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General Safety Policy
Standard Policy
Each work group that consists of two or more employee/sub-contractor shall have an employee/ sub-contractor in charge.  The employee/sub-contractor in charge is responsible to see that employee / sub-contractor in the group works safely.  Where one employee/sub-contractor is working alone, that employee/sub-contractor is responsible for his or hers own safety rule compliance.  Rank and titles are not related to this policy.  

Should the person in charge have difficulty getting all employees/sub-contractors to work safely, he or she shall immediately stop all work at the location and notify his or her supervisor and / or the Director of Safety.

Job Site Awareness

Employees /Sub-contractors are regularly called to work on job sites that are not under American Communications Construction control.  Employees / Sub-contractors are responsible to be aware of all hazards in work area (regardless of who owns it) and to refrain from situations that may expose them to those hazards. 

Tailgate Meetings (employees / sub-contractors working in the field)

The person in charge shall make certain that all the employees/sub-contractors in their group have the necessary information to do the work safely.  A meeting shall be held by the person in charge to plan that day’s (or job’s) work.  This tailgate meeting shall cover, at a minimum, the following:

· Exact street address of the work

· Work procedures or special precautions at the site

· The location of energy source control

· Personal Protective Equipment (PPE) requirements 

· Each employees / sub-contractors specific job assignment

Safety Meetings

Each work unit shall have, at a minimum, one meeting per month where accidents, near misses, and new work methods are discussed.  Staff meetings or other operational gatherings may not be counted as safety meetings. 
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Application of Safety Policy
· Each employee / sub-contractor is responsible for the contents of this manual.  Employees / Sub-contractors requiring assistance shall be responsible to request that assistance from their supervisor.

· Compliance with safety rules is mandatory for all employees / sub-contractors and is considered a requirement for employment or remaining a sub-contractor for ACC.

· If an employee / sub-contractor is called upon to perform work that he or she considers hazardous, he or she shall bring the matter to attention of the responsible supervisor, crew leader, or foreman before starting the work.  If questions arise, the final decision rests with the supervisor, crew leader, or foreman.
· These rules represent minimum requirements and are only intended to cover average or normal conditions.  Employees / Sub-contractors shall use good judgment in dealing with conditions not covered in these rules.  Should any employee / sub-contractor have difficulty applying good judgment to a particular situation, he or she shall immediately stop all work at the location and notify his or her supervisor and / or the Director of Safety.
Employees / Sub-contractors responsibility for safety

· If there is any doubt as to the ability to perform any task without injury, all work shall stop and the immediate supervisor shall be notified before work may resume.

· Before beginning a job, each employee / sub-contractor shall satisfy themselves that they can perform the task without injury.

· Before starting a job, each employee / sub-contractor shall thoroughly understand the work to be done, their part in the work, and the safety rules that apply to each phase of the work.

· Each employee / sub-contractor shall use all safety equipment provided whenever safety rules, good judgment, or good work practices make their use necessary or helpful.
· Each employee / sub-contractor shall be responsible to notify the person in charge of conditions that are hazardous or that may become hazardous while carrying out the job.

· Each employee / sub-contractor shall be responsible to see that all accidents and near misses are reported, in writing, immediately. This includes all accidents involving personal injury, vehicle collisions, and property damage. 
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· All on-the-job injuries shall be reported verbal at the time of their occurrence and in writing within twenty-four (24) hours of occurrence, whether or not the employee / sub-contractor chooses to seek medical treatment.

· All collisions (regardless of severity) involving Company vehicles shall be reported immediately.  Police shall be called for all collisions, regardless of fault or damage.  Written reports detailing the incident shall be completed within twenty-four (24) hours of occurrence.
· Each employee / sub-contractor shall be responsible for the proper care of all tools, equipment, and materials.  

· Each employee / sub-contractor shall promote safe working conditions at the crew level by showing an interest in personal safety as well as the safety of others.

· Each employee / sub-contractor shall pay close attention to all instructions from the employee / sub-contractor in charge and concentrate on performing the work in a safe and efficient manner.
Responsibilities of the Employee / Sub-contractor in Charge
Employees / Sub-contractors in Charge Shall:

· Set a positive safety example and see that all employees / sub-contractor under their supervision understand and follow all the safety rules.

· Correct any employee / sub-contractor observed in violation of any of the safety rules or policies.  Stop work if necessary.
· See that all tools, equipment and safety gear is kept in good working condition.

· Report all accidents and near misses immediately.

· Cooperate with their supervisor, manager, or the Director of Safety in correcting any safety problems that may arise.

· Ensure that all safety equipment assigned to their area (s) are inspected at least once each week.

· Appoint a specific employee / sub-contractor to be in charge when it is necessary to leave the work location.

· See that all equipment assigned is serviced and maintained as required.
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· See that all employees / sub-contractors under their supervision have the necessary information and work skills to do the work assigned to them in a safe manner.
· See that any vehicle assigned to (or borrowed by) their crew is assigned to a vehicle operator who will assume all the responsibilities with respect to that vehicle.
· See that all tools and equipment are secured and locked in approved locations prior to the crew departing at the end of each work shift, or if the tools and equipment are out of the crew’s direct supervision for any period of time.
· See that all employees / sub-contractors are proficient in the proper use and care of all tools prior to using them.
· See that all local traffic and transportation criteria are met when the crew is working on or near (within fifteen (15) feet of ) a public roadway or a roadway’s right of way.
· See that all vehicles and other equipment are property grounded when working on or near energized lines or equipment.
Return to Work Policy (This section does not apply to Sub-Contractors)
A team consisting of the injured worker, his or her supervisor, the office manager or designee, the headquarters office, the insurance company, and the injured worker’s physician will handle on-the-job injuries and occupational diseases.  Responsibilities of the injured worker, the supervisor, and the office manager are outlined below:

Injured Employee

· Report (in writing, not merely orally) all injuries (regardless of severity) to their supervisor immediately.
· Take the “notice to physician” form to the first medical visit and submit it to the physician.  Advise the physician that light or limited duty may be available.  Return this form to the supervisor the same day.

· If light or limited duty is prescribed by the physician, the employee is responsible to discuss this with the supervisor.  If a light or limited duty position is offered, the employee is required to report just as if it were their regular job.

· Employees shall not exceed the limitations placed upon them by their physician. 

· If “no duty” is prescribed by the physician, or if no light or limited duty is available, the employee is required to update his or her telephone number(s) and address (es) with the office manager and to report in to the office manager at least once per week.
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Supervisor   (Acc Employees Only)

· Immediately upon gaining knowledge of an on-the-job injury, coordinate first aid and then complete a written incident report and the State Workers Compensation form.

· If possible, accompany the injured worker to the physician’s visit.  Ensure that the “Notice to Physician” form is submitted and that the physician is aware of light or limited duty.

· Ensure the injured worker does not exceed the limitations placed upon them by the physician.

· Provide immediate updates in injured worker duty status to the office manager.

· Report the injury and submit all required forms the day of the injury.

Office Manager    (Acc Employees Only)

· Ensure the supervisor submits all required paperwork.

· Complete the Sate Workers Compensation form to provide payroll information unavailable to the supervisor.

· Ensure that injured workers have full releases from their physicians before they are allowed to return to full duty.

· Inform the headquarters office of all injuries and light or limited duty assignment.

· Ensure the injured worker does not exceed the limitations placed upon them by the physician.

Alcohol and Drug Free Workplace

· Use of alcoholic beverages or any controlled substances while on the job or while on Company property is strictly prohibited.

· Possession, buying, selling, distribution, or manufacturing of illegal drugs is strictly prohibited on or off the job.

· Illegal activity with respect to alcohol is prohibited.

· No employee / sub-contractor may report to work while under the influence of alcoholic beverages and/ or controlled substance.

· Employees / sub-contractors may report to work while they are taking medication prescribed by a licensed physician who has advised the employees / sub-contractors will not affect the employee / sub-contractors ability to safely perform his or her duties.  Employees / sub-contractors shall report this fact to their supervisor before any work begins.
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· Any employee / sub-contractor who is taking any prescribed or over-the-counter drug (s) which will or may impair his or her ability to perform work safely shall report this fact to his or her supervisor before any work begins.  Supervisors shall be responsible to assign duty appropriate for employees / sub-contractor taking properly prescribed medication.
· No employee / sub-contractor shall consume alcohol six (6) hours before performing any work.

· No employee / sub-contractor shall be in possession of alcohol on Company property or on any Company job site.  This includes medicines containing alcohol (prescription or over-the-counter) unless the packaging seal is not broken.

Personal Conduct

· Fighting or any other types of violence at work, while traveling to or from work location (s), or at any other Company or Customer facility is prohibited.

· Horseplay of any kind is prohibited.

Reporting Hazardous Conditions
· When an employee / sub-contractor observes a condition that may cause injury or property damage or interfere with work, he or she shall report it immediately to their supervisor and do anything immediately required to prevent damage or injury.

· Any employee / sub-contractor who receives a report of any hazardous or emergency condition shall obtain the name of the informant, the exact location of the problem, and the nature of the problem.  They shall then be responsible to ensure that the appropriate person (s) have been contacted in order to correct the problem.

Chemicals in the Workplace

· No chemical, compound, mixture, or other chemical-based product may be brought onto Company property unless a MSDS (Material Safety Data Sheet) is on file for that chemical, compound, mixture, or other product.

· Each employee / sub-contractor shall be responsible to read and understand the MSDS for each chemical product they use.

· Each supervisor shall be responsible to ensure that MSDS are available in the workplace for each chemical product in the workplace and that employees / sub-contractors have been informed of the hazards (if any) associated with each product or process that may require the use of one or more chemical product.
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Taking Chances

· Safe work procedures shall be established and communicated before any work begins.

· Under NO circumstances shall safety be sacrificed for speed.

· Employees / sub-contractors shall always plan their work and place themselves in a safe and secure position at all times.

Guards

· No employee / sub-contractor shall remove a guard from any machine or piece of equipment except to perform required maintenance.

· Guards removed to perform maintenance shall be replaced immediately and the machine shall not be operated while the guards are removed (except for maintenance certification).

Warnings
· No employee / sub-contractor shall ignore or bypass a “Danger”, “Warning”, “Caution”, or “Notice” sign.

· Persons seen in dangerous situations shall be warned immediately without being startled.

· Employees / sub-contractors not required to be near potentially dangerous or hazardous places shall keep away from them.

Housekeeping

· Combustible materials, such as oil or solvent-soaked rags, waste, shavings, etc. shall be kept in approved metal containers with lids.
· Flammable liquids shall be used only for their designed purpose.  Gasoline, diesel, lacquer thinner and other solvents of this class shall be handled only in approved, properly labeled safety cans.  Fuels shall not be used as cleaning agents.

· Floors and platforms shall be kept free of dangerous projections or obstructions and shall be maintained reasonably free of oil, grease, and water.

· Where operations produce slippery conditions, mats, grates, cleats or other methods shall be used to reduce the hazards from slipping.
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· Prior to their operation on public roadways, vehicles and trailers shall be swept clean of rocks, mud, material, or other debris that may become dislodged or blow off.

· Stairways, aisles, permanent roadways, walkways, and material storage areas shall be kept free and clear of obstructions, depressions, and debris.

· Materials and supplies shall be stored in an orderly manner to prevent their falling or spreading and to eliminate tripping and stumbling hazards.

Smoking

· Employees / sub-contractors shall not smoke or use open flames where dangerous gases might be present; for example, oil room, acetylene storage areas, etc.

· Employees / sub-contractors shall not smoke or use open flames in storerooms, battery rooms, flammable liquid storage and use locations, or in other areas where combustible materials are kept.

· Absence of “No Smoking” signs shall not excuse smoking in dangerous places.
Fire Protection

· All occupied structures shall be equipped with (as a minimum) appropriate portable fire extinguishers.

· Each employee / sub-contractor shall take the time to learn what (if any) permanent fire protection equipment is in each building they enter and what (if any) emergency procedures exist.  Employees / sub-contractors shall be responsible to ask their supervisor if they are unsure about what fire protection systems are in place.

· Fire protection equipment shall be properly located at all times.  Except for actual use, employees / sub-contractors shall not move or remove such equipment without proper authority.

· All fire extinguishers shall be mounted.

· All vehicle-mounted fire extinguishers shall be mounted in an immediately accessible location.

· Employees / sub-contractors shall not enter areas were CO2 or Halon extinguishers have been used until those areas have been thoroughly ventilated.                                        
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· Gasoline-powered equipment shall not be refueled while running.  Any spilled fuel shall be removed from the equipment before starting.

· Gasoline-powered equipment shall not be operated within ten (10) feet of any refueling operation or in any area where a refueling has recently taken place.  Exception:  gasoline-powered equipment may enter the ten-foot safety zone to approach for refueling.
· Flammable liquids shall be stored, handled, and dispensed from designated metal containers, or from properly labeled red safety cans.
· “No Smoking” and “Stop Engine” signs at fuel locations shall be obeyed.
· All employees / sub-contractors shall know the classes of fire and the proper extinguishing agent to be used for each.
1. Class “A” fires involve normal combustibles such as wood and paper.  Extinguishing agents include water and multipurpose dry chemical.
2. Class “B” fires involve oils and flammable liquids.  Extinguishing agents include Carbon Dioxide (CO2) and dry chemicals.  Water shall not be used on class B fires.

3. Class “C” fires involve electrical equipment.  Extinguishing agents include Carbon Dioxide (CO2) and dry chemicals.  Water shall not be used on class C fires.

4. Class “D” fires involve flammable metals.  Special extinguishing agents are required and employees / sub-contractors shall not attempt to fight class D fires.
Note: Halon is a gaseous extinguishing agent suitable for combating both class B and C fires, especially at indoor locations.  Halon is slightly toxic in low concentrations (less than 5%) and will cause unconsciousness in a short period of time.  Halon also displaces oxygen.  When a Halon system is activated, all employees shall evacuate immediately. 
Tools

It is ACC’s policy to be sure you have the appropriate tools for the task at hand that are safe and durable.  Your supervisor will determine which tools you need.  Sub-contractors will provide their own tools.
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Employee / Sub-contractors responsibility for hand tools
· All tools, regardless of who owns them, shall be of an approved type and maintained in good condition.
· All tools are subject to inspection at any time.

· A supervisor, crew leader, or safety representative has the authority and responsibility to condemn unserviceable tools regardless of who owns them.

· No employee / sub-contractor shall use tools that are unsafe.

· Defective tools shall be tagged and removed from the job site.
· Employees / Sub-contractors shall always use the proper tool for the job to be performed.

· Makeshift and substitute tools shall only be used with the specific authorization from the supervisor.

· Employees / Sub-contractors shall be responsible to become familiar with the proper operation of each tool, either through the appropriate owner’s manual, or by asking their supervisor.

· Hammers with metal handles, screwdrivers or knives with metal continuing through the handle or metallic measuring devices shall not be used on or near energized equipment or conductors (regardless of voltage). 

· Tools shall not be thrown from place to place or from person to person.

· Tolls that must be raised or lowered from one elevation to another shall be placed in tool buckets (nosebags) or firmly attached to hand lines.

· Equipment used to raise or lower tools shall be capable of supporting the weight to be handled.

· Tools shall never be placed in unsecured elevated places or in any other place where they may accidentally fall.

· When impact tools such as chisels, punches, etc. become mushroomed or cracked, they shall be dressed, repaired, or replaced before further use.
· Tools shall only be used for the purpose for which they are approved.

· Tools with sharp edges shall be stored and handled so that they will not cause injury.
· Tools with sharp edges shall not be carried in clothing pockets.

· Wooden handles that are loose, cracked, or splintered shall be replaced.

· Tools shall not be stored or left lying where they may cause a trip hazard.

· Employees / Sub-contractors shall not depend on insulation on hand tools alone to protect them from electrical shock.
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Supervisor’s responsibility for tools

It is the responsibility of the supervisor, foreman, or crew leader to train his or her crew in the use, care, sharpening, handling, and storage of tools.

The Supervisor shall:

· Keep a general list of all the tools supplied to his or her crew.

· Make sure no tools are missing or damaged.

· Ensure that the crew puts tools away and secures them if necessary to prevent damage or loss.

· Ensure that each tool has a designated place for storage.

· Ensure that compartments, cabinets, and storage rooms are locked; and take any other precautions necessary to prevent thefts.

· Perform the following checks on tools:

· Check to see that tools are sharpened.
· Check to see that tools are in adjustment.

· Check to see that tools are not leaking.

· Check (and replace where indicated) all ropes that are burned, cut, frayed or overly soiled.

· Check to make sure harnesses, lanyards, climbing belts, and positioning straps are in good condition.

· Check to make sure striking tools are not mushroomed or chipped.

· Check to be sure that no tools have been dropped or abused in any way that may affect their safe operation.

· Arrange for routine maintenance by qualified personnel on tools.

· Ensure that the appropriate Owner’s / Operator’s / User’s manual (s) are available for reference.

· If any tools are unsuitable for safe use, tag them and remove them from the job site.
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Powered Tools

· All powered tools shall be examined prior to use to insure general serviceability and the presence of all safety devices.
· Powered tools shall be used only within their capability and shall be operated in accordance with the instructions of their manufacturer.

· All powered tools shall be kept in good repair.
· All powered tools shall be disconnected from their power source while repairs are made.

· Electrical tools shall not be used where there is a hazard of flammable vapors or gases unless they are labeled with a factory mutual intrinsically safe rating.

· The non-current-carrying metal parts of portable electric tools such as drills, saws, and grinders shall be effectively grounded (using a three prong plug) when connected to a power source unless:

a. The tool is an approved double-insulated type; or

b. The tool is connected to the power supply by means of an isolating transformer or other isolated power supply.

Pneumatic Tools
· Compressed air and compressed air tools shall be used according to manufacturer’s instructions.

· Air tools shall never be pointed at any person.

· Air supply shall be shut off before tools are changed unless quick-change connectors are provided.
· Pressure shall be bled at the tool before any connection is broken.

· Manufacturer’s safe operating pressures shall not be exceeded for hoses, pipes, valves, tools, or other fittings.

· Air hoses shall be secured be some positive means (clip or tie wire) to prevent accidental disconnection.

· Oil or other flammable lubricants shall not be used in compressed air systems.

· Air used for cleaning purposes shall not exceed thirty (30) psi.
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Chain Saws

· Each employee / sub-contractor who operates a chain saw shall familiarize him or herself with the manufacturer’s operating safety instructions prior to operating the saw.

· Chain saw engines shall only be started and operated when all persons are clear of the saw.

· The operator shall have secure footing when starting the saw.  Chain saws weighing less than fifteen (15) pounds may be drop started.  Drop starting of chain saws over fifteen (15) pounds is permitted outside the bucket of an aerial lift only after ensuring that the area below the lift is clear of personnel.

· The engine shall be stopped when chain saws are being carried.  Exception: The saw need not be stopped between cuts during consecutive cutting operations on reasonably level ground.

· Chain saws shall be carried by employees / sub-contractors at the employees / sub-contractors side with the cutting bar facing the rear.
· Chain saw engines shall be stopped for all cleaning, refueling, adjustment and repairs except where manufacturer’s procedures require otherwise.
Safe Supports and Scaffolds

· No employee / sub-contractor, or any material or equipment, shall be supported or permitted to be supported on any portion of a tree, pole, structure, scaffold, ladder, walkway, or other elevated structure, crane, derrick, etc. without it first being determined that such support is adequately strong and properly secured in place.

· Employees / sub-contractors shall check all scaffolding prior to use to ensure that it is of sufficient strength and rigidity to safely support the weight of the persons and material to which it will be subjected.

· Employees / Sub-contractors shall not use a scaffold from four (4) to ten (10) feet in height having a minimum horizontal dimension of less than forty-five (45) inches unless proper guardrails are present to provide employee / sub-contractor protection.
· Employees / Sub-contractors shall not use a scaffold over ten (10) feet in height without a standard guardrail, midrail, and toe board.

· Scaffold planks shall extend over their end supports by at least six (6) inches, but not more than twelve (12) inches.

· Scaffolds shall not be moved without first removing all loose tools, material and equip
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            resting on the scaffold deck.

· All scaffolds shall have the casters or wheels locked to prevent movement during use.

Ladders

General

· Only approved ladders shall be used.  Employees / sub-contractors shall not use tables, chairs, or other similar surfaces to elevate their work position.

· All ladders shall be inspected at least monthly.  Ladders with weak, broken, or missing steps, broken or cracked side rails, or other defects shall be tagged and removed from service immediately.

· Ladders shall not be overloaded.

· Portable metal ladders shall not be used.

· Ladders shall not be placed in front of doors that open toward the ladder unless the door is secured open, locked shut, or guarded by an employee.

· When ascending and descending ladders, employees shall not carry anything in their hands and they shall face the ladder.

Straight Ladders

· Portable straight ladders without non-skid bases (feet) shall not be used.

· Portable straight ladders shall be placed so that the distance between the bottom of the ladder and the bottom of the surface supporting the ladder is approximately one-fourth (1/4) of the ladder length between supports.
· Portable straight ladders shall be securely placed, held (heeled), tied, or otherwise made secure before they may be climbed.

· Ladders shall not be placed against unsafe supports.

Stepladders

· Stepladder legs shall be fully spread and the spreading bars locked in place.

· When an employee / sub-contractor is working on a stepladder in excess of ten (10) feet high, the ladder shall be held by another employee / sub-contractor.
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· Top steps (or others marked as such) shall not be used to stand or sit on.

Material Handling and Lifting

· Employees / Sub-contractors shall obtain assistance when lifting heavy objects or when making lifts that require awkward bodily positions, or powered equipment shall be used.

· When two or more persons are carrying a load that is to be lowered or lifted, there shall be a pre-arranged signal for lowering, lifting and releasing the load.

· No employee / sub-contractor shall be permitted under any suspended load for any reason.
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Office Safety

General

· Caution shall be used by all employees who must walk up or down stairs or steps.

· Handrails shall be used when they are available.

· All employees and sub-contractors shall walk to the right side of hallways and corridors when turning corners.
· Employees and Sub-contractors shall only lift those objects that they can safely lift.

· Employees and Sub-contractors shall get assistance from other employees or sub-contractors from equipment for all cases where there is any doubt whether or not a lift can be safely made.

· All doors shall be opened slowly.

· Employees and Sub-contractors shall stand or walk clear of doors that open toward them.

· Employees and Sub-contractors shall not push or pull on glass parts to open, close or hold doors. 

· Paper cutters shall be stored in the closed position when not in use.

· Employees and Sub-contractors shall familiarize themselves with the location and use of the two (2) closest fire extinguishers to their work area.

· Floors shall be kept free of trip hazards such as telephone cords, extension cords, and other objects.

· Warning signs shall be placed where slippery floors are present.

· Aisles and hallways shall be maintained so that a minimum of thirty-six (36) inches of clear space exists.  No storage, temporary or otherwise, shall compromise the 36” clear distance.

· The area in front of a fire extinguisher, electrical panel, equipment room or closet shall not be used for storage of any kind.

· Sharp objects shall not be placed in trashcans.

· Where runners are used on floors, they shall be checked often to prevent loose strips that may cause falls.

· Chemicals and chemical products shall not be brought into the office unless specifically approved by the Office Manager or Safety Director.  All chemicals in the office shall have a current MSDS on file for them.
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Office Furniture

· Employees and Sub-contractors using chairs with casters (wheels) shall ensure that the floor in their work area is free from obstructions that could cause the chair to tip when rolled.

· Rolling chairs shall be used only to move under and away from an employees or sub-contractors desk. For all other office movement, employees and sub-contractors shall stand and walk.

· Drawers shall be opened and closed by their handles only.

· Chairs, desks and tables shall not be substituted for ladders.

· Drawers shall be kept closed on filing cabinets and desks at all times unless in use.  Employees or Sub-contractors shall only have one drawer open at a time.

· Shelves and cabinets shall be stocked so that heavier items are stored on lower shelves or drawers.

· When sitting, employees and sub-contractors shall sit squarely on the chair seat, not on the edge, arms, or back.

· Employees and Sub-contractors shall not tilt backward or forward in straight chairs (all legs and / or wheels shall be kept on the floor at all times).

· Employees and Sub-contractors shall firmly grasp chair armrests, when available, before sitting or standing.
Electric Office Equipment

· Electric equipment (plug and cord appliances) shall be carried with the cord coiled and not dragged.

· Unsafe electrical cords and other faulty or inoperable electrical equipment shall be tagged, removed from service, and reported to supervision immediately.

· Space heaters shall only be used with the specific permission of the Site Manager.  No space heater may be used that is not UL/FM approved.

· No space heater shall be placed within three (3) feet of any combustible material.

· No space heater that contains a resistive heat coil may be placed under an employee’s desk.
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Hazard Communication

Multi-Employer Worksites

· A list of chemicals that are present at the jobsite shall be offered to all affected employers and sub-contractors.

· MSDS shall be made available for all affected employers to ensure the safety of their employees and sub-contractors

· This Hazard Communication policy shall also be made available for other employers and sub-contractors inspection and/or use. (Only those employers whose employees or sub-contractors will work on or near Company premises.
Chemical Labeling

· All workplace containers of hazardous chemicals shall be labeled, tagged, or marked with the identity of the chemical and appropriate hazard warnings.

· Improperly labeled containers shall be refused and / or removed from Company premises.
· Labels must state the identity of the chemical, the hazard warning (flammable, carcinogen, etc.) and the name of the manufacturer or distributor.

· Labels shall not be removed for any reason.  Should the label come off during normal use, the container shall be appropriately and permanently labeled, tagged, or marked. 

· If chemicals are transferred to another container, that container shall be labeled as well.  Only approved containers may be used for this purpose.

· All labels must remain legible and prominently displayed on the container.

· Should a proper label not be available, the information may be written on the container with a marker large enough to be read.

· One person shall be designated at each work location to ensure that all containers are properly labeled with all the necessary information.

Material Safety Data Sheets

· Material Safety Data Sheets (MSDS) are required to be on hand for each chemical used in the workplace.

· MSDS must be readily accessible to employees and sub-contractors.  The information may be distributed by telephone if need be.
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· MSDS must be available for employee and sub-contractors use and inspection at all times.

· If MSDS for a particular chemical is not provided or is found to be missing, the distributor must be contacted to obtain a copy of the MSDS.

· A designated person will ensure that MSDS are obtained and filed.  The designated person shall ensure that the MSDS are available to employees and sub-contractors.

Training

· Employees and Sub-contractors shall be provided information and training prior to initial assignment to work with hazardous chemicals, and whenever there is a change in the hazard.

· Employees and Sub-contractors shall be informed as to the location and availability of the written Hazard Communication Program, lists of hazardous chemicals, and MSDS.

· Employees and Sub-contractors shall be trained in the methods and observations that may be used to detect the presence or release of hazardous chemicals in the work area.

· Employees and Sub-contractors shall be trained in the physical and health hazards of the chemicals in the work area.

· Employees and Sub-contractors shall be trained in the measures to be taken to protect themselves, such as work practices, emergency procedures, and personal protective equipment.

· Employees and Sub-contractors shall be trained in the details of the Hazard Communication Program and how to read an MSDS.
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Vehicle Operations for All Employees
General

· Employees shall not operate equipment or vehicles except in accordance with the recommendations of the following:
A. The Manufacturer

B. The Employer

C. The Government (according to Federal, State and Local regulation)

· Only those employees specifically authorized and who possess a valid driver’s license of the appropriate class with appropriate endorsements for the vehicle used may operate Company vehicles or personally owned vehicles on Company business.

· It is the responsibility of all employees to ensure that their driver’s license is valid, and to report any loss or suspension immediately to their supervisor.

· Drivers shall familiarize themselves with and obey all federal, state, and local motor vehicle regulations applicable to the operation of their vehicle (s).  Drivers shall follow manufacturer’s operating instructions.

· Drivers shall drive at safe speeds and no greater than that permitted by law.  Traffic, road and weather conditions shall be considered when determining the safest speed (the safest speed may be less than posted speed limit).

· No employee shall allow unauthorized persons to drive, operate, or ride in or on a Company vehicle.

· Where seat belts are provided, they shall be used.

· Employees shall not ride on trailers.

· Employees shall not get on or off vehicles while they are in motion.

· Employees shall not allow anyone to ride on the running boards, fenders, or any part of the vehicle except on the seats (with seat belts).  Passengers shall not stand on moving vehicles. Exception: Qualified employees may ride in the basket of a placing bucket.  The vehicle and unit must be specifically designed for this purpose and the driver of the vehicle shall not exceed the manufacture’s rated speed for this operation.
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· It shall be the responsibility of the vehicle operator to see that all material and / or equipment carried on the vehicle is stored properly to prevent it from falling off the vehicle or shifting while the vehicle is in motion.  Material shall also be secured to prevent slips, trips, and falls.

· Vehicles shall be locked at any time theft may pose a threat to the security of the vehicle.

· The ignition key shall be removed from all unattended vehicles.

· If the body or bed of a vehicle becomes accidentally energized, the following procedures shall be followed:

A. The supervisor shall be notified immediately.

B. The equipment shall not be used until approved by a qualified mechanic.

· When operating equipment, including buckets, booms, and / or derricks, ladders and / or other equipment or tools, the operator shall comply with minimum safe working distance rules.
Inspection of Vehicular Equipment

· The employee operating each vehicle is responsible for its condition.

· Vehicles with Gross Vehicle Weight Ratings (GVWR) of 26,000 pounds or greater shall be inspected before each use in accordance with CDL inspections required by the state in which they are to be operated.

· Vehicles with Gross Vehicle Weight Ratings (GVWR) of 25,999 pounds or less shall be inspected before each use in accordance with procedures set by each work group.

· Aerial devices and mobile cranes shall be inspected daily in accordance with the Manufacturer’s Operator Manual.

· Management or supervision may require documentation of all vehicle inspections.  Management shall keep files containing documentation of all CDL inspections for two (2) years.

Exhaust Gas

· Employees shall not operate any motor vehicle in any enclosed area except when driving in or out, and then the motor shall be operated as little as practicable.

· Engines (gasoline or diesel) shall not be warmed up inside a garage nor shall employees test motor operation in a garage or warehouse.
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· Vehicles shall not be left idling for longer than ten (10) minutes. Exception:  Vehicles used for work area protection or vehicles actually performing work may be idled for whatever period of time is necessary to perform the activity.
Vehicle Operation

· Vehicles and other equipment shall not be operated at excessive speeds or in a negligent or reckless manner.

· The operator of a motor vehicle shall clearly signal his or her intention of turning, passing, backing, or stopping.

· Drivers shall be prepared to stop and the right of way shall be yielded in all instances where necessary to avoid a collision.

· Drivers shall pull their vehicle as far as safely possible to the right edge of the roadway and stop in the presence of an emergency vehicle displaying flashing lights and / or sounding a siren, regardless of direction of travel.

· All drivers shall be courteous toward other operators and pedestrians.  They shall operate their vehicles in a safe manner and shall yield the right of way to pedestrians and other vehicles when failure to do so might endanger any person or vehicle.

· All drivers shall stay a sufficient distance behind when following another vehicle so that they can safely stop the vehicle in the clear distance between vehicles.

· When two or more company vehicles are traveling together, the drivers shall maintain sufficient distance between vehicles to allow other traffic to pass and pull in between the Company Vehicles.
· Drivers shall exercise added caution when driving through residential and school zones.

· Vehicles with derricks or booms shall not be moved unless the derrick or boom has been lowered completely into the saddle and properly secured.

· Drivers shall pull over in a safe area and stop before diverting attention from driving (looking at maps, etc.)

Trailers

· When in tow position, safety chains on trailers shall be securely affixed to the towing vehicle.
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· Trailers with dual chains shall be hooked up with the chains crossed.

· All equipment on trailers shall be securely tied down with approved devices prior to the vehicle being moved.

· All parked trailers shall be chocked.

· No trailer shall be operated without appropriate licensing and lighting as required by the local jurisdiction.

Parking

· Vehicles parked and / or operating on any public roadway or right of way shall be protected in accordance with the requirements of the local jurisdiction.

· When it is necessary to park on an incline, the driver shall make sure the vehicle is left in a safe position.

· When setting up vehicles and equipment at work locations along roadways, equipment shall be set up with the flow of traffic if possible.  The steering wheels of all vehicles shall be turned in such a manner so that the vehicle will not roll into employees if hit.
· Every effort shall be made to park vehicles so that they will not have to be backed out of parking places.

Backing

· Whenever possible, vehicles shall be positioned to avoid the necessity of backing later.

· Whenever there is an additional employee available, drivers shall not back Company vehicles without spotters.

· Whenever there is not an additional employee available, drivers shall walk around the vehicle prior to backing and look for any obstacles that are in the way.

Outriggers

· All outriggers (if provided) shall be extended for stability before raising booms on mobile cranes or aerial devices.

· Outrigger pads shall be placed under outriggers in areas where the soil conditions will not properly support the weight on that outrigger, where the pads are needed for stabilization, or properly support the weight on that outrigger, where the pads are needed for stabilization, or where pads may prevent or lessen property damage from outriggers.
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· The employee lowering the outriggers shall be responsible to see that the area is clear before lowering them.

Hauling Poles, Ladders or Long Material

· Poles, ladders, pipe, etc. shall be loaded parallel with the vehicle length.  Such material shall not extend beyond the sides of the vehicle unless a valid permit has been obtained allowing a wide load.

· All materials shall be securely fastened to prevent shifting.

· Any load that extends more than four (4) feet beyond the front or rear of the vehicle (or trailer) shall have warning devices attached.

Fork Lifts – Operators must have certification on forklift operations
· Forklifts shall be operated only by authorized persons who are qualified and trained in the use of the specific machine.

· Brakes and controls shall be tested prior to use.  Forklifts with faulty brakes or mechanical or electrical defects shall not be operated.  Needed repairs shall be reported to the supervisor immediately.

· Equipment shall always be operated at a safe speed for existing conditions.

· Before moving the equipment, the operator shall make sure that no persons or objects are in the path of the vehicles; clearances in all directions shall always be checked (including overhead).
· Forklifts shall not be fueled with engine running.

· When picking up a load, the forks shall be set squarely and as far as possible under the load.

· Loads shall not be raised or lowered while traveling.

· Loaded or empty forks shall be carried as low as possible, but high enough to clear uneven surfaces.

· Manufacturer-specified load capacities shall not be exceeded.

· Loads shall not be suspended or swung over person.

· No one shall be allowed to stand or walk under elevated forks.

· On inclines, forklifts shall be driven with the load on the upgrade side of the forklift 
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ascending or descending.
· Sudden Stops that may spill the load shall be avoided.

· All loads shall be securely fastened or safely positioned to prevent tipping or falling.
· Lift bars or other appliances that are removable or replaceable shall be firmly secured.

· No one shall be allowed to ride on a forklift other than the driver.

· When a forklift is unattended, the load shall be fully lowered, controls shall be neutralized, power shall be shut off, and brakes shall be set.

· Wheels shall be chocked when forklifts are parked on inclines.

· Forklifts with internal combustion engines shall not be operated in enclosed areas for prolonged periods.

· All employees operating forklifts shall wear hard hats.  Seat belts shall be worn when provided.

· Sub-Contractors are not allowed to operate American Communications Const. forklifts.

Mobile Cranes, Derricks and Hoisting Equipment

· The operator shall extend outriggers before operating mobile cranes, derricks, and / or other hoisting equipment.

· Only authorized persons shall be permitted in the cab or on the equipment.  Only those designated persons who are trained and qualified shall operate the hoisting equipment.

· Prior to the daily use of mobile cranes, derricks, and/or hoisting equipment, a visual inspection and operational check shall be made in accordance with the manufacturer’s instructions.

· Operating and maintenance procedures as specified by the manufacturer shall be followed.

· The following are the MINIMUM daily checks that shall be made daily prior to use.

A. All control mechanisms

B. All safety mechanisms

C. Deterioration or leakage in air or hydraulic system

D. Hooks, slings, wire rope, and load attachment devices
· First lift of each day, the load shall be test-lifted (several inches) and brakes checked.

· No person shall be permitted to ride on the hooks, sling, or load on any hoisting equipment.

· The operator shall be familiar with the following information prior to all lifts

·                                                                                                                                     Page 33
Safety Program Handbook
A. Weight of the object to be lifted (be conservative if estimating)
B. Capabilities of the equipment doing the lifting

C. Safe working load of the weakest link (rope, sling, truck, etc.)

· No operator shall overload a hoisting device.

· Loads shall not be lifted with the lifting line that cannot be lifted with the boom itself.

· Loads shall not be dragged.

· Operators shall be familiar with the location and interpretation of lifting charts on the equipment used.

· All ropes, slings, and other fittings shall be of sufficient strength, proper type, and safe for their intended use.

· No employee shall position him or herself under a suspended load or inside the angle of a loaded line.
· Winch lines, ropes, or wire cables shall not be guided by hand when the employee or sub-contractor is standing within reaching or falling distance of the drum or sheave.

· Operators of cranes, derricks, hoists, and other hoisting equipment shall exercise extreme caution when in close proximity to e
· Energized conductors or equipment.  The appropriate OSHA clearance table shall be consulted.

Bucket Trucks (Aerial Lifts)

· The inspection, operating, and maintenance procedures required by the manufacturer shall be followed.

· No aerial device may be field modified.

· Hydraulic systems, safety systems, and lift controls shall be tested daily before work begins.

· Rope, conductors, and other material shall not be pulled over or allowed to rub against or around an aerial bucket or boom in such a manner as to possibly cause damage of any kind.

· If, at any time during operation, any unusual condition is noticed, the operator shall stop in position.  Unusual conditions include, but are not limited to jerking, loss of motion, leaking down, failure to properly respond to control inputs, or unusual noises.  The problem shall be diagnosed and repaired before use of the machine is continued.

· The following rules apply at all times during the operation of bucket trucks:

A. All persons in the bucket (S) shall wear a full body harness and shall attach the harness to an approved anchorage point on the boom using approved shock-absorbing         

                                                                                                                                                       Page 34         
Safety Program Handbook

Work Area Protection

General

· The employee or sub-contractor in charge shall be responsible for properly placing road signs, cones, flags, and barricades, when working near streets, roads, highways, or in any location where work area protection may be necessary or required to protect employees or the general public.

· Trenches, open pits, pole holes, open manholes, etc. shall be barricaded any time they are left unattended.  Employees and sub-contractors in charge shall make every effort to plan their work in order that these trenches, open pits, pole holes, open manholes, etc. are not left open.

· All employees and sub-contractors working on roadways or within fifteen (15) feet of a roadway shall wear reflective vests or other approved reflective clothing at all times.

Equipment

· All state and local traffic codes shall be followed when providing work area protection.

· Warning devices and equipment shall be removed and stored in a proper manner as soon as the hazard is eliminated.

· Equipment parked or operating on streets or highways shall be protected by proper warning devices.

· All warning signs, barricades, and other warning devices shall meet current DOT/ANSI standards.
· All traffic control devices shall be installed prior to the start of any work.
Consideration of Pedestrians

· Pedestrian walkways shall not be set up to lead pedestrians into direct conflict with work site vehicles, equipment, or operations.

· Pedestrian walkways shall not be set up to lead pedestrians under overhead work.

· Pedestrian walkways shall not be set up to lead pedestrians into direct conflict with adjacent traffic.
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Flagging Operations

· When required, flaggers shall be placed so that they are visible to oncoming traffic and far enough to allow sufficient reaction time based on the speed of traffic.

· Flaggers shall stand either on the shoulder of the road adjacent to the lane they are working, or in a barricaded lane adjacent to the land they are working.  They shall not stand in the lane they are working.
· Flaggers shall use illuminated devices at night or during other low light situations.
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Personal Protective Equipment (PPE)

General

· Each employee and sub-contractor shall carefully study all use, care, and maintenance information included in Manufacturer’s package inserts.

· Each employee and sub-contractor shall be responsible to follow Manufacturer’s instructions regarding use, storage, and maintenance of PPE.

· Each supervisor shall be responsible to ensure that package inserts are intact and legible and that copies of them exist.

· Employees or Sub-contractors shall request assistance from their supervisor or a member of the Safety Department if they do not fully understand the Manufacturer’s use, care, and maintenance instructions.

Head Protection

Hard Hats

· When Employees and Sub-contractors are on a field job site, they shall wear hard hats.

1. For employees or sub-contractors exposed to electrical hazards from shock or burn, head protection shall consist of  Type 1 or Type 2 Class B Hard Hat rated at 20,000 volts.
2. For employees or sub-contractors who are not exposed to electrical hazards but are exposed to head hazards related to bumps or flying/falling objects head protection shall consist of Type 1 or Type 2 Class C Hard Hats.
Hard Hat Decoration

· No sticker, paint, or other markings that contain any metallic or conductive substance or an adhesive that will degrade the shell of the hard hat is allowed.

· Non-metallic stickers or other markings with approved adhesives may be affixed to hard hats as approved by the supervisor.

· Adhesives shall be approved on a case by case basis by the hard hat manufacturer.

Eye and Face Protection


All protective eye and face equipment shall be labeled and certified by the manufacturer 
comply with ANSI Z87.1-1989 or latest revision Eye and Face Protection
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Contact Lenses

Contact lenses shall not be worn by employees or sub-contractors while they are welding, when working in a contaminated atmosphere, or when wearing a full face air supplied respirator.  Contact lenses may be worn at other times.

Face Shields

Whenever Employees or Sub-contractors are exposed or have the potential to be exposed to chemical splash hazards; i.e. acids and caustics; or flying particles resulting from grinding, chipping, or blasting, they shall wear full face shields constructed of Lexan or a similar material in conjunction with their hard hats.

Safety Glasses

· Whenever employees or sub-contractors are on a field job site, they shall wear impact-resistant safety glasses with attached side shields.

· The lenses of the safety glasses may be tinted for UV protection and employee comfort.

· Tinting of lenses shall not contribute to additional hazards, such as low light conditions.

Goggles
· Whenever eye hazards exist that cannot be controlled using safety glasses, goggles shall be worn over the glasses to protect personnel from any additional hazards.

· Goggles shall fit securely over any other type of eye protection that is being used, and they shall completely enclose the eye and eye socket area.

Welding and Cutting

Whenever Employees or Sub-contractors are exposed to eye and face hazards associated with welding or cutting, they shall wear the appropriate protection for the work that is being performed.  Instructions included with the machine to be used shall be followed.
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Hearing Protection
· Hearing protection shall be worn by all Employees or sub-contractors who are exposed to workplace noise levels in excess of 85 dBa over an 8 hour work period.

· Fixed work areas or equipment where noise levels meet or exceed 85 dBa over an 8 hour work period shall be posted as Hearing Protection Required Areas.

Arm and Hand Protection

· Whenever Employees or Sub-contractors may be exposed to hazards due to abrasion, splinters, punctures, cuts, or any other type of injury that may occur to the hands, they shall wear, as a minimum, leather work gloves.

· Work gloves with long gauntlets shall be worn while climbing wood poles.

Insulating Rubber Gloves

· Whenever Employees or Sub-contractors may be exposed to hazards due to working within reaching, or falling distances from energized electrical parts over 600 volts, they shall wear appropriate insulating rubber gloves.

Leg Protection

· While in a field work area, all employees shall wear, as a minimum, 100 % cotton or non-synthetic long pants.  This includes visitors.
· Whenever Employees or Sub-contractors may be exposed to hazards due to flying debris, such as when operating string trimmers or weed eaters, they shall wear leggings appropriate for this purpose.

Cut Hazard Protection


Whenever Employees or Sub-contractors may be exposed to hazards due to cutting operations, such as when using a machete or chain saw, they shall wear chaps or leggings appropriate for this purpose.

Personal Flotation


Whenever Employees or Sub-contractors are working over, near, or on water the following personal protective equipment shall be available and in use at all times.
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· U.S. Coast Guard-approved life jacket.  Each person shall be provided with a life jacket or buoyant work vest before work is conducted.  The jacket or work vest shall be inspected before and after each use for defects.  Defective life jackets shall not be used.

· Ring buoy. Ring buoys with at least 90 feet of rope shall be provided and readily available for emergency use.  The distance between each buoy shall not exceed 200 feet.  The rope on the ring buoys shall be replaced annually.

· At least one lifesaving boat or skiff shall be immediately available for emergency rescue purposes.

Jewelry

· Loose jewelry shall never be worn when working with equipment indoors or outdoors.

· Metal objects shall not be worn by employees or sub-contractors working on or near exposed energized parts.
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Fall Protection

Training

All employees and Sub-contractors required to use active fall protection shall be trained prior to such use.  Training shall include:

· Proper use and purpose of each type of system used.

· Visual Inspection of all fall protection equipment.

· Proper application of fall protection

· Passive” vs. “Active” fall protection

Retaining

· All employees and sub-contractors required to be trained in the purpose and function of Fall Protection that do not use the equipment at least once a year shall be retrained.  Supervisor’s documentation of proper use and inspection shall be sufficient proof to exempt the employee or sub-contractor from retraining; if such documentation shows that the tasks are performed at least annually.

· Any employee or sub-contractor, for any reason, who is required to use a new piece of fall protection or positioning equipment, or who is to use existing equipment in a new application shall be trained before work begins.

· Training shall be documented and the documentation shall be kept in the employees or sub-contractors permanent file.

General Policy

In all cases, passive means of fall protection (guardrails, toe boards, etc.) are preferred over active means (harnesses, lanyards, etc.)


Due to the nature of the work done by <Company Name> passive means are not always available, nor are they always practical to install due to the low frequency of work at any one location and the materials and labor required to install and maintain them.
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Basic Fall Protection Rule


When an employee or sub-contractor is performing work at a height in excess of four (4) feet above the ground or another similar surface where protective(passive) measures such as catch platforms, guardrails, and safety nets are not installed or practical to install, the employee or sub-contractor shall be protected  by the use of active fall protection equipment.

Exceptions to this requirement are as follows:

· No fall protection means are required for qualified climbers on portable ladders.

· No fall protection means are required for qualified climbers while climbing or changing position on poles, towers, or similar structures.

· No fall protection means are required for qualified employees or sub-contractors while moving to a working position.  (Example: while climbing into the basket of an aerial device.)
Fall Arrest Equipment


Fall arresting equipment shall be rigged so that the employee or sub-contractor cannot fall and contract any surface or object below them, and in any case, more than six (6) feet.

Anchor points for fall arrest equipment shall be capable of withstanding 5000 pounds shock load.
No lanyard, strap, belt, or harness shall be used that fits any of the following conditions:

· Is equipped with single-locking snap hooks

· Has two (2) or more snap hooks connected to one D-ring.

· Has two (2) snap hooks connected together.

· Has a snap hook connected back onto it’s integral lanyard (girth hitched).

Any fall arresting equipment that is subjected to an actual fall or other shock load shall be immediately removed from service and shall not be used again until it has been manufacturer-certified to be free from defects.

1 Does not apply to lineman’s climbing tools.
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Articulating Aerial Devices (Bucket Trucks)


Any employee or sub-contractor in the basket of an articulating aerial device while the boom(s) of the device is (are) in any position other than cradled shall comply with all Fall Protection Rules


Employees and Sub-contractors who must, in order to reach the basket of an aerial device, walk across a surface that is in excess of four (4) feet above the ground are not required to use fall protection while walking to or climbing into the basket.


Non-slip surfacing shall be used on all compartments, steps and other means used for gaining access to the basket (s) of an articulating aerial device.  Non-slip surfaces shall be kept clean and inspected before each use.

Poles and Similar Structures


This portion of the policy applies to structures that support overhead conductors and equipment.  It does not apply to:

· Portions of buildings such as loading docks.

· Electrical equipment such as transformers and capacitors

· Aerial lifts

All poles, structures, or towers hall be thoroughly inspected before each time they are to be climbed or worked upon.  If the pole, structure, or tower is found unsafe by inspection,  it shall not be climbed until it is made safe by guying, bracing, or other adequate means.
Qualified employees and sub-contractors who are climbing or changing position on properly inspected utility poles, towers or structures are not required to use positioning equipment (hitchhike) except under the following conditions:

· Ice or other slippery surface

2 The supervisor or employee/sub-contractor in charge may require positioning equipment on utility poles, structures and towers where he/she deems necessary.     
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· High winds

· Badly chewed or gaffed to the point that shell integrity is in question.

· Wide cracks (speed cracks).

· Shell rot.

Where practical, fall protection shall be used at all times while in the working position.  As a minimum, positioning devices shall be used on all poles, structures, and towers while employees or sub-contractors are in the working position.

Portable Ladders

All ladders shall be thoroughly inspected before each use.  Defective or unsafe ladders shall be immediately tagged as defective and removed from service.  They shall be discarded or shall remain out of service until they are certified safe by the manufacturer.  Unsafe conditions for ladders include, but limited to:

· The ladder is not rated for the intended load.

· Any rung, cleat, or step is cracked, loose, has non-skid surfacing worn off, or has a slippery substance on it.

· Any rail is cracked, loose, or has a slippery surface on it.

· Any fiberglass part of the ladder appears excessively faded due to UV exposure.

Tools and equipment that cannot be secured in a tool pouch, pocket or belt shall not be carried by personnel climbing ladders.

Fall protection is not required on portable ladders.  Portable ladders shall be secured by at least one of the following means:

· An employee or sub-contractor shall hold (heel) the ladder for the entire time that the climbing employee or sub-contractor is aloft.

3 The supervisor or employee / sub-contractor in charge may require fall protection portable ladders where he/she deems necessary.
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· The ladder shall be tied off or otherwise secured at the top or bottom.

· The ladder shall be fitted with levelers or outriggers.

· The ladder shall be set on a firm, level surface and be equipped with non-skid feet.

· When a ladder is leaned against a pole or similar support, it shall be secured at the top by the rope method.

Fixed Ladders

All fixed ladders shall be thoroughly inspected before each use.  Defective or unsafe fixed ladders shall be tagged as defective or unsafe and shall not be used until they are repaired or replaced by a qualified technician.

Tools and equipment that cannot be secured in a tool pouch, pocket or belt shall not be carried by personnel climbing ladders.

Qualified employees or sub-contractors need not use fall protection while climbing or changing position on fixed ladders.  Fall protection or positioning devices shall be used while on a fixed ladder in the working position.

Scaffolds and Ladders

Scaffolds

· The footing or anchorage for scaffolds shall be sound, rigid, and capable of carrying the intended load without settling or displacement.

· No scaffold shall be erected, moved, dismantled, or altered except under the supervision of competent persons.

· Guardrails and toe boards shall be installed on all scaffolds 10 or more feet in height.  Scaffolds 4 or more feet in height and having a horizontal distance of less than 45 inches shall have guardrails installed on all open sides.

· Guardrails shall be 2x4 or equivalent, 42 inches high, with mid-rails, supports at 8 feet and a toe board 4 inches high
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· Scaffolds shall be capable of supporting 4 times the intended load.

· Scaffold components that are weakened or damaged shall be replaced immediately.

· All planking shall be scaffold grade or equivalent.

· Maximum plank spans that are allowed are 8 ft for full thickness 2x10 scaffold planks.

· All planking shall be overlapped 12 inches or secured from movement.  Planking shall extend beyond their supports at least 6 inches and not more than 12 inches.

· An access ladder shall be provided for safe access.

· Scaffolds shall be securely braced to prevent swaying.

· Employees and Sub-contractors shall not work on scaffolds during storms or high winds.

Ladders

· Ladders shall not be overloaded.

· Ladders rungs and cleats shall be parallel, level, and uniformly spaced when the ladder is in position for use.

· Rungs, steps, and cleats shall be spaced at intervals of not less than 10 inches or more than 14 inches.

· The minimum distance between side rails shall be 11.5 inches.

· The rungs of metal ladders shall be corrugated or coated for slip resistance.

· Ladders shall not be tied or fastened together to reach longer distances, unless the ladder is designed to do so.

· Ladders shall extend at least 36 inches beyond the access level they are intended to reach (except in the case of hook or strand ladders).

· Ladders are to be free from oil and grease or any other slippery substance.

· Ladders shall be placed at least ¼ of the length of the ladder away from the base of the structure or object being laddered.

· Ladders are to be used only on stable level surfaces, unless secured to prevent displacement. 

· Anti-skid feet are required to be on all ladders.  Anti-skid feet shall not be used a substitute for proper placement or securing.

· Ladders placed in areas where they may be displaced by traffic shall be secured and barricaded.
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· Ladders shall not be used around electrical installations where the ladder or the employee or sub-contractor may come in contact with energized circuits, unless precautions are taken to prevent such contact.

· Manufacturers labeling and warning shall be followed.

· Ladders shall be inspected periodically to ensure the safety of employees and sub-contractors.

· Ladders that are found defective are to be tagged “ DO NOT USE “ and removed from service immediately.

Employees or Sub-contractors shall not carry loads in their hands while climbing ladders.  Loads that cannot be carried in pockets or pouches shall be raised by hand line, or handed to the employee or sub-contractor once he reaches a working position.
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Flammable & Combustible Liquids

· Only approved containers may be used for the storage of flammable or combustible liquids.

· Flammable or combustible liquids shall not be stored in areas used for exits, stairways, or employee / sub-contractor passageways.

· Materials that react with water and could create a fire hazard are not to be stored in the same room with flammable and combustible liquids.

· Outside storage yards shall be kept clear of weeds, grass, and debris, and are to be located at least 20 feet from buildings.

· A fire extinguisher shall be located in a conspicuous location within 50 feet of the storage yard.  Signs shall be posted warning of the danger.

· Outside storage yards shall be guarded of located to prevent accidental damage to the containers.

· Outside storage yards shall be provided with spill containment capable of holding 150 % of the total stored amount.

· Where curbs or dikes are used, provisions for the draining of accumulations of spilled liquids and water shall be made.  Drains shall terminate in a safe location and shall be kept accessible for fire emergencies.
Dispensing Liquids

· Areas where flammable or combustible liquids are dispensed in quantities greater than five gallons shall be separated from other operations by a distance of 25 feet.

· Transfer of flammable liquids from on container to another shall be done only when the containers are interconnected (bonded).

· All tanks, drums, and other containers used for drawing off flammable or combustible liquids are to be fitted with approved self-closing valves or faucets.

· Flammable liquids are to be kept in closed containers when not in use.

· Leakage or spillage is to be disposed of promptly and properly.
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Refueling Areas

· The dispensing hose shall be of an approved type for the liquids in use.

· Clearly marked and easily accessible emergency shut off switches shall be provided at a safe location away from pump.

· There shall be no smoking or open flames in refueling areas and signs shall be posted to warn of the danger.

· Engines of all equipment shall be shut off during refueling.

· Each refueling area is to be provided with a 20 lb. ABC fire extinguisher, located within 75 feet of each pump, dispenser, and fill pipe location.

                                                                                                                                                                              Page 50

Safety Program Handbook
Respiratory Protection

Use of Respirators

· Respirators shall be provided and used when working conditions involving harmful dusts, fogs, mists, gases, smokes, sprays or vapors cannot be controlled in such a way as to limit or eliminate employee or sub-contractor exposure.

· Engineering controls shall always be the preferred method of reducing respiratory hazards.  No work situation shall justify the “emergency” use of respirators.

· Under no circumstances shall any employee who is not medically qualified and who does not have a current fit test use a respirator for any purpose of length of time.

Selection of Respirators

· Respirators shall be selected to protect workers from the specific hazard to which they are exposed (as determined by a survey of the work place).

· Selections shall be reviewed and approved by the Safety Director (or equivalent title) or their designee.

· Generic respirators shall not be used.

· Multi-purpose respirators (such as with interchangeable cartridges) are permissible, so long as the employee or sub-contractor using the cartridge is trained regarding the purpose and limitations of the cartridge.

Training
· Employees and Sub-contractors using respirators shall be trained in their proper use, purpose and limitations.

· Training shall be on the specific brand and model of respirator to be used.

· Training shall be refreshed at least annually; or when performance indicates a need for refresher training.

Cleaning and Maintenance

· Respirators shall be regularly cleaned and disinfected.

· Respirators used by more than one employee shall be thoroughly cleaned and disinfected before each use.
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· Respirators shall be stored in a clean and sanitary location.

· Respirators shall be inspected during each cleaning.  Worn or deteriorated parts shall be replaced.

Medical Surveillance

· Each employee or sub-contractor who is to be assigned tasks requiring respirator use shall be examined by a licensed physician who will determine whether or not the employee or sub-contractor is physically capable to perform the work and use the respirator.

· Medical exams shall be repeated at a time interval set by the examining physician.

Fit Testing

· Each employee or sub-contractor who is to be assigned tasks requiring respirator use shall undergo a qualitative fit test to ensure proper fit of the respirator at least two (2) times annually, or more often when significant facial changes take place (major weight gain or loss, facial trauma, major dental work, etc).

· The method of test (irritant smoke, saccharin, etc.) shall be in accordance with the respirator manufacturer’s recommendations.

· The fit test (date, result, and person conducting the test) shall be documented and kept in the employees or sub-contractors permanent file.  Fit test cards or other documentation may be issued to employees or sub-contractors at the discretion of the Safety Director.
· Any member of management of the safety department may require an employee or sub-contractor found working with a respirator to provide proof of qualification without notice.

· Facial hair is not permissible in the area in which the surface of the respirator contacts the employees or sub-contractors skin.

Pre-work Conference


Before each job begins that requires respirator use, the employee or sub-contractor in charge shall brief all employees or sub-contractors at the job site regarding the hazards that necessitate the use of respirators, which employees or sub-contractors shall be required to use respirators, and the physical area in which respirators must be used.
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Policy Evaluation


Safety personnel shall review the effectiveness of the Respiratory Protection Policy annually as a minimum.  Revisions to this policy shall be the responsibility of the Director of Safety.

Acceptable Products


All respirators used on company jobs shall be of a brand and type approved by a national standards institute such as ANSI, MSHA, NIOSH, etc.
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Plug and Cord Tools

· Each extension cord, attachment cap, plug and receptacle of extension cords, and all equipment connected by cord and plug shall be visually inspected daily prior to use for external defects such as missing parts, insulation damage, and indications of internal damage.

· Any equipment that is found defective shall be tagged and removed from service until repaired.
· Cords and receptacles that are fixed and not exposed to damage do not need to be inspected on a daily basis.

· Cords that are fixed and not exposed to damage are to be tested every six months.

· All equipment-grounding conductors shall be tested for continuity and are to be electrically continuous.

· Each receptacle and plug is to be tested for correct attachment of the grounding conductor.

· All required tests are to be conducted:

A.  Before first use

B. Before equipment is returned to service, after repairs have been made.

C. Before tested where an incident has occurred that could have resulted in damage such as, dropping a drill from a pole, cords being run over, etc.

· Cords and equipment that have not been tested for continuity as required are not to be used until proper testing can be conducted.
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Manhole and Vault Entry
Definitions – 
Enclosed Space:

a. Large enough and so configured that an employee or sub-contractor can bodily enter and perform work.

b. Has entry and egress means so that employees or sub-contractors cannot simply walk out.

c. Contains or has the potential to contain a hazardous atmosphere ( a hazardous atmosphere contains less than 19.5 % oxygen, greater than 23.5 % oxygen, more than 10 % LEL, or more than the action level of a contaminant).

d. Has the potential to contain a material that may engulf employees or sub-contractors (this includes water).

e. Can be entered while operating.

Confined Space:

a. Large enough or so configured that an employee or sub-contractor can bodily enter and perform work.

b. Has entry and egress means so that employees and sub-contractors cannot simply walk out.

c. Contains or has the potential to contain a hazardous atmosphere (a hazardous atmosphere contains less than 19.5 % oxygen, greater than 23.5 % oxygen, more than 10 % LEL, or more than the action level of a contaminant).

d. Has the potential to contain a material that may engulf employees or sub-contractors (this includes water).

e. Cannot be entered while operating.

Entry Rule:

Employees and Sub-contractors shall not enter confined spaces.
Enclosed Space Hazards


In most cases, Enclosed Spaces are not expected to contain hazardous atmospheres or hazards that cannot be easily controlled and eliminated.  Whenever hazards do exist, they shall be abated and controlled prior to entry.
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Enclosed Space Entry


Before any entrance cover is removed from an Enclosed Space, a qualified person shall determine whether or not it is safe to do so by checking for the presence of any atmospheric pressure or temperature differences and by evaluating to determine if a hazardous atmosphere exists within the space.  Any hazardous conditions shall be eliminated before removal of the cover.

Atmospheric Hazards


Before anyone enters an Enclosed Space, a qualified person shall sample the atmosphere to detect any potential hazards.  Testing of the space shall be performed through all areas of the space to ensure that no gases have accumulated anywhere within the space.  Atmospheric hazards consist of oxygen deficiencies / enrichments, flammable / explosive vapors and gases, combustible dust that obscures vision at a distance of five feet, and toxic vapors and gases.

Testing Equipment


Equipment that is used to evaluate the atmosphere within Enclosed Spaces shall be of the direct read type.  Prior to each use, the test equipment shall be field calibrated and visually inspected to ensure that it is not damaged and that all warning and alarm devices are functional.

Testing Sequence

Testing of an Enclosed Space atmosphere should be performed in the following sequence:

1. Oxygen concentration
The level of oxygen in the atmosphere within an Enclosed Space must register between 19.5 % and 23.5 % by volume.

2. Flammable Gases and Vapors

The presence of explosive / flammable gases must not equal or exceed 10 % of the lower flammable limit (LFL) of the suspect / specific material.

3. Toxic Gases and Vapor

Exposure to a substance in a single dose must not exceed the action level that is specified in Subpart G or Z of 29 CFR 1910.    
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In order to ensure that all employees and sub-contractors are adequately protected from the atmospheric hazards that may be inside Enclosed Spaces, the space should be tested from top to bottom (begin the sample at the entrance point and proceed to the bottom or back of the space) to ensure that no gases have accumulated at any point within the space.

Testing Frequency


Before an Enclosed Space is entered for the first time, the atmosphere shall be tested by a qualified person, to ensure that the space is safe for entry.  Following the initial atmospheric test, periodic atmospheric monitoring is required by those inside of Enclosed Spaces during all entries.  Periodic shall be defined as at least two (2) times per hour.  Continuous monitoring, where practicable, is preferred.

Testing Duration


Measurements of values for each atmospheric parameter shall be made for at least the minimum response time of the test instrument as specified by the equipment manufacturer.

Ventilation & Monitoring


If atmospheric hazards are detected, forced air ventilation shall be used to maintain oxygen at a safe level and to prevent a hazardous concentration of flammable gases and vapors from accumulating.  Continuous monitoring shall be used in conjunction with ventilation to ensure that a safe atmosphere exists.

· Whenever forced air ventilation is used, it shall be started before entry is made and maintained long enough to ensure that a safe atmosphere exists before employees or sub-contractors are allowed to enter the workspace.  Ventilation airflow shall be arranged such that it is directed into the immediate area where work is being performed, and it shall continue throughout the work period until employees or sub-contractors vacate the space.
· The air supply for continuous forced air ventilation shall be from a clean source.  Care shall be taken to ensure that exhaust air is not mixed with intake air, so that it will not increase the hazards inside of the Enclosed Space.
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Open Flames


If open flames are used inside of an Enclosed Space, testing for flammable gases and vapors shall be conducted immediately before the flame device is used and continuously thereafter.

Welding, Cutting, Brazing

· Whenever work occurs inside of an Enclosed Space that involves welding, cutting, or brazing adequate precautions shall be established to ensure that adequate ventilation is established and maintained inside of the space.

· Gas cylinders shall remain on the outside of the space and equipment shall be secured to prevent unexpected movement.

· Welders shall be attached to a personal retrieval system so that they can be quickly removed from the space in case of emergency.  If arc welding, all electrodes shall be removed and safely located away from their holder when the welding has been suspended for any substantial period of time.

· All gas cylinders shall be shut off to prevent escaping gas from entering the Enclosed Space when work has been suspended for any substantial period.

Affected Employee or Sub-Contractor Training


Enclosed Space training is required for all employees and sub-contractors whose jobs will expose them to the hazards of any Enclosed Space.  All affected employees and sub-contractors shall attend this training.  Topics taught in this level of training include:  

· Contents of 29 CFRS1910.268 AND 1910.269 (e)

· Dangers Posed by Enclosed Spaces

· How to Recognize and Enclosed Space, Using Site-Specific Examples

Pre-work Conference


Before each entry into a manhole or vault, the employee in charge shall brief all employees and sub-contractors at the work location on the following:

· Hazards associated with the job.

· Work procedures involved.

· Special  Precautions (if any)
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· Personal Protective Equipment requirements (if any)

· Traffic Control requirements (if any)

· Specific assignments for each employee (including who is designated to call for help, should the need arise)

· The specific address of the job

· The Emergency Agencies having jurisdiction

Personnel Assignments

· Each work unit assigned to a manhole or vault shall consist of at least two (2) employees or sub-contractors

· One employee or sub-contractor from each work unit assigned to a manhole or vault shall be designated to render and / or request any emergency assistance as needed.

· The employee or sub-contractor designated to render and / or request assistance shall not be the primary entrant into the manhole or vault.

· The employee or sub-contractor designated to render and / or request assistance shall not be precluded from making periodic, short duration entries into the manhole or vault.

· The employee or sub-contractor designated to render and / or request assistance shall not be precluded from performing other work outside the manhole or vault, so long as periodic communication can be maintained with the employee or sub-contractor (s) inside the space.
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Equipment Working near Energized Overhead Lines

Scope


This policy applies to cranes, derricks, and hoisting equipment working on or near overhead transmission, distribution, and service power lines.  It is a guide for such activities as setting poles, moving pole-mounted hardware, and other such activities near overhead power lines.  It does not apply to underground power cables, and is not intended to serve as a guide for digging, trenching or boring in underground utility construction.

· Only authorized persons shall be permitted in the cab or on the equipment.  Only those designated persons who are trained and qualified shall operate hoisting equipment.

· When mobile hoists, cranes or similar devices are used near (closer than ten (10) feet from) energized or undergrounded overhead power lines, the lifting device shall be:

A. Properly grounded; or
B. Insulated for the maximum voltage that could be encountered; or 

C. Isolated and guarded; or 

D. Considered energized

· Even when grounded, mobile cranes and hoists with metal booms and / or cables working near energized overhead power lines shall be:

A. Barricaded so that persons standing on the ground cannot touch them; or 

B. Protected by using approved rubber (or hard plastic) line hoses, blankets, pole wraps, etc. on all energized and / or conductive objects that could be contacted.
· Personnel working on or with the equipment shall wear insulating rubber gloves rated for the full primary voltage at all times while the boom (s), line (s) or the load is within ten (10) feet of any energized overhead power line or piece of equipment.

· Conductive objects on poles (including pole ground wires) shall be opened and removed from the areas where personnel may assist from the ground or from equipment attachment points (sling points) so that a direct phase-to-ground short does not exist.  Any pole ground that was Opened during a pole setting operation shall be spliced back only after the pole is tamped.
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· Metallic slings (chain or cable) shall not be used within ten (10) feet of overhead power lines.

· The employee or sub-contractor in charge shall conduct a briefing for all employees or sub-contractors on the location before work begins.  The meeting, at a minimum, shall include:

A. The exact street address of the job

B. The circuit (s) that will be worked near or upon

C. Hazards associated with the job

D. Work procedures involved for all phases of the job

E. Special precautions that may be necessary at any phase of the job

F. Specific work procedures involved

G. Energy source controls

Personal Protective Equipment (PPE) requirements
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Lockout / Tagout

General

· Any equipment that is capable of being locked out shall be locked out and tagged out prior to servicing.
· All authorized employees or sub-contractors performing work on a machine or equipment shall place the appropriate lockout devices on the hazardous energy-isolating device.

· Whenever the hazardous energy device will not permit the use of multiple lockout devices, a single lockout device may be used with each authorized employee attaching the appropriate lock to the lockout device.

· When work activities are performed by more than one employee or sub-contractor, all employees or sub-contractors must be equally protected (group lockout and tagout); primary responsibility shall be vested in one authorized employee or sub-contractor

· Locks issued by the Company shall be used solely for the purpose of lockout of hazardous energy control measures.

· Locks intended for lockout / tagout shall not be used for any other purpose.

· Tags shall be used in conjunction with locks; when a machine or equipment cannot be locked out, a tagout device shall be used.  It shall be understood that:

A. Tags are warning devices and do not provide the physical restraints of locking devices.

B. Tags shall not be removed, bypassed, or voided without authorization from the employee or sub-contractor placing the tag or a designated employee or sub-contractor trained in the removal requirements of this standard.

C. Tags shall be attached to hazardous energy devices so that they cannot be inadvertently or accidentally detached.

D. When a tagout device cannot be placed directly on the hazardous energy isolating device, the tag shall be located as close as safely possible to the device.
· Tagout devices shall warn against hazardous conditions if the machine or equipment is energized and shall include a legend such as the following:

a. DO NOT START

b. DO NOT OPEN

c. DO NOT CLOSE

d. DO NOT ENERGIZE

e. DO NOT OPERATE
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· Locks and tags shall be standardized by at least one of the following criteria: color, shape, size, type, or format.

· Any lock or tag and corresponding switching procedure or checklist used at the time of a switching error, contact or flash, or other personal injury shall not be discarded or destroyed.  They shall be retained and attached to the incident investigation report for an indefinite period of time.

Tags

· Only tags specifically intended for the application shall be used.

· Tags shall be secured with non-reusable means capable of withstanding fifty pounds of pull without breaking (cable tie, etc.) and capable of withstanding the environment to which it is exposed.
· Tags shall indicate the person or crew who applied them.

· In cases where the device to be operated is not capable of being locked out, the tags shall be placed either on the device itself or as close as is safely possible to the device.  In such cases, every attempt shall be made to further isolate the device such as (but not limited to) removal of an isolating circuit element, blocking of a control switch or opening another disconnecting device.  Work on equipment shall not begin until this tag has been properly placed by the authorized employee or sub-contractor.  Equipment shall not be energized until the tag has been properly removed.

Locks

· Locks shall be used wherever possible.

· Only locks specifically intended for the application shall be used.

· Each lock shall be so marked to indicate the person or crew to whom it was issued.

· Tags shall be used each place where locks are installed.

· Locks intended for Lockout shall not be used for any other application.
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General Servicing and / or maintenance

· All necessary servicing or maintenance shall be completed before returning equipment to service.

· Employees or Sub-Contractors shall not attempt to energize or start a machine or equipment locked out or tagged out.
· Whenever it is necessary to temporarily re-energize the machine or equipment for testing, the following sequence shall be used:

a. Clear the equipment of tools and materials.

b. Remove the employees or sub-contractors from the equipment area.

c. Remove the lockout and tagout device and notify affected employees or sub-contractors before energization.

d. Energize the equipment and proceed with testing.

e. De-energize all systems and reapply hazardous energy control measures.
· Whenever replacement, major repairs, renovations, or modifications of machines or equipment are performed, and whenever new machines or equipment are installed, hazardous energy isolating devices shall be designed to accept a lockout device.  This applies to all site systems, machines, and equipment.

Group Lockout or Tagout

· Each crew, craft or department or other group shall work behind their own lock and tag.

· Where multiple crews, crafts, or departments utilize the same isolating device, a multiple lockout hasp shall be used and each group shall install their own tag.

· Where multiple lockout/tagout is in effect, primary responsibility shall be placed upon one authorized employee or sub-contractor for a set number of employees or sub-contractors working under the protection of a group lockout/tagout device.
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Shift or Personnel Changes


When work requires a change of personnel, the oncoming personnel shall install their locks and tags and the off-going personnel shall remove theirs.

Preparation for Shutdown


Before performing service or maintenance on machines or equipment, precaution shall be taken to ensure a safe shutdown and isolation of energy sources.

Shutdown
· If the machine or equipment is operating it shall be shutdown using normal shutdown process.

· If a shutdown procedure exists, it shall be used.

· If no shutdown procedure exists, the manufacture instructions shall be used.

· If none of the above instructions exists than the most obvious shutdown procedure shall be used.

Isolation


All energy isolating devices needed to control the energy to the machine or equipment shall be physically located and operated to isolate the machine or equipment from the energy source.
Application of Lockout / Tagout Devices

· All energy-isolating devices are to be locked, tagged, or both.

· Only the standardized devices supplied by The Company are to be used for lockout and tagout, and they are not to be used for anything else.  Locks and lockout devices hold the energy isolating device in a safe or off position.

· Tags indicate that movement of energy isolating devices from the safe or off position is prohibited.

· All potentially hazardous stored or residual energy shall be rendered safe.

Verification of Isolation

· Before work is started on machines or equipment that have been locked out and tagged out, the equipment shall be inspected and other necessary steps taken to verify that
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isolation and de-energization have been accomplished.  

· If direct contact is to be made with normally energized parts during work, a test shall be performed to ensure that those parts are de-energized.
Additional Lockout / Tagout Requirements


In situations in which lockout or tagout devices must be temporarily removed from the energy isolating device and the machine or equipment energized to test or position the machine, equipment or component thereof, additional procedural requirements shall be complied with to ensure the safety of the employees and sub-contractors and equipment.

Release from Lockout / Tagout

· Before lockout and tagout devices are removed and energy is restored to the machine or equipment, procedures shall be followed and actions taken to ensure the safety of all involved employees and sub-contractors

· Locks and tags may be removed only by the employee or sub-contractor who applied the locks and tags.  

· If the employee or sub-contractor who applied the locks and tags is not available, and efforts to contact that person have been unsuccessful, the locks and tags may be removed under the direction of his/ her supervisor.

· Unauthorized removal of any lockout or tagout device is prohibited and is subject to disciplinary action.
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Excavations

Underground Utilities
· Before the start of excavations the locations of all underground utilities shall be found and marked.
· All requirements of the local jurisdiction shall be followed regarding one call and locating.

· When excavations approach the marked location of underground utilities, the exact locations shall be determined by safe means.

· While the excavation is open, underground utilities shall be supported to safeguard employees and sub-contractors.

Trench Egress

· A stairway, ladder, or ramp shall be located in trenches that are four feet or more in depth.

· The stairway, ladder, or ramp shall be located so as that no more than 25 feet of lateral travel is required to reach it.

Vehicular Traffic

· Employees and Sub-Contractors exposed to vehicular traffic shall wear warning vests marked with reflectorized or high visibility materials.

·  The edge of excavations shall be either barricaded or stop logs placed nearby when there is not a clear view of the edge to prevent vehicles from driving into the excavation.
Overhead Loads

· No employee or sub-contractor is permitted to be underneath loads of any type for any reason.

· Employees and Sub-Contractors are required to stand away from any vehicle being loaded or unloaded to avoid being struck by spillage, falling material, or equipment.

· Operators shall remain in the cabs of vehicles being loaded or unloaded.

Water Hazards
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· Employees and Sub-Contractors shall not work in excavations where there is an accumulation of water or water is accumulating.

· If water is controlled or prevented from accumulating by use of pumps, the removal operation shall be monitored to ensure proper operation.

· If the excavation interrupts the natural drainage of surface water, (such as streams), diversion ditches or other suitable means of protection shall be used to prevent water from running into the excavation and provide adequate drainage of the area.

· Excavations subject to runoff from heavy rains shall be inspected by a competent person to ensure the safety of the excavation.

Adjacent Structures 

· Where the excavation is near an adjoining building, wall, street, etc., support system such as shoring, bracing, or underpinning shall be used to stabilize the structures endangered by the excavation and ensure the safety of employees and sub-contractors.
· Excavation below the foundation of a structure that could pose a hazard shall not be allowed, unless a support means is provided or the structure is on solid rock.

· Sidewalks are not to be undermined unless they are adequately supported to protect employees and sub-contractors and pedestrians from the collapse of sidewalk.

Spoils Piles

· Adequate protection shall be used to prevent loose rock and soil from rolling or falling from an excavation face.  Loose materials shall be scaled down or protective barriers shall be installed to stop and contain falling materials.

· Employees and Sub-Contractors shall be protected from excavated spoils or other materials that could roll or fall into the excavation.  Spoils or other materials shall be placed at least two feet from the edge of an excavation.  A retaining wall may be used to prevent materials from rolling or falling into an excavation.

Inspections

· Daily Inspections of the excavation, adjacent areas, and protective systems shall be made by a Competent Person.                                                                                                                
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· Inspections shall be repeated after every rainstorm.

· When the competent person finds evidence of an unacceptable condition, exposed employees and sub-contractors shall be removed from the excavation until corrective measures are taken to ensure the safety of employees and sub-contractors.

· Walkways shall be provided where employees and sub-contractors are required to cross over excavations.

Protective System

· Employees and sub-contractors who are required to work in excavations must be protected from cave-ins by means of shoring (shields) or sloping and benching systems except when:

a. Excavations are made entirely in stable rock.

b. Excavations are less than five feet in depth and inspections by a Competent Person show no indications of a potential cave-in.

· Protective systems shall have the capacity to resist without failure all loads that could be expected to be applied to them.  Prior to using protective systems the soils that are to be excavated are to be classified according to the following classifications.

Soil Classifications


STABLE ROCK- natural solid material that can be excavated with vertical sides and will remain intact while exposed and is capable of withstanding the stresses of the loads applied without failure.

TYPE A - cohesive soils with an unconfined compressive strength of 1.5 tons per square foot (tsf) or greater.  Examples of Type A soils are: clay, silty clay, sandy clay. Cemented soils such as hardpan are also considered Type A soil.


TYPE B - cohesive soils with an unconfined compressive strength of 0.5 tsf, but less than 1.5 tsf.  Examples of Type B soils are:  angular gravel, silt, slit loam, previously disturbed soils, or dry unstable rock.


TYPE C – cohesive soil with an unconfined compressive strength of 0.5 tsf or less.  Examples of Type C soils are: granular soils, sand loamy sand, submerged soil, or soil seeping with water.

Sloping & Benching Methods
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Sloping and benching methods shall be determined as follows:

Maximum allowable slopes:

Stable rock ….Vertical or 90 degrees

Type A ………3/4: 1 or 53 degrees

Type B ………1:1 or 45 degrees

Type C ………1 ½: 1 or 34 degrees

Slope & bench configurations in Type A soils:

· All simple slope excavations 20 feet or less in depth shall have a maximum allowable slope of ¾:1.

· All simple slope excavations, which are open for 24 hours or less, and which are 12 feet in depth or less hall have a maximum allowable slope of ½:1.

· All benched excavations 20 feet or less in depth shall have a maximum allowable slope of ¾:1.

Slope & bench configurations in Type B soils:

· All simple slope excavations 20 feet or less in depth shall have a maximum allowable slope of 1:1.

· All benched excavations 20 feet or less in depth shall have a maximum allowable slope of 1:1.

Slope configurations in Type C Soils:

· All simple slope excavations 20 feet or less in depth shall have a maximum allowable slope of 1 ½:1.

** All excavations greater than 20 feet in depth must be designed by a registered engineer and the tabulated data and design must be kept on the jobsite.

Shoring & Shield Designs


Design of shoring systems must be selected by the employer and sub-contractor or his designee using one or more of the following methods. (Appendices from OSHA 1926.652)
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Job designed shoring systems

· Timber shoring shall be of sufficient strength for the operation.

· Where hydraulic shoring is used the manufacturer’s specifications shall be followed.

Pre-manufactured shoring and shields

· Construction or assembly of the support systems shall be in accordance with the manufacturer’s specifications.

· Deviations from the manufacturer’s specifications are prohibited.

Engineer designed shoring and shield systems
· The plan must include the size and type of materials to be used in the construction of the protective systems.

· Identity of the registered engineer who designed the system must be stamped on the data.

· The tabulated data must be in writing and describe the use and limitations of the protective system.

· The tabulated data must be available on the jobsite for inspection during construction of the protective systems.
· Designs must identify the specific project.

All materials used for protective systems must be free from damage and defect, maintained in good condition, inspected by a competent person and removed from use if found to be defective.

Installation & Removal of Shoring

· All members of shoring systems shall be securely connected together to prevent sliding, falling, kick outs, or other predictable failures.

· Support systems shall be installed and removed in a manner that protects employees and sub-contractors from cave-ins, structural collapses, or from being struck by the support system.

· Individual members of shoring systems shall not be subjected to loads in excess of their rated capacities.
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· Before temporary removal of shoring components begins, additional precautions shall be taken to ensure that safety of employees and sub-contractors, such as installing other structural components to prevent the collapse of the system.
· Removal shall begin at, and progress from the bottom of, the excavation.  Components shall be released slowly to notice indications of failures of the remaining components or possible cave-in of the sides of the excavation.

· Backfilling shall progress along with the removal of the components of the shoring system.

Shield Systems

· Shields shall not be subjected to loads in excess of the rated capacities which the system was designed to withstand.

· Shields shall be installed in a manner to restrict lateral or other hazardous movement of the shield in the event of the application of sudden lateral loads.

· Employees and Sub-Contractors shall be protected from the hazard of cave-ins when entering or exiting the areas protected by shields.

· Employees and Sub-Contractors are prohibited from being in the shields when shields are being installed, removed, or moved.
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Excavations, 54

Arm and Hand Protection, 32
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Eye and Face Protection, 31

Backing, 25






Face Shields, 32
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Fall Arrest Equipment, 35









Fall Protection, 34
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General Policy, 34

Chemical Labeling, 21
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Entry Rule, 44






with Fixed Ladders, 37

Confined Space






with Portable Ladders, 36

Definition of, 44






Fire Protection, 12

Consideration of Pedestrians, 30




Flagging Operations, 30

Contact Lenses, 31





Flammable & combustible Liquids, 39

Cut Hazard Protection, 33





Fork Lifts, 26

Devices







Goggles, 32

Lockable, 50






Group Lockout or Tagout, 52

Not accepting locks, 50





Guards, 11

Dispensing Flammable Liquids, 39

Employee’s and Sub-Contractor’s responsibility for safety, 6

Hard Hat Decoration, 31

Employee’s and Sub-Contractor’s responsibility for hand tools, 14
Hard Hats, 31

Enclosed Pace
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Definition of, 44






Hazard Communication

Enclosed Space Entry, 44
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Enclosed Space Hazards, 44




Hazard Communication, 21

Equipment, 30






Head Protection, 31
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Hearing Protection, 32









Housekeeping, 12
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Inspection of Vehicular Equipment, 24



Office Safety, 19

Installation & Removal of Shoring, 57



Electric Office Equipment, 20

Insulating Rubber Gloves, 32




Furniture, 19









General, 19

Jewelry, 33






Outriggers, 26

Ladders, 17, 38






Parking, 25

General, 17






Personal Conduct, 11

Stepladders, 17






Personal Flotation, 33

Straight, 17






Personal Protective Equipment, 31

Leg Protection, 33





Plug and Cord Tools, 16
Lockout / Tagout, 50





Pneumatic Tools, 16

Application of Devices, 52





Poles, Ladders or Long material, 26

General Rules, 50
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Locks, 51






Machines, 53

Minimum requirements, 50




Powered Tools, 15

Standardization, 50

Maintenance, 51






Refueling Areas, 39

Manhole and Vault





Reporting Hazardous Conditions, 11

Atmospheric Hazards, 45





Respirators

Ventilation and monitoring, 46




Acceptable Products, 42
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Cleaning and Maintenance, 41

Material Handling and Lifting, 18




Fit Testing, 42

Material Safety Data Sheets, 21




Selection of, 41
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Use of, 41
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Respiratory Protection, 41

Pre-work or Tailgate, 7





Responsibilities of the Employee or 

Safety, 7







Sub-Contractor in Charge, 8

Mobile Cranes, Derricks and Hoisting



Safe Supports and Scaffolds, 16

Equipment, 27






Safety Glasses, 32

Multiple Crew Locations, 50
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Application of, 7
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Scaffolds and Ladders, 37





Machines, 53

Shoring & Shield Designs, 57




Tools, 13

Sloping & Benching Methods, 56




Trailers, 25

Smoking, 12






Trench Egress, 54

Soil Classifications, 56

Supervisor’s responsibility for hand tools, 14


Vehicle Operation, 24









Vehicle Operations, 23

Tags, 51

Rules and requirements, 50




Warnings, 12

Standardization, 50





Welding and Cutting, 32

Wording of warnings, 50





Work Area Protection, 30

Taking Chances, 11





Workplace Chemicals, 11

Testing
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