
Effective June 15, 2020 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Forest 
Lakes 
Metropolitan 
District 
Employee 
Safety 
Manual  
 

 



 

Safety  
Policy  

Enforcement  
 

 
I, the below named employee as witnessed by my signature do hereby acknowledge that I 
have received a copy of the Forest Lakes Metropolitan District Employee Safety Manual, 
adopted on February 23, 2020 and updated on June 15, 2020. 
 
 
Employee:  ____________________________ (Please Print Name) 
 
I further understand that all Forest Lakes Metropolitan District related documents, oral 
statements or representations are not intended to contain promises on which I can 
unconditionally rely. 
 
 
_______________________________  ___________________ 
Employee Signature     Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

TABLE OF CONTENTS 
 

             ITEM                   PAGE # 

Safety Policy Statement …………………………………………………….. 1 
        Summary …………………………………………………….. 1 
        Management Responsibilities …………………………………………………….. 2 
        Employee Responsibilities …………………………………………………….. 3 
        Disciplinary Policy …………………………………………………….. 5 
        New Employee Training …………………………………………………….. 5 
        Safety Committee …………………………………………………….. 6 
        Safety Meetings …………………………………………………….. 6 
 
EMERGENCY ACTION PLAN 

 
…………………………………………………….. 

 
8 

       Safety Center …………………………………………………….. 9 
       Steps to Follow In an 
       Emergency 

…………………………………………………….. 10 

       Robbery …………………………………………………….. 14 
       Power Outages …………………………………………………….. 17 
 
JOB HAZARD ANALYSIS PROGRAM 

 
…………………………………………………….. 

 
18 

       Job Hazard Analysis …………………………………………………….. 19 
       Purpose …………………………………………………….. 19 
       Procedure …………………………………………………….. 19 
       Hazard Control Development  
       Procedure 

…………………………………………………….. 20 

 
WRITTEN HAZARD COMMUNICATION 
PROGRAM 

 
…………………………………………………….. 

 
21 

        District Policy …………………………………………………….. 22 
        Container Labeling …………………………………………………….. 22 
        Safety Data Sheets (SDS’s) …………………………………………………….. 23 
        Employee Training and  
        Information 

…………………………………………………….. 23 

        Informing Other  
        Employers/Contractors 

…………………………………………………….. 24 

        List of Hazardous Chemicals …………………………………………………….. 24 
        Hazardous Waste …………………………………………………….. 24 
        Handling and Disposal of Waste 
        Bulbs and Other Products 

…………………………………………………….. 25 



 

ITEM 
       Availability of the Written Hazard 
       Communication Program 

 
…………………………………………………….. 

PAGE # 
26 

       Chemical Spill Response and 
       Reporting Procedures 

…………………………………………………….. 26 

 
SAFE WORK PRACTICES 

 
…………………………………………………….. 

 
28 

       General …………………………………………………….. 29 
       Office Safety …………………………………………………….. 30 
   Files, Desks, Chairs and  
        Cabinets 

…………………………………………………….. 30 

        Sharp and Pointed Objects …………………………………………………….. 31 
        Office Machines and 
        Equipment 

…………………………………………………….. 32 

        Trip and Fall Hazards …………………………………………………….. 32 
        Protection of the Public ……………………………………………………. 33 
        Personal Protective Clothing …………………………………………………….. 33 
        Supervisor Responsibilities …………………………………………………….. 34 
        Hard Hats …………………………………………………….. 35 
        Safety Vests …………………………………………………….. 35 
        Gloves …………………………………………………….. 37 
        Mechanical Guards …………………………………………………….. 37 
        Hearing Protection …………………………………………………….. 37 
        Foot Protection …………………………………………………….. 39 
        Other Preventatives …………………………………………………….. 40 
        Eye Protection …………………………………………………….. 40 
        Respiratory Devices …………………………………………………….. 40 
        Working Overhead …………………………………………………….. 42 
        First Aid Kits/Stations …………………………………………………….. 42 
        Lock Out/Tag Out Program …………………………………………………….. 43 
               Application to Lock Out  
               and Tag Out 

…………………………………………………….. 43 

               Red Tagging …………………………………………………….. 44 
               Restoring Machinery to 
               Normal Operation 

…………………………………………………….. 45 

        General Building Maintenance …………………………………………………….. 46 
        Safety Procedures for  
        Equipment and Tools 

…………………………………………………….. 47 

              Battery Rooms, Battery  
              Charges/Battery jumpers  

…………………………………………………….. 47 



 

ITEM 
           Electric Power Tools 

 
…………………………………………………….. 

PAGE # 
49 

           Bench, Stand and Portable 
           Abrasive Wheel Grinders 

…………………………………………………….. 49 

           Portable Power, Circular  
           Hand Saws, Coping Saw, 
           Miter and Hack Saw, etc. 

…………………………………………………….. 50 

           Table Saws or Bench Saws …………………………………………………….. 50 
           Chain Saws and Fuel Powered 
           Saws 

…………………………………………………….. 51 

           Pneumatic Powered Tools …………………………………………………….. 51 
           Liftings …………………………………………………….. 52 
        Structural Steel, Bar Stock, Poles, 
        Pipes and Other Cylindrical 
        Materials 

…………………………………………………….. 53 

        Chains, Cables, Ropes and 
        Slings 

…………………………………………………….. 53 

        Ladders, Scaffolding and Aerial  
        Lifts 

…………………………………………………….. 54 

            Ladders …………………………………………………….. 54 
            Scaffolds and Scaffolding …………………………………………………….. 55 
           Aerial Lifts …………………………………………………….. 56 
       Excavation, Trenching and  
       Shoring 

…………………………………………………….. 59 

       General Heavy Equipment  
       Operation Safety Procedures 

…………………………………………………….. 61 

            Tractors, Dozers, Compactors, 
            Etc. 

…………………………………………………….. 62 

            Front End Loaders …………………………………………………….. 63 
            Cranes, Shovels, Backhoes 
            and Other Hoisting Equipment 

…………………………………………………….. 63 

            Motor Grader …………………………………………………….. 65 
            Dump Trucks …………………………………………………….. 66 
            Brooms and Sweepers …………………………………………………….. 66 
            Mowers and Mowing …………………………………………………….. 67 
       Welding …………………………………………………….. 68 
             General …………………………………………………….. 68 
             Oxygen, Acetylene Welding 
             and Cutting 

…………………………………………………….. 71 

  



 

ITEM  PAGE # 
          General Snow Removal  
          Operations 

…………………………………………………….. 72 

          Custodian Operations …………………………………………………….. 73 
 
ACCIDENT/INCIDENT INVESTIGATION 
AND REPORTING  

 
…………………………………………………….. 

 
74 

           Purpose …………………………………………………….. 75 
           Definitions …………………………………………………….. 75 
           Application …………………………………………………….. 76 
           Responsibilities …………………………………………………….. 76 
           Reporting and Conducting  
           the Investigation  

…………………………………………………….. 77 

 
WORKPLACE VIOLENCE 

 
…………………………………………………….. 

 
78 

           Workplace Violence …………………………………………………….. 79 
 
MOTOR VEHCLE SAFETY 

 
…………………………………………………….. 

 
81 

           Motor Vehicle Safety …………………………………………………….. 82 
           Driver’s Qualifications and 
           Drivers’ Licenses 

…………………………………………………….. 84 

           Driving Rules and Use of Seat  
           Belts 

…………………………………………………….. 84 

           Backing …………………………………………………….. 84 
           Parking …………………………………………………….. 85 
           Disable Equipment  …………………………………………………….. 85 
           Emergency Warning Devices …………………………………………………….. 85 
           Transportation of Passengers …………………………………………………….. 85 

Loading …………………………………………………….. 86 
           Lights …………………………………………………….. 86 
           Check, Care and Repair  
           Equipment 

…………………………………………………….. 86 

           Fueling vehicles and  
           Equipment 

…………………………………………………….. 87 

           Traffic Control …………………………………………………….. 87 
           Signing …………………………………………………….. 88 
           Flagging …………………………………………………….. 89 

 
 



1 | P a g e  
 

SAFETY POLICY STATEMENT 
 

Summary  
 
The personal safety and health 
of each employee within Forest 
Lakes Metropolitan District 
(otherwise known as The District) 
is of primary importance.   Safety 
is always the first priority! 
 
The District is committed to providing a safe work environment for all staff. Management 
will ensure the implementation of this program by dedicating time and resources to 
comply with all present and future safety & health codes and regulations. We want each 
employee to have a safe and productive work setting and return home each day to family 
and friends free from injury.  
 
In fulfilling this commitment, we will provide and maintain a safe and healthful work 
environment. We will strive to eliminate any foreseeable hazards, which may result in 
personal injuries/illnesses, fires, security losses, and/or damage to property.  
 
All activities will be conducted in accordance with the Department of Occupational 
Safety and Health Administration (OSHA).  
 
Forest Lakes Metropolitan District will provide adequate training, proper equipment, and 
develop safe work procedures and practices to assure all activities will be performed safely 
and efficiently.  
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Management Responsibilities  
 
The responsibility for implementing this policy is 
managements. However, The District expects its staff and 
supervisory personnel to share and champion these goals.  

Supervisors are responsible for the safety of their employees, 
and as part of their daily duties, must check the workplace 
for unsafe conditions, watch employees for unsafe actions, 
and take prompt action to eliminate any hazards. They are 
trained and expected to be leaders, setting a proper 
example by showing dedication and support in compliance 
with all policies, laws, rules & regulations, and common 
sense. All leaders should create an atmosphere that clearly 
demonstrates to employees that safety is a vital part of their personal and professional 
activities. Leaders are responsible for implementing systems and programs that convey the 
company’s safety philosophy to employees.  

Managers Will:  
 

 Implement the safety and health program and ensure that the program remains 
successful and effective in practice.  

 Issued a copy of the Safety Manual to each employee at the onset of their 
employment not to exceed 30 days from the date of hire. The immediate supervisor 
is charged with the responsibility of insuring that each employee under his/her 
supervision has been given a Safety Manual. 

 Appoint a Safety Officer to enforce, oversee, and maintain the safety program. a. 
The Safety Officer should inspect the work areas on a routine basis. All deficiencies 
are to be documented with determined corrective actions.  
b. Where applicable, develop and close out corrective actions for identified 
deficiencies in a timely manner.  

 Ensure that sufficient employee time, supervisor support and funds are budgeted for 
safety equipment and training to carry out the safety program.  

 Evaluate employees each year to make sure they are carrying out the 
responsibilities as described in this program.  

 Make sure that incidents are fully investigated, and corrective action is taken to 
prevent the hazardous conditions or behaviors from happening again.  

 Ensure that a record of injuries and illnesses is maintained and posted as described 
in this program.  

 Set a good example by following established safety rules and attending training.  
 Make subcontractors aware of the importance of complying with the company’s 

safety policies.  
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 Acknowledge and reward safe practices.  
 Ensure that each employee has received an initial orientation of the Safety Policy 

before beginning work.  
 Make certain that each employee is competent or receives training on safe 

operation of equipment or tasks before starting work on that equipment or project.  
 Take care that each employee receives required personal protective equipment 

(PPE) before starting work on a project requiring PPE.  
 Perform routine walk-around safety checks of the work area. Promptly correct any 

hazards found.  
 Observe the employees working. Promptly correct any unsafe behavior. Provide 

training and take corrective action, as necessary. Document employee behaviors.  
 Enforce all safety rules.  

 
Employee Responsibilities 
 

We encourage all employees to continually be 
committed to safety, to show leadership by 
setting good examples, and to actively 
participate in identifying ways to make The 
District a safer place to work.  
 
All employees are responsible for performing their 
jobs in accordance with the established facility 

safety rules, regulations, and procedures. Employees should treat safety as one of their 
most important job responsibilities, watching for potential hazards, and thinking about 
what could go wrong before it goes wrong.  
 
DO  
 

 Comply with all safety signs, rules, and regulations described in this program.  
 Report all near-miss incidents to your supervisor promptly.  
 Incorporate safe practices into all activities.  
 Attend and participate in safety meetings in their own department.  
 Always use personal protective equipment (PPE) where it is required.  
 Maintain proper PPE in good working order.  
 Operate equipment safely.  
 Report all equipment damages or failure to your supervisor immediately.  
 Talk to management about problems that affect your safety or working conditions.  
 Make suggestions to your supervisor or management about changes you believe 

will improve employee safety.  
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DO NOT  
 

 Do not remove or defeat any safety advice or safeguard 
provided for employee protection.  

 Do not operate equipment you are not trained or 
qualified to operate.  
 
The following are general safety rules and regulations that have 
been established to help make The District a safe and efficient 
place to work.  

 
Failure to comply with these rules may result in disciplinary action.  
 

1. Report all injuries or incidents to your supervisor immediately (within 8 hours) 
regardless of severity, including ergonomic/cumulative trauma issues.  

2. Any unsafe act or condition must be reported immediately to your supervisor.  
3. Always use proper body mechanics when lifting.  
4. Use good housekeeping practices in and around workstations. Keep debris, cords, 

loose paper, etc. off the floor.  
5. Keep drawers of desks and file cabinets closed when not in use. Only one drawer or 

file cabinet should be open at a time to prevent tipping over.  
6. Shelves will be stacked in a way that prevents heavy objects from falling off.  
7. Do no overload shelves!  
8. Keep aisle ways and fire extinguishers clear of blockage and equipment.  
9. Do not place broken or sharp objects in the wastepaper containers.  
10. Alcohol, weapons, and illegal drugs are not allowed on any company property.  
11. All secondary chemical containers such as cleaning bottles and fuel or solvent 

containers must be labeled clearly with the name of the material and appropriate 
hazard warnings.  

12. Food and beverages are not allowed in work areas where hazardous chemicals are 
in use.  

13. Horseplay, scuffling, fighting, or similar inappropriate behavior is prohibited.  
14. Aisles and emergency exits must not be blocked for any reason.  
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Disciplinary Policy  
 
Discipline for safety violations will follow the company guidelines as detailed in the 
personnel Policies. An employee may be subject to immediate termination when a safety 
violation places the employee or co-workers at risk of permanent disability or death.  
 
New Employee Training  
 
The supervisor must orient new employees to on-the-job 
health and safety requirements including those who are 
new to a location as they relate to the job being 
performed.  
 
This must take place before the employee can do the work.  
 
Components of Orientation  
 

 Total description of the company’s Safety and Accident Prevention Program  
 Safety programs, policies, and rules applicable to the job  
 Recognizing hazards of the workplace  
 Procedures on how to report hazards and accidents  
 Proper lifting techniques  
 Ergonomics in the office and operations  
 Use of tools, equipment, and procedures necessary to carryout work assignments 

safely and efficiently  
 Housekeeping procedures  
 Fire protection and emergency evacuation, including evacuation and actions to 

take in the event of a fire alarm  
 Locations, types, and use of fire extinguishers  
 Emergency numbers  
 First Aid kit locations and training  
 Driver training (if driving company vehicle)  
 Purpose and techniques for use of any personal protective equipment (PPE)  
 Material handling  
 Hazardous communication  
 Electrical hazards  
 Ladder  
 Lockout/tag out  
 Emergency preparedness  
 Workplace violence  
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Safety Committee 
  
A Safety Committee has been established to involve labor and management in a non-
adversarial, cooperative effort to promote safety and health in the workplace. The Safety 
Committee will provide for employee involvement and support, assist management, and 
make recommendations for change. The Safety Committee will be a constructive entity, 
providing guidance and leadership in matters pertaining to the overall health and safety 
of the organization.  
 
General Responsibilities of the Safety Committee 
 

 The Safety Committee advises the Manager 
about safety and health issues in the 
workplace. All applicable 
recommendations, as determined by the 
District Manager for consideration. The 
District Manager will bring the Board’s 
response back to the Safety Committee.  

  
 The Safety Committee will have the authority 

to hold meetings and conduct required 
business during regular work hours. Members 
may conduct inspections or accompany 
inspectors, as necessary. They also have the authority to monitor compliance with 
safety and health regulations throughout the District. 

 

Safety Meetings 
 The Safety Committee will conduct safety meetings with the department 

employees at quarterly, or more often as required.  All training and safety meetings 
will be documented and maintained in a central District Safety binder.   

 The purpose of these meetings is to include the following: 
• General promotion of accident prevention efforts on a continuing basis 
• Review of past accidents and any outstanding safety recommendations 
• Discussion of safety inspections performed since the previous meeting 
• Identify any conditions which are averse to safety, any chemicals in use, and 

any protective equipment issues 
 A selected safety subject may be presented to broaden the group’s knowledge 

and stimulate continued, active regard for accident prevention. 
 Upon request, the Safety Director will provide materials, or sources to obtain 

materials, on selected topics for the meeting. 
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 Identified conditions adverse to safety are to be acted upon by the lowest level of 
supervision practicable.  

 Any safety issues and concerns and recommendations will be presented to the 
District Manager for resolution.  All recommendations submitted to the District 
Manager should: 

• Be clear and concise 
• Provide reasons for implementation 
• Include implementation costs and recommended completion dates 
• List benefits of implementation 
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Emergency  
Action  

Plan  
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EMERGENCY ACTION PLAN 
 

This Emergency Action Plan (EAP) is in place to 
ensure employee safety from fire and other 
emergencies. It provides a written document 
detailing the actions and procedures to be 
followed in case of an emergency.  
 
At the time of an emergency, employees 

should know what type of an evacuation is necessary and what their role is in carrying out 
the plan. In some cases where the emergency is very grave, total, and immediate 
evacuation is necessary.  
 
In other emergencies, a partial evacuation of some employees with a delayed 
evacuation of others may be necessary. In some cases, only those employees in the 
immediate area of the emergency may be expected to evacuate or move to a safe area.  
 
Employees ensure that they know what is expected of them in all emergency possibilities.  
 
This Emergency Action Plan includes the following:  
 

 Procedures for reporting an emergency  
 Procedures for emergency evacuation, including type of evacuation and exit 

routes  
 Procedures for non-evacuated employees to shut down critical equipment before 

they evacuate  
 Procedures to account for all employees after evacuation  
 Procedures for employees performing rescue or medical duties  
 Employee contact information and assigned emergency duties  

 
Safety Center  
 
Each location has a ‘Safety Center’ located next to the office door. Each safety center is 
clearly marked and includes the following items:  
 

 First aid kit  
 SDS binder for all chemicals used in that location  
 Injury reporting binder  
 Lock-out/Tag out instructions for each piece of equipment  
 Emergency Action Plan book  
 Air Horn for Fire Alarms  
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Steps to Follow in an Emergency  
 

1. ASSESS – In the event of a perceived 
emergency you should ASSESS the situation 
to determine if it is indeed an emergency.  

2. PROTECT – You are no help if you are not 
safe! Before you decide to act, make sure 
your current situation is as safe as possible.  

3. REPORT – As soon as you are able, report the 
emergency to the appropriate authorities.  

4. RESPOND – Respond with appropriate 
action for the emergency.  
 

Assess 
 
What Is A Workplace Emergency?  
 
A workplace emergency is an unforeseen situation that threatens employees, customers, 
or the public; disrupts or shuts down operations; or causes physical or environmental 
damage. Emergencies may be natural or manmade and may include the following:  
 

 Floods, hurricanes, tornadoes, ice storms and other natural menaces  
 Fires  
 Toxic gas releases  
 Chemical spills  
 Radiological accidents  
 Explosions  
 Civil disturbances  
 Workplace violence resulting in bodily harm and trauma  
 Robberies  

 
If your situation is indeed an emergency, plan to take the appropriate action guided by 
this document. All situations that may or may not be emergencies should be reported to 
your immediate supervisor or Manager as soon as possible. The supervisor will help to 
determine if the situation is an emergency and what the proper response should be.  
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Protect  
 
If your current situation is not safe, you need to protect yourself. Sometimes that simply 
means getting to cover or hiding But, in most cases, the safest thing to do will be to 
evacuate.  
 
Emergency Evacuation Procedure:  
 

All employees are to proceed to the nearest available 
and safe exit and leave the building as quickly as possible 
in the event of a fire or other emergency that requires an 
evacuation to achieve safety.  
 
All personnel are to be made aware of any employees 
with disabilities that may need extra assistance, and of 
hazardous areas to be avoided during emergencies.  
 
Before leaving the building, the Manager should check 
the restrooms and other enclosed spaces in the 
workplace for employees who may be trapped or 

otherwise unable to evacuate the area.  
 
All machine operators must power down their machines before exiting if doing so does not 
create a hazard for the employee.  
 
No employee is permitted to re-enter the building until after determination has been made 
that such re-entry is safe. Determination of safety for re-entry is to be made by the police 
or fire official in charge of the scene or the Manager.  
 
The District Admin Main Office Rally Point: 
 

 ALL EMPLOYEES ARE TO PROCEED TO THE PARKING LOT ON MOUNTAIN VIEW DRIVE 
ON THE EAST SIDE OF THE PARKING LOT.    

 
O&M Shop Rally Point:  
 

 ALL EMPLOYEES ARE TO PROCEED TO THE NORTHWEST SIDE OF THE PARKING LOT ON 
THE FAR SIDE OF THE MAIN GARBAGE DUMPSTERS.   

 
Employee Head Count:  
 
The Person in Charge (supervisor or Manager) must conduct a head count once the 
evacuation has been completed. Each employee is responsible for reporting to the P.I.C. 
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so that an accurate head count can be made. The fire department is to be notified 
immediately of any employee that is not accounted for.  
 
All the machines, tools, furniture, and other office supplies can be replaced, but a life 
cannot!  
 
Report  
 
As soon as you are sure that you are not in immediate peril, you need to report the 
emergency to get help as quickly as possible.  
 
Emergency Reporting  
 

1. Assess the urgency of the situation. Make sure the 
situation is genuinely urgent. Call for emergency 
services if you believe that a situation is life 
threatening or otherwise extremely disruptive. Here 
are some genuine emergencies you should report:  

 A crime, especially one that is currently in 
progress  

 A fire  
 A life-threatening medical emergency that 

requires immediate attention  
 A car crash  

2. Call emergency services. 911.  
3. Report your location. The first thing the emergency dispatcher will ask is where you 

are located, so the emergency services can get there as quickly as possible. Give 
the exact street address.  

4. Give the dispatcher your phone number. This information is also imperative for the 
dispatcher to have, so he or she can call back if necessary.  

5. Describe the nature of the emergency. Speak in a calm, clear voice, and tell the 
dispatcher why you are calling. Give the most important details first, then answer 
the dispatcher's follow-up questions as best you can.  

 If you are reporting a crime, give a physical description of the person committing 
the crime.  

 If you are reporting a fire, describe how the fire started and where exactly it is 
located. If someone has already been injured or is missing, report that as well.  

 If you are reporting a medical emergency, explain how the incident occurred 
and what symptoms the person currently displays.  

6. Follow the dispatcher's instructions. After the dispatcher has gathered all the 
necessary information, he or she may tell you to assist the person or people in need. 
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You may receive instructions on how to give emergency medical treatment, such 
as CPR. Pay careful attention, and do not hang up the phone until you are 
instructed to do so. Follow the instructions you are given.  

 
Respond  
 
Each emergency requires a different response. Following are some specific situations with 
some suggested responses. Each emergency is unique. This guide is not intended to be an 
all-inclusive list of steps to follow, but a guide to help you think through the appropriate 
types of responses to various emergencies.  
 
Performing Medical Duties  
 
During an emergency, all employees should be 
able to perform basic first aid to any injured 
parties. However, unless there is specific training 
in medical procedures it is best to have 
professional help for severe injuries. If it is safe to 
do so, employees may help to make the injured 
person comfortable, administer first aid, and 
wait until professional help arrives.  
 
Performing Rescue Duties  
 
In the event of an emergency where someone 
is trapped or severely injured, the standard 
procedure is to not move the person. Moving 
them may cause other injuries or aggravate 
current injuries. An injured person is to be moved only if there is imminent danger of further 
injury or death if they remain where they are. When possible, it is best to wait for 
professional help to ensure the safety of everyone. If it is safe to do so, Employees may help 
to make the injured person comfortable, administer first aid, and wait until professional 
help arrives.  
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Closing Due to State of Emergency  
 
During extreme weather or other emergency events, there will usually be alerts with travel 
bans. These can include extreme or violent weather events, flooding or other emergencies 
that will necessitate an unscheduled closing. In this event the following protocols must be 
implemented.  
 

 Contact the manager or Supervisor to inform them of the situation. They will  decide 
if closing is necessary.  

 All computers, copiers and other machinery should be powered down unplugged 
or plugged into a surge protector that is switched off.  

 Any cash and/or credit card receipts must be locked for security.  

 Post a sign on the door informing customers of the closing.  

 Turn out all lights and check windows for security.  

 Lock all doors securely, exit the building as a group and proceed to safety.  
 
In Case of a Fire  
 

Reporting a Fire…All fires must be reported (911) 
immediately!  
 
GIVE THE OPERATOR THE FOLLOWING INFORMATION:  
 

 Location of the building.  
 Location of the fire (Front of the building, back of 

the building, parking lot)  
 Type of fire (What is burning)  

 Do not hang up the phone until the 911 operator instructs you to do so.  
 
Fire Extinguishers:  
 

 You are under no obligation to attempt to extinguish a fire on your own.  
 Check for your own safety before starting to extinguish a fire.  
 Portable fire extinguishers are valuable for immediate use on small fires because 

they contain a limited amount of extinguishing material. Use your instincts. If your 
instincts tell you the fire's too dangerous to tackle, trust them.  

 Remember that your life is more important than property; so, do not place yourself 
or others at risk.  
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Each fire extinguisher is labeled for use. Remember the simple acronym P.A.S.S. to help you 
use the fire extinguisher effectively. P.A.S.S. stands for: Pull, Aim, Squeeze, Sweep, 
explained below.  
 

 Pull the safety pin from the handle. Once removed, it releases the locking 
mechanism, allowing you to discharge the extinguisher.  

 Aim the extinguisher nozzle or hose at the base of the fire. This removes the source 
or fuel of the fire. Keep yourself low.  

 Squeeze the handle or lever slowly to discharge the agent. Letting go of the handle 
will stop the discharge so keep it held down.  

 Sweep side to side approximately 6 in. over the fire until expended. The sweeping 
motion helps to extinguish the fire. Stand several feet back from the fire: fire 
extinguishers are manufactured for use from a distance.  

 
Fire Extinguisher Locations:  
 

District Admin Main Office Building 
 Break Room 

 

O&M Shop:  
  Two extinguishers are in the office area 
   Three fire extinguishers are in the Maintenance shop bays.  

 
Shutting Down Critical Equipment  
 
All machine operators must power down their machines before exiting if doing so does not 
create a hazard for the employee.  
 

1. Determine the type of emergency.  
2. If the emergency is immediately life threatening or there is risk of injury leave at once.  
3. If not eminently dangerous, switch off machinery and exit the building.  
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ROBBERY 
 
In the Event of a Robbery:  
 

1. Remain calm, cool, and observant. 
Give the robber the money they 
want.  

2. Do not make overt moves. If you must 
go into your pock et for a key or take 
any action a robber might 
misinterpret, tell them what you are 
doing, and why you are doing this.  

3. Stay away from your cell phone.  
4. Follow their directions but do not 

volunteer more than they ask for. Be 
cooperative and do exactly what 
you are told to do. However, under 
no circumstances ever leave with the 
robber or go anywhere alone with 
them.  

5. If robber displays a firearm or claims to have one, consider it loaded and that they 
will use it.  

6. If you are handed a note, place it out of sight and retain it for evidence.  
7. Make as many mental notes as possible, such as characteristics, mannerisms, age, 

height, weight, and peculiarities such as tattoos, scars, and birthmarks.  
8. Note type of clothing, if jewelry is worn, type of weapon, which hand the weapon 

is held in.  
9. Look for a getaway vehicle. Note color, make, license number, and distinguishing 

features, such as damage, equipment malfunctions.  
10. Try to keep customers and employees calm during the robbery.  
11. Do not resist the robber. Take no action that would jeopardize the safety of 

personnel or customers.  
12. Do not use or encourage the use of weapons.  
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What to do AFTER a Robbery Has Taken Place:  
 

1. Do not chase or follow the robber.  
2. Call the police immediately and give a description of suspects and locations.  
3. Lock the door and touch nothing until the police arrive. Protect the scene. Preserve 

any potential evidence. Prevent anyone from going into areas where the robbers 
may have been.  

4. Care for the injured.  
5. Do not trust your memory; write down all descriptions and facts about the robbery.  
6. Do not discuss the robbery among employees or other witnesses until the police 

have had the opportunity to interview all those involved.  
7. Ask witnesses to remain until the police arrive. If they insist on leaving, try to obtain 

their contact information for the investigating officer.  
8. Cautiously step outside the store when the police arrive so that they will know the 

robber is gone and you are safe.  
9. Assist the investigating officers in every way possible. Cooperate with the police by 

being available for interviews, identifying suspects and giving evidence in court 
when notified to do so. 

10. Let the police answer inquiries from the news media. 
 

POWER OUTAGES 
 
If possible, inform a manager of the situation.  
 

 Turn off all the copiers and machines.  
 If possible, try to find out the extant of the outage, 

(Is it just the building, the block or everybody?)  
 In the event of a prolonged power outage, (lasting 

more than one hour) proceed to close following the 
“Closing due to State of Emergency” guidelines in 
this manual.  

 If the power went out during the night and has not 
been restored, inform the manager of the situation.  

 Enter the building to check for security, are the windows and doors closed and 
locked or is there any damage to the building?  If not, secure and inform the 
manager. 

 Post note to customers. 
 Exit the building and lock the doors securely. 
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Job Hazard Analysis 
 
Purpose 
 

Job Hazard Analysis (JHA) is a technique for 
reviewing needs for machine guarding, energy 
lockout, ergonomics, material handling, 
bloodborne pathogens, confined space, Right-to-
Know, and other generally applicable standards. 
Establishing proper job procedures is one of the 
benefits of conducting a JHA – carefully studying 
and recording each step of a job, identifying 
existing or potential job hazards (both safety and 
health), and determining the best way to reduce 
or eliminate these hazards.  

 
A JHA is used to review job methods and uncover hazards that:  
 

 May have been overlooked in the layout of the job or building, or in the design of 
the machinery, equipment, tools, workstations, and processes  

 Result from changes in work procedures or personnel  
 May have developed after operation was started  

 
The benefits of performing a JHA are many, including:  
 
• giving individual training in safe and efficient work procedures  
• reviewing job procedures after accidents occur  
• identifying what safeguards need to be in place  
• department heads and supervisors learn about the jobs they supervise  
• employee participation in workplace safety  
• positive attitudes about safety  
 
Specific JHA’s are completed at the department level and located in those areas for 
employee review and use.  

Procedure 
 Frequency of Accidents: A job that has repeatedly caused accidents is a 

candidate for a JHA. The greater the number of accidents associated with the job, 
the greater its JHA priority.  
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 Rate of Disabling Injuries: Every job that has caused disabling injuries should be given 
priority for a JHA.  

 Severity Potential: Some jobs may not have a history of accidents but may have the 
potential for a severe injury.  

 New Jobs: A JHA of new jobs should be made as soon as possible. Analysis should 
not be delayed until accidents or near misses occur.  

 Near Misses: Jobs where near misses or close calls have occurred also should be 
given priority.  

 
Hazard Control Development Procedure  
 

 The development of the hazard control should be a consultative process involving 
those using the equipment/doing the task and should consider the experience and 
training of those involved. Advice should be sought from the Safety Director, 
experienced workers, consultants, or other suitable experts. In many cases, a mixture 
of the above control measures will be applicable.  

 Correct implementation of the procedure must reduce the risk potential.  
 If using procedural controls, any training requirements should be assessed and 

included in the procedure. Procedures should be written as chronological 
sequences, in wording familiar to those involved.  

 Try the procedure with suitable workers and incorporate feedback.  
 Ensure all work area personnel are made aware of any new procedures. Add the 

procedure to your safety training schedule, and the Safety Program, if appropriate.  
 Ensure those using the new equipment or process are trained and formally 

“authorized” for the new procedure. Posting instructions on the equipment is not 
sufficient for equipment or processes with a medium or greater risk level, as 
determined by the department head/supervisor.  
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Written Hazard Communication Program 
 
District Policy  
 
To ensure that all impacted employees 
know information about the dangers of 
all hazardous chemicals used by The 
District, the following written hazard 
communication program has been 
established. Under this program, you will 
be informed of the contents of the 
OSHA Hazard Communication 
Standard, the hazardous properties of 
chemicals with which you work, safe 
handling procedures and measures to 
take to protect yourself from these 
chemicals.  
 
This program applies to all work 
operations in The District where you may 
be exposed to hazardous chemicals under normal working conditions or during an 
emergency.  
 
Copies of the Written Hazard Communication Program are available in the Safety Manual 
for review by any interested employee. The Safety Manager or designee is the hazard 
communication program coordinator, with overall responsibility for the program, including 
reviewing and updating this plan, as necessary.  
 
Container Labeling  
 
All containers of hazardous chemical products received for use are labeled with the 
identity of the hazardous chemical (i.e., brand or trade name), appropriate hazard 
warnings, and the name and address of the manufacturer, importer, or other responsible 
party. All secondary or portable containers into which chemical products are transferred 
must be labeled with either an extra copy of the original label or with labels marked with 
the identity and the appropriate hazard warning. For help with labeling, see the Safety 
Manager or designee. The Safety Manager or designee will review the company labeling 
procedures periodically and will update labels as required.  
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Safety Data Sheets (SDS’s)  

 
The Safety Manager or designee is responsible for 
establishing and monitoring the company SDS 
program. He/she will ensure that procedures are 
developed to obtain the necessary SDSs and will 
review incoming SDSs for new or significant health and 
safety information. He/she will see that any new 
information is communicated to affected employees. 
If an SDS is not received with the initial shipment of a 
product that is labeled as hazardous, the Safety 
Manager or designee shall obtain the appropriate 
SDS from the manufacturer, distributor, importer, or 
other responsible party as soon as possible.  
 

Copies of SDSs for all hazardous chemicals to which employees are exposed or are 
potentially exposed will be kept in the SDS books in the Safety Center. SDSs will be readily 
available to all employees during each work shift.  
 
If an SDS for a hazardous product is not available, contact the Safety Manager or 
designee.  
 
When revised SDSs are received, the Safety Manager or designee will replace the old SDSs 
and inform employees of significant new health and safety information.  
 
Employee Training and Information  
 
Everyone who works with or is 
potentially exposed to hazardous 
chemicals will receive information 
and training on hazardous 
chemicals in their work area at the 
time of their initial assignment and 
whenever a new physical or health hazard the employees have not previously been 
trained about is introduced into their work area.  
 
The information and training program shall address the following elements:  
 

 The requirements of the OSHA Hazard Communication Standard  
 Any locations in the work areas where hazardous chemicals are present  
 How to detect the presence or release of hazardous chemicals in the work area  



24 | P a g e  
 

 The physical and health hazards of the chemicals in the work area  
 The measures employees can take to protect themselves from these hazards, such 

as appropriate work practices, emergency procedures, and personal protective 
equipment to be used  

 The details of this Written Hazard Communication Program  
 An explanation of how to read labels and SDSs to obtain hazard information  
 Location of the SDSs and this Written Hazard Communication Program and how 

employees can obtain and use this information.  
 
Informing Other Employers/Contractors  
 

It is the responsibility of Safety Manager or designee to provide 
other employers and contractors with information about 
hazardous chemicals that their employees may be exposed to 
on a job site and suggested precautions for employees. It is the 
responsibility of Safety Manager or designee to obtain 
information about hazardous chemicals used by other 
employers to which employees of this company may be 
exposed. Other employers and contractors will be provided 
with SDSs for hazardous chemicals. In addition to providing a 
copy of an SDS to other employers, other employers will be 

informed of necessary precautionary measures to protect employees exposed to hazards 
because of the operations performed by this company.  
 
List of Hazardous Chemicals 
 
A list of all known hazardous chemicals used by our employees is kept with this Written Hazard 
Communication Program. Information on each chemical 
product may be obtained from the SDSs, in the Safety 
Center. 
 
Hazardous Waste 
 
Hazardous waste would be products that would not 
be disposed of in general trash dumpsters. 
 
Designated locations must be located for proper 
disposal. Examples of 
Hazardous Waste include (but are not limited to): 
 

 Solvents, 
 Epoxy, 
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 “Empty” Aerosol Cans, 
 Liquid Paint Waste, 
 Refrigerants 
 Degreasers that contain chlorinated solvents or waste that contains: Arsenic, 
 Mercury or Methanol. 
 Ignitable waste (solid or liquid) with a flash point less than 140 F, 
 Liquid waste with a pH of <2, 
 Reactive Waste (reacts violently with water), 
 Used oil includes hydraulic fluids, lubricants, etc. and is collected for recycling.  

These must not be mixed with any other wastes such as antifreeze or any other 
process liquids. Used oil dry/absorbent is collected in designated locations and 
must not contain free liquids. To dispose of used oil dry material, put the material in 
a sealed bucket and put the entire bucket in the designated location on the job 
site. 

 Universal waste includes all halogen and fluorescent light bulbs, lithium batteries, 
NiCad batteries, led batteries, and electronic equipment such as CPU’s, monitors, 
printers, etc. All universal waste can be taken to a designated location for 
disposal. 

 No wastes of any kind are to be removed from a customer facility unless by an 
approved and licensed vendor. 

 
Handling and Disposal of Waste Bulbs and Other Products 
 
Waste fluorescent light bulbs MUST be handled 
properly to prevent health and environmental 
hazards. Fluorescent bulbs as well as certain 
other bulb types contain mercury in the form of 
mercury vapor and powder coating inside the 
bulb.  
 
Because of the health hazards of mercury, 
waste bulbs are regulated under the Resource 
Conservation and Recovery Act (RCRA) as “Universal Waste”. Breaking bulbs on jobsites 
is no longer permitted. 
 
In addition to fluorescent bulbs, thermostats, telephone s, alkaline batteries, H.I.D. Lamps 
such as metal halide, sodium and mercury vapor lamps all contain hazardous quantities 
of mercury. 
 

 As little as 25 fluorescent lights can contaminate a 20-acre lake with enough 
mercury to cause health effects to people, fish, and birds. 
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 Improper disposal of bulbs can result in fines up to $25,000 per day, per violation. 
 Exposure to mercury can result in central nervous system damage, lung damage 

and corrosive effects on exposed skin. 
 Mercury vaporizes rapidly at room temperature presenting and inhalation hazard. It 

can also be absorbed through the skin. 
 
Availability of the Written Hazard Communication Program 
 
A copy of this Written Hazard Communication Program, including the list of hazardous 
chemicals, will be made available, upon request, to employees and their representatives.  
 
Chemical Spill Response and Reporting Procedures 
 
In the event of a chemical spill, the individual(s) who caused the spill is responsible for 
prompt and proper cleanup. It is also that individual’s responsibility to have spill control 
and personal protective equipment readily available.  
The following are general guidelines to be followed for a chemical spill.  
 

1. Immediately alert area occupants and supervisor, and evacuate the area, if 
necessary.  

2. If there is a fire or medical attention is needed, call 911.  
3. Don personal protective equipment, as appropriate to the hazards. Refer to the 

Material Safety Data Sheet or other references for information  
4. Attend to any people who may be contaminated. Contaminated clothing must be 

removed immediately, and the skin flushed with water for no less than fifteen 
minutes.  

5. If a volatile, flammable material is spilled, immediately warn everyone, control 
sources of ignition and ventilate the area.  

6. Consider the need for respiratory protection. The use of a respirator requires 
specialized training and medical surveillance. Never enter a contaminated 
atmosphere without protection or use a respirator without training. If respiratory 
protection is needed and no trained personnel are available, call 911.  

7. Protect floor drains or other means for environmental release. Cloth towels and 
absorbents may be placed around drains, as needed.  

8. Using the chart below, determine the extent and type of spill. If the spill is large, if 
there has been a release to the environment or if there is no one knowledgeable 
about spill cleanup available, call 911.  
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9. When cleaning spills, it is important to clean from the outside, circling to the inside. 
This reduces the chance of splash or spread of the spilled chemical.  

10. When spilled materials have been absorbed, use brush and scoop to place 
materials in an appropriate container.  

11. Decontaminate the surface where the spill when appropriate.  
12. Report ALL spills to the manager. 
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SAFE WORK PRACTICES 
 
General 
 
Employees shall be in a physical and mental condition to 
conduct normal working activities.  The use of prescription 
medications that may impact an employee’s performance 
shall be reported to the employee’s supervisor. 
 
Appropriate personal protective equipment (PPE) shall be 
worn at all times. 
 
Use proper lifting techniques.  Do not attempt to lift 
large/heavy loads without adequate help. 
 
Electrical wiring and equipment, gas lines, and equipment for 
light, heat, or power purposes shall be installed and 
maintained in compliance with the State and National Fire 
Code (NEC, and other applicable NFPA standards, UBC, 
etc.). 
 
Internal combustion engine power equipment shall be so located that exhausts are far 
away from the combustible materials.  Use safeguards on equipment, where required. 
 
Clean clothes are essential in preventing skin irritation.  Clothing saturated with solvents or 
other materials contacting the skin greatly increases the possibility of skin irritation.  Clothing 
impregnated with flammable liquids, corrosive substance, toxic materials, irritants, or 
oxidizing agents shall not be worn until thoroughly cleaned.  It is recommended that 
employees working in areas of high contamination keep an extra set of work clothes on 
the job. 
 
No combustible materials shall be stored in boiler rooms, near open flame heaters or 
electric motors.  Hazardous wastes such as waste oils, hydraulic fluids, cleaning fluids, etc. 
shall be disposed in a proper manner.   
 
Wrist watches, metal wrist bands, rings, or other jewelry shall not be worn while working 
near moving parts or machines or energized circuits. 
 
Smoking shall be prohibited at or in the vicinity of operations, which constitute a fire hazard. 
Such operations shall be conspicuously posted with signs indicating “NO SMOKING” or “NO 
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OPEN FLAMES”.  Smoking may be permitted in designated areas. If in doubt, communicate 
with your immediate supervisor. 
 
Leakage, spillage, flammable or combustible liquids shall be reported to the Fire 
Department. Leakage type situations shall be immediately corrected, and containers 
repaired or replaced. 
 
Appropriate fire extinguishers shall be in accordance with 
the State and National Fire Code (NFPA 10).  Portable fire 
extinguishers shall be inspected monthly and proper 
documentation maintained.  Personnel must bring any 
discrepancies or deficiencies to the attention of the 
facility supervisor. Defective equipment shall be marked 
as such immediately replaced. 
 
All vehicles shall be equipped with an approved type 
and size of fire extinguisher.  All fire extinguishers must be 
readily visible and accessible. 
 
All employees shall become familiar with the location 
and operation of fire extinguishers and trained on how to 
operate the extinguishers. 
 
Report missing or damaged equipment immediately to your supervisor.  Complete the 
necessary forms when reporting accidents.  Report any unsafe work situations to your 
supervisor. 
 
Employee shall de-energize and secure all equipment at the end of the workday. 
 
Employees shall observe and abide by all speed and traffic signs. 
 

OFFICE SAFETY 
 
Files, Desks, Chairs, and Cabinets 
 
General Requirements: 
 

 Bottom drawers in file cabinets shall carry the heaviest file loads. 
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 Never open more than one (1) file 
drawer at a time. The file unit may 
become top heavy and fall forward.  

 Desk and file drawers, cabinets, and 
bookcase doors shall be closed when 
material has been removed and the 
user is not in immediate attendance. 

 Be careful when opening drawers of 
files and desks so that the drawer does 
not pull out all the way. 

 Glass desktops shall be free of breaks 
and sharp edges. 

 Furniture and chairs shall be examined 
regularly for weakened or broken parts 
or defects. 

 Use care when lifting swivel chairs. 
 When changing the position of desks, filing cabinets, and other heavy office 

furniture and equipment, care shall be used, and sufficient help attained. 
 Never lean so far back in your chair that the wheelbase becomes unstable and is 

thrown off balance. 
 Use the proper ladder or stool for reaching high places, do not stand on chairs or 

furniture. 
  

 
Sharp and Pointed Objects 
 
Razor blades, pins, and thumbtacks shall be kept in containers, never loose in desk 
drawers. 
 
Broken glass, pins, or other sharp-edged materials shall never be thrown loosely in 
wastebaskets.  Such materials shall simply pack or placed in a paper bag marked 
“BROKEN GLASS” or “SHARP OBJECTS”, before disposal and then placed into wastebasket. 
 
Never carry an unprotected envelope opener, pen, pencil, or other sharp instrument in 
your pocket or in your mouth. 
21 
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Office Machines and Equipment 
 
General Requirements: 
 

 Electric fans and other hazardous equipment shall be where they will not endanger 
personnel or equipment.  Unless it is part of your regular work, do not attempt to 
adjust or repair any electrical equipment.   

 Keep all jewelry, clothing, and hair out of the way of moving parts when working 
with computers, typewriters, photocopiers, etc.   

 Report all unsafe situations to your supervisor immediately.   
 All employee shall know the Evacuation Plan for their office area. 
 Keep equipment in good repair. 

 
Trip and Fall Hazards 
 

Do not stand on swivel chairs or any other type of chair or box 
to reach high places. Use a ladder or step stool designed for 
that purpose. 
 
Walk  – Do not Run, in hallway and on stairs. Travel in hallways 
should be to the right side. 
 
While ascending or descending stairs, hold onto the handrail. 
Take one step/stair at a time. 
 
Watch for objects such as paper clips, pencils, matches, 
cigarettes etc., on floors or stairs. Look before stepping out into 
the hallway to avoid colliding with another passerby. 

 
Electrical and telephone cords on floors present a serious trip and fall hazard. They should 
be eliminated if possible. If the cords must cross the floor, they shall be covered with rubber 
floor channels designed for this purpose. 
 
Spills that cause slippery conditions on floors shall be immediately cleaned up. 
 
Offices shall be clear of any stumbling, falling hazards attributed to boxes, files, bags, etc. 
 
Extra care should be exercised when walking on newly waxed, wet, or freshly mopped 
floors. 
 
Smoking is permitted only in designated areas and designated times. 
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Do not block stairs, steps, or doorways. 

 
PROTECTION OF THE PUBLIC 

 
General Requirements: 
 

 Work area should be properly 
protected for safety of the public.  
Signs and barricades shall be erected 
in such a way as to warn of the 
existence of a hazard and prevent or 
minimize entry into hazardous areas. 
 

 Barricades with warning tape, 
signs, flags, cones, or other approved 
devices must be erected to restrict 
access in an area where hazards to 
traffic or pedestrians may exist.  This 

could include a subsurface or overhead hazard. 
 

 Excavations or open manholes, or the like shall be adequately barricaded. 
 

 Warning lights may be installed, or visible barricades erected if openings are left 
overnight. 

 
PERSONAL PROTECTIVE CLOTHING 

All personal Protective Equipment (PPE) shall meet/confirm with the minimum specified 
requirements established under but not limited to one or all  of the below listed regulatory 
agencies. This equipment is useless unless safely used. 
 

1. Occupational Health & Safety Act (OSHA) 
2. National Institute of Occupational Health (NIOSH) 
3. American Safety Institute (ANSI) 
4. National Fire Prevention Codes (NFPC) 
5. National Electrical Codes (NEC) 
6. American Welding Society (AWS) 
7. Mine Safety & Health Administration (MSHA) 
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The immediate supervisor shall insure that all employees wear the necessary protective 

devices that have been 
issued and are required.  
Equipment lost, stolen, or 
damaged through the 
employee’s negligence, shall 
be replaced at the 
employee’s expense. Upon 
termination of employment, 
the employee must return all 
such equipment. 
 
Personal Protective 
Equipment (PPE) shall be 
provided, used, and 
maintained in a sanitary and 
reliable condition.  If 
equipment is damaged the 
employee shall notify their 
supervisor and the PPE must 
be replaced. 
 

Any alteration/modification, purposely initiated by any employee, to any PPE shall render 
the equipment Non-Serviceable.  Abuse of PPE shall be cause for disciplinary action 
 
Supervisor Responsibilities 
 
The immediate supervisor is the key to the entire accident prevention and loss control 
program, and they are responsible for: 
 

 Ensuring that all employees will not endanger themselves and/or other employees 
or the public by performing unsafe acts or unsafe use of machines, tools, 
equipment, or procedures. 

 Inspecting tools and equipment and prohibiting the use of those tools that are 
defective or otherwise unfit for safe use. 

 The placing of warning signs, flags, barricades, flares, or any other devices called 
for to protect subordinates and the public. 

 Immediately making a thorough investigation when an accident or injury occurs. 
 Setting the example of safety-oriented work efforts and insisting on subordinates 

observing all safety rules and regulations. 
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 Ensuring each employee is adequately trained in the use of any equipment required 
for his/her job.  

 Timely completion and submission of documentation involving injuries to employees 
under his charge, material damage accidents to city of private owned property. 

 Ensuring that each employee under his/her supervision meets or exceeds the 
required training hours for the year and is professionally trained to use the 
equipment required for the job. 

 
HARDHATS 
 
OSHA requires, in 29 CFR 1910.135, that if the following hazardous conditions are present, 
then head protection is required: 
 

 Objects might fall from above and strike employees on the head 

 There is potential for employees to bump their heads against fixed objects, such as 
exposed pipes or beams 

 There is a possibility of accidental head contact with electrical hazards 

 
Additionally, all employees working within rights-of-way of the easement, or public 
roadways are required to wear appropriate hard hats.  Hard hats are required when 
operating heavy/mobilized equipment.  Metal type hard hats are prohibited. 
 
SAFETY VESTS 
 

When a job requires working off or within the right-of-way boundaries, 
private easements or roadways, vests are required to be worn to be 
visible to the traveling public.   

All safety vests are rated and approved by the American National 
Standards Institute (ANSI). Safety vests are classified as Class 1, Class 
2, or Class 3, based on the amount of both reflective material and 
high contrast (orange or lime color) fabric making up the vest. The 
degree of reflectivity in the tape and intensity of the background 

fabric colors are specified in the ANSI standard. The more hazardous your workplace, the 
more visible the person needs to be. 

Class 1 Safety Vests 

 Class 1 vests are for those working in low-impact areas. According to OSHA, this 
includes areas where traffic flow does not exceed 25 mph. Workers should also be 
stationed a good distance away from the traffic to prevent injury. Class 1 vests are 
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typically used by parking attendants, delivery drivers, and roadside assistance 
personnel in low traffic areas. 

 All class 1 vests should have a minimum of 155 square inches of reflective tape. 
Dimensions of the reflective tape can be either 6.46 linear feet of 2-inch tape or 9.39 
linear feet of 1 3/8-inch tape. The reflective stripes should be around the middle in 
a 360º stripe and above each shoulder. These vests should also have a bright yellow 
or orange color. 

Class 2 Safety Vests 

 Those working near heavier traffic and in low visibility areas will need to wear class 
2 safety vests. The weather may reduce visibility in these areas and traffic flow may 
exceed 25 mph. Workers should still be stationed a good distance away from the 
traffic. Class 2 vests are typically worn by airport workers, high-volume parking or toll 
booth operators, and forest workers. 

 Class 2 vests must have a minimum of 201 square inches of reflective tape. 
Dimensions of the reflective tape can be 8.373 linear feet of 2-inch tape or 12.2 
linear feet of 1 3/8-inch tape. Reflective stripes should be over the shoulders and 
around the middle in either one or two 360º horizontal stripes. 

Class 3 Safety Vests 

 Class 3 vests are reserved for those that are close to high-traffic areas, including site 
inspectors, emergency responders, railway workers, and utility crews. Traffic in these 
areas may be close to or exceed 50 mph. Workers typically work right next to the 
road or in other hazardous areas, so they should be as visible as possible to prevent 
injury. 

 These vests must have a minimum of 310 square inches of reflective tape that is 12.92 
linear feet and 2-inches wide. This includes a requirement that the worker have a full 
silhouette outline. Headlights approaching a worker should make plain that this is a 
person. This means reflective materials on the arms and legs, which far exceeds the 
standards for Class 1 and Class 2 safety vests. 

A jacket, insulated vest, or shirt may be substituted if it matches the safety vest color. 
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Gloves  
 

The Occupational Safety and Health Administration 
(OSHA) requires workers to have hand and arm 
protection when exposed to hazards "that cannot 
be completely eliminated through other means." 
OSHA wants to prevent injuries such as: 

• Skin absorption of harmful substances 
• Chemical or thermal burns 
• Electrical dangers 
• Bruises, abrasions, and cuts 
• Punctures 
• Fractures and amputations  

 
Protective gloves should be selected based on the type of work and the possible hazards. 
Care must be taken to ensure the right gloves are being used. Gloves designed for one 
type of hazard may not protect against another, even though they may look similar. 
 
Protective clothing shall be worn when welding, sampling, working with fresh concrete, 
cement washing parts, handling chemicals, or where employees are in contact with 
vermin, animal carcasses and infectious substances/material. Oil soaked/saturated 
clothing shall not be worn while conducting a cutting/welding operation.  Check your 
gloves for proper size, absence of cracks and holes, and good flexibility and grip before 
you wear them. Be sure the right type of glove is chosen for the right job. 
 

Mechanical Guards  
 
Safety guards for power tools are provided where required. Never use any equipment 
without safety guards in place. Notify your Supervisor of any broken or defective 
equipment and take it out of service until repairs are made.  
 
Hearing Protection  

One of the most common types of injuries that occurs in the workplace is hearing damage. 
Millions of people experience some type of hearing loss, ringing in the ears, or other issues 
related to being exposed to loud noises at work. 

Unfortunately, this type of hearing damage can occur over the course of months or even 
years, so people do not notice it is happening at first. To help combat this huge problem, 
OSHA has issued several requirements that employers must follow regarding hearing 
protection. 
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OSHA's standards are laid out under the standard number 1910.95, which covers 
occupational noise exposure. Learning about these standards is not only important for 
remaining in compliance with the government regulations, but also for ensuring 
employees are given the protection they need. 

There are two types of hearing risks associated with loud noise. The first risk is a sudden spike 
in loud noise. Things like gunshots or explosions fall into this category. The other type is a 
prolonged noise that is significantly louder than normal. 

Both possibilities are extremely dangerous, but what may be surprising to some is that the 
prolonged noise exposure can be more dangerous at lower levels than the sudden option. 
Facilities need to identify all potential sources of noise, determine whether noise levels are 
potentially dangerous, and then implement safety standards to protect their employees. 

OSHA sets requirements for how long someone may be exposed to loud noises and for 
when hearing protection is needed. In general, OSHA does not say exactly how an 
employee must be protected from the sound. Different situations are best served by 
different types of hearing protection. 

The 2 types of hearing protection that are available are: 

 Earplugs 
o Earplugs are one of the oldest forms of hearing 
protection, but they are still highly effective. Earplugs 
are accepted by OSHA as a form of hearing protection 
and are sufficient for environments on the low level of 
the scale where hearing protection is need ed.  
Earplugs are extremely inexpensive to buy and are 
disposable in most cases. 
o  Employers can put out large containers of them for 
the employees to wear when entering loud 
environments, and then employees can discard them 

when leaving. This is one of the easiest and most affordable ways to remain 
in compliance with OSHA requirements. 
 

 Earmuffs 
o Earmuffs are designed to fit over or around the head and then cover the 

entire ear rather than just going into the ear canal. A properly fitting pair of 
earmuffs can provide a tremendous amount of protection since they stop the 
sound from entering the ear at all. There are many levels of earmuffs on the 
market, each designed to stop a different amount of noise, so it is important 
that the right type is chosen for the right situation. 

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=9735
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o Of course, these are not the 
earmuffs designed to keep people 
warm. They are made to stop noise 
from getting to the ears. Some types 
of highly advanced earmuffs are 
built with a microphone on the 
outside and small speakers on the 
inside. These earmuffs can "listen" to 
the environment and replay sounds 
at a safe volume to the person 
wearing them, eliminating much of 
the noise in the process. This makes 
it possible for people to talk freely in loud environments, without being at risk 
of hearing loss. 

o People who work all day in a loud environment often benefit from these 
options since in addition to preventing hearing damage, it is important to 
ensure everyone can communicate with each other to avoid other types of 
problems. 

Foot Protection  
 
The use of occupational foot protection in affected areas is a condition of employment. 

 
1. Occupational foot protection must be: 
 
2. American National Safety Institute certified (ANSI-
Z87). 
 
3. Manufactured of smooth leather only. Smooth 
leather will not readily absorb or retain moisture as that of 
tennis shoe or rough out type shoes. No employee shall wear 
nylon/canvas type safety toe shoes. 
 
4. Field employees/safety sensitive positions are 
required to wear steel toe boots unless pre-approved by Risk 

Management and properly submitted documents by the Department Head. 
 

5. Employees working in the electrical department must take the following precautions: 
 

 Using safety boots that will not conduct electricity. 
 Ensure that the shoe does not have nails on the heels or soles. 
 It is recommended that shoes be a minimum of six (6) inches in height and consist 

of laces to assist in the prevention the probability of ankle sprains. 
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Employees who do not fall into the above-mentioned categories, but experience occasional 
exposure to foot injuries, are encouraged to utilize foot protection. 
 
Other Preventives  
 
Employees are not to wear ties, loose clothing, jewelry, or hanging key chains when near or 
working on moving or rotating machinery. Tie hair back or cover it.  
 
Eye Protection  
 
The majority of impact injuries result from flying or falling objects, or sparks striking the eye. 
Most of these objects are smaller than a pin head and can cause serious injury such as 
punctures, abrasions, and contusions. 

While working in a hazardous area where the worker is exposed to flying objects, 
fragments, and particles, primary protective devices such as safety spectacles with side 
shields or goggles must be worn. Secondary protective devices such as face shields are 
required in conjunction with primary protective devices during severe exposure to impact 
hazards. 

Personal protective equipment devices for impact hazards: 

 Safety Spectacles: Primary protectors intended to shield the eyes from a variety of 
impact hazards. 

 Safety Goggles: Primary protectors intended to shield the eyes against flying fragments, 
objects, large chips, and particles. 

 Face Shields: Secondary protectors intended to protect the entire face against 
exposure to impact hazards. 

Safety Spectacles 
 

 Safety spectacles are intended to shield the wearer's 
eyes from impact hazards such as flying fragments, objects, 
large chips, and particles. Workers are required to use eye 
safety spectacles with side shields when there is a hazard 
from flying objects. Non-side shield spectacles are not 
acceptable eye protection for impact hazards. [29 CFR 

1910.133(a)(2) and 29 CFR 1915.153(a)(2)] 

 The frames of safety spectacles are constructed of metal and/or plastic and can 
be fitted with either corrective or Plano impact-resistant lenses. Side shields may 
be incorporated into the frames of safety spectacles when needed. Consider 

https://www.osha.gov/SLTC/etools/eyeandface/ppe/impact.html#goggles
https://www.osha.gov/SLTC/etools/eyeandface/ppe/impact.html#faceshields
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each component of safety spectacles when selecting the appropriate device for 
your workplace. 

Safety Goggles 
 

 Safety goggles are intended to 
shield the wearer's eyes from impact 
hazards such as flying fragments, 
objects, large chips, and particles. 
Goggles fit the face immediately 
surrounding the eyes and form a 
protective seal around the eyes. This 
prevents objects from entering under 

or around the goggles. 

 Safety goggles may incorporate prescription lenses mounted behind protective 
lenses for individuals requiring vision correction. Take time to consider specific lens, 
frame, and ventilation options when selecting safety goggles. 

Face Shields 
 

 Face shields are intended to protect the entire face or 
portions of it from impact hazards such as flying fragments, 
objects, large c hips, and particles. When worn alone, face 
shields do not protect employees from impact hazards. Use 
face shields in combination with safety spectacles or 
goggles, even in the absence of dust or potential splashes, 
for additional protection beyond that offered by spectacles 
or goggles alone. 

 Face shield windows are made with different transparent 
materials and in varying degrees or levels of thickness. These levels should 
correspond with specific tasks. Window and headgear devices are available in 
various combinations to enable the worker to select the appropriate equipment: 

 
Respiratory Devices 
 
OSHA states that respiratory devices shall be furnished to employees where the lack of such 
protective devices that may constitute a health hazard.  Employees must be trained and 
cleared for use of respiratory devices.  Respiratory protection will be put on before entering 
the proximity of the source of contamination or any confined space that has been tested to 
be oxygen deficient. 
2: Supervisor and Employee 
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WORKING OVERHEAD 
 
General Requirements: 
 

 When working overhead, 
take precautions to 
protect personnel working 
below.  Loose materials, 
tools and the like must not 
be left in places where 
they can be knocked, 
blown, or vibrated  off-
balance and fall. 

 Rope off or barricade the 
area below the overhead 
work to prevent access to 
non-working personnel. 

 Do not drop or throw material, tools, or supplies from overhead work areas. 
 Use a tag line to lift heavy or awkward loads. 

 
 

FIRST AID KITS/STATIONS 
 
Employees should be familiar with the location of First Aid Kits/Stations within the facility. The 
Safety Officer will designate one person responsible for replenishing supplies.  
 
Make sure that first-aid supplies are  
 

 Easily accessible to all your employees.  
 Stored in containers that protect them from damage, deterioration, or contamination.  
 Containers must be clearly marked, not locked, and may be sealed.  
 Able to be moved to the location of an injured or acutely ill employ. 
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LOCK OUT/TAG OUT PROGRAM 
 

Lock-Out and Tag-Out 
 
Lockout and Tag Out (LOTO) and Lock and Tag Out 
have been a requirement under OSHA for many years. 
Each division depending on their specific application 
shall have their procedures in effect. 
 
If specific electrical, pneumatic, hydraulic system must 
be shut down for repair, the employees shall be held 
accountable for their safety and the safety of co-
workers. 
 

Lockout and Tag Out (LOTO) generally encompasses the planning and communications from 
the supervision to maintenance and operations employees. 
 
Lockout and Tag Out generally involves the locking out and tagging out of mobile equipment. 
 
Application to Lock Out and Tag Out 
 

 Generally, this task will involve major installation where systems must be completely de-
energized and shut down at the main control room; the main switch/system has been 
physically locked and tagged out. This task shall be performed to prevent any 
accidental start up.  *NOTE: Each employee shall have his/her personal lock. A tag shall 
be attached to the lock and shall indicate the date, time, justification as to why the 
system was locked out and that employee’s printed name. 

 
 Once the control room supervisor has verbally informed the employee that the system 

has been shut down that employee shall de-energized that specific switch from his/her 
site or location. A lock and tag shall be placed on that system. At this time, that 
employee shall contact the control room supervisor and request to attempt to restart 
the system to insure there is a complete shutdown. 
 

 Once the task has been completed, each person shall remove their personal lock and 
notify the control room operation that their task has been completed. 
 

 At no time will any person remove another person’s lock. This lock will be in the sole 
possession of the employee. 
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 Each employee required to work at the specific site shall install his or her individual lock. 
 

For your safety, every employee working on 
the site shall be required to attach his/her 
personal lock. 
 
Should any major shutdown be scheduled, or 
shutdown be required, the Safety Officer shall 
be notified to ensure complete compliance 
under all regulatory agencies. 
 

 Disabled equipment shall be secured 
in BAD ORDER LINE (BO line) and shall 
be tagged as such. 

 
 The tag shall consist of the date, what the mechanical problem consists of and the 

employer’s name. 
 

 The tag must be positioned in a manner to be readily visible to any person. 
 

 This tag may only be removed by a maintenance repairman. 
 

 Maintenance repairmen shall be the only authorized employees to move any 
equipment for repair, testing or loading for transport. 

 
 Once the equipment has been repaired the tag shall be removed and delivered to the 

maintenance supervisor. 
 

 The maintenance employee shall secure that mobile equipment to a Ready Line. 
 
“Red” tagging 
 

 “Red” tagging consists of a tag which shall be attached to a piece of equipment or a 
switch or any mechanism to indicate that the equipment has been shut down, power 
turned off or the specific system has been de-energized. 

 
 An employee shall be permitted to “RED” tag a piece of equipment provided the 

following are in effect: 
 

 A “RED” tag shall be used to inform persons that the equipment is disabled, and 
continued use may jeopardize the safety of employees or the public. 
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 The potential of creating a hazardous condition, which may cause injury to an 

employee or the public. 
 

 The immediate supervisor shall be immediately made aware of the existing situation and 
agrees with the employee’s concern. 

 
 The supervisor immediately contacts the appropriate maintenance/repair supervisor. 

 
 The immediate supervisor will sign his/her name on the “RED” tag which was initiated by 

an employee. 
 

 Once a “RED” tag has been activated on any mobile equipment, the only authorized 
person(s) to remove this tag shall be the repair person or the maintenance supervisor.  
 

Restoring Machinery to Normal Operation  
 
When service or maintenance is complete and the machinery is ready for operation, check 
to ensure that:  

 All personnel are cleared of the area.  
 Tools and equipment have been removed.  
 Safeguards are reinstalled.  
 Locks and tags removed from switches, valves, etc. by the individuals who installed 

them.  
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GENERAL BUILDING MAINTENANCE 
 

All heaters, ventilators, electrical 
equipment, and wiring shall conform 
to Federal and State regulations.  
Work areas, aisles, stairs, ramps, 
offices, and storage shall be 
adequately lit by natural or artificial 
light. 
 
Should employees be physically able 
to contact fluorescent lighting; bulb 
sleeves shall be placed on the 
fluorescent bulbs.  Fluorescent 
tubes/bulbs shall be disposed of in a 
proper manner to prevent injuries to 
co-workers. 
 
A bulletin board shall be in a 

prominent place for the posting of safety memoranda and posters. 
 
Motors shall not be run in shops or garages unless adequate windows and doors are open, or 
exhaust fumes are carried away by a means of a suction exhaust/ventilation system. 
 
Before any service or repair of any equipment is made, the motor power source shall be shut 
off and secured. (See Section 20-Lock Out and Tag Out Procedures). 
 
An emergency eyewash basin shall be provided in any facility where an employee is in 
contact with batteries or acid. 
 
Working under a vehicle supported by jacks is prohibited.  Metal stands or wood blocks shall 
be provided. If equipped, the parking brake shall be initiated, and a chock shall be placed in 
the front and rear of at least one wheel on the ground.  Employees shall never work under a 
raised truck bed unless it is safely blocked or pinned in the raised position.  Before raising or 
lowering a hydraulic lift, check to be sure there is sufficient clearance, and that everyone is in 
the clear. Remain at the control valve throughout the raising and lowering operation. 
 
Loaded trucks shall never be raised on hydraulic lift.  No one shall be allowed to remain in a 
vehicle while the vehicle is on a hydraulic lift. 
 
Rotating or moving parts of machinery/equipment shall be guarded. 
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Employees shall never use loose fitting gloves or clothing when working around moving parts. 
Be careful not to have cleaning rags hanging from pockets. 
 
Shop employees shall be required to wear approved safety shoes and goggles.  All other 
approved safety and PPE devices shall be used as required while performing various jobs. 
 
Floors shall be free of oil, oily rags, grease, nails, and any other debris always. 
 
Scrap paper, wood shavings, chips, garbage, rubbish, etc., shall be disposed of and containers 
shall be emptied daily. 
 
Oily rags and other flammable/combustible waste shall be disposed of in approved containers 
marked “OILY/FLAMMABLE WASTE ONLY”. These containers must be equipped with lids. 
 
Clothing that has grease, oil or paint stains shall hang in open air away from heaters or other 
open flame/heat sources. 
 
Gasoline shall not be used for cleaning body parts, motors, parts, or floors. 
 
Approved metal safety cans shall be used for the handling and use of flammable and 
combustible liquids in quantities greater than one (1) gallon and shall be labeled for positive 
identification.  Approved metal storage cabinets shall be used for storing quantities of 
flammable and combustible liquids. Cabinets shall be conspicuously labeled “FLAMMABLE – 
KEEP FIRE AWAY”. 
 

SAFETY PROCEDURES FOR EQUIPMENT AND 
TOOLS 

 
Battery Rooms, Battery Charging and Battery Jumpers 
 
Batteries of non-seal type shall be in enclosures with outside vents or in well-ventilated rooms.  
Wet batteries, battery acid, or electrolyte, shall never be stored on high shelves. If you should 
get any on your face or body, flush immediately with a generous amount of cold water. The 
minimum time shall be a minimum of twenty (20) minutes for any flushing. 
 
The gas vapor formed in a battery is hydrogen gas and is extremely flammable, explosive, and 
toxic if inhaled. 
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Do not smoke when handling batteries within battery charging or storage areas. A sign 
denoting “NO SMOKING” OR “NO OPEN FLAMES” shall be posted in designated areas. 
 
Any spillage of electrolyte or acid shall be neutralized and cleaned up immediately. 
 
When charging batteries, make sure the vent cap is functioning, and that the parts in the caps 
are not clogged. 
 
Only well trained and instructed employees shall be allowed to charge and handle batteries, 
acid, or electrolyte.  Face shields, rubberized aprons and rubber gloves shall be located at the 
designated area and shall be worn when handling acid and batteries. 
 
Only qualified personnel shall be allowed to use jumpers; proper procedures shall be followed. 
 
Safety Data Sheets (MSDS) on all known hazardous chemicals shall be requested from vendors 
and be kept on file at the specific work site. 
 
Hand Tools 

 
All hand tools, whether furnished by the employer or 
employee, shall be maintained in a safe condition, or 
will not be used.  The weight, size and type of tools shall 
be selected to fit the job at hand and shall be used 
correctly. 
 
When not in use, all sharp-edged tools or pointed tools 
shall be safely stored. 
 
Hammers with cracked or damaged handles shall be 
taken out of service and repaired. 
 

Screwdriver handles shall always be non-conductive . 
 
All tools shall be cleaned and safely stored/put away at the end of the workday 
 
All power-operated tools, whether furnished by the employer or the employee, shall be 
maintained in a safe condition. Defective tools will be repaired or replaced.  When power 
operated tools designed to accommodate a guard, they shall be equipped with such guards 
when in use. 
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Federal and State laws regulating use and maintenance of all power-operated tools shall be 
compiled with. 
 
Only authorized and trained personnel shall be permitted to operate power tools. 
 
Electric Power Tools 
 
The use of electric cords for hoisting or lowering tools will not be permitted.  Extension cords 
used with portable electric tools, that are not double insulated, shall be of a three- wire type. 

 
The use of several short cords to reach the power 
source is not recommended. A single extension 
should be used in all cases.  If an extension cord 
must be used, connection shall be made at the 
tool and work toward the power source.  All power 
cords shall be inspected frequently for breaks in 
the insulation. 
 
The ground prong/pin on the plug of three wire 
power cords shall never be cut off. 
 
Electric tools shall be disconnected when 
changing attachments, making minor 
adjustments, or repairing. 
 

Insulting platforms or rubber mats, or rubber gloves shall be used when it becomes necessary 
to work with electric tools in wet or damp locations. 
 
Workers shall stand on dry footing when using electric tools. 
 
Bench, Stand and Portable Abrasive Wheel Grinders 
 
Bench and stand grinders shall be provided with an approved protection hood on the wheel.  
Eye protection shall be worn even though the wheel has a glass shield. A full-face shield is 
preferred. 
 
The tool rest shall always be in place  and set not more than 1/8 inch from the wheel. 
 
Use only the face of the wheel unless it is designed for side grinding. A chipped or cracked 
wheel shall be discarded. 
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Should the face of the wheel be gouged; the wheel face shall be dressed to establish a smooth 
face. 
 
Replacement abrasive wheels shall be checked to ensure that the wheel meets RPM criteria 
for the grinder. 
 
Wire wheels shall have bristles that are straight, separate, and not bent or tangled. 
 
Portable Power, Circular Hand Saws, Coping Saw, Miter and Hack Saws, 
etc. 
 

All portable power/circular saws 
shall be equipped with a fixed 
guard over the upper half of the 
blade and a movable guard 
covering the lower half.  Saw 
blades shall be regularly 
checked and be in good 

condition.  Saw blades  used shall be recommended for the material being cut. Saw blades 
should not be jammed or crowded into the work. Green or wet material should be cut slowly 
and with extra caution. 
 
Check all material being cut for nails, hard knots, etc. 
 
Table Saws or Bench Saws 

 
Do not force stock through saw blade faster than the saw can 
easily “eat” or cut.  Guards shall be kept in place, as intended.  
Do not saw stock freehand; stock shall be held against a gauge. 
 
Hands shall be kept out of the line of cut. Never reach in front of 
a moving saw blade. 
 
When ripping stock close to fence gauge, or when cutting short 
pieces, a push stick shall be used to keep fingers away from the 

saw.  Saw guard or fence gauge shall never be adjusted while the saw is running.  Saw shall 
be stopped before the operator leaves it. 
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Chain Saws and Fuel-Powered Tools 
 
Extreme caution must be exercised in the use of 
chain saws to prevent personal injury, as the 
cutting mechanism is unguarded.  Operators shall 
be properly instructed in the use of this tool. 
 
The following Personal Protective Equipment (PPE) 
shall be worn when using a chain saw. 
 

 Hardhat will be worn if there is a potential of being struck on the head. 
 Eye protection such as goggles or a face shield shall be worn. 
 Hearing Protection shall be worn. 
 Leather Palmed Gloves. 
 Leather Chaps shall be worn. 

 
Inspection of the condition of the bar and the tension of the chain shall be conducted prior to 
commencing any cutting tasks. 
 
Any fuel powered tool or fuel shall not be carried inside the operator’s cab.  All fuel powered 
tools shall be stored and transported in a manner to prevent fuel spillage. 
 
Pneumatic Powered Tools 
 
Pneumatic power tools shall be secured to the hose or by some positive means to prevent the 
tool from becoming accidentally disconnected. 
 
Never stand directly in front of an operator of pneumatic power tools. 
 
Air shall always be shut off at the source when making repairs of adjustments on pneumatic 
power tools.  Shut off the air supply and bleed the line before disconnecting any tool. 
 
1Operators of pneumatic power tools shall wear approved eye and ear protection.  Operators 
of hammers and drills shall wear protection and safety toe (metatarsal) guards. 
 
Supply hoses shall be inspected regularly, and damaged lines shall be replaced. 
 
The use of hoses for hoisting or lowing tools will not be permitted. 
 
Manufacturer’s Instructions on the care, use and maintenance of the compressed air 
equipment shall be followed. 
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Compressed air shall not be used for cleaning/dusting off or directed towards any employee. 
 
Electrical power to the compressor shall be turned off before any servicing or work is attempted 
on the unit. 
 
For general cleaning purposes, use a pressure of 30 psi and when bridge deck, asphalt surface 
(roadway) work is involved, the pressure shall never exceed 80 psi. Shop cleaning (floors) shall 
use a pressure not to exceed 30 psi unless appropriate chip guarding and PPE are used. 
 

LIFTING 
 
General Procedures for Lifting 
 

 If the object is too heavy or bulky to be handled by 
one person, always get help.   

 Never attempt to lift while in an awkward position.   
 Bend your knees and bring the object as close to the 

body  as possible; with the feet spread apart, one foot 
alongside and one behind the object.   

 Obtain a good handhold that will not slip.   
 Keep the body weight directly over feet, with elbows 

and arms tucked in.   
 With back straight, nearly vertical, chin in, lift vertically 

with your legs, using smooth even motion, free from 
jerking moves.   

 Do not twist your body. If a turn must be made, pivot 
on the feet, keeping the body erect. 

 Reverse the procedure, for putting the load down. 
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STRUCTURAL STEEL, BAR STOCK, POLES, PIPES 
AND OTHER CYLINDRICAL MATERIALS 

 
Unless racked, such material shall be stacked and blocked to prevent spreading, tilting, or 
rolling.  Material shall be segregated as to the type, size, and length and placed in neat, orderly 
piles.  Workers shall remove material by working from the end and not from the side of a pile.  
Two (2) persons shall carry long lengths of pipe. 
 

CHAINS, CABLES, ROPES AND SLINGS 
 
No person shall direct/lead any suspended load while standing in proximity, should a 
suspended load fall. 
 

All chains, cables, ropes, and slings used 
shall conform to the standards of the 
American National Standards Institute 
(ANSI).  All such equipment shall be 
inspected prior to use and as necessary 
during its use. Defective equipment shall 
be removed from service. 
 
Chains made of standard links and used 
for hoisting or similar purposes, shall not be 

subject to loads greater than its rated capacity. 
 
A chain shall be discarded when it shows evidence of having been 
stretched, twisted, kinked, or badly worn. 
 
Job or shop hooks and links, or makeshift fasteners formed from bolts, rods, 
or other such attachments, shall not be used. 
 
Leather palmed gloves shall be worn while handling wire rope or 
steel/stranded cable. 
 

  



54 | P a g e  
 

LADDERS, SCAFFOLDING AND AERIAL LIFTS 
 
Ladders  

 
All portable or fixed ladders shall meet ANSI requirements. 
 
Before putting a new ladder in service or using a ladder, inspect it for 
defects.  Never use a defective ladder. Tag or mark it so that it may 
be repaired or destroyed.  Do not use makeshift ladders. 
 
Portable ladders shall have safety feet or shoes. This will prevent the 
ladder from slipping under the weight of an employee. 
 
Portable ladders  in use shall be tied, blocked, or otherwise secured 
or guard at the base by another worker.  Portable ladders shall be 
used at a pitch that the horizontal distance from the top support to 
the foot of the ladder is about ¼ of the working length of the ladder. 
 
Ladders shall not be used in a horizontal position.  The side rails of a 
ladder shall extend not less than 36 inches above the landing. 
 
Never place a ladder in front of a door that opens toward the ladder.  
Never lean a ladder against unsafe backing.  2 Secure both bottom 
and top to prevent displacement when using a ladder for access to 
scaffolds. 
 
Always face the ladder when ascending or descending. Hold on to 
the side rails with both hands. 
 
A good rule of thumb to prevent a fall – KEEP YOUR BELT BUCKLE 
BETWEEN THE RUNGS TO PREVENT A FALL. 
 
Be sure that your shoes are not greasy, muddy, or slippery before 

climbing. Also ensure that the ladder is clean and free of slip hazards. 
 
Material to be raised or lowered shall be done by rope, block, or pulley. 
 
Do not splice short ladders together. 
 
A safety harness and a lifeline shall be used if the nature of the work requires it. 
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Do not use ladders during strong winds except in an emergency, and then only when they are 
securely tied and guarded at the base by another worker. 
13: Ladders, Scaffolds and 
Do not climb higher than the third rung from the top on straight or extension ladders or the 
second tread from the top on stepladders. 
 

Stepladders shall always be used in a fully open position.  
They shall not be used as a straight ladder at any time. 
 
Stepladders shall not be used where strenuous action on 
the part of the user is required. 
 
Metal ladders shall not be used for electrical work or where 
they may contact electrical conductors. 
 
Regular applications of linseed oil, shellac, or polyurethane 
clear varnish shall be given wooden ladders, but they are 

never to be painted with enamel or other types of paints that would dry out the wood and 
cover cracks or chips that would normally put the ladder out of service. 
 
Metal ladders shall be frequently inspected. 
 
Ladders shall be stored where they will not be exposed to the weather, or excessive heat or 
dampness. 
 
Ladders should be hung on brackets against a wall or placed on edge of racks, rather than 
stored flat. 
 
Scaffolds and Scaffolding 
 
All scaffolds shall be erected, and provisions followed in accordance with Federal and State 
regulations. 
 
 The footing for scaffolds shall be solid, rigid, and capable of carrying the maximum intended 
load without settling or displacement. 
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Platforms that are 4 feet or more above 
adjacent floor or ground level shall be 
guarded by a standard railing. The railing 
shall be provided with a toe-board, 
beneath the open sides, where persons or 
machinery can pass or where falling 
materials can create a hazard. 
 
The poles, legs, or uprights of scaffolds shall 
be plumb and securely and rigidly braced 
to prevent swaying and displacement.  
Tools and other materials used on the 
platform shall be placed in a suitable 
container or secured to keep from falling. 
 
Guardrails shall be of 2x4 inch lumber or 
equivalent material to withstand 200 
pounds top rail pressure. Guardrails height 
shall be approximately 42 inches. The mid-
rail shall be 1x4 inch lumber or equivalent. 
The toe-board shall be 4-inch nominal in 
vertical height. 
 
Wheels shall be equipped with locking 
mechanisms to prevent accidental 

motion or movement. 
 
Safety harnesses and lifelines and lanyards shall be used in accordance with Federal and State 
regulations and OSHA requirements.  Safety nets shall be provided where the use of ladders, 
scaffolds, and safety harnesses, safety lines are impractical. 
 
Supervisors shall acquaint themselves with the Federal and State regulations in the use of these 
devices and govern themselves accordingly. 
 
Aerial Lifts 
 

 Only authorized and trained personnel may operate and access aerial lifts. Specific 
training is required for each equipment model in use.  
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 NEVER operate an aerial lift until you 
have received the proper training.  

 The second person in an aerial lift 
must be trained unless there is another 
trained person on the ground in case of 
emergency rescue.  

 For elevated work, aerial lifts are 
always the first choice over ladders. Each 
foreman when planning their job needs 
to take into consideration the height of 
the work to be performed and have the 
appropriate aerial lift at the job.  

 A pre-use safety inspection checklist 
SHALL be performed thoroughly and 

documented prior to daily use. Turn paperwork into the safety department or your 
foreman.  

 When renting equipment, make sure that you do a thorough pre-use inspection. 
Report any deficiencies to your supervisor immediately. We are responsible for any 
damage that happens while renting the equipment. 

 Any piece of mobile equipment that does not pass inspection SHALL be tagged 
and taken out of service until repaired by a competent person. Obey operating 
instructions, warnings and cautions for each aerial lift. 

 NEVER utilize an aerial lift as material hoisting equipment.  
 NEVER exceed the boom or personnel basket Rated Working Load (RWL) limits.  
 When operating an aerial lift in a walkway or roadway, barricade the area with 

DANGER tape so vehicle or foot traffic will not be in your work area.  
 Before moving the aerial lift, the operator SHALL make sure that no person or objects 

are in the path of travel.  
 Communicate movement of the aerial lift to all personnel on and around the aerial 

lift. Use a spotter to help you move the aerial lift safely when you cannot see clearly 
or need escorted.  

 Aerial lifts SHALL ALWAYS be operated at a safe speed for existing conditions. 
 NEVER operate an aerial lift on soft ground or unlevel surfaces. 
 NEVER operate any aerial lift on grating unless approved by an engineer.  
 Lifts SHALL NOT be operated during strong winds >25 mph or severe weather. 
 ALWAYS beware of overhead power lines. Check for wires before traveling or raising 

and lowering the platform. Depending on the voltage, maintain a minimum 
distance of at least 10 feet or more from all power lines.  

 Lower the basket or platform to the ground before moving the aerial lift. When the 
aerial lift is equipped with outriggers or stabilizers, deploy these in accordance with 
the manufacturer’s instructions.  
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 NEVER move an aerial lift with the outriggers or stabilizers extended. 
 ALWAYS make sure the access gate is closed or safety chain is attached whenever 

the aerial lift is in use.  
 ALWAYS enter and exit the platform with three-point contact. DO NOT exit using the 

“fireman’s style”. 
 ALWAYS keep both feet planted firmly on the floor of the basket or platform.  
 NEVER step up on the mid rail or top rail to extend your reach. 
 NEVER use boards across the mid rails. Reposition or discuss with your foreman. 
 NEVER use a ladder, bucket, or other objects to extend your reach. 
 Always wear your fall protection gear  inside the personnel platform. Tie-off to the 

manufacturer’s designated anchorage point on the aerial lift.  
 NEVER tie-off to objects outside the aerial lift while working from the platform except 

when: If you need to exit the aerial lift to climb onto a pipe rack or structural steel, 
follow these procedures: 
• Do NOT exit the lift in winds exceedingly more 

than 20 mph 
• Workers shall always remain 100% tied off   
• To ensure 100% tie-off, the operator’s primary 

SRL snap hook shall be attached to the lift’s 
anchorage point 

• Position the personnel platform with the 
access gate facing the direction you will exit 
within 12 inches of the surface you plan on 
accessing 

• Attach secondary SRL snap hook to adjacent 
structure 

• Climb safely out of the lift using the mid rail 
entry or gate, never by climbing over the rails 

• Unhook primary SRL snap hook 
• Perform your elevated work safely 
• When returning to the platform, operator must 

attach the primary SRL snap hook to the 
platform anchor point before detaching secondary SRL hook 

 Keep hoses, electrical cords, and welding cables clear of moving parts when raising 
and lowering the personnel platform. 

 DO NOT tie cords to the guardrails. This can cause tip-overs. Use a method for quick 
release such as spring clamps. 

 Boom or platform must be lowered when parked. NEVER leave equipment with the 
boom in air. 

 In extenuating circumstances, boom lifts may be used as an anchorage point if: 
• The pitch is no greater than 4:12 slope 
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• Lift must be positioned a minimum of 4’ from the leading edge 
• Spotter must remain on ground near the machine base controls to prevent 

unauthorized use and to prevent the machine from being used. 
 

EXCAVATION, TRENCHING AND SHORING 
 

Excavation, trenching, and shoring shall be 
performed, and provisions followed in 
accordance with State and Federal Safety 
regulations.  
 
The classification of soil and rock deposits in this 
area is to be considered Type C. Type C is defined 
as: 
 

 Cohesive soil with unconfined compressive 
strength of 0.5 tsf (ton per square foot) or, 

 Granular soils including gravel, sand, and 
loamy sand or, 

 Submerged soil or soil from which water is 
freely seeping or, 

 Submerged rock that is not stable or, slope of four horizontal to 
 one vertical or steeper. 

 
Before excavation work of any kind is begun, the site shall be carefully inspected for conditions 
requiring precautionary measures. 
 
 Beware of potential buried water, sewer pipes, and telephone and electrical wiring.  Lines 
locate shall be marked prior to any excavation. 
 
In excavations where employees are required to enter, excavated or other materials shall be 
retained 2 feet or more from the edge of the excavation or effective retaining devices 
provided. 
 
A qualified person shall design support systems. 
 
Sides of excavations shall be shored or braced, as necessary to resist superimposed loads.  
Sides of trenches that are unstable or soft material, 5 feet or more in depth shall be shored, 
sheeted, braced, sloped, or otherwise supported sufficiently to protect employees working in 
them.  
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Design of sloping and benching: The slopes and configurations of sloping and benching 
systems shall be selected and constructed by the employer or his designee and shall be in 
accordance with the requirements set forth by OHSA which state that one cannot bench in 
Type C soil. 
 
When employees are required to be in trenches 4 feet deep or more, an adequate means of 
exit such as a ladder or compacted steps shall be provided and located to require no more 
than 25 feet of lateral travel. 
 
If evidence of possible cave-ins or slides is apparent, all work in the excavation shall cease until 
the necessary safeguards of employees have been taken. 
 
Where oxygen deficiency (atmospheres containing less than 19.5 percent oxygen) or a 
hazardous atmosphere exists, or could reasonably be expected to exist such as in excavations 
in landfill areas or excavations in areas where hazardous substances are stored nearby, the 
atmosphere in the excavations must be detected. 
 
All employees shall use OHSA approved and recommended protective devices for the 
protective devices for the protection of the head, eyes, respiratory organs, hands, feet and 
other body parts as set forth in city policy and OHSA regulations as indicated in this manual. 
 
Full body harnesses shall be worn when there is a potential for any trench or material to cave 
in on any employee. 
 
Another employee will be on the look-out when employees are working in a trench to: 

 
 Sound the alert in the event of a cave in. 
 Assist in the extrication of an injured employee; and 
 Mark the specific location of a confined employee. 
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GENERAL HEAVY EQUIPMENT OPERATION 
SAFETY PROCEDURES 

 
Only qualified and trained people shall operate 
heavy equipment. 
 
Provisions shall be adhered to regarding the 
minimum performance criteria for Rollover 
Protective Structures in operating scrapes, 
loaders, dozers, graders, and crawler tractors. 
 
Rollover Protective Structures (ROPS) shall not 
have any holes drilled nor welding performed to 
attach handholds or any other accessory. 
 
Before operating equipment at the beginning of a shift, a pre-shift safety inspection shall be 
conducted. All items affecting the safe operation of the equipment must be inspected. These 
items include but are not limited to: 
 

 Windshield wipers 
 Doors 
 Seat belts 
 Park brakes and brakes 
 Headlight, taillights, turn signals, strobe light (s), emergency flashers 
 Fluid levels to include 
 Tire condition and condition of lug nuts h. Horn and, if equipped, back up alarms 
 Check for any type of leaks under the vehicle and in the engine compartment 
 General overall interior/exterior damage 
 Gauge functions 

 
Other relevant information: 
 

 Never jump down from any piece of equipment. Operators, while climbing onto our 
climbing off equipment, shall use provided handholds. 

 
 Learn the limitations of operating your machine (s) on slopes and rough haul roads. 

 
 Report malfunctions to your lead person/immediate supervisor. All unsafe equipment 

that is being worked on shall have a warning tag on it. 
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 All equipment shall be secured so that it cannot be started or moved by an 
unauthorized person and all elevated blades, buckets and forks shall be landed at the 
end of work shift or any time the equipment is out of service or left. 

 
 The operator shall be the only one person on the machine when in use.  EXCEPTION: 

Trainee operation of single seat equipment shall be accomplished to the maximum 
extent possible in the city yard, landfill, or on light-traveled roadways. 

 
 All required light, reflectors and accessories shall be maintained in working order on all 

equipment. 
 

 When pulling any stuck machine, always stand clear of the cable, chain, or sling. Knots 
on chains, cables or slings will not be permitted for towing. 

 
 piece of equipment shall be operated unless all systems related to its safe operation are 

functioning properly. 
 

 Back-up alarms shall be installed and in operable, audible condition at tall times. 
 
Tractors, Dozers, Compactors, Etc. 
 
Pre-shift safety inspection shall be performed prior to 
activating this equipment.  Seat belts shall always be worn . 
 
Do not brake dozers on downhill runs by using the blade.  This 
is an emergency use only. 
 
Be certain that everyone is in the clear before pushing over 
trees, rolling, or leveling refusing piles. 
 
Turns on steep grades shall be made in an uphill direction. 
 
Keep your equipment a safe distance from the edge of embankments. 
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Front End Loaders 
 

A pre-shift safety inspection of the 
equipment shall be performed prior to 
activating this equipment. 
 
Whenever possible, front-end loaders 
should be transported on other equipment. 
 
Always drive at a slow rate of speed. The 
bucket should be carried about 18 inches 
above the roadway for safe driving. 
 
Seat belts shall always be worn  while 
operating any Front-End Loader. 
 
When operating a loader, extreme care 
shall be exercised so that maneuvers will be 
smooth and slow. 

 
When loading trucks, know what is on the other side of the truck.  
 
ever work a loader parallel to a steep bank or at any angle other that right angles on the bank. 
 
Watch for overhanging or loose rocks when working near high banks. 
 
The loader operator shall not, ant any time; operate the loader in areas where he/she cannot 
safely see beyond the limits of the vehicle. A guide/ground man shall assist under such 
conditions. 
 
Use extreme caution when operating loaders. Never take anything for granted. 
 
Always be aware of power lines above the working areas. 
 
Cranes, Shovels, Backhoes and Other Hoisting Equipment 
 
A pre-shift safety inspection of any equipment shall be conducted prior to activation of any 
equipment. 
 
Seat belts shall always be worn . 
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In the event hoisting equipment is acquired for use, an untrained individual shall never operate 
them. 
 
Prescribed standard hand signals shall be posted and used. 
 
Only one person will be designated to provide hand directions to the operator. 
 
The operator shall not take any hand signals by any other person to initiate hand signaling.  In 
case of an emergency, any person may initiate the emergency stop signal to the operator. 
 
Driver/operators shall assure that all is clear, and no one is mounted on equipment before it is 
put into motion or used as motor vehicle in transit. 
 
Using a lift truck as an elevator may be done provided a safe work platform is securely 
attached to the forks, fastened to the vertical face, and provided with handrails and toe 
board. The truck shall also have an overhead guard for the operator’s protection. 
 
If any employee will be utilizing the work platform, such a platform shall be secured to the forks 
of the equipment. Employee(s) shall always be secured with a full body harness . 
 
Never walk under any suspended load or permit others to do so. 
 
Outriggers shall be used with rubber tire cranes and backhoes. Matting shall be used under 
tracks or wheels on soft or uneven ground. 
 
A full body harness shall be worn any time it becomes necessary to climb on a boom in the 
raised position. 
 
Never move a boom, front-end fork, etc., closer than 16 feet to an energized power line. 
Alarms should be installed on equipment of this nature if work is to be conducted next to an 
energized power line. 
 
Cable, pulleys, turn drums, etc., and other moving parts of the cable leverage run shall be kept 
lubricated, clean, and in good operating condition always. 
 
Any overhead wire shall be considered energized until either the person who owns the line, or 
the electric utility authorities indicate otherwise. 
 
If the boom or cable accidentally contacts a wire, the operator shall swing the crane to get 
clear. If for any reason, it is impossible for the operator to stay on the equipment, he/she should 
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jump making sure that all parts of his/her body are free of the equipment before his/her feet 
touch the ground. 
 
Stepping off could be fatal if any part of the body is still in contact with the equipment when 
the feet touch the ground. People on the ground shall remain clear of the equipment to a 
distance of at least 20 feet. 
 
Non-metallic tag lines shall be used for controlling loads that may swing or must be guided. 
 
Operators shall dismount from trucks being loaded. 
 
No person shall positioned/standing in proximity of any loading operation without first notifying 
the loader operator. 
 
Motor Grader 
 
A pre-shift safety inspection of any equipment shall be conducted prior to activation of any 
equipment. 
 
Do not operate a grader while standing. Sit in the seat and fasten seat belts. Hard hats shall 
be worn. 
 
All equipment lighting shall be activated while on public thoroughfares. 
 
Operators should keep to the right side of the roadway while operating the grader either in 
transit or for job operations. 
 
If used at the job site, proper signing will be posted and displayed at a reasonable warning 
distance. 
 
Extreme care shall be used when working on and around railroad crossings. 
 
In any situation where blading against traffic is necessary, extra precautions, (flag persons and 
required traffic control devices) shall be used. 
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Dump Trucks 
 
A pre-shift safety inspection of any equipment shall be conducted prior to activating of any 
equipment. 
 
Operators of dump truck shall not attempt to drive away from a job site, after having unloaded 

or dumped a load of material, while the 
dump truck bed is still hoisted up. In loose 
soil conditions or bank cut-a-ways, this 
practice can easily result in overturning the 
vehicle. 
 
The operator must wear the vehicle’s seat 
belt. 
 
Back up alarms are required on dump 
trucks and shall be in proper working 
condition. 

 
Tailgates shall be shut while hauling loose material. Tailgate installment is required. 
 
Operators shall signal their intentions well in advance before attempting wide turn maneuvers. 
 
Operators are to keep a constant vigil for overhead lines while dumping trash containers into 
the units. 
 
If ground men are required to direct this equipment, the ground men shall position him where 
he/she will always be visible to the operator . 
-Author Unknown 
Brooms and Sweepers 
 
A pre-shift safety inspection shall be conducted prior to 
activating this equipment. 
 
All operators shall wear seatbelts. 
 
Strict traffic control and signing shall be adhered to 
while using power brooms and sweepers. 
 
On two-lane, two-way highways or roadways, a flag 
person shall be used when it is necessary to use a power broom. If a sweeper is needed for a 
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special cleanup operation, flag person shall be stationed in accordance with existing city 
regulations. 
 
Every attempt shall be made to sweep away from traffic, which will reduce the change of dust 
clouds sweeping across traveled lanes. Where dust on the street or roadway is a hazard, traffic 
shall be stopped or forewarned while the broom or sweeper is in operation. 
 
Sweeping in residential areas will mandate that every possible precaution will be taken for 
pedestrians and parked vehicles. 
 
Every reasonable measure will be made to keep the dust watered down while sweeping. 
 
Brooms and sweepers shall be equipped with flashing warning lights and easy to see displayed, 
“SLOW MOVING VEHICLE” emblems. 
 
Mowers and Mowing 
 

A pre-shift safety inspection shall be 
conducted prior to activating this piece of 
equipment. 
 
The operator shall always wear seat belts . 
 
These devices shall always be in use  while 
in operation.  “SLOW MOVING VEHICLE” 
emblems shall be properly and 
conspicuously displayed. 
 
Operators shall not allow anyone to ride on 
any part of a mower while it is moving/in 
transit. 
 
No operator shall allow anyone to ride on 

any part of a mower while it is moving/in transit. 
 
Motors shall be turned off and ignition key removed when inspecting, servicing, or working on 
the ground around the mowers. 
-Author Unknown 
Extra care shall be exercised when removing or replacing mower blades. 
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After a day’s run and before parking overnight or longer in yards or sheds, all grass and debris 
shall be brushed off the mower and attachments to minimize the fire hazards. 
 
All guards shall be inspected daily. 
 
On rotary mowers, always inspect around the housing and cutters to make sure they are clear 
of wire and debris before starting the engine. 
 
If rotary mowers are used, a chain curtain will be provided around the housing to protect 
against flying objects. 
 
Other guards, shielding, and houses on mowers shall always be in place and in good condition 
. 
 
At no time shall operators work about the mower with the Power Take Off (PTO) in operation. 
 
Shielding shall be installed on the tractor behind the operator’s sheet as protection from 
objects that may be thrown from the mower blades in his direction. 
 
Rotary mowers shall be operated with extreme caution around other workers or vicinities where 
others are nearby. If possible, a co-worker should be nearby to warn others who may come 
near the operation, of precautions to take. 
 
Rotary mower blades rotate clockwise on some and counterclockwise on other mowers with 
blades rotating clockwise, should, where practical, be operating in a direction what will keep 
the right side of the mower to the traffic on the roadway. 
 
Do not operate any mower on a slope where there is danger of a rollover. 
 
Weed trimmer blades or line (nylon) shall be changed as the need arises. 

 

WELDING 
 
General 
 
All welding machines and equipment shall meet the requirement of National Electrical Codes 
(NEC) and American Welding Society and Occupational Safety and Health Act (OHSA). 
 
Store all compressed gas cylinders in upright and fastened positions.  Place the protective cap 
on cylinders when they are not being used.  Keep stored cylinders at least twenty (20) feet 
from acetylene cylinders and other flammables.  Always check the label or stencil on the 



69 | P a g e  
 

cylinder to make certain you have the proper gas.  Never use oil or grease as a lubricant on 
valves or attachments of oxygen cylinders. 
 

Only manual electrode 
holders which are specifically 
designed for arc welding and 
cutting and are of the 
capacity capable of 
handling the maximum rated 
current required by the 
electrodes, shall be used.  
Electrode holders shall be 
fully insulated. 
 
Proper switching equipment 
for shutting down the welding 
machine shall be provided 
on or near the welding 
machine. 
 

The motor and generator shall be suitable, enclosed, and protected. 
 
When electrode holders are to be left unattended, the electrodes shall be removed, and the 
holder shall be so placed or protected that they cannot make electrical contact with 
employees or conducting objects. 
 
Welding cables shall be completely insulated, flexible and of the proper size for the maximum 
current requirements of the work. 
 
When the operator stops or leaves the work for any extended length of time, the power supply 
shall be cut off. 
 
Never use pipelines carrying gases of flammable liquids and conduits carrying electrical 
conductors for grounding purposes. Be sure that conductors can safely carry the ground 
current. 
 
Rubber gloves shall be worn under working gloves when work is being one in wet or damp 
locations or where the welder is perspiring excessively. 
 
Keep non-reflective screens and/or curtains in place to protect others from rays of the arc. 
Warn others to avoid looking at the arc. 
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Place all rod stubs in a container. They are a slipping hazard and can be harmful to vehicle 
tires. 
 
Electrode and ground connector lugs shall be properly insulated. 
Only authorized and trained personnel shall operate welding equipment. 
 
All welding and cutting operations must comply under OSHA and American Welding Society 
specifications. 
 
All cylinders shall be stored in areas designated as “FULL” or “EMPTY”.  If cylinders are required 
to be transported, they shall be transported in an upright position and shall be secured. 
 
Unless the cylinders have gauges and valves in place, all cylinders shall have the safety cap in 
place while in storage or while under transport. 
 
Always wear approved PPE when using a torch or welding. 
 
Long hair shall be contained in approved headgear. 
 
The wearing of any nylon type of clothing is not acceptable at any time. 
 
Keep PPE dry and free of oil. 
 
Take care that your own clothing is not oily, and that pockets and cuffs are not open and 
ready to receive sparks or hot slag. Sleeves shall be kept buttoned above the wrist and collars 
shall be kept buttoned. 
 
Work areas shall have adequate ventilation. 
 
Any employee engaging in cutting torch/welding operations must have clearance form 
his/her immediate supervisor to perform that job task. 
 
Do not weld or cut containers such as drums, barrels, or tanks until you know there is no danger 
of fire or explosion. 
 
Flying sparks can travel as much as 35 feet. Falling slag can pass through cracks out of sight of 
the goggled operator. The metal being cut or welded (or the arc or flame itself) can be hot 
enough to ignite combustibles. Always have a charged fire extinguisher readily available. 
 
Keep flames and sparks away from cylinders and hoses. 
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Move the job to an area free of combustibles. If you must leave the immediate work area, the 
oxy/acetylene hose shall be purged, and the valves shall shut off. 
 
Oxygen, Acetylene Welding and Cutting 
 
Inspect the condition of your cylinders and equipment.  Ensure they are clean, in a safe 
location, upright, secured and in good working order.   
 
When welding, cutting, or burning is performed in confined spaces, the cylinder shall be on the 
outside of that confined space. 
 
Make and keep all connections between cylinders and accessories gas tight. Always use 
soapy water and not flame to check for leaks. 
 
Momentarily open or wrack cylinder valve before attaching regulator. Reverse flow check 
valves to safeguard against “flashback’ is required. 
 
Always reduce cylinder pressure by use of suitable pressure regulators and use them only with 
the gas with which they are intended to be used. 
 
Fully release the pressure adjusting screw on a regulator before the regulator is attached to 
the cylinder and the cylinder valve is opened. 
 
All new hose is dusted inside with talc, blow this out before using. 
 
Use only hose designed for use with the gas source to which it is to be connected. Do not try 
to repair hoses with tape. 
 
If a hose is burned by a flashback, discard that length of hose. A flashback burns the inner walls 
and renders the hose unsafe. 
 
Never use matches or cigarette lighters for lighting torches.  Use a friction lighter (striker). 
 
Never use acetylene at pressures more than 15 psi. 
 
When equipment is not in use, all valves shall be closed, and pressure released from hoses and 
regulators. 
 
Operators shall not stand in front of the gauges on the regulator when opening the discharge 
valve of the tank. 
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The valve wrench shall be left in position when acetylene cylinder valves are open, this will 
facilitate quick closing in an emergency. Acetylene valves shall not be opened more than 1 
½ turns. 
 
Coil excess hose neatly so that it cannot kink or tangle. 
 
Purge each hose before lighting the torch. 
Flashback can be caused by failure to purge, improper pressure, distorted or loose tips, kinked 
hose, clogged tip, or torch orifices, or, and overheated tip or torch. 
 
All oxygen/acetylene torch assemblies shall be provided with reverse flow check valves. 
 
Welding curtains shall be used to prevent any injury to coworkers in the immediate work site. 
 

GENERAL SNOW REMOVAL OPERATIONS 
 

While spreading ice and snow removal substances 
(salt, scoria or lava cinders) and while 
plowing/blading snow, it is the responsibility of the 
operator to make certain that flashing amber 
warning lights, as well as all other lawfully required 
lights are in operation. 
 
If it becomes necessary to crawl under the 
equipment, proper eye protection shall be worn. 
Other required PPE shall be worn. 
 

When driving snow-removing equipment, extra precautions shall be taken when meeting or 
passing other vehicles to avoid throwing frozen chunks of snow/ice through windshields or 
dangerously obscuring the vision of others. In the event an operator is stopped by a motorist 
claiming such damage, he/she shall get the necessary information from that motorist: 
 

 Name and address phone number at home and at work, license plate number and the 
driver’s license information. The operator will follow all procedures as outlined in this 
manual for reporting accidents to his/her immediate supervisor. The operator will 
examine the damage, if able. 

 
 In the event of heavy snowfall and emergency operations, the minimum information to 

be gathered from the complaining motorist will be name, phone number and make 



73 | P a g e  
 

note of the time. He/she may notify his/her immediate supervisor at any time before the 
end of the work shift, but in any event, before leaving his/her work shift. 

 
Speed of snowplows shall be reduced even to the point of stopping, if necessary, for the safety 
of other traffic.  Extreme care shall be exercised when traveling on a downhill grade or 
approaching any street intersection.  Care shall be exercised when moving snow removal 
equipment to other lanes, through median opening, and crossovers. 
 
Do not extend plow blades into other traffic lanes unless you are sure that it can be done 
safely. Only trained, experienced DOT licensed operators shall be allowed to operate 
snowplows.  Snowplows suspension chains shall be 3/8 inch or better. 
 

Custodian Operations 
 

Safety cones, small pylons, or other warning devices shall be 
placed at both ends of the floor areas where wet mopping 
or liquids are placed on the floor and will carry the warning, 
“CAUTION: WET FLOOR” in order to prevent a slip/fall injury 
form occurring. 
 
Employee(s) shall conduct a pre-shift inspection of all 
electrical appliances before activating any equipment i.e., 
a. Ground prong on vacuum cleaners, grinders, and power 
tools. 
 
Rummaging or scavenging through trash or other waste 
receptacles is expressly prohibited. 

 
Exercise care and caution while carrying materials up or downstairs. 
 
When handling heavy objects or office furniture, ensure that you have 
adequate assistance and/or the proper equipment. 
 
Coordinate all body movements when more than one custodian will be 
assisting another person in any lifting/carrying situation. 
 
All flammable products shall be stored in appropriate fireproof cabinets. 
 
As a custodian, you shall be accountable for securing/locking exits. 
 
Human Resources Department 
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Risk Management Division 
110 West Aztec Avenue 

Gallup, NM 8Accident/Incident 
Investigation and 

Reporting 
  



75 | P a g e  
 

ACCIDENT/INCIDENT INVESTIGATION AND 
REPORTING 

 
Purpose  

 
The District requires that the Safety Program describe how 
workplace accidents/incidents will be investigated and 
corrective action implemented. Investigating 
accidents/incidents is a responsibility of all levels of 
management, and a concern of every employee. The 
principal investigator should be the employee's supervisor, 
department head, or other designated person who best 
knows the process, equipment, and department.  
 

It is the policy of the District to investigate all accidents/incidents or process interruptions 
that are the result of actions involving employees requiring no treatment, first aid only, 
doctor's care, restricted work activity, incidents involving property or liability, and lost time 
or near miss. A timely investigation of a near miss or repetitive first aid cases, followed up 
by good corrective action, can prevent a serious accident/incident. This also would 
include injury or potential injury to persons not employed by the District but injured on 
District property. Effective corrective action should be implemented based on the 
information collected during the accident/incident investigation process, including the 
District Manager’s review.  
 
Definitions  
 

 Accident/incident: An unplanned, undesired event resulting in an injury to an 
employee or a member of the public.  

 Near Miss: An unplanned, undesired event which could have resulted in an injury, 
or where it is not yet determined if an injury occurred.  

 Property Damage Event: An event which resulted in damage to District vehicles, 
other District property, or third-party property.  

 Accident/incident Investigation: The employee’s, supervisor's, or department 
head’s analysis and account of an accident/incident based on information 
gathered by a thorough and conscientious examination of all factors involved. True 
accident/incident investigation includes the objective evaluation of all facts, 
opinions, statements, and related information, including definite action steps to be 
taken to prevent a recurrence. 
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Application 
 
This procedure is applicable to all employees and members of the public. All accidents 
and near miss incidents must be reported, but especially those accidents/incidents that 
result in injury, loss of life, loss of property, or claims of general liability. 
 
Responsibilities 
 
The District Manager 
 

 Ensure that accident/incident investigation training is completed for department 
heads, supervisors, and new employees, and reviewed regularly by all employees.  

 Conduct annual refresher training on accident/incident investigation for all department 
heads, supervisors, and employees  

 Review the investigation form of accidents/incidents and ensure the Safety 
Committee receives a report of the accident/incident for review.  

 Ensure that corrective action is completed in a timely fashion, and follow-up, as 
necessary.  

 Promote success through Safety Committee.  
 

Department Heads and Supervisors 
 

 Respond appropriately to all accident/incidents in or around their work area.  
 Ensure that new employees are trained on their accident/incident investigation 

responsibilities.  
 Investigate accidents/incidents of employees reporting to them.  
 Ensure that corrective action is completed in a timely fashion and follow up, as 

necessary.  
 
Employees 
 

 Report accidents/incidents to supervisor and/or department head as soon as 
possible.  

 Participate in the accident/incident investigation process.  
 Adhere to changes that may be the outcome of the accident/incident 

investigation process in the form of corrective action.  
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Reporting and Conducting the Investigation  
 
The nature and severity of the injury or accident/near-miss incident will determine what 
information is to be gathered and what forms are to be completed. All appropriate forms 
are to be completed as soon as possible. Completed forms are to be turned in to the 
department head, who will in turn send them to the Office Manager in Admin.    
 

 Injury to employees: The employee, or if necessary, the individual that the affected 
employee reports to, should complete the First Report of Injury form and the 
Accident/Incident Report form.  

 Near-miss incident: The employee should complete a Near Miss Reporting form.  
 Property damage: The employee shall complete the Property Loss Notice form or 

Automobile Loss Notice form.  
 Injury to a non-employee: The injured person, or if unable, the assisting employee, 

shall complete the Non-Employee Accident Injury Report form.  
 Investigation: As soon as the physical situation has been stabilized and any injured 

persons have been cared for, you should begin the investigation. Using the First 
Report of Injury Report form and the Accident Report, conduct a thorough 
investigation by completing these four steps:  
 
1. Gather all related information.  
2. Analyze the information.  
3. Determine what corrective action must be taken to prevent a future 

accident/incident; and  
4. Take corrective action.  

 
Once the investigation is complete, send to the District Manager for review, recording, 
and applicable reporting. Six to 12 months following the implementation of the corrective 
action process, the corrective action should be reviewed again to ensure that it is 
accomplishing the desired result. Ensure the Safety Committee is involved in this process 
when applicable. 
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WORKPLACE VIOLENCE 
 

Violence in the workplace causes a 
significant number of workplace 
fatalities and injuries throughout the 
United States. Every week, about 20 
workers are murdered in the United 
States.  
 
Workplace fatality data shows that 
assaults and other violent acts are 
among the leading causes of work-
related deaths in several states. For 

women, violence is the leading cause of workplace fatalities in the United Sates.  
 
The following types of violence illustrate different characteristics of workplace violence 
and ways violence may present itself. Each involves different risk factors and means of 
preventing or responding to the potential violent incident.  
 

1. Violence by strangers.  
2. Violence by customers or clients.  
3. Violence by co-workers.  
4. Violence by personal relations.  

 
The District is concerned and committed to employees’ safety and health. The company 
refuses to tolerate violence in the workplace and will make every effort to prevent violent 
incidents from occurring by implementing a Workplace Violence Prevention Program 
(WVPP).  
 
All managers, supervisors, and employees are responsible for implementing and 
maintaining our WVPP program. We require prompt and accurate reporting of all violent 
incidents whether physical injury has occurred.  
 
Our program will ensure all employees adhere to work practices that are designed to 
make the workplace more secure and do not engage in verbal threats or physical actions, 
which create a security hazard for others in the workplace.  
 
It includes:  
 

 Informing all employees about WVPP.  
 

 Evaluating workplace security measures.  
 

 Recognition of workplace security hazards and risk factors associated with four 
types of violence:  
a. Violence by strangers.  



80 | P a g e  
 

b. Violence by customers or clients.  
c. Violence by co-workers.  
d. Violence by personal relations.  

 
 Providing training and/or counseling to employees who need to improve work 

practices to ensure workplace security.  
 

 Disciplining employees for failure to comply with established practices.  
 

 Providing training designed to address specific aspects of workplace security 
unique to our establishment.  
 

 Posting or distributing workplace security information.  
 

 Providing a system for employees to inform management about hazards or threats 
of violence. 
 

 Establishing procedures for protecting employees who report threats from 
retaliation.  
 

 Complying with all federal and state record keeping requirements.  
 

 Conducting periodic inspections to identify and evaluate workplace safety hazards 
and threats of workplace violence assessing all four types of violence listed above.  
 

 Annual reviewing and evaluating program safety and security measures. 
  

 Training will be provided for all employees as an essential part of implementing the 
WVP  
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MOTOR VEHICLE SAFETY 
 
As a District employee, commuting to work, 
carpooling, driving a District-owned vehicle, 
or other work-related driving tasks, we want 
you to arrive to work and home safely. Lack 
of awareness is a major factor in traffic 
crashes and many drivers do not relate “risk” 
to driving. Managing risk when you drive 
involves controlling visibility, time, space, and 
being aware of the amount of traction 
available.  
 
The following are guidelines that can help you 
assess conditions more accurately, predict the actions of other roadways users, and make 
decisions with a more realistic concept of the consequences.  
 
1. Inspect the Vehicle Walk around and inspect outside before entering.  

 Check tires for proper inflation.  
 Check oil/gas levels.  
 Check mirrors for proper alignment.  
 Make sure lights, signals, windshield wipers, and instruments are working properly.  

 
 
2. Develop Visual Habits Concentrate on path of travel.  

 Look well ahead.  
 Scan the scene constantly.  
 Look through rear window and turn head while backing up.  
 Be aware of signs, signals, and roadway markings.  
 Look for pedestrians, bicycles, and obstructions.  

 
 
3. Time and Space Considerations Maintain a 2-3 second following distance behind other 
vehicles.  

 Allow 2-second distance to the rear.  
 Allow at least one care width of space to one side.  
 Adjust speed for road, traffic, sight, or weather conditions.  

 
 
4. Communication with Other Drivers User proper turn/hazard/brake signals.  

 Position vehicle to be seen.  
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 Turn lights on for safety.  
 Use the horn to warn.  
 Use appropriate body actions and gestures (eye-to-eye contact).  

 
 
5. Adverse Driving Conditions Clear windshield, rear windows.  

 Slow for adverse weather conditions.  
 Pull off roadway and wait for rain or snow to ease, if needed.  
 Use low beams and slow down for foggy conditions.  
 Adjust speed for glare and reduced visibility for night driving.  
 Pump brakes, shift to low gear, or use emergency brake if brakes fail.  
 Avoid driving around bedtime or for long periods of time.  
 Firmly hold the steering wheel and steer straight if a blowout occurs.  

 
6. Obey Laws/Safety Precautions Wear seatbelts  

 Lock doors.  
 Do not drink or abuse drugs and drive.  
 Do not drive while fatigued. Stop and rest.  
 Do not drive while emotionally or mentally upset.  
 Pull over for emergency vehicles.  
 Obey construction site rules/signs.  
 Adhere to speeding limits.  
 Do not use cell phones while driving.  

 
VEHICLE ACCIDENT REPORTING PROCEDURES  

1. Stop immediately to investigate.  
2. Protect the scene of the accident to prevent further injury or damage.  
3. Call 911.  
4. Render assistance to injured parties.  
5. Report the accident to your supervisor immediately.  
6. Fill out the accident report at the scene.  
7. Return completed forms to your immediate supervisor within one business day 

following the accident.  
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Driver’s Qualifications and Drivers’ Licenses 
 

All operators of District-owned, leased, or rented motorized 
fleet vehicles/equipment shall carry a valid driver’s license 
of proper class in accordance with Colorado Motor Vehicle 
Law s. 
 
All operators of District-owned, leased, or rented motorized 
fleet vehicles and Equipment must complete a defensive 
driving course.  EXCEPTION: New employees may be 
permitted operating privileges until courses are available, 
not to exceed one (1) year. 

 
Operators must be physically able and fit to operate a vehicle. 
 
Employees who have their driver’s license suspended or revoked through either DWI 
charges or other violations of law shall advise their supervisor immediately. 
 
Driving Rules and Use of Seat Belts 
 
All District employees must fasten their seat belts before the vehicle is put in motion. The 
operator of the vehicle will ensure that all 
passengers in that vehicle have properly 
fastened seatbelts prior to starting or 
leaving for their destination.  Operators 
shall insure that their view is not obstructed 
by passengers, dashboard clutter or 
racked/damaged windshields. 
 
All employees shall abide by the Colorado Motor Vehicles Laws. 
 
Backing  
 
Avoid backing a vehicle or equipment whenever possible.  Before backing a vehicle or 
equipment, the driver shall conduct a walk around of the vehicle to determine if there is 
sufficient clearance and area to complete the backing maneuver.  For vehicles and 
equipment equal to and exceeding one ton, a ground guide shall assist while backing. 
 
Audible backup alarms shall be installed and be operable on all vehicles required by 
Federal and State regulations. 
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Parking 
Licenses and Permits 
A set of chock blocks shall be carried as standard equipment on all dump trucks to include 
flatbeds, service trucks and other utility trucks weighing one ton or greater.  Any vehicle 
weighing one ton or more shall have chock blocks placed under the wheels to prevent a 
runaway unit. 
 
The front tires shall be turned into a curb, berm, or stop block to prevent the vehicle from 
rolling onto oncoming traffic.  When it becomes necessary to stop a vehicle or other 
equipment on the roadway, a flag person shall direct traffic.  If no one is available, the 
driver/operator will be responsible for directing traffic around the temporary obstruction 
and must use all required safety equipment. 
 
Disable Equipment 
 
Repairs on equipment shall never be made while parking on the roadway. If it is impossible 
to park without obstructing a portion of the roadway, all appropriate warning devices shall 
be displayed. 
 
Emergency Warning Devices 
 
All District trucks, transports, snow removal equipment, and other equipment of equivalent 
size or greater than eighty (80) 
inches in width, shall carry 
emergency warning devices, 
three Department of 
Transportation (DOT) approved 
reflectors and t wo red flags. 
 
If the stop is to exceed ten 
minutes, the driver shall place 
three emergency reflectors on the 
travel portion of the roadway in 
compliance with DOT standards. 
 
Transportation of Passengers 
 
No one shall: 
 

 Get on or off any equipment while in its motion.   
 Ride in a position where arms or legs hang over the side or tailgate of any vehicle.   
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No District vehicle will be used for the transportation of passengers not engaged in official 
business for the District.  Employees must have their own specific seatbelt and the seatbelt 
must be fastened. 
 
Loading 
 
The immediate supervisor or driver shall never allow his/her vehicle to be overloaded.   
Should it become necessary to carry over-width or overlength loads, red flags, shall be 
attached to the end of the load or extension. Also use “WIDE LOAD” signs when hauling 
over-width load. Over-width loads shall not be moved on the roadway after dark or during 
inclement weather. 
 
Lights 
 
The driver shall make certain that all lights are in working order before moving his/her 
vehicle each morning or at the beginning of the shift. 
 
Check, Care and Repair Equipment 
 
Drivers and operators will be held personally responsible for ensuring the equipment in their 
charge is always in safe operating condition.  The operator of the vehicle/equipment must 
complete a pre- and post-inspection. 
 
All safety items must be inspected prior to placing the equipment into motion. This shall 
include: 
 

 Windshields (windows) and windshield wipers shall be inspected. Damaged glass, 
which impairs the operator’s visibility, shall be reported immediately to his/her 
supervisor. 

 Headlights, taillights, turn signals, and emergency flashers are always clean and 
functional . 

 Horns and/or back alarms shall be operational. 
 Brakes/emergency brakes/park brakes shall be operational at all 
 times. 

 
Equipment shall be towed with an approved and rated tow bar.   
 
Vehicles shall not be pulled or pushed to be started. 
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Never attempt to remove a cap from a steaming radiator, first, let it cool down. Any 
addition of antifreeze/water shall be introduced into the plastic container located beside 
the radiator. 
 
If an employee (s) will require to jump-start a vehicle with another unit, the following will 
prevent injuries due to fire explosion to one of the two vehicles:  Jump cables: connect the 
“Positive” cable end to both positive posts of the batteries.  The “Negative” cable should 
be connected to the negative post of the disabled vehicle while the other negative cable 
end should be attached to a “Ground” and NOT to the Negative post. 
 
Fueling Vehicles and Equipment 
 

The motors of all vehicles or equipment being fueled 
should be off during the fueling operation.  NO SMOKING 
shall occur in proximity of any gas pump.  Caution shall be 
exercised to prevent overfilling/spillage of any fuels. 
 
Gas caps shall be replaced immediately upon 
completion of any fueling operation. 
 
Any container used to transport flammable products shall 
be correctly identified to the contacts and caps provided 
for each container.  All containers shall always be properly 

secured.  All containers must be UL approved. 
 
Gas tanks, cans/containers will always have caps in place. The use of rags or plugs is not 
acceptable at any time. 
 
Traffic Control 
 
All traffic-controlled devices must meet or exceed the latest standards as set forth in the 
Manual on Uniform Traffic Control Devices (MUTCD) and existing city safety regulations and 
policies. Supervisors are responsible for proper functioning of traffic control devices. 
 
Flag persons and operators of trucks and machinery shall be made to understand that 
every reasonable effort must be made to allow the driving public the right-of-way and 
prevent excessive delays. 
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Signing 
 
Typical design layouts are available for basic uniform signing. Supervisors are responsible 
to ensure their personnel are trained in the proper placement of signs and that work areas 
are properly signed. Signs used during darkness shall be reflectorized lighted, or both. 
 
Where the scope of the job warrants additional precautions to protect the public and 
employees, it shall be the responsibility of the immediate supervisor to institute additional 
precautionary measures. 
 
Traffic control signs shall be removed when the work ended or has been suspended. 
Stationary or in place signs may be covered. 
 
Flagging 
 
Supervisors shall insure that 
their employees are trained in 
proper flagging procedures.  
The immediate supervisor shall 
be responsible for ensuring 
that a flag person meets the 
following qualifications: he/she 
must be in good physical 
condition; including sight and 
hearing; mentally alert, courteous, but firm; neat in appearance; and have a sense of 
responsibility for the safety of the public and the crew. 
 
Remember, flag person(s) should never assume that all vehicles drivers are alert. 
 
All flag person(s) shall be fully clothed, wearing the appropriate uniform. 
 
Tools: the flag person shall use the “STOP” and “SLOW” paddle (as per DOT specifications). 
The night flag person shall use a flashlight with an 8-inch red or orange wand and 
fluorescent red or orange gloves. A flag may be substituted for the paddle, when the 
paddle is unavailable, or during extreme windy situations for emergency or unscheduled 
work. 
 
The flag person shall stand-alone not less than 100 feet or more than 200 feet from the work 
area where he/she can see and be seen by oncoming traffic. In areas of multi-lane 
roadways, he/she shall be positioned where oncoming traffic is visible for 500 feet. In 
residential areas or narrow streets, the distance shall never be less than 250 feet. 
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To STOP traffic: 
 
Stand in a safe position on the shoulder or barricaded area facing the traffic. 
 

1. The “STOP” sign (or flag) shall be in the right hand facing the traffic. It shall be extended 
out and away from the body. 

2. Look directly at the approaching driver, and with the free arm upraised and the palm 
of the left hand exposed to the driver, bring the driver to a stop. 

3. Never roll up the flag and wave it. 
4. Never wave the flag at the driver; such motions will only serve to confuse the motorist.   

 
After the first vehicle has been stopped: 
 

1. Move to a conspicuous position near the centerline to be readily seen by drivers 
approaching from the rear. 

2. Stop all other approaching vehicles in the same manner used for the first vehicle. 
3. Remain in this position with “STOP” sign/flag displayed until ready to permit traffic to 

move. 
4. In no case should a flag person stand in the path of an approaching vehicle. 
5. Never turn your back on traffic. 

 
To Release Stopped Vehicles: 
 

1. Move back to your original position on the shoulder or barricaded area away from 
traffic. 

2. Turn the “SLOW” side of the paddle to face stopped vehicles, and with the free arm, 
indicate to the drivers they can proceed with a sweeping motion of the arm. 

3. Never wave traffic through with a rapid motion of the arm as this could indicate 
impatience or a motion to hurry through the 

4. job site. 
5. Do not wave traffic through the paddle or the flag. 

 
To Slow Traffic: 

1. When slowing traffic or funneling traffic into other lanes, only the “SLOW” side of the 
paddle shall be faced to approaching traffic. 

2. Then motion with the fee hand for the driver to proceed. 
3. Stopping of Emergency Vehicles 

o Attempt to stop the approaching emergency vehicle in the same manner as other 
traffic. 

o Allow the driver to proceed at his/her discretion. 
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