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Safety Program Responsibilities

Table of Organizationtc "Table of Organization" \f C \l 1
General

An effective safety program must include a complete and clear description of safety responsibilities for all employees. It is important for everyone to understand not only their responsibilities but also the responsibilities of fellow employees.

All levels of management and supervision are charged with the responsibility of preventing conditions that could lead to occupational injury or illness. While the ultimate success of our safety and health program depends upon the full cooperation of each employee, it is management’s responsibility to see that safety and health rules and procedures are adequate and enforced, and to see that effective training and education programs are employed to the best advantage.

This section describes key roles and responsibilities of people involved in the Safety Program. The positions covered include: City Manager, Safety Committee, Supervisor and Employee.

City Manager

*
Review all accidents and investigation reports.

*
Track all safety and workers’ compensation statistics,

*
Communicate safety information

*
Appoint Safety Coordinator.

*
Manage special safety programs

*
Evaluate and approve safety equipment and personal protective equipment for use at City sites.

*
Promote safety

Safety Coordinator & Safety Committee Chairperson

The City Manager will select one person to act as Accident Prevention Coordinator.

*
Update Safety Policies and Procedures Manual.

*
Establish annual City safety goals

*
Monitor Safety Program (ensure safety committee meetings take place, safety training is conducted, etc)

*
Coordinate all safety audits as needed,

*
Assure timely and accurate accident reporting.

*
Coordinate preparation of Quarterly Accident Summary Reports and Incident Rate Statistics.

*
Communicate safety information

*
Recommend improvements in the Safety Program

*
Assist with safety activities and reporting issues

*
Assist in investigating unsafe conditions and accidents

*
Assist in training new and existing employees

*
Maintain safety records and information

*
Set an example of safe working habits and follow all safety regulations
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Safety Committee

The Department Superintendent will appoint people as necessary to serve as Safety Committee Member.

*
Enforce all safety policies and procedures

*
Ensure that all employees understand the safety policies and procedures

*
Orient new employees

*
Ensure accidents are thoroughly investigated and follow-up action is taken

*
Establish Safety training sessions

*
Assist Safety Coordinator in conduction of safety audits

*
Assist Safety Coordinator in monitoring Safety Program activities

*
Recommend improvements in the Safety Program

*
Set an example of safe working habits and follow all safety regulations

Supervisor

*
Responsible for the safety of employees reporting directly to them, as well as the safety of others who may enter their work area

*
Communicate and enforce all safety policies and procedures within their operations

*
See that all injuries are promptly treated and reported

*
Instruct employees as to the hazards of the job, how to avoid injury, and appropriate emergency procedures

*
Assist in training new and existing employees

*
Investigate the cause of all accidents and injuries and complete reports as required

*
Periodically inspect all work areas to ensure that work practices and equipment are meeting established safety standards

*
See that essential safety devices and personal protective equipment are provided and used

*
Take immediate corrective action whenever unsafe conditions and/or unsafe acts are noted


*
Recommend improvements in the Safety Program

*
Set an example of safe working habits and follow all safety regulations

Employee

*
Read, understand, and follow all City/Town of ____________ safety policies and procedures

*
Recommend improvements in the Safety Program

*
Perform duties in a safe manner

*
Report all unsafe acts and conditions

*
Report all accidents

*
Wear all personal protective equipment that is required and maintain the equipment in good condition

*
Set an example of safe working habits and follow all safety regulations.
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A. Function

a. The success of the City safety programs is greatly influenced by the level of involvement of the Safety Committee. The Committee is the focal point for all safety activities. It provides an important communications link allowing management, supervisors, and employees to share information and concerns related to safety.

b. The Safety Committee also helps build safe attitudes within the City. This safety attitude, or safety awareness, is developed and maintained by the Safety Committee through its various functions involving training, hazard identification, accident investigation, etc.

B. Organization

a. The Committee must be composed of a representative group of City Employees from all Departments. It is important to include representatives from each functional area. The total number serving on the Committee should be kept small to facilitate better communication during meetings, and to achieve better results.

b. There are three positions on each Safety Committee: Chairperson, Recorder, and Committee Member. The responsibilities of each position are reviewed in the following text.

C. The Chairperson is responsible for:

a. To Chair and schedule safety committee meetings and distribute the agenda. Oversee the scheduling and delivery of all safety training sessions.

b. Prioritize and delegate assignments. Ensure that follow-up action is taken.

c. Oversee the maintenance of all safety records.

d. Ensure that all committee members are aware of their responsibilities and perform their duties.

e. Make sure safety program deadlines are met.

f. Communicate effectively with the City Manager, Safety Coordinator, Supervisors, and Employees.
g. Make sure minutes are typed and copies are properly distributed and posted.

h. Maintaining all safety records.

i. Set an example of safe working habits and follow all safety regulations.

D. Committee Member

a. There is no required number of members for a Safety Committee. The size of the group is dependent on the staff size and functional make-up. It is important to have representation from all departments, this allows for multiple viewpoints and committee diversity.

b. Committee members are responsible for:

c. Attend and actively participate in all Safety Committee meetings

d. Assist in completing assigned tasks and special safety projects

e. Encourage open communication between the Safety Committee and all Employees

f. Set an example of safe working habits and follow all safety regulations

E. Duties of the Committee

a. Following is a list of duties routinely performed by the Safety Committee:

F. City Safety Meetings
a. The committee is responsible for developing the agenda for the general safety meeting held once per month. The committee will review minutes of previous meeting and any old business. Other topics include accident reviews, introduction of new policies, review of old safety procedures, and safety training. This involvement by the Committee ensures that the meeting is topical and informative.

G. Safety Training
a. The type of training conducted at the monthly training sessions is based on requirements established by the Safety Committee. The Safety Committee is responsible for picking of subjects which are meaningful and timely. The Committee guides and supports the safety training effort to ensure that quality training is provided.

H. Budget

a. The Committee develops a yearly projection of the dollar expenditure that is needed to fund safety related activities. These recommendations are then sent to the City Manager for review and action.

I. Hazard Investigation

a. The investigation of all reported hazards is the responsibility of the Safety Committee. Each hazard should be reviewed to determine its severity. The Committee then makes recommendations to correct the situation in an established time period. The Committee will review all past hazards to ensure that they have been corrected as assigned.

J.  Accident Investigation

a. All accidents are reviewed by the Safety Committee. The Committee is responsible for providing recommended corrective actions, and may be involved in follow up activities. Write and Review JSA’s/SOP’s

b. The Committee is responsible for developing an effective safety policy and procedure communication system. The Committee acts as a sounding board for all personnel on safety matters, policies and procedures, etc. Special training sessions on new or revised policies and procedures will be developed by the Committee.

K. Inspection

a. The Safety Committee is responsible for developing and monitoring safety inspection procedures.

City/Town of _____________
Accident Analysis Policytc "Accident Analysis Policy" \f C \l 1
A. Purpose

Accident prevention and control of hazards is the result of a well-designed and executed safety and health program. One of the keys to a successful program includes unbiased, prompt and accurate accident analysis. The basic purpose of the analysis is to determine measures that can be taken to prevent similar accidents in the future. This chapter addresses:

a. City Policy

b. Responsibilities

c. Hazard Control

d. Role of Supervisors

e. Analysis Procedures

B.  
Policy

It is the policy of the City/Town of ____________ that all analysis for work related accidents, injuries and illnesses are to be conducted in a professional manner to identify probable causes and are used to develop specific management actions for the prevention of future accidents.

C.  
Responsibilities -  Management

a. Conduct accident prevention and analysis training for supervisors

b. Ensure all accidents and injuries are properly analyzed

c. Ensure immediate and long term corrective actions are taken to prevent reoccurrence

d. Maintain accident reports permanently on file

e. Provide all necessary medical care for injured workers Supervisors

f. Conduct immediate initial accident analysis

g. Report all accidents to management as soon after the event as possible

h. Collect and preserve all evidence that may be useful in an analysis

i. Conduct interviews of witnesses in a polite professional manner

j. Do not attempt to find or assign blame for accidents

k. Take action to protect people and property from secondary effects of accidents Employees

l. Immediately report all accidents and injuries to their supervisor

m. Assist as requested in any accidents analysis

n. Report all hazardous conditions and near-misses to supervisors

D. Hazard Control

a. Engineering Controls - There are numerous engineered safeguards throughout the City used to protect employees and prevent exposure to hazards. Examples of engineering controls are machine guards, safety controls, isolation of hazardous areas, monitoring devices, etc. Specific engineering controls are addressed in other chapters of the company safety manual and in equipment and process procedures.

b. Administrative Controls - These controls involves the use of procedures, assessments, inspection, records to monitor and ensure safe practices and environments are maintained. Other administrative controls are in place to identify new hazards and implement corrective action. Examples of administrative controls are periodic inspections, equipment operating and maintenance procedures, hazard analysis, selection and assignment of personal protective equipment, etc.

c. Training Controls - This aspect of hazard control is used to ensure employees are fully and adequately trained to safely perform all tasks to which they are assigned. No employee is to attempt any task without proper training in the equipment, required personal protective equipment, specific hazards and their control and emergency procedures. Examples of training controls are initial new hire safety orientation, job specific safety training and periodic refresher training.

E. Supervisor Involvement

a. In most cases, the immediate supervisor will conduct the initial phase of an accident analysis. This initial activity is primarily a recording of facts involved in the accident, list of affected employees and witnesses. Direct supervisors are familiar with employee’s work environment & assigned tasks. Supervisors must take the accident situation under control and immediately eliminate or control hazards to others. The immediate steps are:

1. Provide First Aid for any injured persons

2. Eliminate or control hazards

3. Document accident scene information to determine the cause

4. Interview witnesses immediately

5. Contact Human Resources.

F. Accident Prevention

Accidents are usually complex. An accident may have 10 or more events that can be causes. A detailed analysis of an accident will normally reveal three cause levels: basic, indirect, and direct. At the lowest level, an accident results only when a person or object receives an amount of energy or hazardous material that cannot be absorbed safely. This energy or hazardous material is the DIRECT CAUSE of the accident. The direct cause is usually the result of one or more unsafe acts or unsafe conditions, or both. Unsafe acts and conditions are the INDIRECT CAUSES or symptoms. In turn, indirect causes are usually traceable to poor management policies and decisions, or to personal or environmental factors.

G. Basic causes:

a. Most accidents are preventable by eliminating one or more causes. An accident analysis determines not only what happened, but also how and why. The information gained from the analysis can prevent recurrence of similar or perhaps more disastrous accidents, Accident analysts are interested in each event as well as in the sequence of events that led to an accident. The recurrence of accidents of a particular type or those with common causes shows areas needing special accident prevention emphasis.

H. Initial Analysis Procedures has three purposes:

a. Prevent further possible injury and property damage

b. Collect facts about the accident

c. Collect and preserve evidence

I. Steps

a. Secure the area. Do not disturb the scene unless a hazard exists.

b. Prepare the necessary sketches and photographs. Label each carefully and keep accurate records

c. Interview each victim and witness. Also interview those who were present before the accident and those who arrived at the site shortly after the accident. Keep accurate records of each interview. Use a tape recorder if desired.

J. Determine

a. What was not normal before the accident?

b. Where the abnormality occurred.

c. When it was first noted.

d. How it occurred.

K. Follow-up Accident Analysis

a. The follow-up analysis is used to analyze data and determine the causes and corrective actions necessary to prevent reoccurrence.

b. Analyze the data obtained in the initial investigation.

c. Repeat any of the prior steps, if necessary.

d. Determine

1. Why the accident happened.

2. A likely sequence of events and probable causes (Direct, indirect, basic)

3. Determine the most likely causes

L. Conduct a post-analysis briefing,

a. Prepare a summary report, including the recommended actions to prevent a recurrence.

b. An analysis is not complete until all data are analyzed and a final report is completed.

M. Conducting Interviews

a. In general, experienced personnel should conduct interviews. All interviews should be conducted in a quiet and private location. It is essential to get preliminary statements as soon as possible from all witnesses. Analyst should not provide any facts to the witness -only ask non-leading questions.

b. Explain the purpose of the analysis (accident prevention) and put each witness at ease.

c. Listen, let each witness speak freely, and be professional, courteous and considerate.

d. Take notes without distracting the witness. Use a tape recorder only with consent of the witness.

e. Use sketches and diagrams to help the witness.

f. Emphasize areas of direct observation, Label hearsay accordingly.

g. Do not argue with the witness

h. Record the exact words used by the witness to describe each observation.

i. Identify each witness (name, address occupation, years of experience, etc.)

N. Analysis Types

Accidents represent problems that must be solved through analysis. Formal procedures are helpful in identifying and solving problems. This section discusses two of the recognized procedures for the City/Town of ____________: Change Analysis and Job Safety Analysis

a. Change Analysis

1. As its name implies, this technique emphasizes change. To solve a problem, an analyst must look for deviations from the norm. Consider all problems to result from some unanticipated change.  Make an analysis of the change to determine its causes. Use the following steps in this method:
1. Define the problem (What happened?)

2. Establish the norm (What should have happened?)

3. Identify, locate, and describe the change (What, where, when, to what extent)

4. Specify what was and what was not affected.

5. Identify the distinctive features of the change.

6. List the possible causes.

7. Select the most likely causes.

b. Job Safety Analysis
In general, JSA breaks a job into basic steps, and identifies the hazards associated with each step. The JSA also prescribes controls for each hazard. A JSA is a chart listing these steps, hazards, and controls. Review the ISA during the analysis if an ISA has been conducted for the job involved in an accident. Perform a ISA if one is not available. Perform a ISA as a part of the analysis to determine the events and conditions that led to the accident.

O. Analysis Report

a. An accident analysis is not complete until a report is prepared and submitted to management. To be an effective tool, an accident report should be clear and concise. The purpose of the analysis is to prevent future accidents. The following outline has been found especially useful in developing the information to be included in formal report:

1. Background Information

a. Where and when the accident occurred.

b. Who and what were involved.

c. Operating personnel and other witnesses.

2. Account of the Accident (What happened?)

a. Sequence of events

b. Extent of damage.

c. Accident type

d. Agency or source (of energy or hazardous material)

3. Discussion (Analysis of the Accident; HOW, WHY)

a. Direct causes (energy sources, hazardous materials)

b. Indirect causes (unsafe acts and conditions)

c. Basic causes (management policies, personal or environmental factors)

4. Recommendations’(to prevent a recurrence) for immediate and long-range action to remedy

a. Basic causes

b. Indirect causes

c. Direct causes (such as reduced quantities or protective equipment or structures)

5. Possible Causes

a. Obvious accident causes are most probably symptoms of a “root cause’ problem. Some examples of Unsafe Acts and Unsafe Conditions may lead to accidents are:

b. Unsafe Acts

i. Unauthorized operation of equipment

ii. Running - Horse Play

iii. Not following procedures

iv. By-passing Safety Devices

v. Not using protective equipment

vi. Under influence of drugs or alcohol

c. Unsafe Conditions

i. Ergonomic hazards

ii. Environmental hazards

iii. Inadequate housekeeping

iv. Blocked walkways

v. Improper or damaged PPE

vi. Inadequate machine guarding

6. Recommendations - As a result of the finding is there a need to make changes to:

a. Employee training?

b. Work Stations Design?

c. Policies or Procedures?
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a. Injury/Illness Reports
1. Employees reporting an injury / illness will be required to complete an Injury / Illness report immediately (within the same shift) with City/Town of ____________ explaining the details of the incident.
2. Employees reporting an injury or illness are to use a City/Town of ____________ Injury/Illness report.

3. The employee’s supervisor should complete the report so that it can be completed correctly, so that they can understand what has occurred, and begin the accident investigation .
2. Incident Reports
a. Incident reports are to be filed for the following:
i. Events that do not result in an employee being injured, or
ii. There was damage to equipment / property.
iii. Any claims by non-city employees (citizens) who claim damage to personal property by city workers or sustain an injury while using or being on City/Town of ____________ property.
3. Supervisors Investigation & Follow-up
Supervisors are required to:
a. Fully investigate all reported:
i. Notify their department head and Human Resources.
ii. On-the-job injuries, illnesses, damage to City property &/or injury to private citizens.
iii. Determine the root cause leading up to the event.
iv. Identify unsafe acts and/or conditions.
v. Make recommendations and perform corrective actions in a timely manner.
vi. The employee’s immediate supervisor is ultimately responsible to see that proposed corrective action is carried out and completion of the event report is done.
4. All Injury/Illness and Incident reports will be maintained on file permanently. All accident reports shall receive timely review by the safety coordinator to ensure proper corrective actions have been taken.
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A. Purpose

a. To ensure injured or ill employees receive prompt and professional medical attention.

B. Policy

a. All employees are responsible for immediately reporting all accidents or injuries to their supervisor.

b. It is the responsibility of the supervisor to ensure that prompt first-aid or medical attention is provided.

c. All appropriate accident procedures set forth in this section will be followed in a timely manner.

C. Procedures

a. Once an accident is reported to the supervisor, the following action steps shall be taken:

i. Upon notification of an injury, determine if medical attention is required. When it is questionable as to whether onsite first-aid or professional medical attention is needed, call for outside medical assistance.

ii. If emergency first-aid treatment is required, trained (first-aid, CPR, etc.) personnel designated should be immediately contacted to provide appropriate treatment.

iii. If an ambulance or paramedics are required:
1. Contact your Communication Center by radio or dial 911 immediately.
2. Designate an emergency and provide the following information:

a. Your name and assigned radio number

b. Name of the location from which you are calling, the address and telephone number if calling by phone.

c. Specify “This is an emergency personal injury” and request immediate assistance.

3. Stand by, or delegate someone to stand by until operator acknowledges that they have all the necessary information.

4. Stand by, or delegate someone to stand by for recall.

5. If the injured person is unconscious or incapable of describing the injury, another employee should accompany him/her to the hospital. This should be the same person who provided first-aid and/or the person with the most complete knowledge of the accident.

6. In all cases where CPR is administered, the person administering the CPR should accompany the injured person to the hospital.

iv. If an ambulance is not needed, the injured employee should be sent to the designated hospital emergency room. The designated hospital for the City/Town of ____________ is Sioux Valley Kalispell Hospital.

D. Transport the injured employee to the hospital emergency room in a City vehicle driven by another City employee, who will wait until medical treatment is completed. The transporting employee shall contact their Department Superintendent and/or supervisor to advise him of any changes or special instructions that are given by emergency room staff or doctor.

E. Under no conditions should an injured person be permitted to drive himself/herself to the emergency room, no matter how slight the injury may appear to be.

F.  
Notify the City Manager, Department Director and Human Resources Director immediately if any serious injury or accident occurs.
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A. Purpose

Inspection of work areas and audits of safety programs are tools that can be used to identify problems and hazards before these conditions result in accidents or injuries. Audits also help to identify the effectiveness of safety compliance and a safe workplace.

B. Responsibilities

1. Department Reads

i. Design and schedule audit and inspection procedures for all work areas, processes and procedures

ii. Conduct routine audits and inspections

iii. Ensure employees who understand the various safety programs and policies conduct audits.

2. Supervisors

i. Conduct informal daily safety inspections and ensure all unsafe conditions are corrected,

ii. Conduct documented weekly inspections and ensure all unsafe conditions are corrected.

C. Corrections

All safety deficiencies found during audits and inspections should be corrected as soon as possible. Documentations of corrections should be made on the audit or inspections sheet. Conditions that present hazards are to be corrected or controlled immediately.

D. Types of Inspections

1. Supervisor Daily Walk-through: This is an undocumented inspection that is made daily to ensure the facility and equipment is in safe conditions for employees. All noted unsafe areas are placed in a safe condition prior to Employees working in the area.

2. Focused Monthly Safety Inspection: Each month a formal inspection of a Department or an area within a Department will be conducted.  

i. Attendees should include:

1. Department Head

2. Supervision

3. Safety Coordinator

4. Employee representative &/or Safety Committee member.  

ii. Using an Inspection/Audit report, problem areas and deficiencies will be recorded and recommendations for correction will be provided to the Safety Coordinator and City Manager.  Some items to be inspected as appropriate are:

3. Equipment Inspections: are conducted to ensure specific safety equipment is in good working order and will function when needed. Examples and frequencies are:

i. Sprinkler Inspection - Monthly

ii. Emergency Lighting Test - Monthly

iii. Fire Extinguisher Inspections - Monthly

iv. Safety Equipment Inventories - Monthly

v. Respirator Inspections - Before/After Use (Monthly at a minimum)

4. Program Audits: are conducted to check the administration of specific safety and health programs. Program Audits of the following shall be conducted

i. Accident Prevention

ii. Fire Prevention

iii. Material Handling

iv. Flammable Material Storage

v. Lockout-Tag out

vi. Hazard Communication

vii. Personal Protective Equipment (PPE)

viii. Confined Space Entry

ix. Contractor Safety

x. Blood borne Pathogens

xi. Electrical Safety

xii. Tool Safety

xiii. Hot Work

xiv. Respiratory Protection

E. Records

Records of audits and inspections will be maintained in accordance with the requirements of the specific programs. Routine inspection records will be maintained on a most current basis. Records of deficiency corrections will be maintained for one calendar year from date of correction.

F. Conducting Safety Audits

1. There are four basic questions an audit should answer. The persons or team designated to conduct the audits should take a fact-finding approach to gather data. These auditors should be familiar with both the City program and the various local, state, and federal requirements. All audits comments, recommendations and corrective actions should focus on these four questions:

i. Does the program cover all regulatory and best industry practice requirements?

ii. Are the program requirements being met?

iii. Is there documented proof of compliance?

iv. Is employee training effective?

2. Phase One: Audit Preparation

i. Step One - One-week prior to the audit, inform all affected supervisors and department heads. They should be directed to have all records, documents and procedures available when audits start.

ii. Step Two - Review all past program area audits and corrective action recommendations

iii. Step Three - Review all City, local, state, and federal requirements for the specific program. Become familiar with document, inspection, and training requirements.

iv. Step Four - Determine the scope of the audit. This can be based on accident and inspection reports and input from various supervisors and/or department head. Set a start and stop time & date for the audit.

3. Phase Two: Fact-Finding

i. A fact-finding event is used to gather all applicable information. Auditors should make an effort not to form an opinion or make evaluative comments during this phase.

4. A Team Approach - If an audit team is used, make assignments to each person that defines their area of inspection. Ensure they have the proper program background information and documents.

G. Audit Areas - Most audits can be broken down into these areas:

1. Employee Knowledge - The City Safety Manual requires “effective training” - an effective program ensures that employees have the knowledge required to operate in a safe manner on a daily basis. The level of knowledge required depends on the specific duties and responsibilities. Generally, supervisors and department heads should have a higher level of knowledge then general employees. This includes practical knowledge of program administration, management, and training. They should be able to discuss all elements of each program that affects their assigned employees. Supervisors and department heads are classified as “authorized” employees.

2. Authorized employees must have a high level of working knowledge involving hazard identification and hazard control procedures. Determining employee level of knowledge can be achieved through written quizzes, formal interviews or informal question in the workplace.

3. Written Program Review - During the audit, a comprehensive review of the written program should be conducted. This review compares the City program to requirements for hazard identification and control, required employee training and record keeping against local, state, and federal requirements.

4. Program Administration - This review checks the implementation and management of specific program requirements. This section asks these and other similar questions:

i. Is there a person assigned and trained to manage the program?

ii. Are specific duties and responsibilities assigned?

iii. Are sufficient assets provided?

iv. Is there an effective and on-going employee-training program?

5. Record and Document Review - Missing or incomplete documents or records is a good indication that a program that is not working designed. Records are the City’s only means of proving that specific regulatory requirements have been met. Record review also includes a look at the results, recommendations, and corrective actions from the last program audit. -

6. Equipment and Material - This area of an audit inspects the material condition and applicability of the equipment for hazard control in a specific program. Examples of audit questions for this area are:

i. Is the equipment in a safe condition?

ii. Is there adequate equipment to conduct tasks safely?

iii. Is personal protective equipment used and stored properly?

iv. Is equipment, such as exit lights, emergency lights, fire extinguishers, material storage, and equipment handling designed and staged to control hazards effectively?

7. General Area Walk-Through - While audits are not designed to be comprehensive physical wall-to-wall facility inspections, a general walk-through of work areas can provide additional insight into the effectiveness of the safety programs. Auditors should take written notes of unsafe conditions and unsafe acts observed during walk-through.

8. Phase Three: Review of Findings

i. After all documents, written programs, procedures, work practices, and equipment have been inspected; the audit team must formulate a concise report that details all area of the program. Focus on the four basic audit questions. Each program requirement should be addressed with deficiencies noted. Include comments of a positive nature for each element that is being effectively managed.

9. Phase Four: Recommendations

i. Develop recommended actions for each deficient condition of the program. Careful forethought should be applied to ensure that this is not a process that simply makes more rules, additional record keeping requirements, or makes tasks more difficult. Examine the manner and means in which the procedure that can be employed.

10.   Phase Five Corrective Actions

i. Development of corrective action should involve the supervisors and department heads that will be required to execute the corrections. Set priorities based on level of hazard. All corrective actions should be assigned a completion and review date. Records of completed corrective actions should be reviewed through the normal management chain and then be filed for use during the next audit.
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A. Purpose

a. Personal protective equipment (PPE) is an important cornerstone of a safety program.  The use of PPE is the last step in the protection of workers and is never to be taken lightly.
B. Hard Hats

a. OSHA approved hard hats are required for the following jobs:
i. Building construction sites

ii. Excavation sites

iii. Road construction

iv. Where danger from electrical hazards exist

v. Where there is risk of overhead or side impact from objects

vi. Tree / brush cutting &/or trimming.

b. Hard hats must, at a minimum, meet current OSHA Class A Level, which protects against impact hazards and provides limited voltage protection (up to 2,200 volts).
c. Bump Style Caps are not allowed.
d. Hard hats are to be inspected and maintained in accordance with the manufacturer’s recommendations.
e. Hard hats that sustain a heavy impact are to be taken out of service.
C. Hearing Protection
a. See Hearing Protection Section.
D. Shoes (Hard Toed – Rubber Boots – Misc.)
a. To be reviewed.
E. Respirators
a. See “Respirator Section” in this manual.
F. Gloves
a. As required by specific job duties.
i. To be reviewed.
G. High visibility apparel (Vests, Shirts, Outerwear)
a. Traffic on city streets continues to grow and creates more congestion. This combination of more work zones, heavier traffic results in increased risk for workers.  Worker visibility, especially during dawn or dusk conditions may be enhanced by the use of fluorescent colored high-visibility apparel.

b. All workers are to wear high visibility apparel anytime they will be working on or within close proximity of city streets or operating vehicles. 
City/Town of _____________
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A. Purpose

Training is one of the most important elements of any Safety and Health Program. Training is designed to enable employees to learn their jobs property, reinforce safety policies and procedures. Safety Training also provides an opportunity to communicate Safety principles and commitment of Management to a Safe work place.

B. New Employee Safety Orientation

A New Employee Safety Orientation Class is a part of the overall orientation program that all new hires must attend. This orientation is conducted by the Accident Prevention Coordinator and Department Head. The Safety training in these classes consists of the below listed topics (as applicable)

1. General Safety Rules and Policies

2. Hazard Communication and Chemical Safety Procedures

3. Hearing Conservation

4. Control of blood borne pathogens

5. Electrical Safety and Lockout/Tag out

6. Emergency Plans, Routes, and Assembly Locations

7. Procedures for Safety violations, accidents, and near-miss

8. Proper lifting and ergonomic techniques

9. Equipment Safety

C. After completion of Safety Orientation Class, the new hire’s Supervisor will provide additional specific Safety Training applicable to the assigned tasks. This training will consist of:

1. Emergency plans, evacuation routes, assembly locations, and emergency actions

2. Rules for reporting safety violations, accidents, and near-misses

3. Safe/Standard Operating Procedures and Guidelines

4. Job Safety Analysis

5. Location and use of Emergency Eye Wash and Shower Stations

6. Location and use of Fire Alarm/Pull boxes

7. Use of tools and equipment, lifting and material handling equipment

8. Machine and Tool Guards, Emergency Stop Control Locations and Use

9. Proper Ergonomic procedures and lifting techniques for the tasks assigned

10. Safety equipment and personal protective equipment

11. Hazard Communication. Specific hazards for work area chemicals.

D. Record of this training will be recorded on the Job Safety Training Checklist. This record will be filled out by the Employee’s immediate Supervisor and filed in the Employee’s Personnel Record.

City/Town of _____________
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A. Purpose

The City’s primary objectives are to ensure the safety and health of our Employees, Citizens, Contractor’s, etc., and to protect City property. Our goal is to provide safe and healthful working conditions for all City Employees.

Safety Rules have been and will be developed with input from Supervision and Employees. While held to a minimum, the rules address behaviors and work practices that can lead to accidents and injuries.

Each Employee should become familiar with and follow General and Departmental Safety Rules. 

Supervisors must enforce Safe Work practices through strict adherence to Safety Rules.

Most accidents can be prevented if everyone uses assigned safety equipment and follows the established safety rules. To operate a safe and successful City, we must work as a team.

THINK SAFE, WORK SAFE, AND BE SAFE

B. Communication of Safety Rules

a. Communication of safety rules is accomplished by:

b. Discussion during New Hire Orientation

c. Published in the New Hire Orientation/Employee Handbook

d. Posting at all facilities

e. Annual refresher training

f. On-the-spot corrections and reinforcement by supervisors

C. Additional Operating Safety Rules

The City has additional safety rules for specific operations and departments that apply to those engaged in hazardous work areas or operations. Examples of these rules are contained in other safety manual chapters and Standard Operating Procedures (SOP) -Standard Operating Guidelines (SOG) such as those for:

a. Lockout - Tag out

b. Confined Space Entry

c. Traffic Control

D. Posting of General Safety Rules

General Safety Rules shall be posted in conspicuous areas at all departments

City/Town of _____________
List of General Safety Rules

E. General Safety Rules

a. Report all work injuries and illnesses immediately

b. Report any damage to personal property as a result of City operations.

c. Report all Unsafe Acts or Unsafe Conditions to your Supervisor

d. Use seat belts when on City business in any vehicle or equipment, if so equipped.

e. Only authorized and trained Employees may possess firearms, weapons, or explosives on City/Town of ____________ property or while “on duty”.

f. Use, possession, sale or being under the influence of illegal drugs, misuse of prescription drugs and/or alcohol is not permitted on City Property or while “on duty”.

g. Only authorized and trained Employees may enter a posted Confined Space. All confined spaces will be posted Confined Space - Permit Required. Entry is allowed only after permits are properly issued.

h. Only qualified and trained Employees may dispense or use chemicals. It is your responsibility to know where MSDS’s are located and that they are available for your use and review.

i. Only authorized and trained Employees may repair or adjust machinery and equipment. Lock and Tag out Procedures must be followed before removing any machine guards or working on powered machinery and equipment. Replace all guards when the job is completed.

j. Only qualified and trained Employees may work on or near Exposed Energized Electrical Parts or Electrical Equipment. Follow Electrical Safety Rules when working with electrical powered machinery and equipment.

k. Keep work areas clean and aisles clear.

l. Wear and use the prescribed Personal Protective Safety Equipment. This includes foot protection, head protection, gloves, etc.

m. Smoking is permitted only in the designated “Smoking Areas”.

n. All City/Town of ____________ vehicles will be inspected daily prior to initial use.

F. Failure to follow the above rules may cause serious injury and/or illness. Disciplinary Action, up to and including Termination, will be used to assure rule enforcement. Please use common sense and think before you act. If you are not sure how to complete a job or task safely or have any questions, ask your supervisor.
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Contractor Safety Programtc "Contractor Safety Program" \f C \l 1
A. Purpose

The Contractor Safety Program is designed to protect company and contractor employees, equipment, and facilities form injury, accident, or loss. Contractors are persons not directly employed by the City/Town of ____________ who provide specific labor or services.  Examples of Contractor Employers are:

a. Construction Companies

b. Utility Service or Repair Companies

c. Pest Control Services

d. Transportation and Shipping Services

e. Product Suppliers

B. As a condition of doing business with the City/Town of ____________, all contractors must comply with applicable local, state, federal regulatory requirements, and the City/Town of ____________ Safety Procedures and Policies Manual. Specific compliance is required in the following:

C. Responsibilities

a. Department Heads

i. Ensure contracts for bids contain appropriate information concerning the Contractor Safety program including all requirements

ii. Provide access to MSDS material upon request of contractors

iii. Monitor all contractor activity at their location

iv. Ensure the area in which the contractor employees are working are maintained safe and free of hazards

v. Provide contractors with specific safety program requirements

b. Contractors

i. Conduct daily safety inspections of all assigned areas

ii. Identify and correct hazards

iii. Provide contractor employees with required personal protection equipment

iv. Ensure contractor employees have the proper training for assigned tasks

v. Coordinate with the City/Town of ____________ for safety related issues

vi. Maintain required insurance coverage

vii. Establish and maintain an effective Safety and Health Program

viii. Establish and maintain an effective Housekeeping Program

D. Certificates of Insurance

Contractors must provide the City/Town of ____________ a Certificate of Insurance. The Certificate must list the City/Town of ____________ as a Certificate Holder with a “Hold Harmless Clause” and notification of cancellation or non-renewal.

E. Training

Information and training is to be made available to contractors in the form of copies of written safety programs. Written programs from the Required Training list, based on hazard exposure are to be presented to contractors.

F. Required Training for Contractor Employees

a. General Safety Rules, including reporting of Unsafe Conditions

b. Hazard Communication and chemical safety

c. Lockout-Tag out

d. Electrical Safety

e. Evacuation Routes, Alarms and Procedures

f. Hot Work Program

g. Confined Space Program

h. Personal Protective Equipment

i. Fall Prevention

G. Safety Reviews

A comprehensive pre-work safety review conference will be conducted for all contractor work that involves:

a. Construction and Renovation

b. Equipment installation and Repair

c. Utility Modifications

d. Electrical and Plumbing Work

e. Work at Elevated Locations

f. Confined Space Entry

g. Use of Toxic Substances

h. Hot Work or Welding

Safety review participants will consist of City/Town of ____________ and Contractor safety representatives. All task specific safety concerns shall be addressed and resolved prior to commencement of work by the Contractor.

H. Hazardous Chemical/Substance Notification

Contractor must follow the OSHA Hazard Communication Standard requirements including use of safe handling and storage of chemicals. Contractors are required to inform the City/Town of ____________ of all hazardous substances which maybe brought on to City/Town of ____________ property, including providing the most current Material Safety Data Sheet for each substance. All spills and leaks of hazardous chemicals must be immediately reported to the City/Town of ____________.

I. Confined Space Entry

Contractor employees are not authorized to enter any confined spaces on any City/Town of ____________ property unless specifically required and conducted under the control of a Confined Space Permit program, which has been pre-approved by the City/Town of ____________.
J. Work at Elevated Locations

Required fall protection equipment shall be used by all contractor employees when working at elevated locations

K. Other Policies and Procedures

a. All contractor employees shall adhere to all other City/Town of ____________ Policies, including but not limited to:

i. access to company facilities

ii. company equipment

iii. use of controlled substances

iv. firearm and explosive restrictions

v. harassment of other persons

vi. traffic and parking regulations.

vii. All Contractors and their employees shall adhere to the latest OSHA regulations.
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1. Introduction

Entering and working in confined spaces has been and will be an integral part of daily activity by City/Town of ____________ employees. This policy was developed to ensure the safety of personnel required entering and conducting work in confined spaces. The program contained herein describes reasonable and necessary policies and procedures for any and facilities, departments, and individuals who are associated with confined space entry operations. 

This program and all parts of 29 CFR 1910146 shall apply to all confined space entry operations conducted in the City/Town of ____________. As it is the policy of the City/Town of ____________ to provide its employees with the safest work environment possible, the City requires conformance with safety standards set herein. A site-specific program may be used, providing it meets or exceeds the requirements set forth in this manual. The Contents of this manual are:

a. Identifying Confined Spaces

i. Department Heads or their designed representatives should determine if any personnel under their supervision are required to enter or conduct work in confined spaces as defined in this section.

b. Identifying Confined Space Hazards

i. This section gives information on the types of hazards that may be present on a confined space. It should be reviewed whenever the hazards of a confined space are being evaluated.

c. Confined Space Entry Program

i. If it is determined that department personnel are required to perform duties in confined spaces, the program outlined in “The Permit system” should be implemented.

d. Responsibilities and Training Requirements

i. This section lists the responsibilities and training requirements of each individual involved in a confined space entry.

2. Identifying Confined Spacestc "Identifying Confined Spaces" \f C \l 2
The first step toward conducting a safe confined-space entry is to identify the space as potentially dangerous. All Confined Spaces shall be considered “permit-required” until pit-entry procedures demonstrate otherwise. To clarify what constitutes a Confined Space, the following definition will be used.

a. A Confined Space is any space that has the following characteristics:

i. Large enough or so configured that an employee can bodily enter and perform assigned work.

ii. Has limited or restricted means for entry or exit. Confined-space Openings may be small in size and may be difficult to move through easily. However, in some cases openings may be very large; for example, open-topped spaces such as pits or excavations. Entrance and exit may be required from top, bottom, or side. Size or location may make rescue efforts difficult.

iii. Is not designed for continuous employee occupancy

iv. Most confined spaces are not designed for employees to enter and work on a routine basis. They may be designed to store a product, enclose materials and process, or transport products or substances. Therefore, occasional employee entry for inspection, maintenance, repair, cleanup, or similar tasks, is often difficult and dangerous. The danger associated with entry may come from chemical or physical hazards within the space.

b. Non-Permit Confined Space means a confined space that does not contain, nor has the potential to contain, any hazard capable of causing death or serious physical harm (with respect to atmospheric hazards).

c. Permit-Required Confined Space (permit space) means a confined space that has one or more of the following characteristics:

i. Contains or has a potential to contain a hazardous atmosphere

ii. Contains a material that has the potential for engulfing an entrant

iii. Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly-converging walls or by a floor that slopes downward and tapers to a smaller cross-section; or

iv. Contains any other recognized serious safety or health hazard.

d. Based on the definition many types of spaces may be considered “confined,” and therefore, hazardous. Some examples of confined spaces might be sewers, electrical vaults, steam tunnels, mechanical rooms, or other types of enclosures.

e. It is the responsibility of Department Heads to evaluate potentially hazardous spaces within facilities or area under their control and ensure that the proper precautions are taken for safety.

i. This responsibility may be delegated to a competent person within the department provided he/she is qualified. 

ii. It may be determined that a space presents no real danger for employees. However, until the space has been evaluated and tested, it shall be assumed to be confined and potentially dangerous. 

iii. Once a space has been evaluated and it has been determined that confined space characteristics are present, the Safety Coordinator shall determine if the Confined Space requires a permit and will apply appropriate labeling.

3. Identifying Confined Space Hazardstc "Identifying Confined Space Hazards" \f C \l 2
a. Once a space has been identified as confined, the hazards that may be present within the confined space must be identified. Confined-space hazards can be grouped into the following categories: 

i. Oxygen-deficient atmospheres

1. The normal atmosphere is composed of approximately 21% oxygen and 79% nitrogen. Atmosphere containing less than 19.5% oxygen shall be considered oxygen-deficient. The oxygen level inside a confined space may be decreased as the result of either consumption or displacement.

2. There are a number of processes that consume oxygen in a confined space. Oxygen is consumed during combustion of flammable materials, as in welding, cutting, or brazing. A more subtle consumption of oxygen occurs during bacterial action, as in the fermentation process. Oxygen can also be consumed during chemical reactions such as in the formation of rust on the exposed surfaces of a confined space. The number of people working in a confined space and the amount of physical activity can also influence oxygen consumption. Oxygen levels can also be reduced as the result of oxygen displacement by other gases.

ii. Flammable atmospheres

1. Flammable atmospheres are generally the result of flammable gases, vapors, dust mixed in certain concentrations with air, or an oxygen-enriched atmosphere.

2. Oxygen-enriched atmospheres are those atmospheres that contain an oxygen concentration greater then 22%. An oxygen-enriched atmosphere will cause flammable materials such as clothing and hair to bum violently when ignited.

3. Combustible gases or vapors can accumulate within a confined space when there is inadequate ventilation. Gases that are heavier than air will accumulate in the lower levels of a confined space. Therefore, it is especially important that atmospheric tests be conducted near the bottom of all confined spaces.

4. The work being conducted in a confined space can generate a flammable atmosphere. Work such as spray painting, coating or the use of flammable solvents for cleaning can result in formation of an explosive atmosphere. Welding or cutting with oxyacetylene equipment can also be the cause of an explosion in a confined space and shall not be allowed without a hot work permit. Oxygen and acetylene hoses may have small leaks in them, which could generate an explosive atmosphere and, therefore, should be removed when not in use. The atmosphere shall be tested continuously while any hot work is being conducted within the confined.

iii. Toxic atmospheres
a. Toxic atmospheres may be present within a confined space as the result of one or more of the following:

i. The Product Stored in the Confined Space

ii. When a product is stored in a confined space, the product can be absorbed by the walls and give off toxic vapors when removed or when cleaning the residual material. The product can also produce toxic vapors, which will remain in the atmosphere due to poor ventilation.

iii. The Work Being Conducted in the Confined Space Toxic atmospheres can be generated as the result of work being conducted inside the confined space. Examples of such work include Welding or brazing

iv. Mechanical and Physical Hazards

a. Problems such as rotating or moving mechanical parts or energy sources can create hazards within a confined space. All rotating or moving equipment such as pumps, process lines, electrical sources, etc., within a confined space must be identified.

b. Physical factors such as heat, cold, noise, vibration, and fatigue can contribute to accidents. These factors must be evaluated for all confined spaces

4. Confined Space Entry Program

a. All confined spaces located within a facility or under a Department’s control should be identified. Once the space has been identified as Confined, the Safety Coordinator shall determine if a permit is required.

b. All employees shall be made aware of these confined spaces through training or instruction provided by Department Superintendents or their designated representatives. The Safety Coordinator shall provide assistance in this training.

c. Preventing Unauthorized Entry

i. Department Superintendents or their designated representatives shall instruct all employees that entry into a confined space is prohibited without an authorized permit.

ii. Department Superintendents or their designated representatives shall instruct all employees to list their names on the authorized permit before they will be allowed to enter a confined space.

d. The Permit System

i. When a confined space must be entered, a permit shall be completed and authorized by department superintendents, Supervisors, or their designated representatives prior to entry of the confined space. This permit shall serve as certification that the space is safe for entry. The permit shall contain the date, the location of the space, and the signature of the person providing the certification.

ii. A permit shall not be authorized until all conditions of the permit have been met.

iii. The permit to be used by City/Town of ____________ employees can be requested from the Department Superintendent.

e. Planning the Entry

i. The first step towards conducting a safe confined-space entry is to plan the entry. This will allow for the identification of all hazards, and for the determination of all equipment necessary, to complete the project.

f. Gathering General Data

i. Identify the confined space. Give the name or location of the confined space.

ii. (Give the reason for entering the confined space. Be specific, and identify if hot work will be done.

iii. Identify the contents of the confined space. This refers to any chemicals or other materials and energy that are usually present in the confined space.

g. Identifying the Hazards

i. NOTE:
It is recommended that the entry supervisor prior to the opening of any covers conduct atmospheric tests.

ii. The entry supervisor will determine the oxygen content and describe the testing procedures and equipment used.

iii. The entry supervisor will determine flammable gas content and describe the testing procedures and type analyzer used.

iv. If a toxic substance is determined to be in the confined space during testing by the entry supervisor, The Department Superintendent shall be contacted to assist in obtaining a Material Safety Data Sheet or other chemical information to determine what type of personal protective equipment is required, the potential health effects, the Permissible Exposure Limits, and any other information needed to safely conduct the work.

v. Department Superintendent or their designated representatives will determine mechanical and physical hazards. They should list all items and energy that will require lock-out/tag-out, blanking and bleeding, disconnecting, or securing. Physical hazards should be listed.

h. Ventilation of Confined Space

i. Indicate whether mechanical or natural ventilation will be used. Describe the procedures to be used.

ii. NOTE:
If mechanical ventilation is to be used, the exhaust must be pointed away from personnel or ignition sources. Also, mechanical ventilators should be bonded to the confined space.

i. Isolating the Confined Space

i. Describe the procedures for disconnecting equipment or lock-out/tag-out. All mechanical, electrical, or heat-producing equipment should be disconnected or locked and tagged out. This would also include any pumps that pull fluid from, or pump fluid into, confined space.

j. Purging/Cleaning the Confined Space

i. Indicate if the confined space will be purged. Purging with inert gas is not recommended. If the space must be purged, describe the procedures.

ii. Indicate the type of cleaning methods to be used. If chemical cleaners are to be used, name the type and describe the procedures. The MSDS for the chemical should be consulted prior to use.

iii. NOTE:
When introducing a chemical into a confined space, the compatibility of that chemical with the contents of the confined space must he checked. If in doubt, consult the Department Superintendent.

iv. NOTE:
If steam is to be used, the hose should be bonded to the confined space. Placement of Warning Signs

v. Indicate if warning signs or barriers will be needed to prevent unauthorized entry or to protect workers from external hazards. if the confined space will be left open and unattended for any length of time, warning signs and barriers will be required.

k. Identifying All Personnel

i. List all employees that will be required to prepare the confined space and complete the work inside the space.

l. Identifying Necessary Equipment

1. List all equipment that will be necessary to complete the project.

m. Conducting Entry Training

i. Once the entry has been planned, Department Superintendent or their designated representatives must train all employees who will be involved in the entry. The training should be conducted no earlier than one day before entry is to be made.

ii. The following outline should be used for the training:

1. Identify the confined space and the reason(s) for entry

2. Identify the work detail

3. Assign each employee the job(s) he/she is to perform in the project (entrant, standby person, etc.)

4. If an employee is required to use a piece of equipment, be sure that he/ she is capable of using the equipment properly

5. Inform all personnel that no one is to enter the confined space unless the standby person is present at the work site.

n. Inform entrants of all known or suspected hazards:

i. Any access or exit problems

ii. All equipment that must be locked out or tagged out

iii. The contents of the confined space

iv. All atmospheric levels that must be maintained before entering and while working in the confined space

1. If a toxic atmosphere or substance is present or could become present, the following additional training must be completed:

a. If respiratory protection is not going to be used, inform personnel of the maximum permissible exposure level (PEL) that can exist within the confined space, and the method used to monitor pa.

b. Inform personnel of the potential health effects of exposure to the toxic atmosphere or substance.

c. Inform personnel of the signs and symptoms of exposure to the toxic flume.

d. Inform personnel of the personal protective equipment (PPE) that they will be required to wear.

e. If entrants are unaware of the proper use of the PPE, they must be trained in the proper use of this equipment,

v. NOTE: Department Superintendents may request assistance from the Safety Coordinator in providing the above-mentioned training.

1. Persons should not be assigned to tasks requiring use of respirators unless it has been determined that they are physically able to perform the work and use the equipment. A local physician shall determine what health -and-physical-conditions are pertinent. The respirator user’s medical status should be reviewed periodically (for instance, annually).

o. Identify isolation procedures

i. Inform the personnel responsible for the lock-out/tag-out of all equipment that must be isolated.

ii. Inform the personnel responsible for performing this function of the methods to be used.

p. Identify purging and/or ventilation procedures

i. Inform all personnel responsible for performing this function of the methods to be used

q. Identify all equipment needed

i. Inform personnel involved in the project of all equipment that will be necessary to complete the project

ii. Make sure that all employees are capable of using their assigned equipment properly

r. Determine necessary personal protective equipment

i. Inform personnel of all PPE that must be used to ensure their safety

ii. Make sure that all personnel required to use PPE are trained in the proper use of the equipment

s. Establish communication

i. Inform all entrants that they are required to maintain communication with the standby person

ii. Inform standby person that he/she must maintain constant contact with all entrants

iii. Inform personnel of the type of communication they are to use.

t. Protect from external hazards

i. Inform personnel where signs and barriers will be placed to prevent

ii. unauthorized entry and protect entrants from external hazards

u. Pre-plan rescue procedures

i. The designated standby person(s) should be informed of the rescue procedures to be followed

ii. The standby person should be informed that he/she can have no other duty but maintain contact with personnel inside the confined space

iii. Inform the standby person(s) that they must not enter the confined space under any circumstances

v. Place the confined space back into service

i. Inform personnel of the steps to be taken to place the confined space back into service

w. Preparing the Confined Space for Entry

i. Once the entry has been planned and personnel have been trained, the next step is to prepare the confined space for entry.  The following steps are to be followed when preparing the confined space for entry:

1. If warning signs or barriers are to be used to prevent unauthorized entry or to protect entrants from external hazards, they should be placed on or around the confined space as planned and discussed in training.

2. Place all tools, safety equipment, monitoring equipment, etc., near the confined space.

3. Isolate all mechanical and/or electrical hazards as planned and discussed in training.

4. Purge / ventilate the confined space as planned and discussed in training.

5. The entry supervisor will test the atmosphere as discussed in training.

a. If oxygen content is less than 19.5% or greater 21.5%, perform

b. additional ventilation. Then, shut off ventilation equipment and re-test

c. the oxygen content.

6. If oxygen content is between 19.5% and 21/5%, continue entry preparation.

ii. The entry supervisor will test for flammable gas level as planned and discussed in training.

1. If the meter reading is less than 10% of the lower explosive limit (LEL), continue entry preparations.

2. If the meter reading is above 10% of the LEL, continue ventilation of the confined space. Shut off the ventilation and have the atmosphere re​tested.

3. If the meter reading is still above 10% of the LEL, the confined space must be cleaned before entry is permitted. If the confined space must be entered for cleaning purposes, the procedures outlined in Item 9 of this section must be followed.

iii. The entry supervisor will determine the toxicity of the atmosphere as planned and discussed in training. If a toxic atmosphere is present, no person should be permitted to enter the confined space at a level exceeding the Permissible Exposure Limit without proper Personal Protective Equipment. The Department Superintendent should be called to assist in identifying proper precautions and the protective measures to be taken.

iv. Assemble all personnel involved and conduct a simulated rescue drill.

v. The entry supervisor will then add any needed information, then complete and sign the permit.

x. Utilizing Safety Equipment

i. Where practical, all personnel entering a confined space should be equipped with a retrieval line secured at one end to the entrant by a fill-body harness with its other end secured on a tripod lifting hoist.

y. Atmospheric Testing Procedures

i. All testing equipment shall be calibrated as instructed by the manufacturer

ii. All of the manufacturer’s operating instructions must followed

iii. The test equipment should be tested in a known atmosphere to insure its accuracy

iv. Ventilation equipment must be shut off before conducting any atmospheric tests

v. The atmosphere must be tested at the bottom, top, and middle of all confirmed spaces

vi. The atmosphere must be continuously monitored while work is being conducted in the confined space

vii. If the confined space is left for any reason, the atmosphere must be re-tested before re-entering the space

z. Confined Space Cleaning Procedures

i. If cleaning must be conducted in a confined space to achieve acceptable atmospheric conditions, the following procedures must be followed:

1. All entrants must be equipped with designated safety equipment

2. All entrants must be equipped with an SCBA

3. No spark-producing tools will be allowed for use

aa.   Rescue Procedures

i. In the event of an emergency, the standby person should:

1. The standby person(s) is not to enter the confined space for any reason!

2. Immediately summon the City/Town of ____________ Fire Department by radio or telephone (Dial 911).

3. Attempt to remove the victim by use of the retrieval line from outside the confined space if this can be accomplished without creating further hazard for the entrant or the attendant

4. If the standby person is able to remove the victim with the retrieval line, he/she should administer aid within the limits of his/her training until emergency medical services arrive

5. If the standby person is unable to remove the victim by using the retrieval line, he or she must wait for help to arrive. 

6. Give EMS / Rescue personnel any information they request
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a. Everyone involved in a confined-space entry project has certain responsibilities and requires a certain amount of training. It is very important that every individual is familiar with their responsibilities. This section outlines the responsibilities and training requirements of each individual involved in a project

b. Responsibilities of the Safety Coordinator or his/her designate for the City/Town of ____________
1. Review and update the City/Town of _______ Confined Space Program

2. Insure compliance with standards set forth in the program by periodic inspection of entry sites and canceling permits where unsafe conditions are present

3. Assisting Department Superintendent/Supervisors with:

a. Training as set forth in the program

b. Identification of confined spaces

c. Identifying spaces that require a permit for entry

d. Labeling Permit-Required Confined Spaces

4. Perform a single annual review covering all entries performed during a 12-month period to ensure employees participating in entry operations are protected from permit space hazards.

c. Responsibilities and Training Requirements of Department Superintendents or Their Designated Representatives

1. Identifying confined spaces within facilities or areas under their control

2. Identifying hazards within a confined space under their control

3. Documenting that all training requirements for a specific confined space entry have been met by signing the pre-entry authorization space on the permit

4. Insuring that the required atmospheric tests are performed at the confined space and results recorded on the permit prior to entry authorization

5. Obtaining and maintaining all equipment necessary to complete the confined-space entry project

6. Authorize entry by signing the Entry Authorization space on the entry permit after all conditions for a safe entry have been met

7. Terminating the entry and canceling the permit when:

8. Entry operations covered by the entry permit have been completed

9. Condition that is not allowed under the entry permit arises in or near the permit space

10. Determining, whenever responsibility for the permit space entry operations transferred, and at intervals dictated by the hazards and operations performed within the space, that entry operations remain consistent with terms of the entry permit and that acceptable entry conditions are maintained.

d. Responsibilities and Training Requirements of Authorized Entrants

i. The person(s) authorized to enter a confined space shall be responsible for and receive training in the following:

1. The knowledge of hazards that may be faced during entry, including the mode,

2. Signs, or symptoms and consequences of the exposure

3. Proper use of equipment, which includes:

a. Atmospheric testing and monitoring equipment

b. Ventilating equipment needed to obtain acceptable entry conditions

c. Communication equipment necessary to maintain contact with the standby person

d. Personal protective equipment as needed

e. Lighting equipment as needed

f. Barriers and shields as needed

g. Equipment, such as ladders, needed for safe ingress and egress

h. Rescue and emergency equipment as needed

i. My other equipment necessary for safe entry into and rescue from permit spaces

4. Communications with the attendant, as necessary to enable the attendant to monitor entrant status and to enable the attendant to alert entrants of the need to evacuate the space if required.

ii. Alert the attendant (standby person) whenever:

1. The entrant recognizes any warning sign or symptom of exposure to a dangerous situation, or

2. The entrant detects a prohibited condition

iii. Exiting the permit space as quickly as possible whenever:

1. An order to evacuate has been given by the attendant or the entry supervisor

2. The entrant recognizes any warning sign or symptom of exposure to a dangerous situation

3. The entrant detects a prohibited condition

4. An evacuation alarm is activated

e. Responsibilities and Training Requirements of Standby Persons (Attendants)

i. Persons authorized to perform duties as attendant shall be responsible for and receive training in the following:

1. Knowing the hazards that may be faced during entry, including information on the mode, signs or symptoms and consequences of exposure

2. Is aware of possible behavioral effects of hazard exposure in authorized entrants

3. Continuously maintaining an accurate count of authorized entrants in the permit space and ensures that the means used to identify authorized entrants accurately identifies who is in the permit space

4. Remains outside the permit space during entry operations until relieved by another attendant

5. Attempting non-entry rescue if proper equipment is in place and the rescue attempt will not present further hazards to the entrant or attendant

6. Communicating with authorized entrants as necessary to monitor entrant status and to alert entrants of the need to evacuate the space when conditions warrant

7. Monitoring activities inside and outside the space to determine if it is safe for entrants to remain in the space and ordering the authorized entrants to evacuate the permit space immediately under any of the following conditions:

8. If the attendant detects a prohibited condition

9. If the attendant detects the behavioral effects of hazard exposure in authorized entrant

10. If the attendant detects a situation outside the space that could endanger the authorized entrants

11. If the attendant cannot effectively and safely perform all the duties required by this program

12. Summoning rescue and other emergency services as soon as the attendant determines that authorized entrants may need assistance to escape from the permit space hazards

13. Taking the following actions when unauthorized persons approach or enter a permit space while entry is underway:

14. Warn the unauthorized persons that they must stay away from the permit space

15. Advise the unauthorized persons that they must exit immediately if they have entered the permit space

16. Inform the authorized entrants and the entry supervisor if unauthorized persons have entered the permit space

17. Performs no duties that might interfere with the attendant’s primary duty to monitor and protect the authorized entrants

6. Signs & Symptomstc "Signs & Symptoms" \f C \l 2
a. Potential Effects of Oxygen-Deficient Atmospheres 

Oxygen Content            Effects and Symptoms

19.5%  
*  Minimum permissible level

15  - 19% 
*  Decreased ability to work strenuously.  Impaired coordination and possible coronary, pulmonary or circulatory problems.

12 - 14% 
*   Respiration and pulse increases in exertion.   Impaired

                   
coordination, perception and judgement.

10  - 12% 
*  Respiration further increases.  Poor judgement, blue lips.

8  - 10%   
* Mental fatigue, fainting, nausea, unconsciousness, ashen face, blue lips and vomiting.

6  - 8%
*  Six minutes--50% fatal; eight minutes--100% fatal; 4-5%

                  
 recovery with treatment.

4  - 6%    
*  Coma in 40 seconds, convulsion, death.

Potential Effects of Carbon Monoxide Exposure

PPM
          Effects & Symptoms               Time

35                    
Permissible exposure             
8 hrs.

200                  
Slight headache, discomfort    
3 hrs.

400                  
Headache, discomfort              
2 hrs.

600                  
Headache, discomfort              
1 hr.

1000                
Confusion, nausea, headache    
2 hrs. 

1000                
Slight heart palpitation            
½ hr.

2000                
Unconsciousness                     
½ hr.

2500                
Fatal                                    
<1 hr.

CARBON MONOXIDE IS AN ODORLESS, COLORLESS GAS THAT IS HEAVIER THAN AIR AND  CAN BUILD UP IN A CONFINED SPACE.

7. List of Termstc "List of Terms" \f C \l 2
a. Authorized Entrant - A person who is approved or assigned by the department head in charge of the entry to perform a specific type of duty or duties or to be at a specific location at the job site

b. Bonding - The joining of two or more items with an electrical conductor so that all ends joined have the electrical charge or potential

c. Confined Space – Explained in beginning of confined space policy

d. Department Superintendent - Department Superintendent are those people in charge of their respected department

e. Entry - The action by which a person passes through an opening into a permit-required confined space. Entry includes the ensuing work activities in that space and is considered to have occurred as soon as any part of the entrant’s body breaks the plane of an opening into the space

f. Entry Permit - The written or printed document that is provided by the employer to allow and control entry into a permit space and that contains the information specified in this program

g. Entry Supervisor - Department Superintendent or the designated representative (such as foremen or crew chief~ responsible for determining if acceptable entry conditions are present at a permit space where entry is planned, for authorizing entry and overseeing entry operations, and for terminating entry as required by this program

h. Hazardous Atmosphere - An atmosphere that may expose employees to the risk of death, incapacitation, and impairment of ability to self-rescue (that is, escape unaided from a permit space), injury, or acute illness from one of more of the following:

1. Flammable gas, vapor, or mist in excess 10% of its lower flammable limit (LEL)

2. Airborne combustible dust at a concentration that meets or exceeds its LEL

a. NOTE:
This concentration may be approximated as a condition in which the dust obscures vision at a distance of 5 feet or less.

3. Atmospheric oxygen concentration below 19.5% or above 23.5%

4. Atmospheric concentration of any substance for which a dose or a permissible exposure limit is published in Subpart 0, Occupational health and Environmental Control, or in Subpart Z, Toxic and Hazardous Substances, of 29 CFR 1910 and that could result in employee exposure in excess of its dose or permissible exposure limit

ii. NOTE:
Atmospheric concentration of any substance that is not capable of causing death, incapacitation, impairment of ability to self-rescue, injury, or acute illness due to its health effects is not covered by this provision

iii. Any other atmospheric condition that is immediately dangerous to life or health 

1. NOTE: For hr contaminants for which OSHA has not determined a dose or permissible exposure limit, other sources of information, such as Material Safety Data Sheets that comply with the Hazard Communication Standard, section 1910.1200, published information, and internal documents can provide guidance in establishing acceptable atmospheric conditions.

i. Hot Work - Any work involving burning, welding or similar fire-producing operations. Also, any work that produces a source of ignition; such as grinding, drilling, or heating.

j. Immediately Dangerous to Life or Health (IDLH) - An atmosphere that poses an immediate threat of loss of life: May result in irreversible or immediate severe health effects; may result in eye damage/irritation; or other condition that could impair escape from a confined space.

k. Lower Explosive Limit (LEL) - The minimum concentration of a combustible gas or vapor in air that will ignite if an ignition source is introduced.

l. Non-Permit Required Confined Space - A confined space that does not contain, nor has the potential to contain, any hazard capable of causing death or serious physical harm (with respect to atmospheric hazards)

m. Oxygen-Deficient Atmosphere - An atmosphere that contains an oxygen concentration of less than 19.5% by volume

n. Oxygen Enriched Atmosphere - An atmosphere that contains an oxygen concentration greater than 22.5% by volume

o.  PPE – Personal Protective Equipment - Any devices or clothing worn by the worker to protect against hazards in the environment.  Examples are respirators gloves, and chemical splash goggles

p. PEL - Permissible Exposure Level - Concentration of a substance to which an individual may be exposed repeatedly without adverse effect

q. Permit - Required Confined – Defined early in policy

r. Purging - The removal of gases or vapors from a confined space by the process of displacement

s. Standby Person - A person designated by the department head in charge of entry to remain outside the confined space and to be in constant communication with personnel working inside the confined communication with the personnel working inside the confined space

City/Town of _____________
Facility Security Policytc "Facility Security Policy" \f C \l 1
A. Purpose

a. To establish minimum security requirements for all City facilities.

B. Policy

a. All reasonable precautions will be taken to keep unauthorized people from entering City operated facilities.

b. All buildings and outdoor equipment not monitored on a 24 hour per day basis will be kept locked while unattended.

c. Damage to security gates, fences, signs, locks, etc. shall be repaired promptly.

C. Procedures

a. Facilities that are fenced must be inspected monthly to verify, that the fencing, security gates, warning signs, etc. are intact and functioning as intended.

b. All main gates to restricted facilities must be posted with a warning sign and a placard indicating who to call in an emergency.

c. Whenever there is an indication of an attempted break in, vandalism, stolen warning signs, etc., the matter shall be reported immediately to the police and to the Department Superintendent.

City/Town of _____________

First-Aid Supplies Policytc "First-Aid Supplies Policy" \f C \l 1
A. Purpose

a. To establish guidelines for the purchase and use of first-aid supplies

B. Policy

a. First-aid kits containing approved supplies shall be maintained at all City facilities. A minimum of one (I) kit must be provided at each location.

b. All primary vehicles owned and operated by the City shall carry an approved first-aid kit.

c. All first-aid kits shall be mounted in an easily observed location, and labeled with a sign on/or adjacent to the kit.

C. Procedures

D. Minimum supplies to be maintained in portable and vehicle first-aid kits:

Item

1 roll
112” Adhesive tape

1 roll
4” Gauze bandage

1 roll
2” Gauze bandage

2 boxes
Cleansing wipes; antiseptic


Tweezers


Scissors; 5 ½” stainless steel sheers with safety tip

2
Triangle bandages

1 box
Insect sting swabs

2 boxes
1” Self-adhesive bandages

1 box
2”X2” Sterile pads

1 box
4”x4” Sterile pads

1
CPR Mouthpiece shield; one way valve

1
Eye-wash-kit; saline, 4oz bottle; single use

1 tube
Antibiotic ointment

2
Instant cold compress; 4”x5”

1
First-aid booklet

2 pair
Disposable latex free gloves; suitable


for first aid and infection control


Small biohazard bag; approx. 1.5 gallons

City/Town of _____________
First-Aid Supplies Policy (Cont)tc "First-Aid Supplies Policy" \f C \l 1
The following items are minimum supplies to be maintained in large, central supply first-aid kits:

Item

6 rolls
1/2” Adhesive tape

6 rolls
4” Gauze bandage

6 rolls
2” Gauze bandage

6 boxes
Cleansing wipes; antiseptic

4
Tweezers

4
Scissors; 5 1/2” stainless steel sheers with safety tip

6
Triangle bandages

4 boxes
Insect sting swabs

S boxes
1” Self-adhesive bandages

2 boxes
2”x2” Sterile pads

2 boxes
4”x4” Sterile pads

4
CPR Mouthpiece shields; one way valve

S
Instant cold compress; 4” x 5

S tubes
Antibiotic ointment

4
First-aid booklets

2 boxes
Disposable latex free gloves; suitable for first aid and infection control

1 roll
Small biohazard bags; approx. 1.5 gallon

All first-aid kits shall be inspected monthly using the checklist provided with kit. Items that are missing, or low in quantity, shall be replaced immediately.

City/Town of _____________
Hazard Communication Standardtc "Hazard Communication Standard" \f C \l 1
A. Policy

a. The City/Town of ____________ will use as a guide, the Federal OSHA Standards, 29 CFR 1910 and 1926. WWW.OSHA.GOV
B. City/Town of ____________ - Hazard Communication Standard Right to Know
a. Employees of the City/Town of ____________ have the right to know the properties and potential safety and health hazards of substances to which they may be exposed. Such knowledge is essential to reducing the risk of occupational illness and injury.

C. Goal of Right to Know:

a. To help you reduce the risks involved in working with hazardous materials

b. To transmit vital information to employees about real and potential hazards of substances in the work place

c. To reduce the incidence and cost of illness and injury resulting from hazardous substances

d. To promote public employee’s need and right to know

e. To encourage a reduction in the volume and toxicity of hazardous substances

D. Hazardous Substance

a. A hazardous substance is any substance that is a physical hazard or a health hazard.

i. “Health Hazard” means any chemical or biological substance or agent which is listed in the U.S. Occupational Safety and Health Administration’s list of Toxic and Hazardous Substance 29 CFR Part 1910, Subpart ‘2”. And any other substance including but not limited to chemicals which are carcinogens, toxic or highly toxic agents, reproductive toxins, irritants, corrosives, sensitizers, and agents which damage the lungs, skin, eyes or mucous membranes, and any substance for which a Material Safety Data Sheet has been provided by the manufacturer, as a hazardous material, or such substances deemed by the Commissioner, based on documented scientific evidence, that poses a threat to the health of an employee.

ii. “Physical Hazard” means a chemical which is a compressed gas, explosive, flammable, an organic peroxide, an oxidizer, pyrophoric, unstable (reactive) or water - reactive, and which is contained in the U.S. Occupational Safety and Health Administration’s list of Hazardous Materials, 29 CFR Part 1910, Subpart if’ and any substance for which a Material Safety Data Sheet has been provided by the manufacturer as a hazardous material, or such substances deemed by the Commissioner, based on documented scientific evidence that poses a threat to the safety of an employee.

E. Identifying Hazardous Substances

a. Every container of hazardous substances must bear a label showing the chemical name and the Chemical Abstract Service number (CAS #) or the manufacturer’s label. In addition, many containers will have pictorial labels suggesting the protective measures required in handling the substance.

b. Other labels and placards will utilize a numbering system of 0-4 to determine the seriousness or the hazard of the substance in the three categories of Health, Flammability, and Reactivity. In all cases, a 0 means the least threat while a rating of 4 means the greatest danger

F. How to Determine which Substances Are in Your Place

a. Discuss this topic with your supervisor and review your department’s MSDS sheets. To determine the extent of the hazard for a substance or protective measures required in using a chemical, locate the Material Safety Data Sheets (MSDS). The MSDS will provide an in-depth analysis of the substance along with all precautions necessary to handle the substance safely.

G. Material Safety Data Sheets (MSDS)

a. It is very important to know how to read and understand the MSDS. It is designed and written in sections:

Section I

Product Identification

(Chemical Name and Trade Names)

Section II

Hazardous Ingredients

(Components and Percentages)

Section III

Physical Data

(Boiling point, density, solubility in water, appearance, and color, etc.)

Section IV

Fire and Explosion Data

(Flash point, extinguisher media, special fire fighting procedures, and unusual fire and explosion hazards)

Section V

Reactivity Data

(Stability, condition to avoid, incompatible materials, etc)

Section VI

Health Hazard Data

(Exposure limits, effects of overexposure, emergency and first aid procedure)

Section VII

Spill or Leak Procedures

(Steps to take to control and clean up spills and leaks and waste disposal methods)

Section VIII

Control Measures

(Respiratory protection, ventilation, protection for eyes or skin or other protective equipment)

Section IX

b. Special Precautions

c. (How to handle and store, steps to take in a spill, disposal method, and other precautions)

H. Appropriate Work Practices

It is strongly suggested that you read the MSDS for every substance you come in contact with and utilize the control measures (protective measures) and the special precautions delineated on the MSDS. When in doubt, consult with your supervisor.

I. Emergency Procedures
a. Report all spills and avoid contact with substances without proper protective equipment.

b. If you are exposed (exposed to a substance that requires protective equipment —when you do not have the required protective equipment) to a hazardous substance, seek medical attention and make a written report of the exposure with your supervisor. The record of the exposure will be kept permanently and will be available to you.

J. Emergency 911
a. To report emergencies, dial 911. The 911 number will provide access to fire, police, ambulance, or emergency services or use your portable radio, if applicable.

K. Acronyms You May Wish to Become Familiar With:

OSHA- Occupational Safety & Health Act

EPA - Environmental Protection Agency

NRC - National Response Center (Coast Guard)

DOT - Department of Transportation

NIOSH - National Institute of Safety and Health

MSHA - Mine Safety & Health Act

TSCA - Toxic Substance Control Act

CFR - Code of Federal Regulations

CAS - Chemical Abstract Service (number)

ACGIH - American Conference of Governmental Industrial Hygienist

SARA - Superthnd Amendments Re-authorization Act

TLV - Threshold Limit Value

TWA - Time Weighted Averaged

PEL - Personal Exposure Limit

UEL - Upper Explosion Limit

La - Lower Explosion Limit

PPE - Personal Protection Equipment

P1’S - Parts Per Million

Mg/I - Milligrams per Liter

L. Material Safety Data Sheets (MSDS) are the key sources to determine which substances are in the work place and how to avoid exposure to hazardous substances. MSDS’s are available at your request from your supervisor. Learn where the Material Safety Data Sheets are kept and review them frequently.

City/Town of _____________
Lock-Out/Tag-Out Policytc "Lock-Out/Tag-Out Policy" \f C \l 1
A. Scopetc "Scope" \f C \l 2
This program specifically outlines the purpose, authorization, rules, and techniques to be utilized by City/Town of ____________ employees on a dally basis to guard against unexpected energizing, start-up, or release of stored energy, which could cause injury. It shall be the duty of each employee to become familiar with the contents of this program and ensure compliance with its procedures. Department Superintendents and Supervisor’s shall ensure that employees under their supervision receive training in the contents of this program and ensure records of this training are maintained.

B. Purposetc "Purpose" \f C \l 2
The purpose of this program is to establish procedures for affixing appropriate lockout or tag-out devices to energy-isolating devices, and to otherwise disable machines or equipment to prevent unexpected energization, start-up, or release of stored energy in order to prevent injury to employees.
C. Definitions Applicable to this Programtc "Definitions Applicable to this Program" \f C \l 2
1. Affected Employee: An employee whose job requires them to operate or use a machine or piece of equipment on which servicing is being performed under lock-out or tag-out, or whose job requires them to work in an area in which such servicing or maintenance is being performed.

2. Authorized Employee: A person who locks or implements a tag-out system procedure on machines or equipment to perform the servicing or maintenance on that machine or equipment. An authorized employee and an affected employee may be the same person when the affected employee’s duties also include performing maintenance or service on a machine or piece of equipment, which must be locked, or a tag-out system implemented. Energy Source: Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other energy.

3. Lock-Out:
The placement of a lockout device on an energy-isolating device, in accordance with an established procedure, ensuring that the energy-isolating device and the equipment being controlled cannot be operated until the lockout device is removed. Lock-Out Device: A device that utilizes a positive means, such as a lock, to hold an energy-isolating device in the safe position and prevent the energizing of a machine or piece of equipment.

4. Normal Production Operations: The utilization of a machine or piece of equipment to perform its intended production function.

5. Primary Authorized Employee: The authorized employee who has been vested with responsibility for a set number or group of employees performing service or maintenance on machines or equipment subject to Lock-out or tag-out procedures.

6. Servicing and/or Maintenance: Workplace activities such as constructing, installing, setting up, adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment These activities include lubrication, cleaning or un-jamming of machines or equipment, and making adjustments or tool changes where the employee may be exposed to the unexpected energizing or start-up of the equipment or release of hazardous energy.

7. Tag-Out:  The placement of a tag-out device on an energy-isolating device, in accordance with an established procedure, to indicate that the energy-isolating device and the equipment being controlled may not be operated until the tag-out device is removed.

D. Authorizationtc "Authorization" \f C \l 2
1. A designated City/Town of ____________ representative may authorize the use of this program by all facilities, departments, and individuals associated with the control of hazardous energy on any City/Town of ____________ entity.

2. Department Superintendents and / Supervisors will implement the program and insure that the personnel under their supervision are trained in accordance with the procedures established herein. This responsibility may be delegated to another person or persons within the department providing it is done so in writing and the designated person is qualified and competent. This person will authorize employees to implement the locking and tagging system procedure.

3. An employee who has been authorized by his or her department Superintendent or supervisor shall lock or implement a tag-out system procedure on machines or equipment to perform servicing or maintenance; or on a machine which the unexpected energizing or start-up of the machine or equipment, or release of stored energy could cause injury.

E. Rulestc "Rules" \f C \l 2
1. Each department utilizing the City/Town of ____________ program for the control of hazardous energy shall establish and document site-specific procedures for energy isolation. Specialized lock-out devices shall be obtained and kept within the department for its use.

2. A standard supply of the most-often-used lock-out devices shall be maintained.

3. If an energy-isolating device is capable of being locked out, the authorized employee shall utilize lock-out, unless the Department Superintendent or Supervisor can demonstrate that utilization of a tag-out system Will provide full employee protection. When a tag-out device is used on an energy-isolating, which is capable of being locked out, the tag-out device shall be attached at the same location that the lockout device would have been attached.

4. Lock-out devices used for the implementation of this program shall be accompanied by a standard tag. These devices shall be used for no other purpose than lock-out, and shall be substantial enough to prevent removal without the use of excessive force or unusual techniques. Tag-out devices, including their means of attachment, shall be substantial enough to prevent inadvertent or accidental removal. Tag-out device attachment means shall be of a non-releasable with a minimum unlocking strength of no less than 50 pounds and having the general design and basic characteristics of being at least equivalent to a one-piece, all-environment-tolerant nylon cable tie.

5. The Safety Coordinator or his/her designated representative shall conduct periodic inspection of the energy control procedure at least annually to ensure that the procedure and the requirements of 29 CFR 1910.150 are being followed.

6. Department Superintendents or their designated representatives are required to provide training to ensure that the purpose and function of the energy control program are understood by employees. Through training, employees will be required to possess the knowledge and skills required for safe applications, usage, and removal of energy controls. Training shall include the following:

7. Each authorized employee shall receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control.

8. Each affected employee shall be instructed in the purpose and use of the energy control procedure.

9. All other employees whose work operations are or may be in an area where energy control procedures may be utilized, shall be instructed about the procedure, and about the prohibition relating to attempts to restart or re-energize machines or equipment which are locked-out or tagged-out.

10. When tag-out systems are used, employees shall also be trained in the following limitations of tags:

11. Tags are essentially warning devices affixed to energy-isolating devices, and do not provide the physical restraint on those devices that is provided by lock-out.

12. When a tag is attached to an energy-isolating means, it is not to be removed without authorization of the authorized person responsible for it, and it is never to be bypassed, ignored or otherwise defeated.

13. Tags must be legible and understandable by all authorized employees, affected employees, and all other employees whose work operations are or may be in the area, in order to be effective.

14. Tags and their means of attachment must be made of materials that will withstand the environmental conditions encountered in the workplace.

15. Tags may evoke a false sense of security, and their meaning needs to be understood as part of the overall energy control program.

16. Tags must be securely attached to energy-isolating devices so that they cannot be inadvertently or accidentally detached during use.

17. Retraining shall be provided for all authorized and affected employees whenever there is a change in their job assignments, a change in machines, equipment or process that presents a new hazard, or when there is a change in energy control procedures. Retraining shall establish employee proficiency and introduce new or revised control methods and procedures as necessary, 

i. The Superintendents of departments or their designated representatives shall certify that employees training has been accomplished and is being kept up-to-date. The certification shall contain each employee’s name and dates of training.

F. Techniquestc "Techniques" \f C \l 2
1. Only authorized employees shall perform implementation of the lock-out or tag-out system. Department Superintendents or their designated representatives, of the application and removal of lock-out or tag-out devices shall notify affected employees. Notification shall be given before the controls are applied, and after they are removed from the machine or equipment.

2. The established procedure for the application of energy control shall cover the following elements and actions and shall be done in the following sequence:

i. Preparation for shutdown: Before an authorized or affected employee turns off a machine or piece of equipment, they shall have knowledge of the type and magnitude of the energy, the hazards of the energy to be controlled, and the method or means to control the energy.

ii. Machine or equipment shutdown: An orderly shutdown must be utilized to avoid any additional or increased hazard(s) to employees as a result of equipment de-energizing.

iii. Machine or equipment isolation: All energy-isolating devices that are needed to control the energy to the machine or equipment shall be physically located and operated in such a manner as to isolate the machine or equipment from the energy source(s).

iv. Lock-out or tag-out device application: authorized employees shall affix Lock-out or tag-out devices to each energy-isolating device. Lock-out devices, where used, shall be affixed in a manner that will hold the energy in a “safe” or “off’ position. Tag-out devices, where used, shall be affixed in such a manner as will clearly indicate that the operation or movement of energy-isolating devices from the “safe” or “off’ position is prohibited.

v. Where tag-out devices are used with energy-isolating devices designed with the capability of being locked, the tag shall be fastened at the same point at which the lock would have been attached.

vi. Where a tag cannot be affixed directly to the energy-isolating device, the tag shall be located as close as safely possible to the device, in a position that will be immediately obvious to anyone attempting to operate the device.
vii. Stored Energy: Following the application of lock-out or tag-out devices to energy-isolating devices, all potentially hazardous stored energy shall be rendered safe. If there is a possibility of re-accumulation of stored energy to a hazardous level, verification of isolation shall be continued until the servicing or maintenance is completed, or until the possibility of such accumulation no longer exists.
viii. Verification of Isolation: Prior to starting work on machines or equipment that have been locked out or tagged out, the authorized employee shall verify that isolation and de-​energizing of the machine or equipment has been accomplished.

ix. Release from Lock-out or Tag-out: Before lock-out or tag-out devices are removed and energy is restored to the machine or equipment, procedures shall be followed and actions taken by the authorized employee(s) to ensure the following:
1. The Machine or Equipment: the work area shall be inspected to ensure that nonessential items have been removed and that machine or equipment components are operationally intact.

2. Employees: The work area shall be checked to ensure that all employees have been safely positioned or removes. Before lock-out or tag-out devices are removed and before machines or equipment are energized, affected employees shall be notified.

x. Lock-out or Tag-out Device Removal: Each lock-out or tag-out device shall be removed from each energy-isolating device by the employee who applied the device.
3. Exception:
When the authorized employee who applied the lock-out or tag-out device (installer) is not available to remover it, that device may be removed under the direction of the installer’s immediate supervisor. Each department involved in lock-out or tag-out operations shall provide specific training and procedures for such removal. The procedures and training shall be documented The documentation shall demonstrate that safety equivalent to the original process of having only the installer remove the device is maintained The spec4fic procedure shall include at least the following elements:
i. Verification by the immediate supervisor that the employee who applied the device is not at the facility,

ii. Making all reasonable efforts to contact the authorized employee to inform them that his/her lock-out or tag-out device has been removed, and

iii. Ensuring that the authorized employee has this knowledge before they resume work at the facility.

4. Testing or Positioning of machines, equipment, or components thereof: In situations where lock-out or tag-out devices must be temporarily removed from the energy-isolating device and the machine or equipment energized to test or position the equipment or component thereof the following sequence of actions shall be followed:

i. Clear the machine or equipment of tools and materials

ii. Remove employees from the machine or equipment area

iii. Remove the lock-out or tag-out devices

iv. Energize and proceed with testing or positioning

v. be-energize all systems and reapply energy control measures to continue the servicing and/or maintenance.

5. Outside Personnel (contractor, etc): Whenever outside servicing personnel are to be engaged in activities covered by the scope and application of this program, the Department Superintendent and the outside employer shall inform each other of their respective lock-out or tag-out procedures. The Department Superintendent shall ensure that his/her personnel understand and comply with restrictions and prohibitions of the outside employer’s energy control procedures If the outside employer has no documented lock-out or tag-out procedures, they shall ensure that their personnel understand and comply with the procedures established in this program.

6. Group Lock-out or Tag-out: When servicing and/or maintenance is preformed by a crew or department, they shall utilize a procedure which affords the employees a level of protection equivalent to that provided by the implementation of a personal lock-out or tag-out device This shall be accomplished by:

i. The application of a multi-lock accepting device by the primary authorized employee to the energy-isolating device.

ii. The primary authorized employee attaching his/her lock to the multi-accepting device.

iii. Each authorized employee shall affix a personal lockout or tag-out device to the multi-lock accepting device when the begin work, and shall remove those devices when they stop working on the machines or equipment being serviced or maintained.

iv. The primary authorized employee removing his/her lock and the multi-lock accepting device when all service or maintenance has been complete.

7. Shift or Personnel Changes: To insure the orderly transfer of lock-out or tag-out devices between off-going and on-coming employees and minimize exposure to hazards form unexpected energizing start-up of the machine or equipment, or release of stored energy, these procedures shall be followed:

i. The on-coming personnel shall notify the off-going personnel that they are ready to begin work on the machine or equipment.

ii. All lock-out and/or tag-out devices attached to the machine or equipment by the off-going personnel shall be removed and immediately replaced with like devices by the on-coming authorized personnel.

iii. The primary authorized employee shall insure that all pertinent co​ordination between off-going and oncoming personnel has been completed before
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