SAFETY POLICY & TRAINING GUIDE

INTRODUCTION

Safety must be part of the planning for every job, equal in importance to all other operational considerations. Observing the safety procedures and practices contained in this policy will make city operations safer, but every employee and supervisor must strive for improving safety practices. Employee suggestions for improving work conditions and procedures are invited. Unsafe conditions and unsafe procedures must be identified before they can be corrected. 

Accidents are very costly. The cost to the employee is physical pain, possible disability, and the potential loss of income or future earning power. Worker’s Compensation, no matter how liberal, will never equal the cost of injuries to employees. 

Accidents cost employers money and lost time for Worker’s Compensation, medical treatment, repair of damaged equipment, and hidden costs that are not easily measured. These costs include lessened efficiency and public liability settlements.  These costs represent a very significant expense for the city.  

Accidents do not just “happen”. According to the National safety Council 96% of all accidents occur because of human error. Another 2% of accidents occur because a human being allowed an unsafe act or condition to exist. Thus, 98% of all accidents occur because of human beings. These are human failures and can be controlled.

This policy sets guidelines that every employee must accept if the safety program is to be successful. All employees are charged with the responsibility of supporting the safety program. Every employee is expected to be concerned with his/her own safety, the safety of fellow workers, and the safety of the general public. 

A great deal of accident prevention results from adequate training. Supervisory personnel are expected to conduct on-the-job training to help employees learn the skills they need for the job.

PURPOSE OF THIS DOCUMENT

This policy and training guide is intended to establish uniform safety guidelines for tasks performed in more than one particular department. This guide should be used to train new and present employees. The appropriate Department Director or his/her designee will develop safety guidelines for specialized tasks not covered in this guide. The Safety & Training Supervisor is available to assist in the development of these guidelines.

HOW TO USE THIS POLICY AS A TRAINING GUIDE

The supervisor should first select what areas the employee needs to be trained in. Then select the appropriate checklists in back of this guide. These checklists should be reproduced, filled out completely, and placed in the employee’s personnel file once completed. This will provide documentation of the training. Each area suggests how often training should be conducted on that particular task.

GENERAL SAFETY PROCEDURES
The following general safety procedures are established for all City Personnel.

1. No horseplay is permitted

2. Use employer prescribed Personal Protective Equipment (PPE), (eye/face protection, gloves, hearing, protection, steel toed/boots, etc.). Special Protective clothing and/or equipment should be worn whenever specified by your supervisor, and should be maintained in good condition.

3. Use only scaffolds and /or ladders for climbing purposes. (Do not use barrels, boards, boxes, racks, etc.)

4. When working above or below a fellow worker, warn each other of presence.

5. Never leave materials, tools, etc. in a position where one can slide, trip, or fall, (i.e. leaving hoses, wires, or cables on ladders, stairs, scaffolds, or walkways.)

6. Smoking, burning, and welding are prohibited within 50 feet of flammable liquid storage areas.

7. Keep hands and feet clear of pinch points when handling materials.

8. Turn off all unattended power equipment.

9.  Never repair, adjust, or lubricate machinery while it is operating.

10.  All guards and safety devices removed to perform service or make adjustments or 

       repairs must be replaced before machinery is made available for operator use.     

       Machinery that is not ready for operator use must be tagged “out of service”.

11.  Removal of safety devices is prohibited, such as; barrier guards, guardrails,  

       handholds, machinery guards and other safety devices such as lockout switches

       and controls. Never operate machinery with guards removed.

12.  Keep all equipment, tools, and materials, and areas clean and orderly. Disorder

       causes injury and lost time, energy, and materials

13.  Obey all posted safety signs, markings, and decals.

14.  When working around machinery do not wear loose clothing, rings, bracelets, or 

        any other items that could become entangled in the equipment.

15.  No employee shall use, sell, possess, or be under the influence of alcohol and/or 

       illicit drugs while in the work place. (See City Of Montgomery Alcohol & Drug Abuse

      Policy)

16. Never drive vehicles recklessly. (i.e. trucks, forklifts, endloaders, and any other rolling stock).

USE CHECKLIST #1

HOUSEKEEPING

INTRODUCTION

Many serious injuries are caused when employees are struck by falling objects or trip over objects they cannot see. In addition, serious property damage and employee injuries stem from fires caused by poor housekeeping practices and improper storage of flammable materials. The easiest and best protection against these hazards is good housekeeping.

When materials are stored properly, many potential accidents can be prevented. Through careful planning prior to laying out a job, tripping hazards can be avoided and many sprains, fractures, and bruises that might otherwise result from falls can be prevented.

Aside from accident prevention benefits, good housekeeping means efficient performance. Materials, tools, and equipment should all have a place for orderly storage. When returned to the proper place after use, they are easier to find when needed again. Proper storage also makes it easier to conduct regular inspections for damage and/or wear to your equipment.

SAFETY PROCEDURES

1. All places of employment, passageways, storerooms, and service rooms shall be kept clean, orderly and in a sanitary condition.

2. The floor of every workshop shall be maintained in a clean and, so far as possible, dry condition. Where wet processes are used, drainage shall be maintained and false floors, platforms, mats, or other dry standing places should be provided where practical.

3. Aisles and passageways shall be kept clear and in good repair, with no obstruction across or into aisles that could create a hazard.

4. Every floor, working place and passageway shall be kept free from protruding nails, splinters, holes, or loose boards. 

5. Permanent aisles and passageways shall be appropriately marked.

6. Tools and equipment shall be returned to their proper place when not in use.

7. Extension cords, air hoses, water hoses, ladders, pipes, tools, etc., shall be laid out in such a way as to minimize tripping hazards or obstruction to traffic.

8. Adequate toe boards to prevent objects from rolling over the edge shall be provided when material is stored overhead.

9. Materials stored on racks or hooks shall be secured from falling. Load limits shall be established and posted on loft or mezzanine storage areas.

10. Good housekeeping practices will be employed at all work sites. Particular attention will be given to removal of all tripping hazards and obstructions, which would cause injury or delay work in progress.

11. Supervisors are required to take immediate corrective action to eliminate any unsafe acts or unsafe conditions, which could result in an accident.

USE CHECKLIST #2

FIRE SAFETY

INTRODUCTION
Fire is an ever-present hazard in City operations. In the variety of activities performed in our City operation, there are many shops and job sites in which potential fire hazards exist. Orderly planning, sensible arrangement of fire-producing activities in relation to combustible materials, good housekeeping, and observance of practical controls of smoking habits when flammable substances are present can prevent fires.

FIRE TRIANGLE

A fire must have three (3) elements to occur:

1. Fuel – a substance that will burn.

2. Source of ignition – Heat or chemical reaction.

3. Oxygen – To sustain the fire or keep it burning

Remove any of these three (3) items and a fire will not occur.

ESTABLISH A PLAN TO COMBAT FIRE

It is necessary that shops and job sites have a fire plan to combat a fire if it should occur. The plan should include the following:

A. Adequate warning measures for alerting all personnel in the area of the existence of a fire.

B. Rapid reporting to the Fire Department.

C. Evacuation of personnel from the area involved in a fire.

D. Procedures for containing the fire insofar as it is safe to do so, and if possible, to maintain a safe exit for personnel working in the area.

E.  Instruction of personnel who regularly work there and the duties they perform in given fire situations.

F. Provide adequate fire extinguishing equipment that is certified and inspected on an annual basis. Extinguisher Inspections will be done on a monthly basis by each department. Each Department must maintain records of Inspection dates. 
G. Employee training on Fire Extinguishers will be conducted annually. This training, at a minimum, should consist of;

· Location of fire extinguishers

· Types of extinguishers and which type should be used on different fires.

· Inspection requirements.

· How to use an extinguisher to fight a fire

FIRE PREVENTION MEASURES
It is far better to prevent fire from occurring at all, but if it is necessary to use any potential fuel (material or substance), which is more than ordinarily combustible, suitable precautions must be taken to exclude exposure to heat or flame. Proper storage and disposal of flammable liquids or combustible material is a must to prevent build-up of internal heat and spontaneous combustion. Separation of highly volatile, hazardous substances, such as gasoline from areas occupied by people or equipment is required. It is necessary that smoking and the introduction of open flames, or use of electrical equipment, which may arc, be prohibited in areas where volatile, explosive substances are used or stored.

FIRE EXTINGUISHERS

Your workplace in City buildings should have fire extinguishers provided. They should be the right types for the hazards in your area. Ensure they are well made and they are well maintained, or they should be replaced. These extinguishers will not prevent fire losses if you don’t know their location and how to use them. Employees should fix the location of fire extinguishers in their mind so, in the event of an emergency, the employee can go to one at once. Employees should have clear access to the extinguisher. Its location should be marked accordingly. Different extinguishers operate in different ways. Take the time to read the operating instructions on the extinguishers, because there will not be time in an emergency.

Remember that different extinguishers are classified for different classes of fires. There are four (4) basic classes of fires listed below.

1. Class A – Fires that burn wood, cloth, paper, and combustible materials.

2. Class B – Fires that involve flammable liquids such as gasoline or grease.

3. Class C – Fires that occur in or near live electrical equipment and are a real hazard unless you use a non-conductor extinguishing agent.

4. Class D – Fires where exotic metals such as magnesium burn. 

USE CHECKLIST #3

LADDER SAFETY

INTRODUCTION

Ladders provide access to heights that cannot be reached from the ground surface or to areas where stairs or mechanical lift equipment is not practical. They are commonly used both at home and at work. Consequently, many accidents occur as a result of improper ladder usage. The major hazard in using ladders is a sudden fall. Other hazards include splinters, slivers, and slips. Major causes of falls are excessive load carrying, climbing or descending too fast, jumping, and reaching out to0 far while working from a ladder. The use of metal ladders has introduced another potentially dangerous hazard, because it becomes electrical conductor when they come into contact with an energized electrical service.

SAFETY PROCEDURES:

1. Ladders shall be maintained in good condition at all times. The joints between the steps should be checked and side rails shall be tight, all hardware and fittings securely attached, and the movable parts shall operate freely without binding or undue play. Do not use any ladder with wear or damaged rails, steps, or rungs.

2. Metal bearings or locks, heels, pulleys, etc., shall be frequently lubricated.

3.  Frayed or badly worn rope shall be replaced.

4. Safety feet and other auxiliary equipment shall be kept in good condition to ensure proper performance.

5. Ladders shall be stored in such a manner as to provide ease or access of inspection and to prevent the danger of an accident when withdrawing a ladder for use.

6. Ladders carried from vehicles shall be adequately and securely supported to avoid sagging and securely fastened in position. This will reduce damage due to road shock.

7. Ladders shall not be painted because painting may hide defects. Wood ladders should be sanded to remove splinters.

8. Ladders shall be inspected frequently and those, which have developed defects, shall be withdrawn from service for repair or destruction and tagged or marked as “DANGER DO NOT USE”.

9. Straight ladders should form a triangle when placed against a wall or object for climbing. When properly placed, the bottom of the ladder should be about one-fourth (1/4) as long as the vertical side (i.e., if the ladder is against a wall eight (8) feet high, the feet of the ladder should be about two (2) feet out from the wall).

10.  A straight ladder should be long enough to exit three (3) rungs above the level to which                the user is going.

11.  A ladder shall not be used as a horizontal platform or scaffold. The increased strain placed upon it may weaken it or break it outright.

12.  If the bottom of the ladder must be placed on a slippery surface, it shall be tied at the top or an assistant should hold it. 

13.  Employees shall not stand on the top of straight ladders.

14.  Ladders shall not be placed in front of doors opening toward the ladder unless the door is blocked open, locked or guarded.

15.  Ladders shall not be placed in boxes, barrels, or other unstable bases to obtain additional height.

16.  Only one person shall be on the ladder at any time.

17.  To support the top of a ladder at a window opening, a board should be lashed across the back of the window and across the window, providing firm support against building wall or window frame.

18.  Short ladders shall not be spliced together to form temporary extensions.

19.  Muddy or slippery shoes shall be cleaned before using the ladder.

20.  Rungs or steps shall be kept clean and free of grease and oil.

21.  Articles should not be carried by hand while climbing up or down a ladder. A hand line should be used to raise or lower tools or materials.

22.  All metal ladders are electrical conductors and shall not be used in the vicinity of electrical equipment.

23.  Areas where portable ladders are used shall be kept clear of rubbish and waste materials.

24.  Supervisors are required to take immediate corrective action to eliminate any unsafe acts or unsafe conditions, which could result in an accident.

USE CHECKLIST # 4

HAND TOOLS

INTRODUCTION

Accidents are often caused by an employee’s failure to use the proper tool for a job, or by the use of a tool that is defective in some manner. Tools with cutting edges must be kept sharp to be effective. They present a hazard to personnel, however, that must be respected, and employees must protect themselves by keeping cutting edges protected when not in use. Proper use and proper maintenance of tools contribute to safer, more efficient performance.

SAFETY PROCEDURES

1. Employees must be made aware of the proper tools for every job.

2. Cutting edges shall be kept sharp and shall be carried in a suitable sheath or holster.

3. Defective tools shall be promptly reported to the supervisor for repair or replacement.

4.  Handles shall be kept free from splinters, burrs, etc. Make sure handles are tight on the head and not weakened by cracks or splits.

5.  Impact tools such as hammers, chisels, punches, or steel stakes that have burred heads shall not be used. The head should be dressed to remove burrs or chipped edges.

6. Only tools designed with the proper tensile strength shall be used for prying and leverage functions.

7. When handing a tool to another person, sharp points and cutting edges shall be pointed away from both persons.

8. A tool shall be placed in the proper container when not in use.

9. When working above ground level or above an excavation, tools, equipment, and debris shall be secured whenever possible to prevent them from falling on personnel below.

10.  Place barricades or warning devices to route traffic around any potential drop zone whenever possible.

11. Only properly insulated tools shall be used around energized electrical circuits or equipment.

12.  All employees involved in electrical operations shall avoid using metal measuring or fabric tapes containing woven metal strands. Wire rope or other tools that contain metal are not to be utilized around electrical circuits or equipment.

13. Appropriate personal protective equipment shall be worn ( eye protection, gloves) when using tools that create hazards from flying particles, or bodily contact with sharp cutting edges.

14. Suitable handles shall be used on all files.

SAFETY PROCEDURES FOR COMMONLY USED TOOLS

HAMMERS

1. Keep your attention focused on the work.

2. Be sure that the handle of the hammer is sound, and without splinters, if made of wood.

3. Check to see that the handle is securely set in the head. Replace loose or damaged wooden 

handles and discard hammers with damaged metal or fiberglass handles.

4. Check the face of the hammer to see that it is clean and that it is not split, chipped or mushroomed. Burrs from the head or claw may be ground off.

5. Use the hammer properly and grasp the hammer firmly near the end. Use a light blow to set the nail and to determine the aim. Strike the nail squarely.

6. Do not strike with the cheek of the hammer.

7.  Do not strike hardened steel surface (such as a cold chisel) with a regular nail hammer; use a ball peen hammer and wear eye protection.

8. Never strike a hammer with another.

9. Use the claw for pulling nails. Do not use as a pry or a wedge, or for pulling spikes.

10. Do not use a hammer beyond its capacity.

SCREWDRIVERS

     1. Ensure common or flat screwdrivers are properly ground and squared.

     2. Use the right size screwdriver for the size and type of screw being driven.

3. Screwdrivers should not be used on handheld objects whenever possible. If a vise is available, use it.

4. A screwdriver is not to be used as a pry bar or a chisel.

USE CHECKLIST #5

PORTABLE POWER TOOLS

INTRODUCTION

      There are several hazards commonly associated with the use of hand-operated power tools. 

      These hazards can be greatly reduced by using tools properly, keeping guards in place, and    

       by wearing appropriate protective equipment. When operated properly, these tools save time 

       and labor. When operated improperly, they can inflict severe injuries.

The source of power can be electrical, gasoline engine, compressed air, or powder-charged.  There are hazards peculiar to each source and hazards that are common to all of them. Safety

 procedures that are applicable to all are listed first, followed by safety procedures that are 

 applicable to a particular power source.

GENERAL SAFETY PROCEDURES ALL POWER TOOLS

      Most of these tools have a cutting, drilling, or impact feature. They are very powerful and 

      can inflict severe damage to the body tissue. Most of them do not stop immediately when the

      source is cut of. A so-called “deadman” switch actuates them. The “deadman” switch is 

      part of the grip and when the switch is released, it disconnects power. This is a very good  

      safety feature that should always be maintained.

      The following safety procedures are established.

1. Follow all safety procedures established in the owner’s/operator’s manual.

2. Only employees trained in the safe use of power tools and authorized by supervisory personnel shall operate this equipment.

3. A well-balanced stance and firm footing should be implemented when using power tools.

4. Power tools shall not be operated without the guard provided.

5. Suitable personal protective clothing and equipment must be worn when operating power tools.

PORTABLE/FIXED ELECTRIC TOOLS

       The main hazards involved in the use of electrically powered tools are:

1. Electric shock from a short circuit.

2. Cuts and lacerations from cutting edges.

3. Burns from the bits or blades heated by friction.

4. Being struck by chips, shavings, and other debris during operation.

PORTABLE/FIXED ELECTRIC TOOL SAFETY PROCEDURES

        The following safety procedures are established.

1. All portable/fixed electrical tools used in City operations shall be grounded by connecting a three-wire cord with polarized, three-prong plug to a properly grounded three-hole receptacle. Only those electrical tools which are impressed or embossed “double insulation” and are approved, tested, and listed by Underwriters Laboratories, Inc. should be used.

2. Extension cords used with portable electric tools must be of the three-conductor type with matching plug and receptacle. Two-wire cord may be used with double insulated tools.

3. Home made electrical cords will not be used.

4. Ground Fault Interrupter Circuits (GFIC) will be used whenever required by outdoor climate.

5. Cords from the tool itself and extension cords will be protected from contamination by oil or acid solution.

6. Cords will be protected from damage to wire connector on terminal connections by excessive tension (pulling, kinking, and pinching). 

7. Electrical hand tools shall be visually inspected each time they are used for damaged cords and ground connections. The most common defects occur at the points where the cord is attached to the tool or where it is attached to the plug. Be sure to check for a secure connection as well as proper insulation at these points.

8. Only qualified maintenance personnel shall repair defective portable electric equipment 

9. Adjusting keys or wrenches shall be removed prior to operating the tool.

10. If it is necessary to use electric equipment in a wet location, only low voltage equipment shall be used and rubber boots and rubber gloves must be worn.

11. Equipment shall not be overloaded.

12.  Tools shall not be operated without the safety guards that have been provided.

13. Suitable personal protective clothing and equipment shall be worn when using portable/fixed electrical tools.

14. Power must be shut off, the machine stopped, and the electrical plug disconnected before making adjustments or clearing jammed objects.

15. Portable electric tools shall not be left unattended with the power cord plugged in.

16. Portable electric tools shall not be carried for any distance while plugged in, particularly with the finger on the switch.

17. The flange that abuts circular blades, grinding wheels, or abrasive cutting wheels shall be frequently inspected for damage. Nicks or chips that cause the blade or wheel to be mounted off-center cause vibration and possible disintegration of abrasive cutting wheels.

18.  The maximum distance between the grinding wheel and the tongue, at the top guard opening, will at no time exceed one-fourth (1/4) inch.

19. The work rest for a grinding wheel shall be securely fixed in position as close as possible to the wheel, and in no case more than one-eighth (1/8) inch from the wheel.

20. Each new grinding wheel should be visually inspected before installation to ensure that the rated speed for the wheel is not exceeded. The allowable speed in R.P.M will be indicated on the wheel.

21. Belt driven equipment must have full enclosure guards.

22. Machines must have a device to cut off power supply.

GASOLINE ENGINE-POWERED TOOLS

      The main hazards involved in using gasoline-powered portable tools are

1. Fire from flammable fuels.

2. Cuts and lacerations from cutting edges.

3. Burns from hot engines

4. Being struck by chips, shavings, flying objects, and other debris.

GASOLINE ENGINE-POWERED TOOLS SAFETY PROCEDURES

        The following safety procedures are established.

1. The clutch shall be disengaged before starting. Never start under a load.

2. Employees should always shut off the engine, wait for the machine to stop, and disconnect the spark plug wire before making adjustments or clearing jammed objects.

3. The machine should never be operated without the safety guards provided for it.

4. Suitable personal protective clothing and equipment shall be worn when operating the machine.

5. Running equipment shall not be left unattended.

6. Running engines or hot engines shall not be refueled

7. Smoking while refueling is prohibited.

PORTABLE COMPRESSED AIR TOOLS

         One of the main hazards of using air hammers for chipping or drilling is noise exposure.

         All personnel on a crew working in close proximity to an air hammer or compressor are

         exposed, in most cases, to sound levels well above the maximum allowable limit for an

         eight-hour shift. These noise exposures have been identified as sound frequencies and

         levels of intensity which can cause permanent hearing loss. It is essential, therefore, that 

         protection such as earplugs or earmuffs be worn.

         Other hazards involving use of tools operated by compressed air are:

1. Air being injected underneath the skin. This is a serious medical emergency

2. Strains from improper lifting and operation (tools which are usually heavy).

3. Cuts and lacerations from cutting edge.

4. Being struck by chips, shavings, and other debris picked up by the tool during operation, or propelled by leaking air under considerable pressure.

5. Being struck by whipping airlines that break or disconnect under pressure.

PORTABLE COMPRESSED AIR TOOLS SAFETY PROCEDURES

         The following safety procedures are established.

1. Never check for air leaks using your hand. Always use a piece of cardboard or rag.

2. Much of this equipment is heavy. To avoid strain, employees shall lift properly and assume a well-balanced stance and firm footing when operating this equipment.

3. Air hoses shall be securely coupled before charging with air pressure.

4. Hoses and couplings shall be inspected for damage contributing to air leaks before use.

5. The pressure relief valve shall be inspected every time the compressor unit is placed into use. Have the unit checked by qualified maintenance personnel if the pressure relief valve appears to be defective.

6. The pressure regulator shall be inspected frequently during operation. If the air pressure exceeds the maximum pressure stated for normal operation, the unit should be turned in for repair.

7. The air should be turned off and the air pressure released before disconnecting. Air pressure should not be released if personnel are standing in front of or over the outlet.

8. Air valves should be opened gradually.

9. Ordinarily, if an air hose breaks, pressure should be turned off before an attempt is made to repair it.

10. To prevent an air hose from whipping about if it breaks or uncouples the hose should be attached to the tool housing with a chain or clamp.

11. Compressed air should not be used for cleaning or clearing away debris, and

      compressed air streams should not be used as a body cleaning tool nor directed at  

      another person for any reason.
POWDER-ACTUATED TOOLS

        Most of these tools have a ram function to drive into compact substances with tremendous

        force. The hazards involved are:

1. Explosion of improperly stored charges.

2. Accidental discharge

3. Force of ram deflected due to improperly setting the tool.

4. Flying particles propelled by shock when the charge is set off.

POWDER-ACTUATED TOOLS SAFETY PROCEDURES

1. Bystanders and other workers must be kept a safe distance from the point of operation when setting the charge and exploding it.

2. Powder charges shall be kept secure from unauthorized handling and stored in accordance with the manufacturer’s recommendations.

3. Exposure of powder charges to heat, chemicals, impact, or dampness shall be prevented.

4. All types of charges in common use should be easily identifiable. A charge that is unfamiliar should not be used without adequate instruction in its safe use.

5. Suitable personal protective clothing and equipment shall be worn when using powder-actuated tools.

USE CHECKLIST # 6

OFFICE SAFETY

INTRODUCTION

Office work is more dangerous than expected and many accidents occur during ordinary office routine.

OFFICE SAFETY PROCEDURES

The following safety procedures are established.

1. Every employee shall be responsible to see that his/her desk and work area is clean and orderly. Good housekeeping is the key to a safe office environment.

2. Keep an eye open for loose or threadbare floor coverings.

3. Be extra cautious when you come up to a door that can be opened in your direction. Take it easy when pushing open such a door and slow down when coming to a “ blind” corner.

4. Haste when walking between desks can result in a bruise and falls. Keep electrical cords out of aisles.

5. All file, desk, and table drawers shall be kept closed when not in use. As soon as you leave them, close them. Never open more than one file drawer at a time.

6. Overloading the top drawer of unsecured file cabinets has caused many an injury. If unfamiliar with file cabinets, test the drawers and be careful not to pull them out to full extension. There may be no locking device on inexpensive or older models. This may cause a file cabinet to tip over if the top drawer is overloaded as compared to the lower drawer and it is pulled out too far.

7. Office tables, desks, and chairs must be maintained in good condition and free from sharp corners, projecting edges, wobbly legs, etc.

8. Tilting chairs can be hazardous when improperly used and care should be taken to assure that they are in good working condition.

9. Never use chairs, desks, or other office furniture as a makeshift ladder. Always use a stepladder. Don’t overreach and lose your balance.

10.  Keep the blades of paper cutters closed and locked when not in use.

11. Scissors, paper cutters, and similar office devices can easily cause minor, but painful injuries. Use the utensils with care and report such injuries at once.

12. Paper can cut and it hurts. Use a sponge or other wetting devices for envelopes. Use rubber finger guards when working with stacks of paper.

13.  Keep paper clips, thumbtacks, and pins in a place where they can’t hurt you. Keep razor blades and “exacto” blades covered.

14.  Be sure all electrical equipment is grounded and the cord is in good condition. If a machine gives you a shock or starts smoking, turn it off, unplug it, and report the device immediately to the office manager.  

USE CHECKLIST # 7

PROTECTIVE CLOTHING AND EQUIPMENT

INTRODUCTION

City employees perform a wide variety of operations and therefore are exposed to a wide variety of industrial hazards. The tasks performed range from office activities to heavy construction activities.

When the hazards cannot be engineered out of the machine or process, then protective clothing or equipment has been designed to prevent injury. Every possible effort will be made by management to select and provide protective clothing and equipment that is acceptable for comfort, appearance, and reliability, yet still affords the desired protection. It is sometimes less comfortable to wear than ordinary dress, however, and this creates a temptation for some individuals to lay it aside. An employee who fails to wear protective clothing and use safety equipment becomes a gambler who is betting his life, eyesight, or other physical well being that “It won’t happen to me”. Safety in this instance is a knowledge of the hazards, knowledge of the protection available, and a frame of mind that makes use of available protection a safe work habit.

HEAD PROTECTION

The many construction and maintenance activities performed by City employees involve working above or below ground levels, movement of materials overhead, and working near construction machinery. In such operations, the hazards of being struck by falling objects, machinery, and loads being moved by machinery constantly exists. Hard hats are provided to protect the head against the danger of injuries from falling or flying objects. The harness gives the helmet its impact-protection abilities. It is important that it is adjusted to fit the wearer and keep the hat a minimum distance of one and a quarter (1/4) inch above the wearer’s head.

HEAD PROTECTION SAFETY PROCEDURES

1. Department/division/section head will be responsible for proper head protection when required in the performance of the employee’s duties to maintain proper safety standards.

2. The construction and shape of hard hats shall not be altered in any manner.

3. Hard hats shall not be painted or have holes drilled in them because it alters the properties and stress factors built into it.

4. Hardhats will be worn in any area designated as a “Hard Hat Area”.

5. All personnel engaged in climbing tasks or working in aerial lefts shall wear head protection that is made in accordance with approved standards for dielectric properties, due to the possibility of contacting overhead electrical hazards.

6. Hard hats of the type approved by the Department Director shall be worn when working in areas where objects are subject to falling, flying, or striking (i.e., construction projects, material hoisting, inspecting condemned or unsafe houses, trenching, and excavation.

FACE AND EYE PROTECTION
Hazards involving the possibility of an eye injury exist in both indoor and outdoor tasks. They range from dirt blown into the eyes on a windy day to particles of steel, wood, or concrete propelled into the eyes with the use of power tools and machinery or splashes of corrosive chemicals. There are many types of safety glasses, goggles and shields that protect workers from this type of hazard.

Eye protection shall be provided for any task where there is reasonable probability of injury that can be prevented by such equipment. Employees assigned to perform tasks that require eye protection shall wear the protector provided. Department Directors shall make appropriate face/eye protection available to the employee and make their use mandatory for specific tasks. Eye wash stations, when practical, will be made available and maintained in good condition at all times. 

FACE AND EYE PROTECTION SAFETY PROCEDURES

The following safety procedures are established. Face and/or eye protection shall be worn when:

1. Grinding, cutting, milling, or drilling with power tools

2. Using impact wrenches and compressed air tools.

3. Chipping, scraping, scaling paint, rust, or other material.

4. Using punches, chisels, or other impact tools.

5. Cutting rivets.

6. Cutting or breaking concrete.

7. Cutting or breaking glass.

8. Using powder-actuated tools

9. Cleaning dust or dirt from under vehicles and machinery.

10.  Using metal cutting lathes, shapers, drill presses, power hacksaws, and other metalworking tools.

11. Operating Chain Saws

12.  Using corrosive or reactive liquid and/or solid chemicals.

13. Using power woodworking machinery, both fixed and portable.

14. Operating, or in the vicinity of, machinery where there is a danger of flying objects or dust to the face or eyes.

15. Working on any overhead surface or object which may require the employee to face upward.

16. When operating edgers, weed-eaters, chippers, or chainsaws.

17. Welder’s helmets with proper filter lens, welders lens, or welder’s goggles shall be worn in  all welding, cutting or fitting operations.

HEARING PROTECTION

In the variety of activities conducted by City work crews there are some machines or equipment that may produce sound levels in the frequencies which could cause hearing loss. The following table is taken from existing standards showing the maximum permissible noise exposure in an eight (8) hour shift.

PERMISSIBLE NOISE EXPOSURE

	DURATION OF DAY, HOUR
	SOUND LEVEL

(IN DECIBELS)

	8
	90

	6
	92

	4
	95

	3
	97

	2
	100

	1.5
	102

	1
	105

	0.5
	110

	0.25
	115


   When employees are subjected to sound levels exceeding those listed in the table, attempts

   should be made to use engineering controls to eliminate the hazard. If the source level cannot

   be reduced within the standards set forth in the table, then personal protective equipment shall

   be provided and worn by employees so exposed. The Safety and Training Supervisor will

   obtain noise exposure reading equipment when requested and will assist the department in 

   setting down standards where the noise level exceeds the permissible levels for one person in 

   one day.

Ear protection may consist of earmuffs, earplugs, or the newer disposable type materials. The type most acceptable to employees shall be provided whenever possible, so long as it achieves sufficient reduction of noise exposure. Ear protection will be used when the hours of exposure to excessive noise exceed an eight (8) hour time weighted average sound level of eighty-five (85) decibels. The following equipment exceeds the eighty-five (85)-db requirement and employees must where hearing protection:

1. Chippers

2. Generators

3. Chain saws

4. Portable compressed air tools

5. Jack hammer

HAND PROTECTION

Over a half million disabling injuries each year involve hands. Each City employee, regardless of his job classification, should know hands are the most important tools they will ever own.

HAND PROTECTION SAFETY PROCEDURES

The following safety procedures are established. Appropriate gloves shall be worn when:

1. Handling heavy, sharp, jagged, or rough materials.

2. Handling corrosive, toxic, and/or chemicals that may possibly be absorbed through the skin.

3. Working with brush, trash, or other debris that could cause injury to the hands.

4. Welding or cutting

5. Handling other hazardous or poisonous materials.

6. Operating Chain Saws (Leg chaps should also be worn)

Use Checklist # 8.

MATERIAL HANDLING SAFETY

INTRODUCTION:

Back injuries are responsible for 100 million lost workdays annually. These types of injuries occur nearly twice as often as any other injury. More than one out of five work-related injuries are back injuries. They represent the largest single contributor in injury cases and insurance claims in the workplace. The risk if injury is different for every employee. Contrary to popular belief, the workplace environment has a strong influence on back safety. Several factors, including type of work, noise, temperature, and design of the workplace, can have an effect on the safety of the workplace. The most effective tools for preventing back injuries are training and education on the workings of the back, injury cases, and proper material handling techniques. 

HOW YOUR BACK WORKS:

1. The Back- The back or spinal column is composed of 24 moveable bone call vertebrae. Each vertebra in your spine is separated from its neighbor by a cushion of cartilage called a disc. Think of these as flexible spacers between vertebrae, giving all the bony parts and tissues of the vertebral joint room to move and breathe. Another way to look at a disc is to think of a jelly donut. The outside covering of the disc is like the dough on a jelly donut and the inside is like the jelly. If the dough ruptures and the jelly oozes out you have a herniated disc. If the disc bulges out, but does not rupture, and comes in contact with a nerve you have a bulging disc. 

2. Understanding your three natural curves.

a. The first curve of your spine is called the cervical curve. It consists of seven small flexible vertebrae that support your skull. This curve has a slightly forward tilt.

b. The second curve of your spine is the thoracic curve. It consists of twelve vertebrae that are larger and more rigid. They are the mainstays of your chest. Twenty-four ribs extend from these long, slender bones. The thoracic curve has a more prominent backward curvature.

c. The third curve of your spine is the lumbar curve. Five massive lumbar vertebrae carry most of the weight of your body. They are mobile. The lumbar curve, often called the workhorse of the spine, has a forward tilt.

3. To keep your spine well aligned and moving smoothly – the way it was designed to move – you must maintain the balance of these three curves. Maintaining this alignment minimizes stress on the spine and helps prevent back pain and injury. The key to maintaining this alignment is to keep your ears, shoulders, and hips “stacked” in a straight line. You should try and maintain this alignment whether you are standing, sitting, or lifting.

THE MOST COMMON CAUSES OF LOW BACK PAIN:

1. Posture & Poor Alignment – Any posture that compromises the natural curvature and muscular balance of the spine predisposes us to lower back pain. Poor posture places strain and tension on the supporting muscles and ligaments, weakening them. Remember to keep your ears, shoulders, and hips stacked in a straight line.

2. Overexertion – We tend to ignore the subtle signs our back gives us to let up on our activity or change our position. In spite of a twinge or  a little spasm there we continue to move furniture around or sit at a computer for another three hours until we strain a muscle or squeeze a disc.

3. Traumatic Back Injuries -  Automobile, industrial accidents, and active sports cause most traumatic injuries.

4. Degenerative Wear & Tear – Although the spine undergoes a natural aging process, inappropriate alignment and use of the spine can speed up that process.

5. A Bulging or Herniated Disc – This can cause severe back pain, but only a small percentage of back pain can be attributed to this condition.

6. Structural Abnormalities – Occasionally, low back pain is caused by a predisposing condition such as scoliosis (curvature of the spine).

7. Emotional Stress and Muscular Tension – Stress causes muscles to contract. Chronically contracted muscles stop the circulation of blood and oxygen, resulting in pain and atrophy. 

PROPER MATERIAL HANDLING TECHNIQUES:

1. Test every load before you lift it, push it, or pull it. Alight load can do as much damage as a heavy one if not handled correctly. Also, a small size does not always mean a light load.

2. Remember to keep your ears, shoulders, and hips stacked in a straight line. This puts your back in the strongest position. Lift with your legs and hold the load close to your body. A load held at arm length can be up to ten times heavier than one held close to your body. Always tighten your stomach muscles as you lift or lower an object.

3. If you must turn while carrying the load, use your feet. You can injure your back if you twist while carrying a load.

4. Look over the route you plan to travel. Make sure there is nothing that you can trip over or slip on. Try to avoid uneven surfaces.

5. You can injure your back if you arch your back when lifting a load over your head. To avoid an injury, use a ladder when you must lift something that is over your head.

6. Be sure you have a tight grip on an object before you lift it.

7.  Use slow and smooth movements when lifting heavy objects.

8. If an object is very heavy or unbalanced, use a partner to help you lift it. If you can, use a dolly or mechanical lifting device.

9. If at all possible, push instead of pulling an object. You have twice as much power and less chance of injury.

10. Split large loads into several smaller ones whenever practical.

USE CHECKLIST # 9
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