept clear of obstructions at all times.
c.   Appropriate warnings and instructional safety signs must be posted.  

d.  Sidewalks, sheds, canopies, catch platforms and appropriate fences should be used 
to maintain pedestrian traffic adjacent to any construction site.
e.  A temporary fence should be built around the perimeter of aboveground 
operations that are adjacent to public areas.  Perimeter fences must be at least six feet high 
and must consist of wood, metal, or wire mesh.  When the fence is adjacent to a street intersection, the upper section of the fence must be open wire mesh above a 
point not over four feet above the sidewalk and extending at least 25 feet in both directions from the corner of the fence.
f.   
Guardrails must be provided on both sides of vehicular and pedestrian bridges, 
ramps, runways and platforms.  Pedestrian walkways must be protected with guardrails.
g.   Guardrails must be made of materials capable of withstanding a force at least 200 pounds applied any point in their structure.
Section 3: Continual Monitoring & Improvement
A. Safety Meetings/Training
Supervisors should hold a (minimum) 10 minute tool box safety talk every Monday at the beginning of the shift.  All employees are required to attend.  Supervisors should update employees on any changes in procedures, new equipment, and general safety issues.  Emergency procedures should be periodically reviewed.  Employees should be reminded to put safety first and look out for your fellow coworker.  Employees and supervisors should offer comments and safety suggestions at this time and regularly throughout the day as needed.

Monthly safety training and/or meetings will be held to keep employees abreast of safety procedures and issues.  Employees with outstanding safety records will be recognized during these meetings. All employees must attend.  Quizzes and surveys may be administered after safety training or meetings.

The following form should be completed following every safety meeting/training and maintained by the Safety Director.

B. Inspections
Periodic inspections will be conducted to identify hazardous conditions and unsafe behaviors.   The Safety Director will conduct inspections, along with insurance companies and OSHA, and may request employees or supervisors to participate.  The inspector should look for unsafe practices and conditions that can cause an accident and take corrective action immediately.  

The following inspection form should be completed weekly and provided to the Safety Director.  The Safety Director will review the report, take any corrective action needed, and maintain a file of inspections.

Section 4: Accident Management
A.  Accident & Near Miss Reporting Procedures
If you have a near-miss situation while working, notify your supervisor immediately.  The situation will be investigated and corrective action implemented to prevent future injury.  Employees and witnesses must fully cooperate in the investigation.

If you are injured on the job:
a.
Contact your supervisor, or the nearest coworker (who should notify a supervisor) if you are unable to contact your supervisor due to the severity of your injury.

b.
The designated employee who is trained in first-aid and/or CPR should be immediately notified to assist in the situation.

c.
First aid kits, which are prominently displayed throughout the jobsite, should be made available and medical supplies promptly refilled (by the Safety Director).

d.
If needed, the supervisor or his other designee should transport the injured worker to the company’s designated medical facility to receive appropriate medical attention.  A post-accident drug and/or alcohol test will be conducted in accordance with the company’s Drug-Free Workplace Policy.

e.
If rescue personnel are summoned, the supervisor should delegate an individual to wait for the rescue team and escort them to the injured employee.

f.
All witnesses to the accident should be available to speak with the Safety Director and/or supervisor and cooperate in all accident investigations.

g.
The Safety Director should immediately notify the insurance company of the accident and file a workers’ compensation claim.

Every accident or near-miss situation should be reported immediately.  Injured employees and witnesses to the accident will assist the supervisor in completing an accident investigation.  Injured employees must comply with the medical treatment provided by the treating physician, cooperate with the insurance company and its designees, and abide by the company’s return-to-work policy.
B.  Accident Investigation
When an accident occurs, it is an indication that something has gone wrong.  Accidents don’t just happen, they are caused. The basic cause(s) of accidents are unsafe acts and/or conditions.  The supervisor must investigate every accident to determine the cause and to initiate corrective action to assure that similar type accidents will not recur from the same causes.

Supervisors should complete the following accident investigation form and submit a copy to the Safety Director for review.  The Safety Director should evaluate the corrective action taken or suggested by the supervisor and instruct if additional changes should be made.

Tips on accident investigations:
1.
Every accident is caused.  Carelessness is not a cause, but the result of some deficiency.  Telling employees to be more careful will not eliminate the real accident cause.

2.
An accident investigation is not a trial to find fault or to place blame.  Its purpose is to find accident causes so that corrective measures may be taken to prevent future accidents.

3.
Most accidents result from a combination of human error (unsafe behavior) and a physical hazard (unsafe condition).  Do not overlook the possibility of multiple errors and hazards. 

4.
Don’t stop at the obvious answer.  For instance, a missing machine guard does not cause an accident.  The accident happened because the operator entered the point of operation.  Determine why the operator did this and why the guard was off the machine.  Only by correcting both problems can you prevent future accidents.

5.
The accident investigation should be conducted as soon after the accident as possible.  Facts should be gathered while the accident is fresh in the minds of those involved.  If possible, question every employee who was involved, or witnessed, the incident.  Delay interviewing injured employees until after medical treatment has been received.

6.
Other employees who did not witness the accident but work in the area may contribute information regarding the injured workers’ activities prior to the accident and conditions at the time of the accident.

7.
The accuracy and completeness of the information received from the injured worker(s) and witnesses depends on how well the interview is conducted.  Supervisors should:

a.  Put employees at ease.

b.  Ask what happened and how it happened.

c.  Permit employees to answer without interruptions.

d.  Show concern.

e.  Remember, nothing is gained with criticism or ridicule.

f.  Ask why questions only to clarify the story.

g.  Repeat the story as you understand it.

h.  Give the employee the chance to correct any misunderstandings that you have.

i.  Photographs of the conditions as they exist immediately following the accident, including photos so the damaged equipment, are very helpful.

j.  Damaged equipment should be removed or secured for future testing and used as evidence.

k.  Take immediate action to correct any obvious unsafe conditions.  Determine the basic accident causes and correct or recommend action to prevent reoccurrence.
C.  Return-to-Work Policy
It is the Company’s policy to return injured workers to productive work, although not necessarily to their pre-injury duties, as early as possible during their recovery.  This type of work is often referred to as “modified-duty work.”  The Company has adopted this policy because employees who remain off work for long periods of time not only affect the Company’s productivity and workers’ compensation costs, they often experience slow healing and a loss of self-esteem.  Within the requirements of their treating medical providers, the limitations of the law, and the economic and physical limitations of our own properties, the Company will make every effort to provide meaningful work wherever and whenever possible.  Any recovering employee who is offered a physician-approved, modified-duty position will be required to accept the offer.

A copy of the tasks needed to complete the employee’s regular duties should be provided to the treating physician, along with the following Job Physical Assessment form.  The Safety Director or Supervisor should request the treating medical provider complete this form.  The supervisor should identify a modified-duty position to offer the employee that is within their physician’s restrictions.  

Section 5: Workers’ Compensation
By law our company is required to obtain workers’ compensation insurance.  The company pays for this insurance.  Our insurance premiums are not government funded in any way.  Because workers’ compensation is a substantial cost of doing business, our goal is to prevent and manage accidents.  

A. What benefits are you entitled to?
When an employee is injured during the course of employment, workers’ compensation insurance provides payments to the injured worker or the treating physician(s) for medical treatment, disfigurement, death benefits, and indemnity (lost wages) payments.  The scope and amount of these payments are determined by state law.  Attorneys are not needed for you to get what you are entitled to. Attorneys, when hired, typically work on a contingent fee basis and may receive a portion of your benefits.  If you report injuries immediately to your supervisor and cooperate with your treating physician and the insurance company, the system will work with you to get you healthy and back to work.

Workers’ compensation insurance payments may be denied if: 1) the employee tests positive for drugs or alcohol following the accident, 2) a pre-existing injury or non-work related injury was the cause of the accident, or 3) fraud exists.  

Medical treatment: Medical care, services, and supplies as necessary to cure or relieve the effects of an injury sustained on-the-job. 

Disfigurement:  Additional compensation is paid to an injured worker for permanent disfigurement from a work-related injury (i.e. scars, discoloration, disfigurement, etc.)

Indemnity Payments: Wage replacement while recovering from an industrial injury.

Death Benefits:  Weekly payments to the surviving spouse and dependent children of a worker whose work-related injury results in death.  Burial and funeral expenses are also paid.

B. Workers’ Compensation Fraud
Filing false workers’ compensation claims is punishable with a substantial fine and imprisonment. Any employee who knows of a coworker who is abusing the workers’ compensation system or has filed a false workers’ compensation claim should call 1-800-810-6446.  You will not be asked to identify your name and the call will not be recorded.  This is an anonymous call to our insurance company.

The insurance company has many red flags to identifying workers’ compensation fraud and will investigate any accident they suspect may be fraudulent.  They may deny or reduce benefits whenever a claim is found to be fraudulent or an employee is found to be abusing the workers’ compensation system.

The following is considered workers’ compensation fraud or abuse:
1.
Faking an accident or injury.

2.
Exaggerating the seriousness of an accident or injury.

3.
Taking more time off than is really needed to recover.

4.
Attempting to collect benefits for an injury that is not job-related.

5.
Submitting false or exaggerated medical bills for payment.

6.
Working at another, equally demanding job while collecting workers’ compensation benefits.

7.
Conspiring with, or being persuaded by, another person to do any of the above.

When people abuse workers’ compensation benefits, we all pay.  Your company is charged higher insurance premiums, which increases our expenses and lowers profitability.  The best way to safeguard against fraud is to prevent accidents from happening.  If you are aware of fraud, speak up by calling the Fraud Hotline.

Section 6: Fleet Safety Program
Motor Vehicles Rules
All employees who drive a company car or delivery vehicle must abide by the following safety rules:

1. Employees are required to inspect their assigned vehicle (before taking it on the road) to ensure that it is in safe working condition.  This includes properly working brakes, horns, and back-up alarms.  The attached inspection form should be used.

2. Any defects in the company vehicle should be reported promptly.

3. Employees are required to obey all state, local, and company traffic regulations.

4. Engines are to be stopped and ignition keys removed when parking, refueling, or leaving the company vehicles.

5. Employees are not permitted to use personal cars or motorcycles for company business, unless specifically authorized by the supervisor.

6. Passengers not employed by the company are not permitted unless authorized by the supervisor.

7. Employees should drive safely. Defensive driving must be practiced by all employees.

8. Seat belts and shoulder harnesses are to be worn at all times.  

9. Vehicles must be locked when unattended to avoid criminal misconduct.  

10. Vehicles must be parked in legal spaces and must not obstruct traffic.  

11. Employees should park their vehicles in well-lighted areas at or near entrances to avoid criminal misconduct.  

12. Employees should keep their headlights on at all times when driving a vehicle.

13. A vehicle when loaded with any material extending 4 feet or more beyond its rear shall have a red flag or cloth 12 inches square attached by day, or a red light visible for 300 feet by night, on the extreme end of the load.

14. Articles, tools, equipment, etc. placed in cars or truck cabs are to be hung or stored in such a manner as not to impair vision or in any way interfere with proper operation of the vehicle.

15. When you can not see behind your vehicle (truck), the driver should walk behind the truck prior to backing.

16. Personal use of vehicles is not permitted without approval of management.  Children are prohibited from using company vehicles.

17. Operating a company vehicle while under the influence of alcohol and other drugs is prohibited.  Violators are subject to termination of employment.

18. Every accident should be reported to the Safety Director.  The Safety Director should investigate all accidents and review them with the Supervisor and employees.

19. All subcontractor personal vehicles must be parked in areas designated as contractor parking.

20. When operating vehicles on the job site, speeds must not exceed 5 M.P.H.

Commercial Drivers License (CDL)
Drivers who operate a commercial vehicle, as defined below, are required to obtain a commercial drivers license.

1. A vehicle with a gross vehicle weight rating of 26,001 or greater pounds, or

2. A vehicle designed to transport 15 or more passengers (including the driver) or

3. A vehicle of any size transporting hazardous material in sufficient quantities meeting the hazardous materials transportation regulations posting requirements.

Drivers must meet the following requirements:

1. All commercial drivers must be in good health and pass a DOT physical.  The doctor will provide the driver a medical examiner’s certificate that must be carried at all times when driving.  The certificate must be renewed every 2 years.

2. All commercial drivers must comply with the Company’s Drug and Alcohol-Free Workplace Policy and consent to testing as defined by DOT and the Company.

3. Be at least 21 years of age.

4. Speak and read English well enough to do his/her job and respond to official questions.

5. Have a valid driver’s license and pass a commercial driver’s road test.

6. Take a DOT written exam for drivers.

7. Not be disqualified to drive a commercial motor vehicle.

8. Be able to determine whether the vehicle is safely loaded and know how to block, brace, and tie down cargo.

Motor Vehicles Records (MVR)
1. All prospective and current employees will undergo annual motor vehicle record checks.

2. Violations (gathered from MVRs) are categorized as follows:


TYPE A VIOLATION: Includes, but is not limited to, DWI/DUI/OWI/OUI, refusing a drug/alcohol test, reckless driving, manslaughter, hit & run, eluding a police officer, any felony, drag racing, license suspension, and driving while under license suspension.  Any driver with these types of violations is a major concern and could be subject to removal of driving privileges and/or termination of employment.


TYPE B VIOLATION: Includes all vehicle accidents, regardless of fault.


TYPE C VIOLATION: Includes all moving violations not classified as Type A or B (i.e. speeding, improper lane change, failure to lead, running red lights or stop signs, etc.)


TYPE D VIOLATION: Includes all non-moving violations (i.e. parking, vehicle defects, etc.)

3.
The following disciplinary action will apply:


Termination of Employment, Refusal to hire, or Reassignment to a non-driving position (if available):



 1 Type A violation in preceding 36 months




 2 Type B violations in preceding 36 months




 3 Type C violations in preceding 36 months




1 Type B violation and 2 Type C violations in preceding 36 months


Probation (6 months):



1 Type B violation in preceding 36 months




2 Type B violations in preceding 36 months




1 Type C violation and 2 Type D violations in preceding 36 months




3 Type D violations in preceding 36 months
Driver Qualification File
The company will maintain the appropriate qualification files for each regularly employed river.

Accident Reporting
Driver Conduct at the Scene of the Accident
1.
Take immediate action to prevent further damage or injury.  




Pull onto the shoulder or side of the road.




Activate hazard lights (flashers) and place warning signs promptly.

· 
Assist any injured person, but don’t move them unless they are in danger of further 





injury.

2.
Call the Police

· 
If someone is injured, request medical assistance.

· 
If you are near a phone, write a note giving the location and seriousness of the 
accident and give it to a “reliable” motorist and ask him/her to contact the police.

3.
The vehicle should not be left unattended, except in an extreme emergency.

4.
Exchange identifying information with the other driver.  Make no comments about assuming responsibility.
5.
Secure names, addresses, and phone numbers of all witnesses, or the first person on the scene if no one witnessed the accident.

6.
Call the company immediately and report the accident to the Safety Director.

Complete the Vehicle Accident Report Form

1.
Complete the Vehicle Accident Report Form (a copy can be obtained from the Safety Director) and provide it to the Safety Director.   Write legibly.  Answer all questions completely or mark “not known.”  Use additional sheets of paper as needed to provide pertinent information.

Inspection Records & Preventative Maintenance
All drivers must regularly inspect, repair, and maintain their company vehicle.  All vehicle parts and accessories must be in a safe and proper working order at all times.  The following apply:

1.
All truck drivers must complete the vehicle inspection report at the end of each day.  Drivers of company cars should complete the vehicle inspection report semi-annually.  Notify the Safety Director of any unsafe conditions or defective parts immediately.

2.
Before the vehicle is driven again, any safety defects must be repaired.

3.
A copy of the last vehicle inspection report must be kept in the vehicle for at least 3 months.

4.
Quarterly preventative maintenance must be conducted on each vehicle.

5.
Maintenance and inspection records must be kept at the company for 1 year or for 6 months after the vehicle leaves the company’s ownership.

6.  All vehicles are subject to a search at any time.

Section 7: OSHA (Occupational Safety & Health Administration)
A. OSHA (Records) Requirements
Copies of required accident investigations and certification of employee safety training shall be maintained by the Safety Director.  A written report will be maintained on each accident, injury or on-the-job illness requiring medical treatment.  The log of work-related injuries and illnesses (Form 300) should be used to classify work-related injuries and illnesses and to note the extent and severity of each case.  The summary, a separate form (Form 300A) shows the totals for the year in each category.  At the end of the year, post the summary in a visible location so that your employees are aware of the injuries and illnesses occurring in the workplace.  This summary must be posted by February 1 to April 30. These records are maintained for five years from the date of preparation.  

B. OSHA Checklist
To avoid safety violations and remain in compliance with OSHA standards, the Safety Director should complete the following OSHA checklist on a weekly basis.  Deficiencies should be immediately corrected. If problems persist, the Safety Director should contact our Loss Control consultant at our workers’ compensation carrier to conduct a comprehensive OSHA inspection.

Section 8: Special Emphasis Programs
A. Drug-Free Workplace Policy
Purpose
The Company values its employees and recognizes their need for a safe and healthy work environment.  Furthermore, employees abusing drugs and alcohol are less productive and are often a risk to the safety, security and productivity of our company.  The establishment of a Substance-Abuse Policy is consistent with the company’s desired culture and is in the best interest of the company.

Policy
It is the policy of the company to maintain a workplace free from the use and abuse of drugs and alcohol.  Compliance with this policy is a condition of continued employment.  It supersedes any other company policy or practice on this subject.  At any time, the company may unilater​ally, at its discretion, amend, supplement, modify, or change any part of this policy.  The policy does not represent an expressed or implied contract, and it does not affect your status as an at-will employee.  If you have any questions about this policy, please direct them to Human Resources.

To maintain a Drug and Alcohol-Free Workplace, the company has established the following policy effective MM/DD/YYYY with regard to the use, possession, and sale of drugs and alcohol.  Drug and alcohol testing practices will be adopted to identify employees or applicants using drugs and/or alcohol.

Drug and Alcohol Prohibitions

"Illegal Drug" means: any drug  (1) which is not legally obtainable, or  (2) which is legally obtainable but has not been legally obtained, or  (3) which is a controlled substance.  The term includes prescribed drugs not legally obtained and prescribed drugs not being used for prescribed purposes.
1. Any employee involved in any of the following activities, whether or not on company business, premises or property, is in violation of the company policy and subject to disciplinary action:

a)
bringing illegal drugs and/or alcohol onto company premises or property, including the company owned or leased vehicles, or a customer’s premises;

b)
having possession of, being under the influence of, or having in one’s system illegal drugs and/or alcohol; or

c) using, consuming, transforming, distributing or attempting to distribute, manufacturing or dispensing illegal drugs and/or alcohol; or

d) switching, tampering with, altering or adulterating any specimen or sample collected under this policy or attempting to do so.

2. In addition, the company strictly prohibits the abuse of alcohol or prescription drugs.

3. Any employee refusing to cooperate with or submit to questioning, medical or physical tests or examinations, when requested or conducted by the company or its designee, is in violation of the company policy and subject to disciplinary action.

Drug and Alcohol Testing

The company asserts its legal right and prerogative to test any employee for drug and/or alcohol abuse.  Employees may be asked to submit to a medical examination and/or submit to urine, saliva, breath, sweat, and/or hair testing for drugs or alcohol.  Any information obtained through such examinations may be retained by the company and is the property of the company.  

In particular, the company reserves the right, in its discretion and within the limits of federal and state laws, to examine and test for the presence of drugs and alcohol (as stated above) in situations such as, but not limited to, the following:

1. Post Job Offer:  All offers of employment will be made subject to the results of a drug test. Applicants will be required to voluntarily submit to a urinalysis test and sign an acknowledgment form, which will release the company from liability.  the company will not discriminate against applicants for employment because of past drug abuse.  It is the current abuse of drugs which prevents employees from properly performing their jobs.

2. Post-Accident:  A drug and/or alcohol test will be conducted on all employees involved in accidents occurring during work time or while on company property. Covered accidents included, but are not limited to, accidents that the employee caused or contributed to that involve:

a) personal injury to employees or others which necessitates medical attention (beyond first aid) or  results in lost work time; and/or

b) damage to the company’s property

Employees are expected to make themselves available for post-accident testing. If circumstances require an employee to leave the scene of an accident, the employee must make a good faith attempt to be tested and to notify the company of his/her location.

Failure to report any accident which meets the post-accident testing criteria is in violation of the company policy and subject to disciplinary action.  Employees testing positive or refusing to submit to a drug and/or alcohol test, under certain state laws, may be ineligible for workers' compensation benefits.

3. Random:  For the added safety and health of the company employees, as well as the direct impact on the company’s profitability, image and reputation as a drug-free organization, all employees are subject to random, unannounced drug tests at any time the Company deems necessary to ensure a Drug-Free Workplace. The rate of random selection will be a percentage of the annual average employee or consortium base. Every employee has an equal chance of being chosen every time a random selection is made.

4. Reasonable Suspicion/Cause:  Any employee may be asked to submit to a drug and/or alcohol test if reasonable cause exists to suggest that the employee’s health or ability to perform expected job duties is currently impaired. 

5. Return-to-Duty:  An employee who has tested positive and has been removed from his or her job duties must submit to and furnish a negative drug test prior to returning to their job duties.  

6. Follow-up:  Any employee who has been removed voluntarily or otherwise from his or her job assignment due to drug or alcohol abuse must agree to be tested on a random and discretionary basis anytime for up to 24 months from the return to work date.   Employees will be required to sign and abide by a last chance agreement.

Drug Testing Procedures
Whenever possible, the drug test will be performed from urine specimens collected at a qualified collection site or at the company facility using an onsite testing kit.  A breath or saliva alcohol test will be performed for all post-accident and reasonable-cause situations.  If the saliva alcohol test reads positive, a breath alcohol test will be performed at the collection site.  

The collection site (or the company facility for onsite testing) will take necessary steps to avoid any dilution or alteration of the specimen.  However, the test shall be conducted in a professional and sanitary manner with due regard for the individual’s privacy, dignity, and confidentiality.  Proper handling of the specimens will be maintained so that the specimen results can be traced to the proper individual.

The specimen will be analyzed for the following controlled substances.  Some of the common drug names are included in parentheses:


Cannabinoids (Marijuana)


Cocaine


Opiates (Heroin, Morphine, Codeine)


Amphetamines (Stimulants like Benzedrine and Didrex)


Phencyclidine (PCP)


Barbiturates (Depressants like Phenobarital and Secobarbital)


Benzodiazepines (Depressants like Valium and Xanax)


Propoxyphene (Narcotics like Darvon and Darvocet)

All specimens that were not analyzed initially by an onsite testing kit will undergo an initial Enzyme Multiplied Immunoassay Technique (EMIT) screening.  Any positive EMIT or onsite testing kit screens will be confirmed through Gas Chromatography with Mass Spectrometry (GC/MS) by a laboratory certified by the Substance Abuse and Mental Health Services Administration (SAMHSA).  Any positive result from this GC/MS test will be reviewed by an independent Medical Review Officer (MRO) prior to the result being communicated to the company.  The MRO will give you the opportunity to rebut an positive test result and provide evidence of the proper use of a prescription drug.  This will ensure that positive results are not due to prescription drugs or other factors which the MRO feels justifies the presence of controlled substances.

Any employee who is tested will have the right, upon request, to see the results of his/her test and to request a retest of the original specimen at a different SAMHSA-certified laboratory (at the employee’s expense) within 10 business days of being notified of a positive test result.

All information regarding the drug and/or alcohol test results or failure to complete rehabilitation will remain confidential and will only be given out on a strict need-to-know basis.  

Disciplinary Actions

The company reserves the right to use disciplinary actions, up to and including termination of employment, depending upon the seriousness of the violation, the employee's present job assignment, the employee's record with the company, and other factors, including the impact of the violation upon the conduct of the company business.  Any employee who refuses to submit to drug/alcohol testing or attempts to adulterate or alter the specimen will be subject to disciplinary actions.

Acknowledgment

As a condition of continued employment, employees must sign the attached acknowledgment form.

This information is given as a sample only to assist you in the development of your company’s Drug-Free Workplace Program. Your substance-abuse policy and acknowledgement form should be reviewed by an attorney.

Acknowledgment Form

I hereby acknowledge receipt of the company’s Substance-Abuse Policy regarding drugs and alcohol. 

My signature acknowledges my understanding and concurrence with the procedures outlined in the above referenced policy.  It is my consent to submit to medical testing, including but not limited to giving urine, breath, blood, sweat, and/or saliva sample(s) to be used for drug and alcohol analysis under the conditions outlined in the policy.

In connection with and consistent with the provisions of the Substance-Abuse Policy: 

(1) I authorize the release of any urine, breath, blood, sweat, and/or saliva sample(s) and the results of any tests and examinations performed thereon to the company and any doctor, medical personnel, hospital, medical center, clinic, etc., or any representatives with whom they may choose to consult regarding the sample tests or examination results.  I will be given an opportunity to explain a positive test result to the Medical Review Officer before the test result is reported to the company as a verified positive test result.

(2) I understand that the test results may be released by the company to applicable state unemployment agencies and to the company’s workers' compensation insurer(s), where permitted or required by law.  I understand that if I test positive for drugs or alcohol following an on-the-job accident or refuse to submit to any drug and/or alcohol test required by this policy, I may be ineligible for workers' compensation and/or unemployment benefits.

(3) I understand that refusal to submit to any test required by this policy, a positive test result, or refusal to authorize the release of the results is grounds for disciplinary action up to and including termination of employment.

I recognize that the company's policy on drugs and alcohol does not constitute an expressed or implied contract of employment.  

EMPLOYEE NAME


SOCIAL SECURITY NO.




                 (Printed)
EMPLOYEE SIGNATURE 



DATE 



WITNESS SIGNATURE  


DATE 


This information is given as a sample only to assist you in the development of your company’s Drug-Free Workplace Program. Your substance-abuse policy and acknowledgement form should be reviewed by an attorney.

B.
Lock-Out/Tag-Out

Purpose
To establish a procedure to protect and prevent personnel from injury by 1) accidental activation of any powered or damaged equipment, and 2) the uncontrolled release of electrical energy.  A secondary purpose is to remain in compliance with OSHA regulations, 29 CFR 1910.147.

Responsibility
The Safety Director is responsible for compliance.  The Safety Director shall train supervisors on proper lockout/tagout procedures, audit and/or oversee the application of the procedures, ensure corrective actions are taken when problems arise, and conduct an annual inspection/evaluation.  Supervisors are responsible for training effected and authorized employees on the purpose and use of these procedures.  The Safety Director should periodically monitor training activities and assist as required to ensure compliance with OSHA regulations and company goals.  All affected and authorized employees involved in lockout/tagout procedures must receive annual training.  A list of authorized, trained individuals will be maintained by the Safety Director (see the attached log).  

Scope
This procedure applies to all Company personnel and contract employees.  It will be enforced during installation, cleaning, servicing, maintenance, or inspection work is performed on any powered equipment and/or processes in which the activation of such could injure an employee or cause property damage.  This procedure does not apply to adjustment or other activities which require the equipment be operating at the time of service, provided other protective measures are employed.

Definitions
Lockout:
The application of a lock, chains, or other appropriate apparatus, and a danger identification tag to de-energize electrical equipment and/or process system to ensure that the equipment or system can not be activated.  Note: OSHA regulations require that locks be used to secure equipment whenever possible. Chains can be wrapped around valve handles and then locked in such a way that the valve cannot be operated.  Tags alone can be used when it is not possible to use a lock.

Tagout:
The application of a danger identification tag when a physical lockout or de-energizing is not feasible or a lock has already been applied.  Tags should bear the name of the employee applying the tag, the date of application, and a brief description of the work needed.

Energy Source:
The switch or valve through which energy is controlled to the unit (e.g. motor control center (disconnect) switches, (circuit) breaker panel switches, valves, locking pins, etc.).  This energy may come be: 1) electric power, 2) mechanical power, 3) hydraulic power, 4) pneumatic energy, 5) chemical system, or 6) thermal energy.

Authorized Employees:
A person who locks out or tags out machines or equipment in order to perform servicing or maintenance on that machine or equipment.  

Effected Employees:
An employee whose job requires him/her to operate or use a machine or equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires him/her to work in an area in which such servicing or maintenance is being performed.  An effected employee becomes an authorized employee when the effected employees’ duties include servicing or maintenance.
Lockout/Tagout Procedures
1.
Each piece of equipment or system must be evaluated to identify all energy sources to be locked or tagged out.  The evaluation should be done periodically by a supervisor or an authorized employee with familiarity with the equipment/system, using the attached energy source determination checklist.

2.
If the machine is determined by OSHA that formal lockout/tagout procedures are required, this should be done by an authorized employee and logged on the attached form titled “List of Lockout & Tagout Procedures.”  These procedures should then be followed.  If no specific procedures are required, or provided by the equipment manufacturer, complete the following tasks.

3.
Deactivate (turn off) and secure the equipment/system at the energy source.  Relieve pressure, release stored energy from all systems, and restrain or block them.  (Operators must tag the appropriate switches or controls inside the control room as part of this step).

4.
Attach a lock to each isolation device and a tag to the lock.  Sign and date the tag, along with providing pertinent information.

5.
Check to ensure that no personnel are exposed to the equipment/system, then attempt to activate the normal operating controls to ensure proper lockout/tagout.  (A voltmeter can check the switch)


CAUTION: Always return the operating control to the “neutral” or “off” position after completing this test.
6.
The equipment/system is now locked and tagged out.

Lockout/Tagout Removal Procedures
1.
After installation, servicing, maintenance, inspection, or cleaning is complete, verify that all tools have been removed, all guards have been reinstalled, the area is clean and orderly, and the equipment is safe to operate.

2.
Ensure that employees are not exposed to the equipment and all employees are aware of the removal of the lock and tag.  

3.
The locks and tags should be removed only by the employee who applied them, the supervisor or the Safety Director.   The supervisor or Safety Director should only remove the locks and tags after a reasonable effort is made to contact the employee and notify him of the removal.  The tags should be signed and dated and submitted to the Safety Director.

4.
Activate energy source as required.

Procedures involving more than one person
If more than one individual is required to lockout or tagout equipment, each shall use his/her own assigned lockout/tagout device on the energy source.  When the energy source cannot accept multiple locks or tags,  a multiple lockout/tagout device (hasp) should be used.  A single key should be used to lockout the equipment/system, with the key being placed in a lockout box or cabinet.  This cabinet or lockout box must allow multiple locks to secure it.  Each employee will then use his/her own lock to secure the box or cabinet.  As each person no longer needs to maintain the lockout protection, that person will remove his/her lock from the cabinet.  Proper removal procedures should be followed.

List of Authorized Lockout/Tagout Individuals

	PRIVATE 
Work Center
	Lock Number
	Name
	Mechanical (yes/no)
	Electrical

(yes/no)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Training Documentation for Lockout/Tagout Program
I have received training and understand all rules and regulations regarding the lockout/tagout program.

I understand that I am required to follow the necessary precautions outlined in the lockout/tagout program.

I know the location of emergency phone numbers and communications systems, and the location of medical, fire, and other emergency supplies.

Employee Name:












Signature:







 Date: 




Job Location:













 D.
Hot Works Program
Purpose:
To establish a procedure for the control of hazards associated with welding, cutting or the use of spark producing tools for the prevention of fire or subsequent injury to personnel.

Responsibility:
It is the responsibility of all employees/supervisors/managers who will either perform or oversee the operation or employee, to adhere to the requirements of the Hot Works Permit Program.  The Safety Director should designated a Hot Works Coordinator.  It will be the responsibility of the Coordinator to evaluate all jobs prior to the work beginning to assess hazards and necessary controls required before any work will begin.

Scope:
This procedure applies to any hot work performed by any employee or contractor.  This procedure does not apply to hot work performed in designated Safe Work areas.

Definitions:
Hot work 
Work involving the use of open flame or spark producing tools such as, but not limited to, welding, cutting, brazing, soldering, electrical motor usage, drills, saws, and other open flames or electric arc and heat producing jobs and equipment that could ignite combustibles.

Safe Work Areas
These areas which have been designated-designed specifically for cutting, welding, grinding activities.  The Hot Work Coordinator is responsible for designating all Safe Work Areas once he is assured of proper protection against combustibles.

Procedures:
1.
A Hot Work Permit must be issued prior to initiating any hot work outside of a designated Hot Work Area.  This site will be evaluated for potential fire and safety hazards by the Coordinator prior to starting the job.  The Coordinator should carefully review activities to determine if a less hazardous mechanical method such as cutting with a hack saw can be used instead of more heat and spark producing methods.

2.
Safe work permits are issued by the Safety Director.  The permit remains active for the duration of the work shift.

3.
Where practical, all flammable and combustible materials shall be relocated at least 35 feet from the work area.  Where relocation is impractical, combustibles and flammables shall be protected with flame proof covering or otherwise shielded with metal or flameproof curtains.

4.
The person conducting the hot work will have a readily available fire extinguisher rated at a minimum of 2A:40BC.

5.
Where potential for flammable or combustible vapors or gases might be present in the area, these concentrations must be determined before work begins.  The Hot Works Coordinator will determine the concentration of the vapors or gases, and this measurement recorded.

6.
Hot works shall not be permitted if the concentration reaches 5% of the lower explosive limit (LEL).  If combustibles gas meter indicates any concentration of flammable vapor, the hot works permit shall not be approved until the person approving the permit:


a.
Understands the source of the flammable-combustible vapors.


b.
Can assure that concentration will not increase to a dangerous level while work is underway.

7.
When performing hot work overhead, if combustibles could inadvertently be moved into the area, or people enter the area, the area below must be roped off and posted.

8.
Where possible, noncombustible barriers should be placed around and under hot works area to confine sparks.

9.
A fire watch is a necessary step to implement whenever work is conducted, such as:


a.
All work in buildings and storage sheds;


b.
An appreciable amount of combustible material in building construction, contents or insulation is closer than 35 feet to the point of operation;


c.
An appreciable amount of combustible materials are more than 35 feet away from work, but can easily be reached by sparks, embers, etc.;


d.
Wall or floor openings are within 35 feet of work, including concealed spaces in walls or floors; and/or


e.
Combustible materials are adjacent to the opposite side of metal partitions, walls, ceilings or roofs and are likely to be ignited by conduction or radiation of heat.

10.
Open drains which lead to underground drainage systems, which could contain flammable or combustible vapors, should:


a.
have testing for the presence of any flammable or combustible vapors done before starting work;


b.
have drains covered with fire blanket or similar protection to prevent access to sparks even if the atmosphere is safe; and/or 


c.
if determined to contain flammable or combustible vapors, the system must be purged with nitrogen to below 5% lower explosive limit (LEL).

11.
In areas immediately hazardous to life, hose masks, hose masks with blowers, or a self-contained breathing apparatus should be used in addition to suitable rescue equipment for confined space entry situations.  All breathing equipment should be approved by US Bureau of Mines, NIOSH, or similar approval authority.

12.
Employees are required to wear the proper personal protective equipment, such as coveralls, safety goggles, faceshield, welding hood, welding jacket, etc., as demanded by the type of work completed and required by the Hot Work Coordinator and/or Safety Director.

Fire watch:
Having the appropriate extinguishing equipment ready and available and having the individual trained in its use are very important.  As a minimum, an extinguisher with a rating of 2A:40BC should be provided.  For those jobs where a significant amount of combustibles are present within the 35-foot area, a hose stream up to 1" should be considered by the Safety Director.  The fire watch shall be familiar with all equipment for sounding an alarm in event to a fire, and any additional procedures necessary to summon aid.

They should watch for fires in all exposed areas, and try to extinguish them only when within the capacity of the equipment available.  If the fire is of such magnitude that it is beyond the capacity of the fire watch to extinguish, the fire watch should summon aid (911) or the local emergency phone number.

The watch should be maintained until after the risk of fire has passed.  This period should be at least 30 minutes after the completion of the job.

Sub-Contractors:
Sub-contractors are required to follow plant hot works procedures as outlined.  The Safety Director is responsible for ensuring that all procedures are followed.

Contractual language between the Company and sub-contractors can also help transfer exposures generated by having sub-contractors work on premises.  A hold harmless agreement signed by the sub-contractor in our favor and being named as additional named insured within the sub-contractors insurance policy helps maintain a degree of protection should an incident occur.  The sub-contractors policy limits should be at least equal to your total exposure to economic loss from a disastrous fire, at a minimum, this would include the full replacement cost of all your property plus your business interruption costs.


E. 
Hazard Communications

Purpose:

To ensure that information about the dangers of all hazardous materials used by the Company are known to all affected employees and sub-contractors.  A secondary purpose is to comply with the requirements of the OSHA Hazard Communication Standard and corresponding state laws.


Responsibility:

All employees of the Company (including subcontractors and their employees) will participate in the hazard communication program and comply with all provisions of this policy. This includes, but is not limited to, fully understanding and following all precautions listed on Material Safety Data Sheets for materials they will use, be exposed to, or handle while on the job site.  The Safety Director is responsible for maintaining this program and ensuring compliance with all local, state, and federal laws.


Scope:

This policy covers container labeling, material safety data sheets, employee training and information, hazardous non-routine tasks, contractors, list of hazardous chemicals, chemicals in unlabeled pipes and safety procedures.


Policy:

Container Labeling
1.
The Safety Director will verify that all containers received for use will be clearly labeled with the following: 1) contents, 2) the appropriate hazard warning (i.e. flammable), and 3) the name and address of the manufacturer.   Existing labels will not be removed or defaced on incoming containers unless containers are to be immediately marked with required information.

2.
All materials on site are to be stored in their original container with the label attached.

3.
Any material with a label missing or illegible should be reported to the supervisor immediately for proper labeling.

4.
Stationary, secondary, or portable containers should be clearly labeled with either an extra copy of the original manufacturer's label or with tile "central stores" generic labels which have a block for identification and blocks for the hazard warning.

5.
Signs, placards, or other written materials that convey specific hazard information may be used in place of individual container labels if there are a number of stationary process containers within a work area which store similar contents.

6.
Portable containers do not need to be labeled if the chemicals are transferred to labeled containers and used by the employee making the transfer during that shift.  No unmarked containers of any size shall be left unattended in the work area.


Material Safety Data Sheets (MSDS)

1.
Any product having a hazardous warning on its label requires a MSDS.


2.
The manufacturer, distributor, or vendor shall provide the MSDS for the hazardous product.  



3.
All MSDS’s shall be forwarded to the Safety Director and reviewed by the Safety Director and employee using the product to determine safe work practices and personal protection, as needed.  The MSDS’s will be maintained and keep at the following location: ​

.

4.
The MSDS provides 1) chemical information, 2) hazardous ingredients, 3) physical data, such as the potential for fire, explosion, and reactivity, 4) health hazards, 5) spill or leak procedures, 6) special protection and precautions, 7) personal protective equipment needed, and 8) name, address, and phone of MSDS preparer or distributor


Employee Training and Information

1.
The Safety Director  will provide training to employees when hired and routinely thereafter on the hazardous nature of chemical products.  Training will include:




The Hazard Communication Policy




Chemicals present in their workplace operations




Physical and health effects of the hazardous chemicals




Appropriate work practices and controls when using chemicals.




Emergency and first-aid procedures




How to read labels and review an MSDS to obtain appropriate hazard information




Location of the MSDS file and written hazard communications program


2.
After attending the training class, each employee will sign a form to verify that they attended the training, received the written materials, and understand the company's policies on Hazard Communication.


Hazardous Non-Routine Tasks

1.
Periodically, employees are required to perform hazardous non-routine tasks.  Examples of non-routine tasks performed by employees of this company are as follows: Confined space entry, tank cleaning, and painting reactor vessels.  


2.

Prior to starting work on such projects, each affected employee will be given information by the Safety Director about the hazardous chemical he/she may encounter during such an activity.  This information will include specific chemical hazards, protective safety measures the employee can use, and measures the company has taken to lessen the hazards including ventilation, respirators, presence of other employees, and emergency procedures.


Informing Sub-Contractors and Others
1.  The Safety Director shall advise sub-contractors and other clients of our Hazard Communication Program.

2.  Copies of the MSDS’s for all materials brought onto the site will be made available upon request to
            each sub-contractor from the Safety Director.


3.
The Safety Director will also obtain chemical information from sub-contractors that may expose our employees to hazardous chemicals which they bring into our workplace.


List of Hazardous Chemicals

Attached is a list of all known hazardous substances presently being used.   Listed chemicals are denoted as EX for explosive, HT for highly toxic, C-R for corrosive or irritant, and CAR for proven or suspected carcinogen-mutagen in humans or animals. Further information on each chemical can be found by reviewing the MSDS's.  


Chemicals in Unlabeled Pipes

1.
Work activities are often performed by employees in areas where chemicals are transferred through unlabeled pipes.


2.
Prior to starting work in these areas, the employee shall contact the Safety Director for information regarding:




The chemical in the pipes.




Potential hazards.




Safety precautions which should be taken.


Safety Procedures & Recommendations

Work Habits


Never work alone in a science laboratory or storage room.



Never eat, drink, chew gum or tobacco in a science laboratory or storage room.  Do not store food or beverages in the lab environment.



Wash hands before and after work in a science lab, and after spill cleanups



Restrain loose clothing, long hair, and dangling jewelry.



Never leave heat sources unattended.



Do not store reagents and/or apparatus on lab bench, and keep lab shelves organized.



Never place reactive chemical containers near the edge of a lab bench.



Use a fume hood when working with volatile substances.



Never lean on a fume hood.



Do not use the fume hood as a storage area.



Obtain and read the MSDS for each chemical before beginning any experiment.



Analyze new lab procedures in advance to pinpoint hazardous areas.



Analyze accidents to prevent repeat performances.



Protection should be provided for not only the lab worker but also the lab partner working nearby.



Do not mix chemicals in the sink drain.



Always inform co-workers of plans to carry out hazardous work.



Record who worked with what, when, and how long in order to allow meaningful retrospective contamination studies.



Inform lab occupants about the alarm bell and what to do if it sounds.



Carry out regular fire or emergency drills with critical reviews of the results.



Have actions pre-planned in case of an emergency, gas shut-off, escape routes, meeting places.



Lab personnel should have recent training in first aide, CPR etc.


Safety Wear


ANSI approved eye or face protection should be worn continuously.




Gloves should be worn which will resist penetration by the chemical being handled and have been checked for pin holes, tears, or rips.



Wear a lab jacket or apron.



Footwear should cover feet completely: no open-toes shoes or sandals. 

Facilities and Equipment


Have separate container for trash and broken glass.



Never block any escape routes, and plan alternate escape routes.



Never block a fire door open.



Never store materials in lab or storage aisles.



All moving belts and pulleys should have safety guards.



Instruct lab personnel in the proper use of the eye-wash fountain, emphasizing rolling of the eyeballs, and turning eyelids "inside-out."



Ensure that eye-wash fountains will supply at least 15 minutes of water flow.



Sample breathing air space for measurement of possible contaminants, and keep good  records.



Regularly inspect fire blankets for rips and holes and keep good records of the inspections. Regularly inspect safety showers and eye-wash fountains and keep records of inspections.



Keep up-to-date emergency phone numbers posted next to the phone.



Place fire extinguishers near an escape route, not in a "dead end".



Regularly maintain fire extinguishers, maintain records, and train personnel in the proper use of extinguishers through actual fire situations.



Acquaint personnel with the meaning of "Class A fire", "Class B fire", etc., and how they relate to fire extinguisher use.



Regularly check hood for proper draft also verify that exhaust air from an external hood vent is not re drawn into room air.



Secure all compressed gas cylinders when in use and transport them secured on a hand truck. install chemical storage shelves with lips, and never use stacked boxes in lieu of shelves.



Only use an explosion-proof refrigerator for lab storage.



Have appropriate equipment and materials available for spill control replaced when it becomes dated.


Chemical Storage


Do not store materials on the floor.



Separately store Organic and Inorganic chemicals.



No top or above eye level chemical shelve storage .



Shelf assemblies are firmly secured to walls, preferred material is wood.



Store acids, poisons, and flammable liquids in separate dedicated cabinets, suggested shelf storage pattern.


Purchasing, Use, and Disposal


If possible, purchase chemicals in class-size quantities only. Label all chemicals accurately with date of receipt, or preparation, initialed by the person responsible, and pertinent precautionary information on handling.



Generally, bottles of chemicals should not remain unused on shelves in the lab for more than one week, in the store room near the lab unused for more than one month, or in the main stockroom unused for more than one year.

· Follow all directions for disposing of residues and unused portions of reagents.

· 
Properly store flammable liquids in small quantities in containers with a provision for bonding to receiving vessels when the liquid is transferred.



Never open a reagent package until the label has been read and completely understood. Have a Material Safety Data Sheet on hand before using a chemical.



Prepare a complete list of chemicals of which you wish to dispose.



Classify each of the chemicals on the disposal list into a hazardous or non-hazardous waste chemical. (Check with the local environmental agency office for details.)



Unlabeled bottles (a special problem) must be identified to the extent that they can then be classified as hazardous or non-hazardous wastes. Some landfills will analyze a mystery bottle for a fee, if it is shipped to the landfill in a separate package, labeled as a sample, and accompanied by a letter also identifying it as a sample, with instructions to analyze the contents sufficiently to allow proper disposal.


Substitutions


Reduce risk by diluting substances instead of using concentrates. 



Use films, videotapes, and other methods rather than experiments involving hazardous substances.



Undertake all substitutions with extreme caution.

Training Documentation for Hazard Communication Program

I have received training and understand how to read the Materials Safety Data Sheets (MSDS) and container labels regarding hazardous products.


I have received general training on the hazardous chemicals in which I might be exposed.


I understand that I am required to review MSDS’s for any material I am using for the first time.


I know where the MSDS’s are for my work area are kept and understand that they are available for my review.


I understand that I am required to follow the necessary precautions outlined in the Hazard Communication Policy and MSDS’s, including use of personal protective equipment and/or apparel.


I know the location of emergency phone numbers and communications systems, and the location of medical, fire, and other emergency supplies.


I am aware of my right to obtain copies of the Hazardous Chemical list, written Hazard Communication Policy, and MSDS’s at my request.


Employee Name:












Signature:







 Date: 





Job Location:












List of Hazardous Chemicals

The following is a list of known hazardous chemicals used by our employees.  Further information on each chemical can be found by reviewing the MSDS's.  

   F.

Personal Protective Equipment
   Purpose
   To provide guidelines concerning the proper use of Personal Protective Equipment and to 
comply with OSHA standards outlined in Title 29, Code of Federal Regulations (CFR), parts 
1900-1999.


Definition

PPE includes clothing and other accessories designed to create a barrier between the user and workplace hazards.  It should be used in conjunction with engineering, work practice and/or administrative controls to provide maximum employee safety and health in the workplace.  

Responsibility
All sub-contractors are responsible for providing and insuring the use of required personal protective equipment.  All employees should use protective equipment described by local, state, federal, and Construction Management’s rules and regulations to control or eliminate any hazard or other exposure to illness or injury.
Training
Proper employee training on the correct usage of PPE will likely eliminate many accidents and injuries from occurring.  Before performing any work that requires the use of PPE, the Safety Director, or his/her delegate, must train employees on the following:  

· When and what types of PPE are necessary;

· How the PPE is to be used; and

· What the PPE’s limitations are.  

In many cases, more than one type of PPE will provide adequate protection.  In such cases, employees should have their choice of which type of protection they would like to use.

The company is required to document in writing that training has been performed and that employees understand all trained materials.  Written certifications should contain the names of all employees trained, the date(s) of training, and the PPE requirements.

Training Documentation for Personal Protective Equipment

I have received training on the details of my company’s Personal Protective Equipment Program.

I understand that I am required to follow all necessary precautions outlined in the Personal Protective Equipment Program.

I know the location of emergency phone numbers and communications systems, and the location of medical, fire, and other emergency supplies.

Employee Name:











Signature:







 Date: 




Job Location:












Types of Protection
1.
Head Protection -The wearing of approved non-conductive safety hats is mandatory in all construction areas 100% of the time.  Refer to ANSI Z89.1 Safety Requirements for Industrial Head Protection.  No exceptions!   

Helmet Selection
Proper helmet selection is critical in preventing head injuries from occurring.  Each type and class of helmet is intended to protect against specific hazards.  The Safety Director, or his/her delegate, is responsible for making sure employees wear the proper helmet.

The following types and classes of protective helmets are available:

Type 1 - helmets with full brim, not less than 1¼ inches wide;

Type 2 - brimless helmets with a peak extending forward from the crown.

For industrial purposes, three classes are recognized;

Class A - general service, limited voltage protection;

Class B - utility service, high-voltage protection; and

Class C - special service, no voltage protection.

Helmets under Class A are intended for protection against impact hazards.  They are predominately used in manufacturing, construction, shipbuilding, tunneling, lumbering and mining industries.

Class B utility service helmets protect against impact and penetration from falling objects and from high-voltage shock and burn.  They are used mostly by electrical workers.

Class C helmets are designed specifically for lightweight comfort and impact protection.  They are typically manufactured from aluminum and offer no dielectric protection.  Class C helmets are often used in construction and manufacturing occupations, oil fields, refineries, and chemical plants.

All helmets should be water-resistant and made of slow burning material when exposed to heat.  The helmet type should be located inside the shell along with the manufacturer’s name, ANSI designation, and class.
Helmet Fit 

A properly fitting helmet should be snug on the head.  The helmet’s headband should be adjusted accordingly to receive the proper fit.  When the headband is adjusted properly, it provides sufficient clearance between the shell and headband.  

Helmet Inspection and Maintenance

Manufacturer’s specifications should be followed with regard to the proper cleaning methods. Helmets should be cleaned by dipping them in hot, soapy water.  They should then be scrubbed and rinsed in clear, hot water.  After rinsing, the shell should be carefully inspected for signs of damage.  It is the employee’s responsibility to keep their helmet clean.

All components, shells, suspensions, headbands, sweatbands, and accessories should be inspected daily for dents, cracks, penetration, or any other damage that might reduce the original degree of safety.  Damaged helmets should be replaced immediately.

2.  Eye and Face Protection - Safety glasses with side shields should be provided by the Contractor and are mandatory at all times.

a.
All construction areas require 100% eye protection at all times.  Minimum eye protection includes approved safety glasses with side shields or mono-goggles meeting the standards specified in ANSI Z87.1-1968.

 b.
Additional eye and face protection should be used by employees when:

1.
Welding, burning, or using cutting torches

2.
Using abrasive wheels, grinders, or files

3.
Chipping concrete, stone, or metal

4.
Working with any materials subject to scaling, flaking, or chipping

5.
Drilling or working under dusty conditions

6.
Sanding or water blasting

7.
Waterproofing

8.
Using explosive actuated fastening or nailing tools

9.
Working with compressed air or other gases

10. Working with chemicals or other hazardous materials

11. Using chop, chain, or masonry saws

12.
Working near any of the above named operations

To protect from injurious light radiation, all affected employees should use equipment with filter lenses.  The following chart outlines appropriate shade numbers for various operations.

Filter Lenses for Protection Against Radiant Energy
	Operation
	Electrode Size (1/32)
	Amps
	Minimum Protective Shade*

	Shielded metal arc welding
	Less than 3/32
	Less than 60
	7

	
	3/32-5/32
	60-160
	8

	
	5/32-8/32
	160-250
	10

	
	More than 8/32
	250-500
	11

	Gas metal and flux cored arc welding
	
	Less than 60
	7

	
	
	60-160
	10

	
	
	160-250
	10

	
	
	250-500
	10

	Gas tungsten arc welding
	
	Less than 50
	8

	
	
	50-150
	8

	
	
	150-500
	10

	Air carbon 
	Light
	Less than 500
	10

	Arc cutting
	Heavy
	500-1000
	11

	Plasma arc welding
	
	Less than 20
	6

	
	
	20-100
	8

	
	
	100-400
	10

	
	
	400-800
	11

	Plasma arc cutting
	Light**
	Less than 300
	8

	
	Medium**
	300-400
	9

	
	Heavy**
	400-800
	10

	Torch soldering
	
	
	2

	Torch brazing
	
	
	3

	Carbon arc welding
	
	
	14

	Gas Welding:
	
	
	

	Light
	Under 1/8
	Under 3.2
	4

	Medium
	1/8-1/2
	3.2-150
	5

	Heavy
	Over 1/2
	Over 12.7
	6

	Oxygen Cutting:
	
	
	

	Light
	Under 1
	Under 25
	3

	Medium
	1-6
	25-50
	4

	Heavy
	Over 6
	Over 50
	5


*In selecting eye and face protection, start with a shade that is too dark to see the weld zone.  Then, without going below the minimum, go to a lighter shade which gives sufficient view of the weld zone.  In oxyfuel gas welding or cutting where the torch produces a bright yellow light, it is recommended that a filter lens be used to absorb the yellow or sodium line in the visible light of the (spectrum) operation.

**These values apply where the actual arc is clearly seen.  Experience has shown that lighter filters might be used when the arc is hidden by the workpiece.
Selection

The are different types of eye and face protection designed for particular hazards.  In selecting protection, consider type and degree of hazard.  Where a choice of protection is given, worker comfort should be the deciding factor in selecting eye protection.  

Employees who use corrective eye glasses should wear face shields, goggles, or spectacles of one of the following types:

· Spectacles with protective lenses providing optical correction;
· Goggles or face shields worn over corrective spectacles without disturbing the adjustment of the spectacles; or
· Goggles that incorporate corrective lenses mounted behind the protective lenses.
Fit

Skilled persons should fit all employees with goggles or safety spectacles.  Prescription safety glasses should be fitted by qualified optical personnel.

Inspection and Maintenance

Eye protection lenses should be kept clean at all times.  Continuous vision through dirty lenses can cause eye strain.  Daily inspection and cleaning of eye protection with hot, soapy water is also recommended.  Pitted lenses should also be replaced immediately as they can be a source of reduced vision.  Deeply scratched or excessively pitted lenses are also more likely to break   Employees are responsible for taking care of their eye protection.  They are also responsible for turning in eye protection that is in poor shape to their immediate supervisor.

3.  Respiratory Protection - Respiratory protection devices approved by the U.S. Bureau of Mines should be provided by the Contractor and worn by employees exposed to 
hazardous concentrations of toxic or noxious dust, fumes or mists as required by OSHA.  
The Hazard Communications Program should include respiratory protection programs.  Refer to the Respiratory Protection Program of this manual for more information.

4.   Hearing Protection - Exposure to high noise levels can cause hearing loss or impairment and can create physical and psychological stress.  There is no cure for noise-induced hearing loss, so the prevention of excessive noise exposure is the only way to avoid hearing damage.  Specifically designed protection is required, depending on the type of noise encountered and the auditory condition of each employee.

The Safety Director, or his/her delegate, is responsible for providing appropriate hearing protection to employees.  Pre-formed or molded earplugs are the best form of hearing protection.  They should be individually fitted by a professional.  Waxed cotton, foam, or fiberglass wool earplugs can also be used as hearing protection.  When used properly, they work as well as most molded earplugs.  Disposable earplugs should be discarded after usage.  For proper protection, non-disposable earplugs should be cleaned after each use.  Plain cotton should not be used as it does not effectively protect against hazardous noises.

5.  Foot and Leg Protection - Workshoes/boots are to be worn by all employees.  Tennis  
shoes, sandals, docksiders, hush puppies, steel toed sneakers and bare feet are prohibited.  In addition to safety shoes, canvas or leather leggings and spats should be worn by welders, 
metal lancers, or anyone working around molten metal.

6.   Glove and Hand Protection - Gloves provided by the Company should be worn when handling objects or substances that could cut, tear, burn, or otherwise injure the hand.  
Gloves should not be used when operating drill presses, power saws, or similar rotating machinery.
7.  Clothing - Wear safe and practical working apparel.  Be sure that any clothing you wear is not highly flammable.  Neckties and loose, torn or ragged clothing should not be worn 
while operating lathes, drill presses, reamers and other machines with revolving spindles or 
cutting tools.  Jewelry of any kind should not be worn when working around machinery or exposed electrical equipment.
8.
Hair - Employees wearing long hair, beards, or mustaches will not work with rotating machinery or equipment, or use respiratory equipment, if their hair, beard, or mustache constitute a potential hazard.  Judgment will be made by the immediate supervisor and reviewed by the Safety Director.
9.
Other Personal Protective Equipment - Other required equipment to be used under 
unusual circumstances such as high temperature work, handling corrosive liquids, etc., not 
specifically covered in this section should be reviewed by the Safety Director and furnished by the Company when required.
I.
Violence Prevention Program
Purpose
To establish guidelines to protect employees against workplace violence.

Policy
Nothing is more important to the Company than the safety and well being of its employees.  Threats, threatening behavior, or acts of violence against employees, visitors, guests, or other individuals by anyone on Company property will not be tolerated.  Violations of this policy will lead to disciplinary action, which may include dismissal, arrest, and prosecution.

Any person who makes substantial threats, exhibits threatening behavior, engages in violent acts, or brings a weapon onto Company property shall be removed from the premises as quickly as safety permits and shall remain off premises pending the outcome of an investigation.  The Company will initiate an appropriate response, including but not limited to suspension, reassignment of duties, termination of employment and/or business relationship, and/or criminal prosecution of the person(s) involved.

No existing policy, practice, or procedure should be interpreted to prohibit decisions designed to prevent a threat from being carried out, a violent act from occurring, or a life-threatening situation from developing.

All Company personnel are responsible for notifying their supervisor or the management representative(s) designated below of any threats that they have witnessed, received, or have been told that another person has witnessed or received.  Even without an actual threat, personnel should also report any behavior they have witnessed which they regard as threatening or violent, when that behavior is job related or might be carried out on at a Company site.  Employees are responsible for making this report regardless of the relationship between the individual initiating the threat or threatening behavior and the person(s) receiving the threat, including domestic problems which they fear may result in violent acts against them or a coworker.  

All individuals who apply for or obtain a protective or restraining order which lists the Company locations as protected areas must provide a copy of the petition used to obtain the order, as well as a copy of the protective or restraining order which was granted, to their immediate supervisor or the designated representative(s) listed below.

The Company understands the sensitivity of the information requested and has developed confidentiality procedures that recognize and respect the privacy of the reporting employee(s).

The designated management representative(s):

Name:


Title:


Dept: 

Location:


Telephone: 

THIS IS A SAMPLE ONLY. YOUR LEGAL COUNSEL SHOULD REVIEW YOUR POLICY AND ACKNOWLEDGEMENT FORM PRIOR TO DISTRIBUTION.

J.
Fall Protection
Purpose


To establish guidelines to prevent employees from sustaining serious injury if they fall on the job.

Policy
OSHA has revised its construction industry safety standards for fall protection requirements (Codes 1926.5, 1926.501, 1926.502, and 1926.503) and has developed systems and procedures designed to prevent employees from falling off, onto, or through working levels and to protect them from being struck by falling objects.  These policies cover all construction workers except those inspecting, investigating, or assessing workplace conditions prior to the actual start of work or after all work has been completed.

These policies identify areas where fall protection is needed.  These areas include ramps, runways, walkways, excavations, hoist areas, holes, formwork and reinforcing steel, leading edge work, unprotected sides and edges, overhand bricklaying, roofing, pre-cast concrete erection, wall openings, and residential construction.  These policies set a uniform threshold height of 6 feet, thereby providing consistent protection.  This means that the company must protect employees from fall hazards and falling objects whenever an employee is 6 feet or more above a lower level.

Under these new standards, management will have the flexibility to select fall protection measures compatible with the type of work being performed.  Fall protection generally can be provided through the use of guardrails, safety nets, personal fall arrest systems, positioning device systems, and warning line systems.

Duty to Have Fall Protection
The Company is required to assess all new job-sites prior to any work being performed to determine if the walking/working surfaces have the strength to safely support workers.  Employees are not permitted to work on any new surfaces until those surfaces are determined to be safe.  Once the Safety Director determines that the surface is safe, the Safety Director must select one of the options previously listed for the work operation if a fall hazard is present (guardrails, safety nets, etc.).

Controlled Access Zones
A controlled access zone is a work area designated and clearly marked in which certain types of work may take place without the use of conventional fall protection systems to protect the employees working in the zone.  These are used to keep out workers other than those authorized to enter work areas from which guardrails have been removed.  Where there are no guardrails, masons are the only workers allowed in controlled access zones.

Controlled access zones, when created to limit entrance to areas where leading edge work and other operations are taking place, must be defined by a control line or by any other means that restricts access.  Control lines should consist of ropes, wires, tapes, or equivalent materials, and supporting stanchions.  Each must be:

· Flagged or clearly marked at not more than 6 foot intervals with high-visibility material;
· Supported so that the lowest point is not less than 39 inches from the walking/working surface and the highest point is not more than 45 inches from the walking/working surface;

· Strong enough to sustain stress of at least 200 pounds.  Control lines should extend along the entire length of the unprotected or leading edge and should be parallel to this edge; and

· Control lines also must be connected on each side to a guardrail system or wall.

When control lines are used, they should be erected not less than 6 feet nor more than 25 feet from the unprotected or leading edge, except when precast concrete members are being erected.  With pre-cast concrete member erection, the control line should be at least 6 feet but less than 60 feet from the leading edge.

Controlled access zones, when used to determine access to areas where overhead bricklaying and related work are taking place, are to be defined by a control line erected at least 10 feet but not more than 15 feet from the working edge.  Additional control lines must be erected at each end to enclose the controlled access zone.  Only employees engaged in overhand bricklaying or related work are permitted in the controlled access zones.

On floors and roofs where guardrail systems are not in place prior to the beginning of overhand bricklaying operations, controlled access zones will be enlarged as necessary to enclose all points of access, material handling areas, and storage areas.  On floors and roofs where guardrail systems are in place, but need to be removed to allow overhand bricklaying work or leading edge work to take place, only that portion of the guardrail necessary to accomplish that day’s work should be removed.

Excavations
Each employee at the edge of excavation 6 feet or more deep should be protected from falling by a guardrail system, fence, barricade, or cover.  Where walkways are provided to permit employees to cross over excavations, guardrails are required on the walkway if it is 6 feet or more above the excavation.

Hoist Areas
Each employee in a hoist area should be protected from falling 6 feet or more by guardrail systems or personal fall arrest systems.  If guardrail systems must be removed to facilitate hoisting operations, as during the landing of materials, and a worker must lean through the access opening or out over the edge of the access opening to receive or guide equipment and materials, that employee must be protected by a personal fall arrest system.

Leading Edges
Employees constructing a leading edge 6 feet or more above lower levels should be protected by guardrail systems, safety net systems, or personal fall arrest systems.  If the Safety Director can demonstrate that it is infeasible or creates a greater hazard to implement these systems, he or she must develop and implement a fall protection plan that meets the requirements of 29 CFR 1926.502(k).

Roofing
Low-Slope Roofs- Employees engaged in roofing activities on low-slope roofs with unprotected sides and edges 6 feet or more above lower levels should be protected from falling by guardrail systems, safety net systems, personal fall arrest systems or a combination of a warning line system and guardrail system, warning line system and safety net system, warning line system and personal fall arrest system, or warning line system and safety monitoring system.  On roofs 50 feet or less in width, the use of a safety monitoring system without a warning line system is permitted.

Steep Roofs- Employees on a steep roof with unprotected sides and edges 6 feet or more above lower levels should be protected by a guardrail system with toeboards, safety net systems, or personal fall arrest systems.

Fall Protection Systems Criteria and Practices
Guardrail Systems must meet the following criteria:

Top-rails and mid-rails must be at least one-quarter inch thick to prevent cuts and lacerations.  


If wire rope is used for top-rails, it must be flagged at not more than 6 foot intervals with high visibility materials.  


Steel or plastic binding cannot be used as top-rails or mid-rails.


The top edge height of top-rails or guardrails must be 42 inches plus or minus 3 inches above the walking/working level.  


When workers are using stilts, the top edge height of the top-rail, or equivalent member, must be increased by an amount equal to the height of the stilts.


Screens, mid-rails, mesh, intermediate vertical members, or equivalent intermediate structural members must be installed between the top edge of the guardrail system and the walking/working surface when there are no walls at least 21 inches high.


When mid-rails are used, they must be installed at a height midway between the top edge of the guardrail system and the walking/working level.  


When screens and mesh are used, they must extend from the top rail to the walking/working level and along the entire opening between top rail supports.  


Intermediate members, such as balusters, when used between posts, should not be more than 19 inches apart. 


Other structural members should be installed so that there are no openings in the guardrail system more than 19 inches.  


The guardrail system must be capable of withstanding a force of at least 200 pounds applied in any outward or downward direction.  


Mid-rails, screens, mesh, intermediate vertical members, solid panels, and equivalent structural members should be capable of withstanding a force at least 150 pounds applied in any downward or outward direction at any point along the mid-rail or other member.


Guardrail systems should be surfaced to protect workers from punctures or lacerations and to prevent clothing from snagging.  


The ends of top-rails and mid-rails must not overhang terminal posts, except where such overhang does not constitute a projection hazard.


When guardrail systems are used at hoisting areas, a chain or gate must be placed across the access opening between guardrail sections when hoisting operations are not taking place. 

Personal Fall Arrest Systems
These consist of an anchorage, connectors, and a body belt or harness and may include a decelerator device, lifeline or suitable combinations.  If a personal fall arrest system is used for fall protection, it must do the following:

a)
Limit maximum arresting force on an employee to 900 pounds when used with a body 
belt, or 1,800 pounds when used with a body harness;

b) Be rigged so that an employee can not free fall more than 6 feet or contact any lower 
level;

c) Bring an employee to a complete stop and limit maximum deceleration distance an employee travels to 3.5 feet;

d) Have sufficient strength to withstand twice the potential impact energy of an employee free falling a distance 6 feet or the free fall distance permitted by the system, whichever 
is less.

Effective January 1, 1998, the use of a body belt for fall arrest is prohibited and the following precautions must be taken:  

· Personal fall arrest systems must be inspected prior to each use for wear damage and other deterioration.  Defective components must be removed from service.  Dee-rings and snaphooks must have a minimum tensile strength of 5,000 pounds.  Dee-rings and snaphooks should be proof-tested to a minimum tensile load of 3,600 pounds without cracking, breaking, or suffering permanent deformation.


Snaphooks should be sized to be compatible with its connecting member or should be of a locking configuration.  Unless the snaphook is a locking type and designed for the following connections, they shall not be engaged (a) directly to webbing, rope or wire rope; (b) to each other; c) to a dee-ring to which another snaphook or other connector is attached; (d) to a horizontal lifeline; or (e) to any object incompatible in shape or dimension relative to the snaphook, thereby causing the connected object to depress the snaphook keeper and release unintentionally.


On suspended scaffolds or similar work platforms with horizontal lifelines that may become vertical lifelines, the devices used to connect to a horizontal lifeline should be capable of locking in both directions on the lifeline.  Horizontal lifelines should be designed, installed, and used under the supervision of a qualified person, as part of a complete personal fall arrest system that maintains a safety factor of at least two.  Lifelines should be protected against being cut or abraded.


Self-retracting lifelines and lanyards that automatically limit free fall distance to 2 feet or less shall be capable of sustaining a minimum tensile load of 3,000 pounds applied to the device with the lifeline or lanyard in the fully extended position.  Self-retracting lifelines and lanyards that don’t limit free fall distance to 2 feet or less, ripstitch lanyards, and tearing and deforming lanyards should be capable of sustaining a minimum tensile load of 5,000 pounds applied to the device with the lifeline or lanyard in the fully extended position.  Ropes and straps used in lanyards, lifelines, and strength components of body belts and body harnesses should be made of synthetic fibers.


Anchorages should be designed, installed, and used under the supervision of a qualified person, as part of a complete personal fall arrest system that maintains a safety factor of at least two.  Anchorages used to attach personal fall arrest systems should be independent of any anchorage being used to support or suspend platforms and must be capable of supporting at least 5,000 pounds per person attached.  Lanyards and vertical lifelines must have a minimum breaking strength of 5,000 pounds.

Positioning Device Systems
These body belt or body harness systems should be set up so that a worker can free fall no farther than 2 feet.  They should be secured to an anchorage capable of supporting at least twice the potential impact load of an employee’s fall or 3,000 pounds, whichever is greater.  Requirements for snaphooks, dee-rings, and other connectors used with a positioning device must meet the same criteria as those for personal fall arrest systems.

Safety Monitoring Systems
When no other alternative fall protection has been implemented, the Safety Director should implement a safety monitoring system.  Employers must appoint a competent person to monitor the safety of workers and the Safety Director must ensure that the safety monitor:

· Is competent in the recognition of fall hazards;

· Is capable of warning workers of fall hazard dangers and in detecting unsafe work practices;

· Is operating on the same walking/working surfaces of the workers and can see them;
· Is close enough to communicate with workers and has no other duties to distract from the monitoring function.

Safety Net Systems
The following precautions must be taken when using a safety net system:

· Safety nets must be installed as close as possible under the walking/working surface on which employees are working and never more than 30 feet below such levels.   


Safety nets should be inspected at least once a week for wear, damage, and other deterioration. 


The maximum size of each safety net mesh opening should not exceed 36 square inches or be longer than 6 inches on any side. 


The openings, measured center-to-center, should not exceed 6 inches.  


All mesh crossings should be secured to prevent enlargement of the mesh opening.  Each safety net or section should have a border rope for webbing with a minimum breaking strength of 5,000 pounds.  


Connections between safety net panels should be as strong as integral net components and be spaced no more than 6 inches apart.


Safety nets should be installed with sufficient clearance underneath to prevent contact with the surface or structure below.  


When nets are used on bridges, the potential fall area from the walking/working surface to the net should be unobstructed.

· Items that have fallen into safety nets must be removed as soon as possible or before the next work shift. 

· Safety nets should extend outward from the outermost projection of the work surface as follows:

PRIVATE 

Vertical distance from working

Minimum required horizontal


level to horizontal plane of net.

distance of outer edge of net from 





the edge of the working surface.

Up to 5 feet


8 feet


More than 5 feet up to 10 feet

10 feet


More than 10 feet

13 feet
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Warning Line Systems
Warning line systems consist of ropes, wires, or chains, and should be set up as follows:

· Flagged at no more than 6-foot intervals with high-visibility material;

· Rigged and supported so that the lowest point (including sag) is no less than 34 inches 
from the walking/working surface and its highest point and is no more than 39 inches from 
the walking/working surface;

seq level0 \h \r0 
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seq level7 \h \r0 
The rope, wire, or chain should have a minimum tensile strength of 500 pounds and after 
being attached to the stanchions must support the load applied to the stanchions (upright post or support);

· Should be attached to each stanchion in such a way that pulling on one section of the line between stanchions will not result in slack being taken up in the adjacent section before the stanchion tips over.

Warning lines should be erected around all sides of roof work areas.  When mechanical equipment is being used, the warning line should be erected no less than 6 feet from the roof edge parallel to the direction of mechanical equipment operation, and no less than 10 feet from the edge perpendicular to the direction of mechanical equipment operation.  When mechanical equipment is not being used, the warning line must be erected no less than 6 feet from the roof edge.

Toeboards
The following precautions and procedures must be followed when using toeboards:

· When toeboards are used as protection from falling objects, they must be erected along the edges of the overhead walking/working surface for a distance sufficient to protect persons working below. 
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seq level7 \h \r0 
Toeboards should be capable of withstanding a force of at least 50 pounds applied in any 
downward or

      outward direction at any point along the toeboard.  


Toeboards should be a minimum of 3.5 inches tall from their top edge to the level of the walking/working surface, have no more than .25 inches clearance above the walking/working surface, and be solid or have openings no large than one inch in size.


When tools, equipment, or materials are piled higher than the top edge of a toeboard, paneling or screening must be erected from the walking/working surface or toeboard to the top of a guardrail system’s top-rail or mid-rail for a distance sufficient to protect employees below.

Section 9:  New Employee Safety
The Safety Director should provide safety training to all newly hired employees.  Each new employee will be given a copy of the safety manual.  

General safety orientation containing information common to all employees should be reviewed, before beginning their regular job duties.  Recommendations include (at a minimum):

· Review the Safety Manual, with extra time spent on: Accident & hazard reporting procedures, emergency procedures, first aid, personal protective equipment, and special emphasis programs (Drug-Free Workplace Policy, Return-to-Work Policy, Incentive Programs, etc.)

· Encourage & motivate employee involvement in safety.  Make each accountable for their safety and the safety of their coworkers.

· Explain the workers’ compensation system and fraud prevention

· Review any known workplace hazards.

· Conduct training on any topics that are not schedule to be addressed within a reasonable timeframe and are relevant to the employee’s job.

Job-specific training provided before performing the task should include:

· Review completed Pre-Project Plans

· Specific safety rules, procedures, hazards, and special emphasis programs (Lockout/Tagout, etc.) to complete their job

· Identify employee’s or employer’s responsibilities

Continual training should be provided to new hires.  Each new hire should be assigned to work with an experienced worker for at least 6 months.  The senior employee should act as a mentor and ensure that the employee is working safely and exhibits a positive safe attitude.

The Safety Director should complete the attached new employee safety checklist for each new employee during their safety training.  

Section 10: Safety Violation
Should any employee commit an unsafe act, intentional or not, this action should be addressed by the immediate supervisor and reviewed by the Safety Director.  The Company reserves the right to use disciplinary actions, depending upon the seriousness of the violation and the impact of the violation upon the conduct of Company business.  It is not required to complete all steps of the disciplinary procedure in every case.  Discipline may begin at any step appropriate to the situation. Discipline includes, but is not limited to:

Verbal Reprimand

Written Reprimand

Suspension

Termination of Employment
The attached “Safety Violation Notice” should be completed for all written reprimands.  A copy should be maintained in the employee’s personnel file and submitted to the Safety Director, if corrective action(s) is required.

Section 12: Acknowledgment Form
The rules, programs, and procedures stated above in the Company’s safety manual are not intended to cover all the possible situations you will be faced with on the job.  The Company encourages you to act in a safe and responsible manner at all times, both on and off the job.

I have read the Company’s Safety Manual, understand it, and agree to abide by it.  I understand that violation of these rules may lead to dismissal.

Print Name:



Signature:



Date:



Web Site Locations

There are Internet sites where valuable safety information can be located.

OSHA Web Site
                                             www.osha.gov
Operation Safe Site                                            www.opsafesite.com






