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Dorn & Associates Manufacturing, Inc. 

Safety and Health Policy Statement
We are dedicated to providing a safe and healthful environment for employees and customers, protecting the public and preserving Dorn & Associates Manufacturing, Inc. assets and property.  

At Dorn & Associates Manufacturing, Inc. our most valuable resource are the people who work for us.  Injuries can be prevented.  To achieve this objective, Dorn & Associates Manufacturing, Inc. will make all reasonable efforts to comply with all government regulations pertaining to safety and health issues.  An effective Safety and Health Program will be carried out throughout our organization.

The Safety and Health Program will assist management and non-supervisory employees in controlling hazards and risks which will minimize employee and customer injuries, damage to customer’s property and damage or destruction of Dorn & Associates Manufacturing, Inc. property.

All employees will follow this program.  This program is designed to encourage all employees to promote the safety of their fellow employees and customers.  To accomplish our safety and health goals, all members of management are responsible and accountable for implementing this policy, and to insure it is followed.

Dorn & Associates Manufacturing, Inc. is sincerely interested in the employee’s safety.  The policy of Dorn & Associates Manufacturing, Inc. is to provide safe equipment, adequate tools and training, and the necessary protective equipment.  It is the employee’s responsibility to follow the rules of safety as established for their protection and the protection of others, and to use the protective devices, which Dorn & Associates Manufacturing, Inc. provides.  

Safety Education and Training Program
Dorn & Associates Manufacturing, Inc. is committed to instructing all employees in safe and healthy work practices. Dorn & Associates Manufacturing, Inc. will provide training to each employee with regard to general, acceptable, safety procedures and to any hazards or safety procedures that are specific to that employee’s work situation.

Purpose of a Hazard Communication Program:
To provide employees with the knowledge and training necessary to understand and protect themselves and others from the chemicals they use.  Also, to comply with the OSHA Hazard Communication Standard (1910.1200).
Training Will Occur When:
· Upon Hiring

· Dorn & Associates Manufacturing, Inc. believes additional training is warranted

· An employee is given a new job assignment

· New substances, equipment, or new procedures are introduced which represent a new hazard

· Dorn & Associates Manufacturing, Inc. is made aware of a new hazard 

Training Areas:
Employee training will consist of new employee orientation, periodic group meetings, and one-on-one training.  The Safety and Health training provided to employees will include:

· Employee Safety Handbook

· First Aid

· Dorn & Associates Manufacturing, Inc. Safety and Health Policy

· Dorn & Associates Manufacturing, Inc. Safety and Health Program

· Incident Reporting

· Hazard Communication 

· Hazardous Material Spill Response

· Personal Protective Equipment requirements

· Emergency Procedures

· Housekeeping

· Job Specific Hazards

Safety and Health Communication

Communicating With Employees on Safety and Health Issues

Communicating with employees regarding health and safety issues must be a two way street.  It must consist of both employer-to-employee and employee-to-employer communications.  Employees will be trained through the formal Safety and Health Program, new employee orientation, and training specific to new or current job assignments and/or hazards.

Reporting of Safety and Health Hazards:
Dorn & Associates Manufacturing, Inc. has a system for the employee to report a hazard or unsafe condition.  The form on page 76 will be used for reporting and documenting such hazards. The employee should also notify his/her immediate supervisor verbally of such hazard or condition.  The “Safety Suggestion Form” will be sent to the employee’s supervisor or designated Safety Manager.  A prompt and thorough investigation will be conducted of the situation.

Postings:
As a routine part of the Safety and Health Program, postings required by state and federal law (for example, Safety and Health protection on the Job, state OSHA citations and responses, etc.) will be prominently displayed in employee areas.

Training:
Dorn & Associates Manufacturing, Inc. has training requirements designed to instruct each employee on general safety procedures as well as safety procedures specific to the employee’s job.  These training requirements are described in greater detail in the chapter entitled SAFETY AND HEALTH TRAINING.

Employee Safety Handbook:
All employees will be provided with an Employee Safety Handbook before they are to begin work and at the time of orientation.  They are to read the handbook and acknowledge its receipt by filling out the second page of the handbook.  This page will be removed from the handbook and placed in their personnel record. 

Safety Committee

The Safety Committee will be composed of rank and file employees. The President will appoint the Safety Committee Chairperson. The Safety Committee will function as an advisory body to develop and recommend to Dorn & Associates Manufacturing, Inc. Management matters of policy and procedure affecting administration of Dorn & Associates Manufacturing, Inc. Safety and Health Program. 

The Committee will meet at a mutually convenient time, at the request of a member of the Committee, but not less than once every two months. The Committee is responsible for:

· Reviewing statistical data, records, and reports of safety matters to determine the effectiveness of overall accident and loss prevention efforts and to develop recommendations for improvement. 

· Reviewing and analyzing accident and property loss investigation reports for:

· Accuracy and completeness (recommending follow-up investigation if necessary). 

· Provide recommendations for corrective action and provide consistency throughout  Dorn & Associates Manufacturing, Inc. operations. 

· Identification of accident problem or trend and determination of what order they should be given attention. 

· Reviewing safety and property inspection reports, job safety analyses, supervisor's  safety observation reports, and employees' suggestions for: 

· Possible changes in work practices or procedures. 

· Need for safety procedures. 

· Need for protective device or equipment. 

· Need for training. 

 

· Developing practical safety and property inspection procedures, and assisting in making inspections when requested by the Safety manager.

· Keeping Managers informed of the progress of the Safety Program and informed as to the safety records of employees or other segments of Dorn & Associates Manufacturing, Inc. 

· Assisting in developing the records and statistical data necessary to provide an accurate picture of Dorn & Associates Manufacturing, Inc. safety problems.

· Identify unsafe work practices and conditions and suggest appropriate remedies.  Ensure that employees and others (visitors, contractors, etc.) are informed about safety policies, training programs, injury risks and causation, and other health and safety-related matters. 

· Maintain an open channel of communication between employees and management concerning occupational and environmental health and safety matters. 

· Provide a means by which employees can utilize their knowledge of  workplace operations to advise management in the improvement of policies, condition, and practices. 

Hazard Identification and Communication

The purpose of this notice is to inform you that Dorn & Associates Manufacturing, Inc. is complying with the OSHA HAZARD COMMUNICATION STANDARD, TITLE 29 CODE OF FEDERAL REGULATIONS 1910.1200, by using MSDS’s, by compiling a Hazards Chemicals List, by insuring that containers are labeled, and by providing each employee with training.

This program applies to all work operations in Dorn & Associates Manufacturing, Inc. where the employee may be exposed to hazardous substances under normal working conditions or during emergency situations.

The Safety manager is the program coordinator, acting as the representative of Dorn & Associates Manufacturing, Inc., who has overall responsibility for the program. The Safety manager will review and update the program as necessary.  Copies of the written program may be obtained from the Safety manager.

Under this program, each employee will be informed of the contents of the Hazard Communication Standard, the hazardous properties of chemicals with which they will use, safe handling procedures, and measures to be taken to protect themselves from these chemicals.  Employees will also be informed of the hazards associated with chemicals in unlabeled pipes.

List of Hazardous Chemicals

The Safety manager will make a list of hazardous chemicals and related work practices used in Dorn & Associates Manufacturing, Inc. and will update the list as necessary.  This list of chemicals will be found at all locations Dorn & Associates Manufacturing, Inc. conducts business.  This list also identifies the corresponding Material Safety Data Sheet (MSDS) for each chemical. Any new hazardous chemicals received by Dorn & Associates Manufacturing, Inc. will have an MSDS document available for inspection before any employee uses the chemical. A master list of these chemicals will be maintained by, and is available from the Safety manager. The MSDS Master List form in the back of this manual will be used.

Material Safety Data Sheets (MSDS’s)

MSDS’s provide each employee with specific information on the chemicals used.  The Safety manager will maintain a binder with an MSDS on every substance on the list of hazardous chemicals.  The MSDS will be a fully completed OSHA Form 174 or equivalent (see sample forms in back of manual).  Dorn & Associates Manufacturing, Inc. Representative, the Safety manager will insure that each site maintains an MSDS for hazardous materials in that area and will be made readily available to any employee at every work site.  

MSDS Responsibility

The Safety manager is responsible for acquiring and updating MSDS’s. The Safety manager will contact the chemical manufacturer or vendor if additional research is necessary or if an MSDS has not been supplied with an initial shipment.  The form in the back of manual will be used to request hazardous information.

Labels and Other Forms of Warning

The Safety manager will insure that all hazardous chemicals in the work place are properly labeled and updated as necessary.  Labels should list at least the chemicals identity, appropriate hazard warnings, and the name, and address of the manufacturer, importer, or other responsible party. The Safety manager will refer to the corresponding MSDS to assist each employee in verifying label information.  Labels are required on portable containers.

Non-Routine Tasks

When employees are required to perform hazardous, non-routine tasks (e.g., cleaning tanks, entering confined spaces, etc.), a special training session will be conducted to inform them of the hazards to which they may come into contact with, and the precautions to take to reduce and avoid exposure or danger.

Training

Everyone who works with or is potentially exposed to hazardous chemicals will receive initial training on the Hazardous Communication Standard and the safe use of those hazardous chemicals by the Safety manager.  Whenever a new hazard is introduced, additional training will be conducted to address the new hazard and protective measures to be taken.

The training plan will emphasize these components:

· Summary of the standard and this written program.

· Chemical and physical properties of hazardous materials (e.g., flash point, reactivity, etc.) and methods that can be used to detect the presence or release of chemicals (including chemicals in unlabeled pipes).

· Physical hazards of chemicals (e.g., potential for fire, explosion, etc.), health hazards, including signs and symptoms of exposure, associated with exposure to chemicals and any medical condition known to be aggravated by exposure to the chemical.

· Procedures to protect against hazards (e.g. personal protective equipment required, proper use and maintenance, work practices, methods to assure the proper use and handling techniques, and procedures for emergency response).

· Work procedures to follow to assure protection when cleaning hazardous chemical spills and leaks.

· Where MSDS’s are located, how to read and interpret information on both labels and MSDS’s and how employees may obtain additional hazard information.

Contractor Employees

The Safety manager will advise outside contractors in person of any chemical hazards that may be encountered in the normal course of their work on Dorn & Associates Manufacturing, Inc. premises, the labeling system in use, the protective measures to be taken, and the safe handling procedures to be used.  In addition, these individuals will be notified of the location of all MSDS’s.  Each contractor that brings chemicals onto Dorn & Associates Manufacturing, Inc. premises must provide Dorn & Associates Manufacturing, Inc. with the appropriate hazard information on these substances, including the labels used and the precautionary measures to be taken in working with these chemicals.

Identification of Workplace Hazards:

Periodic, scheduled inspections will occur as a routine part of Dorn & Associates Manufacturing, Inc. business. The Safety manager will insure these inspections occur.  The Safety Inspection Checklist will be used for that purpose.  

Employees who wish to remain anonymous may report unsafe conditions or hazards by submitting a Safety Suggestion Form to the Safety manager, or their immediate supervisor, without identifying themselves.

Employees must report immediately any unsafe condition or unsafe practice.  No employee will be disciplined or discharged for reporting any workplace hazard or unsafe condition.  Failure to report any obvious unsafe situation may result in disciplinary action, up to and including termination.

The Safety manager will insure that Material Safety Data Sheets are present, up to date, and accessible at the appropriate locations.  In addition, the Safety manager will assure that employees are trained in the Hazard Communication Program before beginning work or changing job functions, and will continuously monitor the work site to assure employees follow safe work practices.

Employee Safety

Handbook
Safety Handbook Acknowledgement

Name

Date of Hire

Signature







Date

(Remove and retain this sheet in the Employee’s Personnel File)
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Employee Safety Handbook

At Dorn & Associates Manufacturing, Inc., our most valued resources are our employees, our customers, and the communities we serve.  We are dedicated to providing a safe and healthful environment for employees and customers, protecting the public, and preserving Dorn & Associates Manufacturing, Inc. properties and assets.  Injuries can be prevented.  In order to achieve an accident free workplace, an organized and effective Safety Program must be carried out company wide to make this policy work.

The Safety and Health Program will assist management and employees in controlling hazards, which will minimize employee and customer injuries, damage to customer’s property and damage to Dorn & Associates Manufacturing, Inc. property.

All employees will follow this program

Please take the time to study and understand these safety policies and procedures.  It is your responsibility (and ours) to make this program work.  You are a valued member of the Brystar team, and we care about your safety.

Safety and Health Requirements

All employees will comply with the provisions of the OSHA Health Act of 1970.  Therefore, any employee who, knowingly commits an unsafe act or creates an unsafe condition, disregards the safety policy, or is a repeated safety or health offender, will be discharged.  Grounds for immediate discharge are:

1) Drinking alcohol, and/or drug abuse prior to or during working hours

2) Fighting

3) Theft

4) Willful damage to property

5) Failure to wear eye protection, hearing protection, safety helmets, etc.

6) Not using safety harnesses and lanyards when there is a potential for falling

7) Removing and/or making inoperative safety guards on tools and equipment

8) Removing barriers and/or guardrails and not replacing them

9) Failure to follow recognized industry practices

10)  Engaging in dangerous horseplay

11)  Failure to notify Dorn & Associates Manufacturing, Inc. of a hazardous situation

The following safety and accident activities will be adhered to:
1) Report all injuries immediately to your supervisor

2) Notify your supervisor should you become ill while on the job

3) Inform you supervisor if you have a disability or physical handicap

4) Never move an injured or ill person, unless to prevent further injury

Minor safety violations will be documented and a copy of the below form will become part of the employee’s personnel record:

                                      Safety Hazard Citation
      Date: ___________

Name of Violator: 
_______________________________________________

Location of Violation: ______________________________________________

Type of Violation:
_______________________________________________’




_______________________________________________’




_______________________________________________’
Violator’s Signature: _______________________________________________

Accident and Incident Reporting

It is important that you report all accidents and incidents that result in injury, illness, or damage (however slight), to your supervisor immediately.  Dorn & Associates Manufacturing, Inc. can learn how to prevent them from occurring in the future.  It is Dorn & Associates Manufacturing, Inc. responsibility to investigate each incident, and your responsibility to report them when they occur.

First Aid and Medical Treatment
Dorn & Associates Manufacturing, Inc. provides a First Aid Kit on the premises.  It is there for your use in the treatment of minor scratches, burns, headaches, nausea, etc.  Ask your supervisor to show you its location.  Let your supervisor know if you need to use the First Aid Kit.

If you have a work related injury or illnesses that requires professional medical assistance notify your supervisor and let him/her know before you receive this assistance.  If you fail to notify your supervisor, you may be ineligible for Worker’s Compensation, benefits to pay for doctor’s bills, and/or lost wages.

FIRST AID PROCEDURES AND INSTRUCTIONS
In all cases requiring emergency medical treatment, immediately call, or have a co-worker call, to request emergency medical assistance.

EMERGENCY PHONE NUMBERS

Safety manager:  



 Poison Control:  
911



First Aid:
Project Superintendent


Fire Department:  
911



Ambulance: 

911




Police:  
911





Medical Clinic:  ___________________







Clinic Address:  
________________________





Minor First Aid Treatment

First aid kits are stored in the __Company Vehicles__________ .  If you sustain an injury or are involved in an accident requiring minor first aid treatment:

· Inform your supervisor.

· Administer first aid treatment to the injury or wound.

· If a first aid kit is used, indicate usage on the accident investigation report. 

· Access to a first aid kit is not intended to be a substitute for medical attention.

· Provide details for the completion of the accident investigation report.

Non-Emergency Medical Treatment

For non-emergency work-related injuries requiring professional medical assistance, management must first authorize treatment.  If you sustain an injury requiring treatment other than first aid:

· Inform your supervisor.

· Proceed to the posted medical facility.  Your supervisor will assist with transportation, if necessary.

· Provide details for the completion of the accident investigation report.

Emergency Medical Treatment

If you sustain a severe injury requiring emergency treatment:

· Call for help and seek assistance from a co-worker.

· Use the emergency telephone numbers and instructions posted next to the telephone in your work area to request assistance and transportation to the local hospital emergency room.

· Provide details for the completion of the accident investigation report.

First Aid Training
Each employee will receive training and instructions from his or her supervisor on our first aid procedures.

WOUNDS:

Minor:   Cuts, lacerations, abrasions, or punctures

· Wash the wound using soap and water; rinse it well.

· Cover the wound using clean dressing.

Major:    Large, deep and bleeding

· Stop the bleeding by pressing directly on the wound, using a bandage or cloth.

· Keep pressure on the wound until medical help arrives.

BROKEN BONES:

· Do not move the victim unless it is absolutely necessary.

· If the victim must be moved, "splint" the injured area.  Use a board, cardboard, or rolled newspaper as a splint.

BURNS:
Thermal (Heat)
Rinse the burned area, without scrubbing it, and immerse it in cold water; do not use ice water.

Blot dry the area and cover it using sterile gauze or a clean cloth.

Chemical
Flush the exposed area with cool water immediately for 15 to 20 minutes.

EYE INJURY:

Small particles

· Do not rub your eyes.

· Use the corner of a soft clean cloth to draw particles out, or hold the eyelids open and flush the eyes continuously with water.

Large or stuck particles

· If a particle is stuck in the eye, do not attempt to remove it.

· Cover both eyes with bandage.

Chemical

· Immediately irrigate the eyes and under the eyelids, with water, for 30 minutes.

NECK AND SPINE INJURY:

If the victim appears to have injured his or her neck or spine, or is unable to move his or her arm or leg, do not attempt to move the victim unless it is absolutely necessary.

HEAT EXHAUSTION:

Loosen the victim's tight clothing.

Give the victim "sips" of cool water.

Make the victim lie down in a cooler place with the feet raised.

Workers’ Compensation
Every state has a Workers’ Compensation Law to provide benefits to employees for lost wages and medical bills resulting from a work related injury or illness. You are covered under Workers’ Compensation.  You may request Workers’ Compensation benefits from your supervisor.  Qualification for benefits is determined by the state, not Dorn & Associates Manufacturing, Inc.  Your responsibilities are to keep appointments, follow all doctors’ instructions on and off the job, maintain good communication with your supervisor, and to fully cooperate with all instructions you are given.

Workers’ Compensation provides wages at a lower pay scale than what you may earn by working

Doesn’t it make sense to be safe so that you don’t have to be out on Workers’ Compensation?

Your Safety Rights

You have several important rights concerning safety, which are protected by federal, state and local laws that you should be aware of.  They are:

· The right to a safe work-place free from recognized hazards

· The right to request information on safety and health hazards in the workplace, precautions that may be taken, and procedures to be followed if an employee is injured or exposed to toxic substances.

· The right to know about the hazards associated with the chemicals you work with, and the safety procedures you need to follow to protect yourself from those hazards. 

· The right to question any instruction which requires you to disobey a safety rule, which puts yourself or someone else in unnecessary danger of serious injury, or requires you to perform a task for which you have not been trained to safely perform.

· The right of freedom from retaliation for demanding your safety rights.

Your Safety Responsibilities
You also have some important responsibilities concerning safety.  These are:

· The responsibility of reporting all injuries and illnesses to your supervisor, no matter how small.

· The responsibility of always following the safety rules for every task you perform,

· The responsibility of reporting any hazards you see.

· The responsibility of helping your co-workers recognize unsafe actions or conditions they cause.

Employee Safety Rules

It is impossible to list or include all safety rules for all the possible tasks you may have to do.  But the following rules have been prepared to help you avoid hazards, which may cause injury while doing some of the more common tasks you may be asked to do.  You should study and follow the rules provided in this booklet, and to ask your supervisor for additional rules when asked to do a task you are not familiar with, and this booklet does not cover.  Failure to follow safety rules and /or safe practices will result in disciplinary action, up to and including termination.

GENERAL SAFETY RULES:
· Read and follow the safety notices and other information that is posted.

· Observe and follow all safety instructions, signs, and operation procedures.

· Help your fellow employee when they ask for assistance or when needed for their safety.

· Never participate in “horseplay”. Horseplay that results in injury is often not covered by Workers’ Compensation.

· Clean up spills immediately.

· Report all unsafe conditions, hazards, or equipment immediately.  Make sure other people are warned of the problem so that they may avoid it.

· Wear personal protective equipment as required to reduce injury potential. Use gloves, safety glasses, back support belts, etc., as necessary.

· Never stand on chairs, furniture, or anything other than an approved ladder or step stool.

· Never use intoxicating beverages or controlled drugs before or during work.  Prescription medication should only be used at work with your Doctor’s approval.

FIRE SAFETY:
· Report all fire hazards to your supervisor immediately.

· Fire fighting equipment shall be used only for fire fighting purposes.

· Smoking is not permitted at any time in the areas where “No Smoking” signs are posted.
· Do not block off access to fire fighting equipment.

· Keep doors, aisles, fire escapes and stairways completely unobstructed at all times.

· In the case of a fire, your first consideration must be the safety of all persons, then attention should be directed to the protection of property.

· Change clothes immediately if they are soaked with oil, gasoline, paint thinner or any other flammable liquid.

· Know how to report a fire and how to turn on a fire alarm.

· Know the location of all fire extinguishers, and how to use them.

· Know the fire exits to be used in an emergency.

HAND TOOL SAFETY:
· Wear protective equipment necessary for the job you are performing.  Discuss any required safety equipment with your supervisor as changes occur.

· Defective tools must not be used.

· Do not carry sharp hand tools in clothing.

· Check all wiring on electric hand tools for proper insulation and 3-prong plug grounding.

· Hammers: Use eye protection at all times!

· Screwdrivers: Use the right size and type of screwdriver for the job.  Do not use a screwdriver as a chisel.

· Wrenches: In using any wrench, it is better to pull than to push.  If you have to push, use your open palm.  Use the proper wrench for the job.

· Handsaws: Saws that are sharp and rust free are less likely to bind or jump.  Insure the object being cut is secured tightly to a flat surface.

MATERIAL HANDLING SAFETY RULES:
· When lifting, lift properly.  Keep the back straight, stand close to the load, and use your leg muscles to do the lifting, keeping the load close to the body.  Never twist your upper body while carrying a load.

· When lifting heavy objects, utilize a two-wheeled dolly, or, ask for assistance from another employee.

· Inspect the object you are going to lift for sharp corners, nails, black widow spiders, or other things that may cause injury.

· Use gloves when handling rough or sharp materials.

HOUSEKEEPING:
· Do not place materials in aisles, stairways, or any designated path of travel.

· Stack material at a safe height so that material will not fall if bumped.  Insure heavy loads have proper support, and make sure there is no overhanging or irregular stacking of material.

· Place all trash or scrap in places provided. Clean up all spills immediately.

· Report worn or broken flooring, stair treads, handrails, furniture, or other office equipment.

· Smoking is permitted only in designated areas.  Use ashtrays for disposing of butts.  Do not throw butts on the floor.

PERSONAL PROTECTIVE EQUIPMENT:

Purpose:
To establish the policy for employees to wear Personal Protective Equipment.

Policy:
Dorn & Associates Manufacturing, Inc. is dedicated to providing a safe and healthy workplace.  All employees are expected to do their part to achieve this goal.  Employees can do there part by using the proper Personal Protective Equipment (PPE) provided them. 

Personal Protective Equipment will be provided, used and maintained in a sanitary and reliable condition wherever it is necessary to prevent injury.  Personal Protective Equipment requirements include, but are not necessarily limited to the items below:

Protective Headwear:

Where there is the exposure of overhead danger from falling objects or from electric shock or burns, protective headwear must be worn.  Protective headwear is an approved hard hat that meets the requirements of the American National Standards Institute (ANSI Z889.1-1969).

Protective headwear will be issued to the required employees.  Employees are responsible for using their hard hats while working.  Also, employees must notify their supervisor about a damaged or lost hardhat immediately.

Protective Eyewear:
When there is an exposure to the eyes from flying objects, glare or liquids, protective eyewear is required.  Protective eyewear is an approved safety eye protector or safety goggle, which meets the standards of the American National Standards Institute (ANSI Z87.1-1968). 

Protective eyewear will be issued to the required employees.

Disposable Dust Masks:
When there is the potential of exposure to airborne nuisance dust or particles, disposable dust masks are required.  

Protective Gloves:
When there is an exposure to the hands, protective gloves are required.  Protective gloves are construction type work gloves and chemical resistive gloves.

Construction type work gloves are required for, but not limited to, employees that have an opportunity of cutting, pinching, hitting, or burning their hands.

Chemical resistive gloves are required for, but not limited to, employees that have an opportunity of spilling hazardous chemicals or corrosive material onto their hands.

Back Supports:

When employees are exposed to heavy lifting or repetitive lifting, back support devices are required.  

Equal Employment Opportunity Policy

To all Employees: EQUAL EMPLOYMENT OPPORTUNITY 

Dorn & Associates Manufacturing, Inc. deals with people based upon their abilities, attitudes and performance rather than upon their outward appearance. This is the attitude that management has followed in dealing with you, our employees, and is the attitude we expect you to follow and maintain with your fellow employees, our suppliers, and our subcontractors. We strongly believe that this attitude of mutual respect has been a key factor in the success of Brystar Contracting throughout the years, and will continue to be a key to our success in the future. 

Dorn & Associates Manufacturing, Inc. will not discriminate against any employee because of race, color, religion, sex or national origin, nor will it discriminate against handicapped veterans. Dorn & Associates Manufacturing, Inc. will take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their race, color, religion, sex or national origin. Such action shall include, but not be limited to the following: employment, upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates of payor other forms of compensation; and selection for training, including apprenticeship. 

Machinery Tag Out Program

Purpose:
This policy and procedure establishes the minimum requirements for Dorn & Associates Manufacturing, Inc. Machinery Tag Out Program.  It governs lock out and/or tag out procedures to be used to verify that equipment or machines are isolated from all potentially hazardous energy.  Machinery is to be locked out or tagged out before employees perform any servicing or maintenance activities where the unexpected energizing, start up or release of stored energy could cause injury.

Policy:
Procedures described apply to all electrical equipment and machinery connected to an energy source by either hard wire or other permanent connection (hydraulic lines, electrical, etc.) that is repaired, serviced, or maintained by Dorn & Associates Manufacturing, Inc. personnel.  The Machinery Tag Out Program applies to all equipment or machinery operated by mechanical, hydraulic, pneumatic, chemical, thermal, or other energy resources where the unexpected energizing could cause injury to employees or customers.

Circuit breakers disconnect switches, and other energy isolating devices used to control the flow of energy to the machine/equipment must be operated in such a manner as to shut off or “isolate” all energy to the machine.

Definitions:

Energy Source- 
Any source of electrical, mechanical, hydraulic, chemical, thermal, or 

any other energy source. 

Energized- 

Connected to an energy source or containing residual or stored energy.

Energy

Isolating Device- 
A mechanical device that physically prevents the

transmission or release of energy (for example, circuit breaker, disconnect 

switch, slide gate, line valve, etc.)

Lock out- 

Placing a lock out device on an energy isolating device to shut down it’s

flow of energy.

Lock out device- 
A device such as a lock, either combination or key type, to hold an

energy isolating device in the “safe” position and prevent energizing of a

machine or equipment.

Tag out- 

Placing a tag or sign on an energy isolating device indicating that the 

equipment shall not be operated until the tag out sign is removed.

Tag out device- 
A prominent warning device or sign that can be attached to the 

energy isolating device. Tags will state the following: 

DANGER-DO NOT OPERATE

Initial Training:
Employees involved in the use of this Machinery Tag Out Program must receive training in the requirements of this program upon initial assignment. The Safety manager is responsible for verifying that training is completed as required by this program. 

Authorized employees will be trained in the recognition of hazardous energy sources present at the location they work, the type and magnitude of the energy available in the workplace, and the methods/means needed for energy isolation and control.

Employees must be trained to recognize when the Machinery Tag Out Program is being implemented and understand the purpose of the procedure and the importance of not attempting to start up or use machinery or equipment that has been locked or tagged out.

When tags are used, employees must be specifically instructed in the following limitations of tags:

· Tags are warning devices: they do not provide physical restraint that a lock out does.

· When a tag or lock is attached, it is not to be removed by anyone without authorization from the employee who placed it on the machine or equipment.  They are never to be bypassed, ignored, or defaced.

· Tags must be legible and understandable to be effective.

· Tags and locks, and their means of attachment must be made of material that will withstand the working environment where the tags will be used.

· Tags and locks must be attached securely so they cannot inadvertently be detached during use.

· Tags evoke a false sense of security.  They are only part of the entire Machinery Tagout Program.

Hazard Prevention and Control

Dorn & Associates Manufacturing, Inc. shall undertake efforts as outlined in this section to correct or control potential hazards in a timely manner.  

Dorn & Associates Manufacturing, Inc. will implement methods to eliminate the hazard, and will implement procedures for safe work.  Safe work will be done through training, correction of unsafe performance, and compliance through the disciplinary system.

Identified Safety and Health Concerns:

All identified potential workplace safety and health hazards should be reported to the Safety manager, or a member of management.  Situations that are unsafe, or posing as a safety and health hazard, will be reviewed and reported to management for corrective action.

Newly Identified Safety and Health Concerns:
Anytime a new substance, procedure, equipment, or process is introduced into the workplace, which creates or is reported to create an unsafe condition or situation, the Safety manager will evaluate the substance, procedure, equipment, or process.  Employees will have an opportunity to submit their recommendations and suggestions regarding new workplace hazards at any time.

Hazards Which Create a Risk of Imminent Harm:
When a hazard exists which Dorn & Associates Manufacturing, Inc. cannot control or abate immediately without endangering employees and /or property, all exposed personnel will be removed from the immediate area of potential exposure, except those employees that are necessary to correct the hazardous condition.  All employees involved in correcting the hazardous situation will receive appropriate training and/or instruction in how to do so.  They will also be provided with the appropriate personal protective equipment.

Hazards Which Do Not Create a Risk of Imminent Harm:
Unless there are factors beyond Dorn & Associates Manufacturing, Inc. reasonable control, such hazards are to be abated within 5 days or less.

Housekeeping:
Good housekeeping is an integral part of any effective safety program.  Keeping work areas neat and clean reduces the potential for accidents and injuries.  Each employee is responsible for keeping his or her work area neat, orderly, and free of any hazardous condition.

Emergency Action Plan  

Safety & Health Procedures 

Medical Procedures

In the event of an injury, the superintendent will determine the extent of medical treatment required, if

any. If the injury is life threatening or if prompt professional medical attention is deemed necessary,

911 will be called. The closest ambulance service and its telephone number will be posted at each

jobsite.

If non-emergency medical attention is required, the superintendent will notify the Safety manager of the injury .Based upon the seriousness and extent of the injury , the superintendent will

be instructed where to send the employee for treatment. The superintendent may designate someone to

transport the injured employee. He will be met by the Safety manager or a designated member of

the safety staff, who will begin the appropriate reporting procedures.

If non-emergency medical attention is required after regular business hours, the superintendent should

leave a message on the Brystar voice mail emergency mailbox. If the call is not returned promptly, the

Superintendent should call a member of management at home.

In the event of an eye injury, the same procedure will be followed except that the injured will be brought to the Beaumont Industrial Clinic at 3750 College Street.

Emergency Plan and Procedure

Brystar Construction works on many different types of sites and for many different types of industry . Therefore, it shall be the practice of Brystar Construction to design and establish its Emergency Plan 

and Procedure for each particular worksite. The following should be used to establish the Emergency  Plan and Procedure. 

Worksite to be within the confines of operating industry.

Acquire a copy of the client's Emergency Plan and Procedure. 

Establish in consultation with the owner the evacuation routes, assembly areas, alarm systems, 

emergency assistance available for Brystar’s use, nearest medical facility, fire protection systems available, and emergency personnel contacts (phone, radio, beeper, or other means).

Post the following information near all phones: 

Emergency phone numbers of ambulance, fire department, client's emergency personnel contact, hospitals, and law enforcement. 

Post on bulletin boards and areas of employee notice (lunch rooms, etc.):

Description of emergency alarms and meaning 

Map indicating evacuation routes (to be furnished by owner) 

Map indicating assembly area (to be furnished by owner). 

Location of first aid equipment and/or personnel 

Testing the operational readiness of the plan should be coordinated with the client.

On open-type grass roots sites for development of an emergency plan and procedure for open-type, grass roots worksites, all of the above information will be required. Brystar’s Safety manager will handle any area of concern not covered by the client's plan.

Risk Assessment and Emergency Procedures Main Office

Fire Emergency 

In the case of a fire emergency the following steps should be taken: 

· Proceed to the nearest exit, closing all doors behind you and your coworkers, thus reducing the potential flow of oxygen to the fire. Exits are located at the front and rear of the office building. 

· Emergency services should be notified by telephone as soon as possible. 

· Should you discover a fire in its early stages, attempts should be made to control and isolate the fire through the use of fire extinguishers or other safe means. Fire extinguishers are located at the following locations: 

· Kitchen Area  

· Each end of the main hallway 

Hurricane 

The following procedures should be taken to ensure hurricane preparedness: .Hurricane Watch 

· Monitor local TV and radio for weather updates and emergency broadcasts. .Ensure that personal vehicles are full of gas. 

· Gather materials to protect glass openings and for emergency repairs- .Hurricane Warning 

· Continue monitoring local TV and radio for storm updates- 

· Release all non-essential personnel to take care of their personal belongings and to begin their own emergency preparedness and evacuation procedures. 

· Prepare for high winds by anchoring all outside objects. Move small equipment indoors for storage and place trailers and moveable objects adjacent to building structures to reduce wind effects- 

· Protect windows and other glass by taping or boarding shut. 

· Prepare for storm surge, tornadoes and floods. Place all important documents up off of the floor and unplug and store all electronics up off of the floor and as near to the interior of the building as possible. 

Evacuation 

· Evacuate in plenty of time while evacuation routes are still accessible. 

· Monitor radio for instructions for evacuation routes and shelter locations as applicable. 

· If unable to evacuate, stay indoors on the downwind side of the building and remain away from windows and glass doors. Be aware of the eye of the hurricane and do not be fooled by a lull in the

wind since they may return from the opposite direction. Continue monitoring the radio for weather updates.

After the Storm 

· If evacuated delay your return until recommended by local authorities.

· Beware of potential outdoor hazards. 

· Take steps to protect property against the possibility of further damage by rising waters. 
Tornado 

The following general guidelines should be followed in the event of a possible tornado: 

· Monitor TV and radio for current updates on tornado activity and location. 

· Know that waterspouts often look like tornadoes but seldom do any damage. They are typically born over the Gulf and Sabine Lake and may travel several miles inland while staying several hundred feet in the air and seldom touching down. 

· Be prepared to act quickly in the event of a tornado and be familiar with the following: 

· Tornado Watch -Conditions are favorable for tornado development. Tornadoes are sometimes a result of hurricanes, but may also occur under other weather influences- 

· Tornado Warning -Tornadoes have been detected, take shelter immediately. 

· Go to interior small rooms or hallways. The filing room is the best reinforced room in the building. Stay away from windows and outside walls. 

Hazardous Material Emergency

 In the event of a hazardous material (HAZMA T) emergency one of the following steps should be taken as directed by local authorities: 

· If told to protect your breathing you should: 

· Cover your nose and mouth with a damp handkerchief or other cloth to protect your breathing. .Close all windows and doors. 

· Turn off all heating, cooling and ventilation systems- .If you are told to shelter in place you should: 

· Go inside, or remain inside until notification by local authorities via radio or TV that you may safely return out of doors. 

· Close all doors and windows. 

· Turn off heating, cooling and ventilation systems. 

· Monitor radio or TV for further instructions.

· If you are told to evacuate you should: 

· Move to a place designated by public officials. 

· Remain as calm as possible. 

· Gather what you will need that is readily available, such as eyeglasses, prescription drugs, first aid kits, available extra clothing, etc. 

· Turn off all lights and electronics. 

· Do not use the phones as these lines will be needed for official business. 

· Keep your car vents and windows closed while in transit and do not use the car heater or air conditioner. 

· Drive safely and pay attention. Traffic may be heavy.

Blood Borne Pathogens

Due to the various types of work activities found on a construction site, the potential for contact with blood exists. Occasionally personnel may perform first aid skills where contact with blood may be encountered. In the performance of such skills, contact with blood should be a consideration due to the possibility of becoming infected with such diseases as hepatitis. 

This procedure outlines the guidelines that shall be followed: 

· A safety meeting shall be conducted covering Blood Borne Pathogens.

· Company sponsored first aid training shall be specific on this topic. 

· ONLY TRAINED personnel using universal precautions must clean up spilled blood. Personal protective equipment prescribed for the task and a recognized disinfectant solution shall be used. (Such as a solution containing bleach). 

· Waste materials from blood cleanup must be packaged in a sanitary condition (by a properly TRAINED person), labeled and disposed of per OSHA requirements. (29 CFR 1910.1030) 

· In the event Brystar Contracting designates such duties as First Responder (First-Aid) to be part of one's duties, the Safety manager shall be contacted PRIOR to the assignment.

Under normal working activities Brystar Contracting does not assign first-aid response as part of a person’s work duties.  Generally, Brystar Contracting, worksites are within short response time for emergency medical attention.

Hazardous Material Spill Response

Purpose:

To establish the policy and procedures regarding Management and employee response and actions to a hazardous material spill or leak.

Policy:
Federal, state, and local environmental laws dictate the specific handling and disposal methods of hazardous materials.  Failure to comply with these laws can be very costly as well as environmentally negligent. Dorn & Associates Manufacturing, Inc. will fully comply with all laws and regulations pertaining to the handling and disposal methods of hazardous materials. Dorn & Associates Manufacturing, Inc. will train all employees in the proper procedures to follow and what to do when they encounter a hazardous spill or leak. 

Overview:

There are four classifications of hazardous chemicals that employees will likely come into contact with.  These are:




IGNITABLES---TOXICS---CAUSTICS---REACTIVES

IGNITABLES-  Ignitable products are either flammable or combustible.  A spill of this nature creates two problems: one involving the potential for explosion and/or fire, and the other is the pollution of the environment.  Examples are gasoline, paint thinners, petroleum solvents, alcohol, and adhesives.

TOXICS-  These products are poisonous to the body and can cause illness or death.  Examples are anti-freeze, paint, insecticides, fertilizer, and cleaning fluids.

CAUSTICS-  A caustic is anything that burns, strongly irritates, corrodes or simply destroys the skin.  Examples are acids and drain cleaners.

REACTIVES-  These products react violently when mixed with other products.  The most common example is dry or liquid chlorine.

Procedure:

Regardless of the nature of the spill, and before starting any cleanup activities, the employee(s) shall always secure the area around the spill.  This is to include asking all other unnecessary employees and customers to move a safe distance away from the spill site.  The employee(s) shall also barricade or cordon off access to the site with tape or other visual barriers as needed to keep people from wandering into the spill site.  Once the area is secure, Management shall be notified of the spill, it’s location, and when the area is clean.  Management shall also notify public officials as necessary.

Employee(s) that are required and directed to conduct the cleanup shall always check the warning label of an unbroken container or the Material Safety Data Sheet (MSDS) of the product involved in the spill or leak. Either the product label or the MSDS should have cleanup procedures (Section VII of the MSDS

 form).  If not, or if time does not permit, the employee(s) shall consider the product extremely hazardous and use the following cleanup procedure: 

1. Immediately shut off or eliminate all possible sources of ignition to include turning off anything that might produce a spark, flame, or friction.

2. A fire extinguisher must accompany all ignitable spill cleanups.

3. Cover the spill or leak with absorbent materials to reduce evaporation.

4. Ventilate the area as well as possible by opening doors and windows.

5. If a spill is large, a fan shall be set up at least ten feet from the person cleaning up the spill.  The fan shall be behind the person cleaning up the spill to blow the hazardous vapors away from their breathing area.

6. Wear safety goggles, gloves, disposable overshoes, and respirator (as necessary) prior to cleaning up the substance. 

7. Small spills (one pint or less) can be cleaned up with absorbent materials (rags, paper towels, etc.), and placed into a plastic bag.  These bags will be labeled as a flammable or combustible.  The label on the bag must also have the following information: (1) the name of the product in the bag,   (2) the quantity of material in the bag, (3) name of manufacturer, (4) and the date of the spill.  The words “Hazardous Waste” must be clearly marked on the bag.

8. After the spill area is thoroughly dry, the spill area shall be scrubbed with a mild detergent using a broom or mop.

9. The bags shall then be placed in properly labeled containers for disposal. Dorn & Associates Manufacturing, Inc. can accumulate hazardous waste on site for up to 90 days without a permit.  Disposal shall be in accordance to guidelines of local and state regulations.

10. All efforts shall be taken to prevent hazardous material from entering sewage systems.  If infiltration occurs, the fire department shall be notified.

Employee(s) in contact with the hazardous material shall be informed to recognize physical symptoms of accidental exposure (found in MSDS Section V).  They shall be told that if they develop a skin rash, shortness of breath, asthma or any abnormal condition, they are to see a doctor immediately for an evaluation!

Hearing Conservation

It is the responsibility of supervisors to ensure that all of their employees exposed to noise levels equal or greater than 80 dBA have access to appropriate hearing protective devices in the work area.

Every effort to control noise exposure well within an acceptable range (80 dBA SR) should be put forth through feasible administrative and/or engineering methods. In the event such methods are not feasible, Dorn & Associates Manufacturing, Inc. will follow procedures outlined in OSHA Standard 29 CFR 1926.52.

Respiratory Program

Dorn & Associates Manufacturing, Inc.'s personnel may be exposed to atmospheres that necessitate the use of respiratory protection. Whenever possible Brystar will attempt to correct such atmospheres through engineering systems. However, where respirators are used, Brystar will select and provide (at no cost to the employee) the appropriate respirator for the expected atmosphere. 

Upon determined that respiratory protection may be necessary , the superintendent in control of the project shall review this procedure, then contact the Field Safety Director. The Field Safety Director will determine if respirator protection is required and, if required, determine what will be used. This determination will be made using all available data and criteria for the atmosphere expected to be encountered. This will include the MSDS recommendation, atmospheric sampling, the selection chart furnished by the manufacturer of the respiratory equipment, client recommendation, (where applicable) the on-site Industrial Hygienist, and Table E-4 (Selection of Respirators) found in OSHA Standard 29 CFR 1926.103. 

Note: Depending on the chemical involved, additional training and/or other requirements may apply. 

Where respiratory protection is necessary, the following criteria shall be followed: 

· Respiratory protection must be selected based on the hazards to which personnel will be exposed, at the highest anticipated concentration. 

· Only respirators approved by NIOSH/OSHA for the particular hazard expected to be encountered will be used. 

· Only personnel that have been medically evaluated and found physically fit to wear respirators can be assigned to work requiring respiratory protection. Respirator user's medical status should be reviewed periodically (for instance, annually). 

· Fit testing should be performed by a person competent in this skill. 

· Personnel required to use respirators must be trained in the use and limitations of respirators and/or respiratory equipment. 

· Working conditions will be monitored. Personnel exposure and stress shall be closely monitored. Respirators shall be cleaned and disinfected on a regular basis. Respirators used by more than one person shall be cleaned and disinfected after each use. 

· Respirators shall be inspected before and after each use for condition. 

· Respirators shall be stored in a clean, dry area. 

· The respirator program shall be evaluated regularly by a person competent in the field of respiratory protection. 

Proper respiratory fit 

A proper seal must be obtained prior to entering an area where respirators and/or respiratory equipment must be worn. Do not use a respirator with a beard, long side burns, or any other condition that prevents a good seal.

Company-owned Vehicle Policy

Use of Vehicles 

· Only authorized Company employees may drive Company owned vehicles. 

· Company vehicles are strictly for business use unless specifically authorized by an officer of the corporation. 

· All motor vehicle accidents shall be reported to the safety manager.  Accidents which have been determined to be the fault of the Company motor vehicle operator shall be reviewed by the employee’s supervisor and a copy of the results shall be provided to the safety manager.

· If an accident occurs while a vehicle is being used for a non-business purpose or by an unauthorized driver, the employee may be required to personally assume a reasonable portion of the cost to the Company. 

Spouses and children of Company employees may not drive Company vehicles. 

Minimum Requirements for Drivers 

In order to be considered qualified to operate a company owned vehicle, these minimum requirements apply: 

· Valid driver's license appropriate to vehicle driven. 

· No more than two moving violations in a three year period, unless company approves credit for defensive driving course. 

· No DWls or DUIs. 

· No suspended licenses. 

Compliance with Regulations 

· Equipment on all Company motor vehicles must conform to state, federal, and Department of Transportation (DOT) regulations. 

· Vehicles must carry a certificate of insurance coverage and other required documents, along with Company accident forms. 

· The use of any radar detection device is strictly prohibited in all company-owned vehicles.
Concrete Construction 

In the course of performing work, Dorn & Associates Manufacturing, Inc. engages in many projects requiring various types of concrete and masonry activities. The management of Brystar Contracting recognizes that many hazards are associated with this type of work that require constant attention towards utilization of accepted safety practices by everyone involved with the activity. The following is a brief list of such safety practices to be followed. 

Reinforcing Steel 

· Measures shall be taken to prevent unrolled wire mesh from recoiling. Such measures may include, but are not limited to, securing each end of the roll or turning over the roll. 

· Reinforcing steel for walls, piers, columns, and similar vertical structures shall be adequately supported to prevent overturning and collapse. 

· All protruding reinforcing steel, onto and into which personnel could fall, shall be guarded to eliminate the hazard of implement (such as OSHA approved rebar caps). 

· Loose rebar rods and wire mesh should be removed from the work area or placed in a manner to reduce the tripping hazard to foot traffic. 

· Ends of tie wire should be bent over to reduce the possibility of implement. 

Concrete Buckets 

· Personnel shall not be permitted to ride concrete buckets. 

Working Under Loads 

· Personnel shall not be permitted to work under concrete buckets while the buckets are being elevated or lowered into position. 

· To the extent practicable, elevated concrete buckets must be routed so that no employee or the fewest employees possible are exposed to the hazards associated with falling concrete buckets. 

Personnel Protective Equipment 

The minimum PPE for working with concrete shall be: 

· .hard hat, safety glasses 

· Chemical resistant gloves. Knee high rubber boots 

· Long sleeves are recommended. 

· A dust mask shall be used when working with powdered cement or while operating or near a concrete cutting saw. 

· Personnel shall not be permitted to apply a cement, sand and water mixture through a pneumatic hose unless they are wearing protective head and face equipment. 

· When personnel are working in an area that is elevated six feet above any adjacent working surface, they shall not be permitted to place or tie reinforcing steel unless they are protected by the use of a safety belt or equivalent fall protection meeting the criteria in OSHA standards on "Personal Protective and Life Saving Equipment" -29 CFR 1926 SubDart E. 

Precautions 

· Clothing that becomes saturated with concrete should be removed and exposed skin thoroughly flushed with fresh water. 

· The tops of boots should be taped to prevent concrete from falling into boots. 

· Skin that is exposed to concrete should be flushed with fresh water as soon as possible and concrete should not be allowed to dry on the skin. , 

· Eyes that are exposed to concrete or cement dust shall immediately be flushed with large amounts of clean, fresh water- 

· Any noticeable adverse skin reaction shall be reported to the employee's supervisor and/or safety person.

Hoisting Procedure

The purpose of this procedure is to establish standards to govern loads that are to be hoisted by such equipment as cherry pickers, boom trucks and cranes. 

The management of Dorn & Associates Manufacturing, Inc. recognizes that a procedure alone will not cover all aspects of an activity towards rendering it to be safe. Such activities as hoisting of various types of loads requires acceptable rigging methods, proper equipment, qualified operators, proper signals and sound judgment. The following guidelines should be utilized in conjunction with above: 

· All hoisting equipment shall have immediately available the proper inspections and load charts for reference. 

· The weight of loads to be hoisted should be known. In the event the weight is not known, a qualified person shall calculate the total weight as near as possible. 

· Loads that total 0 to 50 percent of the hoisting equipment's capacity (by load chart) may be lifted without additional requirements. 

· Loads in excess of 50 percent of the hoisting equipment's capacity shall be under the direction of the superintendent in charge of the activity. 

· If in doubt -don' t lift -contact Brystar 's project manager for that job. 

· Personnel basket/platform lifts shall be under the guidance of the Field Safety Director.
Electrical Work Practices

In the course of performing its normal work, Dorn & Associates Manufacturing, Inc. does not engage in electrical activities (with the exception of the use of portable generators and extension cord type applications, limited to 220 volts or less). When electrical type installations are required either temporary or permanent, Dorn & Associates Manufacturing, Inc. will use a subcontractor with personnel who are qualified in this field. 

The following are areas of concern pertaining to electrical sources:

· Report any defective equipment or unsafe condition to your supervisor. 

· Report any dangling wires, loose conduit, or other unsecured electrical equipment to your supervisor immediately. 

· Never touch unsecured electrical equipment. .Always assume the equipment is live. 

· Check extension cords for worn insulation, damage to plugs, or other unsafe conditions prior to use. 

· Do not use unsafe extension cords. (Check condition prior to using.) All cords shall be UL approved. 

· Make certain the cord you are using is the proper one for that application. 

· Equipment should be properly inspected and tagged. 

· Do not drag cords over sharp surfaces- 

· Do not extend cords across roads or pathways where they may be damaged or cause a tripping hazard. Always close an electrical switch rapidly and securely. 

· Do not store materials and/or equipment in electrical control rooms or in front of electrical switch gear. Access to electrical switch gear must be maintained at all times.
Ladder Safety

Purpose: 

Ladders present unique opportunities for unsafe acts and unsafe conditions. Employees who use ladders must be trained in proper selection, inspection, use and storage. Improper use of ladders has cause a large percentage of accidents in the workplace are of accidents. Use caution on ladders. OSHA reference: (29 CFR 1910.25, 1910.26, and 1910.27). 

Hazards:
Falls are the primary hazard associated with the use of ladders. Falls result from a number of unsafe acts and conditions such as: 

1) Ladders being set on unstable surfaces. 

2) Personnel reaching too far out to the sides. 

3) Personnel standing too high to maintain balance. 

4) Personnel using defective ladders (e.g., broken rails, rungs, missing hardware). 

These hazards are minimized if workers adhere to proper ladder safety practices and if supervisors ensure equipment is used, inspected, and maintained in good condition. Tasks which require frequent use of ladders and involve significant climbing effort must be accomplished by workers capable of the physical exertion required under these conditions. 

Procurement:

Portable ladders procured for the Company shall meet the design and construction specification of OSHA 29 CFR 1910.25 for wood ladders and 29 CFR 1910.26 for metal ladders. Portable ladders constructed of reinforced plastic shall meet the specifications of ANSI A14.5-1974. 

Requirements: The following requirements apply to all ladders as indicated, including job-made ladders.

(1) Ladders shall be capable of supporting the following loads without failure:

(i) Each self-supporting portable ladder: At least four times the maximum intended load, except that each extra-heavy-duty type 1A metal or plastic ladder shall sustain at least 3.3 times the maximum intended load. The ability of a ladder to sustain the loads indicated in this paragraph shall be determined by applying or transmitting the requisite load to the ladder in a downward vertical direction. 

(ii) Each portable ladder that is not self-supporting: At least four times the maximum intended load, except that each extra-heavy- duty type 1A metal or plastic ladders shall sustain at least 3.3 times the maximum intended load. The ability of a ladder to sustain the loads indicated in this paragraph shall be determined by applying or transmitting the requisite load to the ladder in a downward vertical direction when the ladder is placed at an angle of 75½ degrees from the horizontal. 

(iii) Each fixed ladder: At least two loads of 250 pounds (114 kg) each, concentrated between any two consecutive attachments (the number and position of additional concentrated loads of 250 pounds (114 kg) each, determined from anticipated usage of the ladder, shall also be included), plus anticipated loads caused by ice buildup, winds, rigging, and impact loads resulting from the 

use of 
ladder safety devices. Each step or rung shall be capable of supporting a single concentrated load of least250 pounds (114 kg) applied in the middle of the step or rung. 

(2) 
Ladder rungs, cleats, and steps shall be parallel, level, and uniformly spaced when the ladder is in position for use.

(3)

(i) Rungs, cleats, and steps of portable ladders (except as provided below) and fixed adders (including individual rung/step ladders) shall be spaced not less than 10 inches (25 cm) apart, nor more than 14 inches (36 cm) apart, as measured between center lines of the rungs, cleats and steps.

(ii) Rungs, cleats, and steps of step stools shall be not less than 8 inches (20 cm) apart, nor more than 12 inches (31 cm) apart, as measured between center lines of the rungs, cleats, and steps.

(iii) Rungs, cleats, and steps of the base section of extension trestle ladders shall be not less than 8 inches (20 cm) nor more than 18 inches (46 cm) apart, as measured between center lines of the rungs, cleats, and steps. The rung spacing on the extension section of the extension trestle ladder shall be not less than 6 inches (15 cm) nor more than 12 inches (31 cm), as measured between center lines of the rungs, cleats and steps.

(4)

(i) The minimum clear distance between the sides of individual-rung/step ladders and the minimum clear distance between the side rails of other fixed ladders shall be 16 inches (41 cm).

(ii) The minimum clear distance between side rails for all portable ladders shall be 11½ inches (29 cm).

(5)        The rungs of individual-rung/step ladders shall be shaped such that employees' feet cannot slide off the end of the rungs.

(6)

(i) The rungs and steps of fixed metal ladders manufactured after March 15, 1991, shall be corrugated, knurled, dimpled, coated with skid-resistant material, or otherwise treated to minimize slipping.

(ii) The rungs and steps of portable metal ladders shall be corrugated, knurled, dimpled, coated with skid-resistant material, or otherwise treated to minimize slipping.

(7)
 Ladders shall not be tied or fastened together to provide longer sections unless they are specifically designed for such use.

(8) 
A metal spreader or locking device shall be provided on each stepladder to hold the front and back sections in an open position when the ladder is being used.

(9) 
When splicing is required to obtain a given length of side rail, the resulting side rail must be at least equivalent in strength to a one-piece side rail made of the same material.

(10) 
Except when portable ladders are used to gain access to fixed ladders (such as those on utility towers, billboards, and other structures where the bottom of the fixed ladder is elevated to limit access), when two or more separate ladders are used to reach an elevated work area, the ladders shall be offset with a platform or landing between the ladders.

(11) 
Ladder components shall be surfaced so as to prevent injury to an employee from punctures or lacerations, and to prevent snagging of clothing.

(12) 
Wood ladders shall not be coated with any opaque covering, except for identification or warning labels which may be placed on one face only of a side rail.

(13) 
The minimum perpendicular clearance between fixed ladder rungs, cleats, and steps, and any obstruction behind the ladder shall be 7 inches (18 cm), except in the case of an elevator pit ladder, for which a minimum perpendicular clearance of 4½ inches (11 cm) is required.

(14) The minimum perpendicular clearance between the center line of fixed ladder rungs, cleats, and steps, and any obstruction on the climbing side of the ladder shall be 30 inches (76 cm), except as provided in paragraph (a)(15) of this section.

(15) 
When unavoidable obstructions are encountered, the minimum perpendicular clearance between the centerline of fixed ladder rungs, cleats, and steps, and the obstruction on the climbing side of the ladder may be reduced to 24 inches (61 cm), provided that a deflection device is installed to guide employees around the

obstruction.

(16) 
Through fixed ladders at their point of access/egress shall have a step-across distance of not less than 7 inches (18 cm) nor more than 12 inches (30 cm) as measured from the centerline of the steps or rungs to the nearest edge of the landing area. If the normal step-across distance exceeds 12 inches (30 cm), a landing platform shall be provided to reduce the distance to the specified limit.

(17) 
Fixed ladders without cages or wells shall have a clear width to the nearest permanent object of at least 15 inches (38 cm) on each side of the centerline of the ladder.

(18) 
Fixed ladders shall be provided with cages, wells, ladder safety devices, or self-retracting lifelines where the length of climb is less than 24 feet (7.3 m) but the top of the ladder is at a distance greater than 24 feet (7.3 m) above lower levels.

(19) 
Where the total length of a climb equals or exceeds 24 feet (7.3 m), fixed ladders shall be equipped with one of the following:

(i) Ladder safety devices; or

(ii) Self-retracting lifelines, and rest platforms at intervals not to exceed 150 feet (45.7 m); or

(iii) A cage or well, and multiple ladder sections, each ladder section not to exceed 50 feet (15.2 m) in length. Ladder sections shall be offset from adjacent sections, and landing platforms shall be provided at maximum intervals of 50 feet (15.2 m).

(20)
 Cages for fixed ladders shall conform to all of the following:

(i) Horizontal bands shall be fastened to the side rails of rail ladders, or directly to the structure, building, or equipment for individual- rung ladders;

(ii) Vertical bars shall be on the inside of the horizontal bands and shall be fastened to them;

(iii) Cages shall extend not less than 27 inches (68 cm), or more than 30 inches (76 cm) from the centerline of the step or rung (excluding the flare at the bottom of the cage), and shall not be less than 27 inches (68 cm) in width;

(iv) The inside of the cage shall be clear of projections;

(v) Horizontal bands shall be spaced not more than 4 feet (1.2 m) on center vertically;

(vi) Vertical bars shall be spaced at intervals not more than 9½ inches (24 cm) on center horizontally;

(vii) The bottom of the cage shall be at a level not less than 7 feet (2.1 m) nor more  cage shall be flared not less than 4 inches (10 cm) all around within the distance between the bottom horizontal band and the next higher band;

(viii) The top of the cage shall be a minimum of 42 inches (1.1 m) above the top of the platform, or the point of access at the top of the ladder, with provision for access to the platform or other point of access.

(21) 
Wells for fixed ladders shall conform to all of the following:

(i) They shall completely encircle the ladder; 

(ii) They shall be free of projections;

(iii) Their inside face on the climbing side of the ladder shall extend not less than 27 inches (68 cm) nor more than 30 inches (76 cm) from the centerline of the step or rung;

(iv) The inside clear width shall be at least 30 inches (76 cm);

(v) The bottom of the wall on the access side shall start at a level not less than 7 feet (2.1 m) nor more than 8 feet (2.4 m) above the point of access to the bottom of the ladder.

(22) Ladder safety devices, and related support systems, for fixed ladders shall conform to all of the 

following:

(i) They shall be capable of withstanding without failure a drop test consisting of an 18-inch (41 cm) drop of a 500-pound (226 kg) weight;

(ii) They shall permit the employee using the device to ascend or descend without continually having to hold, push or pull any part of the device, leaving both hands free for climbing;

(iii) They shall be activated within 2 feet (.61 m) after a fall occurs, and limit the descending velocity of an employee to 7 feet/sec. (2.1 m/sec.) or less;

(iv) The connection between the carrier or lifeline and the point of attachment to the body belt or harness shall not exceed 9 inches (23 cm) in length.

(23)      The mounting of ladder safety devices for fixed ladders shall conform to the following:

(i) Mountings for rigid carriers shall be attached at each of the carrier, with intermediate mountings, as necessary, spaced along the entire length of the carrier, to provide the strength necessary to stop employees' falls.

(ii) Mountings for flexible carriers shall be attached at each end of the carrier. When the system is exposed to wind, cable guides for flexible carriers shall be installed at a minimum spacing of 25 feet (7.6 m) and maximum spacing of 40 feet (12.2 m) along the entire length of the carrier, to prevent wind damage to the system.

(iii) The design and installation of mountings and cable guides shall not reduce the design strength of the ladder. 

(24)
 The side rails of through or side-step fixed ladders shall extend 42 inches (1.1 m) above the top of the access level or landing platform served by the ladder. For a parapet ladder, the access level shall be the roof if the parapet is cut to permit passage through the parapet; if the parapet is continuous, the access level shall be the top of the parapet.

(25) 
For through-fixed-ladder extensions, the steps or rungs shall be omitted from the extension and the extension of the side rails shall be flared to provide not less than 24 inches (61 cm) nor more than 30 inches (76 cm)  clearance between side rails. Where ladder safety devices are provided, the maximum clearance between side rails of the extensions shall not exceed 36 inches (91 cm).

(26) 
For side-step fixed ladders, the side rails and the steps or rungs shall be continuous in the extension.

(27)
 Individual-rung/step ladders, except those used where their access openings are covered with manhole covers or hatches, shall extend at least 42 inches (1.1 m) above an access level or landing platform either by the continuation of the rung spacing as horizontal grab bars or by providing vertical grab bars that shall have the same lateral spacing as the vertical legs of the rungs.

Use of Ladders:

The following requirements apply to the use of all ladders, including job-made ladders, except as otherwise indicated. The correct procedures for using ladders are as follows
1) When portable ladders are used for access to an upper landing surface, the ladder side rails shall extend at least 3 feet (.9 m) above the upper landing surface to which the ladder is used to gain access; or, when such an extension is not possible because of the ladder's length, then the ladder shall be secured at its top to a rigid support that will not deflect, and a grasping device, such as a grabrail, shall be provided to assist employees in mounting and dismounting the ladder. In no case shall the extension be such that ladder deflection under a load would, by itself, cause the ladder to slip off its support.

2) Ladders shall be maintained free of oil, grease, and other slipping hazards.

3) Ladders shall not be loaded beyond the maximum intended load for which they were built, nor beyond their manufacturer's rated capacity.

4) Ladders shall be used only for the purpose for which they were designed.

5) (i) Non-self-supporting ladders shall be used at an angle such that the horizontal distance from the top support to the foot of the ladder is approximately one-quarter of the working length of the ladder (the distance along the ladder between the foot and the top support).

6) (ii) Wood job-made ladders with spliced side rails shall be used at an angle such that the horizontal distance is one-eighth the working length of the ladder.

7) (iii) Fixed ladders shall be used at a pitch no greater than 90 degrees from the horizontal, as measured to the back side of the ladder.

8) Ladders shall be used only on stable and level surfaces unless secured to prevent accidental displacement.

9) Ladders shall not be used on slippery surfaces unless secured or provided with slip-resistant feet to prevent accidental displacement. Slip-resistant feet shall not be used as a substitute for care in placing, lashing, or holding a ladder that is used upon slippery surfaces including, but not limited to, flat metal or concrete surfaces that are constructed so they cannot be prevented from becoming slippery.

10) Ladders placed in any location where they can be displaced by workplace activities or traffic, such as in passageways, doorways, or driveways, shall be secured to prevent accidental displacement, or a barricade shall be used to keep the activities or traffic away from the ladder.

11) The area around the top and bottom of ladders shall be kept clear.

12) The top of a non-self-supporting ladder shall be placed with the two rails supported equally unless it is equipped with a single support attachment. 

13) Ladders shall not be moved, shifted, or extended while occupied.

14) Ladders shall have nonconductive siderails if they are used where the employee or the ladder could contact exposed energized electrical equipment.

15) The top or top step of a stepladder shall not be used as a step.

16) Cross-bracing on the rear section of stepladders shall not be used for climbing unless

the ladders are designed and provided with steps for climbing on both front and rear sections.

17) Ladders shall be inspected by a competent person for visible defects on a periodic basis and after any occurrence that could affect their safe use.

18) Portable ladders with structural defects, such as, but not limited to, broken or missing rungs, cleats, or steps, broken or split rails, corroded components, or other faulty or  defective components, shall either be immediately marked in a manner that readily identifies them as defective, or be tagged with "Do Not Use" or similar language, and shall be withdrawn from service until repaired.

19) Fixed ladders with structural defects, such as, but not limited to, broken or missing rungs, cleats, or steps, broken or split rails, or corroded components, shall be withdrawn from service until repaired. 

20) The requirement to withdraw a defective ladder from service is satisfied if the ladder is either:

21) Immediately tagged with "Do Not Use" or similar language.

22) Marked in a manner that readily identifies it as defective;

23) Or blocked (such as with a plywood attachment that spans several rungs).

24) Ladder repairs shall restore the ladder to a condition meeting its original design criteria, before the ladder is returned to use.

25) Single-rail ladders shall not be used.

26) When ascending or descending a ladder, the user shall face the ladder.

27) Each employee shall use at least one hand to grasp the ladder when progressing up and/or down the ladder.

28) An employee shall not carry any object or load that could cause the employee to lose balance and fall

Care of Ladders:

1) Handle ladders with care. Do not drop, jar or misuse them. 

2) Ladders shall be stored in a manner that will provide easy access for inspection and will permit safe withdrawal for use. They shall not be stored in a manner that presents a tripping hazard not where they can fall on someone. They should be stored in a manner that will prevent sagging. 

3) Lubricate metal bearings of locks, wheels, pulleys, etc., as required to keep them working. 

4) Replace frayed or badly worn rope. 

5) Keep safety feet and other parts in good condition to ensure they work. 

6) Maintain ladders in good usable condition. Inspect ladders prior to use. 

7) Ladders with defects which cannot be immediately repaired, shall be removed from service for repair or destruction, and shall be tagged with a danger tag. Do not attempt to straighten or use a bent ladder made of reinforced plastic. 

8) Rungs or steps on metal ladders that are not corrugated, knurled, or dimpled will have skid-resistant materials applied.

Housekeeping & Material Storage

Purpose:  

Attention to general cleanliness, storage and housekeeping can prevent numerous accidents. This chapter covers items not discussed in other areas and is not intended to cover all specific housekeeping requirements. Good housekeeping efforts are a part of the company fire prevention and accident prevention program.

Management and Employee Responsibility:  

All Employees share the responsibility for maintaining good housekeeping practice and following the established housekeeping procedures. The Manager, Supervisors, Safety Coordinator and Safety Committee will be responsible to monitor housekeeping as part of their facility safety inspection procedures, note any hazards or areas of non-compliance, initiate clean-up procedures and provide follow-up. Management has the additional responsibility to provide disciplinary action when necessary to reinforce compliance with this program.

Smoking Policy:  

Smoking is permitted outside in designated areas and in the Smoking Section of authorized break areas before work, after work and during breaks. To prevent fires and keep the grounds neat and orderly, all cigarette/cigar ashes and butts are to be disposed in the provided butt cans or ash-trays only.  

Department and Area Housekeeping Procedures: 
Office areas are to be kept neat and orderly. The following general rules apply to prevent injuries and maintain a professional appearance. 

1. All aisles, emergency exits, fire extinguishers, etc., will be kept clear (a minimum of three feet of either side) of material storage (temporary and permanent) at all times. 

2. Storage areas will be maintained orderly at all times. When supplies are received, the supplies will be stored properly. 

3. Spills will be cleaned-up immediately and wastes disposed of properly. 

4. All waste receptacles will be lined with a plastic trash bag to avoid direct contact while handling. Custodial Employees will use rubber gloves and compaction bar when handling wastes. 

5. Keep file and desk drawers closed when not attended to avoid injuries. Open only one drawer at a time to prevent tipping of file cabinets. 

6. At the end of the business day, turn off all office equipment (area heaters, lamps, coffee-maker, PCs, etc.) and lights to save energy and prevent fires. All space heaters be un-plugged at the end of the day to assure they have been turned-off. 

Production areas will be kept neat and orderly, during operations and as follows: 

1. All aisles, emergency exits, fire extinguishers, eye wash stations, etc., will be kept clear (a minimum of three feet in front of and to either side) of product storage, material storage, fork trucks and pallet jacks at all times. 

2. Spills will be cleaned up immediately. 

3. All process leaks will be reported to supervision and maintenance for immediate repair and clean-up. 

4. Utility Employees will be responsible to keep aisles and work floors clear of excessive debris and waste materials during shift operation, between breaks and at shift change when necessary or directed by supervision; however, all Employees are responsible to communicate slippery floors to supervision for immediate clean-up. 

5. All refuse and waste materials will be placed in the recognized waste containers for disposal. 

Rest rooms, locker rooms and cafeteria are provided as a convenience for all Employees.

 The following rules will apply: 

1. Employees are expected to clean-up after themselves as a common courtesy to fellow Employees. 

2. Flammable materials (fire works, explosives, gasoline, etc.) may not be stored in lockers or brought on company property. 

3. All waste receptacles will be lined with a plastic trash bag to avoid direct contact while handling and Custodial Employees will use rubber gloves and compaction bar when handling wastes. 

4. All refuse and waste materials will be placed in the recognized waste containers for disposal. 

Maintenance Areas:

· All aisles, emergency exits, fire extinguishers, etc., will be kept clear (a minimum of three feet of either side) of material storage (temporary and permanent) at all times. 

· Storage Areas will be maintained orderly at all times: 

· Pipe stock stored horizontally on racks and sorted by size 

· Metal stock stored horizontally on racks and sorted by size 

· Sheet metal stock stored vertically in racks and sorted by type 

· All fittings, etc., stored in bins on shelves and sorted by type and use 

· All flammable stored in OSHA-approved Fire Cabinets and self-closing cans where necessary 
· Spills will be cleaned-up immediately by the person responsible and wastes disposed properly. 

· All refuse and waste materials will be placed in the recognized waste containers for disposal.  

Grounds:  

The grounds surrounding the Company are an extension of the work place. Grounds that are kept neat and orderly show pride by the Company for Employees, customers and neighbors to enjoy.  

The following general rules will apply: 

1. All trash will be discarded only in the waste containers provided. 

2. Park only in the designated assigned area.  

3. The Maintenance Department will be responsible for grounds keeping (mowing, trimming, etc.) as needed. Maintenance will also establish procedures for ice/snow removal, when necessary, prior to operations each day. 

Material Storage : 

Proper storage procedures are required for dry, raw materials, finished product flammables and compressed gases storage to prevent fires, keep exits and aisles clear and avoid injuries and illnesses. General rules for material storage are as follows:  

Materials and Finished Products Storage 

1. Materials may not be stored any closer than 18 inches to walls or sprinkler heads. A minimum of 3 feet side clearance will be maintained around doorways and emergency exits. Passageways and aisle will be properly marked and a minimum of six feet in width. Materials, forklifts, pallet jacks, etc. may not be stored in aisles or passageways. 

2. Aisles and passageways will be kept clear of debris. All spills of materials will be immediately cleaned-up by the person responsible. 

3. All platforms and racks will have maximum load capacity displayed. The weight of stored material will not exceed the rated load capacity. 

Flammable Storage 

1. All flammable will be stored in OSHA-approved flammable storage cabinets or stored outside (at least 50 feet from any structure) 

2. Fuels, solvents and other flammables (not stored in original shipping containers) will be stored in OSHA-approved self-closing containers with flame arresters. Flammables may not be stored in open containers (open parts baths, etc.). 

3. Flammable storage areas will be kept dry and well ventilated. No storage of combustible materials, open flames or exposed electrical components are permitted in the flammable storage area. 

4. Flammable or combustible materials may not be stored in electrical rooms. Electrical rooms must be kept clean and dry at all times. 

Compressed Gas Storage Safety 

1. Gas Cylinder Shipment Receiving  

2. Inspect bottle for defects & proper marking/labels  

3. Ensure stamped date on bottle has not expired  

4. Inspect valve assembly and adapter thread area  

5. Ensure MSDS is on file or with shipment  

6. Follow MSDS requirements for storage  

7. Gas Cylinder Storage  

8. Cylinder cap securely in place when not in use.  

9. Marked with contents and if empty/full.  

10. Stored up right and secured to a stationary structure in a shaded and well-ventilated area. 

11. Cylinders not stored within 50 feet of exposed electrical components or combustible materials.  

12. Cylinders are protected from accidental rupture.

13. Chemically reactive gases not stored within 50 feet of each other.

14. Gas Cylinder Movement  

15. Must be secured to a cart or cylinder trolley  

16. Cap securely fastened  

17. Gas Cylinder Usage 

18. Inspect valve adapter threads.  

19. Inspect all fasteners, hoses & regulators prior to hooking up to cylinder.  

20. Use only for approved purposes.  

21. Use in up-right position.  

22. Fasten cylinder to structure or cart.  

23. Regulators must be of same rated pressure as cylinder  

24. Keep cylinder valve shut when not in use; don't depend on regulators  

Personal Protective Equipment Program

Policy:

Protective clothing will be required whenever it is necessary by reason of hazards, processes or environmental conditions. The Company requires that protective clothing be used when chemical hazards, radiological hazards, or mechanical irritants are encountered in a manner capable of causing injury or impairment through absorption, inhalation, or physical contact.

References

20 CFR 1910.134 Subpart I - Personal Protective Equipment

Responsibilities:

The Safety manager will be responsible for assessing the hazards and exposures that may require the use of PPE, determining the type of equipment to be provided. 

Managers/supervisors will be responsible for training employees in the use and proper care of PPE, ensuring that all employees are assigned appropriate PPE, and ensuring that PPE is worn by employees when and where it is required. 

Employees are responsible for following all provisions of this program and related procedures. They are expected to wear PPE when and where it is required. 

Purpose:

The purpose of this program is to protect our employees by ensuring that Personal Protective Equipment (PPE) is provided, used, and maintained in a sanitary and reliable condition whenever it is necessary due to hazards from processes or in the work environment. To the extent that it is possible and feasible, the company will remove or eliminate hazards or exposures through engineering means to eliminate the need for PPE. 

This program covers eye and face protection, head protection, foot protection, hand protection, and electrical protection. Respiratory hazards and hearing hazards are covered by other programs, but they will also be included in the Hazard Assessment described below. This program covers the responsibilities of managers, supervisors and workers, assessment of hazards, selection and use of personal protective equipment (PPE), and training. 

Procedures:

a) Personal protective clothing is to include approved gloves, special shirts, trousers, overalls, jumpsuits, safety shoes, and hard hats.

b) Requests for all personal protective clothing not available as Company stock items are generated by the supervisor and are approved by the Safety manager. The protective clothing must be 

worn by the employees and visitors as dictated by Company policy. The clothing will be available only in compromise sizes (i.e. small, medium, and large).

c) Sandals, and open-toed shoes, are prohibited in, shop, warehouse and jobsites.

d) Safety shoes should be worn by all shop, warehouse and maintenance personnel as dictated by the nature of the work. Safety shoe areas are recommended by the supervisor and approved by the Safety manager. The user will be responsible for the proper cleaning, maintenance and use of the safety shoes.

e) Hard hats should be worn in all posted areas (e.g., locations in warehouses, shops, and building construction or renovation areas) and when performing work in which the supervisor Safety manager decides such hazards exist.

Hazard Assessment: 

The Company will perform an assessment of the workplace to determine if hazards are present, or likely to be present, which necessitate the use of personal protective equipment (PPE). This assessment will consist of a survey of the workplace to identify sources of hazards to workers. Consideration will be given to hazards such as impact, penetration, laceration, compression (dropping heavy objects on foot, roll-over, etc.), chemical exposures, harmful dust, heat, light (optical) radiation, electrical hazards, noise, etc. Where such hazards are present, or likely to be present, the Company will: 

· Select, and have each affected employee use, the types of PPE that will protect the employee from the hazards identified in the hazard assessment. 

· Communicate equipment selection decisions to each affected employee 

Where such hazards are present, or likely to be present, the Company will (continued): 

· Select PPE that properly fits each affected employee 

· Train employees in the use and care of PPE as described elsewhere in this program 

The Company will verify that the workplace hazard assessment has been performed by conducting a written certification.  This certification will be dated and signed by the Safety manager or person conducting the assessment. Whenever there is a change in process or in the workplace that might introduce or change an exposure or hazard, the company will perform an assessment to determine if there needs to be additional PPE or a change in the PPE provided. These supplemental hazard assessments will also be documented, signed and dated by the person performing the assessment. The Company will review and update the workplace hazard assessment on an annual basis. 

SELECTION OF PERSONAL PROTECTIVE EQUIPMENT (PPE): 

Personal protective equipment (PPE) will be selected on the basis of the hazards to which the workers' are exposed or potentially exposed. All selections will be made by with input from managers, supervisors and workers. 

Personal protective equipment will meet the following standards: 

· Eye & Face Protection devices - ANSI Z87.1-1989 "American National Standard Practice for Occupational and Educational Eye and Face Protection" 

· Head Protection devices - ANSI Z89.1-1986 "American National Standard for Personal Protection - Protective Headwear for Industrial Workers" 

· Foot Protection devices - ANSI Z41-1991 "American National Standard for Personal Protection - Protective Footwear" 

· Hand Protection - No national standard available - Selection will be based on task performed, conditions present, duration of use, and the hazards and potential hazards identified. 

· Electrical Protective equipment - No national standard - Equipment will be tested electrically before first use and every 6 months thereafter or upon indication that insulating value is suspect. 

Care Of Personal Protective Equipment: 

Whenever practical, PPE will be assigned to individual workers for their exclusive use. Employees will be responsible for the PPE equipment assigned to them or used by them. 

PPE will be regularly cleaned, inspected and stored according to instructions given during the training sessions or as directed by supervisors or managers. Defective or damaged PPE shall not be used. Employees are to report any defective or damaged equipment to their supervisor for repair or replacement. 

Personal Protective Equipment:
Engineering controls shall be the primary methods used to eliminate or minimize hazard exposure in the workplace. When such controls are not practical or applicable, personal protective equipment shall be employed to reduce or eliminate personnel exposure to hazards. 

Personal protective equipment (PPE) will be provided, used, and maintained when it has been determined that its use is required and that such use will lessen the likelihood of occupational injuries and/or illnesses. The Safety manager will recommend and/or provide necessary protective equipment where there is a reasonable probability that the use of the equipment will prevent or reduce the severity of injuries or illness. 

Equipment Specifications and Requirements

All personal protective clothing and equipment will be of safe design and construction for the work to be performed. Only those items of protective clothing and equipment that meet National 

Institute of Occupational Safety and Health (NIOSH) or American National Standards Institute (ANSI) standards will be procured or accepted for use. 

Eye and Face Protection

The majority of occupational eye injuries can be prevented by the use of suitable/approved safety spectacles, goggles, or shields. Approved eye and face protection shall be worn when there is a reasonable possibility of personal injury. Supervisors, with assistance from the Safety manager, determine jobs and work areas that require eye protection and the type of eye and face protection that will be used. 

Typical hazards that can cause eye and face injury are:

•    Splashes of toxic or corrosive chemicals, hot liquids, and molten 

      metals; 

•    Flying objects, such as chips of wood, metal, and stone dust; 

•    Fumes, gases, and mists of toxic or corrosive chemicals; and 

•    Aerosols of biological substances. 

Prevention of eye accidents requires that all persons who may be in eye hazard areas wear protective eyewear. This includes employees, visitors, researchers, contractors, or others passing through an identified eye hazardous area. To provide protection for these personnel, activities shall procure a sufficient quantity of heavy duty goggles and/or plastic eye protectors which afford the maximum amount of protection possible. 

If these personnel wear personal glasses, they shall be provided with a suitable eye protector to wear over them. 

Specifications 

Eye and face protectors procured, issued to, and used by Company personnel must conform to the following design and standards: 

a) Provide adequate protection against the particular hazards for 

b) which they are designed 

c) Fit properly and offer the least possible resistance to movement and cause minimal discomfort while in use. 

d) Be durable. 

e) Be easily cleaned or disinfected for or by the wearer. 

f) Be clearly marked to identify the manufacturer. 

g) Persons who require corrective lenses for normal vision, and who are required to wear eye protection, must wear goggles or spectacles of one of the following types: 

· Spectacles with protective lenses which provide optical correction. 

· Goggles that can be worn over spectacles without disturbing the adjustment of the spectacles.

· Goggles that incorporate corrective lenses mounted behind the protective lenses. 

Description and Use of Eye/Face Protectors 

a) Safety Spectacles. Protective eye glasses are made with safety frames, tempered glass or plastic lenses, temples and side shields which provide eye protection from moderate impact and particles encountered in job tasks such as carpentry, woodworking, grinding, scaling, etc. 

b) Single Lens Goggles. Vinyl framed goggles of soft pliable body design provide adequate eye protection from many hazards. These goggles are available with clear or tinted lenses, perforated, port vented, or non-vented frames. 

c) Single lens goggles provide similar protection to spectacles and may be worn in combination with spectacles or corrective lenses to insure protection along with proper vision. 

d) Welders/Chippers Goggles. These goggles are available in rigid and soft frames to accommodate single or two eyepiece lenses. 

e) Welding goggles provide protection from sparking, scaling or splashing metals and harmful light rays. Lenses are impact resistant and are available in graduated shades of filtration. 

f) Chippers/grinders goggles provide eye protection from flying particles. The dual protective eye cups house impact resistant clear lenses with individual cover plates. 

g) Face Shields. These normally consist of an adjustable headgear and face shield of tinted/transparent acetate or polycarbonate materials, or wire screen. Face shields are available in various sizes, tensile strength, impact/heat resistance and light ray filtering capacity. Face shields will be used in operations when the entire face needs protection and should be worn to protect eyes and face against flying particles, metal sparks, and chemical/ biological splash. 

h) Welding Shields. These shield assemblies consist of vulcanized fiber or glass fiber body, a ratchet/button type adjustable headgear or cap attachment and a filter and cover plate holder. These shields will be provided to protect workers’ eyes and face from infrared or radiant light burns, flying sparks, metal spatter and slag chips encountered during welding, brazing, soldering, resistance welding, bare or shielded electric arc welding and oxyacetylene welding and cutting operations. 

The Safety Manager maintains a supply of various eye and face protective devices. Personnel requiring prescription safety glasses must contact the Safety Manager. 

Emergency Eyewash Facilities 

Emergency eyewash facilities meeting the requirements of ANSI Z358.1-1981 shall be provided in all areas where the eyes of any employee may be exposed to corrosive materials. All such emergency facilities shall be located where they are easily accessible to those in need. 

Hearing Protection

Hearing protection devices are the first line of defense against noise in environments where engineering controls have not reduced employee exposure to safe levels. Hearing protective devices can prevent significant hearing loss, but only if they are used properly. 

The most popular hearing protection devices are earplugs that are inserted into the ear canal to provide a seal against the canal walls. Earmuffs enclose the entire external ears inside rigid cups. The inside of the muff cup is lined with acoustic foam and the perimeter of the cup is fitted with a cushion that seals against the head around the ear by the force of the headband. 

Preformed earplugs and earmuffs should be washed periodically and stored in a clean area, and foam inserts should be discarded after each use. It is important for you to wash hands before handling pre-formed earplugs and foam inserts to prevent contaminants from being placed in the ear which may increase your risk of developing infections. 

Also, check hearing protective devices for signs of wear or deterioration. 

Replace devices periodically. 

The Safety manager maintains a supply of a variety of disposable foam ear inserts and earmuffs. 

Respiratory Protection 

Respiratory hazards may occur through exposure to harmful dusts, fogs, fumes, mists, gases, smoke, sprays, and vapors. The best means of protecting personnel is through the use of engineering controls, e.g., local exhaust ventilation. Only when engineering controls are not practical or applicable shall respiratory protective equipment be employed to reduce personnel exposure. 

The Safety manager is responsible for the Respiratory Protection Program at the Company. Workers requiring the use of respirators must first obtain medical approval from the Company physician to wear a respirator before a respirator can be issued. The Safety manager conducts respirator training and fit tests and is responsible for determining the proper type of respiratory protection required for the particular hazard. 

Adherence to the following guidelines will help ensure the proper and safe use of respiratory equipment: 

· Wear only the respirator you have been instructed to use. For example, do not wear a self-containing breathing apparatus if you have been assigned and fitted for a half-mask respirator. 

· Wear the correct respirator for the particular hazard. For example, some situations, such as chemical spills or other emergencies, may require a higher level of protection than your respirator can handle.

Also, the proper cartridge must be matched to the hazard (a cartridge designed for dusts and mists will not provide protection from vapors) 

· Check the respirator for a good fit before each use. Positive and negative fit checks should be conducted. 

· Check the respirator for deterioration before and after use. Do not use a defective respirator. 

· Recognize indications that cartridges and canisters are at their end of service. If in doubt, change cartridges/ canisters before using respirator. 

· Practice moving and working while wearing the respirator so that you can get used to it. 

· Clean the respirator after each use, thoroughly dry it and place the cleaned respirator in a sealable plastic bag. 

· Store respirators carefully in a protected location away from excessive heat, light, and chemicals. 

Head Protection 

Hats and caps have been designed and manufactured to provide workers protection from impact, heat, electrical and fire hazards. These protectors consist of the shell and the suspension combined as a protective system. Safety hats and caps will be of nonconductive, fire and water resistant materials. Bump caps or skull guards are constructed of lightweight materials and are designed to provide minimal protection against hazards when working in congested areas. 

Head protection will be furnished to, and used by, all employees and contractors engaged in construction and other miscellaneous work in head-hazard areas. Head protection will also be required to be worn by engineers, inspectors, and visitors at construction sites. Bump caps/skull guards will be issued to and worn for protection against scalp lacerations from contact with sharp objects. They will not be worn as substitutes for safety caps/hats because they do not afford protection from high impact forces or penetration by falling objects. 

Hand Protection 

Skin contact is a potential source of exposure to toxic materials; it is important that the proper steps be taken to prevent such contact. Gloves should be selected on the basis of the material being handled, the particular hazard involved, and their suitability for the operation being conducted. One type of glove will not work in all situations. 

Most accidents involving hands and arms can be classified under four main hazard categories: chemicals, abrasions, cutting, and heat. There are gloves available that can protect workers from any of these individual hazards or any combination thereof. 

The first consideration in the selection of gloves for use against chemicals is to determine, if possible, the exact nature of the substances to be encountered. Read instructions and warnings on chemical container labels and MSDSs before working with any chemical. Recommended glove types are often listed in the section for personal protective equipment. 

Chemicals eventually permeate all glove materials. However, they can be used safely for limited time periods if specific use and glove characteristics (i.e., thickness and permeation rate and time) are known. The Safety manager can assist is determining the specific type of glove material that should be worn for a particular chemical. 

Gloves should be replaced periodically, depending on frequency of use and permeability to the substance(s) handled. Gloves overtly contaminated should be rinsed and then carefully removed after use. 

Gloves should also be worn whenever it is necessary to handle rough or sharp-edged objects, and very hot or very cold materials. The types of glove materials to be used (in these situations) include leather, welder’s gloves, aluminum-backed gloves, and other types of insulated glove materials. 

Careful attention must be given to protecting your hands when working with tools and machinery. Power tools and machinery must have guards installed or incorporated into their design that prevent the hands from contacting the point of operation, power train, or other moving parts. To protect the hands from injury due to contact with moving parts, it is important to: 

· Ensure that guards are always in place and used. 

· Always lock out machines or tools and disconnect the power before 

making repairs. 

· Treat a machine without a guard as inoperative; and 

· Do not wear gloves around moving machinery, such as drill presses, 

mills, lathes, and grinders. 

The Safety Manager can help the supervisor identify appropriate glove selections for their operations. The Safety manager also maintains a selection of gloves for various tasks. 

Safety Shoes

Safety shoes shall be worn in the shops, warehouses, maintenance, cagewash, glassware, and other areas as determined by the Safety manager. Recommendations for safety footwear shall be approved by the Safety manager. All safety footwear shall comply with American National Standards Institute (ANSI) Standard ANSI Z41-1991, "American National Standard for Personal Protection - Protective Footwear. Protective footwear purchased before July 5, 1994, shall comply with ANSI Standard Z41.1-1967. 

Permanent full time employees will be initially issued two pairs of safety shoes of approved type. Shoes will be replaced or repaired as necessary based on supervisory approval. Other than permanent employees will be issued one pair of safety shoes with replacement as necessary based on supervisory approval.

Responsibilities

Supervisor - Reviews employees work situation and recommends safety 

footwear as appropriate in accordance with established Institute policy.

Employee - Wears approved safety shoes in all areas requiring safety footwear as determined by the supervisor and the Safety Manager.

Safety Manager - Consults with supervisors concerning safety shoe requirements. 

Hearing Personal Protective Equipment 

Hearing protective devices (ear plugs, muffs, etc.) shall be the permanent solution only when engineering or administrative controls are considered to be infeasible or cost prohibitive. Hearing protective devices are defined as any device that can be worn to reduce the level of sound entering the ear. All personnel shall wear hearing protective devices when they must enter or work in an area where the operations generate noise levels of: 

· Greater than 80 dBA sound levels, or 

· 120 dB peak sound pressure level or greater 

Types of Hearing Protective Devices Hearing protective devices include the 

following: 

Insert Type Earplugs

A device designed to provide an air-tight seal with the ear canal. There are three types of insert earplugs – premolded, formable, and custom earplugs.

Premolded Earplugs 

Premolded earplugs are pliable devices of fixed proportions. Two standard styles, single flange and triple flange, come in various sizes, and will fit most people. Personnel responsible for fitting and dispensing earplugs will train users on proper insertion, wear, and care. While premolded earplugs are reusable, they may deteriorate and should be replaced periodically.

Formable 

Formable earplugs come in just one size. Some are made of material which, after being compressed and inserted, expands to form a seal in the ear canal. When properly inserted, they provide noise attenuation values that are similar to those from correctly fitted premolded earplugs. Individual units may procure approved formable earplugs. Supervisors must instruct users in the proper use of these earplugs as part of the annual education program. Each earplug must be held in place while it expands enough to remain firmly seated. A set of earplugs with a cord attached is available. These earplugs may be washed and therefore are reusable, but will have to be replaced after two or three weeks or when they no longer form an airtight seal when properly inserted. 

Earmuffs

Earmuffs are devices worn around the ear to reduce the level of noise that reaches the ear. Their effectiveness depends on an airtight seal between the cushion and the head. 

Issuance of Hearing Protective Devices 

The issuance of hearing protective devices is handled through the Safety manager. The Safety manager will issue hearing protective devices (foam inserts, disposables). Instruction on the proper use and care of earplugs and earmuffs will be provided whenever HPDs (hearing protective devices) are dispensed. The Safety manager will maintain a supply of disposable earplugs. 

 Use of Hearing Protective Devices 

Always use and maintain HPDs as originally intended and in accordance with 

instructions provided.

Maintenance of Hearing Protective Devices 

Reusable earplugs, such as the triple flange or formable devices should be washed  in lukewarm water using hand soap, rinsed in clean water, and dried thoroughly before use. Wet or damp earplugs should not be placed in their containers. Cleaning should be done as needed.

Hearing Protection Performance Information 

The maximum of sound attenuation one gets when wearing hearing protection devices is limited by human body and bone conduction mechanisms. Even though a particular device may provide outstanding values of noise attenuation the actual noise reductions may be less because of the noise surrounding the head and body bypasses the hearing protector and is transmitted through tissue and bone pathways to the inner ear. 

Excavation and Trenching Program

Excavation
Background: 

Excavation cave-ins cause serious and often fatal injuries to workers in the United States. An analysis by OSHA of workers' compensation claims suggests that excavation cave-ins caused about 1,000 work-related injuries each year. Of these, about 140 result in permanent disability and 75 in death. Thus, this type of incident is a major cause of deaths associated with work in excavations and accounts for nearly 1% of all annual work-related deaths in the nation.

Policy:

OSHA standards require that walls and faces of all excavations in which workers are potentially exposed to danger from moving ground be guarded by a shoring system, safe sloping of the ground, or equivalent means of protection such as trench shield or boxes. In addition, OSHA standards require additional shoring and bracing procedures when excavations or trenches are located adjacent to previously backfilled excavations or where excavations are subjected to vibrations from railroad or highway traffic, the operation of machinery, or other sources. 

As an obvious first step in preventing any injury or fatality in the future, the Company concludes that all such excavation operations shall be done only in full compliance with existing OSHA standards. 

Therefore, the Company requires that the following procedures are observed and will be followed without exception:

• The Company will have all utilities marked before digging. The Company will call utility companies and shut off all electricity, gas, and water pipes in the trench.

• Shoring systems or sloping of the walls be used in all excavations 5 to 20 feet deep in any type of soil, except solid, stable rock. 

• Appropriate shoring, shielding, or sloping requirements for all excavations deeper than 20 feet shall be determined by an engineer qualified to make these determinations. 

• Materials must not be placed four feet or less from the edge of the excavation.

• Stop logs or barriers will be placed where vehicles and /or equipment that operate near the excavation do not accidentally fall into the excavation.

• Dirt generated from the excavated hole will not be stockpiled closer than 6 feet from the open hole

Trenches

Background:

Most trenches are dug to lay pipe, utilities, or place footings. It is easy to try to work fast in a trench and get out without taking safety steps.  Each year, more than 40 construction workers are killed in trenches.

The Hazards:

A trench is a confined space with many special problems. Most deaths in trenches are from cave-ins. Other risks are falls, electrocution, being struck by falling objects, and bad air. Bad air can hurt your breathing, help cause a fire, or poison you. Many workers die trying to rescue other workers.

Policy:
OSHA has special rules to protect workers in trenches. Employees will follow the OSHA rules unless:

• The trench is in stable rock, or 

• The trench is less than 5 feet deep and the Company Supervisor/Manager finds no reason to expect a cave-in. 

A Company Supervisor/ Manager will inspect a trench:

• Before every shift 

• If bad air is expected — such as, the trench is in a sewer or near a dump or stored chemicals 

• After anything that can increase hazards, such as: 

•- Every rainstorm 

•- The trench wall moves, causing cracking, scaling, or bulging 

•- A heavy load near the trench moves or gets heavier. 

Before Employees enter a trench they shall:

• Have it inspected by the Company’s Supervisor/Manager. 

• Make sure all equipment is in good condition. This includes water pumps and 

ventilators.

• Have a way to get out fast, like a ladder, if the trench is 4 feet deep or more.

The Company will have all utilities marked before digging. The Company will call utility companies and shut off all electricity, gas, and water pipes in the trench. Employees will use a boom near overhead power lines. If they must operate a boom, they shall ask the Company Supervisor/Manager to make sure power has been cut off and the lines have been grounded.

If bad air is expected, the Company Supervisor/Manager will have a rescue plan and rescue equipment on the job site. If bad air is expected, the Company Supervisor/Manager must test the air to meet the below OSHA Standards:

• The air must have 19.5 to 23.5% oxygen. 

• Substances that can burn or explode — like gasoline or methane — should be at less than 20% of the lower explosive limit (or lower flammability limit). 

• Check the air for toxics like chlorine, carbon monoxide, sewer gases, and hydrogen sulfide. These toxics can kill. (Carbon monoxide has no smell. Hydrogen sulfide smells like rotten eggs). 

The Company Supervisor/Manager will decide if blowers can keep the air safe. 

The Company Supervisor/Manager will also check the soil. This check helps the Company Supervisor/Manager choose the right worker-protection system: 

• A trench can be in stable rock, or type A, type B, or type C soil. Stable rock and type A soils are the safest. Most soils are type B. Sand and trenches with water are type C soils. 

• Water in a trench means workers are in danger. 

• Clay can be type A, B, or C soil; it depends on how much water is in the clay. (Many cave-ins happen in clay, because people think it looks safe.) 

Trench Work Procedures:

The following procedures will be followed while digging trenches: 

Sloping, benching, or shoring will be performed to help prevent cave-ins. 

Keep the spoil pile 2 feet or more from the edge of the trench. 

Prevent materials, rocks, or soil from falling into the trench; use barriers, if needed.

The Company Supervisor/Manager should test the air as often as needed to make sure it is safe.

If a Trench Caves In:

Get out of the trench. Call 911 (or emergency services). Help your co-workers from outside the trench, if you can.

Never go into a trench that is caving in or has bad air — even to rescue co-workers. You can be killed.

Fall Protection Plan

Policy: 

It is the policy of the Company to take all practical measures possible to prevent employees from being injured by falls from heights. The Company will take all necessary steps to eliminate, prevent, and control fall hazards. The Company will comply fully with the OSHA Fall Protection standard (CFR 1926, Subpart M, Fall Protection). 

This policy will follow the OSHA standard for potential falls from heights of 4 feet and mores. First consideration will be given to the elimination of fall hazards. If a fall hazard cannot be eliminated, effective fall protection will be planned, implemented, and monitored to control the risks of injury due to falling. 

All personnel exposed to potential falls from heights will be trained to minimize their exposures. Fall protection equipment will be provided and used by all employees. Managers will be responsible for implementation of a fall protection plan for each job site. 

Fall Hazard Identification and Evaluation Responsibilities:

The Manager/foreman on each job site will be responsible for identifying fall hazards on their job site. The Manager/foreman will evaluate each situation or work procedure where employees may be exposed to a fall of 4 feet or more. The Manager/foreman will be responsible for developing a plan to eliminate the exposures, if possible, or to select the appropriate fall protection systems and/or equipment. 

Examples of Situations Requiring Fall Protection:

The following are examples of situations were fall protection will be required. This listing is by no means complete, and there are many other situations where a fall of 4 feet or more is possible. It should be noted that ladders and scaffolding are not included in this list.  They are covered by other OSHA standards and other requirements of our safety program. 

· Wall Openings 

Any employee working near a wall opening (including those with chutes attached) where the outside bottom edge of the wall opening is 4 feet or more from a lower level, or the  wall opening is less than 39 inches (1.0 meter) above the walking/working surface below, will be protected from falling by the use of a guardrail system, a safety net system, or a personal fall arrest system. 

· Holes 

Personal fall arrest systems, covers, or guardrail systems shall be erected around holes (including skylights) that are more than 4 feet above lower levels. 
· Leading Edges 

Each employee who is constructing a leading edge 4 feet or more above lower levels shall be protected by guardrail systems, safety net systems, or personal fall arrest systems. 

· Excavations 

Each employee at the edge of an excavation 4 feet or more deep shall be protected from falling by guardrail systems, fences, barricades, or covers. Where walkways are provided to permit employees to cross over excavations, guardrails are required on the walkway if it is 4 feet or more above the excavation. 

· Form-work and Reinforcing Steel 

For employees, while moving vertically and/or horizontally on the vertical face of reinforcing bar (rebar) assemblies built in place, fall protection is not required when employees are moving. OSHA considers the multiple hand holds and footholds on rebar assemblies as providing similar protection as that provided by a fixed ladder. Consequently, no fall protection is necessary while moving point to point for heights below 24 feet. An employee will be provided with fall protection when climbing or otherwise moving at a height more than 24 feet, the same as for fixed ladders. 

· Hoist Areas 

Each employee in a hoist area shall be protected from falling 4 feet or more by guardrail systems or personal fall arrest systems. If guardrail systems (chain gate or guardrail) or portions thereof 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. 

· Overhand Bricklaying and Related Work 

Each employee performing overhand bricklaying and related work 4 feet or more above lower levels shall be protected by guardrail systems, safety net systems, or personal fall arrest systems, or shall work in a controlled access zone. All employees reaching more than 10 inches (25 cm) below the level of a walking/working surface on which they are working shall be protected by a guardrail system, safety net system, or personal fall arrest system. 

· Precast Concrete Erection and Residential Construction 

Each employee who is 4 feet or more above lower levels while erecting precast concrete members and related operations such as grouting of precast concrete members and each employee engaged in residential construction, shall be protected by guardrail systems, safety net systems, or personal fall arrest systems. 

· Ramps, Runways, and Other Walkways 

Each employee using ramps, runways, and other walkways shall be protected from falling 4 feet or more by guardrail systems. 

· Low-slope Roofs 

Each employee engaged in roofing activities on low-slope roofs with unprotected sides and edges 4 feet or more above lower levels shall 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 

Each employee on a steep roof with unprotected sides and edges 4 feet or more above lower levels shall be protected by guardrail systems with toeboards, safety net systems, or personal fall arrest systems. 

· Controlled Access Zones 

A Controlled access zone is a work area designated and clearly marked in which certain types of work (such as overhand bricklaying) may take place without the use of conventional fall protection systems—guardrail, personal arrest or safety net—to protect the employees working in the zone. 

Controlled access zones 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 restrict access. 

Control lines shall consist of ropes, wires, tapes or equivalent materials, and supporting stanchions, and each must be: 

· Flagged or otherwise clearly marked at not more than 6-foot intervals with a high-visibility material 

· Rigged and supported in such a way that the lowest point (including sag) is not less than 39 inches from the walking/working surface and the highest point is not more than 45 inches --nor more than 50 inches  when overhand bricklaying operations are being performed—from the walking/working surface 

· Strong enough to sustain stress of not less than 200. Control lines shall extend along the entire length of the unprotected or leading edge and shall be approximately parallel to the unprotected or leading edge. 

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

When control lines are used, they shall 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. In the latter case, the control line is to be erected not less than 6 feet nor more than 60 feet or half the length of the member being erected, whichever is less, from the leading edge. 

Controlled access zones when used to determine access to areas where overhand bricklaying and related work are taking place are to be defined by a control line erected not less than 10 feet nor 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 shall be removed. 

Fall Protection Systems: 

When there is a potential fall of 4 feet or more, the Company will utilize one or more of the following means of providing protection: 

Guardrail Systems 

Guardrail systems must meet the following criteria. Toprails and midrails of guardrail systems must be at least one-quarter inch nominal diameter or thickness to prevent cuts and lacerations. If wire rope is used for toprails, it must be flagged at not more 6 feet intervals with a high-visibility material. Steel and plastic banding will not be used as toprails or midrails. Manila, plastic, or synthetic rope used for toprails or midrails must be inspected as frequently as necessary to ensure strength and stability. 

The top edge height of toprails, or (equivalent) 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 an amount equal to the height of the stilts. 

Screens, midrails, 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 or parapet walls at least 21 inches high. When midrails 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, shall not be more than 19 inches apart. 

Other structural members, such as additional midrails and architectural panels, shall 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 within 2 inches of the top edge in any outward or downward direction. When the 200-pound test is applied in a downward direction, the top edge of the guardrail must not deflect to a height less than 39 inches above the walking/working level. 

Midrails, screens, mesh, intermediate vertical members, solid panels, and equivalent structural members shall be capable of withstanding a force of at least 150 pounds applied in any downward or outward direction at any point along the midrail or other member. 

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

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

Guardrail System- Hoisting

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

At holes, guardrail systems must be set up on all unprotected sides or edges. When holes are used for the passage of materials, the hole shall have not more than two sides with removable guardrail sections. When the hole is not in use, it must be covered or provided with guardrails along all unprotected sides or edges. 

If guardrail systems are used around holes that are used as access points (such as ladderways), gates must be used or the point of access must be offset to prevent accidental walking into the hole. 

If guardrails are used at unprotected sides or edges of ramps and runways, they must be erected on each unprotected side or edge. 

Personal Fall Arrest Systems: 

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

· Limit maximum arresting force on an employee to 900 pounds when used with a body belt 

· Limit maximum arresting force on an employee to 1,800 pounds when used with a body harness 

· Be rigged so that an employee can neither free fall more than 4feet nor contact any lower level

· Bring an employee to a complete stop and limit maximum deceleration distance an employee travels to 3.5 feet   

· Have sufficient strength to withstand twice the potential impact energy of an employee free falling a distance of 4 feet or the free fall distance permitted by the system, whichever is less. 

The use of body belts for fall arrest is prohibited and a full body harness is be required. 

Personal fall arrest systems must be inspected prior to each use for wear damage, and other deterioration. Defective components must be removed from service. 

Positioning Device Systems: 

These body belt or body harness systems are to be set up so that a worker can free fall no farther than 2 feet. They shall be secured to an anchorage capable of supporting a least twice the potential impact load of an employee’s fall or 3,000 pounds, whichever is greater. 

Safety Monitoring Systems: 

When no other alternative fall protection has been implemented, the Company shall implement a safety monitoring system. The Company will appoint a competent person to monitor the safety of workers and shall 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 work operations to communicate orally with workers and has no other duties to distract from the monitoring function. 

Mechanical equipment shall not be used or stored in areas where safety monitoring systems are being used to monitor employees engaged in roofing operations on low-sloped roofs. 

No worker, other than one engaged in roofing work (on low-sloped roofs) or one covered by a fall protection plan, shall be allowed in an area where an employee is being protected by a safety monitoring system. 

All workers in a controlled access zone shall be instructed to promptly comply with fall hazard warnings issued by safety monitors. 

Safety Net Systems: 

Safety nets must be installed as close as practicable under the walking/working surface on which employees are working and never more than 30 feet (9.1 meters) below such levels. Defective nets shall

 not be used. Safety nets shall be inspected at least once a week for wear, damage, and other deterioration. Safety nets shall be installed with sufficient clearance underneath to prevent contact with the surface or structure below. 

Items that have fallen into safety nets including—but not restricted to, materials, scrap, equipment, and tools—must be removed as soon as possible and at least before the next work shift. 

Warning Line Systems: 

Warning line systems consist of ropes, wires, or chains, and supporting stanchions and are set up as follows: 

· Flagged at not more than 6-foot intervals with a 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 is no more than 39 inches from the walking/working surface. 

· Stanchions, after being rigged with warning lines, shall be capable of resisting, without tipping over, a force of at least 16 pounds applied horizontally against the stanchion, 30 inches above the walking/working surface, perpendicular to the warning line and in the direction of the floor, roof, or platform edge; 

· The rope, wire, or chain shall have a minimum tensile strength of 500 pounds  and after being attached to the stanchions, must support without breaking the load applied to the stanchions as prescribed above. 

· Shall 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 shall be erected around all sides of roof work areas. When mechanical equipment is being used, the warning line shall be erected not less than 6 feet from the roof edge parallel to the direction of mechanical equipment operation, and not less than 10 feet  from the roof edge perpendicular to the direction of mechanical equipment operation. 

When mechanical equipment is not being used, the warning line must be erected not less than 6 feet from the roof edge. 

Covers: 

Covers located in roadways and vehicular aisles must be able to support at least twice the maximum axle load of the largest vehicle to which the cover might be subjected. All other covers must be able to support at least twice the weight of employees, equipment, and materials that may be imposed on the cover at any 

one time. To prevent accidental displacement resulting from wind, equipment, or workers’ activities, all covers must be secured. All covers shall be color coded or bear the markings "HOLE" or "COVER." 

Protection From Falling Objects: 

When guardrail systems are used to prevent materials from falling from one level to another, any openings must be small enough to prevent passage of potential falling objects. No materials or equipment except masonry and mortar shall be stored within 4 feet of working edges. Excess mortar, broken or 

scattered masonry units, and all other materials and debris shall be kept clear of the working area by removal at regular intervals. 

During roofing work, materials and equipment shall not be stored within 6 feet of a roof edge unless guardrails are erected at the edge, and materials piled, grouped, or stacked near a roof edge must be stable and self-supporting. 

Training: 

Employees will be trained in the following areas:

(a)  The nature of fall hazards in the work area; 

(b)  The correct procedures for erecting, maintaining, disassembling, and inspecting fall protection systems; 

(c)  The use and operation of controlled access zones and guardrail, personal fall arrest, safety net, warning line, and safety monitoring systems;

(d) The role of each employee in the safety monitoring system when the system is in use;  

(e) The limitations on the use of mechanical equipment during the performance of roofing work on low-sloped roofs; 

(f) The correct procedures for equipment and materials handling and storage and the erection of overhead protection; and, 

Tool Box Talks/Work Group Safety Meetings

Purpose:

The purpose of Tool Box Talks/Work Group Safety Meetings is to provide a method for the dissemination of information to all employees regarding safety and health issues.

Regular Tool Box Talks/Work Group Safety Meetings demonstrate the Company’s concern for the lives and well being of its employees. Tool Box Talks/Work Group Safety Meetings help build a cooperative climate by providing employees with the opportunity to contribute ideas, and to make suggestions that may improve quality, productivity, morale, and safety.

Safety education is required of all employees at all levels within the organization.  The Company will have a formalized safety training program to prevent accidents and to train employees to do their job safely. Scheduled, Tool Box Talks/Work Group Safety Meetings, will be conducted every  Monday morning at 7:00 am. or at times deemed necessary by the Safety manager or supervisory personnel

Responsibilities: 

The Company President will provide the direction and motivation to ensure that all managers conduct regular Tool Box Talks/Work Group Safety Meetings. 

Managers and Supervisory Personnel that conduct safety discussions will maintain a log of what was discussed and who attended the meeting.  This information shall be turned over to the Safety manager on a weekly basis.

The Safety manager shall be a resource for safety and health discussion topics, and shall keep all documentation of all training at a central location.

Employees are required to attend all Tool Box talks/work group safety meetings.  In the event an

Employee misses Tool Box talks/work group safety meeting, the employee shall be given individual instruction by their supervisor concerning what was discussed/covered.  The supervisor shall document this training session and will provide the Safety manager with this documentation.

Procedure: 

The Tool Box Talk/Work Group Safety Meeting is a method used by this Company to develop the employees’ safety awareness.  

Conducting Tool Box Talks/Work Group Safety Meetings

For greatest effectiveness, cover subjects that most interest the employees.  These topics might include accidents, inspection results, the safety program, or a work procedure.

These weekly meetings should last no longer than 15-30 minutes.  Ideally, the meeting would include time for active participation by employees; at the least, there should be a question and answer session.

Schedule meetings at the beginning of new operations to ensure that all of the employees are familiar with safe job procedures and the requirements of the upcoming work.  These meetings save a lot of time in the long run.

Tool Box Talks/Work Group Safety Meetings may be either motivational or instructional.  The motivational meeting creates awareness and aims at worker self-protection.  The instructional meeting covers a particular job task or procedure.

The supervisor is the key management communicator for work groups, because he or she is most familiar with the individual workers and their work requirements.
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Machinery Tag Out Program

Inspection Form

This form will be used when inspecting the Tag Out/ Lock Out Procedure
Inspector’s Name _______________________________
Date __________________

MACHINERY / EQUIPMENT INSPECTED

COMMENTS


1.  ______________________________

____________________________.


2.  ______________________________

____________________________.


3.  ______________________________

____________________________.


4.  ______________________________

____________________________.


5.  ______________________________

____________________________.


6.  ______________________________

____________________________.


7.  ______________________________

____________________________.


8.  ______________________________

____________________________.


9.  ______________________________

____________________________.


10. _____________________________

____________________________.

I hereby certify that I have inspected the Lock Out/Tag Out procedure for the above listed equipment, have interviewed operators of such equipment and determined that compliance with Dorn & Associates Manufacturing, Inc. Lock Out/Tag Out procedure is satisfactory.


_________________________________

_________________




Inspectors Signature





       Date

Employee Safety Training Checklist

Employee Name: ____________________________________ 
Hire Date: __________

Position: ____________________________________
Trainer: _________________

I acknowledge that I have been trained in the SAFETY AND HEALTH areas checked below, and agree to follow all Dorn & Associates Manufacturing, Inc. Safety and Health Rules, Policies and Procedures.

_____
Safety and Health Program

· My right to ask questions, or report any safety hazards, either directly or anonymously without any fear of reprisal.

· The location of Dorn & Associates Manufacturing, Inc. safety bulletins and required safety postings (i.e., summary of occupational injuries and illnesses, and Safety and Health Protection Poster).

· Disciplinary procedures that may be used to ensure compliance with safe work practices. 

· Reporting safety concerns. 

· Accessing the department safety committee.

_____
Incident Reporting and Reporting Occupational Injuries and Illnesses. 

_____
Hazard Communication

· The potential occupational hazards in the work area associated with my job assignment. 

· The safe work practices and personal protective equipment required for my job title. 

· The location and availability of MSDS’s. 

· The hazards of any chemicals to which I may be exposed, and my right to the information contained on Material Safety Data Sheets (MSDS’s) for those Chemicals. 

_____
Hazardous Material Spill Response

_____
Bloodborne Pathogen Response

_____
Personal Protective Equipment

_____
Employee Safety Manual

_____
Machinery Tag Out Program

_____
Emergency Procedures

_____
Other: _______________________________________________

I understand the above items and agree to comply with safe work practices in my work area.


________________________________________

_______________

              Employee Signature





Date

I have trained the above employee in the categories indicated on this form.

________________________________________

_______________




               Trainers Signature





Date

Safety Meeting Record

Job: ________________

Department or Crew: _________________________
Date: _______________

OUTLINE

Safety Title: ______________________________________________________

Key Points:


1. _____________________________________

2. _____________________________________

3. _____________________________________

4. _____________________________________

5. _____________________________________

Applications to Project: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

Safety Reminders: __________________________________________________________________________________________________________________________________.

Employee Safety Recommendations: ___________________________________________________________________________________________________________________________________________________________________________________________________.

Meeting Attended By:

____________________________________________

___________________________________________

____________________________________________

 SAFETY SUGGESTION FORM

NAME: _______________________________________  DATE: ___________



(OPTIONAL)

DESCRIPTION OF UNSAFE CONDITION OR PRACTICE: 

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.
CAUSE OR CONTRIBUTING FACTORS:

__________________________________________________________________________________________________________________________________.
SUGGESTION FOR IMPROVING SAFETY:

__________________________________________________________________________________________________________________________________.
Draw a picture to describe situation:

Material Safety Data Sheet



U.S. Department of Labor

May be used to comply with OSHA’s



Occupational Safety and Health Administration

Hazard Communication Standard




(Non-mandatory Form)

29 CFR 1910.1200.  Standard must be consulted


Form Approved  OMB No. 1218-0072

	for specific requirements
	

	Manufacturer's Name
	Emergency Telephone Number
 

	Address (Number, Street, City, State, and ZIP Code)
	Telephone Number for Information
 

	 
	Date Prepared
 

	 
	Signature of Preparer (optional)
 


Section II - Hazard Ingredients/Identity Information 

	Boiling Point
	 
	Specific Gravity (H2O = 1)
 
	 
 

	Vapor Pressure (mm Hg.)
	 
	Melting Point
	 
 

	Vapor Density (AIR = 1)
	 
	Evaporation Rate
(Butyl Acetate = 1)
	 
 

	Solubility in Water
 

	Appearance and Odor
 


Section IV - Fire and Explosion Hazard Data 

	(Reproduce locally)
	


Section V - Reactivity Data 

	Route(s) of Entry:
	Inhalation?
	Skin?
	Ingestion?
 

	Health Hazards (Acute and Chronic)
 

	 
 

	 
 

	Carcinogenicity:
	NTP?
	IARC Monographs?
	OSHA Regulated?
 

	 
 

	Signs and Symptoms of Exposure
 

	 
 

	Medical Conditions
Generally Aggravated by Exposure

	 
 

	Emergency and First Aid Procedures
 

	 
 

	


Section VI – Health Hazard Data 

	Route(s) of Entry:                                            Inhalation?                          Skin?                           Ingestion?



	Health Hazards (Acute and Chronic)



	

	Carcinogencity:                        NTP?                                     IARC Monographs?                           OSHA Regulated?



	

	Signs and Symptoms of Exposure



	

	Medical Conditions- Generally Aggravated by Exposure



	

	Emergency and First Aid Procedures




Section VII - Precautions for Safe Handling and Use 

	Steps to Be Taken in Case Material is Released or Spilled



	

	Waste Disposal Method



	

	Precautions to Be taken in Handling and Storing



	

	Other Precautions 



	

	


Section VII - Precautions for Safe Handling and Use

	Respiratory Protection (Specify Type)
 

	Ventilation
	Local Exhaust
	Special
 

	 
	Mechanical (General)
	Other
 

	Protective Gloves


	Eye Protection

	Other Protective Clothing or Equipment



	Work/Hygienic Practices




MSDS Master List

   Hazardous Chemical
       
Where on Site
  

 Date on Site
 
 Date off Site






|



|


|







|



|


|







|



|


|
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|


|
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|






|
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|



|


|

Material Safety Data Sheet Request Form
Please Print!

Company Name: ______________________________________________


Date of Request: ____________________

Phone: ________________________

Street Address: _____________________

FAX:  _________________________

City/ State / Zip: _________________________________________________________

Requester’s Name: _______________________________________________________

Product Description:
Full Label Name: ________________________________________________________

Manufacturer: __________________________________________________________

Vendor (if known): ______________________________________________________

Address:
__________________________________



__________________________________



__________________________________.

Telephone Number: __________________________

Container Size: ______________________________

Other: __________________________________________________________________

Safety Inspection Checklist

Inspected By: _____________________________________ Date: _________












(Mark N/A as appropriate) 

1. WORK SITE INFORMATION:

a. Posting OSHA and other work site warning posters


_____

b. Are Safety Meetings conducted periodically?  When was the last meeting? __________

c. First aid equipment properly stocked




_____

d. Are work site injury records being kept?



_____

e. Are emergency telephone numbers conspicuously posted?

_____

f. Is the EMERGENCY INFORMATION form posted? (Page 8)
_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

2. HOUSEKEEPING AND SANITATION :

a. Are emergency lights fully operational?



_____

b. General neatness of working areas




_____

c. Regular disposal of waste and trash




_____

d. Passageways and walkways clear




_____

e. Waste containers provided and used




_____

f. Sanitary facilities adequate and clean




_____

g. Adequate supply of water





_____

h. Adequate lighting






_____

i. Trash receptacle for drinking cups




_____

j. Are handrails and stair treads in good repair?



_____

k. Is smoking restricted to certain locations?



_____

l. Are electrical cords and plugs in good condition?


_____

m. Is a clearance of 3’ maintained around hot water heaters 

electric breaker panels, heating units, and fire sprinkler riser?
_____

n. Are electric circuit breakers free of obstructions?


_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. FIRE PREVENTION:

a. Fire instruction to personnel





_____

b. Fire extinguishers identified, accessible, and fully charged

_____

c. “No Smoking” signs posted and enforced where needed

_____

d. Good housekeeping






_____

e. Storage, use and handling of flammable liquids properly done
_____

f. Fire hazards checked






_____

g. Is gasoline contained only in UL listed containers?


_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

4. HANDLING AND STORAGE OF MATERIALS:

a. Are materials properly stored and stacked?



_____

b. Are passageways clear?





​​​​​_____

c. Shelves in stockrooms in good repair and properly anchored

_____

d. Stacks on firm footing, not too high




_____

e. Are employees lifting loads correctly?




_____

f. Are materials protected from weather conditions?


_____

g. Flammable liquids not stored in areas used for exits or stairways
_____

Describe Violation – Location – Remedy Taken 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

5. HAND TOOLS:

a. Proper tool being used for each job




_____

b. Neat storage, safe carrying





_____

c. Inspection and maintenance





_____

d. Electric tools are grounded





_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

6. PERSONAL PROTECTIVE EQUIPMENT:

a. Eye protection







_____

b. Respirators and masks






_____

c. Helmets, hoods, head protection




_____

d. Gloves, aprons, sleeves






_____

e. Hearing protection






_____

f. Safety harnesses and lifelines





_____

g. Shirts are to be worn






_____

h. Back support belts






_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

7. HAZARDOUS MATERIALS:

a. Is a binder containing MSDS for supplies containing hazardous

chemicals available to employees before using?


_____

b. Are “Material Safety Data Sheets  are Available on Request”

signs posted in conspicuous locations?



_____

c. Is the hazardous waste inventory log maintained?


_____

d. Are hazardous waste storage areas inspected weekly?


_____

e. Is the hazardous material disposition log maintained?


_____

f. All containers clearly identified




_____

g. Proper storage practices observed




_____

h. Proper storage temperatures and protection



_____

i. Proper type and number of extinguishers nearby


_____

Describe Violation – Location – Remedy Taken

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

Unsafe acts and/or practices observed

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EMERGENCY INFORMATION

(To Be Posted)

FIRE:


Telephone Fire Department: 
__________________________________


Nearest Alarm Box: 


__________________________________

Crime:


Telephone Police: 
___________________________________________

Injury/Illness:

Avoid infection of minor injuries; always get medical attention or skilled first aid

Employees who are First Aid and/or CPR Certified

_____________________________
_____________________________

_____________________________
_____________________________


Doctor ________________________________________________________


  Office 
_____________________________
Phone ____________________


  Residence 
_____________________________
Phone ____________________


Hospital _______________________________________________________


  Address
_____________________________
Phone ________​​​​​​​​​​____________


Ambulance
_________________________________________________________


  Address
_____________________________
Phone ____________________

In all cases of Fire, Crime, Accident, or Sickness, promptly notify:

1. Name  ____________________________________
Office Phone ______________










Home Phone ______________

2. Name  ____________________________________
Office Phone ______________










Home Phone ______________

Additional Numbers:
_________________________   _______________​​_________

(Alarm Company., Office Phone, etc.)





______________________________________      ___________________________________

Lock and Tag Check Out / Check In Log

Date     Lock #    Employee   Equipment to be Locked   Check Out   Check In


     Tag #                                or Tagged Out


Time           

DAILY EXCAVATION CHECKLIST

	Client
	
	Date
	

	Project Name
	
	Approximate Temp.
	

	Project Location
	
	Approximate Wind Direction
	

	Job Number
	
	Safety Rep
	

	Excavation Depth and Width
	
	Soil Classification
	

	Protective System Used
	
	
	

	Activities in Excavation
	
	
	

	Competent Person
	
	
	


Excavation > 4 feet deep? ___Yes ___No.   If YES, fill out a Confined Space Permit PRIOR to ANY person entering the excavation. 

NOTE: Trenches over 4 feet in depth are considered excavations. Any items marked NO on this form MUST be remediated prior to any employees entering the excavation.

	YES
	NO
	N/A
	DESCRIPTION

	
	
	
	GENERAL

	
	
	
	Employees protected from cave-ins & loose rock/soil that could roll into the excavation

	
	
	
	Spoils, materials & equipment set back at least 2 feet from the edge of the excavation

	
	
	
	Engineering designs for sheeting &/or manufacturer's data on trench box capabilities on site

	
	
	
	Adequate signs posted and barricades provided

	
	
	
	Training (toolbox meeting) conducted w/ employees prior to entering excavation


	YES
	NO
	N/A
	UTILITIES

	
	
	
	Utility company contacted & given 24 hours notice &/or utilities already located & marked

	
	
	
	Overhead lines located, noted and reviewed with the operator

	
	
	
	Utility locations reviewed with the operator, & precautions taken to ensure contact does not occur

	
	
	
	Utilities crossing the excavation supported, and protected from falling

materials

	
	
	
	Underground installations protected, supported or removed when

excavation is open

	
	
	
	WET CONDITIONS

	
	
	
	Air in the excavation tested for oxygen deficiency, combustibles, other

contaminants

	
	
	
	Ventilation used in atmospheres that are oxygen rich/deficient &/or

contains hazardous substances

	
	
	
	Ventilation provided to keep LEL below 10 %

	
	
	
	Emergency equipment available where hazardous atmospheres could

or do exist

	
	
	
	Safety harness and lifeline used

	
	
	
	Supplied air necessary (if yes, contact safety department)

	
	
	
	ENTRY & EXIT

	
	
	
	Exit (i.e. ladder, sloped wall) no further than 25 feet from ANY employee

	
	
	
	Ladders secured and extend 3 feet above the edge of the trench

	
	
	
	Wood ramps constructed of uniform material thickness, cleated together @ the bottom

	
	
	
	Employees protected from cave-ins when entering or exiting the excavation


KEEP 1 COPY OF EACH DAILY EXCAVATION CHECKLIST ON SITE FOR THE PROJECT DURATION, AND FORWARD THE ORIGINAL TO THE SAFETY MANAGER
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