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Safety Commitment
TOP OF THE LINE INC is committed to ensuring that you do not work in
an environment that is unsanitary, hazardous, or dangerous to your health
or safety.  You will be instructed on the recognition and avoidance of
unsafe conditions and the regulations applicable to your work environment
to control or eliminate any hazards or other exposure to illness or injury.
Using the safety and health training programs provided by the
Occupational Safety and Health Administration (OSHA), as well as other
reference materials, company safety training, policies, and procedures will
be developed and implemented as needed.
Frequent and regular inspections of our facilities, materials, and equipment
will be made by DAVID LONG, our Safety Program Administrator, or
designated persons.
You may operate equipment or machinery only if you are qualified by
training or experience.  Machinery, tools, material, or equipment that you
find either not in compliance with a particular OSHA standard or that you
determine is unsafe will be identified as such by tagging; locking the
controls; or physically removing it from its place of operation.
Safety takes a commitment from all persons from senior management to
the newest hire.  It is expected that you will actively participate in safety
training and perform your work in a safe manner.
The person who benefits most directly by safety involvement is you.  You
are the person who will not sustain an occupational injury or illness.  
If confronted with a new task for which you do not know the proper safety
procedures, ask for instruction from your supervisor before proceeding.
Do not hesitate to point out observed safety deficiencies to your
supervisor, you may prevent an injury to yourself or a fellow employee.
OSHA standards that are applicable to the work you do are readily
accessible.
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Stop Work Authority and Workers' Right to Refuse
Dangerous Work Policy Statement

As referenced in the New Hire Safety Orientation, each employee is:
a. To work in a safe manner and follow established work rules and

procedures to the best of their ability.
b. To ask for clarification of safety procedures of which they are not

sure prior to performing a task.
c. To report to the supervisor or competent person any unsafe acts or

procedures and will ensure they are addressed and resolved before
continuing work.

Specific procedures have been established to ensure that all employees
understand the importance of not performing a job task if it cannot be
performed safely and in accordance with appropriate standards.
Stop Work Authority Procedures training will be given during the new hire
safety orientation before initial assignment to any job task.  Training will be
documented and include the employee’s name, dates of training, and
subject. 
All employees not only have the authority to stop work when control of a
health, safety, or environment hazard or risk is not clearly established or
understood, they have an obligation to stop work.
Procedures:

a. Upon discovery or realization that control of a health, safety, or
environment hazard or risk is not clearly established or understood,
the employee will immediately stop work.

b. Employees with whom he/she is working will be immediately informed
so a health, safety, or environment hazard or risk does not impact
them or their work.

c. The supervisor/competent person will be notified as soon as possible
so the situation may be addressed (corrected).

d. If the supervisor/competent person can successfully address the
issue, work will resume. If it is not resolved, work will remain stopped
until it is. Most stop work procedures can be resolved in a timely
manner. On occasion, it may require additional investigation to
determine the root cause of the problem and the proper procedures
to proceed.

e. The stop work will be documented with a stop work report.
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Supervisor Review:
Supervisors reviewing stop work reports can determine employee
participation in the program, the quality of the interventions, trend common
issues, and identify opportunities for improvement and establish new safety
procedures to preclude a reoccurrence.
Follow-up:
After the stop work intervention has been initiated and closed, the
supervisory review has been completed, all safety issues have been
resolved in a timely manner to the satisfaction of all persons concerned
prior to the resumption of work (or, if needed, after additional investigation
and corrective actions required to identify and address root causes have
been completed), the importance of follow-up can be demonstrated by:

a. providing a learning tool for developing improved training.
b. establishing new safety procedures.
c. facilitating sharing of learning.

Responsibilities:
Employee: Initiate a stop work intervention when warranted.
Supervisor/competent person: notify all affected personnel and
supervision of the stop work issue, correct the issue, and resume work
when safe to do so.
Management: Establish a culture where stop work authority is exercised
freely.
Employees, while fulfilling their obligation to stop work when warranted,
are reminded that under no circumstances will fulfilling this obligation result
in any form of retribution or intimidation from our company or the company
for whom we are working
This Policy Statement will be conspicuously posted.

____________________________________________

DAVID LONG
Safety Director



TOP OF THE LINE INC Page | 7
© 2016 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Safety Considerations
You should have a working understanding of the below safety
principles/topics as they apply in all workplace situations.  Safety
procedures for specific tasks will be addressed through formal or
on-the-job training depending on the task.

Housekeeping
You are to maintain a neat and orderly work area as far as practical.
Housekeeping and general cleanliness have a direct effect on safety and
health.  Proper housekeeping can prevent slips and falls, allow
unhampered egress in the event of an emergency, prevent falling object
injuries, enhance fire safety, and prevent the infestation of vermin.  Listed
below are general housekeeping rules:

a. All walking/working surfaces shall be kept clean and dry.  
b. Do not allow debris to accumulate.
c. All stored materials will be neatly stacked.
d. All containers, when not in use, will be sealed.
e. No objects will be left unattended on stairways.  
f. Entrances and exits will be properly marked and not blocked.

Emergency Medical Response
DO NOT PROVIDE ANY MEDICAL ASSISTANCE FOR

WHICH YOU ARE NOT QUALIFIED BY CERTIFIED
TRAINING

Should an injury occur that requires an emergency medical responder, the
below listed actions will be taken in the order given:

1. Call the posted emergency response number.
2. Provide any medical assistance you are trained and certified to do.  

Do not provide any medical assistance you are not trained to do.
3. Designate an individual to direct the emergency responders to the

injured party and provide Material Safety Data Sheets or Safety Data
Sheets, if applicable.

4. Notify your supervisor who, in turn, will notify the office.
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Fire Prevention
Fire prevention deals not with handling a fire emergency, but rather
preventing a fire in the first place.  To reduce the likelihood of a fire, you
must adhere to the following rules:

a. Smoking is allowed only in designated areas and smoking materials
will be totally extinguished and placed in appropriate receptacles.

b. All chemical products will be handled and stored in accordance with
the procedures noted on their individual SDS.

c. Heat producing equipment will be properly maintained and operated
per the manufacturer’s instructions to prevent accidental ignition of
combustible materials.

d. Precautions will be taken when working with an open flame and
those areas will be made fire safe by removing or protecting
combustibles from ignition.

e. Combustible liquids must be stored in approved containers.
f. Chemical spills -- particularly combustible and reactive liquids -- must

be cleaned up immediately.  Damaged chemical containers and
cleanup materials must be properly disposed.
Note: Exercise care! Information on appropriate personal protective equipment; proper

disposal; proper cleanup procedures; required ventilation; etc. is found on the
product’s SDS.

g. Combustible liquids and trash must be segregated and kept from
ignition sources.

h. Keep clear access to fire hydrants as well as portable fire
extinguishers.  

i. Practice good housekeeping!



TOP OF THE LINE INC Page | 9
© 2016 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Portable Fire Extinguishers
Know the location of fire extinguishers, what class of fire extinguisher is
appropriate for what type of fire, and how to safely use a fire extinguisher.
Portable fire extinguishers will be located allowing for ease of accessibility.
Portable fire extinguishers will be distributed as indicated below:

Class Distribution Notes

A
“A”  on a green triangle

75 feet or less travel distance
between the employee and the
extinguisher

For use on wood,
paper, trash, etc.

B
“B” on a red square

50 feet or less travel distance
between hazard area and the
extinguisher

For use on
flammable liquid,
gas, etc.

C
“C” on a blue circle

Based on the appropriate pattern
for the existing Class A or Class B
hazards

For use on
electrical fires

D
“D” on a yellow star

75 feet or less travel distance
between the combustible metal
working area and the extinguisher
or other containers or Class D
extinguishing agent

For use on
combustible metals

Using the wrong fire extinguisher on some fires can actually spread the
fire.  Using a Type ‘A’ extinguisher on an electrical fire, for example, could
cause serious injury.  It is imperative to use the proper extinguisher.

Fire Protection
The phone number of the local fire department as well as our facility
address will be posted or readily accessible.  
If a fire should occur, all personnel and the local fire department will be
notified.  In all emergency situations, you should:

a. Remain calm.
b. Speak clearly and slowly.
c. Give the exact location.
d. Describe the situation.
e. Give the phone number from where you are calling.
f. Do not hang up until told to do so.
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First Aid & First Aid Kits
Should a medical emergency occur, call 911 or the emergency medical
response phone number posted at the workplace if 911 service is not
available.  Explain the situation clearly and follow the emergency response
team’s instructions.
If an emergency vehicle is being sent to the workplace, establish easy
access and keep on-lookers away.
Employees will not expose themselves to blood or other bodily fluids of
other employees at any time unless they are trained and licensed in
CPR/first aid and are designated first aid providers as an additional job
identified in the company bloodborne pathogen program.  
Per OSHA, first aid is limited to:

a. Using a non-prescription medication, such as aspirin, at
non-prescription strength.

b. Cleaning, flushing or soaking wounds on the surface of the skin;
c. Using wound coverings such as bandages, Band-Aids™, gauze

pads, etc.; or using butterfly bandages or Steri-Strips™.
d. Using hot or cold therapy.
e. Using any non-rigid means of support, such as elastic bandages,

wraps, non-rigid back belts, etc.
f. Using temporary immobilization devices while transporting an

accident victim (e.g., splints, slings, neck collars, back boards, etc.).
g. Drilling of a fingernail or toenail to relieve pressure, or draining fluid

from a blister.
h. Using eye patches.
i. Removing foreign bodies from the eye using only irrigation or a

cotton swab.
j. Removing splinters or foreign material from areas other than the eye

by irrigation, tweezers, cotton swabs or other simple means.
k. Using finger guards.
l. Using massages.
m. Drinking fluids for relief of heat stress.
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You must know the location and contents of first aid kits. These kits are
worthless if not readily accessible.  First aid kits will not be locked up.
First aid supplies generally include:  adhesive bandages, bandage
compresses, scissors, tweezers, triangular bandages, antiseptic soap or
pads, eye dressing, and other items that are appropriate for the work we
do.
First aid kits will be replenished as items are used.  Sterile items will be
wrapped and sealed and used only once.  Other items such as tape or
scissors can be reused and should be kept clean. In the absence of
plentiful amounts of clean water, eye flush will be available.
Fluids
From a safety standpoint, you must not neglect your need for potable
(drinkable) fluids.
At the workplace, exertion and heat dictate the need for plenty of water.
From a life process standpoint, fluid intake is keeping you healthy by
allowing your body to maintain its core body temperature at the appropriate
level, as well as transporting nourishment, gases, and waste within your
body.
Imagine your body as a water-based chemical factory that functions only
within a narrow temperature range.  Sweating (water loss) cools your body
and this fluid must be replaced.
Drink plenty of water!

Hazardous Workplace Materials
When working in or around older structures, potential asbestos and lead
hazards may exist.  At many workplaces, the potential for crystalline silica
exposure may exist.  The presence of these hazards, and the appropriate
PPE and respiratory protection requirements, will be disclosed before any
work begins.
Should these materials be “discovered” as work progresses, we will protect
our employees from these hazards by:

a. Identification of these items by the competent person.
b. Informing the owner, project designer, or engineer of the hazards.
c. Securing the areas in question until testing proves samples to be

negative.
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Asbestos can be found in pipe, wall, and boiler insulation; exterior
sheeting; and flooring.  Friable or crumbling asbestos presents the most
hazard as it can float in the air and be inhaled into the respiratory system. 
Without respiratory protection, the microscopic asbestos fibers can enter
the deepest portion of the lung, causing scar tissue to develop and stiffen
the lung.  The net result is a reduction of gas exchange -- a condition
called asbestosis.
Lead can be found in water pipes, soldering, and paint.  Lead is a heavy,
toxic metal which can be absorbed into your body by ingestion and/or
inhalation.  It is a cumulative poison which can stay in your body for
decades.
While massive doses of lead can kill in a matter of days, the more likely
scenario at a workplace is moderate exposure to asbestos or lead which
probably would not create any health problems for years -- if at all.
Crystalline Silica can be readily found at many workplaces in rocks as
well as many concrete and masonry products.  Crystalline silica can be
released in the air when employees are performing such tasks as:

a. Chipping, hammering, drilling, crushing, or hauling rock.
b. Abrasive blasting.
c. Sawing, hammering, drilling, or sweeping concrete or masonry.

Unprotected respiratory exposure to crystalline silica may cause a lung
disease called silicosis.
Because of the chronic (long term) nature of these hazards, detrimental
health effects due to exposure would not be immediately noticed.
The competent person on site will prevent exposure to these materials.
Areas that contain the above materials will be cordoned off and protected
with appropriate warning signs.  Do not enter any restricted area unless
dictated by job assignment and only after specific training for dealing with
these hazards.  The training would include PPE, respiratory protection,
work procedures, medical surveillance, containment, hygiene, handling,
testing, and labeling.
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Lifting, Pushing & Pulling
Back injuries are often caused by the obvious -- lifting an object that is too
heavy or by putting excessive strain on the lower back while bending,
twisting or lifting.
However, lifting injuries are also caused by less obvious reasons:

a. poor physical condition
b. poor posture
c. poor judgment  (lifting, pulling, pushing an object that is obviously too

heavy or awkward without seeking assistance or using a mechanical
lifting device.)

d. lack of exercise
e. excessive body weight

Proper lifting techniques are important for your safety.  Below are lifting
techniques that will reduce your likelihood of injury:

a. Lift objects comfortably.
b. Lift, push, and pull with your legs, not your arms or back.
c. When changing direction while moving an object, turn with your feet,

not by twisting at the waist.
d. Avoid lifting an object higher than your shoulder.
e. When standing while working, stand straight.
f. When walking, maintain an erect posture; and wear slip-resistant,

supportive shoes.
g. When carrying heavy objects, carry them close to the body and avoid

carrying them in one hand.
h. When heavy or bulky objects need to be moved, obtain help or use a

mechanical aid such as a dolly, hand truck, forklift, etc.
i. When stepping down from a height of more than eight inches, step

down backwards, not forward.
j. Handle heavy objects close to the body. Avoid reaching out.
k. Lift gradually and smoothly.  Avoid jerky motions.
l. Maintain a clear line of vision.
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Slips, Trips, & Falls
Slips, trips, and falls are among the most common occupational accidents. 
Below are some of the causes of slips, trips, and falls:

a. Running within our facilities.
b. Engaging in horseplay.
c. Working off a ladder that is not firmly positioned.
d. Carrying an object that blocks line of vision.
e. Footwear not laced or buckled.
f. Not using hand rails on steps.
g. Working in messy areas with debris strewn about.
h. Not paying attention to what one is doing.

You can prevent the above easily by adherence to standard safety
procedures, common sense, and awareness of potential hazards.

Basic Tools
Much is written about powered tools and the importance of guards and
other safety related topics.  Seldom addressed are the hazards associated
with simple, non-powered tools.   Every tool is potentially dangerous if not
properly used.  Basic tools would include, but not be limited to:  hammers,
screwdrivers, shovels, shears, utility knives, and wrenches.
Below are five guidelines for basic tool use.

1. Never use a tool for a purpose other than that for which it was
designed!
Improper use of a tool will certainly damage it and may result in injury
if the tool slips or breaks.

2. Never exceed a tool’s design limits.
If a tool cannot do the job being properly used, you’ve got the wrong
tool.  Exceeding a tool’s design limits will certainly damage the tool. 

3. Inspect each tool before use.
Cracked or splintered handles, loose heads, “mushroomed” striking
surfaces, dull chisels/blades, bent shafts, worn or deformed ends --
all are potentially dangerous conditions.  Either repair or replace
damaged tools -- do not use them!
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4. Clean each tool after use.
It is much easier to clean and/or lubricate a tool immediately after
use rather than waiting until the tool becomes rusty or encrusted with
gunk.

5. Store each tool properly.
If tools are properly stored automatically, you, over time, will save
hours not having to look for tools.  From a safety standpoint, you
have the right tool at the right time.  You will not have to reach into a
tool box and, while rummaging around, cut yourself on an exposed
sharp edge.

Powered Tools
You may operate powered tools only if authorized.  This authorization will
be granted after it has been demonstrated that you have the ability to
safely operate specific powered tools through training or experience.
Seemingly simple powered tools, misused, can cause serious injury. 
Understand the operator’s manual and never bypass any guards.

General Electrical Safety:
Daily, prior to use, all electrical equipment will be inspected and defective
items will be tagged out of service and not used.
With the exception of double insulated tools (with UL approval), all
electrical tools and equipment will be grounded.
Tools will not be hoisted by their flexible electrical cords.
Hands will be dry when working on electrical equipment including plugging
in extension cords.
When working around any electrical power circuit, employees will:

1. Protect themselves by de-energizing the circuit and grounding it or by
establishing insulation between themselves and the current.

2. Ensure that conductive materials and equipment that are in contact
with any part of their body are handled in a manner that precludes
contact with exposed energized conductors or circuit parts.

3. Use portable ladders that have non-conductive side rails.
4. Remove or insulate conductive articles of jewelry and clothing that

might contact exposed energized parts.
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Ground Fault Circuit Interrupters (GFCI):
A GFCI provides protection for all 120-volt, 15-, 20-, and 30-ampere
receptacle outlets that are not a part of the permanent wiring by detecting
lost current resulting from a short, overheating, and/or ground fault.  It
should be noted that an extension cord into which electrical devices are
plugged are not part of the permanent wiring; therefore GFCI's are
required.
A GFCI will "trip" when the amount of current going to an electrical device
in the hot conductor and the amount of current returning from an electrical
device differ by approximately 5 milliamps.  The GFCI can interrupt the
current within as little as 1/40th of a second.
The current that is missing is being lost through a ground fault, whether it is
in the actual grounding, a short in the equipment, or electricity going
through the employee to the ground.
A GFCI will not protect an employee who comes in contact with two hot
wires or a hot wire and a neutral wire.  A GFCI will provide protection
against fires, overheating, damage to insulation, and, the most common
form of electrical shock hazard -- the ground fault.   GFCI’s must be tested
before use.

Extension Cords:
Extension cords (temporary wiring), temporary electrical power, and
lighting installations of 600 volts nominal or less may be used only as
follows:

a. during remodeling, maintenance, or repair of buildings, structures, or
equipment, and similar activities.

b. for a period not to exceed 90 days for Christmas decorative lighting
and similar purposes.

c. during emergencies.
Temporary wiring shall be removed immediately upon completion of the
project or purpose for which the wiring was installed.
Extension cords shall not replace permanent wiring and the following
safety precautions will be adhered to:

a. Extension cords will be kept off of walking/working surfaces or be
covered to prevent tripping.  Cords will not be placed in vehicle traffic
lanes.

b. Electrical cords will not be suspended with staples, hung from nails,
or suspended by wire.

c. Worn or frayed electric cords or cables will not be used.
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Prior to using an extension cord, an employee must:
a. Inspect the cord for cracks and cuts and a defective cord will be

tagged and removed from service.
b. Ensure the cord has a three prong plug for grounding.
c. Use the shortest continuous length of cord possible.  Cords may not

be spliced together.
d. Make certain the cord does not lay in water.
e. Ensure cord is properly rated for the job.

Signs & Tags
You must pay heed to the various signs and tags found throughout our
facility.  Color coding assists in determining the level of danger:

red = danger
yellow = caution
orange = warning
white = safety instruction

fluorescent orange = biological hazard
Adequate Lighting

You must see what you are doing.  A simple guideline for adequate lighting
is this:  if you are not sure if you have enough light for your work, you don’t!

Appropriate Clothing
Wear clothing that is appropriate for your work.  You may be exposed to
heat, cold, rain, or snow.  Wear clothing that provides comfort yet will not
snag on equipment.

Person Hygiene
You will have access to restroom facilities as needed.  Do not take
workplace chemicals home with you on your skin or clothing.

Drugs & Alcohol
With the exception of over the counter drugs such as aspirin or drugs
prescribed by a physician, you may have no drugs or alcohol within our
facility.  Alcohol and drug abuse cause an unacceptable level of safety
hazard.  If you are found to be under the influence of drugs and/or alcohol,
you will be immediately removed from your work assignment by your
supervisor and further disciplinary action will be taken by the Safety
Director.  
If you are taking prescription medication that reduces motor skills, you
should report this to your supervisor for appropriate work assignment.
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Workplace Violence
Workplace violence can be defined as: “any act or threat of physical
violence, harassment, intimidation, or other threatening disruptive behavior
that occurs at the work site.”  Keep in mind actions such as shouting,
swearing, and destroying or throwing items could be considered workplace
violence if the complaining employee feels their safety is in jeopardy.
In the event that our employees are exposed to workplace violence
instigated by acts of our employees or others, the following steps will be
taken immediately:

a. Those not directly threatened or exposed to the violent acts will
immediately warn others and remove themselves from the area.  Call
911, or local police authorities, when you’ve reached a point of
safety.

b. If you feel you are about to become a victim of workplace violence
and you do not have the opportunity to flee, try to remain calm.  Do
nothing threatening.  At the first opportunity, seek safety and call 911
or local police authorities.

Any employee who is a victim of any type of workplace violence, physical
or verbal, is to immediately notify his or her supervisor.  If an employee’s
direct supervisor is the offender, the employee should go to the next level
of management.  Violent actions that result in injury will be reported to the
police without exception.
An internal investigation will begin immediately and will include interviews
with involved parties, including potential witnesses.  When possible, we will
do our best to maintain privacy during the investigation and follow-up
response.  Our company expressly prohibits retaliation of any kind against
any employee bringing a complaint or assisting in the investigation of a
complaint.  Such employees may not be adversely affected in any manner
related to their employment.  Retaliation is also illegal under federal law.
Any breach of workplace behavior that leads to a violent action against
another employee will be treated as a serious safety violation subject to
extreme corrective action, up to and including termination.
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Accident Investigation
The purpose of Accident Investigation is to prevent the same type of
accident from recurring.  An accident investigation will begin immediately
after the medical crisis is resolved.
Near-miss mishaps, events which result in no injury or damage, will be
investigated because, even though the outcomes are different, the causes
are the same.
Your responsibility, should you be involved as a witness in an accident
investigation, is to fully answer questions that may be asked of you so that
future accidents may be prevented.

Postings
There will be a prominently displayed bulletin board or area for postings. 
You must be aware of the location of the following posted items:

a. OSHA Form 3165, It’s the law!
b. Emergency phone numbers & facility address for emergency

response.
c. During the period from 1 February through April 30, OSHA Form

300A, Summary of Work-Related Injuries and Illnesses, must be
posted for work-related injuries and illnesses which have occurred
during the previous year.

If appropriate, the following will be posted:
a. OSHA citations.
b. Notice of informal hearing conference.
c. Names and location of assigned first aid providers.
d. Air or wipe sampling results.
e. Emergency action plan.

Safety Meetings
Depending on the work at hand, safety meetings may be held during the
work shift.  Successful safety meetings demand interactive participation by
the presenter as well as those attending.  Pay attention, feel free to ask
questions, and ensure that, at the completion of a safety meeting, you
have no unanswered safety questions.
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Enforcement
It is expected that all employees will abide by our safety rules and
guidelines not only to protect themselves, but also to protect their fellow
workers from harm.  Should a safety violation occur, the following steps will
be taken by the employee’s immediate supervisor:
Minor Safety Violations: Violations which would not reasonably be
expected to result in serious injury.

1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow

and the supervisor will ensure that these procedures are understood.
3. The supervisor will make a written report of the occurrence using our

Enforcement Documentation Form and inform the employee that this
documentation will be forwarded to the Safety Director for a retention
period of one year.

4. A repeat occurrence of the same minor safety violation is considered
substantially more serious than the first.

Major Safety Violations: Violations which would reasonably be expected to
result in serious injury or death.

1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow

and will impress upon the individual the severity of the violation and
the likely consequences should this type of violation be repeated. 
The supervisor will ensure that the individual understands the correct
procedures and will be cautioned that a reoccurrence could result in
disciplinary action up to and including discharge.

3. The supervisor will make a written report of the occurrence using our
Enforcement Documentation Form and inform the employee that this
documentation will be forwarded to the Safety Director for a retention
period of one year.

Willful Major Safety Violations:  Intentional violation of a safety rule which
would reasonably be expected to result in serious injury to the employee or
a fellow worker.

1. The hazardous situation will be corrected.
2. The employee will be removed from the workplace, the event will be

documented and forwarded to the Safety Director, and the employee
will be discharged.
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Employees are to understand that the primary purpose of documenting
safety violations is to ensure that the important business of employee
safety is taken seriously and that the potential for injury is reduced to the
lowest possible level.

Schedule of Enforcement Actions for Violations within a 1 Year
Period

Minor Violation
Offense Action Repeat of Same Offense Action
1st Written Notice 1st 1 Day Off
2nd Written Notice 2nd 3 Days Off
3rd 1 Day Off 3rd Dismissal
4th 2 Days Off
5th 3 Days Off
6th Dismissal

Major Violation
Offense Action Repeat of Same Offense Action
1st Written Notice 1st 4 Days Off
2nd 2 Days Off 2nd Dismissal
3rd 4 Days Off
4th Dismissal
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Specific OSHA Compliance Programs
When you are confronted by situations listed below, you must perform your
tasks in accordance with our written programs which comply with specific
OSHA standards.  Below is an overview of each program.

Control of Hazardous Energy - Lockout/Tagout
Applicable: to servicing and maintenance of machines and equipment

where the unexpected energization, start up or release of
stored energy could occur and cause injury.

Not Applicable: to routine, repetitive, integral procedures such as minor
adjustments & tool changes.  Work on cord and plug
connected equipment where unplugging negates the
hazard and the plug is in the control of the person doing
the work.

Hazard: possibility of being crushed, dismembered, mangled, paralyzed,
electrocuted, sliced, or punctured by the sudden release of
energy such as the following sources:  capacitor, chemical,
counter weight, electrical, engine, flywheel, hydraulic, pneumatic,
spring, thermal, or gravity.

Procedures
Preparation for Shutdown: Using the Energy Source Evaluation, all

isolating devices must be located.
Equipment Shutdown: Inform the affected person and use normal shut

down procedures.
Equipment Isolation: Physically isolate the equipment from its energy

source(s) -- there may be more than one.
Device application: Apply color coded locks and/or tags to hold the

isolating devices in a “Neutral” or “Off” position.
Release of Stored Energy: Dissipate stored energy.
Verification of Isolation: Prior to work, operate machine controls and

ensure the machine will not operate.
Release from Lockout/Tagout: The person who applied the devices is the

one who removes them after ensuring the
area is clear and affected employees are
informed.
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Exposure Control Plan
Applicable: when emergency medical response is not available within a

reasonable time frame.  This program applies to designated
first aid providers whose first aid duties are considered an
additional job.

Not Applicable: to full time first aid providers.
Hazard: the possibility of infection resulting from exposure to blood-borne

pathogens or other infectious materials while providing first aid to
a trauma victim or cleaning up bodily fluids.

First aid providers must understand:
a. The hazards of bloodborne pathogens and other infectious materials.
b. Engineering & work practice controls to minimize possible exposure

such as:
1. Handwashing equipment & procedures.
2. Eating, drinking & smoking prohibitions.
3. The containment of contaminated sharps.
4. The containment of other regulated waste.
5. The disposal of contaminated sharps & regulated waste.
6. Controlling splashing/spraying of potentially infectious materials.
7. The prohibition of mouth pipetting (the mouth suction of blood

through a tube).
c. As a statement of policy, Universal Precautions will be used.  Each

trauma victim’s blood, bodily fluids, and other potentially infectious
materials will be treated as if they are known to be infectious.

d. Appropriate PPE will be used to place an impermeable barrier
between potentially infectious materials and the provider’s work
clothes, street clothes, undergarments, skin, eyes, mouth, or other
mucous membranes such as:
1.  Disposable gloves
2.  Utility gloves
3.  Eye & respiratory protection
4.  Protective body clothing

e The importance of housekeeping.
f. hepatitis B epidemiology and the transmission of bloodborne

pathogens.
g. The importance of hepatitis B vaccination within 24 hours of possible

exposure.
h. The preparation of incident reports and the importance of completing

them, in writing, before the end of the work shift.
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Fall Protection
Fall protection is required for employees working 4 feet or more above
walking/working surfaces, when there is a potential for objects to fall on
them, or when they are working around covers.
The obvious hazard is falling or being hit by a falling object.
A fall protection plan is required when conventional fall protection systems
are infeasible.
Through training, employees must know where conventional fall protection
systems are required such as when working on or around:

a. Unprotected sides and edges
b. Hoist areas
c. Holes
d. Dockboards
e. Runways & Similar Walkways.
f. Dangerous Equipment
g. Openings
h. Repair Pits, Service Pits, & Assembly Pits less than 10 ft. in depth
i. Fixed Ladders
j. Outdoor Advertising (Billboards)
k. Stairways
l. Scaffolds and Rope Descent Systems
m. Walking-Working Surfaces not Otherwise Addressed

Additionally, employees must understand:
a. The selection, use, and maintenance of fall protection system(s). 
b. The types of fall protection systems:

1. Guardrail system
2. Personal fall arrest system
3. Safety net system
4. Warning line system
5. Safety monitoring system
6. Positioning device system
7. Controlled access zone (CAZ)
8. Covers
9. Protection from falling objects.
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Forklifts
Applicable: if you are going to operate fork trucks; tractors; platform

lift trucks; motorized hand trucks; or other specialized
industrial trucks powered by electric motors or internal
combustion engines.

Not Applicable: when operating trucks intended primarily for earth moving
or over-the-road hauling.

Hazards: the primary hazards involved in truck operation are:
1. Physically hitting a person/object with the truck or load.

2. Having a load fall and hit the operator or other person.
3. Having the truck tip and crush the operator or other

person.
4. Fire or explosion during refueling/recharging.

The Program Administrator will ensure that authorization to operate a truck
is given only after an operator has successfully demonstrated their
understanding of proper procedures for truck inspection, use, and
refueling/recharging.  Authority to operate a truck will be revoked if unsafe
acts are observed or it is apparent that the operator has not retained the
knowledge and job skills necessary to safely perform truck operations.

Hazard Communication
Applicable: when you are using chemicals or chemical products.
Not Applicable: when you are using chemical products governed by

agencies other than OSHA or you are using chemical
products in the same manner and amounts as a normal
consumer.

Hazard: practically all chemical products have physical or health
hazards if improperly used.

The Program Administrator will ensure that all personnel understand:
1. The importance and use of labels; safety data sheets (SDS); and the

ready accessibility of the SDS.
2. The physical & health hazards of chemicals used in the workplace.
3. The methods used to detect the release of a hazardous chemical.
4. The methods to protect oneself from chemical hazards including

PPE; work practices; & emergency procedures.
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Hearing Conservation
Applicable: if you are exposed to an 8-hour time-weighted average of

85 dB or greater.
PERMISSIBLE NOISE EXPOSURES

Sound level
Duration per day, hours  dBA slow response

8           90
6           92
4           95
3           97
2          100
1 1/2          102
1 105

1/2  110
1/4 or less       115

Not Applicable: if you are wearing ear plugs for comfort.
Hazard: permanent hearing loss.
The Program Administrator will ensure that applicable standards are
posted, medical surveillance and noise monitoring are instituted, and that
all affected personnel understand the process of hearing and the
importance of preventing hearing loss.

Permit-Required Confined Space
Applicable: if you are to enter a confined space which contains either

a physical or atmospheric hazard.
Not Applicable: confined space entry with no recognized hazards.
Definitions: A confined space is a space that:

Is large enough and so configured that an employee can
bodily enter and perform assigned work; and
Has limited or restricted means for entry or exit.  These
spaces may include:  ventilation or exhaust ducts, bins
and tanks, boilers, sewers, tunnels and open top spaces
more than 4 feet in depth such as pits, tubs, and vessels;
and
Is not designed for continuous employee occupancy.
A permit-required confined space is:
A confined space that contains any recognized serious
safety or health hazards.

Hazards: engulfment by materials; entrapment by space shape;
inhalation of hazardous (possibly fatal) atmospheres.
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This Program Administrator will ensure that employees understand:
1. The need to identify and evaluate permit space hazards before entry.
2. The need to test conditions before entry and monitor conditions

during entry.
3. How to prevent unauthorized entry.
4. How to eliminate or control hazards for safe permit-space entry

operations.
5. The need to ensure that at least one attendant is stationed outside

the permit-required space for the duration of the entry operations.
6. How to coordinate and monitor entry operations when we are working

with employees of an outside contractor within a permit-required
confined space.

7. Our procedures for emergency rescue.
8. The establishment of a written procedure for preparation, issuance,

use, and cancellation of entry permits.
Respiratory Protection

Applicable: when you are exposed to atmospheres that do not
contain clean, breathable air free from contaminants that
exceed permissible exposure limits

Not Applicable: when you are wearing a dust mask for personal comfort
to negate the effects of nuisance dust.

Hazards: respiratory hazards that can range from mildly irritating to
fatal.

The Program Administrator will ensure that employees understand:
1.  The importance of medical approval for respiratory use.
2.  The respirator selection process.
3.  How to determine the service life of particulate filters.
4.  Fit testing.
5.  User seal tests.
6.  The importance of work area surveillance.
7.  Cleaning, inspection & maintenance of respirators.

Employees may wear dust masks for personal comfort.  Supervisors
should caution those wearing dust masks that they do not offer true
respiratory protection.
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OSHA standards require that if an employer provides respirators for
employee voluntary use or if you provide your own respirator, you must be
provided Appendix D of 29 CFR 1910.134.  This appendix is printed below
and all employees must read it.
Standard Number: 1910.134 App D
Standard Title: (Mandatory) Information for Employees Using Respirators

When not Required Under Standard.
Respirators are an effective method of protection against designated
hazards when properly selected and worn.  Respirator use is encouraged,
even when exposures are below the exposure limit, to provide an additional
level of comfort and protection for workers.  However, if a respirator is used
improperly or not kept clean, the respirator itself can become a hazard to
the worker.  Sometimes, workers may wear respirators to avoid exposures
to hazards, even if the amount of hazardous substance does not exceed
the limits set by OSHA standards.  If your employer provides respirators for
your voluntary use, of if you provide your own respirator, you need to take
certain precautions to be sure that the respirator itself does not present a
hazard.  You should do the following: 1.  Read and heed all instructions
provided by the manufacturer on use, maintenance, cleaning and care, and
warnings regarding the respirators limitations.  2.  Choose respirators
certified for use to protect against the contaminant of concern.  NIOSH, the
National Institute for Occupational Safety and Health of the U.S.
Department of Health and Human Services, certifies respirators.  A label or
statement of certification should appear on the respirator or respirator
packaging.  It will tell you what the respirator is designed for and how much
it will protect you.  3.  Do not wear your respirator into atmospheres
containing contaminants for which your respirator is not designed to protect
against.  For example, a respirator designed to filter dust particles will not
protect you against gases, vapors, or very small solid particles of fumes or
smoke.  4.  Keep track of your respirator so that you do not mistakenly use
someone else's respirator.
 [63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]
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Company Specific Safety Requirements
There also may be times when TOP OF THE LINE INC requires its
employees to meet safety policies that are specific to our company.  If we
implement these additional policies, they must have more stringent safety
requirements than what OSHA has developed.  
We currently do not have any company specific safety requirements.
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Employee Safety Handbook Acknowledgment
PLEASE READ, SIGN, & RETURN THIS FORM TO YOUR SUPERVISOR
OR DAVID LONG, OUR SAFETY PROGRAM ADMINISTRATOR.
I have read and understand the contents of this Employee Safety
Handbook.
I will, to the best of my ability, work in a safe manner and follow established
work rules and procedures.
I will ask for clarification of safety procedures of which I am not sure prior
to performing a task.
I will report to the supervisor or competent person any unsafe acts or
procedures and will ensure they are addressed and resolved before
continuing work.
I understand that the complete safety program is located at:
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441
and is available for my review.

________________________________________________
(Employee Name)

________________________________________________
(Signature)

________________________________________________
(Date)
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Compromiso de Seguridad
TOP OF THE LINE INC se compromete a garantizar que usted no trabaje
en un entorno que es insalubre, riesgoso o peligroso para su salud o
seguridad. Usted será instruido en cómo reconocer y evitar condiciones
inseguras y los reglamentos que se aplican a su ambiente de trabajo para
controlar o eliminar cualquier peligro o exposición a enfermedades o
lesiones.
Utilizando los programas de capacitación de seguridad y salud
proporcionados por la Administración de Seguridad y Salud Laboral
(OSHA, por sus siglas en inglés), así como otros materiales de referencia,
se desarrollarán e implementarán procedimientos, políticas y
entrenamientos de seguridad de la compañía que según sea necesario.
DAVID LONG, nuestro administrador del programa de seguridad, o una
persona designada, realizará inspecciones frecuentes y regulares de
nuestras instalaciones, materiales y equipos.
Usted podrá operar equipo o maquinaria sólo si está calificado por medio
de entrenamiento o experiencia. Maquinaria, herramientas, material o
equipo que usted sienta que no está en cumplimiento con una
determinada norma de OSHA o que usted determine que no es seguro,
será identificado como tal por medio de etiquetas; bloqueo de sus
controles; o sacándolo físicamente de su lugar de operación.
La seguridad es un compromiso de parte de todas las personas de la
empresa, desde los altos directivos hasta los empleados más
recientemente contratados. Se espera su participación activa en los
entrenamientos de seguridad y que realice su trabajo de manera segura.
El principal beneficiario de mantener un ambiente laboral seguro es usted
mismo. Usted es la persona que no sufrirá un accidente o enfermedad
laboral.
Si se enfrenta con una nueva tarea de la cual no conoce los
procedimientos de seguridad adecuados, pida instrucciones a su
supervisor antes de proceder.
No vacile en señalar deficiencias de seguridad observadas a su
supervisor. Usted podría prevenir una lesión a usted mismo o a cualquier
compañero de trabajo.
Los estándares de la OSHA que son aplicables a los trabajos que usted
realiza son fácilmente accesibles.
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Autoridad para Detener el Trabajo y el Derecho de los
Trabajadores de Rechazar una Declaración de Política de

Trabajo Peligrosa
Como se indicó en la Orientación de Seguridad de los Empleados Nuevos,
cada empleado debe:

a. Trabajar de manera segura y seguir las reglas y los procedimientos
de trabajo establecidos a lo mejor de su capacidad.

b. Pedir aclaraciones sobre los procedimientos de seguridad de los
cuales no está seguro, antes de comenzar a realizar una tarea.

c. Reportar al supervisor o la persona competente cualquier acto o
procedimiento inseguro y asegurarse que éstos sean tratados y
resueltos antes de continuar el trabajo.

Se han establecido procedimientos específicos para asegurarnos que
todos los empleados comprendan la importancia de no realizar una tarea
de trabajo si no puede realizarse con seguridad y conforme a las normas
apropiadas.
Se dará entrenamiento acerca de los Procedimientos de la Autoridad para
Detener el Trabajo durante la orientación de seguridad de los empleados
nuevos antes que se les asigne una determinada tarea. El entrenamiento
será documentado e incluirá el nombre del empleado, las fechas de la
capacitación y el tema.
Todos los empleados, no sólo tienen la autoridad para detener el trabajo
cuando el control de un peligro de salud, seguridad o ambiental no está
claramente establecido, sino que tienen la obligación de detener el trabajo.
Procedimientos:

a. Al descubrir o darse cuenta de que el control de un riesgo de salud,
de seguridad o peligro en el entorno, no está claramente establecido,
el empleado detendrá inmediatamente el trabajo.

b. Los empleados con los que esté trabajando serán inmediatamente
informados para que dicho riesgo de salud, seguridad o del entorno
no les afecte a ellos ni a su trabajo.

c. El supervisor o la persona competente será notificada tan pronto
como sea posible para que la situación pueda resolverse
(corregirse).

d. Si el supervisor o la persona competente puede resolver con éxito el
asunto, se reanudará el trabajo. Si no se resuelve, el trabajo
permanecerá parado hasta que lo sea. La mayoría de los incidentes
de detención de trabajo suelen resolverse de manera oportuna en el
lugar de trabajo. En ocasiones, podría requerir de una investigación
adicional para determinar la causa o raíz del problema y los
procedimientos apropiados a seguir.
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e. La detención del trabajo será documentada con un informe de
detención de trabajo.

Revisión del Supervisor: 
Los supervisores que revisan los reportes de detención de trabajo pueden
determinar la participación de los empleados en el programa, la calidad de
las intervenciones, detectar tendencias comunes e identificar
oportunidades de mejorar y establecer nuevos procedimientos de
seguridad para impedir que vuelvan a producirse.
Seguimiento: 
Después que la intervención de detención de trabajo haya sido iniciada y
cerrada, el supervisor haya completado la revisión y todas las cuestiones
de seguridad hayan sido resueltas de manera oportuna para la
satisfacción de todas las personas involucradas en el sitio de trabajo,
antes de reanudar el trabajo (o, si es necesario, después de que se hayan
completado las investigaciones adicionales y las acciones correctivas
necesarias para identificar y tratar las causas de raíz), la importancia del
seguimiento puede ser demostrada al:

a. proporcionar una herramienta de aprendizaje para el desarrollo de
un mejor entrenamiento.

b. establecer nuevos procedimientos de seguridad.
c. facilitar el intercambio de aprendizaje.

Responsabilidades:
Empleado: Iniciar una detención de trabajo cuando sea necesario.
Supervisor o persona competente: notificar a todo el personal afectado
y supervisar el incidente de detención de trabajo, corregir el problema y
reanudar el trabajo cuando sea seguro hacerlo.
Gerencia: Establecer una norma en donde la autoridad de poder detener
el trabajo se ejerza libremente.
Se les recuerda a los empleados que cumplir con su obligación de
detener el trabajo cuando se justifica, que bajo ninguna circunstancia será
el cumplir con esta obligación motivo de ninguna forma de represalia ni
intimidación por parte de nuestra empresa ni de la empresa para la cual
estemos trabajando.
Esta Declaración de Política será publicada en un lugar visible.

____________________________________________
DAVID LONG
Director de Seguridad
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Consideraciones de Seguridad
Usted debe tener una buena comprensión general de los
principios/asuntos de seguridad que se apliquen en todas las situaciones
de trabajo. Los procedimientos de seguridad para trabajos específicos
serán explicados a través de un entrenamiento formal o entrenamiento en
el trabajo, dependiendo de la tarea.

Requisitos de Mantenimiento
Usted debe mantener limpia y ordenada su área de trabajo en cuanto sea
práctico. La limpieza y pulcritud en general tiene un impacto directo en la
seguridad y salud. Un mantenimiento apropiado puede prevenir caídas y
resbalones, mantener las salidas libres de obstáculos por si hay alguna
emergencia, evitar lesiones por la caída de objetos, mejorar la seguridad
contra incendios y prevenir la proliferación de roedores y otras clases de
sabandijas. A continuación, están enumeradas las reglas de limpieza
general:

a. Todas las superficies de trabajo se mantendrán limpias y secas.
b. La basura no se dejará acumular.
c. Los materiales almacenados serán cuidadosamente apilados.
d. Los envases se sellarán cuando no estén en uso.
e. Los objetos no quedarán desatendidos en las escaleras.
f. Las entradas y salidas serán debidamente marcadas y no

bloqueadas.
Emergencias Médicas

NO BRINDE NINGUNA AYUDA MÉDICA PARA LA CUAL USTED NO
ESTÉ CALIFICADO POR ENTRENAMIENTO CERTIFICADO

Si ocurriera una lesión que requiriera un médico de emergencia, se
tomarán las siguientes acciones en el orden dado:

a. Llamar al número de emergencia anotado en el lugar de trabajo.
b. Brindar cualquier asistencia médica para la cual esté entrenado y

certificado. No brindar ninguna ayuda médica para la cual no esté
capacitado.

c. Designar a un individuo para dirigir a los médicos de emergencia a la
persona lesionada y, si es necesario, proporcionar hojas de datos de
seguridad (SDS, por sus siglas en inglés).

d. Notificar a la persona competente quien, a su vez, notificará a la
oficina.
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Prevención de Incendios
La prevención de incendios no se trata del manejo de una emergencia de
incendio, sino más bien prevenir un incendio desde un principio. Para
reducir la probabilidad de incendio, usted debe seguir las siguientes
reglas:

a. Se permitirá fumar sólo en áreas designadas. Los materiales de
fumar serán extinguidos totalmente y colocados en contenedores
apropiados.

b. Todos los productos químicos serán manejados y almacenados de
acuerdo con los procedimientos enumerados en sus Hojas de Datos
de Seguridad (SDS, en inglés) individuales.

c. Todo equipo que produzca calor se mantendrá correctamente y será
operado según las instrucciones del fabricante para prevenir el
incendio accidental de materiales inflamables.

d. Se tomarán precauciones al trabajar con llama abierta y esas zonas
se harán seguras contra el fuego mediante la eliminación o
protección de los materiales inflamables a que no se enciendan.

e. Los líquidos inflamables se almacenarán en recipientes aprobados.
f. Se limpiarán de inmediato los derrames de sustancias

químicas--particularmente los líquidos inflamables y reactivos. Serán
desechados apropiadamente los contenedores químicos y
materiales de limpieza dañados.
Nota: ¡Tenga cuidado! La información relacionada con los equipos de protección

personal; el desecho adecuado; los procedimientos adecuados de limpieza; la
ventilación requerida; etc. se encuentra en la Hoja de Datos de Seguridad (SDS) de
los productos.

g. Se separará la basura de los líquidos inflamables y las fuentes de
ignición.

h. Se mantendrá el acceso a extinguidores de fuego portátiles y bocas
de incendio.

i. ¡Ponga en práctica el buen mantenimiento!
Extinguidores de Fuego Portátiles

Usted debe saber la ubicación de los extinguidores de fuego, qué clase de
extinguidor es apropiado para cada tipo de incendio y cómo usar un
extinguidor de la manera correcta.
Los extinguidores portátiles estarán localizados de manera que sean
fácilmente accesibles.
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Los extinguidores portátiles se distribuirán como se indica a continuación:

Clase Distribución Notas

A
“A” en un

triángulo verde

75 pies o menos de distancia entre
usted y el extinguidor.

Para uso en
madera, papel,
basura, etc.

B
“B” en un

cuadrado rojo

50 pies o menos de distancia entre la
zona de peligro y el extinguidor

Para uso en líquido
inflamable, gas, etc.

C
“C” en un círculo

azul

Basado en el patrón adecuado para los
riesgos existentes de la clase A o clase
B

Para uso en
incendios eléctricos

D
“D” en una

estrella amarilla

75 pies o menos de distancia entre la
zona de trabajo de metal inflamable y el
extinguidor u otros contenedores o
agentes extinguidores de clase D.

Para uso en
metales
combustibles

El uso del extinguidor incorrecto puede propagar el incendio en algunos
incendios. Usar un extinguidor de tipo A en un fuego eléctrico, por
ejemplo, podría causar lesiones graves. Es imprescindible utilizar el
extinguidor adecuado.

Protección contra Incendios
El número de teléfono de los bomberos locales, así como la dirección de
nuestras instalaciones será publicado o fácilmente accesible.
Si ocurre un incendio, se notificarán todo el personal y el departamento
local de bomberos. En todas las situaciones de emergencia, usted debe:

a. Permanecer tranquilo.
b. Hablar clara y lentamente.
c. Dar el lugar exacto.
d. Describir la situación.
e. Dar el número de teléfono de donde hace la llamada.
f. No colgar el teléfono hasta que se lo indiquen.
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Primeros Auxilios y Botiquines de Primeros Auxilios
Si ocurriera una emergencia médica, llame al 911 o al número de teléfono
de emergencia médica publicada en el sitio de trabajo si el servicio de 911
no está disponible. Explique claramente la situación y siga las
instrucciones del equipo de respuesta a emergencias.
Si un vehículo de emergencia es enviado al sitio de trabajo, establezca
fácil acceso y mantenga alejados a los espectadores.
Los empleados no deberán exponerse a la sangre u otros fluidos
corporales de otros empleados en ningún momento a menos que estén
capacitados para hacerlo y tengan licencia en CPR/primeros auxilios y
hayan sido designados como proveedores de primeros auxilios como un
trabajo adicional identificado en el programa de patógenos de sangre de la
compañía.
Según OSHA, los primeros auxilios se limitan a:

a. Utilizar un medicamento disponible sin receta médica en la fuerza
disponible sin receta.

b. Limpiar, lavar o remojar heridas en la superficie de la piel.
c. Usar revestimientos de herida tales como vendajes, Band-Aids™,

gasas, etc.; o el uso de vendajes de mariposa o Steri-Strips™.
d. Usar terapia caliente o fría.
e. Utilizar cualquier medio no rígido de apoyo, tales como vendajes

elásticos, envolturas, cinturones de espalda no rígidos, etc.
f. Utilizar dispositivos de inmovilización temporal mientras se

transporta a una víctima de accidente (por ejemplo, férulas,
cabestrillos, collares de cuello, tableros traseros, etc.).

g. Perforar una uña de las manos o de los pies para aliviar la presión o
el drenaje de líquido de una ampolla.

h. Usar parches oculares.
i. Extraer del ojo cuerpos extraños usando solamente irrigación o un

hisopo de algodón.
j. Remover astillas o materiales extraños de áreas aparte del ojo por

irrigación, pinzas, hisopos de algodón u otros medios simples.
k. Utilizar protectores de dedos.
l. Usar masajes.
m. Beber líquidos para el alivio del estrés causado por el calor.
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Usted debe saber la ubicación y el contenido de los botiquines de primeros
auxilios. Estos botiquines no tienen ningún valor si no son fácilmente
accesibles. Los botiquines de primeros auxilios no estarán bajo llave.
Los suministros de primeros auxilios generalmente incluyen: vendas
adhesivas, compresas de vendaje, tijeras, pinzas, vendas triangulares,
jabón o almohadillas antisépticas, parches de ojo y otros artículos que son
apropiados para el trabajo que hacemos.
Los botiquines de primeros auxilios se reabastecerán a medida que se
usen los artículos. Los artículos estériles estarán envueltos y sellados y se
usarán una sola vez. Otros artículos como la cinta o las tijeras se pueden
reutilizar y se deben mantener limpios. A falta de cantidades abundantes
de agua limpia, el lavado de ojos estará disponible.
Fluidos
Desde un punto de vista de seguridad, usted no debe descuidar la
necesidad de líquido potable (bebible).
En el lugar de trabajo, el esfuerzo excesivo y el calor requieren la
necesidad de agua abundante.
Desde un punto de vista biológico, el tomar líquidos lo mantiene saludable,
permitiendo a su cuerpo mantener su temperatura corporal a su nivel
apropiado, así como también transportar alimentos, gases y residuos
dentro de su cuerpo.
Imagine a su cuerpo como una fábrica química a base de agua que
funciona sólo dentro de un rango estrecho de temperatura. El sudar
(pérdida de agua) enfría al cuerpo y este líquido debe ser reemplazado.
¡Beba mucha agua!

Materiales Peligrosos en el Lugar de Trabajo
Cuando se trabaja alrededor de estructuras viejas, el peligro de asbesto y
plomo puede existir.  En muchos lugares de trabajo, el potencial de
exposición a la sílice cristalina puede existir. La presencia de estos
peligros, y los requisitos de equipo de protección personal (PPE, por sus
siglas en inglés) apropiado y protección respiratoria, se divulgarán antes
de comenzar cualquier trabajo.
Si se "descubrieran" éstos materiales mientras el trabajo esté en progreso,
nosotros protegeremos a nuestros empleados de estos peligros por medio
de:

a. La identificación de estos problemas por la persona competente.
b. Se informará al dueño, al diseñador del proyecto o al ingeniero de

los peligros.
c. Se asegurarán las áreas en cuestión hasta que las pruebas

demuestren que las muestras son negativas.
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El asbesto (amianto) puede encontrarse en tuberías, paredes, y aislante
de caldera, revestimiento exterior, y pisos. El asbesto desmenuzable es el
que presenta más peligro porque flota en el aire y puede ser inhalado en el
sistema respiratorio.  Sin protección respiratoria, las fibras microscópicas
del asbesto pueden penetrar en la parte más profunda del pulmón,
causando el desarrollo de lesiones en los tejidos y endurecimiento del
pulmón.  El resultado neto es una reducción del cambio de gas -- una
condición llamada asbestosis.
El plomo puede encontrarse en tuberías de agua, soldaduras y pintura. 
El plomo es un metal pesado y tóxico que puede ser absorbido por el
cuerpo a través de la ingestión y/o la inhalación.  Es un veneno
acumulativo que se puede permanecer en su cuerpo por décadas.
Si bien las dosis masivas de plomo pueden matar en cuestión de días, el
escenario más probable en un lugar de trabajo es la exposición moderada
al asbesto o al plomo, que probablemente no crea ningún problema de
salud durante años -- si es que lo hace.
La sílice cristalina se puede encontrar fácilmente en muchos lugares de
trabajo en rocas, así como en muchos productos de concreto y albañilería
(mampostería). La sílice cristalina puede liberarse en el aire cuando los
empleados realizan tareas tales como:

a. Trocear, martillar, perforar, aplastar o arrastrar rocas.
b. Limpieza abrasiva
c. Aserrar, martillar, taladrar o barrer concreto o albañilería.

La exposición respiratoria a la sílice cristalina sin protección puede causar
una enfermedad pulmonar llamada silicosis.
Por la naturaleza crónica (de largo plazo) de estos peligros, los efectos
perjudiciales a la salud debido a la exposición no se notarán
inmediatamente.
La persona competente en el sitio prevendrá la exposición a estos
materiales.
Las áreas que contienen los materiales antes mencionados serán
acordonadas y protegidas con los signos de prevención apropiados.  No
entre en las áreas restringidas, a no ser que su trabajo lo requiera y solo
después de un entrenamiento específico de cómo lidiar con estos peligros.
 El entrenamiento incluirá PPE, protección respiratoria, procedimiento de
trabajo, supervisión médica, control, higiene, manejo, pruebas y
etiquetado.
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Levantar, Empujar y Tirar
Las lesiones de la espalda a menudo son causadas por lo obvio - poner
tensión excesiva en la parte baja de la espalda al levantar un objeto que
es demasiado pesado o incómodo o por doblar y/o girar al levantar algo.
Sin embargo, las lesiones por levantar también son causadas por razones
menos obvias:

a. Mala condición física
b. Mala postura
c. Mal juicio (levantar, tirar, empujar un objeto que es obviamente

demasiado pesado o incómodo sin asistencia y sin usar una
elevadora mecánica)

d. Falta de ejercicio
e. Peso corporal excesivo

Las técnicas de levantar son importantes para su seguridad. Las técnicas
de levantar enumeradas a continuación reducirán la probabilidad de
lesiones:

a. Levantar objetos cómodamente.
b. Levantar, empujar y jalar con las piernas, no con los brazos ni la

espalda.
c. Al cambiar de dirección mientras esté moviendo un objeto, girar con

los pies, no con la cintura.
d. Evitar levantar más arriba que la altura del hombro.
e. Al estar de pie mientras levanta, pararse recto.
f. Al caminar, mantener una postura erecta; usar calzado

antideslizante de apoyo.
g. Al transportar objetos pesados, llevarlos cerca del cuerpo y usar

ambas manos.
h. Al levantar objetos pesados o voluminosos, obtener ayuda o utilizar

una ayuda mecánica como un carro, carro de mano, carretilla
elevadora, etc.

i. Al bajarse de una altura de más de ocho pulgadas, bajarse hacia
atrás, no para adelante (enfrente).

j. Llevar objetos pesados cerca del cuerpo. Evitar estirarse
k. Levantar lento y suavemente. Evitar movimientos espasmódicos.
l. Mantener una línea de visión clara.
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Resbalones, Tropiezos y Caídas
Los resbalones, tropezones y caídas están entre los accidentes laborales
más comunes. A continuación, se enumeran algunas de las causas de los
resbalones, tropezones y caídas:

a. Correr en nuestras instalaciones.
b. Participar en juegos rudos.
c. Trabajar desde una escalera portátil que no esté colocada

firmemente.
d. Llevar un objeto que bloquea la línea de visión.
e. Llevar zapatos desamarrados o desabrochados.
f. No utilizar los pasamanos en las escaleras.
g. Trabajar en un área sucio con escombros esparcidos.
h. No poner atención en lo que uno está haciendo.

La lista podría continuar, pero todo lo enumerado arriba se puede prevenir
adhiriéndose a los procedimientos de seguridad, usando el sentido común,
y prestando atención a los peligros probables en el sitio de trabajo.

Herramientas Básicas
Mucho se ha escrito sobre las herramientas eléctricas (motorizadas) y la
importancia de protectores y otros tópicos relacionados con seguridad.
Muy pocas veces se hace referencia a las lesiones causadas por las
herramientas simples de mano. Toda clase de herramienta es peligrosa si
no se usa correctamente. Las herramientas básicas incluyen, pero no se
limitan a: martillos, destornilladores, palas, tijeras, cuchillos utilitarios y
llaves inglesas.
A continuación, se enumeran cinco pautas para el uso de las herramientas
básicas.

a. Nunca use una herramienta con un propósito diferente al propósito
para el cual fue diseñada. El uso incorrecto de una herramienta sin
duda la puede dañar y puede resultar en lesiones al resbalarse o
romperse.

b. Nunca exceda el límite del diseño de una herramienta. Si la
herramienta no logra hacer el trabajo al usarse correctamente, usted
tiene la herramienta equivocada. Exceder el límite del diseño de la
herramienta ciertamente dañará la herramienta y por supuesto,
usted se expone a una lesión si ésta se resbala o se rompe.

c. Inspeccione las herramientas antes de usarlas. Los mangos partidos
o astillados, las cabezas flojas, las superficies de impacto abultadas
tipo "hongos", las cuchillas y escoplos desafilados, los mangos
torcidos, gastados o con puntas deformadas -- todas estas
condiciones son peligrosas en una herramienta. Repare o reemplace
la herramienta -- ¡pero no la use!
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d. Limpie las herramientas después de usarlas. Es mucho más fácil
limpiar y/o lubricar las herramientas inmediatamente después de
usarlas que esperar hasta que se oxiden o se incruste la mugre.

e. Guarde las herramientas en su lugar. Si las herramientas se guardan
en orden, usted no perderá tiempo buscándolas. Desde el punto de
seguridad, usted tendrá la herramienta a mano en el momento que la
necesite. Además, si tiene las herramientas debidamente guardadas,
evitará la posibilidad de cortarse un algún objeto filudo al rebuscarlas
en una caja de herramientas desorganizada.

Herramientas Eléctricas (Motorizadas)
Usted podrá operar las herramientas eléctricas (motorizadas) solamente si
está autorizado para hacerlo. Esta autorización le será dada después de
que esté probado que usted tiene la capacidad para manejarlas a través
del entrenamiento o la experiencia.
Si no se usan correctamente, las herramientas eléctricas (motorizadas)
que parecen simples pueden causar lesiones serias. Asegúrese de que
entienda el manual de operador y nunca desactive las protecciones de
seguridad.

Seguridad General con la Electricidad
Diariamente, antes de usarse, todos los equipos eléctricos deben ser
examinados y los artículos defectuosos deben ser etiquetados como fuera
de servicio y no deben utilizarse.
Con la excepción de las herramientas de doble aislamiento (con
aprobación UL), todas las herramientas y equipos eléctricos estarán
conectados a tierra.
Las herramientas no serán levantadas por medio de sus cables eléctricos
flexibles.
Las manos deberán estar secas cuando se trabaja con equipo eléctrico
incluyendo al enchufar los cables de extensión.
Al trabajar cerca de los circuitos de energía eléctrica, los empleados
deberán:

a. Protegerse a sí mismos al des-energizar el circuito y conectarlo a
tierra o poniendo aislamiento entre ellos y la corriente eléctrica.

b. Asegurarse que materiales conductores y equipos que se
encuentren en contacto con cualquier parte de su cuerpo sean
manejados de manera que no permita el contacto con conductores
energizados expuestos o partes del circuito.

c. Usar escaleras portátiles que tengan rieles laterales no conductores.
d. Quitarse o aislar artículos de joyería que sean conductores y ropa

que pudiera hacer contacto con partes energizadas expuestas.
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Interruptores de Circuito con Falla a Tierra
(GFCI, por sus siglas en inglés)

Un interruptor de circuito con protección de falla a tierra (ground fault
circuit interrupter o GFCI, por sus siglas en inglés) proporciona protección
para todos los tomacorrientes de 120 voltios, de 15, 20 y 30 amperios que
no forman parte del cableado permanente al detectar corriente perdida
como resultado de un cortocircuito, sobrecalentamiento y/o falla a tierra.
Debe tenerse en cuenta que un cable de extensión en el que se conectan
dispositivos eléctricos no forma parte del cableado permanente; por lo
tanto, los GFCI son necesarios.
Un GFCI "disparará" cuando la cantidad de amperios de corriente que va a
un dispositivo eléctrico en el conductor energizado y la cantidad de
corriente que regresa de un dispositivo eléctrico difiere en
aproximadamente 5 miliamperios. El GFCI puede interrumpir la corriente
en tan solo 1/40 de un segundo.
La corriente que falta se está perdiendo a través de una falla a tierra, ya
sea en la conexión a tierra real, un cortocircuito en el equipo, o la
electricidad que pasa por el empleado al suelo.
Un GFCI no protegerá a un empleado que entre en contacto con dos
cables energizados o un cable energizado y un cable neutro. Un GFCI
proporcionará protección contra incendios, sobrecalentamiento, daños del
aislamiento y, la forma más común de riesgo de descarga eléctrica - la
falla a tierra. Los GFCI deben probarse antes de su uso.

Cables de Extensión
Los cables de extensión (cableado temporal), la energía eléctrica temporal
y las instalaciones de iluminación de 600 voltios nominales o menos solo
podrán utilizarse de la siguiente manera:

a. Durante la remodelación, mantenimiento o reparación de edificios,
estructuras o equipos y actividades similares.

b. Por un período que no exceda los 90 días para la iluminación
decorativa de navidad y propósitos similares.

c. Durante emergencias.
El cableado temporal se debe retirar inmediatamente después de la
finalización del proyecto o del propósito para el cual fue instalado el
cableado.
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Los cables de extensión no sustituirán a un cableado permanente y las
siguientes precauciones deberán tomarse:

a. Los cables de extensión se mantendrán fuera de las superficies de
caminar/trabajar o se cubrirán para evitar tropezones. Los cables no
se colocarán en carriles de circulación vehicular.

b. Los cables eléctricos no deberán suspenderse con grapas, colgarse
con clavos o suspenderse por cables.

c. No se utilizarán cables eléctricos desgastados ni defectuosos.
Antes de utilizar un cable de extensión, un empleado debe:

a. Inspeccionar el cable para asegurase que no tenga grietas ni cortes
y un cable defectuoso se etiquetará y se sacará de servicio.

b. Asegurar que el cable tenga un enchufe de tres clavijas para hacer
conexión a tierra.

c. Utilizar el cable de la longitud continua más corta posible. Los cables
no se deben empalmar juntos.

d. Asegurar que el cable no esté colocado en agua.
e. Asegurar que el cable esté debidamente clasificado para el trabajo.

Señales y Etiquetas
Usted debe prestar atención a las muchas señales y etiquetas
encontradas en los sitios de trabajo. La codificación policromática ayuda a
determinar el nivel de peligro:

rojo = peligro
amarillo = precaución
naranja = advertencia

blanco = instrucción de seguridad
naranja fluorescente = peligro biológico

Iluminación Adecuada
Usted debe poder ver bien lo que esté haciendo. Una guía simple para la
iluminación adecuada es esta: Si no está seguro que tiene suficiente luz
para su trabajo, ¡usted no lo tiene!

Ropa Adecuada
Use ropa apropiada para su trabajo. Usted podría estar expuesto al calor,
el frio, la lluvia o lo nieve. Use ropa que sea cómoda, pero que no se
enganche en el equipo.

Higiene Personal
Usted tendrá acceso a los baños según sea necesario. No lleve los
químicos del sitio de trabajo a sus casas en su piel ni en la ropa.
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Drogas y Alcohol
Con la excepción de medicamentos sin receta médica (como la aspirina) o
fármacos prescritos por un médico, las drogas y el alcohol no se permiten
dentro de nuestra instalación.  El abuso del alcohol o la droga causa un
nivel inaceptable de peligro para la seguridad.  Si lo encuentran bajo la
influencia de drogas o alcohol, usted será inmediatamente sacado de su
asignación de trabajo por su supervisor y acción disciplinaria se tomará
por el Director de Seguridad.
Si está tomando medicamentos recetados que reduzcan las habilidades
motoras, debe informarle a su supervisor para que le dé una asignación de
trabajo apropiado.

Violencia en el Lugar de Trabajo
La violencia en el lugar de trabajo puede definirse como: "cualquier acto o
amenaza de violencia física, acoso, intimidación u otra conducta
perturbadora amenazante que ocurra en el lugar de trabajo". Tenga en
cuenta que acciones como gritar, insultar y destruir o arrojar objetos se
consideran como violencia en el lugar de trabajo si el empleado que
presenta la queja siente que su seguridad está en peligro.
En el caso de que nuestros empleados estén expuestos a la violencia en
el lugar de trabajo instigada por actos de nuestros empleados u otras
personas, se tomarán los siguientes pasos inmediatamente:

a. Aquellos que no estén directamente amenazados o expuestos a
actos violentos advertirán inmediatamente a los demás y se retirarán
del área. Llame al 911 o a las autoridades policiales locales, cuando
haya llegado a un lugar seguro.

b. Si siente que está a punto de convertirse en víctima de la violencia
en el lugar de trabajo y no tiene la oportunidad de huir, intente
mantener la calma. No haga nada amenazante. En la primera
oportunidad, busque un lugar seguro y llame al 911 o a las
autoridades policiales locales.

Cualquier empleado que sea víctima de cualquier tipo de violencia laboral,
física o verbal, debe notificar inmediatamente a su supervisor. Si el
supervisor directo del empleado es el instigador, el empleado debe pasar
al siguiente nivel de supervisión. Las acciones violentas que resulten en
lesiones se reportarán a la policía sin excepción.
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Una investigación interna comenzará de inmediato e incluirá entrevistas
con las personas involucradas, incluyendo posibles testigos. Cuando sea
posible, haremos todo lo posible para mantener la privacidad durante la
investigación y el seguimiento. Nuestra empresa prohíbe expresamente
las represalias de cualquier tipo contra cualquier empleado que presente
una queja o asista en la investigación de una queja. Dichos empleados no
pueden verse afectados negativamente de ninguna manera relacionada
con su empleo. Las represalias también son ilegales según la ley federal.
Cualquier incumplimiento de comportamiento en el lugar de trabajo que
lleve a una acción violenta contra otro empleado se tratará como una
violación grave de seguridad sujeta a acciones correctivas extremas, que
puedan incluir el despido.

Investigación de Accidentes
El propósito de la investigación de accidentes es prevenir de que el mismo
tipo de accidente recurra.  Una investigación de accidente comenzará
inmediatamente después de que la crisis médica sea resuelta.
Los casi-accidentes, eventos que no presentan ninguna lesión o daño,
serán investigados porque, aunque los resultados sean diferentes, las
causas son las mismas.
Si usted estuviera involucrado como testigo en una investigación de un
accidente, su responsabilidad es responder completamente a las
preguntas que se le pudieran hacer para evitar futuros accidentes.

Fijación de Carteles Informativos
En todo lugar de trabajo habrá un lugar visible para fijar boletines o un
área designada para fijar carteles informativos.  Usted debe saber la
ubicación de los siguientes carteles:

a. La forma 3167 de OSHA, ¡Es la Ley!
b. Los números telefónicos para cualquier emergencia y la dirección del

lugar de trabajo para poder responder a la emergencia.
c. Durante el periodo de febrero 1 a abril 30, la forma 300A de OSHA,

Resumen de Lesiones y Enfermedades Relacionadas al Trabajo
debe estar fijado en un lugar visible para las lesiones y
enfermedades relacionadas al trabajo que hayan ocurrido durante el
año anterior.

Si es apropiado, lo siguiente será puesto en carteles:
a. Citaciones de OSHA.
b. Notificación de una audiencia informal.
c. Los nombres y la ubicación de los proveedores asignados de

primeros auxilios.
d. Resultados de pruebas de aire y de contacto.
e. Plan de acción en caso de emergencia.
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Reuniones de Seguridad
Dependiendo del trabajo en cuestión, las reuniones de seguridad se
pueden realizar durante el turno de trabajo. El éxito de las reuniones
requiere la participación interactiva del presentador, así como también la
de los que asistan la reunión. Preste atención, no dude en hacer
preguntas y asegúrese de que al fin de la reunión no le queden dudas
sobre ningún asunto de seguridad.

Aplicación
Se espera que todos los empleados cumplan con nuestras normas y
directrices de seguridad, no sólo para protegerse a sí mismo, sino también
para proteger a sus compañeros de trabajo. Si ocurre una violación de
seguridad, el supervisor inmediato del empleado tomará las siguientes
medidas:
Violaciones Menores de Seguridad: Violaciones que no se esperaría
razonablemente que causaran lesiones graves.

a. Se corregirá la situación de peligro.
b. El empleado será informado de los procedimientos correctos a

seguir y su supervisor se asegurará de que estos procedimientos se
entiendan.

c. El supervisor hará un informe escrito de la ocurrencia usando el
Formulario de Documentación de Aplicación e informará al empleado
que esta documentación será enviada al Director de Seguridad por
un período de retención de un año.

d. Una recurrencia de la misma violación menor de seguridad se
considera sustancialmente más grave que la primera.

Violaciones Mayores de Seguridad: Violaciones que se podría esperar
razonablemente que resultaran en lesiones graves o en muerte.

a. Se corregirá la situación de peligro.
b. El empleado será informado de los procedimientos correctos a

seguir y su supervisor explicará a la persona la gravedad de la
violación y las consecuencias probables de este tipo de violación si
se repite. El supervisor se asegurará de que el individuo entienda los
procedimientos correctos y lo advertirá que una recurrencia podría
dar lugar a una acción disciplinaria hasta e incluyendo el despido.

c. El supervisor hará un reporte escrito de la ocurrencia utilizando el
Formulario de Documentación de Aplicación e informará al empleado
que esta documentación será enviada al Director de Seguridad por
un período de retención de un año.
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Violaciones Mayores de Seguridad Intencionales: Violación intencional de
una regla de seguridad que razonablemente se podría esperar causara
lesiones graves al empleado o un compañero de trabajo.

a. Se corregirá la situación de peligro.
b. El empleado será removido del sitio de trabajo, el evento será

documentado y enviado al Director de Seguridad y el empleado será
despedido.

Los empleados deben entender que el principal propósito de documentar
las violaciones a la seguridad es asegurar que el asunto importante de la
seguridad de los empleados se tome en serio y que el potencial de lesión
se reduzca al nivel más bajo posible.

Calendario de Acciones de Aplicación
Violaciones Ocurridas en un Período de 1 Año Calendario

Violación Menor
Ofensa Acción Repetición de la Misma

Ofensa
Acción

1ra Aviso por Escrito 1ra 1 Día sin Trabajo
2da Aviso por Escrito 2da 3 Días sin Trabajo
3ra 1 Día sin Trabajo 3ra Despido
4ta 2 Días sin Trabajo
5ta 3 Días sin Trabajo
6ta Despido

Violación Mayor
Ofensa Acción Repetición de la Misma

Ofensa
Acción

1ra Aviso por Escrito 1ra 4 Días sin Trabajo
2da 2 Días sin Trabajo 2da Despido
3ra 4 Días sin Trabajo
4ta Despido
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Programas Específicos de Cumplimiento de OSHA
Cuando usted encuentre las situaciones que se enumeran a continuación,
debe realizar sus tareas de acuerdo con los programas escritos que
cumplan con normas específicas de la Administración de Seguridad y
Salud Ocupacional (OSHA, por sus siglas en inglés). A continuación está
un resumen de cada programa.

Control de Energía Peligrosa - Bloqueo/Etiquetado
Aplicable: Al servicio y mantenimiento de máquinas y equipos donde

la activación inesperada, arranque o liberación de energía
almacenada podría ocurrir y causar lesiones.

No aplicable: Para procedimientos rutinarios, repetitivos e integrales,
como ajustes menores y cambios de herramientas.
Trabajar en equipo de cable y enchufe cuando
desconectar el equipo niega el peligro y el enchufe está
bajo el control de la persona que hace el trabajo.

Peligro: La posibilidad de ser aplastado, desmembrado, mutilado,
paralizado, electrocutado, cortado o perforado por la
liberación repentina de energía de las siguientes fuentes:
condensador, químico, contrapeso, eléctrico, motor,
volante, hidráulico, neumático, resorte, termal o de
gravedad.

Procedimientos
Preparación para el Apague: Ubicar todos los dispositivos de

aislamiento mediante la Evaluación de la
Fuente de Energía.

Apague de Equipo: Informar a la persona afectada y usar el
procedimiento normal para apagar el
equipo.

Aislamiento de Equipo: Aislar físicamente el equipo de su(s)
fuente(s) de energía--puede haber más de
una fuente.

Aplicación del Dispositivo: Aplicar cerraduras y/o etiquetas
codificadas por colores para mantener los
dispositivos de aislamiento en una posición
“Neutral” o “Apagado” (Off).
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Escape de Energía 
Almacenada: Disipar la energía almacenada.
Verificación del Aislamiento: Antes de comenzar el trabajo, usar los

controles de la máquina y asegurar que la
máquina no funcione.

Fin del Bloqueo/Etiquetado: La persona que aplicó los dispositivos es el
que los quita después de asegurar que el área no tenga restricciones y los
empleados afectados hayan sido informados.

Plan para el Control de Exposición a Patógenos
Aplicable: cuando no hay acceso a medicina de emergencia dentro de

un plazo razonable. Este programa se aplica a las personas
que han sido designados para proporcionar primeros
auxilios y cuyas funciones de primeros auxilios se
consideran como un trabajo adicional.

No Aplicable: a proveedores de primeros auxilios de tiempo completo.
Peligro: la posibilidad de infección como resultado de exponerse a

patógenos de la sangre u otros materiales infecciosos
mientras brinde primeros auxilios a una víctima de trauma o
limpie fluidos corporales después de un incidente.

Los proveedores de primeros auxilios deben comprender:
a. Los riesgos de los patógenos de la sangre y otros materiales

infecciosos.
b. Los controles de ingeniería y prácticas del trabajo diseñados para

minimizar la posible exposición a patógenos tales como:
1. Procedimientos y equipo de lavado de mano.
2. Las prohibiciones de comer, beber y fumar.
3. El control de objetos punzantes contaminados.
4. El control de otros residuos regulados.
5. El desecho de objetos punzantes contaminados y residuos

regulados
6. Controlar la salpicadura/el rociado de materiales potencialmente

infecciosos.
7. La prohibición del pipeteo de boca (la succión de sangre con la

boca a través de un tubo).
c. Como una declaración de la política, se utilizarán las Precauciones

Universales. La sangre, los fluidos corporales y otros materiales
potencialmente infecciosos de una víctima de un trauma serán
tratados como si se supiera que están infectados.
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d. Se utilizará el equipo de protección personal apropiado (PPE, por
sus siglas en inglés) para colocar una barrera impermeable entre los
materiales potencialmente infecciosos y la ropa de trabajo, ropa de
calle, ropa interior, piel, ojos, boca y cualquier otra membrana
mucosa del proveedor de primeros auxilios. Se usará equipo
apropiado tal como:
1. Guantes desechables
2. Guantes de uso general
3. Protección de ojos y respiratoria
4. Ropa protectora del cuerpo

e. La importancia del mantenimiento y la limpieza.
f. La epidemiología de la Hepatitis B y cómo se transmiten los

patógenos de la sangre.
g. La importancia de la vacunación contra la hepatitis B dentro de las

24 horas después de la posible exposición a los patógenos de la
sangre.

h. La preparación del informe de incidente y la importancia de
completar el informe, por escrito, antes de finalizar el turno de
trabajo.

Protección contra Caídas
Se requiere protección contra caídas para los empleados que trabajan 4
pies o más por encima de las superficies de caminar/trabajar, cuando
existe la posibilidad de que caigan objetos sobre ellos o cuando estén
trabajando alrededor de cubiertas de hoyos.
El peligro obvio es caerse o ser golpeado por un objeto que cae.
Se requiere un plan de protección contra caídas cuando los sistemas
convencionales de protección contra caídas no son factibles.
A través del entrenamiento, los empleados deben saber dónde se
requieren los sistemas convencionales de protección contra caídas, como
cuando se trabaja en o alrededor de lo siguiente:

a. Lados y bordes desprotegidos
b. Áreas de elevación
c. Hoyos
d. Plataformas portátiles
e. Pistas y pasarelas similares
f. Equipo peligroso
g. Aberturas
h. Fosos de reparación, fosos de servicio y fosos de ensamblaje de

menos de 10 pies de profundidad
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i. Escaleras fijas
j. Publicidad exterior (vallas publicitarias)
k. Escaleras
l Andamios y sistemas de descenso de cuerdas
m. Superficies para caminar que no se abarcan de otra manera

Además, los empleados deben entender lo siguiente:
a. La selección, uso y mantenimiento de los sistemas de protección

contra caídas.
b. Los tipos de sistemas de protección contra caídas:

1. Sistema de barandilla
2. Sistema personal de detención de caídas
3. Sistema de red de seguridad
4. Sistema de línea de advertencia
5. Sistema de vigilancia de seguridad
6. Sistema de posicionamiento del dispositivo
7. Zona de acceso controlado (CAZ por sus siglas en inglés)
8. Cubiertas
9. Protección de objetos que caigan

Carretillas Elevadoras
Aplicable: si usted operará vehículos de horquilla; tractores;

carretillas elevadoras de plataforma; carretillas
motorizadas; y otros vehículos industriales
especializados impulsados por motores eléctricos o
motores de combustión interna.

No es aplicable: cuando se operan camiones destinados principalmente a
movimiento de tierra o transporte sobre la carretera.

Riesgos: los principales riesgos involucrados en la operación de
los vehículos son:
a. golpear físicamente a un persona u objeto con el

vehículo o la carga.
b. que una carga se caiga y golpee al operador o a otra

persona.
c. que el vehículo se de vuelta y aplaste al operador u

otra persona.
d. un incendio o explosión durante la recarga/el

reabastecimiento de combustible.
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El Administrador del programa se asegurará de que la autorización para
operar un vehículo se dé solo después de que un operador haya
demostrado con éxito su comprensión de los procedimientos adecuados
para la inspección, el uso y el reabastecimiento de combustible/la recarga
de los vehículos. La autoridad para operar un camión será revocada si se
observan actos inseguros o si es evidente que el operador no ha retenido
el conocimiento y las habilidades laborales necesarias para realizar
operaciones de vehículos de manera segura.

Comunicación De Riesgos
Aplicable: cuando se utilizan químicos o productos químicos.
No Aplicable: cuando se utilizan productos químicos controlados por

otras agencias que no sea OSHA o si se utilizan
productos químicos en la misma forma y cantidades
como un consumidor normal.

Peligro: prácticamente todos los productos químicos tienen
riesgos físicos y de la salud si se usan indebidamente.

El Administrador del programa se asegurará que todo el personal
entienda:

a. la importancia y el uso de las etiquetas y hojas de datos de
seguridad (SDS, por sus siglas en inglés) y el acceso fácil a ellas.

b. los peligros físicos & de salud de los productos químicos utilizados
en el lugar de trabajo.

c. los métodos utilizados para detectar el escape de un producto
químico peligroso.

d. los métodos para protegerse de peligros químicos, incluyendo el
PPE; las prácticas de trabajo; y los procedimientos de emergencia.

Conservación de la Audición
Aplicable: si usted está expuesto a un nivel de sonido de promedio de

85 dB o más por un período de 8 horas o más.
EXPOSICIÓN DE RUIDO PERMISIBLE

Nivel de Sonido Duración por día, horas reacción lenta a dBA
8 90
6 92
4 95
3 97
2 100
1 1/2 102
1 105
1/2 110
1/4 o menos 115
No Aplicable: si usted está usando tapones de oídos para mayor

comodidad.
Riesgo: pérdida permanente de la audición.
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El Administrador del programa se asegurará de que se publiquen los
estándares aplicables, se instituyan la vigilancia médica y el monitoreo del
ruido, y de que todo el personal afectado comprenda el proceso de la
audición y la importancia de prevenir la pérdida de la audición.

Espacios Confinados que Requieren Permiso
Aplicable: si va a ingresar a un espacio confinado que contiene un

peligro físico o atmosférico.
No Aplicable: a espacios confinados sin riesgos reconocidos.
Definiciones: Un espacio confinado es un espacio que:

es suficientemente grande y configurado de tal manera que
un empleado pueda entrar y realizar un trabajo asignado; y
tiene medios de entrada o salida limitados o restringidos.
Estos espacios incluyen: conductos de extracción o
ventilación, contenedores y tanques, calderas, alcantarillas,
túneles y lugares abiertos de más de 4 pies de profundidad

tales como pozos, tinas y recipientes; y

no está diseñado para ser usado continuamente por los
empleados.
Un espacio confinado que requiere permiso es:
un espacio confinado que contiene cualquier riesgo grave
de seguridad o de salud.

Peligros: inmersión por los materiales; quedar atrapado por la forma
del espacio; la inhalación de atmósferas peligrosas
(potencialmente fatales).

El Administrador del programa se asegurará de que los empleados
entiendan:

a. La necesidad de identificar y evaluar los riesgos de los espacios que
requieren permiso antes de la entrada.

b. La necesidad de examinar las condiciones antes de la entrada y el
monitoreo durante la entrada.

c. Cómo prevenir el ingreso no autorizado.
d. Cómo eliminar o controlar los peligros para los procesos seguros de

entradas al espacio que requiere permiso.
e. La necesidad de garantizar que al menos un asistente se coloque

afuera del espacio que requiere permiso para la duración de los
procesos de entrada.
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f. Cómo coordinar y controlar el proceso de las entradas cuando
estemos trabajando con los empleados de otro contratista o cliente
dentro de un espacio confinado que requiere permiso.

g. Nuestros procedimientos para el rescate de emergencia.
h. El establecimiento de un procedimiento escrito para la preparación,

emisión, uso y cancelación de permisos de entrada.
Protección Respiratoria

Aplicable: cuando usted está expuesto a atmósferas que no
contengan aire limpio y respirable, libre de contaminantes
que excedan los límites de exposición permisible.

No es aplicable: cuando llevas una máscara de polvo para la comodidad
personal para negar los efectos del polvo molesto.

Peligros: los peligros respiratorios pueden variar desde levemente
irritantes hasta mortales.

El Administrador del Programa se asegurará de que los empleados
entiendan:

a. La importancia de la aprobación médica para el uso respiratorio.
b. El proceso de la selección del respirador.
c. Cómo determinar la vida útil de los filtros de partículas.
d. La prueba de ajuste.
e. Las pruebas de sello por el usuario.
f. La importancia de la vigilancia del área de trabajo.
g. La limpieza, inspección y el mantenimiento de los respiradores.

Los empleados pueden usar máscaras contra el polvo para la comodidad
personal. Los supervisores deben advertir a los usuarios de las máscaras
contra el polvo que las máscaras no ofrecen protección respiratoria
verdadera.
Las normas de OSHA requieren que, si un empleador ofrece respiradores
para el uso voluntario del empleado o si usted proporciona su propio
respirador, usted deberá ser proporcionado el Apéndice D de 29 CFR
1910.134. Este apéndice está escrito a continuación y todos los
empleados deben leerlo.
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Número de Estándar: 1910.134 App D
Título de Estándar: (Obligatoria) Información para los Empleados Usuarios
de Respiradores Cuando no es Requerido por la Norma.
Los respiradores son un método eficaz de protección contra el peligro
señalado cuando estén seleccionados y usados correctamente. Se
recomienda el uso de respirador, aun cuando los niveles sean menos del
límite de exposición, para proporcionar un nivel adicional de comodidad y
protección para los trabajadores. Sin embargo, si el respirador se utiliza
incorrectamente o no se mantiene limpio, el respirador puede llegar a ser
un peligro para el trabajador. A veces, los trabajadores pueden usar
respiradores para evitar exposiciones a riesgos, incluso si la cantidad de
sustancia peligrosa no supera los límites establecidos por las normas de
OSHA. Si su empleador ofrece respiradores para su uso voluntario, o si
usted proporciona su propio respirador, necesita tomar ciertas
precauciones para asegurarse que el respirador por sí mismo no presente
un peligro. Usted debe hacer lo siguiente: 1. Lea y respete todas las
instrucciones proporcionadas por el fabricante en el uso, mantenimiento,
limpieza y cuidado y advertencias sobre las limitaciones de los
respiradores. 2. Seleccione respiradores certificados para proteger contra
los contaminantes de interés. NIOSH, el Instituto Nacional de Seguridad y
Salud de los Estados Unidos del Departamento de Salud y Servicios
Humanos, certifica los respiradores. Una etiqueta o declaración de la
certificación debe aparecer en el respirador o el empaque del respirador.
Le dirá para que fue diseñado el respirador y cuánto te protegerá. 3. No
use el respirador en atmósferas que contengan contaminantes contra los
cuales el respirador no está diseñado para proteger. Por ejemplo, un
respirador diseñado para filtrar partículas de polvo no lo protegerá contra
gases, vapores ni partículas sólidas muy pequeñas de gases o humo. 4.
Cuide bien su respirador para que no utilice erróneamente el respirador de
otro.
[63 FR 1152 8 de enero de 1998; 63 FR 20098, 23 de abril, 1998]
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Requisitos de Seguridad Específicos de la Empresa
También puede haber ocasiones en que TOP OF THE LINE INC requiera
que sus empleados cumplan con políticas de seguridad específicas de
nuestra empresa. Si implementamos estas políticas adicionales, deben
tener requisitos de seguridad más estrictos que los desarrollados por
OSHA.
Actualmente no tenemos requisitos de seguridad especificos de nuestra
empresa.
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TOP OF THE LINE INC
Reconocimiento del Manual de Empleado

POR FAVOR LEA, FIRME Y DEVUELVA ESTE FORMULARIO A SU
SUPERVISOR O DAVID LONG, NUESTRO ADMINISTRADOR DEL
PROGRAMA DE SEGURIDAD.
He leído y entiendo el contenido de este Manual de Seguridad del
Empleado.
Trabajaré, al mejor de mi habilidad, en una manera segura y seguiré las
reglas del trabajo y los procedimientos establecidos.
Pediré una clarificación de los procedimientos de seguridad de los cuales
no estoy seguro(a) antes de realizar una tarea.
Informaré al supervisor del sitio de trabajo o a la persona competente de
cualquier acto o procedimiento peligroso y aseguraré que los peligros sean
abordados y resueltos antes de continuar el trabajo.
Entiendo que el programa completo de seguridad se encuentra en:
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441
y está disponible para mi revisión.

________________________________________________
(Nombre del empleado)

________________________________________________
(Firma)

________________________________________________
(Fecha)
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Forklifts
Forklifts are designed to move items quickly, safely, and cleanly. Forklifts
are in a class of vehicles called powered industrial trucks which also
includes: tractors; platform lift trucks; motorized hand trucks; and other
specialized industrial trucks powered by electric motors or internal
combustion engines. 

Overview
Because of their power; weight; size; restricted visibility; and, often, high
center of gravity, operation of industrial trucks takes skill and attention to
detail. One moment of inattention can lead to a major mishap in an instant.
In the unlikely event that unsafe forklift operations are observed, retraining
will be given with emphasis on correcting the improper behavior. Because
of the possibility of severe injury to the operator or a bystander, forklifts will
be operated in a professional manner and anything less will not be
tolerated.
Management is committed to safety and providing a work environment that
is free of recognized hazards. That same commitment is expected of all
our employees.
Personnel are encouraged to consult with the Program Administrator
should they have a question concerning forklift operations especially if it
relates to safety.
All truck operators will have ready access to our training program,
appropriate OSHA standards, and truck owner/operator manuals.

General Requirements
All truck operators must be thoroughly familiar with the truck, itself. This
includes knowing:

a. instinctively what each and every control does.
b. how to perform a truck safety check.
c. the truck’s limitations such as maximum load, height and width,

visibility, stability, surface requirements.
d. the trucks stopping and turning ability and its effect on loads. 
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The below safety rules and guidelines to which one must adhere while
operating a forklift have been established. These rules are designed to
protect the operator and/or persons adjacent to forklift truck operations.
Specifically:

a. No person shall operate one of our trucks unless authorized in
writing.
1. Authorization to operate one type of truck does not automatically

authorize a person to operate all trucks. Different power sources,
visibility restriction, controls, and capacities may dictate, in the
judgment of the Program Administrator, that a separate
certification process may be required for a different type of truck.

b. No riders are allowed on our forklift unless:
1. the truck is specifically designed for such use.
2. the rider is authorized by the Program Administrator.

c. The Program Administrator will revoke the authority to operate a
truck if unsafe acts are observed or it is apparent that the operator
has not retained the knowledge and job skills necessary to safely
perform truck operations.
1. An operator who has lost his authorization to operate a truck will

be retrained, reevaluated, and, if appropriate, re-certified.
d. At the beginning of each shift, the operator will inspect the truck

using our Forklift Daily Checklist.
1. If deficiencies relating to safety are found, the deficiencies will be

noted on the Checklist. The vehicle will not be used until safety
defects are repaired.

2. If cosmetic damage is discovered during the daily check, it will be
noted on the Checklist, however, the truck will be used. Cosmetic
faults will not delay our operations.

Hazards
The major personal safety hazards involved in truck operation include:

a. physically hitting a person/object with the truck or load. 
b. having a load fall and hit the operator or other person.
c. having the truck tip and crush the operator or other person.
d. fire or explosion during refueling/recharging.
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Below are rules and guidelines to control the hazards identified and reduce
the likelihood of accident/injury. While some of the procedures may seem
too obvious to mention or just plain common sense, remember this
—serious, even fatal, accidents have occurred because for one split
second an operator forgot or ignored a basic safety rule. 

Hitting a Person/Object
a. Never drive up to a person standing in front of a fixed object.
b. When possible, stay within delineated travel lanes or aisles.
c. Be seen and/or heard.
d. Ensure that adequate lighting is available.
e. Maintain a clear view of travel. If the load blocks or restricts the view,

the operator will drive with the load trailing (backwards).
f. Slow down, sound horn, and do not pass where vision is restricted.
g. Operate the truck at speeds that will allow it and the load to be

stopped in a safe, smooth, manner.
h. Be aware of ground or floor conditions. Remove loose objects that

have found their way to the truck travel lanes. Operate the truck at
slower speeds on wet or slippery surfaces.

i. Of course, stunt or reckless driving is prohibited.
j. Be aware of the height of the truck and, if equipped, its mast and

load. Carelessness can damage overhead objects such as lights,
pipes, etc.

k. Never allow anyone to stand or pass under an elevated portion of
any truck at any time.

Falling Loads 
a. Know your load -- do not “over stack”. Because practically all loads

lifted or hauled by a forklift are not secured to the truck, ensure the
load is properly stacked. Generally, loads should be interlaced or
banded. 

b. If lifting a load or pallet, get the forks (or other engaging means) as
far under the load as possible.

c. Travel with the load in the lowest position for stability as well as
prevention of hitting objects overhead. If using forks, tilt the load
backward for stabilization.
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d. Do not exceed the truck’s rated capacity or stack loads too high.
e. Do not make “jerky” movements such as slamming the brakes or high

speed turns.
f. A load backrest extension will reduce the possibility of part of the

load falling rearward.
g. When using a fork lift, the forks may be tilted forward only for picking

up or setting down a load. 
Tipping

Forklifts are, by design, narrow allowing them greater access within the
work setting. Unfortunately, a narrow track offers less stability. Tipping or
falling off an edge is a preventable accident by following the guidelines
below. If your truck tips, keep your body and limbs within the safety of the
cage. Wear a seat belt if the truck is so equipped.

a. Stay within travel lanes.
b. If entering a trailer, ensure:

1. the trailer brakes are engaged.
2. the trailer is secured from movement by means of chocks and/or a

locking mechanism.
3. the tractor is either shut off or removed from the trailer.
4. the trailer is squared up with the dock opening and dock plates are

secure.
5. the traveling surface is capable of supporting the forklift and its

load. 
6. lighting within the work area is adequate.

Note: Falling off a dock edge because a trailer has moved is invariably a serious
accident. Do not count on the tractor-trailer driver to lock his brakes or even
trust that his brakes work. Physically check and ensure the trailer into which
you are taking your powered industrial truck is securely against the dock. If
possible, the trailer should be actually attached to the dock, but in all cases, it
should be chocked. 

c. Travel with the load in the lowest possible position and avoid sharp
turns at higher speeds as well as abrupt truck movements.

d. Be aware of the surface on which you are traveling -- its traction,
ability to hold weight, slope, and surface. 

e. Be especially aware on construction sites. The surface on which you
are operating must be firm, level, and capable of supporting the
forklift and its load.
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Fire/Explosion During Refueling/Recharging
Refueling accidents are not common experiences, however should they
occur, they would be sudden and possibly catastrophic. Follow the
manufacturer’s owner’s manual and local fire laws. 

a. There is absolutely NO SMOKING or open flame during any portion
of the refueling/recharging process.

b. An appropriate (B:C) fire extinguisher must be readily available.
Other Concerns

The program deals primarily with the personal safety of our forklift
operators. However, when discussing truck operations, we would be
remiss if it were not pointed out that improper truck operations could also
result in physical damage to material, trucks, and/or facilities. Proper truck
operation will reduce personal injury accidents, and, as an added benefit,
prevent general damage.

Operator Protections
A hazard assessment of forklift operations will be conducted by the
Program Administrator. Particular attention will be given to hand, head,
eye, and foot protection as well as environmental conditions such as
atmospheres, heat or cold. If the truck is equipped with a seat belt, it must
be worn when the truck is moving.
Keep your limbs within the running lines of the truck and keep your hands
and fingers away from moving parts -- particularly the mast on a fork lift
truck.
The Program Administrator will perform a hazard assessment of our truck
operations and determine what, if any, personal protective equipment
(PPE) requirements are appropriate. If PPE (examples: steel toed boots,
leather gloves, hard hat, eye protection, etc.) is required, it must be worn. 

Forklift Operations 
The following are general operating procedures:

a. Fire aisles, access to stairways, and fire equipment must be kept
clear.

b. Operators leaving their trucks must ensure the load is fully lowered,
controls neutralized, and brakes set. On an incline, the wheels must
be blocked. If the operator is 25 feet or more from the forklift or does
not have a clear view of the forklift, the power to the forklift must be
shut off.
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c. A safe distance shall be maintained from the edge of ramps or
platforms while on any elevated surface.

d. Trucks will be used only for the purpose for which they were
designed. 

e. If necessary, use fixed jacks to support semi-trailers.
f. The overhead guard (used as protection against falling objects) is not

necessarily designed to withstand the impact of a falling capacity
load.

g. In the event persons are lifted by a truck, a lifting platform must be
securely attached to the lifting mechanism and the persons on the
safety platform must have means of shutting off power to the truck.

h. If more than one truck is operated, they must be separated by a safe
distance (at least three truck lengths) and they may not pass each
other in intersections, blind spots, or other dangerous locations. The
right of way shall be yielded to other trucks in emergency situations.

i. Trucks traveling in the same direction shall not be passed at all.
j. Driving on grades:

1. Grades shall be ascended or descended slowly.
2. When ascending or descending grades in excess of 10 percent,

loaded trucks shall be driven with the load upgrade.
k. Motorized hand trucks must enter confined areas with the load end

forward. 
Maintenance

Mechanical maintenance must be performed by an authorized person. 
a. If at any time a forklift is found to be in need of repair, defective,

overheating, or in any way unsafe, the truck shall be taken out of
service until it has been restored to safe operating condition.

b. Forklifts should be kept reasonably clean and free of excess oil and
grease.
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Use of Forklifts to Support Scaffold Platforms
Per 29 CFR 1926.451(c)(2)(v), if deemed appropriate, forklifts may be used
to support scaffold platforms with the following conditions:

a. The forklift will be designed for such use as indicated either:
1. in the owner’s manual, or
2. by a letter from the manufacturer allowing such use, or
3. certification by a registered engineer that the forklift is so

designed.
b. The entire scaffold platform is securely attached to the forks.
c. The fork lift is not moved horizontally while the platform is occupied.
d. The platform (and machine) meet the requirements of 1926.451 for

capacity, construction, access, use, and fall protection.
1. If the platform is not designed by the manufacturer of the forklift, it

must be designed by a qualified person.
2. The forklift must be capable of supporting, without failure, its own

weight and at least four times the maximum intended load.
e. The platform for elevating personnel must not extend more than 10

inches beyond the wheelbase of the machine in use.
f. The employees on the platform must be able to have travel and

power controls at the platform level.
1. This requirement is fulfilled by having the forklift operator remain

with the forklift while personnel are on the platform.
g. The use of a forklift to support a scaffold platform will be used only

after a determination that the use of other equipment such as
scaffolds, scissor lifts, aerial lifts and ladders is not practical.
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TOP OF THE LINE INC
Operator Acknowledgement

Read, sign and return this operator acknowledgment to the safety program
administrator.
I have read and understand the contents of this Forklift Operator
Handbook.
I have been authorized to operate a forklift or other powered industrial
truck by virtue of training, experience, and demonstration of operator skills.
I understand that failure to follow established safe work practices may
result in revocation of my authority to operate a powered industrial truck.
Retraining may be required to re-establish my operating privileges.
I understand that if I have any safety related questions, I should contact the
safety program administrator prior to performing work. 
Safety Program Administrator: DAVID LONG
Phone Number: 610-521-7441
________________________________________________
(Truck Operator Name)
________________________________________________
(Signature)
________________________________________________
(Date)



TOP OF THE LINE INC

Manual para Operadores de Carretillas Elevadoras

Preparado por:
TOP OF THE LINE INC
En asociación con:
U.S. Compliance Systems, Inc.

Este Manual para Operadores de Carretillas Elevadoras es vigente en:  07/18/2019



Descargo de Responsabilidad: Este Manual de
Operador de Montacargas tiene licencia para el uso
exclusivo de TOP OF THE LINE INC. Los materiales
del programa fueron seleccionados por el cliente de
materiales estandarizados. U.S. Compliance Systems
no recopila ni retiene información específica del
cliente y no modifica los programas estandarizados
para los clientes. Los clientes no pueden modificar
contenido estandarizado. USCS no acepta
responsabilidad por los materiales del programa
seleccionados e implementados por los clientes.



Tabla de Contenido
Carretillas Elevadoras 4

Resumen 4
Requisitos Generales 5
Riesgos 6
Golpear a una Persona/Objeto 6
Caída de Cargas 7
Volcamientos 8
Incendio/Explosión Durante la Recarga/el Reabastecimiento de
Combustible 9
Otras Preocupaciones 9
Protección del Operador 9
Operación de Carretillas Elevadoras 10
Mantenimiento 11
Uso de Carretillas Elevadoras para Apoyar Plataformas de Andamio 11

Certificación del Operador 12



TOP OF THE LINE INC Página | 4
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Se otorga permiso de copiar para uso interno.

Carretillas Elevadoras
Las carretillas elevadoras están diseñadas para mover los objetos de
forma rápida, segura y limpia. Las carretillas elevadoras están incluidas en
una clase de vehículos llamada vehículos industriales motorizados que
también incluye: tractores; carretillas elevadoras de plataforma; carretillas
de mano motorizadas; y otros carros industriales especializados
impulsados por motores eléctricos o motores de combustión interna.

Resumen
Debido a su poder; peso; tamaño; la visibilidad restringida; y, a menudo,
un centro de gravedad alto, la operación de carretillas industriales requiere
habilidad y atención al detalle. Un momento de distracción puede originar
un accidente grave en un instante.
En el caso improbable de que se observe la operación insegura de una
carretilla elevadora, se dará capacitación con énfasis en corregir el
comportamiento incorrecto. Debido a la posibilidad de lesiones graves al
operador o a un transeúnte, las carretillas elevadoras serán operadas de
una manera profesional y no se tolerará nada menos.
La gerencia está comprometida con la seguridad y a proporcionar un
ambiente de trabajo libre de riesgos reconocidos. Ese mismo compromiso
se espera de todos nuestros empleados.
Se recomienda consultar con el administrador del programa si tiene una
pregunta relacionada a las operaciones de carretillas elevadoras
especialmente si se refiere a la seguridad personal.
Todos los operadores de vehículos tendrán acceso a nuestro programa de
entrenamiento, los estándares apropiados de OSHA y los manuales del
propietario/operador de vehículo.
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Requisitos Generales
Todos los operadores de vehículos deben estar familiarizados con el
vehículo en sí. Esto incluye saber:

a. Automáticamente que hace cada control.
b. Cómo realizar un chequeo de seguridad del camión.
c. Las limitaciones del camión, así como la carga máxima, la altura y

anchura, la visibilidad, la estabilidad, los requisitos de las superficies.
d. La capacidad del vehículo para parar y girar y su efecto sobre la

carga.
Se han establecido las siguientes reglas de seguridad y normas a las que
uno debe adherirse al operar una carretilla elevadora. Estas reglas están
diseñadas para proteger al operador y/o las personas adyacentes a las
operaciones de vehículos de carretilla elevadora.
Específicamente:

a. Ninguna persona podrá operar una de nuestras unidades sin la
autorización por escrito.
1. La autorización para operar un tipo de vehículo no autoriza

automáticamente a una persona para operar todos los
vehículos. Diferentes fuentes de energía, la restricción de
visibilidad, los controles y las capacidades pueden dictar, por el
juicio del administrador del programa, que se requiera un proceso
de certificación distinto para cada tipo diferente de vehículo.

b. No se permitirá que ninguna persona se monte en nuestras
carretillas elevadoras a menos que:
1. El camión esté diseñado específicamente para tal uso.
2. La persona montada esté autorizada por el administrador del

programa.
c. El administrador del programa revocará la autorización para operar

un vehículo si se observan actos inseguros o si es evidente que el
operador no ha conservado el conocimiento y las habilidades
necesarias para realizar con seguridad la operación de vehículos.
1. Un operador que haya perdido su autorización para operar un

vehículo será reentrenado, reevaluado y, si es apropiado,
re-certificado.
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d. Al principio de cada turno, el operador inspeccionará el vehículo
utilizando nuestra Lista de Verificación Diaria de Carretillas
Elevadoras.
1. Si se encuentran deficiencias relativas a la seguridad, las

deficiencias se anotarán en la Lista de Verificación. No se utilizará
el vehículo hasta que se reparen los defectos de seguridad.

2. Si se descubre un daño estético durante el control diario, se
anotará en la Lista de Verificación, sin embargo, se utilizará el
vehículo. Los defectos cosméticos no retrasarán nuestras
operaciones.

Riesgos
Los peligros principales de seguridad personal involucrados en la
operación de vehículo incluyen:

a. Golpear físicamente a una persona u objeto con el vehículo o la
carga.

b. Que una carga se caiga y golpee al operador o a otra persona.
c. Que el vehículo se de vuelta y aplaste al operador o a otra persona.
d. Un incendio o explosión durante la recarga/el reabastecimiento de

combustible.
A continuación, están las reglas y pautas para controlar los peligros
identificados y reducir la probabilidad de accidente/lesión. Mientras que
algunos de los procedimientos puedan parecer demasiado obvios para
mencionar o de sentido común, recuerda esto -- han ocurrido accidentes
graves, incluso mortales, porque por una fracción de segundo un operador
olvidó o ignoró una regla de seguridad básica.

Golpear a una Persona/Objeto
a. Nunca maneje hacia una persona que esté parada frente a un objeto

fijo.
b. Cuando sea posible, mantenerse dentro de los carriles o vías de

viaje delineados.
c. Ser visto y/o escuchado.
d. Estar seguro de que haya iluminación adecuada.
e. Mantener una visión clara al transitar. Si la carga bloquea o restringe

la vista, el operador conducirá hacia atrás arrastrando la carga (al
revés).
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f. Ir lento, usar la bocina y no pasar donde la visión esté restringida.
g. Operar el vehículo a una velocidad que permita que el vehículo y la

carga se detengan de manera segura y suave.
h. Ser consciente de las condiciones del suelo o piso. Quitar objetos

que se encuentren en los carriles de viaje del vehículo. Operar el
vehículo a una velocidad más lenta en superficies mojadas o
resbaladizas.

i. Por supuesto, los trucos y manejar de forma imprudente están
prohibidos.

j. Tener en cuenta la altura del vehículo y, si está equipado, su mástil y
carga. Un descuido puede dañar objetos en alto como luces,
tuberías, etc.

k. Nunca permita que nadie se pare o pase por debajo de ninguna
porción elevada de ningún vehículo en ningún momento.

Caída de Cargas
a. Saber su carga -- no "sobrecargar o sobre-apilar". Prácticamente

ninguna de las cargas levantadas o transportadas por una carretilla
elevadora se sujetan al vehículo, entonces asegúrese de que la
carga esté correctamente apilada. Generalmente, las cargas deben
ir entrelazadas o atadas.

b. Al levantar una carga o plataforma, meter las horquillas (o cualquier
otro medio de enganche) abajo de la carga lo más adentro posible.

c. Viajar con la carga en la posición más baja para la estabilidad y
prevenir golpear objetos en lo alto. Si utiliza las horquillas, inclinar la
carga hacia atrás para la estabilización.

d. No exceder la capacidad nominal del vehículo ni apilar la carga
demasiado alto.

e. No hacer movimientos "convulsivos" como aplicar los frenos
repentinamente o girar a velocidad alta.

f. Una extensión al respaldo de carga reducirá la posibilidad de que
parte de la carga caiga hacia atrás.

g. Al utilizar una carretilla elevadora, las horquillas se deben inclinar
hacia adelante solamente para levantar o bajar una carga.



TOP OF THE LINE INC Página | 8
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Se otorga permiso de copiar para uso interno.

Volcamientos
Las carretillas elevadoras son, por su diseño, estrechas lo cual les permite
un mayor acceso en el ambiente de trabajo. Lastimosamente, su pista
estrecha brinda menos estabilidad. Darse vuelta o caerse de un borde son
accidentes prevenibles si sigue las siguientes pautas. Si su vehículo se da
vuelta, mantenga el cuerpo y las extremidades dentro de la seguridad de
la jaula. Use un cinturón de seguridad si así está equipado el vehículo.

a. Mantenerse dentro de los carriles de viaje.
b. Al entrar a un remolque, asegúrese de que:

1. Los frenos del remolque estén aplicados.
2. Se prevenga el movimiento del remolque por medio de cuñas o un

mecanismo de bloqueo.
3. El tractor esté apagado o extraído del remolque.
4. El remolque esté alineado con la abertura del muelle de carga y

las placas del muelle de carga estén firmes.
5. La superficie de viaje es capaz de soportar la carretilla elevadora

y su carga.
6. La iluminación del área de trabajo es adecuada.

Nota: Caerse de un borde de un muelle de carga por el movimiento de un remolque es
invariablemente un accidente grave. No cuente con el conductor del tractor con
remolque de aplicar sus frenos e incluso confiar que sus frenos
funcionen. Físicamente compruebe y asegúrese de que el remolque en el que usted
vaya a meter su vehículo industrial motorizado esté firme contra el muelle de
carga. Si es posible, el remolque debe estar verdaderamente conectado al muelle de
carga, pero en todos los casos, debe estar bloqueado con cuñas.

c. Viajar con la carga en la posición más baja posible y evitar giros
bruscos a alta velocidad y movimientos abruptos del vehículo.

d. Ser consciente de la superficie en la que viaja -- su tracción, la
capacidad para sostener peso, la pendiente y la superficie.

e. Poner atención especialmente en los sitios de construcción. La
superficie en la que esté operando debe ser firme, a nivel y capaz de
soportar la carretilla elevadora y su carga.
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Incendio/Explosión Durante la Recarga/el Reabastecimiento de
Combustible

Un accidente durante el reabastecimiento de combustible no es una
experiencia común, sin embargo, si ocurriera, sería repentino y
posiblemente catastrófico. Se deben seguir el manual del fabricante y las
leyes locales de incendio.

a. NO FUMAR ni tener llama abierta durante ninguna parte del proceso
de recarga/reabastecimiento.

b. Un extinguidor de fuego portátil apropiado (B:C) debe estar
fácilmente disponible.

Otras Preocupaciones
El programa aborda principalmente la seguridad personal de nuestros
operadores de carretillas elevadoras. Sin embargo, cuando se habla de
operaciones de vehículos, sería negligente no señalar que las operaciones
incorrectas de vehículo también podrían resultar en daño físico al material,
los vehículos y/o las instalaciones. La operación adecuada del vehículo
reducirá accidentes de lesiones personales y, como beneficio adicional,
evitar daños generales.

Protección del Operador
Una evaluación de los riesgos de las operaciones de las carretillas
elevadoras se realizará por el administrador del programa. Atención
particular se dará a la protección de las manos, la cabeza, los ojos y los
pies, así como también a las condiciones ambientales tales como las
atmósferas, el calor o el frío. Si el vehículo está equipado con un cinturón
de seguridad, se debe usar cuando el vehículo se esté moviendo.
Mantenga sus extremidades dentro del área del vehículo y las manos y los
dedos lejos de las piezas movibles -- particularmente el mástil de una
carretilla elevadora.
El administrador del programa realizará una evaluación de los riesgos de
nuestras operaciones de vehículos y determinará cuáles requerimientos, si
los hubiera, de equipo de protección personal (personal protective
equipment o PPE, en inglés) sean apropiados.  Si PPE (ejemplos: botas
de punta de acero, guantes de cuero, casco, protección para los ojos, etc.)
sea necesario, debe ser usado.
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Operación de Carretillas Elevadoras
A continuación, están los procedimientos generales de operación:

a. Las vías de emergencia, el acceso a las escaleras y el equipo contra
incendios deben permanecer despejados.

b. Los operadores que dejen sus vehículos deben asegurarse de bajar
completamente la carga, neutralizar los controles y aplicar el sistema
de frenos. En una pendiente, las llantas se deben bloquear. Si el
operador está a 25 pies o más de la carretilla elevadora o no tiene
una vista clara de la carretilla elevadora, la carretilla elevadora se
debe apagar.

c. Una distancia de seguridad se mantendrá desde el borde de las
rampas o plataformas mientras transite cualquier superficie elevada.

d. Los vehículos se utilizarán únicamente para la finalidad para la cual
fueron diseñados.

e. Si es necesario, utilice gato fijo para apoyar los semi-remolques.
f. El techo (utilizado como protección contra objetos que caen) no

necesariamente está diseñado para aguantar el impacto de la caída
de una carga de capacidad.

g. En caso de que un vehículo levante a personas, una plataforma de
elevación debe fijarse firmemente al mecanismo de elevación y las
personas en la plataforma de seguridad deben tener medios para
apagar el vehículo.

h. Si se utiliza más de un vehículo, deben estar separados por una
distancia segura (al menos tres longitudes de vehículo) y no puede
pasar el uno al otro en las intersecciones, puntos ciegos u otros
lugares peligrosos. El derecho de vía será cedido a otros vehículos
en situaciones de emergencia.

i. Los vehículos que viajen en la misma dirección no se pasarán
jamás.

j. Conducir en desnivel:
1. Los desniveles serán ascendidos o descendidos lentamente.
2. Al subir o bajar desniveles superiores a 10 por ciento, los

vehículos cargados deberán ser conducidos con la carga hacia
arriba.

k. Los carros de mano motorizados deben entrar en áreas confinadas
con la carga hacia adelante.
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Mantenimiento
El mantenimiento mecánico debe ser realizado por una persona
autorizada.

a. Si en cualquier momento una carretilla elevadora necesite
reparación, esté defectuosa, se esté sobrecalentando, o sea
insegura de alguna manera, el vehículo se sacará de servicio hasta
que haya sido restaurado a la condición de funcionamiento seguro.

b. Las carretillas elevadoras se deben mantener razonablemente
limpias y libres de grasa y el exceso de aceite.

Uso de Carretillas Elevadoras para Apoyar Plataformas de Andamio
Según el 29 CFR 1926.451(c)(2)(v), si se considera oportuno, las
carretillas elevadoras pueden usarse para apoyar las plataformas de
andamios con las siguientes condiciones:

a. La carretilla elevadora debe ser diseñada para tal uso como se
indica ya sea:
1. En el manual del propietario, o
2. Een una carta del fabricante que permita tal uso, o
3. Por certificación de un ingeniero registrado que la carretilla

elevadora esté diseñada así.
b. Toda la plataforma de andamio esté bien conectada a las horquillas.
c. La carretilla elevadora no se desplazará horizontalmente mientras

esté ocupada la plataforma.
d. La plataforma (y la máquina) cumple los requisitos del 1926.451 de

capacidad, construcción, acceso, uso y protección contra caídas.
1. Si la plataforma no está diseñada por el fabricante de la carretilla

elevadora, debe estar diseñada por una persona calificada.
2. La carretilla elevadora debe ser capaz de soportar, sin falla, su

propio peso y al menos cuatro veces la máxima intención de
carga.

e. La plataforma para elevar a personal no debe extender más de 10
pulgadas más allá de la distancia entre los ejes de la máquina
usada.

f. Los empleados en la plataforma deben tener controles de viaje y
energía al nivel de la plataforma.
1. Este requisito se cumple al permanecer el operador de la carretilla

elevadora con ella mientras haya personal en la plataforma.
g. El uso de una carretilla elevadora para apoyar una plataforma de

andamio se utilizará solamente después de una determinación que
no sea práctico el uso de otros equipos como andamios, elevadores
de tijera, elevadores aéreos y escaleras.
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Certificación del Operador
Leer, firmar y devolver esta certificación del operador al administrador del
programa de seguridad.
He leído y entiendo el contenido de este Manual para Operador de
Carretilla Elevadora.
He sido autorizado para operar una carretilla elevadora u otros vehículos
industriales motorizados por medio del entrenamiento, la experiencia y la
demostración de destreza como operador.
Entiendo que el incumplimiento de las prácticas de seguridad establecidas
puede resultar en la revocación de mi autoridad para operar un vehículo
industrial motorizado. Reentrenamiento puede ser requerido para
restablecer mis privilegios de operador.
Entiendo que si tengo cualquier pregunta relacionada con la seguridad,
debo contactar al administrador del programa de seguridad antes de
realizar el trabajo.
Administrador del programa de seguridad: DAVID LONG
Número de teléfono: 610-521-7441
________________________________________________
(Nombre del operador del camión)
________________________________________________
(Firma)
________________________________________________
(Fecha)
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Safety and Health Policy Statement
It is the policy of TOP OF THE LINE INC to provide a work environment
that is inherently safe.  The safety and health of our employees is of
primary importance as they are our most important resource.  Safety takes
a commitment from all personnel within our organization.   
TOP OF THE LINE INC has developed a comprehensive safety program
that addresses our specific safety concerns and provides guidance for the
performance of our individual job tasks within the framework of appropriate
Occupational Safety & Health Administration (OSHA) standards.  
There also may be times when employees are required to meet safety
policies that are specific to our company.  If we implement these additional
policies, they must have more stringent safety requirements than what
OSHA has developed.  These policies can be found listed in the Safety
Program Addendum at the end of this safety program when applicable. 
Training will be interactive with an opportunity for all to actively participate,
ask questions, make suggestions, and refer to our written policies and
procedures. 
Safety training needs will be identified by continual reassessment of our
work methods, equipment and work stations as well as employee and
management input.  Observation of unsafe acts will be addressed
immediately. 
Each employee is encouraged to contact their supervisor immediately
should a safety or health risk exist so that corrective action may be taken
immediately. 
Safety requires not only that each person understand and perform
individual tasks in a safe manner, but also that each individual is aware of
his surroundings and is actively involved in the safety of others. 
This Policy Statement will be conspicuously posted.

____________________________________________
DAVID LONG
Safety Director
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New Hire Safety Orientation Policy Statement
DAVID LONG, our safety director, or a designated competent person, will
ensure that all new hires are aware of the accessibility of our safety
program and, through interactive discussion or practical demonstration, be
assured that the new hire understands the safety policies and procedures
that pertain to the actual work the new hire will perform.  
Further, each new hire will read (or have explained) the contents of our
employee handbook and sign the Employee Acknowledge form which
states:

I have read and understand the contents of this Employee
Handbook.
I will, to the best of my ability, work in a safe manner and
follow established work rules and procedures.
I will ask for clarification of safety procedures of which I am not
sure prior to performing a task.
I will report any unsafe acts or procedures to DAVID LONG,
our Safety Program Administrator, and will ensure they are
addressed and resolved before continuing work.
I understand that the complete safety program is located at:
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441
and is available for my review.

It will be explained to all new hires that safety training and safety
performance is an on-going process.  Depending on circumstances,
training will take the form of some or all of the following:  safety meetings,
on-the-job instruction, formal and informal training.
Finally, all new hires will be informed of the importance of our inspection
and enforcement policies and procedures.

__________________________________________________

DAVID LONG
Safety Director
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Stop Work Authority & Workers' Right to Refuse Dangerous Work
Policy Statement

As referenced in the New Hire Safety Orientation, each employee is:
a. To work in a safe manner and follow established work rules and

procedures to the best of their ability.
b. To ask for clarification of safety procedures of which they are not

sure prior to performing a task.
c. To report to our Safety Program Administrator or competent person

any unsafe acts or procedures and will ensure they are addressed
and resolved before continuing work.

Specific procedures have been established to ensure that all employees
understand the importance of not performing a job task if it cannot be
performed safely and in accordance with appropriate standards.
Stop Work Authority Procedures training will be given during the new hire
safety orientation before initial assignment to any job task.  Training will be
documented and include the employee’s name, dates of training, and
subject. 
All employees not only have the authority to stop work when control of a
health, safety, or environment hazard or risk is not clearly established or
understood, they have an obligation to stop work.
Procedures:

a. Upon discovery or realization that control of a health, safety, or
environment hazard or risk is not clearly established or understood,
the employee will immediately stop work.

b. Employees with whom he/she is working will be immediately informed
so a health, safety, or environment hazard or risk does not impact
them or their work.

c. The safety program administrator/competent person will be notified
as soon as possible so the situation may be addressed (corrected).

d. If the safety program administrator/competent person can
successfully address the issue, work will resume. If it is not resolved,
work will remain stopped until it is. Most stop work procedures can be
resolved in a timely manner at the workplace. On occasion, it may
require additional investigation to determine the root cause of the
problem and the proper procedures to proceed.

e. The stop work will be documented with a stop work report.
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Supervisor Review:
The safety program administrator reviewing stop work reports can
determine employee participation in the program, the quality of the
interventions, trend common issues, and identify opportunities for
improvement and establish new safety procedures to preclude a
reoccurrence.
Follow-up:
After the stop work intervention has been initiated and closed, the
supervisory review has been completed, all safety issues have been
resolved in a timely manner at the workplace to the satisfaction of all
persons concerned prior to the resumption of work (or, if needed, after
additional investigation and corrective actions required to identify and
address root causes have been completed), the importance of follow-up
can be demonstrated by:

a. providing a learning tool for developing improved training.
b. establishing new safety procedures.
c. facilitating sharing of learning.

Responsibilities:
Employee: Initiate a stop work intervention when warranted.
Supervisor/competent person: notify all affected personnel and
supervision of the stop work issue, correct the issue, and resume work
when safe to do so.
Management: Establish a culture where stop work authority is exercised
freely.
Employees, while fulfilling their obligation to stop work when warranted,
are reminded that under no circumstances will fulfilling this obligation result
in any form of retribution or intimidation from our company or the company
for whom we are working
This Policy Statement will be conspicuously posted.

____________________________________________

DAVID LONG
Safety Director
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TOP OF THE LINE INC
Section I

General Policies & Procedures

Standards:

Part 1904 - Recording and Reporting Occupational Injuries and Illnesses

https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
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Safety Program Overview
This comprehensive safety & health training program has been developed
to address our specific safety concerns and to provide guidance for the
performance of individual job tasks within the framework of appropriate
Occupational Safety & Health Administration (OSHA) standards.
Safety demands a commitment from all personnel within TOP OF THE
LINE INC.  We have an obligation to ensure that all our employees are
afforded the protection of an appropriate safety & health program.
Hazard assessment, pre-planning, and engineering controls, where
feasible, will be the preferred method of providing a safe workplace. 
Hazards that remain will be minimized or eliminated through training which
provides our employees the ability to recognize workplace hazards and
understand the proper procedural and/or personal protective equipment
requirements.
Each employee is encouraged to contact their supervisor immediately
should a safety or health risk exist so that corrective action may be taken
to eliminate the hazard entirely or deal with the hazard in a safe manner
through modified work procedures, PPE, and/or other appropriate action.
DAVID LONG, our Safety Director, or a designated competent person will
make routine and random inspections to both identify new hazards and to
monitor the effectiveness of our safety & health program.
In the final analysis, the success of our safety effort depends on all
employees from senior management to the newest hire demonstrating a
commitment to safety by working in a safe manner.  Safe job performance
is how our safety effort is ultimately measured.
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Accident/Injury Prevention
Our safety program is designed so that our employees do not work in
conditions that are unsanitary, hazardous, or dangerous to their health or
safety.
One lax moment in terms of safety may result in a lifetime of needless
pain and suffering. Disregarding safety standards may even be fatal.
While an accident may happen in an instant, the consequences may last
for years.
Accident prevention requires a commitment from all personnel within our
company to actively participate in our safety program. All personnel should
be aware of workplace-related hazards and follow procedures to eliminate
these hazards by using proper work methods, use of personal protective
equipment, and proper use of tools and equipment. All persons are
encouraged to ask questions and make positive suggestions for safety
improvement.
Competent persons will be designated to provide workplace expertise, as
well as regular inspections of equipment, materials, and procedures.
Competent persons will have the authority to stop work if a safety hazard
is identified and it cannot be corrected immediately.
All machinery, tools, materials, and equipment deemed unsafe will be
taken out of service by physically removing, tagging, or locking controls to
render them inoperable.
Only persons qualified by training or experience will be allowed to
operate equipment or machinery.
All tools and items of equipment will be used for the purpose for which
they were designed. For example, a wrench is not a hammer, a ladder is
not a horizontal plank, and a fire extinguisher is not a cooler!
Never take chances or attempt any procedure without being aware of
the proper methods, the potential safety hazards, and the methods to
reduce or eliminate risk.
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Company Personnel
The following are descriptions of the different roles and expectations for all
personnel of TOP OF THE LINE INC.

Safety Director
The safety director at TOP OF THE LINE INC is DAVID LONG and has
overall responsibility for the implementation of our program.  DAVID LONG
will ensure each employee has appropriate safety training for the tasks to
be performed. 
Additionally, DAVID LONG will perform hazard assessments of the
workplace to determine if hazards are present, or are likely to be present,
which will necessitate the use of personal protective equipment (PPE).
Identified hazards which cannot be eliminated through engineering controls
or changes in procedures will be addressed by the use of selected PPE.
While the responsibilities of DAVID LONG cannot be further delegated,
most of the duties can be assigned to those who are competent persons by
virtue of training or experience.  

Safety Program Administrator
DAVID LONG, the safety program administrator, has deemed competent
by our Safety Director and may perform the below duties:

a. The actual training of personnel.
b. Maintenance of training records.
c. Random inspections to verify adherence to safety rules and policies.
d. Completion of specific tasks identified within our OSHA compliance

programs.
e. Hazard assessments.

Note: The safety director and the safety program administrator may or may not be the same
person.

Employees
All employees are required to participate actively in the safety & health
program at TOP OF THE LINE INC.  Do not hesitate to point out perceived
safety deficiencies to your supervisor or the competent person – you may
prevent an injury to yourself or a fellow worker.  With the goal of providing
a safer workpalce for all of us, employee suggestions for improving safety
management are welcomed and encouraged.  Never perform a task when
you don’t understand all of the safety procedures.  If in doubt, ask your
immediate supervisor for guidance.
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Safety Meetings
Scheduled safety meetings provide an opportunity for reinforcing the
importance of general safety as well as specific work related procedures
applicable to the work at hand.
Properly prepared safety meetings will focus on one or two topics and be
direct and to the point. All safety questions will be addressed and
interactive participation is encouraged.
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Housekeeping
Housekeeping?  What’s that all about?  It’s about safety!
Employees are to maintain a neat and orderly work area as far as practical.
Housekeeping and general cleanliness have a direct effect on safety and
health.  Proper housekeeping can prevent slips and falls, allow easy
egress in the event of an emergency, prevent falling object injuries, and
enhance fire safety.  Below listed are general housekeeping rules:

a. All areas of the workplace: passageways, storerooms, service rooms,
and walking-working surfaces are kept in a clean, orderly, and
sanitary condition 

b. Walking-working surfaces will be maintained free of hazards such as
sharp or protruding objects, loose boards, corrosion, leaks, spills,
snow, and ice. 

c. Stored materials will be neatly stacked.
d. Containers, when not in use, will be sealed.
e. No objects will be left unattended on stairways.
f. Entrances and exits will be properly marked and not blocked.
g. Tools shall be properly cleaned and put away after use.
h. The floor of each workroom is maintained in a clean and, to the

extent feasible, in a dry condition.  When wet processes are used,
drainage must be maintained and, to the extent feasible, dry standing
places, such as false floors, platforms, and mats must be provided.
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Safe Office Practices
When employees are working in areas such as offices, warehouses,
storage areas, garages, etc., compliance with the below safety
practices/procedures is mandatory. Supervisors will insist that the safety
practices and procedures are observed and are expected to take
disciplinary action against employees for non-compliance.
Employees must:

1. Report all unsafe conditions and equipment to their supervisor or
DAVID LONG, our safety program administrator.

2.  Report all incidents, injuries and illnesses to their supervisor or
DAVID LONG immediately.

3.  Keep means of egress unblocked, well-lit, and unlocked during
work hours.

4.  Sound the alarm and evacuate in the event of fire.
5.  Upon hearing fire alarm, stop work and proceed to the nearest clear

exit and then gather at the designated muster location.
6. Not attempt to respond to a fire or other emergency unless trained

to do so.
7.  Keep stairways clear of items that can be tripped over.
8. Not store combustibles under stairways that are egress routes.
9. Not store materials and equipment against doors or exits, fire

ladders or fire extinguisher stations.
10. Keep aisles clear at all times.
11. Maintain work areas in a neat, orderly manner. Place trash and

refuse into proper waste containers.
12. Wipe up all spills promptly.
13. Store files and supplies in such a manner as to preclude damage to

the supplies or injury to personnel when they are moved. Heaviest
items should be stored closest to the floor and lightweight items
stored above.

14. Ensure all cords running into walk areas are taped down or inserted
through rubber protectors to preclude them from becoming tripping
hazards.

15. Never stack material precariously on top of lockers, file cabinets or
other high places.

16. Never leave desk or cabinet drawers open that present a tripping
hazard. Use care when opening and closing drawers to avoid
pinching fingers.
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17. Not open more than one upper drawer at a time, particularly the top
two drawers on tall file cabinets.

18. Always use the proper lifting techniques. Never attempt to lift or
push an object which is too heavy. Contact your supervisor when
help is needed to move a heavy object.

19. Exercise caution when carrying material to ensure firm footing and
clear line of sight.

20. Plug all electrical equipment into appropriate wall receptacles or
into an extension of only one cord of similar size and capacity.
Three- pronged plugs should be used to ensure continuity of
ground.

21. Keep individual heaters at work areas clear of combustible
materials such as drapes or waste from waste baskets. Heaters
which are equipped with tip over switches should be used.

22. Keep appliances such as coffee pots and microwaves in working
order and inspected for signs of wear, heat, or fraying of cords.

23. Ensure fans used in work areas are guarded.  Guards must not
allow fingers to be inserted through the mesh.  All fans must be
equipped with proper guards which have openings of ½ inch or
less.

24. Use equipment such as scissors, staplers, etc. for their intended
purposes only. They are not to be used as hammers, pry bars,
screwdrivers, etc.  Misuse can cause damage to the equipment and
possible injury to the user.

25. Store cleaning supplies away from edible items on kitchen shelves.
26. Store cleaning solvents and flammable liquids in appropriate

containers.
27. Keep solutions that may be poisonous or not intended for

consumption in well-labeled containers.
28. Not remove or deface equipment or product ANSI or other warning

signs/symbols and they must heed their warnings.
29. Ensure owner’s manuals for office equipment are readily available.
30. Ensure a list of hazardous chemicals, if applicable, and SDS are

readily available.
The above list is not all inclusive. Employees are encouraged to suggest
additional safety ideas and/or procedures to DAVID LONG, our Safety
Director for inclusion in weekly safety meetings.
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Lifting, Pushing, and Pulling
Back injuries are often caused by the obvious – putting excessive strain on
the lower back by lifting an object that is too heavy or awkward, or by
bending and/or twisting while lifting.
However, lifting injuries are also caused by less obvious reasons:

a. Poor physical condition
b. Poor posture
c. Poor judgment (lifting, pulling, pushing an object that is obviously too

heavy or awkward without seeking assistance or a mechanical lifting
device.)

d. Lack of exercise
e. Excessive body weight

Proper lifting techniques are important for employee safety. Below are
lifting techniques that will reduce the likelihood of injury:

a. Lift objects comfortably, not necessarily the quickest or easiest way.
b. Lift, push, and pull with your legs, not your arms or back.
c. When changing direction while moving an object, turn with your feet,

not by twisting at the waist.
d. Avoid lifting higher than your shoulder height.
e. When standing while working, stand straight.
f. When walking, maintain an erect posture; wear slip-resistant,

supportive shoes.
g. When carrying heavy objects, carry them close to the body and avoid

carrying them in one hand.
h. When heavy or bulky objects need to be moved, obtain help or use a

mechanical aid such as a dolly, hand truck, forklift, etc.
i. When stepping down from a height of more than eight inches, step

down backwards, not forward.
j. Handle heavy objects close to the body – avoid reaching out.
k. Lift gradually and smoothly. Avoid jerky motions.
l. Maintain a clear line of vision.
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Slips, Trips, and Falls
Slips, trips, and falls are among the most common occupational accidents
and they are easily preventable. Below are some of the causes of slips,
trips, and falls:

a. Running at the workplace.
b. Engaging in horseplay.
c. Working off a ladder that is not firmly positioned.
d. Carrying an object that blocks line of vision.
e. Work boots not laced or buckled.
f. Working off a scaffold without safety rails.
g. Using ladders that have oil and grease on the rungs.
h. Not using a handrail on steps.
i. Messy work areas with debris strewn about.
j. Not paying attention to what one is doing.

This list can go on and on, but all of the above are easily preventable by
adherence to common safety procedures, common sense, and awareness
of potential hazards.
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Drugs, Alcohol, and Other Prohibited Behaviors
Drug Free Workplace

Because the type of work we perform can result in serious injury if
employees are not capable of focusing not only on their job task, but
their surroundings and others with whom they work, it is the policy of
TOP OF THE LINE INC to hire only persons free from any evidence of
illegal use of controlled substances or other drugs including alcohol.  
Note: OSHA has determined that drug testing after injuries or illnesses that occur at the

workplace can be considered retaliatory or discriminatory, and thus discourage employees
from properly reporting the injury or illness.  This can be the case in situations where the
injury or illness wouldn’t have been reasonably expected to be the result of impairment.  
Example: A bee sting that results in an allergic reaction and leads to a stay at the

hospital.  There is not a reasonable belief that a bee sting would be caused by
impairment and thus drug testing would be considered retaliatory or
discriminatory.

With the exception of over the counter drugs such as aspirin or drugs
prescribed by a physician, there shall be no drugs or alcohol within our
facility.  Alcohol and drug abuse cause an unacceptable level of safety
hazard not only for the offending employee, but for others in the vicinity. 
Those found to be under the influence of drugs and/or alcohol will be
immediately removed from the work area by the competent person and
further disciplinary action will be taken by DAVID LONG, our Safety
Director.  
Chemical dependency is a devastating problem for not only the employee,
but also the employee's family and co-workers.  For obvious safety
reasons, it cannot be tolerated in the workplace.  Those with such a
problem should seek professional help.  DAVID LONGr will assist any
employee in finding appropriate treatment should they voluntarily come
forward.

Smoking
There shall be no smoking except in designated smoking areas. Under no
circumstances will there be smoking during refueling of vehicles or within
50 feet of flammable materials.
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Prohibited Behaviors
The use, bringing onto company property, possession, concealment,
transportation, promotion or sale of the following substances or items by
any employee of the below items is strictly prohibited:

a. Illegal drugs, unauthorized controlled substances, look-a-likes,
designer, synthetic or any other drug which may affect an employee's
motor functions or alter a person's working perception.

b. Prescription drugs/over the counter medication except under the
following conditions:
1. The employee shall inform his supervisor prior to using any

prescription drug or over the counter medication and receive
written permission to possess such drug while working.

2. The prescription vial shall be labeled by the dispensing pharmacy
and the label shall show the employees name, physician,
prescription number, date the prescription was filled and the
dosage rate. Prescriptions more than 30 days old will not be
allowed.

3. The over the counter medication will be in its original package or
container.

4. The employee may only possess enough medication for his
normal shift.

c. Alcoholic beverages.
d. Firearms, weapons, explosives, and ammunition.
e. Unauthorized items such as stolen property.
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Workplace Violence 
Although OSHA does not have any standards concerning workplace
violence, to comply with Section 5(a)(1) of the Occupational Safety and
Health Act (OSHA) of 1970, which requires us to provide our employees
with a place of employment that is free from recognizable hazards that are
causing or likely to cause death or serious harm to our employees, we are
employing this policy regarding workplace violence.
Workplace violence can be defined as: “any act or threat of physical
violence, harassment, intimidation, or other threatening disruptive behavior
that occurs at the work site.”  Keep in mind actions such as shouting,
swearing, and destroying or throwing items could be considered workplace
violence if the complaining employee feels their safety is in jeopardy.
The CDC identifies 4 types of workplace violence: 

a. Criminal Intent - workplace violence occurring during the process of
criminal activity (e.g., robbery)

b. Customer/Client - workplace violence targeting an employee of a
business by a customer/client

c. Worker-on-Worker - workplace violence occurring between two (2)
employees

d. Personal Relationship - workplace violence occurring between an
employee and a personal acquaintance who has no ties to the
workplace.

When possible and applicable, we will implement recommended
engineering and administrative controls to prevent or reduce the likelihood
of all types of workplace violence.  Some of these controls may include, but
are not limited to:

a. Lighting controls
b. Surveillance (e.g., cameras, mirrors)
c. Establishing a good relationship with local police
d. Training on specific workplace violence events, such as responding

to an active shooter
e. Performing appropriate background checks and reference verification

on new hires
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In the event that our employees are exposed to workplace violence
instigated by acts of our employees or others, the following steps will be
taken immediately:

a. Those not directly threatened or exposed to the violent acts will
immediately warn others and remove themselves from the area.  Call
911, or local police authorities, when you’ve reached a point of
safety.

b. If you feel you are about to become a victim of workplace violence
and you do not have the opportunity to flee, try to remain calm.  Do
nothing threatening.  At the first opportunity, seek safety and call 911
or local police authorities.

Any employee who is a victim of any type of workplace violence, physical
or verbal, is to immediately notify his or her supervisor.  If an employee’s
direct supervisor is the offender, the employee should go to the next level
of management.  Violent actions that result in injury will be reported to the
police without exception.
An internal investigation will begin immediately and will include interviews
with involved parties, including potential witnesses. When possible, we will
do our best to maintain privacy during the investigation and follow-up
response. Our company expressly prohibits retaliation of any kind against
any employee bringing a complaint or assisting in the investigation of a
complaint.  Such employees may not be adversely affected in any manner
related to their employment.  Retaliation is also illegal under federal law.
Any breach of workplace behavior that leads to a violent action against
another employee will be treated as a serious safety violation subject to
extreme corrective action, up to and including termination.
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Emergency Action Plan
An Emergency Action Plan, if appropriate, will be posted along with
emergency telephone numbers and an escape route diagram.
After a hazard assessment of our facilities, DAVID LONG, our Safety
Director, may determine that conditions may develop that could possibly
warrant an evacuation.  In this case an emergency action plan will be
developed to address the threat.
Events may occur which dictate the evacuation of our facility such as a fire,
explosion, power failure, etc.  Additionally, events may occur which dictate
the need for emergency medical responders.  These sets of events fall
under our Emergency Action Plan and a multitude of objectives must be
met.
The first and foremost objective is the safety of all our personnel.  To
achieve this level of safety, our plan is designed to get personnel away
from danger, treat injury, and provide for a thorough and accurate
accounting of all employees.  
There may be situations where certain employees, trained in first aid
and/or firefighting procedures, may prevent a small emergency situation
from becoming a major disaster.  In these types of situations, specifically
identified employees will remain to perform the function for which they are
trained, provided they may perform these duties in a safe manner.  At no
time will any employee put himself/herself at risk.
To the extent possible, all personnel will have clear, direct, egress.
The actual implementation of this plan must be direct and carried out
without confusion.  Employees must know how to alert others, how to call
for assistance, the location of fire extinguishers and first aid kits, the
escape route, and the rendezvous point (being accounted for so that
others do not put themselves at risk looking for a person who has already
reached safety).
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Emergency Medical Response
Should an injury occur that requires an emergency medical responder, the
below listed actions will be taken in the order given:

1. Call 911 or the emergency response number posted at the
workplace.
a. In the absence of 911 services, the telephone numbers of

physicians, hospitals, or ambulances will be conspicuously post
with our emergency phone numbers.

2. Provide any medical assistance you are trained and certified to do.  
DO NOT provide any medical assistance you are not trained to do.

3. Designate an individual to direct the emergency responders to the
injured person and provide Safety Data Sheets, if applicable.

4. Notify the competent person who, in turn, will notify the office.
Fire Protection

The phone number of the local fire department shall be posted with other
emergency numbers.
If a fire should occur, all personnel and the local fire department will be
notified. As in all emergency situations, per the American Trauma Society,
people calling the fire department should:

a. Remain calm
b. Speak clearly and slowly
c. Give the exact location
d. Describe the situation
e. Give the phone number from where you are calling.
f. Do not hang up until told to do so
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Fire Prevention Plan
Fire Prevention deals not with handling a fire emergency, but rather
preventing a fire in the first place.
To reduce the likelihood of a fire, personnel are to adhere to the following
rules:

a. Smoking is allowed only in designated areas and smoking materials
will be totally extinguished and placed in the appropriate receptacles.

b. All chemical products will be handled and stored in accordance with
the procedures noted on their individual SDS.

c. Heat producing equipment will be properly maintained and operated
per the manufacturer’s instructions to prevent accidental ignition of
combustible materials.

d. Precautions will be taken when working with an open flame (such as
welding) and those areas will be made fire safe by removing or
protecting combustibles from ignition.

e. Combustible liquids must be stored in approved containers.
f. Chemical spills must be cleaned up immediately. This is particularly

important for combustible and reactive liquids. Damaged chemical
containers and cleanup materials must be properly disposed.
Note: Information on appropriate personal protective equipment, proper disposal, proper

cleanup procedures, required ventilation, etc. is found on the product’s SDS.

g. Combustible liquids and trash must be segregated and kept from
ignition sources.

h. Keep clear access to fire hydrants as well as portable fire
extinguishers.

i. Personnel will be notified by their Supervisor or the competent
person of any unusual fire hazard conditions.

j. Good housekeeping, good housekeeping!
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Portable Fire Extinguishers
All personnel will receive instruction on the proper use of fire extinguishers.

a. Fire extinguishers will be inspected monthly for general conditions
and adequate charge. They will be serviced and certified by qualified
personnel at least annually.

b. Portable fire extinguisher locations will be clearly identified and easily
accessible.

Portable fire extinguishers will be distributed as indicated below:

Class Distribution Notes

A
“A” on a green triangle

75 feet or less travel distance
between the employee and the
extinguisher

For use on wood,
paper, trash, etc.

B
“B” on a red square

50 feet or less travel distance
between hazard area and the
extinguisher

For use on
flammable liquid,
gas, etc.

C
“C” on a blue circle

Based on the appropriate pattern
for the existing Class A or Class B
hazards

For use on
electrical fires

D
“D” on a yellow star

75 feet or less travel distance
between the combustible metal
working area and the extinguisher
or other containers or Class D
extinguishing agent

For use on
combustible metals

Appropriate portable fire extinguishers will be used, as noted above.
Supervisors will ensure that at least one extinguisher is on each floor of a
project near the stairway.
Using the wrong fire extinguisher on some fires can actually spread the
fire. Using a Type-A extinguisher on an electrical fire, for example, could
cause serious injury. When a fire occurs, it is imperative to use the proper
extinguisher.
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First Aid and First Aid Kits
Should a medical emergency occur, other than minor scrapes and bruises,
and it is serious enough to call for professional medical assistance, you
should call the Emergency Response Number posted on the bulletin board.
Before the first aid providers arrive, to the extent possible, clear the way so
they can reach the injured employee in the most direct way possible.
Unless trained and licensed in CPR/first aid and a designated first aid
provider as an additional job as part of the company bloodborne pathogen
program, employees will not expose themselves to blood or other bodily
fluids of other employees at any time.   
Per OSHA, first aid is limited to:

a. Using a non-prescription medication, such as aspirin, at non-
prescription strength.

b. Cleaning, flushing or soaking wounds on the surface of the skin;
c. Using wound coverings such as bandages, Band-Aids™, gauze

pads, etc., or using butterfly bandages or Steri-Strips™.
d. Using hot or cold therapy.
e. Using any non-rigid means of support, such as elastic bandages,

wraps, non-rigid back belts, etc.
f. Using temporary immobilization devices while transporting an

accident victim (e.g., splints, slings, neck collars, back boards, etc.).
g. Draining fluid from a blister.
h. Using eye patches.
i. Removing foreign bodies from the eye using only irrigation or a

cotton swab.
j. Removing splinters or foreign material from areas other than the eye

by irrigation, tweezers, cotton swabs or other simple means.
k. Using finger guards.
l. Using massages.
m. Drinking fluids for relief of heat stress.

If an employee is injured and emergency responders have been called,
stay calm and reassure the injured employee that help is coming.
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Below is basic first aid for various common workplace injuries. Mostly, it is
what not to do.  When dealing with any injury, stay calm and never do
anything unless you know what you are doing.

MINOR BURNS
(Redness or blisters over a small area)

Flush with cold water; apply a sterile dressing.
Do not use butter on any burn.
Do not break open blisters.

MAJOR BURNS
(White or charred skin; blisters and redness over a large area;

burns on face, hands, or genital area)
Cover with sterile dressing and seek medical attention promptly.
Do not apply salves, ointments or anything else.
Do not break blisters.

CHEMICAL BURNS
(Spilled liquid or dry chemical on skin)

Liquid: Flush with large amounts of water immediately (Keep water flow
gentle).

Dry: Brush as much off as possible before flushing with water. After
flushing at least 5 minutes, cover with sterile dressing.

Seek medical attention promptly.
Do not use anything but water on burned area.
Do not break open blisters.

EYE - FOREIGN OBJECT
(Object visible; feeling of something in the eye)

Have patient pull upper eyelid over lower eyelid.
Run plain water over eye.
If object does not wash out, cover both eyes with a gauze dressing.
Seek medical attention promptly.
Do not rub the eye.
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EYE - WOUNDS
(Wound on eyelid or eyeball; pain; history of blow to eye area;

discoloration)
Apply loose sterile dressing over both eyes.
Seek medical help immediately.
For bruising, cold compress or ice pack may relieve pain and reduce
swelling.
Do not try to remove any embedded object.
Do not apply pressure to eye.

EYE - CHEMICAL BURN
(Chemical splashed or spilled in eye)

Flush immediately with water over open eye for at least 10 minutes
(20 minutes if alkali). It may be necessary to hold patient's eyelid open.

Note: In work situations where a possibility of eye (or body) exposure to corrosive materials
exists, suitable facilities for quick-drenching or flushing will be provided in the immediate
work area.

Cover both eyes with sterile dressing.
Seek medical help immediately.
Do not put anything but water in eye.

HEAT
EXHAUSTION

(Fatigue; weakness; profuse sweating; normal temperature;
pale clammy skin; headache; cramps; vomiting; fainting)

Remove from hot area.
Have victim lay down and raise
feet. Apply cool wet cloths.
Loosen or remove clothing.
Allow small sips of water if victim is not vomiting.

HEAT STROKE
(Dizziness; nausea; severe headache; hot dry skin;

confusion; collapse; delirium; coma and death)
Call for immediate medical assistance.
Remove victim from hot area.
Remove clothing. Have victim lay down.
Cool the body (shower, cool wet cloths)
Do not give stimulants.
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First Aid Kits:

First aid kits are worthless if not readily accessible. Therefore, they will not
be locked up at the workplace.  They’re also not very valuable if the items
you need are missing.  It’s very important that the kits have the proper
items and that they are replenished as they are used.
OSHA defers to ANSI for determining what qualifies as an acceptable first
aid kit for the workplace.  The ANSI standard that addresses first aid kits is
ANSI/ISEA Z308.1-2015.  Two important topics covered in this standard
are what items are required to be included in a first aid kit: Class, and in
what kind of container the kit is kept: Type.
Class
There are two classes of first aid kits: Class A and Class B.  The two
classes are divided based on the type of first aid items included and the
number of those items available in the kit.  ANSI has defined the classes
as follows:
Class A first aid kits are intended to provide a basic range of products to
deal with the most common types of injuries encountered in the workplace
including: major wounds, minor wounds (cuts and abrasions), minor burns
and eye injuries.
Class B first aid kits are intended to provide a broader range and quantity
of supplies to deal with injuries encountered in more populated, complex
and/or high risk work environments.

The biggest difference between the classes of first aid kits is the amount of
items included in the kit.  Class B kits have more of each item and are
needed at a workplace that has many workers.  
Keep in mind that sterile items will be individually wrapped, sealed, and
used only once.  Other items, such as tape or scissors, can be reused and
should be kept clean.
The supplies consumed in first aid kits can actually be used as a measure
of safety. For example, if a kit constantly needs replacement of bandages
used for minor cuts, there is an obvious problem. Why are cuts happening
in the first place? Actual trends can be established and corrective
procedures initiated, such as a protective glove requirement or improved
handling practices.
Remember, improper medical treatment can be more dangerous than no
treatment at all.  Only provide care that you have been trained and certified
to do.
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Below are the required contents, items and quantities of Class A and B first
aid kits:

Class A Class B
16 Adhesive Bandage 1 x 3 in. 
1 Adhesive Tape 2.5 yd (total) 
10 Antibiotic Application 1/57 oz 
10 Antiseptic 1/57 oz 
1 Breathing Barrier 
1 Burn Dressing (gel soaked) 4 x 4
in. 
10 Burn Treatment 1/32 oz 
1 Cold Pack 4 x 5 in. 
2 Eye Covering w/ means of
attachment 2.9 sq. in.
1 Eye/Skin Wash 1 fl oz total 
1 First Aid Guide 
6 Hand Sanitizer 1/32 oz 
2 pr Medical Exam Gloves 
1 Roller Bandage 2 in. x 4 yd 
1 Scissors 
2 Sterile pad 3 x 3 in. 
2 Trauma pad 5 x 9 in. 
1 Triangular Bandage 40 x 40 x 56
in. 

50 Adhesive Bandage 1 x 3 in. 
2 Adhesive Tape 2.5 yd (total) 
25 Antibiotic Application 1/57 oz 
50 Antiseptic 1/57 oz 
1 Breathing Barrier 
2 Burn Dressing (gel soaked) 4 x
4 in. 
25 Burn Treatment1/32 oz. 
2 Cold Pack 4 x 5 in. 
2 Eye Covering w/ means of
attachment 2.9 sq. in. 
1 Eye/Skin Wash 4 fl. oz. total 
1 First Aid Guide 
10 Hand Sanitizer 1/32 oz 
4 pr Medical Exam Gloves 
2 Roller Bandage 2 in. x 4 yd 
1 Roller Bandage 4 in. x 4 yd 
1 Scissors 
1 Splint 
4 Sterile pad 3 x 3 in. 
1 Tourniquet 
4 Trauma pad 5 x 9 in. 
2 Triangular Bandage 40 x 40 x
56 in. 
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Type
As important as the contents are, the first aid kit won’t be very useful if it’s
not properly protected from the workplace environment.  It the supplies are
soaked from rain or smashed from being tossed around, they just won’t be
able to provide any help when needed.  ANSI has addressed this by
providing guidelines for the containers that first aid kits can be stored in at
the workplace.  
They are broken down into four categories: Type I, Type II, Type III, &
Type IV.  Here are the descriptions that ANSI provides for each type.
Type I first aid kits are intended for use in stationary, indoor settings where
the potential for damage of kit supplies due to environmental factors and
rough handling is minimal.  Type I first aid kits shall have a means for
mounting in a fixed position and are generally not intended to be portable.
Note: Typical applications for Type I first aid kits may include, but are not limited to, the

following: general indoor use, an office setting or a manufacturing facility. First aid
cabinets would generally fall into the Type I classification. 

Type II first aid kits are intended for portable use in indoor settings where
the potential for damage of kit supplies due to environmental factors and
rough handling is minimal. 
Note: Typical applications for Type II first aid kits may include, but are not limited to, the

following: general indoor use, an office setting or a manufacturing facility. 

Type III first aid kits are intended for portable use in mobile, indoor and/or
outdoor settings where the potential for damage of kit supplies due to
environmental factors is not probable. Type III kits shall have a means to
be mounted in a fixed position and shall have a water resistant seal. 
Note: Typical applications for Type III first aid kits may include general indoor use and sheltered

outdoor use. 

Type IV first aid kits are intended for portable use in the mobile industries
and/or outdoor settings where the potential for damage to kit supplies due
to environmental factors and rough handling is significant. Type IV kits
shall have a means to be mounted in a fixed position and shall meet the
performance requirements set forth by ANSI.
Note: Typical applications for Type IV first aid kits may include, but are not limited to, the

following: the transportation industry, the utility industry, the construction industry, and
the armed forces. 
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Accident Investigation
The purpose of Accident Investigation is to prevent the same type of
accident from reoccurring. An accident investigation will begin immediately
after the medical crisis is resolved. The supervisor /competent person will
complete an Accident Investigation Form as soon as feasible. The five
questions that must be answered are: Who? What? When? Where? And
most importantly, Why did the accident happen?
An apparently simple accident may actually be caused by many complex
reasons.  Example:  an employee gets a finger crushed in a piece of
machinery.  With just the facts presented, the fault would seem to totally
rest with the employee whose finger was hurt.  
An accident investigation may reveal other contributing factors by
answering questions like:

a. Were machine guards in place?  Had they been altered in an
unauthorized manner to make them ineffective?

b. Were gloves required and were they available?
c. Was the machinery improperly locked or tagged out of service with

residual hazardous energy remaining in its system?
d. Had the employee received training on operating the specific

machine and been given an opportunity to clarify questions
concerning its operation?

e. Was there adequate supervision?
1. Did the supervisor perform regular and frequent inspections of the

operations in question?
2. Had this employee or others, operated the machine incorrectly

over a period of time so that the improper method became the
standard method?

3. Were violations of safety procedures documented?
After determining the cause of the accident, steps can be taken to prevent
a reoccurrence. Near-miss mishaps, events which result in no injury or
damage, should be investigated because even though the outcomes are
different, the causes are the same.
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Recordkeeping: Injuries & Illnesses
OSHA Forms 300; 300A & 301
As a matter of law, all employers with 11 or more employees at any one
time in the previous year must maintain OSHA Form 300, Log of Work-
Related Injuries and Illnesses, OSHA Form 301, Injury and Illness Incident
Report, and OSHA Form 300A, Summary of Work-Related Injuries and
Illnesses.
OSHA Forms 300 and 301 are used to record and classify occupational
injuries and illnesses. The information on the OSHA Form 300 is related to
employee health and must be used in a manner that protects the
confidentiality of the employees to the extent possible. Recordable injuries
and illnesses must be entered on OSHA Forms 300 and 301 within seven
(7) days of receiving information that a recordable injury or illness has
occurred.
Electronic Submission of Records

Effective February 25th, 2019, certain employers are required to
electronically submit injury and illness data from their OSHA Form 300A
Summary of Work-Related Injuries and Illnesses to OSHA.  This includes
all employers with 250 or more employees and employers with 20-249
employees who have a NAICS code listed in Appendix A to Subpart E of
Part 1904 - Recording and Reporting Occupational Injuries and Illness. 
Click here to see Appendix A. 
Note: Contact your local worker's compensation office if you're uncertain of your NAICS code. 

If TOP OF THE LINE INC is required to submit records electronically, the
information from our 300A must be submitted by March 2 of the following
year (for example, 2018 data must be submitted by March 2, 2019).
OSHA provides a secure website that offers three options for data
submission: 

a. Users will be able to manually enter data into a webform.  
b. Users will be able to upload a CSV file.  
c. Users will have the ability to transmit data electronically via an API if

they have an automated recordkeeping system.  
Click Here to Access the Injury Tracking Application

Retention of Forms:
Old OSHA Forms 101 and 200, as well as OSHA Forms 300, 300A, and
301, will be retained for five years following the year to which they relate.

https://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf
https://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf
https://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/injuryreporting/index.html
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Items to be recorded on OSHA Forms 300, 300A and 301:
Work related injuries and illnesses and fatalities are to be recorded using
the criteria found in Part 1904, Recording and Reporting Occupational
Injuries and Illnesses.
Injuries and illnesses must be recorded if they result in death, days away
from work, restricted work or transfer to another job, medical treatment
beyond first aid, loss of consciousness, or if the injury or illness involves a
significant injury diagnosed by a physician or licensed health care
professional even if it does not meet the forgoing conditions.
Note: First aid (which is not reportable) is defined in 29 CFR 1904.7(b)(5)ii.

Employee Involvement:
As an employee of TOP OF THE LINE INC, you have the right and
responsibility to report all work-related injuries and illness without the fear
of being retaliated against, discriminated against, or terminated from
employment.
Note: OSHA has determined that drug testing after injuries or illnesses that occur at the

workplace can be considered retaliatory or discriminatory, and thus discourages
employees from properly reporting the injury or illness.  This can be the case in situations
where the injury or illness wouldn’t have been reasonably expected to be the result of
impairment.  
Example: A bee sting that results in an allergic reaction and leads to a stay at the

hospital.  There is not a reasonable belief that a bee sting would be caused by
impairment and thus drug testing would be considered retaliatory or
discriminatory.

As a matter of policy, all employees are to report all work-related accidents
and injuries immediately to the competent person/supervisor at the
workplace.  The competent person/supervisor will complete an accident
investigation form and will forward it to DAVID LONG, the Safety Director. 
DAVID LONG will extrapolate appropriate information for completion of the
OSHA Form 300 and complete a review of our policies and procedures to
help ensure that there isn’t a reoccurrence of the reported injury or illness.

Failure to report injuries or illnesses would be a violation of our company’s
reporting policy and is not acceptable.

Catastrophic Reporting Requirements:
The following events have to be reported to OSHA:

a. All work-related fatalities
b. All work-related in-patient hospitalizations of one or more employees
c. All work-related amputations
d. All work-related losses of an eye

https://www.osha.gov/doc/outreachtraining/htmlfiles/cfr1904.html
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TOP OF THE LINE INC must report work-related fatalities within 8 hours of
finding out about it.  For any in-patient hospitalization, amputation, or eye
loss, we must report the incident within 24 hours of learning about it.
Only fatalities occurring within 30 days of the work-related incident must be
reported to OSHA.  Further, an inpatient hospitalization, amputation or loss
of an eye incident must be reported to OSHA only if they occur within 24
hours of the work-related incident.
There are three options for reporting the event:

a. By telephone to the nearest OSHA Area Office during normal
business hours.  The phone numbers can be found at the following
website: https://www.osha.gov/html/RAmap.html.

b. By telephone to the 24-hour OSHA hotline (1-800-321-OSHA or
1-800-321-6742).

c. By using OSHA's new means of reporting events electronically.  This
can be done online at the following website:
https://www.osha.gov/pls/ser/serform.html.

Information to Be Reported:
When reporting a fatality, in-patient hospitalization, amputation or loss of
an eye to OSHA, following information must be reported:

a. Establishment name
b. Location of the work-related incident
c. Time of the work-related incident
d. Type of reportable event (i.e., fatality, in-patient hospitalization,

amputation or loss of an eye)
e. Number of employees who suffered the event
f. Names of the employees who suffered the event
g. Contact person and his or her phone number
h. Brief description of the work-related incident

Note: An event does not have to be reported if it:
a. Resulted from a motor vehicle accident on a public street or highway, except in

a construction work zone; employers must report the event if it happened in a
construction work zone.

b. Occurred on a commercial or public transportation system (airplane, subway,
bus, ferry, street car, light rail, train).

c. Occurred more than 30 days after the work-related incident in the case of a
fatality or more than 24 hours after the work-related incident in the case of an
in-patient hospitalization, amputation, or loss of an eye.

Note: TOP OF THE LINE INC must report an in-patient hospitalization due to a heart
attack, if the heart attack resulted from a work-related incident.

https://www.osha.gov/html/RAmap.html
https://www.osha.gov/html/RAmap.html
https://www.osha.gov/pls/ser/serform.html
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Location of OSHA Forms 300 and 301:
As a general rule, the OSHA Forms 300 and 301 will be maintained in our
main office.
Incident Rate:
One indication of the success of the safety effort put forth by TOP OF THE
LINE INC is our “incidence rate”.  When bidding a job, our incidence rate
could be a determining factor in a successful bid.  The incidence rate is
determined by the following formula:

N/EH X 200,000 where:
N = number of injuries and/or illnesses

EH = total hours worked by all employees during the calendar year.
200,000 = base for 100 full-time equivalent workers (working 40 hours per

week, 50 weeks per year).
To find the “Lost Workday Injury Rate” (LWDI), the following formula
is used:

WDI Rate = (# LWDI’s X 200,000)/# employee hours worked
# LWDI = sum of LWDI’s in reference years

# employee hours worked = sum of employee hours in reference years
200,000 = base for 100 full-time equivalent workers

(working 40 hours per week, 50 weeks per year)
When accidents and injuries occur, they have an immediate detrimental
impact on those employees involved. Additionally, they have a potential
lingering negative impact on our company and our ability to get work.
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Postings
There will be a prominently displayed bulletin board or area for postings.
Every employee must be aware of this policy. Certain postings are
required as a matter of law in all cases and other postings are required
depending on circumstances and types of work being done.
In all cases, the following must be posted to meet OSHA requirements:

a. OSHA Form 3165, It’s the law!
b. During the period from 1 February through to April 30, OSHA Form

300A, Summary of Work-Related Injuries and Illnesses, must be
posted for work-related injuries and illnesses which have occurred
during the previous year.

c. Emergency phone numbers and site address for emergency
response.

If appropriate, the following must be posted:
a. OSHA citations.
b. Notice of informal hearing conference.
c. Names and location of assigned first aid providers.
e. Emergency action plan.

https://www.osha.gov/Publications/osha3165.pdf
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Access to Employee Medical Records & Exposure Records
29 CFR 1910.1020 - Access to employee exposure and medical records
All employee exposure records and medical records are under the control
of DAVID LONG, our Safety Program Administrator.
Exposure records must be retained for 30 years.
Medical records must be retained for the duration of employment plus 30
years.
An employee’s medical record means: “a record concerning the health
status of an employee which is made or maintained by a physician, nurse,
or other health care personnel, or technician.”
This would include:

a. Medical and employment questionnaires or histories (including job
description and occupational exposures).

b. The results of medical examinations (pre-employment, pre-
assignment, periodic, or episodic) and laboratory tests (including
chest and other X-ray examinations taken for the purpose of
establishing a base-line or detecting occupational illnesses and all
biological monitoring not defined as an "employee exposure record".

c. Medical opinions, diagnoses, progress notes, and recommendations.
d. First aid records.
e. Descriptions of treatments and prescriptions.
f. Employee medical complaints.

Note: An employee’s medical record does not include:
a. Physical specimens (e.g., blood or urine samples) which are routinely discarded as a

part of normal medical practice, or
b. Records concerning health insurance claims if maintained separately from the

employer's medical program and its records, and not accessible to the employer by
employee name or other direct personal identifier (e.g., social security number, payroll
number, etc.).

c. Records created solely in preparation for litigation which are privileged from discovery
under the applicable rules of procedure or evidence.

d. Records concerning voluntary employee assistance programs (alcohol, drug abuse, or
personal counseling programs) if maintained separately from the employer's medical
program and its records.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10027
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An employee’s exposure record means a record containing any of the
following kinds of information:

a. Environmental (workplace) monitoring or measuring of a toxic
substance or harmful physical agent, including personal, area, grab,
wipe, or other form of sampling, as well as related collection and
analytical methodologies, calculations, and other background data
relevant to interpretation of the results obtained.

b. Biological monitoring results which directly assess the absorption of a
toxic substance or harmful physical agent by body systems (e.g., the
level of a chemical in the blood, urine, breath, hair, fingernails, etc.)
but not including results which assess the biological effect of a
substance or agent or which assess an employee's use of alcohol or
drugs.

c. Safety data sheets indicating that the material may pose a hazard to
human health.

d. In the absence of the above, a chemical inventory or any other record
which reveals where and when used and the identity (e.g., chemical,
common, or trade name) of a toxic substance or harmful physical
agent.

e. Objective Data for Exemption from Requirement for Initial Monitoring.
Employee Information
Upon first entering into employment, and at least annually thereafter,
each employee will be informed of the following:

a. The existence, location, and availability of any records covered by 29
CFR 1910.1020.

b. The person responsible for maintaining and providing access to
records (DAVID LONG).

c. The employee's rights of access to his/her records.
d. That a copy of 29 CFR 1910.1020 and its appendices will be

maintained in DAVID LONG’s office and made readily available upon
request.

Informational materials concerning access to medical records received
from or provided by the Assistant Secretary of Labor for Occupational
Safety and Health will be distributed to all current employees.
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Access to Records
Employees or their designated representatives will have access to their
medical or exposure records within 15 working days of their request, or, if
this is not possible, DAVID LONG will provide, within 15 working days, the
reason for the delay and provide a best estimate of when the records will
be available.
Copies of employee medical or exposure records will be provided in a
reasonable time, place, and manner and at no cost to the employee.
Upon request, DAVID LONG will provide access to representatives of the
Assistant Secretary of Labor for Occupational Safety and Health employee
exposure and medical records and to analysis using exposure or medical
records.
Analysis Using Medical or Exposure Records
"Analysis using exposure or medical records" means any compilation of
data or any statistical study based at least in part on information collected
from individual employee exposure or medical records or information
collected from health insurance claims records, provided that either the
analysis has been reported to the employer or no further work is currently
being done by the person responsible for preparing the analysis.
Before access is granted to an analysis using medical or exposure records,
all personal identifiers must be removed that could reasonable directly
identify the employee. Identifiers would include: name, SSN, address, etc.
Identifiers that could indirectly identify the employee will also be removed.
These would include date of hire, sex, job title, etc.
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Confidentiality
Nothing in the OSHA standards is intended to affect existing legal and
ethical obligations concerning the maintenance and confidentiality of
employee medical information, the duty to disclose information to a
patient/employee or any other aspect of the medical-care relationship, or
affect existing legal obligations concerning the protection of trade secret
information.
Transfer of records
Should TOP OF THE LINE INC cease to do business, the successor
employer shall receive and retain all the above medical and exposure
records.
Should TOP OF THE LINE INC cease to do business and there is no
successor employer to receive and retain the above medical and exposure
records, they shall be transmitted to the Director of the National Institute
for Occupational Safety and Health (NIOSH).
At the expiration of the retention period for the above medical records,
TOP OF THE LINE INC will notify the Director of the NIOSH at least 3
months prior to the disposal of such records and shall transmit those
records to the Director of the NIOSH if he requests them within that period.
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Enforcement
It is expected that all employees will abide by our safety rules and
guidelines not only to protect themselves, but also to protect their fellow
workers from harm. Should a safety violation occur, the following steps will
be taken by the employee’s immediate supervisor:

a. Minor Safety Violations: Violations which would not reasonably be
expected to result in serious injury.

1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow

and the supervisor will ensure that these procedures are understood.
3. The supervisor will make a written report of the occurrence using our

Enforcement Documentation Form and inform the employee that this
documentation will be forwarded to DAVID LONG, our Safety
Director for a retention period of one year.

4. A repeat occurrence of the same minor safety violation is considered
substantially more serious than the first.

b. Major Safety Violations: Violations which would reasonably be
expected to result in serious injury or
death.

1. The hazardous situation will be corrected.
2. The employee will be informed of the correct procedures to follow

and will impress upon the individual the severity of the violation and
the likely consequences should this type of violation be repeated.
The supervisor will ensure that the individual understands the correct
procedures and will be cautioned that a reoccurrence could result in
disciplinary action up to and including discharge.

3. The supervisor will make a written report of the occurrence using our
Enforcement Documentation Form and inform the employee that this
documentation will be forwarded to DAVID LONG for a retention
period of one year.
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c. Willful Major Safety Violations: Intentional violation of a safety
rule which would reasonably be
expected to result in serious injury
to the employee or a fellow
worker.

1. The hazardous situation will be corrected.
2. The employee will be removed from the facility, the event will

be documented and forwarded to DAVID LONG, and the
employee will be discharged.

Employees are to understand that the primary purpose of documenting
safety violations is to ensure that the important business of employee
safety is taken seriously and that the potential for injury is reduced to the
lowest possible level.

Schedule of Enforcement Actions
Violations occurring within a 1 Year Period

Minor Violation
Offense Action Repeat of Same Offense Action
1st Written Notice 1st 1 Day Off
2nd Written Notice 2nd 3 Days Off
3rd 1 Day Off 3rd Dismissal
4th 2 Days Off
5th 3 Days Off
6th Dismissal

Major Violation
Offense Action Repeat of Same Offense Action
1st Written Notice 1st 4 Days Off
2nd 2 Days Off 2nd Dismissal
3rd 4 Days Off
4th Dismissal
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TOP OF THE LINE INC
Section II

Site/Job Specific Policies and Procedures
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Abrasive Wheels
29 CFR 1910.215: Abrasive wheel machinery

Specific technical requirements for operating and using abrasive wheels,
either on portable equipment or abrasive wheel machinery, are found in the
machine guarding standards noted above. However, there are general
precautions and requirements that apply to all abrasive wheel operations.
An abrasive wheel is defined as a cutting tool consisting of abrasive grains
held together by organic (resin, rubber, shellac or similar bonding agent) or
inorganic bonds. Hazards that present themselves during abrasive wheel
operations include physical contact with the rotating wheel; destruction of
the wheel, itself; inhalation of the bonding particles; being struck by flying
fragments. All these hazards can be eliminated through adherence to
appropriate machine guarding principles, hoods and enclosures with an
exhaust system, and/or respiratory protection.
Immediately before mounting, wheels must be inspected and sounded (ring
test) to ensure they have not been damaged. Ensure the spindle speed
does not exceed the maximum operating speed noted on the wheel.
Ring Test: Wheel to be tested must be dry and free from sawdust. Wheels
should be tapped gently with a light nonmetallic implement, such as the
handle of a screwdriver, or a wooden mallet for heavier wheels. If they
sound cracked (dead), they may not be used. It should be noted that
organic bonded wheels do not emit the same clear metallic ring as do
vitrified and silicate wheels. Tap the wheels about 45° each side of the
vertical centerline and about one or two inches from the periphery. Rotate
the wheel about 45° and repeat the test. A sound, undamaged, wheel will
give a clear metallic tone.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9839
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Aisles
29 CFR 1910.22 - General Requirements
Permanent aisles and passageways will be clearly marked and kept clear
of obstructions.  Where mechanical handling equipment is used, sufficient
clearance will be provided for aisles, doorways and turns.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9714
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Combustible & Flammable Liquid Handling
Only approved containers and portable tanks will be used for storage and
handling of flammable and combustible liquids.  Approved safety cans or
Department of Transportation approved containers will be used for
handling and use of flammable liquids in quantities of 5 gallons or less.
Note: The above does not apply to flammable liquid materials which are highly viscid (extremely

hard to pour) which may be used and handled in their original shipping containers.
Note: For quantities of one gallon or less, the original container may be used for storage, use

and handling.

Flammable or combustible liquids may not be stored in areas used for
exits, stairways, or normally used for the safe passage of people.
Inside a facility, no more than 25 gallons of flammable or combustible
liquids may be stored in a room outside of an approved storage cabinet.
GASOLINE:  General Information
Because most persons use or indirectly handle gasoline on a regular basis
– from filling up automobiles to lawn mowers – the hazards presented by
this product may have become obscure.  Just because you are familiar
with gasoline, never lose sight of the lethal hazards that it may contain.
Gasoline is a flammable liquid which means it has a flash point of less than
100ºF.  The actual flash point – lowest temperature at which a liquid gives
off enough vapor to form a flammable mixture with air – of gasoline is
-45ºF.  The auto-ignition temperature – the temperature at which, with
sufficient oxygen, gasoline will ignite on its own and burn – is 536ºF.
Gasoline has a specific gravity – the weight of the gasoline compared to
the weight of an equal volume of water – of 0.73.  Further, gasoline has a
negligible solubility in water.  Basically, what the above means is that if
water is used to extinguish a gasoline fire, it will only spread it because the
gasoline will float on the water and continue to give off a vapor and form a
flammable mixture with air.  Gasoline fires must be fought with an
extinguisher that is rated for Class B fires such as carbon dioxide, dry
chemical, or foam.  It should be noted that water spray may be used to
cool containers that may be exposed to the heat of the fire to prevent an
explosion.
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Conditions to avoid:  heat, flame, & sources of ignition
Materials to avoid:  strong oxidizers
Health hazard information:  routes of entry:  inhalation, skin, ingestion
Signs & symptoms of overexposure:  headache, nausea, drowsiness,
breathlessness, fatigue, convulsions, loss of conscience, dermatitis
If there is a spill, notify emergency response personnel, evacuate area,
remove ignition sources, and build a dike to contain flow – do not flush to
sewer or open water.  Pick up with inert absorbent and place in closed
container for disposal.
Gasoline is a carcinogen – a cancer causing agent.
General rules:  Post “No Smoking” signs around gasoline storage and
ensure that it is enforced.  Use only approved plastic or metal containers
for portable gasoline carriers.  They must not contain more than 5 gallons.
Double check with local ordinances for storage requirements.
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Company Vehicles
Note: The below applies only to employees who DO NOT operate a commercial motor vehicle

(CMV) in interstate or intrastate commerce.

Only authorized employees may operate, in the course of their work, any
company-owned motor vehicle.
Prior to authorization, the employee must possess a valid and current
license to operate the vehicle.  DAVID LONG, our Safety Director, or
authorized representative, will ensure that the employee has demonstrated
his/her ability to operate the motor vehicle in a safe and competent
manner.
Under no circumstances may any motor vehicle be operated under the
influence of alcohol, illegal drugs, or prescription or over-the-counter drugs
medications that may impair their driving skills.
When driving over the road vehicles, employees will ensure that the vehicle
registration and proof of insurance is within the vehicle.  In the event of an
accident, DAVID LONG will be notified immediately after all potential
injuries are addressed and a police report is filled out.  Employees must
report all traffic violations to DAVID LONG and they (employees) are
responsible for paying all penalties imposed by law.
Loads in vans and trucks will be properly secured (strapped or blocked) to
prevent any shift or movement and care will be taken to not exceed the
vehicles weight limits.
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All company motor vehicles will be maintained in safe operating condition
and in accordance with the manufacturer’s recommended maintenance
schedule.
Before use, a walk around inspection will be performed by the operator
checking tires (tread depth and pressure), glass (chips and cracks), horn
and lights, and general vehicle condition.  No vehicle will be operated
that is not in safe mechanical condition.
It is expected that the below safe vehicle operation/driving procedures will
be followed at all times:

a. Seat belts will be worn by all occupants at all times while the vehicle
is in motion

b. Safe distance (one vehicle length per 10 MPH) will be maintained
c. Posted speed limits will not be exceeded
d. During fuel stops, all fluids will be checked and the windows,

headlights and taillights will be cleaned
e. Constant attention will be maintained by always being aware of road

conditions and surrounding vehicles
Note: Unnecessary distractions will not be permitted such as using hands to dial or

receive cell phone calls or changing radio stations while the vehicle is in motion.

f. Before backing up any vehicle, check behind and blow horn for the
safety of others.
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Compressed Air
29 CFR 1910.101 - Compressed gases (general requirements)
29 CFR 1910.242 - Hand and Portable Powered Tools and Other Hand-Held
Equipment
29 CFR 1910.169 - Air Receivers

Prior to using compressed air, employees will receive training in:
a. Safe use of compressed air.
b. Pneumatic power tools.
c. Inspection of compressed gas cylinders

Safe Use of Compressed Air:
The below applies to compressed air receivers, and other equipment used
in providing and utilizing compressed air for performing operations such as
cleaning, drilling, hoisting, and chipping.

a. Air receivers shall be so installed that all drains, handholes, and
manholes therein are easily accessible. Under no circumstances
shall an air receiver be buried underground or located in an
inaccessible place.

b. A drain pipe and valve shall be installed at the lowest point of every
air receiver to provide for the removal of accumulated oil and water.
Adequate automatic traps may be installed in addition to drain valves.
The drain valve on the air receiver shall be opened and the receiver
completely drained frequently and at such intervals as to prevent the
accumulation of excessive amounts of liquid in the receiver.

c. Every air receiver shall be equipped with an indicating pressure
gauge (so located as to be readily visible) and with one or more
spring-loaded safety valves. The total relieving capacity of such
safety valves shall be such as to prevent pressure in the receiver
from exceeding the maximum allowable working pressure of the
receiver by more than 10 percent.

d. No valve of any type shall be placed between the air receiver and its
safety valve or valves.

e. Safety appliances, such as safety valves, indicating devices and
controlling devices, shall be constructed, located, and installed so
that they cannot be readily rendered inoperative by any means,
including the elements.

f. All safety valves shall be tested frequently and at regular intervals to
determine whether they are in good operating condition.
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Compressed Gas Cylinders
29 CFR 1910-253 - Oxygen-Fuel Gas Welding and Cutting

Compressed Gas Cylinders Use
Compressed gas cylinders are used at many workplaces – the most
common being oxygen and acetylene for welding.
Failure to follow basic safety procedures could result in serious injuries
such as:

a. Flash burn – due to explosion.
b. Fragment impalement – due to explosion.
c. Compression of the foot – due to mishandling of tanks.
d. Inhalation of hazardous gases – due to leakage.

Basic safety procedures for compressed gas cylinders:
a. Cylinders must remain upright and chained to a substantial support

or cart when in use.
b. Wear appropriate personal protective equipment for the job – such as

steel toed shoes, apron, goggles, gloves, helmet, etc.
c. Read and understand the SDS for the gas being used and know the

location of the SDS in case of an emergency.
d. Have appropriate fire extinguisher readily available
e. To release the gas, open the cylinder valve slowly – standing away

from the face and back of the gage – and leave the opening tools in
place (on the valve stem) for quick shut-off in the event of an
emergency.

f. Ensure cylinder valves, regulators, couplings, and hose are free of oil
and grease and ensure all connections are tight.

g. When using oxygen-fuel systems, use flashback arrestors and
reverse-flow check valves to prevent flashback.

h. Keep cylinders away from open flames and sources of heat.
i. Cylinders are never allowed in confined spaces.
j. Do not alter or attempt to repair safety devices or valves.
k. Remove the regulators when:  a) moving cylinders; b) work is

completed; and c) cylinders are empty.
l. Take care to prevent combustible materials from exposure to welding

or cutting operations.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9854
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Inspection of compressed gas cylinders:
We shall determine that compressed gas cylinders under the control of
TOP OF THE LINE INC are in a safe condition to the extent that this can
be determined by visual inspection. Visual and other inspections shall be
conducted as prescribed in the Hazardous Materials Regulations of the
Department of Transportation (49 CFR parts 171-179 and 14 CFR part
103).
Where those regulations are not applicable, visual and other inspections
shall be conducted in accordance with Compressed Gas Association
Pamphlets C-6-1968 and C-8-1962, which is incorporated by reference as
specified in Sec. 1910.6.
Note: Compressed gas cylinders, portable tanks, and cargo tanks shall have pressure relief

devices installed and maintained in accordance with Compressed Gas Association
Pamphlets S-1.1-1963 and 1965 addenda and S-1.2-1963, which is incorporated by
reference as specified in Sec. 1910.6.

Training
All employees who use compressed gas cylinders will be trained in their
proper storage, handling, and use.
Specific requirements for compressed gas cylinder use include:

a. Compressed gas cylinders will be clearly marked to identify the gas
contained therein.  Gas identification must be stamped or stenciled
on the gas cylinder or a label affixed.  No gas cylinder will be
accepted for use that does not legibly identify its content by name.   

b. Visual or other inspections will be performed by the competent
person on site to ensure the compressed gas cylinders are in a safe
condition.

c. Compressed gas cylinders will be inspected to ensure they are
equipped with the correct regulator.  Before use, regulators and
cylinder valves will be inspected to ensure they are free from oil, dirt,
and solvents.

d. Compressed gas cylinders will have valve protectors in place when
not in use or connected for use.

1. When a cylinder cap cannot be removed by hand, the cylinder will be
tagged “Do Not Use” and returned to the designated storage area for
return to the vendor.

e. The user of the compressed gas cylinders will use only the tools
supplied by the provider to open and close cylinder valves.
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f. Valves will be closed before the cylinder is moved, when the cylinder
is empty, and at the completion of each job.

g. Leaking cylinders will be moved to an isolated, well-ventilated area,
away from ignitions sources.  
Note: Soapy water will be used to detect the exact location of the leak.  If the leak is at

the junction of the cylinder valve and cylinder, do not attempt to repair it.  The
supplier will be contacted and asked for proper response instructions.

h. Gasses may never be mixed in a cylinder.  Only professionals may
refill gas cylinders.

i. Hoses and connections will be inspected regularly for damage. 
Hoses should be stored in cool areas and protected from damage.

Transportation of Compressed Gas Cylinders
a. Compressed gas cylinders must be transported in a vertical secured

position using a cylinder basket or cart.  
b. Regulators should be removed and cylinders capped before

movement.  
c. Cylinders may never be rolled.  Cylinders should not be dropped or

permitted to strike violently.  
d. Protective caps are not to be used to lift cylinders.

Compressed Gas Cylinders Storage
a. Cylinders must be secured at all times in such a way as to avoid

them being knocked over or damaged.  They must be stored in a
vertical position.  They must be segregated based on contents.  20
feet should be maintained between oxidizers and flammables or
firewalls erected at least 5 feet high with a fire rating of 30 minutes.

b. Cylinders must be protected from damage, corrosion, sunlight.
c. Cylinders must be stored in well protected, well ventilated, dry

locations away from sunlight.  Cylinders will never be kept in
unventilated enclosures such as lockers or cupboards.

d. Cylinders must be stored away from stairs, elevators, and gangways.
e. Clearly designated and labeled separate storage area will be

provided for full and empty cylinders.
f. Empty cylinders that are no longer needed must be marked as “MT”

and dated when empty.  Empty cylinders must be handled as
carefully as full cylinders.

g. Cylinders will be capped when they are not being used.
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Disposable Respirators
OSHA requires that employees who voluntarily use disposable respirators
in situations where respiratory protection is not specifically required by
OSHA standard (in atmospheres where exposures are below the
permissible exposure limit) essentially for personal comfort or additional,
though not required, respiratory protection be informed of 29 CFR
1910.134 Appendix D, printed below.

Standard Number: 1910.134 App D
Standard Title: (Mandatory) Information for Employees Using
Respirators When Not Required Under Standard.
Respirators are an effective method of protection against designated hazards when
properly selected and worn.  Respirator use is encouraged, even when exposures
are below the exposure limit, to provide an additional level of comfort and
protection for workers.  However, if a respirator is used improperly or not kept
clean, the respirator itself can become a hazard to the worker.  Sometimes,
workers may wear respirators to avoid exposures to hazards, even if the amount of
hazardous substance does not exceed the limits set by OSHA standards.  If your
employer provides respirators for your voluntary use, of if you provide your own
respirator, you need to take certain precautions to be sure that the respirator itself
does not present a hazard.  You should do the following: 1. Read and heed all
instructions provided by the manufacturer on use, maintenance, cleaning and care,
and warnings regarding the respirators limitations.  2.  Choose respirators certified
for use to protect against the contaminant of concern.  NIOSH, the National
Institute for Occupational Safety and Health of the U.S. Department of Health and
Human Services, certifies respirators.  A label or statement of certification should
appear on the respirator or respirator packaging.  It will tell you what the respirator
is designed for and how much it will protect you.  3.  Do not wear your respirator
into atmospheres containing contaminants for which your respirator is not designed
to protect against.  For example, a respirator designed to filter dust particles will not
protect you against gases, vapors, or very small solid particles of fumes or smoke. 
4.  Keep track of your respirator so that you do not mistakenly use someone else's
respirator.
 [63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]

All disposable respirators, such as Moldex, 3M, Wilson, North Safety, etc.
must be marked with the manufacturer’s name, the part number, the
protection provided by the filter, and “NIOSH”.
Disposable filters are actually negative pressure respirators.  They protect
the user by filtering particles out of the air breathed.  
Though disposable filters cannot be fit-tested in the traditional sense, they
must be fit-tested in accordance with the manufacturer’s instructions.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9784
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9784
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Dockboards
The employer must ensure that each dockboard used meets the
requirements of this section. The employer must ensure: 

a. Dockboards are capable of supporting the maximum intended load in
accordance with §1910.22(b);
Dockboards that are put into initial service on or after January 17,
2017 must be designed, constructed, and maintained to prevent
transfer vehicles from running off the dockboard edge. 
Exception: When the employer demonstrates there is no hazard of transfer vehicles

running off the dockboard edge, the employer may use dockboards that do
not have run-off protection. 

b. Portable dockboards are secured by anchoring them in place or
using equipment or devices that prevent the dockboard from moving
out of a safe position.  When the employer demonstrates that
securing the dockboard is not feasible, the employer must ensure
there is sufficient contact between the dockboard and the surface to
prevent the dockboard from moving out of a safe position; 

c. Measures, such as wheel chocks or sand shoes, are used to prevent
the transport vehicle (e.g. a truck, semi-trailer, trailer, or rail car) on
which a dockboard is placed, from moving while employees are on
the dockboard.

d. Portable dockboards are equipped with handholds or other means to
permit safe handling of dockboards. 



TOP OF THE LINE INC Page | 62
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Electrical Work - Workplace Safety
29 CFR 1910.305 - Wiring methods, components, and equipment for general use
29 CFR 1910.332 - Training
29 CFR 1910.333 - Selection and use of work practices
29 CFR 1910.334 - Use of equipment

No electrical work shall be performed on electric distribution circuits
or equipment, except by a qualified person or by a person trained to
perform electrical work and to maintain electrical equipment under
the direct supervision of a qualified person.  Disconnecting devices
shall be locked out and suitably tagged by the persons who perform
such work, except that in cases where locking out is not possible,
such devices shall be opened and suitably tagged by such persons.
Locks or tags shall be removed only by the persons who installed
them or, if such persons are unavailable, by persons authorized by
the operator or his agent.
Only qualified or trained personnel may perform electrical work.
All electrical work will be done according to the latest adopted National
Electrical Code as well as established local codes.
Only qualified persons may work on electric circuit parts or equipment that
has not been de-energized.  These persons must be made familiar with the
use of special precautionary techniques, PPE, insulating & shielding
materials and insulated tools.
Note: When dealing with safety related work practices to prevent electric shock or other injuries

resulting from either direct or indirect electrical contacts, a Qualified Person is defined as
one who:  "is permitted to work on or near exposed energized parts" and who, at a
minimum, has been trained in and is familiar with:
a. The skills and techniques necessary to distinguish exposed live parts from other parts

of electric equipment, and
b. The skills and techniques necessary to determine the nominal voltage of exposed live

parts, and
c. The clearance distances specified in 29 CFR 1910.333(c) and the corresponding

voltages to which the qualified person will be exposed

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9882
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9909
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9911
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910
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APPROACH DISTANCES FOR QUALIFIED
EMPLOYEES - ALTERNATING CURRENT  

  Voltage range (phase to phase)  Minimum approach
distance

________________________________________________________________________________________________________

   300V and less  Avoid Contact
  Over 300V, not over 750V  1 ft. 0 in. (30.5 cm).
  Over 750V, not over 2kV  1 ft. 6 in. (46 cm).
  Over 2kV, not over 15kV  2 ft. 0 in. (61 cm).
  Over 15kV, not over 37kV  3 ft. 0 in. (91 cm).
  Over 37kV, not over 87.5kV  3 ft. 6 in. (107 cm).
  Over 87.5kV, not over 121kV  4 ft. 0 in. (122 cm).
  Over 121kV, not over 140kV  4 ft. 6 in. (137 cm).

Note: When an unqualified person is working overhead lines, the location shall be such that the
person and the longest conductive object he or she may contact cannot come closer to
any unguarded, energized overhead line than the following distances:

For voltages to ground 50kV or below 10 feet
For voltages to ground over 50kV 10 feet plus 4 inches for every 10kV 

over 50kV.
Note: When an unqualified person is working on the ground in the vicinity of overhead lines, the

person may not bring any conductive object closer to unguarded, energized overhead
lines than the distances given above.

Electrical Safety Measures:
a. Daily, prior to use, all electrical equipment – including extension

cords – will be inspected and defective items will be tagged out of
service and not used.

b. With the exception of double insulated tools (with UL approval), all
electrical tools and equipment will be grounded.

c. Tools will not be hoisted by their flexible electrical cords.
d. Except in an emergency, load rated switches and circuit breakers will

be used for the opening and closing of circuits under load conditions
as opposed to fuses and splice connections.

e. While working on electrical equipment, unauthorized persons will be
kept clear by barriers or other means of guarding.
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f. Temporary wiring and extension cords will be kept off of walking
working surfaces and vehicle traffic areas or covered to prevent
tripping and vehicle damage.
1. Electrical cords will not be suspended with staples, hung from

nails, or suspended by wire.
2. Worn or frayed electric cords or cables will not be used.

g. Hands will be dry when working on electrical equipment including
plugging in extension cords.

h. When working around any electrical power circuit, employees will:
1. Protect themselves by de-energizing the circuit and grounding it or

by establishing insulation between themselves and the current.
2. Ensure that any conductive materials and equipment that are in

contact with any part of their body will be handled in a manner that
will preclude contact with exposed energized conductors or circuit
parts.

3. Use portable ladders that have non-conductive siderails.
4. Remove or insulate conductive articles of jewelry and clothing that

might contact exposed energized parts.
i. Only qualified persons may perform testing work on electric circuits

or equipment.
j. Sufficient access and working space must be maintained about all

electric equipment to permit ready and safe operation and
maintenance.  This space must be kept clear, i.e., it cannot be used
for storage.

k. Portable ladders must have non-conductive side rails.
l. Conductive items of jewelry or clothing must not be worn around

electricity unless rendered non-conductive by covering, wrapping, or
other insulating means.
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Ground Fault Circuit Interrupters
A ground fault circuit interrupter (GFCI) provides protection for all 120-volt,
15-, 20-, and 30-ampere receptacle outlets that are not a part of the
permanent wiring by detecting lost current resulting from a short,
overheating, and/or ground fault.  It should be noted that an extension cord
into which electrical devices are plugged are not part of the permanent
wiring; therefore, GFCI's are required.
A GFCI will "trip" when the amount of current amperes going to an
electrical device in the hot conductor and the amount of current returning
from an electrical device differs by approximately 5 milliamps.  The GFCI
can interrupt the current within as little as 1/40th of a second.
The current that is missing is being lost through a ground fault, whether it is
in the actual grounding, a short in the equipment, or electricity going
through the employee to the ground.
A GFCI will not protect an employee who comes in contact with two hot
wires or a hot wire and a neutral wire.  A GFCI will provide protection
against fires, overheating, damage to insulation, and, the most common
form of electrical shock hazard -- the ground fault.   GFCI’s must be tested
before use.
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Extension Cords
Extension cords (temporary wiring), temporary electrical power, and
lighting installations of 600 volts, nominal, or less may be used only as
follows:

a. during and for remodeling, maintenance, or repair of buildings,
structures, or equipment, and similar activities.

b. for a period not to exceed 90 days for Christmas decorative lighting
and similar purposes.

c. during emergencies.
Temporary wiring shall be removed immediately upon completion of the
project or purpose for which the wiring was installed.
Extension cords shall not replace permanent wiring and the following
safety precautions will be adhered to:

a. Extension cords will be kept off of walking working surfaces or be
covered to prevent tripping.  Cords will not be placed in vehicle traffic
lanes.

b. Electrical cords will not be suspended with staples, hung from nails,
or suspended by wire.

c. Worn or frayed electric cords or cables will not be used.
Prior to using an extension cord, an employee must:

a. Inspect the cord for cracks and cuts and a defective cord will be
tagged and removed from service.

b. Ensure the cord has a three prong plug for grounding.
c. Use the shortest continuous length of cord possible.  Cords may not

be spliced together.
d. Make certain the cord does not lay in water.
e. Ensure cord is properly rated for the job.
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Fixed Industrial Stairs
Fixed industrial stairs includes interior and exterior stairs around
machinery, tanks, and other equipment, and stairs leading to or from floors,
platforms, or pits.   It does not apply to stairs used for fire exit purposes, to
construction operations to private residences, or to articulated stairs, such
as may be installed on floating roof tanks or on dock facilities, the angle of
which changes with the rise and fall of the base support.
Fixed stairs shall be provided for access from one structure level to
another where operations necessitate regular travel between levels, and
for access to operating platforms at any equipment which requires
attention routinely during operations.
Fixed stairs shall also be provided where access to elevations is daily or at
each shift for such purposes as gauging, inspection, regular maintenance,
etc., where such work may expose employees to acids, caustics, gases, or
other harmful substances, or for which purposes the carrying of tools or
equipment by hand is normally required.
Spiral stairways shall not be permitted except for special limited usage and
secondary access situations where it is not practical to provide a
conventional stairway. Winding stairways may be installed on tanks and
similar round structures where the diameter of the structure is not less than
five (5) feet.
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Guarding Floor and Wall Openings and Holes
Protection for floor openings:
Every stairway floor opening shall be guarded by a standard railing.  The
railing shall be provided on all exposed sides (except at entrance to
stairway).  For infrequently used stairways where traffic across the opening
prevents the use of fixed standard railing (as when located in aisle spaces,
etc.), the guard shall consist of a hinged floor opening cover of standard
strength and construction and removable standard railings on all exposed
sides (except at entrance to stairway).
Every ladder way floor opening or platform shall be guarded by a standard
railing with standard toeboard on all exposed sides (except at entrance to
opening), with the passage through the railing either provided with a
swinging gate or so offset that a person cannot walk directly into the
opening.
Every hatchway and chute floor opening shall be guarded by one of the
following:

a. Hinged floor opening cover of standard strength and construction
equipped with standard railings or permanently attached thereto so
as to leave only one exposed side. When the opening is not in use,
the cover shall be closed or the exposed side shall be guarded at
both top and intermediate positions by removable standard railings.

b. A removable railing with toeboard on not more than two sides of the
opening and fixed standard railings with toeboards on all other
exposed sides. The removable railings shall be kept in place when
the opening is not in use.

Where operating conditions necessitate the feeding of material into any
hatchway or chute opening, protection shall be provided to prevent a
person from falling through the opening.
Every pit and trapdoor floor opening, infrequently used, shall be guarded
by a floor opening cover of standard strength and construction. While the
cover is not in place, the pit or trap opening shall be constantly attended by
someone or shall be protected on all exposed sides by removable standard
railings.
Every manhole floor opening shall be guarded by a standard manhole
cover which need not be hinged in place.  While the cover is not in place,
the manhole opening shall be constantly attended by someone or shall be
protected by removable standard railings.
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Every temporary floor opening shall have standard railings, or shall be
constantly attended by someone.
Every floor hole into which persons can accidentally walk shall be guarded
by either:

a. A standard railing with standard toeboard on all exposed sides, or
b. A floor hole cover of standard strength and construction. While the

cover is not in place, the floor hole shall be constantly attended by
someone or shall be protected by a removable standard railing.

Every floor hole into which persons cannot accidentally walk (on account of
fixed machinery, equipment, or walls) shall be protected by a cover that
leaves no openings more than 1 inch wide.  The cover shall be securely
held in place to prevent tools or materials from falling through.
Protection for wall openings and holes:
Every wall opening from which there is a drop of more than 4 feet shall be
guarded by one of the following:

a. Rail, roller, picket fence, half door, or equivalent barrier. Where there
is exposure below to falling materials, a removable toe board or the
equivalent shall also be provided. When the opening is not in use for
handling materials, the guard shall be kept in position regardless of a
door on the opening. In addition, a grab handle shall be provided on
each side of the opening with its center approximately 4 feet above
floor level and of standard strength and mounting.

b. Extension platform onto which materials can be hoisted for handling,
and which shall have side rails or equivalent guards of standard
specifications.

Every temporary wall opening shall have adequate guards but these need
not be of standard construction.
Where there is a hazard of materials falling through a wall hole, and the
lower edge of the near side of the hole is less than 4 inches above the
floor, and the far side of the hole more than 5 feet above the next lower
level, the hole shall be protected by a standard toeboard, or an enclosing
screen either of solid construction.
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Protection of open-sided floors, platforms, and runways:
Every open-sided floor or platform 4 feet or more above adjacent floor or
ground level shall be guarded by a standard railing on all open sides
except where there is entrance to a ramp, stairway, or fixed ladder. The
railing shall be provided with a toeboard wherever, beneath the open sides,

a. Persons can pass,
b. There is moving machinery, or
c. There is equipment with which falling materials could create a

hazard.
Every runway shall be guarded by a standard railing on all open sides 4
feet or more above floor or ground level.  Wherever tools, machine parts,
or materials are likely to be used on the runway, a toeboard shall also be
provided on each exposed side.
Runways used exclusively for special purposes (such as oiling, shafting, or
filling tank cars) may have the railing on one side omitted where operating
conditions necessitate such omission, providing the falling hazard is
minimized by using a runway of not less than 18 inches wide.  Where
persons entering upon runways become thereby exposed to machinery,
electrical equipment, or other danger not a falling hazard, additional
guarding that is specified may be essential for protection.
Regardless of height, open-sided floors, walkways, platforms, or runways
above or adjacent to dangerous equipment, pickling or galvanizing tanks,
degreasing units, and similar hazards shall be guarded with a standard
railing and toe board.
If an employee’s work requires him or her to work at a height of 4 feet or
more above a lower level and standard guardrails are not available, fall
protection will be provided by a safety harness and lanyard. Particular
attention will be paid to the anchorage point to ensure that it is capable of
the stresses that may be placed upon it.
While on a host employer’s property, protection for fixed stairways, ladder
openings, hatchway openings, manholes, skylights, ramps, and platforms
will not be compromised.  Requests to make any changes shall not take
place without direct permission from the host employer.
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Hoists
A hoist is a useful mechanical device which gives one the ability to lift and
move heavy objects – not people.  No person is to ride on a hoist.  As with
all mechanical devices, improper use may lead to injury.  You must know
what you are doing and you must be careful.
Before use, hoists must be inspected for bent or damaged components. 
Particular attention should be paid to guarding.  Fingers and loose clothing
could be snagged in exposed mechanisms.  Chains, cables, or rope slings
must not be kinked, twisted, or frayed.
Loads must be properly rigged with hooks or slings, and they must never
exceed the hoist's rated capacity.
Ensure that the area around the hoist is free from debris and, most
importantly, people.  Do not allow yourself or others to be under a hoisted
load.
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Ladders
29 CFR 1910.25:  Portable wood ladders
29 CFR 1910.26:  Portable metal ladders
29 CFR 1910.27:  Fixed Ladders

All employees using ladders are required by OSHA standard to receive
training and understand proper procedures for ladder use before using a
ladder in a work situation.  
All fixed ladders, appurtenances, and fastenings will be designed to meet
the load requirements of 29 CFR 1910.27(a).

All fixed ladder specific requirements (rungs and cleats, side rails,
fastenings, and splices) will meet the design requirements found in 29 CFR
1910.27(b).

Metal ladders and appurtenances shall be painted or otherwise treated to
resist corrosion and rusting when location demands. Ladders formed by
individual metal rungs imbedded in concrete, which serve as access to pits
and to other areas under floors, are frequently located in an atmosphere
that causes corrosion and rusting. To increase rung life in such
atmospheres, individual metal rungs shall have a minimum diameter of 1
inch or shall be painted or otherwise treated to resist corrosion and rusting.
Wood ladders, when used under conditions where decay may occur, shall
be treated with a nonirritating preservative. The details shall be such as to
prevent or minimize the accumulation of water on wood parts.
When different types of materials are used in the construction of a ladder,
the materials used shall be so treated as to have no harmful effects on
each other.
All clearances on fixed ladders will meet the requirements of 29 CFR
1910.27(c).

All special requirements (cages or wells, landing platforms, ladder
extensions, grab bars, safety devices) will meet the requirements of 29 CFR
1910.27(d).

All fixed ladder pitch will meet the requirements of 29 CFR 1910.27(e).

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9717
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9718
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9718
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9719
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For fixed ladders that extend more than 24 feet (7.3 m) above a lower
level, the employer must ensure: 

a. Existing fixed ladders. Each fixed ladder installed before November
19, 2018 is equipped with a personal fall arrest system, ladder safety
system, cage, or well;

b. New fixed ladders. Each fixed ladder installed on and after November
19, 2018, is equipped with a personal fall arrest system or a ladder
safety system; 

c. Replacement. When a fixed ladder, cage, or well, or any portion of a
section thereof, is replaced, a personal fall arrest system or ladder
safety system is installed in at least that section of the fixed ladder,
cage, or well where the replacement is located; and 

d. Final deadline. On and after November 18, 2036, all fixed ladders are
equipped with a personal fall arrest system or a ladder safety system.

All ladders shall be maintained in a safe condition. All ladders shall be
inspected regularly, with the intervals between inspections being
determined by use and exposure.
American National Standards Institute (ANSI) and NIOSH approval labels
should never be covered with paint or tape.  Having ladders that are
constructed to standard will prevent collapse and resultant falls.
All ladders will be inspected periodically and defective ladders will be
tagged and placed out of service.
American National Standards Institute (ANSI) and NIOSH approval labels
should never be covered with paint or tape.  Having ladders that are
constructed to standard will prevent collapse and resultant falls.
Specific operational procedures for ladders directly relating to the
elimination of fall hazards are listed below:

a. A stairway or a ladder will be provided at all personnel points of
access where there is a break in elevation of 19 inches or more.

b. Ladders will never be overloaded.
c. Ladder rungs, cleats, and steps must be parallel, level, and uniformly

spaced when a ladder is in position for use.
d. Ladders will not be tied or fastened together unless they are so

designed.

http://www.ansi.org/
http://www.cdc.gov/niosh/
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e. Portable ladders used for gaining access to an upper level will extend
at least 3 feet above the upper landing surface or the ladder will be
secured at its top.

f. Ladders must be free of oil, grease, or other slipping hazards.
g. Ladders must be used for the purpose for which they were designed.
h. Non-self-supporting ladders will be used at such an angle so that the

horizontal distance from the top support to the foot of the ladder is
approximately ¼ of the working length of the ladder.

i. Ladders will only be used on stable and level surfaces unless
secured to prevent displacement.

j. Ladders shall not be used on slippery surfaces unless secured or
provided with slip-resistant feet to prevent accidental displacement.

k. Ladders placed in any location where they can be displaced by
workplace activities or traffic will be secured to prevent accidental
displacement, or a barricade will be used to keep the activities or
traffic away from the ladder.

l. The area around the top and bottom of the ladder shall be kept clear.
m. Ladders shall not be moved, shifted, or extended while occupied.
n. The top step of a stepladder shall not be used as a step.
o. Portable ladders with structural defects will be immediately marked in

a manner that readily identifies them as defective and removed from
service until repaired.

p. When ascending or descending a ladder, one must face the ladder.
q. Employees must use at least one hand to grasp the ladder when

progressing up and/or down the ladder.
r. Employees are not to carry any object or load that could cause loss

of balance and a resultant fall.



TOP OF THE LINE INC Page | 75
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Lighting
A competent person will ensure that all work areas have adequate lighting. 
Adequate lighting serves a two-fold purpose – allowing tasks to be more
readily performed as well as providing the additional safety factor of being
seen by persons not involved with the work – especially vehicular traffic.
If generators are used for auxiliary lighting, they will be operated and
maintained by authorized persons who are competent by training or
experience.



TOP OF THE LINE INC Page | 76
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

LP - Gas Storage
Liquefied petroleum gas (LP-Gas) is sometimes used at the workplace to
provide fuel for temporary heating devices.
LP-Gas systems must have containers, valves, connectors, manifold valve
assemblies, and regulators of an approved type.  All cylinders must be
DOT approved.
Rules for inside storage (under construction standards) are simple -- it is
not allowed!
Note: Under industry standards, up to 300 pounds of LP-Gas may be stored, with adherence to

specific safety procedures, is allowed.

Rules for outside storage requires that containers be in a suitable
ventilated enclosure or otherwise protected against tampering.  At least
one approved portable fire extinguisher having a rating of not less than
20-B:C must be readily available.
The distances from buildings or groups of buildings that containers must be
stored are as follows:

Quantity of LP-Gas Stored Distance in Feet
500 lbs or less     0

501 to   6,000 lbs 10
6,001 to 10,000 lbs 20

over 10,000 lbs 25
Storage must not be near building openings or vehicular traffic.
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Machine Guarding
OSHA Standards:
29 CFR 1910.212: General requirements for all machines.
29 CFR 1910.217: Mechanical power presses.
29 CFR 1910.217: App A Mandatory requirement for certification/validation of
safety systems for presence sensing device initiation of mechanical power
presses
29 CFR 1910.217: App B Non-mandatory guidelines for certification/validation of
safety systems for presence sensing device initiation of mechanical power
presses
29 CFR 1910.217: App C Mandatory requirements for OSHA recognition of
third-party validation organizations for the PSDI standard
29 CFR 1910.217: App D Non-mandatory supplementary information
29 CFR 1910.219: Mechanical power-transmission apparatus

Most injuries that occur when operating a machine happen at the point of
operation -- the point on a machine where the actual work (cutting,
bending, spinning) occurs.  This is also the point where guards can protect
fingers and hands exposed to that danger.  Machine guarding also protects
employees from other dangers such as flying pieces of metal, sparks,
gears, belts, and rotating parts.
Accident prevention in this area is a function of machine design,
engineering controls, and operator training.  Types of machine guarding
are almost as numerous as types of machines with the most common
being a physical barrier to prevent accidental insertion of body parts. 
Guards are vital for safety reasons and machine guards designed into a
machine should never be altered or removed.  The speed and tremendous
forces generated in modern machines is such that severe injury or even
death could occur without warning and without even slowing the machine
down.
Training and proper work methods go a long way toward reducing machine
accidents.  Like all safeguards, there is generally a way to bypass safety
features that are engineered into machines.  This is sometimes done to
increase speed or just to make one's job easier.  This could result in a
tragic, avoidable accident.  The few seconds saved could cause a lifetime
of grief.  Do not bypass safety systems.
Horizontal belts, pulleys, and gears which are less than seven feet from the
floor will be guarded.  Operate all machines according to the instructor's
manual and follow all safety procedures.
Because of the seriousness of machine guarding, specific guidelines for
point of operation guarding follow:
Reference our Lockout-Tagout - Control of Hazardous Energy Program
and Personal Protective Equipment Program.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9836
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9841
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9842
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9842
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9842
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9842
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9843
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9843
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9843
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9844
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9844
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9845
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9847
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OSHA’s machinery and machine guarding standards require that one or
more guarding methods be utilized to protect employees (operating, minor
servicing and others nearby) from exposure to hazardous machine energy.
METHODS OF MACHINE SAFEGUARDING
There are many ways to safeguard machines.  The type of operation, the
size or shape of stock, the method of handling, the physical layout of the
work area, the type of material, and production requirements or limitations
will help to determine the appropriate safeguarding method for the
individual machine.
As a general rule, power transmission apparatus is best protected by fixed
guards that enclose the danger areas.  For hazards at the point of
operation (where moving parts actually perform work on stock) several
kinds of safeguarding may be possible.  One must always choose the most
effective and practical means available.
Safeguard Classifications:
GUARDS

a. Fixed
A fixed guard is a permanent part of the machine.  It is not dependent
upon moving parts to perform its intended function.  It may be
constructed of sheet metal, screen, wire cloth, bars, plastic, or any
other material that is substantial enough to withstand whatever
impact it may receive and to endure prolonged use.  This guard is
usually preferable to all other types because of its relative simplicity
and permanence.  

b. Interlocked
When this type of guard is opened or removed, the tripping
mechanism and/or power automatically shuts off or disengages, and
the machine cannot cycle or be started until the guard is back in
place.  An interlocked guard may use electrical, mechanical,
hydraulic, or pneumatic power or any combination of these. 
Interlocks should not prevent "inching" by remote control if required. 
Replacing the guard should not automatically restart the machine. 
To be effective, all movable guards should be interlocked to prevent
occupational hazards.
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c. Adjustable
Adjustable guards are useful because they allow flexibility in
accommodating various sizes of stock.

d. Self-adjusting
The openings of these barriers are determined by the movement of
the stock.  As the operator moves the stock into the danger area, the
guard is pushed away, providing an opening which is only large
enough to admit the stock.  After the stock is removed, the guard
returns to the rest position.  This guard protects the operator by
placing a barrier between the danger area and the operator.  The
guards may be constructed of plastic, metal, or other substantial
material.  Self-adjusting guards offer different degrees of protection.

DEVICES
a. Presence Sensing

(1) Photoelectrical (optical)
The photoelectric (optical) presence-sensing device uses a
system of light sources and controls which can interrupt the
machine's operating cycle.  If the light field is broken, the
machine stops and will not cycle.  This device must be used only
on machines which can be stopped before the worker can reach
the danger area.  The design and placement of the guard
depends upon the time it takes to stop the mechanism and the
speed at which the employee's hand can reach across the
distance from the guard to the danger zone.  

(2) Radiofrequency (capacitance)
The radiofrequency (capacitance) presence-sending device uses
a radio beam that is part of the machine control circuit.  When
the capacitance field is broken, the machine will stop or will not
activate.  Like the photoelectric device, this device shall only be
used on machines which can be stopped before the worker can
reach the danger area.  This requires the machine to have a
friction clutch or other reliable means for stopping.

(3) Electromechanical
The electromechanical sensing device has a probe or contact
bar which descends to a predetermined distance when the
operator initiates the machine cycle.  If there is an obstruction
preventing it from descending its full predetermined distance, the
control circuit does not actuate the machine cycle.
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b. Pullback
Pullback devices utilize a series of cables attached to the operator's
hands, wrists, and/or arms.  This type of device is primarily used on
machines with stroking action.  When the slide/ram is up between
cycles, the operator is allowed access to the point of operation. 
When the slide/ram begins to cycle by starting its descent, a
mechanical linkage automatically assures withdrawal of the hands
from the point of operation.  

c. Restraint
A restraint (holdout) device utilizes cables or straps that are
attached to the operator's hands at a fixed point.  The cables or
straps must be adjusted to let the operator's hands travel within a
predetermined safe area.  There is no extending or retracting action
involved.  Consequently, hand-feeding tools are often necessary if
the operation involves placing material into the danger area.  

d. Safety Controls
Safety trip controls provide a quick means for deactivating the
machine in an emergency situation.  
(1) Safety trip control

1. Pressure-sensitive body bar
A pressure-sensitive body bar, when depressed, will
deactivate the machine.  If the operator or anyone trips, loses
balance, or is drawn toward the machine, applying pressure
to the bar will stop the operation.  Therefore, the positioning
of the bar is critical.  It must stop the machine before a part of
the employee's body reaches the danger area.  

2. Safety trip rod
When pressed by hand, the safety trip rod deactivates the
machine.  Because the trip rod has to be actuated by the
operator during an emergency situation, its proper position is
also critical.

3. Safety tripwire cable
Safety tripwire cables are located around the perimeter of or
near the danger area.  The operator must be able to reach
the cable with either hand to stop the machine.  All of these
tripwire rods or other safety devices must be manually reset
to restart the machine.  Simply releasing the tripwire to
restart the machine will not ensure that the employee is out
of danger when the machine restarts.  
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(2) Two-hand control
The two-hand control requires constant, concurrent pressure by
the operator to activate the machine.  This kind of control
requires a part-revolution clutch, brake, and a brake monitor if
used on a power press.  With this type of device, the operator's
hands are required to be at a safe location (on control buttons)
and at a safe distance from the danger area while the machine
completes its closing cycle.  

(3) Two-hand trip
A two-hand trip requires concurrent application of both the
operator's control buttons to activate the machine cycle, after
which the hands are free.  This device is usually used with
machines equipped with full-revolution clutches.  The trips must
be placed far enough from the point of operation to make it
impossible for the operator to move his or her hands from the trip
buttons or handles into the point of operation before the first half
of the cycle is completed.  The distance from the trip button
depends upon the speed of the cycle and the band speed
constant.  Thus the operator's hands are kept far enough away
to prevent them from being placed in the danger area prior to the
slide/ram or blade reaching the full "down" position.  To be
effective, both two-hand controls and trips must be located so
that the operator cannot use two hands or one hand and another
part of his/her body to trip the machine.  

GATES
A gate is a movable barrier that protects the operator at the point of
operation before the machine cycle can be started.  In many instances
gates are designed to be operated with each machine cycle.  

a. Interlocked
To be effective, the gate must be interlocked so that the machine will
not begin a cycle unless the gate guard is in place.  It must be in the
closed position before the machine can function.  If the gate is not
permitted to descend to the fully closed position, the press will not
function.  Another potential application of this type of guard is where
the gate is a component of a perimeter safeguarding system.  Here
the gate may provide protection not only to the operator but to
pedestrian traffic as well.  
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LOCATION/DISTANCE
A thorough hazard analysis of each machine and particular situation is
absolutely essential before attempting this safeguarding technique.  To
consider a part of a machine to be safeguarded by location, the dangerous
moving part of a machine must be so positioned that those areas are not
accessible or do not present a hazard to a worker during the normal
operation of the machine.  This may be accomplished by locating a
machine so that the hazardous parts of the machine are located away from
operator work stations or other areas where employees walk or work
and/or positioning a machine with its power transmission apparatus against
a wall and leaving all routine operations conducted on the other side of the
machine. Additionally, enclosure walls or fences can restrict access to
machines.
Another possible solution is to have dangerous parts located high enough
to be out of the normal reach of any worker.  The feeding process can be
safeguarded by location if a safe distance can be maintained to protect the
worker's hands.  The dimensions of the stock being worked on may
provide adequate safety.  For instance, if the stock is several feet long and
only one end of the stock is being worked on, the operator may be able to
hold the opposite end while the work is being performed.  An example
would be a single-end punching machine.  However, depending upon the
machine, protection might still be required for other personnel in the area. 
The positioning of the operator's control station provides another potential
approach to safeguarding by location.  Operator controls may be located at
a safe distance from the machine if there is no reason for the operator to
tend it.
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BASIC POLICY
Power machinery must not be “energized” [connected to an energy source
or containing residual or stored energy] unless it is under the control of a
trained operator and the point of operation is guarded by one or more
physical barriers or a physical device with the following exception:

Minor tool changes and adjustments, and other minor servicing
activities, which take place during normal production operations, are not
covered by this standard [Control of Hazardous Energy] if they are
routine, repetitive, and integral to the use of the equipment for
production, provided that the work is performed using alternative
measures which provide effective protection.

or as provided under the servicing and maintenance testing and positioning
requirements of paragraph 29 CFR 1910.147(f):

Testing or positioning of machines, equipment or components thereof.
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, the following sequence of actions shall be followed:

(i) Clear the machine or equipment of tools and materials.
(ii) Remove employees from the machine or equipment area.
(iii) Remove the lockout or tagout devices.
(iv) Energize and proceed with testing or positioning.
(v) De-energize all systems and reapply energy control measures to

continue the servicing and/or maintenance.
Do not confuse the requirements of our Lockout-Tagout - Control of
Hazardous Energy Program with the requirements of Machine Guarding. 
Even though minor tool changes, adjustments, and other minor servicing
activities which take place during normal production operations are not
covered by the Control of Hazardous Energy standard because they are
routine, repetitive, and integral to the use of the equipment for production,
machine guarding is still required to protect the employee who is
performing the servicing operations mentioned above.
Failure to follow point of operation safety procedures and guidelines can
generally result in loss of fingers. However, loss of any body part or even a
fatal accident is a possibility.
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Machinery
Spinning, pounding, and moving – gears, pulleys, levers – electricity, fuel,
and hydraulics – action, reaction, force:  danger!  Machinery takes energy
and performs a task or a multitude of tasks.  Machinery, from a safety
standpoint, is a collection of individual, simple machines (pulleys, gears,
etc.) combined to work in harmony to accomplish a specific job.
The danger is obvious:  the power, speed, movement, and momentum of
machinery is not going to be altered by something as insignificant as an
employee’s finger, hand, or even body.
How does one deal with the dangers of machinery?  

1. Never operate any machinery until you have received proper training
and you thoroughly understand safety procedures as well as
procedures to follow for adjustments, power interruption, jamming,
lubrication, and inspection.

2. Ensure the guarding systems are in place, functioning properly, and
have not been altered or removed.

3. If a hazard assessment of the machinery operation dictates specific
personal protective equipment (PPE), wear it!

4. From purely a safety standpoint, think of any power operated item
with moving parts as machinery.  This would include items as diverse
as a small electric drill to an 80,000-pound tractor-trailer.
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Material Storage
General Requirement for Storage

1. All materials stored in tiers shall be stacked, racked, blocked,
interlocked, or otherwise secured to prevent sliding, falling or
collapse.

2. Maximum safe load limits of floors within buildings and structures, in
pounds per square foot, shall be conspicuously posted in all storage
areas, except for floor or slab on grade. Maximum safe loads shall
not be exceeded.

3. Aisles and passageways shall be kept clear to provide for the free
and safe movement of material handling equipment or employees.
Such areas shall be kept in good repair.

4. When a difference in road or working levels exist, means such as
ramps, blocking, or grading shall be used to ensure the safe
movement of vehicles between the two levels.

Material Storage
1. Material stored inside buildings under construction shall not be

placed within 4 feet of any hoistway or inside floor openings, nor
within 10 feet of an exterior wall which does not extend above the top
of the material stored.

2. Each employee required to work on stored material in silos, hoppers,
tanks, and similar storage areas shall be equipped with personal fall
arrest equipment meeting the requirements of Fall Protection of this
Safety Manual.

3. Noncompatible materials shall be segregated in storage.
a. Bagged materials shall be stacked by stepping back the layers

and cross-keying the bags at least every 10 bags high.
4. Materials shall not be stored on scaffolds or runways in excess of

supplies needed for immediate operations.
5. Brick stacks shall not be more than 7 feet in height. When a loose

brick stack reaches a height of 4 feet, it shall be tapered back 2
inches in every foot of height above the 4-foot level.

6. When masonry blocks are stacked higher than 4 feet, the stack shall
be tapered back one-half block per tier above the 6-foot level.

7. Used lumber shall have all nails withdrawn before stacking.
8. Lumber shall be stacked on level and solidly supported sills and shall

be so stacked as to be stable and self-supporting.
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Mold & Mildew
Molds and mildew are fungi that can be found inside a building in which
employees of TOP OF THE LINE INC are working.  Within the United
States, there are about 1,000 species of mold.
Problems may arise when mold starts eating away at materials, affecting
the look, smell, and possibly, with the respect to wood-framed buildings,
affecting the structural integrity of the buildings.
Molds can grow on virtually any substance, as long as moisture or water,
oxygen, and an organic source, such as wood, are present.  Molds
reproduce by creating tiny spores (viable seeds) that usually cannot be
seen without magnification.  In fact, mold spores continually floating
through both the indoor and outdoor air and these spores, alone, do not
create a problem.
The problem occurs when mold spores land on a damp spot and begin
growing.  They digest whatever they land on in order to survive.  Molds can
grow on wood, paper, carpet, foods, insulation, and even dust and dirt that
gathers in moist areas a building.
Over time, molds can gradually damage building materials and furnishings.
 If left unchecked, mold can eventually cause structural damage to a wood
framed building, weakening floors and walls as it feeds on moist wooden
structural members.
Most molds do not present a true health hazard in the general population. 
Molds can, however, cause adverse effects by producing allergens and the
allergic reactions to mold can be either immediate or delayed.  Allergic
responses would include hay fever-type symptoms such as runny nose and
red eyes.
Should mold be discovered on any of our locations, we will seek a
professional mold remediation contractor.
Should mold develop at the facility where our employees are working, the
following precautionary steps will be taken:

1. Dust mask may be used for personal employee comfort.
2. Items damaged by mold may be discarded a general waste with no

special precautions needed.
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NFPA 70E
Standard for Electrical Safety in the Workplace
OSHA has adopted by reference NFPA 70E-2000, Standard for Electrical
Safety Requirements for Employee Workplaces.
A national consensus standard, such as NFPA 70E-2015, however, can
sometimes be relevant to a general duty clause citation in the sense that
the consensus standard may be used as evidence of hazard recognition
and the availability of feasible means of abatement.  The general duty
clause, Section 5(a)(1) of the OSH Act, is violated if an employer has failed
to furnish a wokrplace that is free from recognized hazards causing or
likely to cause death or serious physical harm.  The general duty clause is
used where there is no standard that applies to the particular hazards
involved.
All electrical work will be done in compliance with the National Electric
Code (NEC), OSHA standards, and NFPA 70E.  Both OSHA standards
and NFPA 70E deal with worker safety, while the NEC deals with the
design, installation, and inspection of electrical installations.
A copy of NFPA 70E will be readily available for reference, training, and
employee use.
Training:
All employees who face electrical hazards that are not reduced to a safe
level by the applicable electrical installation requirements will be trained in
safety-related work practices and procedural requirements as necessary to
provide protection from the electrical hazards associated with the job
assignments.  Employees will be trained to identify and understand the
relationship between electrical hazards and possible injury.
Training will be in a classroom and/or on-the-job and the degree of training
will be determined by the risk to the employee.
Employees will receive training in emergency procedures including
methods of release from contact with exposed energized electrical
conductors or circuit parts, methods of first aid, and CPR if the duties
warrant such training.  DAVID LONG, our Safety Director will certify that
employees have been trained in approved methods of resuscitation
annually.

http://www.nfpa.org/
http://www.nfpa.org/
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Training for Qualified Persons:
Note: A qualified person has skills and knowledge related to the construction and operation of

the electrical equipment and installations and has received safety training to recognize
and avoid the hazards involved.

1. Qualified persons must be trained and knowledgeable of the
construction and operation of equipment or a specific work method
and to recognize and avoid the electrical hazards with respect to the
equipment or work methods.
a. Qualified persons will be familiar with the proper use of special

precautionary techniques, PPE, including arc-flash, insulating and
shielding materials, and insulated tools and test equipment.
Note: A person can be qualified with respect to certain equipment and methods but

still be unqualified for others.

b. Qualified persons will be permitted to work with the Limited
Approach Boundary of exposed energized electrical conductors
and circuit parts operating at 50 volts or more and will be trained
in the following:

1) The skills and techniques necessary to distinguish exposed
energized electrical conductors and circuits parts from other parts of
electrical equipment

2) The skills and techniques necessary to determine the nominal
voltage of exposed energized electrical conductors and circuit parts.

3) The approach distances specified in Table 130.2(c) and the
corresponding voltages to which the qualified person will be exposed.

4) The decision-making process necessary to determine the degree and
extent of the hazard and the PPE and job planning necessary to
perform the task safely.
c. If undergoing OJT and, in the course of the OJT has

demonstrated an ability to perform duties safely under the direct
supervision of a qualified person, this person will be considered
qualified for the performance of these duties.

d. Tasks performed less often that once per year will require
retraining before performance of the work practices involved.

e. Qualified persons will be trained to select an appropriate voltage
detector and demonstrate how to use a device to verify the
absence of voltage, including interpreting indications provided by
the device.  They will be trained to understand all limitations of
each specific voltage detector that may be used.
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Training for Unqualified Persons:
Unqualified persons will be trained in and be familiar with any of the
electrical safety related practices that are necessary for their safety.
NOTE: Unqualified persons will not be permitted to enter spaces that are required to be

accessible to qualified employees only unless the electric conductors and equipment
involved are in an electrically safe work condition.

Retraining:
Retraining will be given when.

a. Supervisors or annual inspections indicate that the employee is not
complying with the safety-related work practices.

b. New technology, new types of equipment, or changes in procedures
necessitate the use of safety-related work practices that are different
than those the employee would normally use.

c. If the employee must employ safety-related work practices that are
not normally used during regular job duties.

Training Documentation:
The company will document that each employee has received the training
above after the employee demonstrates proficiency in the work practices
involved and will be maintained for the duration of the employee’s
employment.  Training documentation will contain the employee’s name
and dates of training.
Host Employer Responsibilities:
The host employer will inform contract employers of:

a. Known electrical hazards that are related to the contract employer’s
work that might not be recognized by the contract employer or its
employees.

b. Information about the employer’s installation that the contract
employer needs to make assessments.

The host employer will report observed contract employer related violations
(dealing with electrical work) to the contract employer.
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Contract Employer Responsibilities:
a. The contract employer will ensure that each of its employees is

instructed in the hazards communicated to the contractor employer
by the host employer.  This instruction is in addition to the basic
instruction required by NFPA 70E.

b. The contract employer will ensure that each of its employees follow
the work practices required by NFPA 70E and safety-related work
rules required by the host employer.

c. The contractor employer will advise the host employer of:
1) Any unique hazards presented by the contract employer’s work.
2) Any unanticipated hazards found during the contract employer’s

work that the host employer did not mention.
3) The measures the contractor took to correct any violations

reported by the host employer and prevent such violations from
recurring in the future.

Electrical Safety Program:
The employer will implement and document an overall safety program that
directs activity appropriate for the voltage, energy level, and circuit
conditions.
Safety related work practices are only one component of an overall an
electrical safety program.
Electrical Safety Program Procedures:
The program will address safety related work practices for working within
the Limited Approach Boundary.  Program elements found in Annex E to
NFPA 70E would be included such as evaluations, anticipating unexpected
events, electrical flash arc hazard analysis, and the fact that all electrical
parts are considered live until proven otherwise.
Risk/Hazard Evaluation Procedures:
Risk/hazard evaluation procedures are to be used before work is started
within the Limited Approach Boundary of energized electrical conductors
and circuit parts operating at 50 volts or more or where an electrical hazard
exists.  An example of Hazard/Risk Evaluation Procedures as well an
example of a Hazard Risk Analysis Evaluation Flow Chart is found in
Annex F to NFPA 70E.  In would contain event severity, frequency,
probability and avoidance to determine the level of safe practices to be
employed.
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Pre-Job Briefings for Routine Work:
Prior to performing routine work (routine work is not complicated or
particularly hazardous and the employee should be able to recognize and
avoid hazards presented), a job briefing will be held before each job and
include all employees involved.  Topics would include hazards associated
with the job, work procedures involved, special precautions, energy source
controls, and PPE requirements.
Test Instruments and Equipment:
All test instruments, equipment, and their accessories will be rated for the
circuits and equipment to which they will be connected.  Further they will
meet the requirements of ANSI/ISA-66010-1, Safety Requirements for
Electrical Equipment for Measurement, Control, and Laboratory Use - Part
1: General Requirements, for rating and design requirements for voltage
measurement and test instruments intended for use on electrical systems
1000 volts and below.
Operations Verification:
When test instruments are used for the testing for the absence of voltage
on conductors or circuit parts operating at 50 volts or more, the operation
of the test instrument will be verified before and after an absence of
voltage test is performed.
Insulating PPE Maintenance and Use:
Electrical protective equipment will be maintained in a safe, reliable
condition.  Insulating equipment will be inspected for damage before each
day’s use and immediately following any incident that can reasonably be
suspected of having caused damage.  Insulating gloves will be given for an
air test along with the inspection.  
Maximum test intervals for rubber insulating equipment will be in
accordance with NFPA 70E Table 130(c)(6)(c).  Time frames for testing
would include: 1) Blankets-before first issue/every 12 months, thereafter, 2)
Gloves-before first issue and every 6 months, and, 3) Sleeves-before first
issue and every 12 months.  Covers and line hose will be tested if
insulating value is suspect.
Energized Electrical Work Permit:
Reference Annex J to NFPA 70E.  Energized Electrical Work Permits are
not part of NFPA 70E.  Within Annex J, however, are both an example of
an Energized Electrical Work Permit and a Flow Chart to illustrate items to
consider when determining the need for the permit.
In every case, if the voltage level is ≥ 50 volts AND there are exposed live
parts, an Energized Electrical Work Permit is required.

http://ansi.org/
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In Part I [to be completed by the Requester] of the Energized Electrical
Work Permit will include:

a. Job/Work Order Number.
b. Description of the work to be done.
c. Justification of why the circuit/equipment cannot be de-energized or

the work deferred until the next scheduled outage.
d. Requester Name, Title, and Date.

In Part II (to be completed by the Electrically Qualified persons doing the
work) of the Energized Electrical Work Permit will include:

a. Detailed job description procedure to be used in performing the
above detailed work.

b. Description of the Safe Work Practices to be employed.
c. Results of the Shock Hazard Analysis.
d. Determination of the Shock Protection Boundaries.
e. Results of the Arc Flash Hazard Analysis.
f. Determination of the Arc Flash Protection Boundary.
g. Necessary personal protective equipment to safely perform the

assigned task.
h. Means employed to restrict the access of unqualified persons from

the work area.
i. Evidence of completion of a Job Briefing including discussion of any

job-related hazards.
j. A signed and dated agreement by each Electrical Qualified Person

that the above work can be done safely.
In Part III of the Energized Electrical Work Permit will include:
Signed and dated approval(s) by persons such as:

a. Manufacturer Manager
b. Safety Manager
c. General Manager
d. Maintenance/Engineering Manager
e. Electrically Knowledgeable Person
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Illumination of Work Areas:
Employees will not enter spaces containing electrical hazards unless
illumination is provided that enables the employees to perform the work
safely.  Where lack of illumination or an obstruction precludes observation
of the work to be performed, employees will not perform any task with the
Limited Approach Boundary of energized electrical conductors or circuit
parts operating at 50 volts or more or where an electrical hazard exists.
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Platforms
29 CFR 1910.23 - Guarding floor and wall openings and holes

Open sided platforms or floors 4 feet above a lower level must be guarded
by standard railings. If an employee’s work requires him or her to work at a
height of 4 feet or more above a lower level and standard guardrails are
not available, fall protection will be provided by a safety harness and
lanyard. Particular attention will be paid to the anchorage point to ensure
that it is capable of the stresses that may be placed upon it.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9715
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Ramps
To load or unload lawn care equipment from truck and/or trailers, ramps
generally will be used.  Employees are to ensure that ramp capacities are
not exceeded.
Portable ramps should be level and securely fastened to the truck or trailer
bed.  If the ramp does not have hooks, straps will be used.
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Scissor-Lift Fall Protection
What type of fall protection is required for scissor-lifts?  This apparently
simple question has a relatively simple answer.  However, how it is derived
is somewhat complicated because OSHA does not have a standard to deal
with this issue.
Clearly, there is a hazard – falling from height. However, fall protection
while using a scissor-lift is not covered in the fall protection, scaffold and
ladder fall protection, nor aerial lift fall protection standards.
Section 5(a)(1) of the Occupational Safety and Health Act, commonly
referred to as the General Duty Clause is a “catch all clause” which states: 
"Each employer shall furnish to each of its’ employees employment and a
place of employment which are free from recognized hazards that are
causing or are likely to cause death or serious physical harm to his
employees."
In the absence of a specific standard relating to a safety or health risk, the
above is the reference OSHA will cite.
When assessing compliance efforts, OSHA considers the requirements of
pertinent national consensus standards.  In the case of scissor-lifts,
ANSI/SIA A92.6-1990, Self-propelled Elevated Work Platforms, and
ANSI/SIA A92.3, Manually Propelled Elevating Aerial Platforms, are used.
Fall protection is provided by employees maintaining firm footing on the lift
and using guardrails.  Under no circumstances are employees to place
ladders or other items on the lift to extend their reach.  Per ANSI/SIA
standards, with which OSHA concurs, "Use of planks, ladders, or any other
device on the aerial platform for achieving additional height or reach shall
be prohibited.”  Use of these items negates the value of the guardrail
system and may possibly exceed the scissor-lift’s design limits for stability.

http://ansi.org/
http://ansi.org/
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Further, personnel are not to tie off to items adjacent to the lift – the most
obvious reasons are:  the anchorage point may not be sufficient and
movement of the lift would pull the employee out of and off of the lift.
If, for some reason, guardrails are not being provided for specific
operational reasons, then a personal fall protection system may be used
which would include an anchorage point, lanyard and safety harness.  
However, this option is severely limited because its design would have to
be approved by a registered engineer or the scissor-lift manufacturer would
have to approve the use of the lift as an anchorage.
Under ideal conditions, rarely found on a construction site, scissor-lifts may
be moved with the lift extended.  However, should obstacles, debris,
drop-offs, holes, depressions, ramps or other hazards be present, the lift
must be lowered prior to movement.
Finally, if the employee leaves the safety of the scissor-lift platform while
working at height, some sort of approved fall protection system must be
employed.
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Signs & Tags
29 CFR 1910.145:  Specifications for accident prevention signs and tags

When appropriate, signs and tags will be used to warn of specific hazards. 
Types of signs are classified according to their use, and their design is
regulated by OSHA standard.  All personnel will be instructed in the
meaning of the various types of signs.  Sign usage includes:

a. Danger Signs (Red, Black & White):  indicates immediate danger and
denotes that special precautions are necessary.

b. Caution Signs (Yellow Background):  warns of a potential hazard or
cautions against an unsafe practice.

c. Safety Instruction Signs (White Background):  used to provide
general instructions and suggestions relative to safety measures.

The wording on signs must be positive, clear, concise, and easy to
understand or the sign loses its value.
Accident prevention tags are to warn of hazardous or potentially hazardous
conditions that are out of the ordinary, unexpected, or not readily apparent.
 They are not used where signs, guarding or other positive means of
protection are used.  All tags must have:

a. A signal word: “Danger,” “Caution,” “Warning,” “BIOHAZARD” (or its
symbol) and a major message, and

b. A major message such as: “High Voltage” or “Do not start”.  (Major
messages indicate the specific hazardous condition.)

The color scheme is basically the same as for signs:  
red = danger
yellow = caution
orange = warning
fluorescent orange = biological hazard
a. Danger Tags: indicate an immediate hazard that presents a threat of

death or serious injury.
b. Caution Tags:  indicate a non-immediate hazard or unsafe practice

that presents a lesser threat of injury.
c. Warning Tags:  indicate a hazard between “Danger” and “Caution”.  
d. BIOHAZARD Tags:  indicate the actual or potential presence of a

biological hazard and identify equipment, rooms, containers, etc. that
may be contaminated.

Pay attention to signs and tags, and realize that they are in place for only
one reason – your safety.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9794
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Slings
29 CFR 1910.184 - Slings
A sling is the assembly which connects a load to the material handling
equipment.  There are many types of slings including, but not limited to:

a. Bridle wire rope sling
b. Cable laid endless sling-mechanical joint sling
c. Cable laid grommet-hand tucked sling
d. Cable laid rope sling-mechanical joint sling
e. Strand laid endless sling-mechanical joint sling
f. Strand laid grommet-hand-tucked sling

Additionally, slings are made of various materials such as alloy steel chain,
wire rope, and natural and synthetic fiber rope.  Each of these materials
has their own operating limits which include not only capacity, but
temperature, kinks, cuts, and specific conditions.
Detailed instructions on the use of each type of sling can be found here: 29
CFR 1910.184 – Slings.
All slings, regardless of type, must be inspected each day before use and
all fastenings and attachments must be inspected for damage or defects by
a competent person.  Depending on work conditions, additional inspections
may be required.  Damaged or defective slings will be immediately
removed from service.  
Below are safe operating practices which must be followed:

a. Slings may not be shortened with knots or bolts or other makeshift
devices.

b. Sling legs may not be kinked.
c. Slings may not be loaded in excess of their rated capacities.
d. Slings used in a basket hitch must have the load balanced to prevent

slippage.
e. Slings must be securely attached to their loads.
f. Slings must be padded or protected from the sharp edges of their

loads.
g. Suspended loads must be kept clear of all obstructions.
h. All employees must be kept clear of loads about to lifted and of

suspended loads.
i. Hands or fingers may not be placed between the sling and its load

while the sling is being tightened around the load.
j. Shock loading is prohibited.
k. A sling may not be pulled from under a load when the load is resting

on it.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9834
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9834
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9834
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Spray Operations
29 CFR 1910.94 - Ventilation 
29 CFR 1910.106 - Flammable and combustible liquids
29 CFR 1910.107 - Spray finishing using flammable and combustible materials
29 CFR 1910.160 - Fixed extinguishing systems, general
29 CFR 1910.161 - Fixed extinguishing systems, dry chemical

The primary hazards that must be addressed when performing spray
operations are respiratory, electrical, and fire.
Even the simplest of spray operations - spraying water based paint from a
hand held aerosol can - would involve protection from the hazardous
and/or toxic ingredients within the paint as indicated on the product’s SDS. 
Care must be taken to ensure that employees are not exposed to chemical
hazards above the permissible exposure limit.  If needed, respiratory
protection and other types of PPE, as appropriate (such as eye protection),
must be employed.
More complex spraying operations would involve applying coatings within a
spray booth.  A spray booth is a power-ventilated structure designed to
enclose a spraying operation and limit the escape of spray, vapor, and/or
residue.  Excess spray, vapor and/or residue is directed to an exhaust
system which contains filters.  
Employees will receive training in spray booth operations including
emergency procedures, PEL’s, PPE, electrical hazards, and fire protection
prior to use.  Appropriate SDS will be readily available.
Spray booth designs will meet the requirements of 29 CFR 1910.107.  All
spray booths must be equipped with approved automatic sprinklers on the
upstream and downstream sides of the filters.

Note: A dry chemical extinguishing system or a carbon dioxide system may be installed in lieu of
the above per 29 CFR 1910.160 and 29 CFR 1910.161.

The system will be checked at least annually (semi-annually for the weight
and pressure of refillable containers, if applicable) and employees will be
trained on its operation including recognition of alarms.

The OSHA requirements that address inside storage of flammable
materials such as paints including the maximum size of the room,
ventilation, fire protection systems, and electrical wiring and equipment
inside the room are found in 29 CFR 1910.106(d)(4).

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9734
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9734
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9752
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9752
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9753
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9753
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9814
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9814
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9815
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9815
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Tools - Hand
29 CFR 1910.242 - Hand and Portable Powered Tools and Equipment - General
29 CFR 1910.243 - Guarding of Portable Powered Tools
All hand and power tools and similar equipment, whether furnished by the
employer or the employee, shall be maintained in a safe condition.
Portable electric hand tools will be:

a. equipped with a three-wire cord having the ground wire permanently
connected to the tool frame and means for grounding the other end;
or

b. of the double insulated type and permanently labeled as "Double
Insulated"; or

c. connected to the power supply by means of an isolating transformer,
or other isolated power supply.

Here are basic procedures for the use of hand tools:
a. Hand tools shall be used only for the purpose for which they are

designed.
b. Hand tools will be kept clean and, where appropriate, oiled.
c. Hand tools which are damaged will not be used.
d. Hand held cutting tools will be kept sharp and will be sheathed or

retracted when not in use.
e. When using a striking tool such as a hammer or chisel, safety

glasses or safety goggles will be used.
f. Do not force tools.
g. If you are unfamiliar with the proper procedure for using a tool, ask

your Supervisor for instruction.
h. Power tools may be operated only by those persons who are

qualified by training or experience.
i. Do not alter guards on power tools; wear appropriate PPE.
j. Electrical tools must be grounded and, in the absence of permanent

wiring, a Ground Fault Circuit Interrupter must be used.
k. Electric tools will not be lifted by their cords and pneumatic tools will

not be lifted by their hoses.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9849
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9850
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Tools - Pneumatic Powered
Pneumatic powered tools must be safeguarded whenever there are
hazardous employee exposures.  This is especially important for point of
operation guarding.
Three specific hazards associated with pneumatic powered tools which are
unique to their use are noise levels, tool retention, and air hose pressure.  
Care must be taken to assure that noise levels are within acceptable limits
(noise monitoring may be necessary) and, if required, engineering controls
and/or ear protection will be employed.
Eye protection will be worn when using pneumatic powered tools in
accordance with the owner/operator’s manual.

a. Pneumatic power tools shall be secured to the hose or whip by some
positive means to prevent the tool from becoming accidentally
disconnected.

b. Safety clips or retainers shall be securely installed and maintained on
pneumatic impact (percussion) tools to prevent attachments from
being accidentally expelled.

c. All pneumatically driven nailers, staplers, and other similar equipment
provided with automatic fastener feed, which operate at more than
100 p.s.i. pressure at the tool shall have a safety device on the
muzzle to prevent the tool from ejecting fasteners, unless the muzzle
is in contact with the work surface.

d. Compressed air shall not be used for cleaning purposes except
where reduced to less than 30 p.s.i. and then only with effective chip
guarding and personal protective equipment which meets the
requirements of 29 CFR 1926 Subpart E.  This would include eye,
face, hand, head, and foot protection. The 30 p.s.i. requirement does
not apply for concrete form, mill scale and similar cleaning purposes.

e. The manufacturer's safe operating pressure for hoses, pipes, valves,
filters, and other fittings shall not be exceeded.
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f. The use of hoses for hoisting or lowering tools shall not be permitted.
g. All hoses exceeding 1/2-inch inside diameter shall have a safety

device at the source of supply or branch line to reduce pressure in
case of hose failure.

h. Airless spray guns of the type which atomize paints and fluids at high
pressures (1,000 pounds or more per square inch) shall be equipped
with automatic or visible manual safety devices which will prevent
pulling of the trigger to prevent release of the paint or fluid until the
safety device is manually released.
Note: In lieu of the above, a diffuser nut which will prevent high pressure, high velocity

release, while the nozzle tip is removed, plus a nozzle tip guard which will prevent
the tip from coming into contact with the operator, or other equivalent protection,
shall be provided.

i. Lastly, abrasive blast cleaning nozzles shall be equipped with an
operating valve which must be held open manually. A support shall
be provided on which the nozzle may be mounted when it is not in
use.

Care must be taken to ensure that employees are not exposed to unsafe
levels of respirable dust or crystalline silica.
The PEL for particles not otherwise regulated is 5.0 mg/m³.  The PEL for
respirable dust containing crystalline silica is determined by the below
formula:  
PEL = 10 mg/m³  (%SiO2+2), where %SiO2+2 refers to the amount of
crystalline silica measured in the sample.
Our operations would not exceed these PEL’s and respiratory protection is
not required.
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Ventilation
29 CFR 1910.94 - Ventilation
CPL 03-00-008 - Combustible Dust National Emphasis Program

There may be times in the course of our work such as grinding, cutting,
sawing, sanding, etc. that hazardous dusts are released into the
atmosphere that exceed the concentrations specified in the “Threshold
Limit Values of Airborne Contaminants for 1970” of the American
Conference of Governmental Industrial Hygienists, listed below:

MINERAL DUSTS
Substance Mppcf(a)

SILICA
Crystalline Quartz - Threshold Limited
calculated from the formula(b)
Cristobalite.
Amorphous, including natural diatomaceous
earth

250(c) ÷ (% of SiO2+5)

20

SILICATES (Less than 1% crystalline silica)
Mica
Portland Cement
Soapstone
Talc (non-abestiform)
Talc (fibrous), use asbestos limit, see 29 CFR
1926.1101
Graphite (Natural)

20
20
20
20

15

Inert or nuisance particulates(d) - 
Note: Inert or nuisance particulates includes all

mineral, inorganic, and organic dusts.

50 (or 15 mg/m³, whichever
is the smaller) of total dust
<1% SiO2

a. Millions of particles per cubic foot or air, based on impinger samples counted by light
field techniques.

b. This standard applies to any operations or sectors for which the respirable crystalline
silica standard, 1910.1053, is stayed or otherwise is not in effect.

c. The percentage of crystalline silica in the formula is the amount determined from
airborne samples, except in those instances in which other methods have been
shown to be applicable. 

d. Covers all organic and inorganic particulates not otherwise regulated.  Same as
Particulates Not Otherwise Regulated. 

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9734
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9734
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=3830
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Below these threshold limits, no action is required; however, employees
may wear dust masks for personal comfort.  
Note: OSHA requires that employees who voluntarily use disposable respirators in situations

where respiratory protection is not specifically required by OSHA standard (in
atmospheres where exposures are below the permissible exposure limit) essentially for
personal comfort or additional, though not required, respiratory protection be informed of
29 CFR 1910.134 Appendix D.

As always, engineering controls are preferred to personal protective
equipment to deal with workplace hazards.  Therefore, local exhaust
ventilation is a preferred method of maintaining atmospheres that have
dust levels below the concentrations noted in the Mineral Dusts Table,
above.
Local exhaust ventilation must be designed so that they prevent
dispersions of dust in concentrations causing harmful exposure and that
dusts are not drawn through the work area of employees.
The dust collected by an exhaust or ventilating system will be discharged
to the outside atmosphere.  
If concentrations are so great that a dust separator is used, the dust and
refuse will be disposed of in such a manner as to not harm employees.  
Of course, if the above ventilation procedures do not reduce the dust levels
to acceptable limits, respirators will be used.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9784
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Welding, Cutting, & Hot Work
29 CFR 1910.252 - General requirements
29 CFR 1910.253 - Oxygen-fuel gas welding and cutting
29 CFR 1910.254 - Arc welding and cutting
29 CFR 1910.1026 - Chromium (VI)
29 CFR - Table Z-1 – Limits for Air Contaminants

Employees assigned to operate arc welding, cutting, and oxygen-fuel
welding and/or brazing equipment, and their supervisors, must be
properly trained and instructed in the operation of such equipment.  Proper
PPE will be worn by all welders.  
Before welding or cutting, the supervisor or competent person will inspect
the area with emphasis on fire prevention and authorize welding or cutting
using our Hot Work Permit noting special precautions that must be taken.
An appropriate fire extinguisher and first aid equipment will be readily
available for immediate use.
Compressed Gas Cylinders Use:
Compressed gas cylinders are used at many facilities – the most common
being oxygen and acetylene for welding.
Failure to follow basic safety procedures could result in serious injuries
such as:

a. Flash burn – due to explosion.
b. Fragment impalement – due to explosion.
c. Compression of the foot – due to mishandling of tanks.
d. Inhalation of hazardous gases – due to leakage.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9853
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9853
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9854
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9854
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9855
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9855
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=13096
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=13096
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=13096
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=13096
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9992
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9992
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Basic safety procedures for gas cylinder use:
a. Cylinders must remain upright and chained to a substantial support

or cart when in use.
b. Wear appropriate personal protective equipment for the job – such as

steel toed shoes, apron, goggles, gloves, helmet, etc.
c. Read and understand the SDS for the gas being used and know the

location of the SDS in case of an emergency.
d. Have appropriate fire extinguisher readily available.
e. To release the gas, open the cylinder valve slowly – standing away

from the face and back of the gauge – and leave the opening tools in
place (on the valve stem) for quick shut-off in the event of an
emergency.

f. Ensure cylinder valves, regulators, couplings, and hoses are free of
oil and grease and ensure all connections are tight.

g. When using oxygen-fuel systems, use flashback arrestors and
reverse-flow check valves to prevent flashback.

h. Keep cylinders away from open flames and sources of heat.
i. Cylinders are never allowed in confined spaces.

1. When welding or cutting in a confined space, the tanks must
remain outside the confined space.  

2. Appropriate ventilation must be assured, portable equipment must
be secured to prevent movement, if appropriate, and a rescue
plan should be prepared.  

3. If the rescue plan involves pulling the person out, attachment of
the lifelines should be so the person’s body does not jam in the
exit and prevent his extraction.  

4. If arc welding is suspended for a substantial period of time, the
electrodes must be removed to prevent accidental contact and the
machine must be disconnected from the power source.

5. If gas cylinder work is suspended, the torch valves must be closed
and the fuel-gas and oxygen supply must be positively shut off or
disconnected outside the confined space.

6. After welding operations are completed, the welder must mark the
hot metal or provide some other means of warning other workers.

j. Do not alter or attempt to repair safety devices or valves.
k. Remove the regulators when:  a) moving cylinders; b) work is
completed, and/or c) cylinders are empty.
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Compressed gas cylinders will:
a. Have valve protectors in place when not in use or connected for use.
b. be legibly marked to identify the gas contained therein.
c. Have the valves closed before the cylinder is moved, when the

cylinder is empty, and at the completion of each job.
d. Be stored in areas away from intense heat, electric arcs, and high

temperature lines.
e. Be secured upright (chained in portable dolly), in storage or

transportation, to prevent tipping, falling, rolling, and damage from
passing or falling objects.  Oxygen cylinders must be kept 20 feet
from any flammable gases or petroleum products.

f. Be marked "EMPTY" when appropriate.
g. Be removed from service if the regulators or gauges are defective.
h. Be used only for the purpose for which they are designed -- for

example, cylinders will not be used as rollers or supports.
i. Be kept away from stairs.
j. Workers in charge of oxygen or fuel-gas supply equipment (including

distribution piping systems and generators) must be instructed and
judged competent for such work.

Regulators and gauges will be inspected daily.
All cylinders, cylinder valves, couplings, regulators, hoses and apparatus
will be kept free of oily or greasy substances.
Operators of welding equipment will report any equipment defect or safety
hazards and discontinue use of equipment until its safety has been
assured.  Repairs will be made only by qualified personnel.
Persons performing arc welding and cutting must be properly instructed
and qualified to operated such equipment and, if performing gas shielded
arc welding, must be familiar with Recommended Safe Practices for
Gas-Shielded Arc Welding, A6.1-1966, American Welding Society, as well
as 29 CFR 1910.252.

Electric welders will be inspected daily before use with emphasis on the
cables.  All splicing of cables must maintain the insulated protection with
no exposed metal parts.  Cables in need of repair will not be used.
The competent person will ensure that ventilation within a confined space
is adequate to negate the possibility of a respiratory or explosion hazard.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9853
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A fire watch will be assigned when there is potential a fire might develop. 
Of course, any person assigned to fire watch must have received training
in the specific fire extinguishing equipment being used.  When welding,
cutting, or brazing an object near a fire hazard that is not readily movable,
the fire hazard will be removed.  If any fire hazards remain, shields will be
used to confine the sparks, heat, and slag.  If the provisions of this
paragraph cannot be met, welding and/or cutting may not take place.  In
fact, as a company policy, if welding cannot be conducted safely, it may
not be conducted.
Fire watchers are required in all locations where other than a minor fire
might develop and any of the below conditions exist:

a. Appreciable amounts of combustible materials closer than 35 feet to
point of operation.

b. Appreciable combustibles are 35 feet or more away but are easily
ignited by sparks.

c. Wall or floor openings within a 35-foot radius expose combustible
material in adjacent areas including concealed spaces in walls or
floors.

d. Combustible materials are adjacent to the opposite side of metal
partitions, ceilings, or roofs that are likely to be ignited by conduction
or radiation.

The fire watch must be maintained at least one half hour after welding or
cutting operations have ceased to detect, and extinguish, possible
smoldering fires.
When performing operations capable of producing heat at chemical plants,
refineries, or other facilities which have a higher degree of hazard than
normal work sites, a hot work permit is generally required.  Included in
these types of operations are burning, cutting, heating, and welding.
Located with our Hot Work Permit are fire safety instructions that must be
read and understood by the persons identified on the permit.
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Welding, cutting, and heating of metals of toxic significance (lead, zinc,
cadmium, mercury, beryllium, or exotic metals or paints) in enclosed
spaces will require either general mechanical ventilation of sufficient
capacity and so arranged as to produce the number of air changes
necessary to maintain welding fumes and smoke within safe limits or local
exhaust ventilation consisting of freely movable hoods intended to be
placed by the welder or burner as close as practicable to the work. This
system shall be of sufficient capacity and so arranged as to remove fumes
and smoke at the source and keep the concentration of them in the
breathing zone within safe limits.
This would include inert-gas metal-arc welding performed on stainless steel
to protect against dangerous concentrations of nitrogen dioxide.
When performing welding operations on stainless steel and there is
exposure to airborne chromium (VI) above its action level of 2.5
micrograms per cubic meter of air (2.5 µg/m3) calculated as an 8-hour
time-weighted average (TWA), the provisions of 29 CFR 1910.1126 must
be adhered to.  The PEL is 5 µg/m3.  If air monitoring, as described in 29
CFR 1926.1026, is below .5 µg/m3, the provisions of this standard do not
app
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Walking and Working Surfaces
29 CFR 1910.22 General Requirements 

Access and Egress
First and foremost, TOP OF THE LINE INC will provide, and ensure each
employee uses, a safe means of access and egress to and from all work
areas.
Surface Conditions
TOP OF THE LINE INC will ensure that all our employees have access
walking and working surfaces, including passageways, storerooms, and
service rooms, that are kept in a clean, orderly, and sanitary condition.
The floor of each workroom will be maintained in a clean and, to the extent
feasible, in a dry condition.  When wet processes are used, drainage must
be maintained and, to the extent feasible, dry standing places, such as
false floors, platforms, and mats must be provided.
All walking-working surfaces must also be maintained free of hazards such
as sharp or protruding objects, loose boards, corrosion, leaks, spills, snow,
and ice.
We will ensure that all walking and working surface do not have materials
or equipment on them in excess of the maximum intended load for that
surface.  When storing materials, the weight of any equipment on, or might
be on, that surface must also be considered in addition to the materials
being stored.
Inspection, Maintenance, and Repair
We must ensure that all walking and working surfaces are inspected,
regularly and as necessary, and maintained in a safe condition.  If a
hazardous condition on walking or working surfaces is found, it must be
corrected or repaired before an employee uses that surface again.  
If the correction or repair cannot be made immediately, the hazard must be
guarded to prevent employees from using the surface until the hazard is
corrected or repaired.  
If any correction or repair involves the structural integrity of a walking or
working surface, a qualified person must perform or supervise the
correction or repair.
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Protection for floor openings:
Every stairway floor opening shall be guarded by a standard railing.  The
railing shall be provided on all exposed sides (except at entrance to
stairway).  For infrequently used stairways where traffic across the opening
prevents the use of fixed standard railing (as when located in aisle spaces,
etc.), the guard shall consist of a hinged floor opening cover of standard
strength and construction and removable standard railings on all exposed
sides (except at entrance to stairway).
Every ladder way floor opening or platform shall be guarded by a standard
railing with standard toeboard on all exposed sides (except at entrance to
opening), with the passage through the railing either provided with a
swinging gate or so offset that a person cannot walk directly into the
opening.
Every hatchway and chute floor opening shall be guarded by one of the
following:

a. Hinged floor opening cover of standard strength and construction
equipped with standard railings or permanently attached thereto so
as to leave only one exposed side. When the opening is not in use,
the cover shall be closed or the exposed side shall be guarded at
both top and intermediate positions by removable standard railings.

b. A removable railing with toeboard on not more than two sides of the
opening and fixed standard railings with toeboards on all other
exposed sides. The removable railings shall be kept in place when
the opening is not in use.

Where operating conditions necessitate the feeding of material into any
hatchway or chute opening, protection shall be provided to prevent a
person from falling through the opening.
Every pit and trapdoor floor opening, infrequently used, shall be guarded
by a floor opening cover of standard strength and construction. While the
cover is not in place, the pit or trap opening shall be constantly attended by
someone or shall be protected on all exposed sides by removable standard
railings.
Every manhole floor opening shall be guarded by a standard manhole
cover which need not be hinged in place.  While the cover is not in place,
the manhole opening shall be constantly attended by someone or shall be
protected by removable standard railings.
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If performing work on another employer’s property, we will not modify fall
protection for fixed stairways, ladder openings, hatchway openings,
manholes, skylights, ramps, and platforms.  We will request direct
permission from the property owner if we need to make any changes.
Every temporary floor opening shall have standard railings, or shall be
constantly attended by someone.
Every floor hole into which persons can accidentally walk shall be guarded
by either:

a. A standard railing with standard toeboard on all exposed sides, or
b. A floor hole cover of standard strength and construction. While the

cover is not in place, the floor hole shall be constantly attended by
someone or shall be protected by a removable standard railing.

Every floor hole into which persons cannot accidentally walk (on account of
fixed machinery, equipment, or walls) shall be protected by a cover that
leaves no openings more than 1 inch wide.  The cover shall be securely
held in place to prevent tools or materials from falling through.
Protection for wall openings and holes:
Every wall opening from which there is a drop of more than 4 feet shall be
guarded by one of the following:

a. Rail, roller, picket fence, half door, or equivalent barrier. Where there
is exposure below to falling materials, a removable toe board or the
equivalent shall also be provided. When the opening is not in use for
handling materials, the guard shall be kept in position regardless of a
door on the opening. In addition, a grab handle shall be provided on
each side of the opening with its center approximately 4 feet above
floor level and of standard strength and mounting.

b. Extension platform onto which materials can be hoisted for handling,
and which shall have side rails or equivalent guards of standard
specifications.

Every temporary wall opening shall have adequate guards but these need
not be of standard construction.
Where there is a hazard of materials falling through a wall hole, and the
lower edge of the near side of the hole is less than 4 inches above the
floor, and the far side of the hole more than 5 feet above the next lower
level, the hole shall be protected by a standard toeboard, or an enclosing
screen either of solid construction.
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Protection of open-sided floors, platforms, and runways:
Every open-sided floor or platform 4 feet or more above adjacent floor or
ground level shall be guarded by a standard railing on all open sides
except where there is entrance to a ramp, stairway, or fixed ladder. The
railing shall be provided with a toeboard wherever, beneath the open sides,

a. Persons can pass,
b. There is moving machinery, or
c. There is equipment with which falling materials could create a

hazard.
Every runway shall be guarded by a standard railing on all open sides 4
feet or more above floor or ground level.  Wherever tools, machine parts,
or materials are likely to be used on the runway, a toeboard shall also be
provided on each exposed side.
Runways used exclusively for special purposes (such as oiling, shafting, or
filling tank cars) may have the railing on one side omitted where operating
conditions necessitate such omission, providing the falling hazard is
minimized by using a runway of not less than 18 inches wide.  Where
persons entering upon runways become thereby exposed to machinery,
electrical equipment, or other danger not a falling hazard, additional
guarding that is specified may be essential for protection.
Regardless of height, open-sided floors, walkways, platforms, or runways
above or adjacent to dangerous equipment, pickling or galvanizing tanks,
degreasing units, and similar hazards shall be guarded with a standard
railing and toe board.
If an employee’s work requires him or her to work at a height of 4 feet or
more above a lower level and standard guardrails are not available, fall
protection will be provided by a safety harness and lanyard. Particular
attention will be paid to the anchorage point to ensure that it is capable of
the stresses that may be placed upon it.
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TOP OF THE LINE INC
Section III

Specific Compliance Programs
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Bloodborne Pathogens & Other Infectious Material
Exposure Control Plan

29 CFR 1910.1030 - Bloodborne Pathogens
The primary job assignment of our designated first aid providers is not the
rendering of first aid or other medical assistance.  Any first aid rendered by
them is rendered only as a collateral duty, responding solely to injuries
resulting from workplace incidents within our facility.
Recordkeeping:  all work-related injuries from needle-sticks and cuts,
lacerations, punctures and scratches from sharp objects contaminated with
another person's blood or other potentially infectious materials (OPIM) are
to be recorded on the OSHA 300 as an injury.
Note: Our first aid kits do not contain sharps or needles.  However, a contaminated sharp, such

as a broken pair of glasses, may trigger the above.
a. To protect the employee's privacy, the employee’s name may not be entered on the

OSHA 300
b. If the employee develops a bloodborne disease, the entry must be updated and

recorded as an illness.

Policy Statement
This Exposure Control Plan has been developed to eliminate or minimize
the risk of exposure to bloodborne pathogens and other potentially
infectious materials.  This plan presents methods and procedures to
eliminate and/or minimize the hazards associated with occupational
exposure to bloodborne pathogens or other infectious materials.
As a matter of policy, universal precautions will be used.  
Additional components of this plan include exposure determinations by job
classification, standard operating procedures to eliminate or reduce the
likelihood of disease transmission, the methods of disease transmission,
definitions of terms, post exposure procedures and follow-up, training
documentation, and recordkeeping.
Compliance with this plan not only fulfills the requirements of the
Occupational Safety and Health Administration, but more importantly it
fulfills our desire to maintain a safe working environment and safeguard the
health of our employees.
All affected employees should feel free to review this plan at any time and
are encouraged to consult with DAVID LONG, our Exposure Control Plan
Administrator, to resolve any issues affecting its implementation.  Our Plan
is to be made available to the Assistant Secretary of Labor for
Occupational Safety and Health or a designated representative.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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Definitions
All employees should know the "language" of this plan.  Because some of
the words and/or terms are not used in everyday life, each person must be
aware of the definitions so that we are all "on the same page."  
Below are OSHA definitions:
ASSISTANT SECRETARY:  the Assistant Secretary of Labor for
Occupational Safety and Health, or designated representative.
BLOOD:  human blood, human blood components, and products made
from human blood.
BLOODBORNE PATHOGENS:  pathogenic microorganisms that are
present in human blood and can cause disease in humans. These
pathogens include, but are not limited to, hepatitis B virus (HBV) and
human immunodeficiency virus (HIV).
CLINICAL LABORATORY:  a workplace where diagnostic or other
screening procedures are performed on blood or other potentially
infectious materials.
CONTAMINATED:  the presence, or the reasonably anticipated presence,
of blood or other potentially infectious materials on an item or surface.
CONTAMINATED LAUNDRY:  laundry which has been soiled with blood
or other potentially infectious materials or may contain sharps.
CONTAMINATED SHARPS:  any contaminated object that can penetrate
the skin including, but not limited to, needles, scalpels, broken glass,
broken capillary tubes, and exposed ends of dental wires.
DECONTAMINATION:  the use of a physical or chemical procedure to
remove, inactivate, or destroy bloodborne pathogens on a surface or item
to the point where they are no longer capable of transmitting infectious
particles and the surface or item is rendered safe for handling, use, or
disposal.
DIRECTOR:  the Director of the National Institute for Occupational Safety
and Health, U.S. Department of Health and Human Services, or designated
representative.
ENGINEERING CONTROLS:  controls (e.g., sharps disposal containers,
self-sheathing needles, safer medical devices, such as sharps with
engineered sharps injury protections and needleless systems) that isolate
or remove the bloodborne pathogens hazard from the work area.
EXPOSURE INCIDENT:  a specific eye, mouth, other mucous membrane,
non-intact skin, or parenteral contact with blood or other potentially
infectious materials that results from the performance of an employee's
duties.
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HAND-WASHING FACILITIES:  a facility providing an adequate supply of
running potable water, soap, and single use towels or hot air drying
machines.
LICENSED HEALTHCARE PROFESSIONAL:  a person whose legally
permitted scope of practice allows him or her to independently perform the
activities required by 29 CFR 1910.1030(f), Hepatitis B Vaccination and
Post-exposure Evaluation and Follow-up.
HBV:  hepatitis B virus.
HIV:  human immunodeficiency virus.
NEEDLELESS SYSTEMS:  a device that does not use needles for:

a. The collection of bodily fluids or withdrawal of body fluids after initial
venous or arterial access is established,

b. The administration of medication or fluids, or
c. Any other procedure involving the potential for occupational

exposure to bloodborne pathogens due to percutaneous injuries
from contaminated sharps.

OCCUPATIONAL EXPOSURE:  reasonably anticipated skin, eye, mucous
membrane, or parenteral contact with blood or other potentially infectious
materials that may result from the performance of an employee's duties.
OTHER POTENTIALLY INFECTIOUS MATERIALS:  

a. The following human body fluids: semen, vaginal secretions,
cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid,
peritoneal fluid, amniotic fluid, saliva in dental procedures, any body
fluid that is visibly contaminated with blood, and all body fluids in
situations where it is difficult or impossible to differentiate between
body fluids;

b. Any unfixed tissue or organ (other than intact skin) from a human
(living or dead); and

c. HIV-containing cell or tissue cultures, organ cultures, and HIV- or
HBV-containing culture medium or other solutions, and blood,
organs, or other tissues from experimental animals infected with
HIV or HBV.

PARENTERAL:  piercing mucous membranes or the skin barrier through
such events as needle-sticks, human bites, cuts, and abrasions.
PERSONAL PROTECTIVE EQUIPMENT: is specialized clothing or
equipment worn by an employee for protection against a hazard.  General
work clothes (e.g., uniforms, pants, shirts or blouses) not intended to
function as protection against a hazard are not considered to be personal
protective equipment.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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PRODUCTION FACILITY:  a facility engaged in industrial-scale,
large-volume or high concentration production of HIV or HBV.
REGULATED WASTE:  liquid or semi-liquid blood or other potentially
infectious materials; contaminated items that would release blood or other
potentially infectious materials in a liquid or semi-liquid state if
compressed; items that are caked with dried blood or other potentially
infectious materials and are capable of releasing these materials during
handling; contaminated sharps; and pathological and microbiological
wastes containing blood or other potentially infectious materials.
RESEARCH LABORATORY:  a laboratory producing or using
research-laboratory-scale amounts of HIV or HBV. Research laboratories
may produce high concentrations of HIV or HBV but not in the volume
found in production facilities.
SHARPS WITH ENGINEERED SHARPS INJURY PROTECTIONS:  a
non-needle sharp or a needle device used for withdrawing body fluids,
accessing a vein or artery, or administering medications or other fluids,
with a built-in safety feature or mechanism that effectively reduces the risk
of an exposure incident.
SOURCE INDIVIDUAL:  any individual, living or dead, whose blood or
other potentially infectious materials may be a source of occupational
exposure to the employee. Examples include, but are not limited to,
hospital and clinic patients; clients in institutions for the developmentally
disabled; trauma victims; clients of drug and alcohol treatment facilities;
residents of hospices and nursing homes; human remains; and individuals
who donate or sell blood or blood components.
STERILIZE:  the use of a physical or chemical procedure to destroy all
microbial life including highly resistant bacterial endospores.
UNIVERSAL PRECAUTIONS: is an approach to infection control.
According to the concept of Universal Precautions, all human blood and
certain human body fluids are treated as if known to be infectious for HIV,
HBV, and other bloodborne pathogens.
WORK PRACTICE CONTROLS:  controls that reduce the likelihood of
exposure by altering the manner in which a task is performed (e.g.,
prohibiting recapping of needles by a two-handed technique).
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Exposure Control Plan
This Exposure Control Plan is provided for all personnel who, as a result of
the performance of their duties, would have reasonably anticipated skin,
eye, mucous membrane, or parenteral contact with blood or other
potentially infectious materials.
This plan will be reviewed and updated annually and whenever necessary
as new or modified tasks and procedures are introduced which affect
occupational exposure to bloodborne pathogens or other potentially
infectious materials.  The review and update of this plan will:

a. Reflect changes in technology that eliminate or reduce exposure to
bloodborne pathogens.

b. Annually document consideration and implementation of appropriate
commercially available and effective safer medical devices designed
to eliminate or minimize occupational exposure.

First aid providers are employees responsible for direct trauma victim care,
who are potentially exposed to injuries for contaminated sharps, will be
asked for input on the identification, evaluation, and selection of effective
engineering and work practice controls.
This Exposure Control Plan, with a copy of 29 CFR 1910.1030 –
Bloodborne Pathogens, will be made accessible to all employees as well
as the Assistant Secretary and the Director (see definitions) who may
examine and copy this plan.

Exposure Determination
Three (3) lists will be prepared and they will be maintained at the end of
this exposure control plan for bloodborne pathogens & other infectious
material, located here.
List I: A list of all job classifications in which all employees have

occupational exposure.
List II: A list of job classifications in which some employees have

occupational exposure.
List III: A list of all tasks and procedures, or groups of closely related

tasks and procedures, in which occupation exposure occurs and
are performed by employees in job classifications noted in List II.

Note: The above exposure determinations are to be made without regard to the use of personal
protective equipment.



TOP OF THE LINE INC Page | 121
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Methods of Compliance
Universal precautions will be used.  TOP OF THE LINE INC will treat all
trauma victims’ blood, bodily fluids, and other potentially infectious
materials as if they are known to be infectious.  Unfortunately, there is no
immediate, practical way to determine if HIV, HBV, and other bloodborne
pathogens are present so, to be safe, we will assume they are.  
Traditionally, isolation of infectious materials has been diagnosis-driven. 
This meant that if a person were diagnosed to have HIV or HBV infection,
for example, then isolation precautions would be taken.  Because the
infection status of each trauma victim cannot be immediately known, it
makes sense to treat all trauma victims and their body fluids as if they were
infected.  
The precautions to take depend on the procedures being performed.  For
example, if one's hands will be in contact with body substances, disposable
gloves will be worn.  If there is risk of one's eyes being splashed with body
fluids, eye protection will be worn.  
An impermeable barrier must be placed between yourself and the
potentially infectious bodily fluids.  Overkill is not necessary.  Cleaning up a
minor spill on a counter top does not require a mask, eye protection, and
plastic apron.  It does, however, require disposable gloves.
All employees will strictly adhere to the below engineering and work
practice controls to eliminate or reduce the possibility of occupational
exposure to bloodborne pathogens or other potentially infectious materials.
 Specific controls and procedures noted below will be used to eliminate or
minimize employee exposure.  
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HANDWASHING EQUIPMENT AND PROCEDURES:
Handwashing facilities are provided which are readily accessible to all
employees.  
Employees will wash their hands and any other skin area exposed to blood
or other potentially infectious materials with soap and water immediately or
as soon as feasible:

a. After removal of gloves or other personal protective equipment.  
b. Following contact with blood or other potentially infectious materials.

Particular attention will be given to fingernails and between fingers and
rings under which infectious material may lodge.  Furthermore, one should
be aware that rings and jewelry are a good hiding place for bloodborne
pathogens and other potentially infectious materials.
Examples of situations where handwashing is appropriate:

a. Before and after examining any trauma victim.
b. After handling any soiled waste or other materials.
c. After handling any chemicals or used equipment.

If for some reason handwashing facilities are not functioning, appropriate
antiseptic hand cleaner and clean cloth/paper towels (antiseptic towelettes)
will be provided and used.  If antiseptic hand cleaner and clean cloth/paper
towels are used, hands will be washed with soap and water as soon as
feasible.
EATING, DRINKING, SMOKING:
There shall be no eating, drinking, smoking, applying cosmetics or lip balm,
or handling contact lenses in areas where there is a likelihood of
occupational exposure to bloodborne pathogens or other potentially
infectious materials.
Furthermore, food and drink shall not be kept in refrigerators, freezers,
shelves, cabinets, on countertops, or benches where blood or other
potentially infectious materials are present.
CONTAMINATED NEEDLES & OTHER CONTAMINATED SHARPS:
Contaminated needles will not be sheared or broken.  
Furthermore, all contaminated needles and other contaminated sharps
shall not be bent, recapped, or removed unless:

a. It can be demonstrated that no alternative is feasible or that it is
required by a specific medical procedure.

b. Recapping or needle removal may be accomplished through the use
of a mechanical device or a one-handed method.  
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Contaminated reusable sharps will be placed in appropriate containers
immediately or as soon as possible after use until properly reprocessed. 
These containers will:

a. Be puncture resistant.
b. Have warning labels affixed to containers potentially infectious

material and contain the following legend:

Note: The above label will be fluorescent orange or orange-red or predominantly so, with
lettering and symbols in a contrasting color.
Labels shall be affixed as close as feasible to the container by string, wire, adhesive, or
other method that prevents their loss or unintentional removal.
Red bags or red containers may be substituted for labels.

c. Be leak proof on the sides and bottom.
Reusable sharps that are contaminated with blood or other potentially
infectious materials will not be stored or processed in a manner that
requires employees to reach by hand into the containers where these
sharps have been placed.
Contaminated non-reusable sharps will be discarded immediately or as
soon as feasible and placed in containers that:

a. Are closable
b. Are puncture resistant
c. Are leak proof on sides and bottom
d. Have warning labels affixed that contain the following legend:

Note: The above label will be fluorescent orange or orange-red or predominantly so, with
lettering and symbols in a contrasting color.
Labels shall be affixed as close as feasible to the container by string, wire, adhesive, or
other method that prevents their loss or unintentional removal.
Red bags or red containers may be substituted for labels.
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Contaminated non-reusable sharps shall not be stored or processed in
such a manner that requires employees to reach by hand into the
containers where these sharps have been placed.
During use, containers for contaminated sharps must be:

a. Easily accessible to our employees.
b. Located as close as feasible to the immediate area where sharps are

used or can be reasonably anticipated to be found.
c. Maintained upright throughout use.
d. Replaced routinely and not be allowed to overfill.

If leakage is possible when removing a container of contaminated sharps,
it shall be placed in a second container with the following container
requirements:

a. It will be closable,
b. It will be constructed to contain all contents and prevent leakage

during handling, storage, transport, or shipping, and
c. Colored coded red or labeled as noted above.

Reusable containers shall not be opened, emptied, or cleaned manually or
in any other manner which would expose employees to the risk of
percutaneous (introduced through the skin such as a cut) injury.
OTHER REGULATED WASTE - CONTAINMENT:  
The provisions that apply to contaminated sharps, above, apply to other
regulated waste.
DISPOSAL OF CONTAMINATED SHARPS & OTHER REGULATED
WASTE:
The actual disposal of all regulated waste shall be in compliance with
applicable state laws.
SPECIMENS OF POTENTIALLY INFECTIOUS MATERIALS:  
Specimens of blood and potentially infectious materials shall be placed in a
container which prevents leakage during collection, handling, processing,
storage, transport, or shipping.
SPLASHING, SPRAYING OF POTENTIALLY INFECTIOUS MATERIALS:
All procedures involving blood or other potentially infectious materials shall
be performed in such a manner as to minimize splashing, spraying,
spattering, and the generation of droplets of these substances.
MOUTH PIPETTING:  
Mouth pipetting and mouth suction of blood or other potentially infectious
materials is prohibited. 
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Exposure Control Plan Administrator
DAVID LONG, our designated Exposure Control Plan Administrator, will be
knowledgeable in all aspects of this Plan as it relates to our operations and
be available to answer questions raised by our first aid providers.  DAVID
LONG may call upon professionals in the Medical Arts to field questions
that are of technical nature outside of the thier area of expertise.
DAVID LONG will:

a. Ensure this Plan is kept current.
b. Ensure training is provided as required.
c. Maintain all records associated with this plan.

Designated First Aid Provider
Before one may be designated as a first aid provider, he/she must have a
valid certificate in first aid training from the U.S. Bureau of Mines, the Red
Cross, or equivalent training that can be verified by documentary evidence.
 No person is to administer any medical assistance for which they are not
appropriately trained.  It is noted that the rendering of first aid is not the
primary job of our designated first aid providers.

Personal Protective Equipment (PPE)
In spite of work practice and engineering controls, there is a requirement
for appropriate personal protective equipment to provide an impermeable
barrier between potentially infectious materials and the employees work
clothes, street clothes, undergarments, skin, eyes, mouth, or other mucous
membranes under normal conditions of use and for the duration of time
which the protective equipment will be used.
Employees will use appropriate personal protective equipment when there
is a possibility of occupational exposure to bloodborne pathogens or other
potential infectious materials.  
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Personal protective equipment will be provided in appropriate sizes and at
no cost to the employees.  Further, maintenance and replacement of
personal protective equipment will be provided at no cost to the employee.
Personal protective equipment will be discarded immediately if its ability to
function as a barrier is compromised.
Most importantly, employees must understand that personal protective
equipment is useless unless it provides an impermeable barrier between
bloodborne pathogens and other potentially infectious materials and the
employee's clothes, skin, eyes, mouth, or other mucous membranes.
Personal Protective Equipment is considered appropriate if it prevents
potentially infectious materials from reaching work/street clothing or body
surface when used under normal conditions.
DISPOSABLE GLOVES:  
Disposable, single use gloves, such as surgical or examination gloves will
be worn when it can be reasonably anticipated that the employee may
have hand contact with blood or other potentially infectious materials and
when handling or touching contaminated items or surfaces.  Disposable
gloves will always be used when there is a possibility of contact with
bloodborne pathogens or other potentially infectious materials.
Disposable gloves shall never be washed, decontaminated, or reused.  
Disposable gloves shall be replaced as soon as practical when
contaminated or as soon as feasible if they are torn, punctured, or their
ability to function as a barrier is compromised.
Should any employee be allergic to the normal gloves provided, an
appropriate alternative (such as hypoallergenic and/or powderless gloves)
will be provided in the proper size at no cost to the employee.  
UTILITY GLOVES:  
Utility gloves may be used for general cleanup (not for any trauma victim
procedure) when there is anticipated exposure to bloodborne pathogens or
other potentially infectious materials.  Utility gloves may be decontaminated
for re-use if the integrity of the gloves is not compromised.  They will be
discarded if they are cracked, peeling, torn, punctured, or exhibit signs of
deterioration or when their ability to function as a barrier is compromised.
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EYE AND RESPIRATORY PROTECTION:  
Eye (goggles, glasses, face shield, etc.) and respiratory (mask, etc.)
protection will be used when it can reasonably be expected that
bloodborne pathogens or other potentially infectious materials may splash
or spray in or around the eyes, nose, mouth, and general head area of the
employee.
PROTECTIVE BODY CLOTHING:  
Protective body clothing such as gowns, aprons, lab coats, etc. will be
worn as determined by the professional judgment of the employee in
relation to task.  The protective body clothing will certainly be worn where
there can reasonably be expected exposure to bloodborne pathogens or
other potentially infectious materials to the body area.  
LAUNDRY:  
Personal protective equipment will be cleaned, laundered, and disposed of
at no cost to the employee.
Note: In rare and extraordinary circumstances, an employee, in her/his professional judgment,

may decline to temporarily and briefly wear personal protective equipment if he/she deems
that the equipment would prevent the delivery of health care or would have increased the
hazard of occupational exposure to the employee or his/her co-workers.  Should this event
occur, it will be documented, investigated, and procedures will be developed to prevent a
reoccurrence.

Housekeeping
Housekeeping is an ongoing, never ending procedure which not only
enhances our work environment but also eliminates health risk to our
personnel.  In the area of bloodborne pathogens and other hazardous
materials, to ensure proper cleaning, decontamination, sterilization, and
disinfecting of surfaces within our work area, cleaning will be accomplished
only by employees who have received training in universal precautions and
the provisions of this plan.  The documented Housekeeping Schedule &
Checklist is found at the end of this exposure control plan for bloodborne
pathogens & other infectious material.  This Schedule will be adhered to
following an incident that results in the potential exposure to bloodborne
pathogens or other potentially infectious materials.
Broken, potentially infected glassware should be picked up and disposed
of using mechanical means such as a brush and dust pan or forceps.  All
sharps will be stored in a manner that allows easy access and safe
handling.  Infectious waste will be placed in containers that are color coded
red.  These containers will be decontaminated as soon as practical.
Subsequent to rendering any procedures, employees will ensure that all
surfaces on which blood, body fluids, bloodborne pathogens, or other
infectious materials may be present are cleaned with an appropriate
disinfectant.
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Hepatitis B Epidemiology
Hepatitis B (serum hepatitis) routes of infection include parenteral, oral, or
direct contact.  The virus can also spread by contact with the respiratory
tract.  Its sources include contaminated needles and surgical instruments
as well as contaminated blood products.  Hepatitis B virus has also been
found in urine.  Further, the hepatitis B virus can live for up to seven (7)
days on a dry surface and can be easily be transmitted by a single needle
stick.  Its incubation period is quite lengthy generally between 45 and 180
days.  It affects all age groups.  Recovery from hepatitis B does provide
immunity.  Generally, one can expect a complete recovery from viral
hepatitis; however, it is potentially fatal depending on many factors
including the virulence (aggressiveness) of the virus, prior hepatic damage,
and natural barriers to damage and disease of the liver.  It is possible for
viral hepatitis to lead to fulminating viral hepatitis and sub-acute fatal viral
hepatitis both of which are fatal.  Onset symptoms may include headache,
elevated temperature, chills, nausea, dyspepsia, anorexia, general
malaise, and tenderness over the liver.  These types of symptoms will last
about one (1) week, and then subside, and jaundice will occur.  Jaundice is
caused by damaged liver cells.  The convalescent stage begins with the
disappearance of the jaundice and may last several months.  Recovery is
expected in six (6) months.

Risk of Exposure
Per the Department of Human Services of the Center for Disease Control,
below is the risk of infection after occupational exposure:
HBV:
First aid providers who have received hepatitis B vaccine and have
developed immunity to the virus are at virtually no risk for infection.  For an
unvaccinated person, the risk from a single needle-stick or cut exposure to
HBV-infected blood ranges from 6-30% and depends on the hepatitis B e
antigen (HBeAg) status of the source individual.  In individuals who are
both hepatitis B surface antigen (HBsAG) positive and HBeAg positive
have more virus in their blood and are more likely to transmit HBV.
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HCV:
Based on limited studies, the risk for infection after a needle-stick or cut
exposure to HCV-infected blood is approximately 1.8%.  The risk following
a blood splash is unknown, but is believed to be very small; however, HCV
infection from such an exposure has been reported.
HIV:
The average risk of HIV infection after a needle stick or cut exposure to
HIV-infected blood is 0.3% (i.e., three-tenths of one percent, or about 1 in
300).  Stated another way, 99.7% of needle-stick/cut exposures do not
lead to infection.
The risk after exposure of the eye, nose, or mouth to HIV-infected blood is
estimated to be, on average, 0.1% (1 in 1,000).
The risk after exposure of the skin to HIV-infected blood is estimated to be
less than 0.1%.  A small amount of blood on intact skin probably poses no
risk at all.  There have been no documented cases of HIV transmission
due to an exposure involving a small amount of blood on intact skin (a few
drops of blood on skin for a short period of time).  The risk may be higher if
the skin is damaged (for example, by a recent cut) or the contact involves a
large area of skin or is prolonged (for example, being covered in blood for
hours).
All employees with occupational exposure are encouraged to accept the
hepatitis B vaccination.

Hepatitis B Vaccination
The hepatitis B vaccination series will be provided, at no cost, to all
unvaccinated first aid providers as soon as possible (within 24 hours of
initial exposure).  All exposed first aid provider employees are encouraged
to take this vaccination series unless they have previously received the
complete hepatitis B vaccination series; antibody testing has revealed that
the employee is immune; or the vaccine is contraindicated (not
recommended) for medical reasons.  Post-exposure evaluation,
prophylaxis (prevention of or protection from disease), and follow-up will be
provided at no cost to the employee.
The Hepatitis B vaccination will be performed under the supervision of a
licensed physician or other licensed healthcare professional.
All laboratory tests will be conducted by an accredited laboratory at no cost
to the employee.
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Should routine booster dose(s) of hepatitis B vaccine (as recommended by
the U.S. Public Health Service at a future date) be required, they will be
provided at no cost as long as the employee remains a first aid provider.
An employee may decline the Hepatitis B vaccination and this declination
shall not reflect unfavorably upon him/her; however, this declination must
be in writing.  See the Hepatitis B Declination Form.  
It is important to note that if a first aid provider initially declines the hepatitis
B vaccination series, he/she may decide at a later date to accept the
vaccination series and it will be provided at no cost assuming he/she is still
occupationally exposed to bloodborne pathogens or other potentially
infectious materials.

Sharps Injury Log
A Sharps injury log will be maintained for the recording of percutaneous
injuries from contaminated sharps.
The information on the log will be recorded and maintained in such manner
as to protect the confidentiality of the injured employee.
The sharps injury log will contain:

a. The type and brand of device involved in the incident.
b. The department or work area where the exposure incident occurred.
c. An explanation of how the incident occurred.

The sharps injury log shall be maintained for the period of five years.
First Aid Provider Input

As a matter of policy, all first aid providers who are responsible for first aid
delivery as an additional job are encouraged to suggest methods to
improve our engineering and workplace controls.  This input may be made
verbally to DAVID LONG at any time.  Additionally, suggestions will be
solicited during the annual refresher training.
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Plan Review
This plan will be reviewed, and if necessary, updated annually to reflect
new or modified tasks and procedures which affect occupational exposure
and to reflect new or revised employee positions with occupational
exposure.  As new medical devices are developed which reduce employee
exposure, they will be introduced into our practice.  A review of the sharps
injury log will help identify problem areas and/or ineffective devices which
may need replacement.

Post-Exposure Evaluation and Follow-Up
The information that has preceded Post-Exposure Evaluation and
Follow-up has dealt with the methods to restrict occupational exposure to
bloodborne pathogens and other infectious materials.  Post-exposure
evaluation and follow-up deals with the steps to take immediately following
a potential exposure incident and the steps that will be taken over time to
protect our employees from further health risk.
All incidents involving exposure to blood or other potentially infectious
materials will be reported to DAVID LONG, in writing, before the end of the
shift in which the incident occurred using the Exposure Incident Report,
located at the end of this exposure control plan for bloodborne pathogens
& other infectious material.  This Report will be prepared regardless of
whether or not there has been an "Exposure Incident" as defined in this
Plan and in 29 CFR 1910.1030.  A separate Exposure Incident Report will
be completed for each employee who was occupationally exposed. 
Information in this Report will include:

a. The date and time the incident occurred.
b. A brief description of the events leading up to the exposure (what

happened).
c. The name of the individual exposed.
d. The route of exposure.
e. “Source individual” and “exposed individual” information, including

the acceptance or rejection of hepatitis B vaccination series.
f. A determination of whether or not an actual "exposure incident"

occurred.  Refer to Definitions in this Plan or 29 CFR 1910.1030.
DAVID LONG or his authorized representative will review the Exposure
Incident Report and determine if methods or procedures may be altered to
prevent a reoccurrence of the incident.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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Further, an occupational bloodborne pathogens exposure incident which
results in the recommendation for hepatitis B vaccination would be
recorded on OSHA Form 300 as an injury.  See Recordkeeping.
All unvaccinated employees who have assisted in any situation involving
blood will be afforded the opportunity to receive the hepatitis B vaccination
series as soon as possible but not later than twenty-four (24) hours after
the situation.
A confidential medical evaluation and follow-up will be provided
immediately, at no cost, to the employee.  The healthcare professional
evaluating an employee after an exposure incident will be provided a copy
of 29 CFR 1910.1030.
Further, the healthcare professional will be provided a description of the
exposed employee's duties as they relate to the exposure incident;
documentation of the route(s) of exposure; the circumstances under which
the exposure occurred; the results of the source individual's blood testing,
if available; and all medical records relevant to the appropriate treatment of
the employee including vaccination status which is maintained by our
office.  See Recordkeeping.
The confidential medical evaluation and follow-up will include:

a. Documentation of the route(s) of exposure.
b. The circumstances under which the exposure incident occurred.
c. The identification and documentation of the source individual, unless

it can be established that the identification is not feasible or
prohibited by state or local law.

d. The exposed employee's blood shall be collected as soon as feasible
and tested after consent is obtained.
Note: If the employee consents to baseline blood collection, but does not consent at that

time for HIV serologic testing, the sample shall be preserved for at least 90 days.  If,
within 90 days of the exposure incident, the employee elects to have the baseline
sample tested, such testing shall be done as soon as feasible.

e. The source individual's blood shall be tested as soon as feasible to
determine HBV and HIV infectivity unless it is already known, in
which case this procedure is not necessary.

https://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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If consent to test the source individual's blood cannot be obtained the
following will occur:

a. It will be established and documented that legally required consent
cannot be obtained.

b. When the source individual's consent is not required by law, the
source individual's blood shall be tested and the results documented.

The results of the source individual's testing shall be made available to the
exposed employee and the employee shall be informed of applicable laws
and the identity and infectious status of the source individual.
The employee shall be provided post-exposure prophylaxis, when
medically indicated, and counseling.
The employee will be provided with a copy of the healthcare professional's
written opinion within 15 days of the completion of the evaluation.  The
written opinion shall be limited to:

a. Whether Hepatitis B vaccination is indicated and if the employee has
received such vaccination.

b. An indication that the employee has been informed of the results of
the evaluation.

c. An indication that the employee has been told about any medical
conditions resulting from exposure to blood or other potentially
infectious materials which require further evaluation or treatment.

All other findings or diagnoses will remain confidential and will not be
included in the written report.
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Recordkeeping
Complete and accurate medical records will be maintained for each
employee with occupational exposure.  These records shall remain
confidential and will not be disclosed or reported to any person within or
outside the workplace without the employee's express written consent,
except as required by law.
Medical records will be maintained for at least the duration of employment
plus 30 years.
Included in the employee's medical record will be:

a. The employee's name and social security number.
b. A copy of the employee's hepatitis B vaccination status including the

date of all the hepatitis B vaccinations and any medical records
relative to the employee's ability to receive vaccination.
1. If the employee has declined to receive the hepatitis B vaccination

series when appropriate, this declination will be included in the
person's medical records.

c. A copy of all results of examinations, medical testing, and follow-up
procedures as required following an exposure incident.

d. The employer's copy of the healthcare professional's written opinion
following an exposure incident.  

e. A copy of all information provided to the healthcare professional
following an exposure incident.

All work-related injuries from needle-sticks and cuts, lacerations, punctures
and scratches from sharp objects contaminated with another person's
blood or other potentially infectious materials are to be recorded on the
OSHA 300 as an injury.

a. To protect the employee's privacy, the employees name may not be
entered on the OSHA 300.

b. If the employee develops a bloodborne disease, the entry must be
updated and recorded as an illness.

https://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf
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Training
All of our first aid providers must have current certificates of first aid and
CPR training on file.  These records will be maintained by DAVID LONG.
Initial training, training at the introduction of a new or altered task affecting
exposure to bloodborne pathogens or other potentially hazardous
materials, and annual training will be provided by a person knowledgeable
in the subject matter contained in this Plan.  
Training will be interactive between the instructor and employee.  An
opportunity to ask questions will be provided.  Further, this Plan as well as
29 CFR 1910.1030, Bloodborne Pathogens, will be readily available for
review.
All training will be documented using the forms found in our Training
Information and Documentation Program.  Training documentation will be
maintained for a period of three (3) years from the date on which the
training occurred.
Training will include, but not be limited to, the following topics and
materials:

a. A complete review of our Exposure Control Plan and its accessibility.
b. An accessible copy of 29 CFR 1910.1030 and an explanation of its

contents.
c. A general explanation of the epidemiology and symptoms of

bloodborne diseases.
d. An explanation of the modes of transmission of bloodborne

pathogens.
e. An explanation of the appropriate methods for recognizing tasks and

other activities that may involve exposure to blood and other
potentially infectious materials.

f. An explanation of the use and limitations of methods that will prevent
or reduce exposure including appropriate engineering controls, work
practices, and personal protective equipment.

g. Information on the types, proper use, location, removal, handling,
decontamination and disposal of personal protective equipment.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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h. An explanation of the basis for selections of personal protective
equipment.

i. Information on the hepatitis B vaccine, including information on its
efficacy, safety, method of administration, benefits of being
vaccinated, and that the vaccine and vaccination will be offered free
of charge.

j. Information on the appropriate actions to take and persons to contact
in an emergency involving blood or other potentially infectious
materials.

k. An explanation of the procedure to follow if an exposure incident
occurs, including the method of reporting the incident and the
medical follow-up that will be made available.

l. Information on the post-exposure evaluation and follow-up that is
provided after an exposure incident.

m. An explanation of the color coding required by 29 CFR
1910.1030(g)(1).

n. A request for input from employees in the identification, evaluation,
and selection of effective engineering and work practice controls.

Waste Management
Waste management, if necessary, will comply with State EPA standards
regarding handling, storage, and shipping of medical wastes.

Summary
The whole thrust of the exposure control plan for bloodborne pathogens &
other infectious material Plan is to provide an awareness of the dangers of
bloodborne pathogens, provide a means of reducing the possibility of
occupational exposure, and, should occupational exposure occur, provide
a means of reducing health risk.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
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TOP OF THE LINE INC

Exposure Determination Form - List I

All job classifications in which all employees have occupational exposure.

1. First Aid Providers                         

2. ___________________________

3. ___________________________

4. ___________________________

5. ___________________________

6. ___________________________

Note: The above exposure determinations are to be made without regard to the use of
personal protective equipment.

Note: The primary job assignment of our designated first aid providers is not the rendering of
first aid or other medical assistance.  Any first aid rendered by them is rendered only as a
collateral duty, responding solely to injuries resulting from workplace incidents within our
facility.
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TOP OF THE LINE INC

Exposure Determination Form - List II

Job classifications in which some employees have occupational exposure:

1. None                                             .

2. ___________________________

3. ___________________________

4. ___________________________

5. ___________________________

6. ___________________________

Note: The above exposure determinations are to be made without regard to the use of
personal protective equipment.

Note: The primary job assignment of our designated first aid providers is not the rendering of
first aid or other medical assistance.  Any first aid rendered by them is rendered only as a
collateral duty, responding solely to injuries resulting from workplace incidents within our
facility.
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TOP OF THE LINE INC

Exposure Determination Form - List III

All tasks and procedures or groups of closely related tasks and procedures
in which occupation exposure occurs and are performed by employees in
job classifications noted in List II.

Job Classification Tasks

1. None                                             _________________________________
_________________________________
_________________________________
_________________________________

2. ___________________________ _________________________________
_________________________________
_________________________________
_________________________________

3. ___________________________ _________________________________
_________________________________
_________________________________
_________________________________

4. ___________________________ _________________________________
_________________________________
_________________________________
_________________________________

Note: The above exposure determinations are to be made without regard to the use of personal
protective equipment.

Note: The primary job assignment of our designated first aid providers is not the rendering of
first aid or other medical assistance.  Any first aid rendered by them is rendered only as a
collateral duty, responding solely to injuries resulting from workplace incidents within our
facility.
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TOP OF THE LINE INC

Housekeeping Schedule & Checklist

SCHEDULE
Following every incident where there is a possibility of the presence of
residual bloodborne pathogens or other potentially infectious materials.

CHECKLIST
Only personnel who have had training in our Exposure Control will ensure
that all surfaces are decontaminated and that cleaning materials are
properly disposed of.  Areas to consider include, but are not limited to:

YES NA

FLOORS  

WALLS  

EQUIPMENT  

PRODUCT  

WASTE CONTAINERS  

TOOLS  

Broken, potentially infected glassware should be picked up and disposed
of using mechanical means such as a brush and dust pan or forceps.

All sharps will be stored in a manner that allows easy access and safe
handling.

Infectious waste will be placed in containers that are color coded red. 
These containers will be decontaminated as soon as practical.

Subsequent to rendering any procedures, employees will ensure that all
surfaces on which blood, body fluids, bloodborne pathogens, or other
infectious materials may be present are cleaned with an appropriate
disinfectant.
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TOP OF THE LINE INC

Hepatitis B Declination Form

I understand that due to my occupational exposure to blood or other
potentially infectious materials I may be at risk of acquiring hepatitis B virus
(HBV) infection.  I have been given the opportunity to be vaccinated with
hepatitis V vaccine, at no charge to myself.  However, I decline hepatitis B
vaccination at this time.  I understand that by declining this vaccine, I
continue to be at risk of acquiring hepatitis B, a serious disease.  If in the
future I continue to have occupational exposure to blood or other
potentially infectious materials and I want to be vaccinated with hepatitis B
vaccine, I can receive the vaccination series at no charge to me.

__________________________ ___________________________
(WITNESS) (EMPLOYEES SIGNATURE)

___________________________
(PRINTED NAME)

_______________________
(DATE)
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TOP OF THE LINE INC

Sharps Injury Log

Note: A sharps injury log will be maintained for the recording of percutaneous injuries
from contaminated sharps.

The information on the log will be recorded and maintained in such manner as
to protect the confidentiality of the injured employee.
This sharps injury log shall be maintained for the period of five years.

____________________________________ _______________________________
(Incident Date) (Employee SSN)

Type and brand of device involved in the incident:
___________________________________________________________
Work area where the exposure incident occurred:
___________________________________________________________
Explanation of how the incident occurred:
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________

_______________________________________
DAVID LONG
Safety Program Administrator
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TOP OF THE LINE INC

Annual Exposure Control Plan Review

This Exposure Control Plan was prepared:  

At least annually, this program will be reviewed and, if necessary, updated
to reflect innovations in procedures and technological developments that
eliminates or reduces exposure to bloodborne pathogens.

As part of the annual review, the below will be considered:

a. Employee Input
b. Sharps Injury Log
c. Exposure Incident Reports
d. Professional Journals

Date Reviewed: Signature Title

_____________ __________________________ _______________

_____________ __________________________ _______________

_____________ __________________________ _______________

_____________ __________________________ _______________

_____________ __________________________ _______________
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TOP OF THE LINE INC

Exposure Incident Report

ALL INFORMATION ON THIS FORM IS TO REMAIN CONFIDENTIAL
THIS FORM SHALL BE COMPLETED AS SOON AS FEASIBLE AFTER AN EXPOSURE INCIDENT
BUT, UNDER NO CIRCUMSTANCES, AFTER THE SHIFT ON WHICH THE INCIDENT OCCURRED.

DATE:  ______________________ TIME:  _________________

NAME OF EMPLOYEE: ______________________________________________

ROUTE OF EXPOSURE: _______________________________________________

SOURCE INDIVIDUAL'S NAME: _________________________________________

a. Above individual did / did not consent to be tested for HBV or HIV.

b. Testing was done by: _____________________________________________

     1.  Results:  ____________________________________________________

EMPLOYEE WAS OFFERED AND ACCEPTED: NO YES

a. Hepatitis Vaccination Series. [Date(s)]   _______________

    1.  If "NO", written declination was signed.

b. Post Exposure Evaluation and follow-up.  

c. Employee consents to baseline blood collection.   _______________
(Signature)

Description of events leading to this exposure incident:  
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Corrective Measures to Prevent a Reoccurrence:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________ __________________________
DAVID LONG Employee Signature
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Fall Protection
29 CFR 1910.140 – Personal Fall Protection Systems

Self-Rescue
As required by §1910.140(c)(21), special consideration must be given to
rescuing an employee promptly should a fall occur.  The availability of
rescue personnel, ladders, or other rescue equipment will be considered
because our employees are not to self-rescue.  After a fall, it is likely an
employee will be unable to self-rescue due to an injury.  
As a matter of policy, under no circumstances will employees of TOP
OF THE LINE INC attempt to perform a self-rescue.
The rationale for this policy is as follows:

1. Expecting a suspended employee to perform self-rescue
presupposes that the employee is:
a. Of clear mind after the fall, and
b. In excellent physical condition, and
c. Has not sustained any injuries from the fall arrest, and
d. Did not have a medical event that caused the fall in the first place

(fainting, for example).
2. Because employees at TOP OF THE LINE INC are not professional

rescue persons, in depth self-rescue training would be required and
practice self-rescue exercises performed for each possible
combination of fall scenarios.

3. Specialize self-rescue equipment and training on that equipment
would be required.

Prompt Rescue Procedures:
As a matter of policy, an employee performing work requiring a personal
fall arrest system will not work alone.  He/she will be in sight of another
employee using a personal fall arrest system or be monitored by a safety
monitor whose sole job will be to ensure there is not a fall event that goes
unnoticed.
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Prior to performing work requiring a personal fall arrest system, DAVID
LONG, our Safety Program administrator, or a designated competent
person, will:

1.  Assess the possible fall scenarios; and
2. Take inventory of in-house equipment that is readily available for 

possible rescue (ladders, forklifts, mobile scaffold, etc.); and
3. Be prepared to implement a plan of action utilizing our in-house

equipment should a fall occur; or
4. Call an emergency rescue service and give them:

a. Our exact location.
b. A quick synopsis of what happened.
c. The height of the suspended person.
d. Known or suspected injuries.

Overview
One of the most serious hazards faced by the employees of TOP OF THE
LINE INC is falls from heights.  Our Fall Protection Program has been
developed to prevent injury from falls of four (4) feet or more from a
walking/working surface to a lower level, to prevent objects falling from
above and striking persons below, and to prevent employees from falling
into holes or onto dangerous machinery or equipment.
Within the context of this program, the term “fall hazard” does not refer to
tripping and falling, which is addressed in our general safety & health
program, nor does it apply to falling off a ladder or scaffold.  Scaffold and
ladder safety is addressed within their own topics.
A copy of this Fall Protection Program can be found readily accessible to
our employees at appropriate facilities.  If needed, a copy of a Fall
Protection Plan will be available in the area of the facility where needed.
Our Fall Protection Program may be reviewed at any time by employees at
TOP OF THE LINE INC.  Should a question arise concerning this Program,
personnel are encouraged to consult with their supervisor, or DAVID
LONG, our Fall Protection Program Administrator.
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At any facility where fall hazards exist, there will be at least one competent
person who has the training and ability to identify fall hazards and the
authority to ensure that proper fall protection systems are properly
implemented.
The following areas of concern are addressed by this Program:

a. The need to know where fall protection is required.
b. Selection of fall protection systems which are appropriate for given

situations.
c. Construction and installation of safety systems.
d. Supervision of employees.
e. Implementation of safe work procedures.
f. Training in selection, use, and maintenance of fall protection

systems.
Duties of the Program Administrator

The duties of DAVID LONG include:
a. Training of personnel.
b. Maintenance of training records.
c. Random, unannounced facility inspections to assure compliance with

both OSHA standards and company safety policies.
d. Resolution of specific problems that may present themselves

regarding a particular situation.
e. Designating a competent person (by training or experience) at each

applicable facility who will ensure:
1. A copy of our fall protection program/plan is readily accessible to

all appropriate employees at the facility.
2. A written certification record has been prepared documenting that

employees who have potential exposure to fall hazards at the
facility have received the required training.

3. The fall protection system(s) utilized at the facility are appropriate
for the hazard(s) present.

4. That, before any work is initiated, the walking/working surfaces at
the facility are capable of supporting both our personnel,
materials, and equipment that might be used.

DAVID LONG will be familiar with all applicable standards and will keep
up-to-date of developments in the field of fall protection.
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Hazard Assessment
Fall protection requires a joint effort by all personnel at TOP OF THE LINE
INC to identify work situations in which fall hazards exist, determine the
most appropriate fall protection system to be utilized, and to ensure that all
persons understand the proper methods of utilizing the selected fall
protection systems.  A hazard assessment, by a competent person, will
often provide the information needed to make these determinations.  
Care will be taken to assure that load limits are not exceeded on
walking/working surfaces and attachment points and hardware is capable
of withstanding (with the appropriate safety factor) the potential forces that
may be generated during an actual fall incident.
Fall protection hardware and equipment will be NIOSH/ANSI approved and
it is assumed that the manufacturer’s technical specifications and
capabilities are accurate.

Definitions
There are a number of terms and phrases, not common in everyday life,
which must be understood to grasp the thrust of our Fall Protection
Program.  For those employees directly involved with this Program or
affected by it, there are specific requirements and procedures which would
be meaningless without an understanding of the "language" of our Fall
Protection Program.  
Note: Words used within the definitions which are themselves defined are printed in bold italic.

ANCHORAGE: a secure point of attachment for lifelines, lanyards or
deceleration devices.
BELT TERMINAL: an end attachment of a window cleaner’s positioning
system used for securing the belt or harness to a window cleaner’s belt
anchor.
BODY BELT: a strap with means both for securing about the waist and for
attaching to other components such as a lanyard used with positioning
systems, travel restraint systems, or ladder safety systems. 
BODY HARNESS: straps that secure about the employee in a manner that
will distribute the fall arrest over at least the thighs, pelvis, waist, chest, and
shoulders with means for attaching it to other components of a personal
fall arrest system.
BUCKLE:  any device for holding the body harness closed around the
employee's body.



TOP OF THE LINE INC Page | 149
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

CARABINER:  an oval metal ring with a snap link used to fasten a rope to
the piton [a spike (attachment) with an eye to which a rope can be
secured.]
CFR:  Code of Federal Regulations.
COMPETENT PERSON:  one who is capable of identifying existing and
predictable hazards in the surroundings or working conditions which are
unsanitary, hazardous, or dangerous to employees; and who has
authorization to take prompt corrective measures to eliminate them.
CONNECTOR:  a device which is used to couple (connect) parts of the
personal fall arrest system and positioning device systems together. 
It may be an independent component of the system, such as a carabineer,
or it may be an integral component of part of the system (such as a buckle
or d-ring sewn into a self-retracting lanyard).
D-RING: a connector used: 

a. In a harness as an integral attachment element or fall arrest
attachment; 

b. In a lanyard, energy absorber, lifeline, or anchorage connector as an
integral connector; or 

c. In a positioning or travel restraint system as an attachment element. 
DANGEROUS EQUIPMENT:  equipment (such as pickling or galvanizing
tanks, degreasing units, machinery, electrical equipment, and other units)
which, as a result of form or function, may be hazardous to employees who
fall onto or into such equipment.
DECELERATION DEVICE:  any mechanism, such as a rope grab,
rip-stitch lanyard, specially-woven lanyard, tearing or deforming lanyards,
automatic self-retracting lifelines/lanyards, etc., which serves to dissipate
a substantial amount of energy during a fall arrest, or otherwise limit the
energy imposed on an employee during fall arrest.
DECELERATION DISTANCE:  the additional vertical distance a falling
employee travels from the point at which the deceleration device begins
to operate before stopping, excluding lifeline elongation and free fall
distance.  It is measured as the distance between the location of an
employee's body harness attachment point at the moment of activation (at
the onset of fall arrest forces) of the deceleration device during a fall, and
the location of that attachment point after the employee comes to a full
stop.
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EQUIVALENT:  alternative designs, materials, or methods to protect
against a hazard which the employer can demonstrate will provide an
equal or greater degree of safety for employees than the methods,
materials or designs specified in the standard.
FAILURE:  load refusal, breakage, or separation of component parts. 
Load refusal is the point where the ultimate strength is exceeded.
FREE FALL:  the act of falling before a personal fall arrest system
begins to apply force to arrest the fall.
FREE FALL DISTANCE:  the vertical displacement of the fall arrest
attachment point on the employee's body harness between onset of the
fall and just before the system begins to apply force to arrest the fall.  This
distance excludes deceleration distance, and lifeline/lanyard elongation,
but includes any deceleration device slide distance of self-retracting
lifeline/lanyard extension before they operate and fall arrest forces occur.
GUARDRAIL SYSTEM:  a barrier erected to prevent employees from
falling to lower levels.
HOLE:  a gap or void 2 inches (5.1 cm) or more in its least dimension, in a
floor, roof, or other walking/working surface.
LANYARD:  a flexible line of rope, wire rope, or strap which generally has
a connector at each end for connecting the body harness to a
deceleration device, lifeline, or anchorage.
LIFELINE:  a component consisting of a flexible line for connection to an
anchorage at one end to hang vertically (vertical lifeline), or for connection
to anchorages at both ends to stretch horizontally (horizontal lifeline), and
which serves as a means for connecting other components of personal
fall arrest system to the anchorage.
LOWER-LEVELS:  those areas or surfaces to which an employee can fall. 
Such areas or surfaces to include, but are not limited to, ground levels,
floors, platforms, ramps, runways, pits, tanks, material, water, equipment,
structures, or portions thereof.
OPENING:  a gap or void 30 inches or more high and 18 inches or more
wide, in a wall or partition through which employees can fall to a lower
level.
PERSONAL FALL ARREST SYSTEM:  a system used to arrest an
employee in a fall from a working level.  It consists of an anchorage,
connectors, a body harness, and may include a lanyard, deceleration
device, lifeline, or suitable combination of these.  The use of body belts
for fall arrest is prohibited.
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PERSONAL FALL PROTECTION SYSTEM: a system (including all
components) an employer uses to provide protection from falling or to
safely arrest an employee’s fall if one occurs.  Examples of personal fall
protection systems include personal fall arrest systems, positioning
systems, and travel restraint systems. 
POSITIONING SYSTEM: (work-positioning system) a system of equipment
and connectors that, when used with a body harness or body belt, allows
an employee to be supported on an elevated vertical surface, such as a
wall or window sill, and work with both hands free. Positioning systems
also are called “positioning system devices” and “work-positioning
equipment.”
QUALIFIED PERSON:  one who, by possession of a recognized degree,
certificate, or professional standing, or who by extensive knowledge,
training, and experience, has successfully demonstrated his ability to solve
or resolve problems relating to the subject matter, the work, or the project.
ROPE GRAB:  a deceleration device which travels on a lifeline and
automatically, by friction, engages the lifeline and locks so as to arrest the
fall of an employee.  A rope grab usually employs the principle of inertial
locking, cam/level locking, or both.

SAFETY FACTOR: the ratio of the design load and the ultimate strength of
the material. 
SELF-RETRACTING LIFELINE/LANYARD:  a deceleration device
containing a drum-wound line which can be slowly extracted from, or
retracted onto, the drum under slight tension during normal employee
movement, and which, after onset of a fall, automatically locks the drum
and arrests the fall.
SNAPHOOK:  a connector comprised of a hook-shaped member with a
normally closed keeper of similar arrangement which may be opened to
permit the hook to receive an object and, when released, automatically
closes to retain the object.  Snaphooks are generally one of two types:

a. The locking type with a self-closing, self-locking keeper which
remains closed and locked until unlocked and pressed open for
connection or disconnection; or

b. The non-locking type with a self-closing keeper which remains closed
until pressed open for connection or disconnection.  The use of a
non-locking snaphook as part of personal fall arrest systems and
positioning device systems is prohibited.

TOEBOARDS:  a low protective barrier that will prevent the fall of material
and equipment to lower levels and provide protection from falls for
personnel.
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TRAVEL RESTRAINT: (tether) line means a rope or wire rope used to
transfer forces from a body support to an anchorage or anchorage
connector in a travel restraint system. 
TRAVEL RESTRAINT SYSTEM: a combination of an anchorage,
anchorage connector, lanyard (or other means of connection), and body
support that an employer uses to eliminate the possibility of an employee
going over the edge of a walking-working surface. 
WINDOW CLEANER’S BELT: a positioning belt that consists of a waist
belt, an integral terminal runner or strap, and belt terminals. 
WINDOW CLEANER’S BELT ANCHOR: (window anchor) specifically
designed fall-preventing attachment points permanently affixed to a
window frame or to a building part immediately adjacent to the window
frame, for direct attachment of the terminal portion of a window cleaner’s
belt. 
WINDOW CLEANER’S POSITIONING SYSTEM: a system which consists
of a window cleaner's belt secured to window anchors. 
UNPROTECTED SIDES AND EDGES:  any side or edge (except at
entrances to points of access) of a walking/working surface, e.g., floor,
roof, ramp, or runway where there is no wall or guardrail system at least
39 inches high.
WALKING/WORKING SURFACE:  any surface, whether horizontal or
vertical, on which an employee walks or works, including, but not limited to,
floors, ramps, bridges, runway; not including ladders, vehicles, or trailers
on which employees must be located in order to perform their job duties.
WORK AREA:  that portion of a walking/working surface where job
duties are being performed.

Where Fall Protection is Required
The "key" distance is four (4) feet.  All employees must be aware that if
there is a possibility of falling four (4) feet or more at least one (1) fall
protection system will be implemented.  Further, protection from being
struck by falling objects from above will be provided.
Below listed are specific situations where fall protection systems will be
utilized.
UNPROTECTED SIDES AND EDGES:
Each employee on a walking/working surface (horizontal and vertical
surface) with an unprotected side or edge, which is 4 feet or more above a
lower level, shall be protected from falling by the use of guardrail systems,
safety net systems, or personal fall arrest systems.
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HOIST AREAS:
Each employee in a hoist area shall be protected from falling 4 feet or
more to lower levels by guardrail systems or personal fall arrest systems.
If a guardrail system is utilized in a hoist area and portions of the system
are removed to facilitate the hoisting operation, and an employee must
lean through the access opening or out over the edge of the access
opening, that employee must be protected by a fall arrest system.
HOLES:
Each employee on walking/working surfaces shall be protected from falling
through holes (including skylights) more than 4 feet above lower levels by
personal fall arrest systems, covers, or guardrail systems.

a. Each employee on a walking/working surface shall be protected
from tripping in or stepping into or through holes (including skylights)
(regardless of height) by covers.

b. Each employee on a walking/working surface shall be protected
from objects falling through holes (regardless of height) by covers.

RAMPS, RUNWAYS, AND OTHER WALKWAYS:
Each employee on ramps, runways, and other walkways shall be protected
from falling 4 feet or more to lower levels by guardrail systems.
DANGEROUS EQUIPMENT:
Each employee less than 4 feet above dangerous equipment shall be
protected from falling into or onto the dangerous equipment by guardrail
systems or by equipment guards.
Each employee 4 feet or more above dangerous equipment shall be
protected from fall hazards by guardrail systems, personal fall arrest
systems, or safety net systems.
WALL OPENINGS:
Each employee working on, at, above, or near wall openings (including
those with chutes attached) where the outside bottom edge of the wall
opening is 4 feet or more above lower levels and the inside bottom edge of
the wall opening is less than 39 inches above the walking/working surface,
shall be protected from falling by the use of a guardrail system, a safety net
system, or a personal fall arrest system.
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WALKING/WORKING SURFACES NOT OTHERWISE ADDRESSED:
Each employee on a walking/working surface 4 feet or more above a lower
level that is not addressed in the preceding categories shall be protected
from falling by a guardrail system, a safety net system, or a personal fall
arrest system except when:

a. Working on scaffolds, fall protection requirements are covered by 29
CFR 1926 Subpart L.

b. Working on certain cranes and derricks, fall protection requirements
are covered by 29 CFR 1926 Subpart N.

c. Performing steel erection work in buildings, fall protection
requirements are covered by 29 CFR 1926 Subpart R.

d. Working on certain types of equipment used in tunneling operations,
fall protection requirements are covered by 29 CFR 1926 Subpart S.

e. Engaged in the construction of electric transmission and distribution
lines, equipment fall protection requirements are covered by 29 CFR
1926 Subpart V.

f. Working on stairways and ladders fall protection requirements are
covered by 29 CFR 1926 Subpart X.
Note: On multi-employer work sites, employees of all contractors and subcontractors

must understand the fall protection hazards that exist and be aware of the various
methods of fall protection even if they are NOT directly exposed to fall hazards in
their particular work area.  For example, a contractor may have a controlled access
zone in place and all persons on the job site, regardless of their employer, must
understand the importance of remaining outside that CAZ.

Fall Protection Systems
GUARDRAIL SYSTEM:
A guardrail system is a physical barrier erected to prevent employees from
falling to lower levels.
Specific guardrail systems criteria are found in 29 CFR 1926.502(b) and
we will erect guardrail systems that comply with the cited criteria.
The main advantage of a guardrail system is that it is a “passive” system
which, once installed, requires no employee involvement in its function.  A
guardrail will stop an employee who inadvertently walks into it.
A guardrail system is an acceptable fall protection system in each of the
OSHA designated work areas, except one: “Formwork and Reinforcing
Steel.”    

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10916
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10916
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10928
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10939
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10940
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10944
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10944
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10946
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GUARDRAIL SYSTEMS AT HOISTING AREAS:
When guardrail systems are used at hoisting areas, a chain, gate or
removable guardrail section shall be placed across the access opening
between the guardrail sections when hoisting operations are not taking
place.  
Note: If a portion of the guardrail system is removed at a hoisting area to facilitate the hoisting

operations and an employee must lean out over the opening, then that employee must be
protected by a personal fall arrest system.  In this instance it is important to remember that
the personal fall arrest system may not be attached to the guardrail system.

GUARDRAIL SYSTEMS AT HOLES:
Guardrail systems used at holes shall be erected on all unprotected sides
of the edges of the hole.
When the hole is to be used for the passage of materials, the hole shall not
have more than two sides provided with removable guardrail sections to
allow the passage of materials.  When the hole is not in use, it shall be
closed over with a cover or protected with a guardrail system on all
unprotected sides or edges.
Note: Guardrails need not be erected around holes while employees are working at the hole,

passing materials through the hole, etc.  When work is completed around the hole, the hole
must be protected by guardrails on all sides of the hole or by covers.

Guardrail systems used around holes which are used as points of access
(such as ladder ways) will be provided with a gate or be offset so that a
person cannot walk directly into the hole.
GUARDRAIL SYSTEMS ON RAMPS AND RUNWAYS:
Guardrail systems used on ramps and runways shall be erected along
each unprotected side or edge.  Ramps, runways, and other walkways on
which employees need protection from falling 4 feet or more to a lower
level must be protected by a guardrail system and only a guardrail system.
PERSONAL FALL ARREST SYSTEM:
A personal fall arrest system is, as the name implies, a means of safely
decelerating a falling body before a lower level is hit.  The three (3) main
components of a personal fall arrest system are the:

a. Anchorage point
b. Lanyard
c. Body harness
Note: Body belts will not be used in a personal fall arrest system.

The tie-off attachment point must be at or above the connection point on
the harness to prevent additional free fall distance.  
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As are guardrails, personal fall arrest systems are “passive” and require no
employee involvement once they are properly rigged.
For all practical purposes, d-rings and locking type snaphooks shall have a
minimum tensile strength of 5,000 pounds and lanyards and vertical
lifelines shall have a minimum breaking strength of 5,000 pounds. 
Anchorages must be capable of supporting 5,000 per employee.  
Anchorages used in personal fall arrest systems must be independent of
any anchorage being used to support or suspend platforms.
Note: Knots in a rope lanyard or lifeline can reduce its strength by as much as 50% and having a

lanyard go over or around sharp edges can completely destroy its effectiveness.

With the exception that harnesses and components may be used as
positioning device systems, personal fall arrest system components may
not be used for purposes other than that for which they were designed.
Positioning device system components shall be inspected prior to each use
for wear, damage, and other deterioration and defective components shall
be removed from service.
Should a personal fall arrest system actually be used to stop a fall, it will be
removed from service and not used again until inspected and determined
to be undamaged and suitable for reuse by a competent person.
SAFETY NET SYSTEM:
As required by 29 CFR 1910.29(c), specific safety net systems criteria are
found in 29 CFR 1926.502(c).
Safety nets will be installed as close as practical under the walking/
working surface on which employees are working and in no case shall they
be more than 30 feet below such level.
Safety nets shall be inspected at least once per week and after an
occurrence which could affect the integrity of the system.  Defective nets
will not be used.
All items that have fallen in a safety net will be removed as soon as
possible and at least before the next work shift.
Safety nets will be drop-tested after initial installation and before being
used as a fall protection system, whenever relocated, after major repair,
and at six-month intervals if left in one place.
Note: If it is demonstrably unreasonable to perform a drop-test, a designated competent person

shall prepare a certification in accordance with 29 CFR 1926.502(c)(4)ii.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10758
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10758
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WARNING LINE SYSTEM:  
A warning line system is a barrier erected on a roof to warn employees that
they are approaching an unprotected edge and which designates an area
in which work may take place without the use of guardrail, body harness, or
safety net systems to protect employees in the area.
A warning line system is to be used only work on low-sloped roofs over
50-feet in width with unprotected sides and edges 4-feet or more above
lower levels (on a simple rectangular roof, width is the lesser of the two
primary overall dimensions.  This is also the case with roofs which are
sloped toward or away from the roof center).  Most importantly, warning
line systems must be used in conjunction with either a guardrail system, a
safety net system, a personal fall arrest system, or a safety monitoring
system.
Note: In the above scenario, either a guardrail system, a safety net system, or a personal fall

arrest system alone provides adequate fall protection.

Specific warning line systems criteria are found in 29 CFR 1910.29(d) and
we will use warning line systems that comply with the cited criteria.
As a general rule, warning line systems will be used in conjunction with a
safety monitoring system.
A warning line made of ropes, wires, chains, and supporting stanchions will
be flagged at no more than 6-feet intervals with high-visibility material.  As
the name implies, this line will only “warn” employees that they are
approaching an unprotected side or edge.  The horizontal resisting force of
a warning line is 16 pounds versus 200 pounds for a guardrail system.

No personnel are allowed in the area between a roof edge and a warning
line unless they are performing roofing work in that area.
Mechanical equipment on roofs shall only be used in areas that are
protected by either a warning line system, a guardrail system, or a personal
fall arrest system.
The warning line shall be erected around all sides of the roof work area not
less than 6-feet from the roof edge unless mechanical equipment is being
used.  In that case, the warning line shall be erected not less than 6-feet
from the roof edge which parallels the mechanical operation and not less
than 10 feet from the roof edge which is perpendicular to the direction of
the mechanical operation.
Points of access, material handling areas, storage areas, and hoisting
areas shall be connected to the work area by an access path formed by
two warning lines.  When the aforementioned areas are not in use, the
warning line will be adjusted to completely seal off the work area so that a
person cannot inadvertently enter the area.
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POSITIONING SYSTEM:
A positioning system consists of a body belt or body harness system
rigged to allow an employee to be supported on an elevated vertical
surface, such as a wall, and work with both hands free while leaning.
Specific positioning systems criteria are found in 29 CFR 1910.140 and we
will use positioning systems that comply with the cited criteria.
Positioning systems must be inspected prior to each use for wear,
damage, and other deterioration.  Defective components must be removed
from service.  Components of positioning systems must never be used for
purposes other than that for which they were designed -- specifically fall
protection and/or positioning on a vertical surface.
COVERS:
Covers can prevent an employee from stepping into a hole, tripping over a
hole, falling through a hole, or being injured by objects falling through a
hole.
Note: When work is completed around a hole, the hole must be protected by guardrails on all

sides of the hole or by covers.

Specific cover criteria are found in 29 CFR 1910.29(e) and we will use
covers that comply with the cited criteria.
Covers must be capable of supporting, without failure, twice the weight of
the employees, equipment, and/or materials that may be imposed upon
them.
Covers, when used, must be secured to prevent accidental displacement
by wind, equipment, or employees.
All covers must be color coded or marked with the word: “HOLE” or
“COVER” to identify the hazard.
Note: The above does not apply to cast iron manhole covers or roadway steel grates.

Covers, and only covers, will be used on walking/working surfaces to
protect employees from tripping or stepping into or through a hole
(including skylights).  This provision is regardless of the height of the hole
above a lower surface.
Covers, and only covers, will be used to protect employees from objects
falling through holes (including skylights). This provision is regardless of
the height of the hole above a lower surface.
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PROTECTION FROM FALLING OBJECTS:
Specific protection from falling objects criteria are found in 29 CFR 1910.29
and we will use that criteria to protect employees of TOP OF THE LINE
INC from falling objects.
Covers are to be used to protect employees from objects falling through
holes from upper surfaces regardless of heights.
Toeboards, used to prevent objects from falling on employees on a lower
level must be at least 3½ inches high with not more than a ¼ inch
clearance between the toeboard and the walking/working surface.  When
tools, materials, or equipment are piled higher than the top edge of the
toeboard, paneling or screening will be erected from the top of the
toeboard to the appropriate mid or top rail of the guardrail system to
provide adequate protection to employees below.

Accidents and Near Accidents
Accidents and near accidents involving fall hazards will be investigated by
DAVID LONG to determine the cause of the incident and a method of
preventing a reoccurrence.  Questions to be considered are:

a. Was the fall protection system selected appropriate for the hazard?
b. Was the system properly installed?
c. Was the person involved in the accident following proper

procedures?
d. Were there contributing factors such as ice, wind, debris, etc.?
e. Is retraining or a change of the Fall Protection Plan required?

Training
TOP OF THE LINE INC will provide any necessary training to anyone who
uses personal fall protection systems or who is exposed to a potential fall
hazard by a qualified person.  
The training will cover at least the following topics:

a. The nature of the fall hazards in the work area and how to recognize
them.

b. The procedures to be followed to minimize those hazards.
c. The correct procedures for installing, inspecting, operating,

maintaining, and disassembling the personal fall protection systems
that the employee uses.

d. The correct use of personal fall protection systems and equipment,
including, but not limited to, proper hook-up, anchoring, and tie-off
techniques.

e. The correct methods of equipment inspection and storage, as
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specified by the manufacturer.
All employees are required to be trained in the requirements of this
paragraph on or before May 17, 2017.

Retraining
Employees will be retrained when there is reason to believe they do not
have the understanding and skill required work safely around fall hazards. 
Situations requiring retraining include, but are not limited to, the following: 

a. When changes in the workplace render previous training obsolete or
inadequate; 

b. When changes in the types of fall protection systems or equipment to
be used render previous training obsolete or inadequate; or 

c. When inadequacies in an affected employee's knowledge or use of
fall protection systems or equipment indicate that the employee no
longer has the requisite understanding or skill necessary to use
equipment or perform the job safely. 

Should the competent person, a supervisor, or DAVID LONG suspect that
an employee lacks the skills needed for proper fall protection, that
employee will be retrained.  
Changes to the facility, types of fall protection systems, or equipment being
used will also necessitate retraining.
Only the latest Training Certificate will be kept on file.
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TOP OF THE LINE INC

Safety Net Installation Certification
As required by 29 CFR 1910.29(c), specific safety net systems criteria are
found in 29 CFR 1926.502(c).
This is to certify that the Safety Net identified below was installed with
sufficient clearance under it to prevent contact with the surface or
structures below when subjected to an impact force equivalent to the drop
test specified in 29 CFR 1926.502(c)(4)(i).
SAFETY NET MAKE:  _____________________
SAFETY NET MODEL:  _____________________
SAFETY NET LOCATION: _____________________
It was found to be unreasonable to perform the below listed drop test for
the following reasons:
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
Drop Test (Circle appropriate drop test to which the certification applies):

a. After initial installation and before using drop test.
b. After relocation drop test.
c. After major repair drop test.
d. After remaining in the same location for 6 months drop test.

______________________________ _______________________
(Competent Person) (Date)
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TOP OF THE LINE INC

Fall Protection Plan
(Required when standard fall protection systems are not feasible)

With changes:  _______________________________
(If no changes, enter “None”)

This Fall Protection Plan is specific for the following project:
Project Name:  __________________________________________
Location of Job: __________________________________________

__________________________________________
Date Plan Prepared: ______________ by: _______________________

(Must be a Qualified Person)

Date Plan Modified: ______________ by: _______________________
(Must be a Qualified Person)

Date Plan Modified: ______________ by: _______________________
(Must be a Qualified Person)

Plan Approved by: ______________________________
Plan Supervised by: ______________________________

POLICY STATEMENT
This Fall Protection Program has been developed to protect our employees
from the easily identifiable danger associated with working at height:  falling. 
While the general concept of Fall Protection is straight forward, those
employees to whom this Program applies must have specific training
applicable to their individual jobs.  It is recognized that the nature of fall
hazards may vary from project to project and even change during a specific
project.  Training will be on-going to reflect the various existing work
situations.
A copy of our Fall Protection Program can be found in the main office at:
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441
A copy of our Fall Protection Plan will be found on every applicable Job
Site.
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FALL PROTECTION SYSTEMS TO BE USED ON THIS JOB
All employees on this job/project will be protected from fall hazards by the
use of one or more conventional fall protection systems.  These systems
include guardrail systems, safety net systems, personal fall arrest systems,
positioning device systems, warning line systems, controlled access zones,
safety monitoring systems, covers, and protection from falling objects.
Further, the conventional fall protection system used in each required
circumstance will be in compliance with 29 CFR 1926.502(k) which
addresses which systems are appropriate (allowed) for specific types of
work.

TRAINING
All personnel at TOP OF THE LINE INC working on this job/project have
received training in our Fall Protection Program and are able to recognize
fall hazards and understand procedures to minimize these hazards. 
Further, they have been trained, as necessary, by a competent person
qualified in the following areas using both formal and hands on training:

a. The nature of fall hazards in the work area.
b. The procedures for erecting, maintaining, disassembling, and

inspecting the fall protections to be used.
c. The use and operation of guardrail systems, personal fall arrest

systems, safety net systems’ warning line systems, safety monitoring
systems’ controlled access zones, and other protection to be used.

d. Their role in the safety monitoring system when this system is used.
e. The limitations on the use of mechanical equipment during the

performance of roofing work on low sloped roofs.
f. The procedures for handling and storage of equipment and materials

and the erection of overhead protection.
g. The roll of employees in fall protection plans.

ENFORCEMENT
Awareness of and respect for fall hazards, and compliance with all safety
rules are of great importance. Appropriate disciplinary action will be taken
should an employee disregard the safety guidelines of TOP OF THE LINE
INC.
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ACCIDENT INVESTIGATION
All accidents that result in injury to employees, regardless of their nature,
will be investigated and reported.  It is important that documentation of
accidents take place as soon as possible so that the cause may be
determined, and steps may be taken to prevent a reoccurrence.

CHANGES TO THIS PLAN
Changes to this plan, specifically a deviation from conventional fall
protection systems, will be documented by a qualified person whose name
appears on the front of this fall protection plan.
Changes will be limited to:

a. Leading edge work
Note: Leading edge work involves construction which moves the location of the edge

forward (backward).  Working at the edge of a walking/working surface (such as a roof)
is not leading-edge work - it is (roofing) work at an unprotected side or edge.

b. Precast concrete construction work
c. Residential construction work

The criteria for determination that a conventional fall protection is infeasible
is that it is impossible to perform construction work with a conventional fall
protection system or it is technologically impossible to use a conventional
fall protection system.  Inconvenience and cost are not acceptable
considerations.
Specific Fall Protection Plan criteria are found in 29 CFR 1926.502(k) and
we will, if necessary, create a Fall Protection Plans that comply with the
cited criteria.
A separate change will be made for each situation where conventional fall
systems cannot be used.
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TOP OF THE LINE INC

Changes to Fall Protection Plan
CHANGE NUMBER:  ____________
This change to the Fall Protection Plan for the below listed project will be
attached to the original Fall Protection Plan and a copy will be available at
the job site.

Project Name:  _______________________________________________

Location of Job:______________________________________________

Date Change Prepared:  ____________ by:________________________
(Must be a Qualified Person)

Date Change Modified:   ____________ by:________________________
(Must be a Qualified Person)

Change Approved by: ______________________________

Change Supervised by: ______________________________

Reference the above.

Changes to this Fall Protection Plan for this specific project are required for
the following reason(s):

Specific work that requires fall protection other than conventional fall
protection: 
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
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Specific work areas where the above work will take place:
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________

Before any non-conventional fall protections are used as part of the work
plan, a controlled access zone (CAZ) shall be clearly defined by the
competent person _____________________________________ as an
(Name(s) of Competent Person)
area where a recognized hazard exists.  The demarcation of the CAZ will
be communicated by the competent person in a recognized manner such
as:

Circle one or more of the below:

a.  signs
b.  wires
c.  tapes
d.  ropes
e.  chains
f.  other:  __________________

All access to the CAZ will be restricted to authorized entrants.  Those
entrants will be identified by
______________________________________________

(Color hard hats; arm bands, etc.)
and are listed below:

___________________ ___________________ ___________________

___________________ ___________________ ___________________

___________________ ___________________ ___________________
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The competent person will ensure the protective elements of the CAZ are
implemented prior to the beginning of work.

Specific reasons why conventional fall protection is either infeasible or
creates a greater hazard:

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

Specific measures to be taken to reduce or eliminate fall hazards for
personnel who cannot be provided conventional fall protection:

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

In the above CAZ, a safety monitoring system will be implemented in
conformance with 29 CFR 1926.502(h).
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Forklifts
29 CFR 1910.178 - Powered Industrial Trucks

Overview
This program has been developed to make our truck operators aware of
the hazards associated with motorized truck use as well as to provide
guidance for safe truck operations.
Persons will be authorized to operate our forklifts only after they have
successfully demonstrated their understanding of proper procedures for
truck inspection, use, and refueling/recharging.  Operators will demonstrate
their truck knowledge and abilities by passing a written test and performing
designated truck maneuvers.  All truck operators will be evaluated by
DAVID LONG, our Forklift Program Administrator, or a designated
competent person.
Because of their power, weight, size, restricted visibility, and, often, high
center of gravity, operation of industrial trucks takes skill and attention to
detail.  One moment of inattention can lead to a major mishap in an instant.
 Additionally, the load presents potential hazards if not properly secured,
balanced, and/or properly placed on the truck.  
In accordance with 29 CFR 1910.178(b)12, DAVID LONG, or other
competent person, will determine whether the atmosphere or location in
which our industrial trucks will operate is hazardous or non-hazardous and,
after further assessing our needs, will determine which types of trucks are
appropriate and allowed for our specific operations.
In the unlikely event that unsafe industrial motor truck operations are
observed, retraining will be given with emphasis on correcting the improper
behavior.  To prevent the possibility of severe injury to the operator (or a
bystander), our forklifts must be operated in a professional manner and
anything less will not be tolerated.
All truck operators will have ready access to this program, appropriate
OSHA standards, and the truck owner/operator manuals.

Forklifts
Forklifts are designed to move items quickly, safely, and cleanly.  Forklift
training would also apply to numerous types of powered industrial trucks
such as:  tractors, platform lift trucks, motorized hand trucks, and other
specialized industrial trucks powered by electric motors or internal
combustion engines.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9828
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9828
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While many safety features are designed into forklifts, accidents still
happen and they are generally the result of operator error.
There is a general agreement among safety professionals, as well as
OSHA, that requiring training for all persons (including part-time, seasonal,
and temporary employees) who operate forklifts will significantly reduce the
accident and injury rates.

General Requirements
All truck operators must be thoroughly familiar with the truck, itself.  This
includes knowing:

a. Instinctively, what each and every control does.
b. How to perform a truck safety check.
c. The truck’s limitations such as maximum load, height and width,

visibility, stability, and surface requirements.
d. The truck’s stopping and turning ability and its effect on loads.  

The below safety rules and guidelines to which one must adhere while
operating a forklift have been established.  These rules are designed to
protect the operator and/or persons adjacent to truck operations.
Specifically:

1. No person shall operate one of our trucks unless authorized in
writing.
a. Prior to authorization, the operator will have read this program,

received training, passed a quiz on truck operations, and been
evaluated on operational skills.

b. Authorization to operate one type of truck does not automatically
authorize a person to operate all trucks.  Different power sources,
visibility restrictions, controls, and capacities may dictate, in the
judgment of DAVID LONG, that a separate certification process
may be required for a different type of truck.  There may be
instances where a new vehicle does not necessitate new training
and a demonstration of proficiency.  A newer model of a currently
used truck may be identical to the truck the operator is qualified on
as far as safety and operations are concerned.  As a general rule,
each type of truck has its own characteristics, limitations, and
idiosyncrasies -- each model of a type of truck may or may not be
unique.
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2. No riders are allowed on our forklift unless:
a. The truck is specifically designed for such use.
b. The rider is authorized by DAVID LONG.

Note: Forklifts are generally designed to move product, supplies and equipment, not
personnel.

3. DAVID LONGwill revoke the authority to operate a truck if unsafe
acts are observed or it is apparent that the operator has not retained
the knowledge and job skills necessary to safely perform truck
operations.
a. An operator who has lost his authorization to operate a truck will

be retrained, reevaluated, and, if appropriate, re-certified.
4. At the beginning of each shift, the operator will inspect the truck

using our Forklift Daily Checklist.
a. If deficiencies relating to safety are found, the deficiencies will be 

noted on the Checklist and reported to DAVID LONG or other
designated person.  The vehicle will not be used until safety
defects are repaired.

b. If cosmetic damage is discovered during the daily check, it will be
noted on the Checklist, but the truck will be used.  Cosmetic faults
will not delay our operations.

Hazards
The major personal safety hazards involved in truck operation include:

a. Physically hitting a person/object with the truck or load.  
b. Having a load fall and hit the operator or other person.
c. Having the truck tip and crush the operator or other person.
d. Fire or explosion during refueling/recharging.

Below are rules and guidelines to control the hazards identified and reduce
the likelihood of accident/injury.  While some of the procedures may seem
too obvious to mention or just plain common sense, remember this
—serious, even fatal, accidents have occurred because for one split
second an operator forgot or ignored a basic safety rule.  
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FALLING/HITTING A PERSON/OBJECT:
a. Never drive up to a person standing in front of a fixed object.
b. When possible, stay within delineated travel lanes or aisles.
c. Be seen and/or heard.
d. Ensure that adequate lighting is available.
e. Maintain a clear view of travel.  If the load blocks or restricts the view,

the operator will drive with the load trailing (backwards).
f. Slow down, sound horn, and do not pass where vision is restricted.
g. Operate the truck at speeds that will allow it and the load to be

stopped in a safe, smooth, manner.
h. Be aware of floor conditions.  Remove loose objects that have found

their way to the truck travel lanes.  Operate the truck at slower
speeds on wet or slippery floors.

i. Of course, stunt or reckless driving is prohibited.
j. Be aware of the height of the truck and, if equipped, its mast and

load.  Carelessness can damage ceiling, lights, pipes, etc.
k. Never allow anyone to stand or pass under an elevated portion of

any truck at any time.
FALLING LOADS:

a. Know your load – do not “over stack.”  Because practically all loads
lifted or hauled by a forklift are not secured to the truck, ensure the
load is properly stacked.  Cartons generally should be interlaced or
banded.

b. If lifting a load or pallet, get the forks (or other engaging means) as
far under the load as possible.

c. Travel with the load in the lowest position for stability as well as
prevention of hitting objects overhead.  If using forks, tilt the load
backward for stabilization.

d. Do not exceed the truck’s rated capacity or stack loads too high.
e. Do not make “jerky” movements such as slamming the brakes or high

speed turns.
f. A load backrest extension will reduce the possibility of part of the

load falling rearward.
g. When using a fork lift, the forks may be tilted forward only for picking

up or setting down a load.  
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TIPPING:
Forklifts are, by design, narrow allowing them greater access within the
work setting.  Unfortunately, a narrow track offers less stability.  Tipping or
falling off an edge (or dock) is a preventable accident by following the
guidelines below.  If your truck tips, keep your body and limbs within the
safety of the cage.  Wear a seat belt if the truck is so equipped.

a. Stay within travel lanes.
b. If entering a trailer, ensure:

1. The trailer brakes are engaged.
2. The trailer is secured from movement by means of chocks and/or

a locking mechanism.
3. The tractor is either shut off or removed from the trailer.
4. The trailer is squared up with the dock opening and dock plates

are secure.
5. The trailer floor is capable of supporting the forklift and its load.  
6. The lighting within the trailer is adequate.
NOTE: Falling off a dock edge because a trailer has moved is invariably a serious

accident.  Do not count on the tractor-trailer driver to lock his brakes or even trust
that his brakes work.  Physically check and ensure that the trailer into which you
are taking your forklift is flush against the dock.  If possible, the trailer should be
actually attached to the dock, but in all cases, it should be chocked.  

c. Travel with the load in the lowest possible position and avoid sharp
turns at higher speeds as well as abrupt truck movements.

d. Be aware of the surface on which you are traveling -- its traction,
ability to hold weight, slope, and surface.

FIRE/EXPLOSION DURING REFUELING/RECHARGING:
Refueling accidents are not common experiences, however should they
occur, they would be sudden and possibly catastrophic.  Follow the
manufacturer’s owner’s manual and local fire laws.  

a. There is absolutely NO SMOKING or open flame during any portion
of the refueling/recharging process.

b. Per 29 CFR 1910.110, Storage and handling of liquefied petroleum
gases, paragraph (f)(7), at least one approved portable fire
extinguisher having a minimum rating of 8-B, C must be readily
available when refueling propane.

c. Facilities for quick drenching of the eyes and body must be readily
available.
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Other Concerns
The program deals primarily with the personal safety of our forklift
operators.  However, when discussing truck operations, we would be
remiss if it were not pointed out that improper truck operations could also
result in physical damage to products, trucks, and/or facilities.  Proper
truck operation will reduce personal injury accidents, and, as an added
benefit, prevent general damage.

Operator Protection
A hazard assessment of forklift operations will be conducted by DAVID
LONG.  Particular attention will be given to hand, head, eye, and foot
protection, as well as environmental conditions such as atmospheres, heat,
or cold.  If the truck is equipped with a seat belt, it must be worn when the
truck is moving.
Keep your limbs within the running lines of the truck and keep your hands
and fingers away from moving parts -- particularly the mast on a fork lift
truck.
DAVID LONG will perform a hazard assessment of our truck operations
and determine what, if any, personal protective equipment (PPE)
requirements are appropriate.  If PPE (examples: steel toed boots, leather
gloves, hard hat, eye protection, etc.) is required, it must be worn.  

Forklift Operations
In addition to safety operating practices previously identified in this manual,
the following will be considered general operating procedures:

a. Fire aisles, access to stairways, and fire equipment must be kept
clear.

b. Operators leaving their trucks must ensure the load is fully lowered,
controls neutralized, and brakes set.  On an incline, the wheels must
be blocked.  If the operator is 25 feet or more from the truck or does
not have a clear view of the truck, the power to the truck must be
shut off.

c. A safe distance shall be maintained from the edge of ramps or
platforms while on any elevated dock, platform, or freight car.

d. Trucks shall not be used for opening or closing freight doors.
1. Trucks, like all items of equipment, will be used for the purpose for

which they were designed.
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e. Be aware that if the operator of a semi-trailer has placed the rear
wheels in a far forward position, the trailer may act as a “teeter-totter”
when a heavy forklift enters the trailer.  When a trailer is not coupled
to a tractor, fixed jacks may be necessary to support the semi-trailer
during loading or unloading.

f. Be aware that the overhead guard (used as protection against falling
objects) is designed to prevent injury from the impact of small
packages, boxes, bagged material, etc.  -- it is not necessarily
designed to withstand the impact of a falling capacity load.

g. In the event persons are lifted by a truck, a lifting platform must be
securely attached to the lifting mechanism and the persons on the
safety platform must have means of shutting off power to the truck.

h. If more than one truck is operated, they must be separated by a safe
distance (at least three truck lengths) and they may not pass each
other in intersections, blind spots, or other dangerous locations.  The
right of way shall be yielded to other trucks in emergency situations.

i. Trucks traveling in the same direction shall not be passed at all.
j. Driving on grades:

1. Grades shall be ascended or descended slowly.
2. When ascending or descending grades in excess of 10 percent,

loaded trucks shall be driven with the load upgrade.
k. Motorized hand trucks must enter confined areas with the load end

forward.
Maintenance

While the operator is responsible for checking the truck before use, actual
mechanical maintenance must be performed by an authorized person.  

a. If at any time a forklift is found to be in need of repair, defective,
overheating, or in any way unsafe, the truck shall be taken out of
service until it has been restored to safe operating condition.

b. Forklifts should be kept reasonably clean and free of excess oil and
grease.
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Duties of our Forklift Administrator
The duties of DAVID LONG include:

a. Operator training and certification.
b. Hazard assessment of our truck operations.
c. Identification of truck operators who, through their performance have

demonstrated a lack of retained knowledge or ability to safely operate
a powered truck.  These people will receive retraining.

d. Keeping up-to-date of developments in the materials handling field
with an emphasis on safety.  

Additionally, DAVID LONG will ensure that all truck operators have ready
access to 29 CFR 1910.178, Powered Industrial Trucks, this program, and
the individual truck’s Operator/Owner Manual.  

Training
 will administer the training portion of this program.
Interactive training will be given by a competent (one with knowledge,
training, and experience) person with ample opportunity to ask questions
and clarify all aspects of truck operation relating to safety.
Prior to actual truck operation on the job, all truck operators will become
familiar with the contents of this program as well as the operator’s manual
applicable to the specific powered truck they will operate. Each operator
will demonstrate an understanding of truck operations and complete a
driving test which will include truck inspection, maneuvering, and
fueling/charging.
New truck operators may operate powered trucks in a training capacity:

a. When they are under the direct supervision of persons who have the
knowledge, training, and experience to train and evaluate their
competence.

b. Where such operation does not endanger themselves or others.  
 will ensure that all truck operators have a complete understanding of the
below listed topics:

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9828
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Truck-Related Topics:
a. Operating instructions, warnings, and precautions for the type of

truck the operator will be authorized to operate.
b. Differences between the truck and the automobile.
c. Truck controls and instrumentation: where they are located, what

they do, and how they work.
d. Engine or motor operation.
e. Steering and maneuvering.
f. Visibility (including restrictions due to loading).
g. Fork and attachment adaptation, operation, and use limitations.
h. Vehicle capacity.
i. Vehicle stability.
j. Any vehicle inspection and maintenance that the operator will be

required to perform.
k. Refueling and/or charging and recharging of batteries.
l. Operating limitations.
m. Any other operating instructions, warnings, or precautions listed in

the operator's manual for the types of vehicle that the employee is
being trained to operate.

Work-Related Topics:
a. Surface conditions where the vehicle will be operated.
b. Composition of loads to be carried and load stability.
c. Load manipulation, stacking, and unstacking.
d. Pedestrian traffic in areas where the vehicle will be operated.
e. Narrow aisles and other restricted places where the vehicle will be

operated.
f. Hazardous (classified) locations where the vehicle will be operated.
g. Ramps and other sloped surfaces that could affect the vehicle's

stability.
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h. Closed environments and other areas where insufficient ventilation or
poor vehicle maintenance could cause a buildup of carbon monoxide
or diesel exhaust.

i. Other unique or potentially hazardous environmental conditions in the
work area that could affect safe operation.

Refresher training in relevant topics will be provided to the operator when:
a. If unsafe truck operations are observed.
b. After an accident or near-accident.
c. Operator has received an evaluation that reveals that the operator is

not operating the truck safely
d. If the operator is to be assigned to drive a different type of truck.
e. If work area changes could affect safe operation of the truck.

An evaluation of each powered industrial truck operator's performance
must be conducted at least once every three years and refresher training
will be provided as needed.
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Hazard Communication
29 CFR 1910.1200, Hazard Communication
29 CFR 1910.1200 Appendix A, Health Hazard Criteria (Mandatory)
29 CFR 1910.1200 Appendix B, Hazard Determination (Mandatory)
29 CFR 1910.1200 Appendix C, Allocation of Label Elements (Mandatory)
29 CFR 1910.1200 Appendix D, Safety Data Sheets (Mandatory)
29 CFR 1910.1200 Appendix E, Definition of “Trade Secret” (Mandatory

Purpose
The purpose of our hazard communication program is to ensure that the
hazards of all chemicals produced or imported are classified, and that
information concerning the classified hazards is transmitted to our
employees.  The provisions of our hazard communication program are
consistent with the provisions of the United Nations Globally Harmonized
System of Classification and Labeling of Chemicals (GHS), Revision 3. The
transmittal of information is to be accomplished by means of our
comprehensive hazard communication program.
We shall develop, implement, and maintain at each workplace a
comprehensive written hazard communication program for our employees
which includes container labeling and other forms of warning, safety data
sheets and employee training.
Note: Where employees must travel between workplaces during a work shift, i.e., their work is

carried out at more than one geographical location, the safety data sheets may be kept at
the primary workplace facility. In this situation, the employer shall ensure that employees
can immediately obtain the required information in an emergency.

Hazard communication applies to any hazardous substance which is
known to be present in the work place in such a manner that employees
may be exposed under normal conditions of use or in a reasonably
foreseeable emergency resulting from work place operations.
Manufacturers and importers shall obtain or develop a safety data sheet for
each hazardous substance they produce or import.  We will obtain from the
manufacturer or seller a SDS of each hazardous substance which we use.
We will maintain a list of the hazardous substances known to be present
using an identity that is referenced on the appropriate SDS.  This list may
be compiled for the workplace as a whole or for individual work areas.
We will also maintain copies of the required SDS for each hazardous
chemical and shall ensure that they are readily accessible to each
employee when they are in their work areas.  
Electronic access and other alternatives to maintaining paper copies of the
safety data sheets are permitted as long as no barriers to immediate
employee access in each workplace are created by such options.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10099
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10100
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10101
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10102
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10103
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10104
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As a matter of course, before a new product is purchased, we will review
its SDS to determine the presence of carcinogenic or other extremely
hazardous chemicals.  Using this information from the SDS, we will be able
to inform employees how they will be protected from carcinogens at the
workplace.
Prior to performing a non-routine task (for example, the cleaning of reactor
vessels), an employee will be given information by a competent person or
supervisor concerning the hazardous chemicals to which he may be
exposed.  This information will include:

a. Specific chemical hazards
b. Protective/safety measures the employee is to use.
c. Measures taken to lessen the hazards including ventilation,

respirators, presence of another employee and emergency
procedures.

Should work activities be performed in areas where chemicals are
transferred through unlabeled pipes, the employee shall be informed by the
competent person or supervisor of:

a. The chemical in the pipes.
b. Viscosity, pressure, heat.
c. Potential Hazards.
d. Safety precautions to be taken.  

In multi-employer workplaces, our written hazard communication program
will include the methods we will use to inform any other employers sharing
the same work area of the hazardous chemicals to which their employees
may be exposed while performing their work, and any suggestions for
appropriate protective measures, including the following:
The competent person at the workplace will inform those with whom TOP
OF THE LINE INC work of any hazardous chemical products we are using
and will provide them with the appropriate SDS for their review.  SDS for all
chemical products used at the workplace will be readily available.  
Should TOP OF THE LINE INC introduce a new chemical product to the
facility that contains a physical or health safety hazard, the product’s SDS
will accompany that product and, before use, employees will be given
instruction on the products hazards.  
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Labels and Other Forms of Warning
The manufacturer, importer, or distributor shall ensure that each container
of hazardous chemicals leaving the workplace is labeled, tagged or
marked.  Where the manufacturer or importer is required to label, tag or
mark the following information shall be provided:

1. Product identifier;
2. Signal word;
3. Hazard statement(s);
4. Pictogram(s);
5. Precautionary statement(s); and,
6. Name, address, and telephone number of the manufacturer,

importer, or other responsible party.
The manufacturer or importer preparing the safety data sheet shall ensure
that the information provided accurately reflects the scientific evidence
used in making the hazard determination. If the manufacturer or importer,
become aware of any significant information regarding the hazards of a
chemical, or ways to protect against the hazards, this new information shall
be added to the safety data sheet within three months. If the chemical is
not currently being produced or imported, the manufacturer or importer
shall add the information to the safety data sheet before the chemical is
introduced into the workplace again. TOP OF THE LINE INC will replace
safety data sheets with updated copies as they are received.
Product identifier and words, pictures, symbols, or combination thereof,
which provide at least general information regarding the hazards of the
chemicals, and which, in conjunction with the other information immediately
available to employees under the hazard communication program, will
provide employees with the specific information regarding the physical and
health hazards of the hazardous chemical.
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Example below for labeling:

We may use signs, placards, process sheets, batch tickets, operating
procedures, or other such written materials in lieu of affixing labels to
individual stationary process containers, as long as the alternative method
identifies the containers to which it is applicable and conveys the
information required by the above to be on a label. The written materials
shall be readily accessible to the employees at TOP OF THE LINE INC in
their work area throughout each work shift. We may use such written
materials in lieu of affixing labels to individual containers as long as the
alternative method identifies and accompanies the containers to which it is
applicable and conveys the information required to be on a label.
We are not required to label portable containers into which hazardous
chemicals are transferred from labeled containers, and which are intended
only for the immediate use of the employee who performs the transfer.
We shall not remove or intentionally deface existing labels on incoming
containers of hazardous chemicals, unless the container is immediately
marked with the required information.
We shall ensure that workplace labels or other forms of warning are
legible, in English, and prominently displayed on the container, or readily
available in the work area throughout each work shift.  If we have
employees who speak languages other than English, we will add the
information to the presented material translated to the appropriate
language and the information will be presented in their language.
Note: OSHA pictograms do not replace the diamond shaped labels that the U.S. Department of

Transportation (DOT) requires for the transport of chemicals, including chemical drums,
chemical totes, tanks, or other containers.  Those labels must be on the external part of a
shipped container and meet the DOT requirements set forth in 49 CFR 172, Subpart E.
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Employee Information and Training
TOP OF THE LINE INC shall provide employees with effective information
and training on hazardous chemicals in their work area at the time of their
initial assignment, and whenever a new chemical hazard is introduced into
their work area. Information and training may relate to general classes of
hazardous chemicals to the extent appropriate and related to reasonably
foreseeable exposures of the job. Chemical-specific information must
always be available through labels and safety data sheets.
Information and training shall consist of at least the following topics:

1. Employees shall be informed of the requirements of 29 CFR
1910.1200, Hazard Communication, and its appendices.

2. Employees shall be informed of any operations in their work area
where hazardous chemicals are present.

3. Employees shall be informed of the location and availability of the
written hazard communication program, including the list(s) of
hazardous chemicals and safety data sheets required by this section.

4. Employees shall be trained in the methods and observations that
may be used to detect the presence or release of a hazardous
chemical in the work area (such as conducting specific monitoring,
using continuous monitoring devices, learning the visual appearance
or odor of hazardous chemicals when being released, etc.).

5. Employees shall be trained in the physical, health, simple
asphyxiation, combustible dust and pyrophoric gas hazards, as well
as hazards not otherwise classified, of the chemicals in the work
area, and the measures they can take to protect themselves from
these hazards, including specific procedures that TOP OF THE LINE
INC has implemented to protect our employees from exposure to
hazardous chemicals, such as appropriate work practices,
emergency procedures, and personal protective equipment to be
used.

6. Our employees shall be trained in the details of our hazard
communication program, including an explanation of the labels
received on shipped containers and the workplace labeling system
used by their employer and the safety data sheet, and how our
employees can obtain and use the appropriate hazard information.
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Documentation of Training
Documentation of safety and health training shall be maintained for at least
one (1) year.
Documentation shall include:

1. employee name or other identifier
2.  training dates 
3. type(s) of training
4. training providers

Employees will be informed employees of the right:
1. To personally receive information regarding hazardous substances to

which they may be exposed, according to the provisions of this
section;

2. For their physician or collective bargaining agent to receive
information regarding hazardous substances to which the employee
may be exposed according to provisions of this section;

3. Against discharge or other discrimination due to the employee's
exercise of the rights afforded pursuant to the provisions of the
Hazardous Substances Information and Training Act.

Whenever TOP OF THE LINE INC receives a new or revised safety data
sheet, such information shall be provided to employees on a timely basis
not to exceed 30 days after receipt, if the new information indicates
significantly increased risks to, or measures necessary to protect,
employee health as compared to those stated on a safety data sheet
previously provided.
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TOP OF THE LINE INC

Request for Safety Data Sheets
TO:

________________________
(Date)

______________________________________
(Supplier)

______________________________________
(PO Box/Street Address)

______________________________________
(City, State, ZIP)

To whom it may concern:

On ________________, we received a shipment of ______________________,
(Date) (Product Name)

reference invoice: _____________________.
(Invoice Number)

The above product was received without an accompanying Safety Data Sheet
(SDS).  Per 29 CFR 1910.1200, we are unable to use this product without its
SDS.

Please furnish the appropriate SDS as soon as possible to:.

TOP OF THE LINE INC

127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441

Thank you,

________________________________
DAVID LONG
Safety Director
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TOP OF THE LINE INC

List of Hazardous Chemicals

The Safety Data Sheets for the below listed Hazardous Chemicals will
follow this list.  The Safety Data Sheets are arranged in the order listed
below:
Chemicals
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
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Lockout/Tagout - Control of Hazardous Energy
29 CFR 1910.147 - The Control of Hazardous Energy (Lockout/Tagout)
29 CFR 1910.333 - Selection and Use of Work Practices

Overview
TOP OF THE LINE INC will comply with the provisions of 29 CFR 1910.147,
The Control of Hazardous Energy (Lockout/Tagout) and 29 CFR 1910.333,
Selection and Use of Work Practices, the standards on which this program
is based.
Coordination will be established between TOP OF THE LINE INC and, if
appropriate, contractors at our facility to clearly indicate who is responsible
for what function of the program, as well as the identifying characteristics
of the lockout/tagout devices, shape, color, color codes for locks and tags,
if used.
Coordination is required because – for example:  our employee may
complete lockout/tagout procedures and perform maintenance on a fixed
piece of equipment while a contractor’s employee is affected by that work.
All our employees affected by this program will be “authorized employees”
by virtue of their work (see “Definitions” below.)

Definitions
There are a number of terms and phrases which must be understood by all
employees to grasp the general thrust of this Program.  For those
employees directly involved with this Program or affected by it, there are
specific requirements and procedures which would be meaningless without
an understanding of the "language" of Control of Hazardous Energy.
AFFECTED EMPLOYEE:  an employee whose job requires him/her to
operate or use a machine or equipment on which servicing or maintenance
is being performed under lockout or tagout, or whose job requires him/her
to work in an area in which such servicing or maintenance is being
performed.
AUTHORIZED EMPLOYEE: a person who locks out or tags out machines
or equipment in order to perform servicing or maintenance on that machine
or equipment.  An affected employee becomes an authorized employee
when that employee's duties include performing service or maintenance
covered under 29 CFR 1910.147, The Control of Hazardous Energy
(Lockout/Tagout).  
NOTE: An authorized employee is authorized to service only machines and equipment with which

he/she is familiar by training and/or experience.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9804
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9804
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910
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CAPABLE OF BEING LOCKED OUT: an energy isolating device is
capable of being locked out if it has a hasp or other means of attachment
to which, or through which, a lock can be affixed, or it has a locking
mechanism built into it.  Other energy isolating devices are capable of
being locked out if lockout can be achieved without the need to dismantle,
rebuild, or replace the energy isolating device or permanently alter its
energy control capability.
ENERGIZED: connected to an energy source or containing residual or
stored energy.
ENERGY ISOLATING DEVICE: a mechanical device that physically
prevents the transmission or release of energy, including but not limited to
the following:  a manually operated electrical circuit breaker; a disconnect
switch; a manually operated switch by which the conductors of a circuit can
be disconnected from all ungrounded supply conductors, and, in addition,
no pole can be operated independently; a line valve; a block; and any
similar device used to block or isolate energy.  Push buttons, selector
switches and other control circuit type devices are not energy isolating
devices.
ENERGY SOURCE: any source of electrical, mechanical, hydraulic,
pneumatic, chemical, thermal, or other energy.
FIXED EQUIPMENT: equipment fastened in place or connected by
permanent wiring methods.
HOT TAP: a procedure used in the repair, maintenance and service
activities which involves welding on a piece of equipment (pipelines,
vessels, or tanks) under pressure in order to install connections or
appurtenances.  It is commonly used to replace or add sections of pipeline
without the interruption of service for air, gas, water, steam, and
petrochemical distribution systems.
LOCKOUT: the placement of a lockout device on an energy isolating
device, in accordance with an established procedure, ensuring that the
energy isolating device and the equipment being controlled cannot be
operated until the lockout device is removed.
LOCKOUT DEVICE: a device that utilizes a positive means such as a
lock, either key or combination type, to hold an energy isolating device in a
safe position and prevent the energizing of a machine or equipment. 
Included are blank flanges and bolted slip blinds.
NORMAL PRODUCTION OPERATIONS:  the utilization of a machine or
equipment to perform its intended production function.  
OTHER EMPLOYEES:  those employees whose work operations are or
may be in an area where energy control procedures may be utilized.
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SERVICING AND/OR MAINTENANCE:  workplace activities such as
constructing, installing, setting up, adjusting, inspecting, modifying, and
maintaining and/or servicing machines or equipment.  These activities
include lubrication, cleaning or unjamming of machines or equipment, and
making adjustments or tool changes where the employee may be exposed
to the unexpected energization or startup of equipment or release of
hazardous energy.
SETTING UP:  any work performed to prepare a machine or equipment to
perform its normal production operation.
TAGOUT:  the placement of a tagout device on an energy isolating device,
in accordance with an established procedure, to indicate that the energy
isolating device and the equipment being controlled may not be operated
until the tagout device is removed.
TAGOUT DEVICE:  a prominent warning device, such as a tag and a
means of attachment, which can be securely fastened to an energy
isolating device in accordance with an established procedure, to indicate
that the energy isolating device and the equipment being controlled may
not be operated until the tagout device is removed.

Applicability
The provisions of this program apply when there is a possibility of injury
due to the unexpected energization, start up, or release of stored energy
while constructing, installing, setting up, adjusting, inspecting, modifying,
maintaining, or servicing fixed machinery.  Stored energy in an
electro/mechanical system can be found in rotating flywheels, weights and
counter-weights, hydraulic and pneumatic pressure, thermal and chemical
energy, springs, and unbalanced loads.
This program does not apply to:

a. Work on cord and plug connected electric equipment for which
exposure to the hazards of unexpected energization or startup of the
equipment is controlled by unplugging the equipment from the energy
source and by the plug being under the exclusive control of the
employee performing the servicing or maintenance.

b. Hot tap operations provided:
1. Continuity of service is essential.
2. Shut down of the system is impractical.
3. Documented procedures are followed and special equipment is

used which will provide proven effective protection for employees. 
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Procedures for Control of Hazardous Energy
The general procedures for lockout, tagout, or lockout and tagout are quite
similar.  Below are instructions which apply to all control of hazardous
energy procedures.  Exceptions and specific requirements for lockout
without tagout; tagout without lockout; and lockout used in conjunction with
tagout are noted in their own subchapters.

General Procedures
NOTE: Throughout this section, lockout/tagout refers to lockout without tagout; tagout without

lockout; and lockout used in conjunction with tagout.

PURPOSE AND SCOPE:  Effective hazardous energy control procedures
will protect employees during machine and equipment servicing and
maintenance where the unexpected energization, start up or release of
stored energy could occur and cause injury.  Further, effective hazardous
energy control procedures will protect employees when working near or on
exposed de-energized electrical conductors and parts of electrical
equipment.  Hazards being guarded against include, but are not limited to,
being cut, struck, caught, crushed, thrown, mangled, and/or shocked by
live electrical circuits caused by the unexpected release of hazardous
energy.  One (1) piece of machinery can have more than one (1) real or
potential source of hazardous energy that must be guarded against.
These procedures for the control of hazardous energy will ensure that
machines and equipment are isolated properly from hazardous or
potentially hazardous energy sources during servicing and maintenance
and properly protected from re-energization as required by 29 CFR
1910.147.
While any employee is exposed to contact with parts of fixed electrical
equipment or circuits which have been de-energized, the circuits
energizing the parts will be locked out and/or tagged in accordance with
the requirements of 29 CFR 1910.333 (b)(2).
PREPARATION FOR SHUTDOWN: Prior to lockout/tagout, all energy
isolating devices must be located which apply to the specific machine in
question.  There may be more than one energy source.  While electrical
is most common, other sources could be:  hydraulic, pneumatic, chemical,
thermal, rotational, spring, etc.  All must be isolated.  The Energy Source
Evaluation Form and the Control Procedures Form must be completed
prior to isolation.  These forms must be completed by an authorized
employee.  Once completed, it is recommended that these evaluations
remain on file for future use.  Any changes in design or energy hazard will
require an update of these forms.  Not only the energy source hazard, but
its magnitude must be recorded on the Energy Source Evaluation Form. 
Example:  Energy Source:  Pneumatic.  Magnitude:  125 psi.
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Before an authorized or affected employee turns off the piece of
equipment, the authorized employee must have knowledge of the type and
magnitude of the energy to be controlled and the methods or means to
control the energy.  Refer to the Control Procedures Form for specific
energy control procedures.
MACHINE OR EQUIPMENT SHUTDOWN:  Before lockout/tagout controls
are applied, all affected employees will be notified and given the reasons
for the lockout/tagout.
If a machine or equipment is operating, it will be shut down by normal
stopping procedures by either the affected or authorized employee.
LOCKOUT/TAGOUT DEVICE APPLICATION:  Authorized employees will
lockout/tagout the energy isolating devices with assigned individual locks. 
Locks or other lockout/tagout devices will be color coded and shall be used
for no other purpose.  Lockout/tagout devices will indicate the identity of
the authorized employee applying the device.
Lockout/tagout devices will be durable and capable of withstanding the
environment to which they are exposed for the maximum period of time
that exposure is expected.  They shall be standardized in color and be
substantial enough to prevent their removal without the use of excessive
force or unusual techniques such as bolt cutters or other metal cutting
tools.  Key or combination locks are acceptable.  Tagout device
attachments shall be non-reusable, attachable by hand, self-locking, and
non-releasable with a minimum unlocking strength of no less than 50
pounds.  The tagout attachment will have the general design and basic
characteristics of, at a minimum, a one-piece, all environmental tolerant
nylon cable tie.
Lockout/tagout devices will be applied so that they will hold the energy
isolating devices in a "Neutral" or "Off" position.  Protective materials and
hardware shall be provided for isolating, securing or blocking of machines
or equipment from energy sources.  These protective materials and
hardware include, but are not limited to, locks, tag chains, wedges, key
blocks, adapter pins, self-locking fasteners, etc.
RELEASE OF STORED ENERGY:  All stored energy will be blocked or
dissipated.  Types of stored energy include flywheels, springs, hydraulic or
pneumatic systems, etc.  Should there be a possibility of re-accumulation
of stored energy, verification of isolation must be continued until servicing
is complete.
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VERIFICATION OF ISOLATION:  Prior to starting work on machines or
equipment that have been locked out and after ensuring that no personnel
are exposed to the release of hazardous energy, the authorized employee
shall operate the normal operating controls to verify that the machine or
equipment has been de-energized and that it will not operate.
After the above test, the operating controls will be returned to the
"NEUTRAL" or "OFF" position.
At this point, the machine/equipment is now locked out.  The work may
proceed.
RELEASE FROM LOCKOUT/TAGOUT: Before the lockout/tagout devices
are removed and energy is restored to the machine or equipment, the
following procedures will be implemented to ensure the safety of everyone
involved:

a. The work area will be inspected to ensure that nonessential items
have been removed and to ensure that the machine or equipment
components are operationally intact.

b. The work area will be checked to ensure that all employees have
been safely positioned or removed.

After the lockout/tagout devices have been removed and before the
machine or equipment is started, affected employees will be notified that
the lockout/tagout devices have been removed.
Each lockout/tagout device must be removed by the authorized employee
who applied it.
NOTE: The one exception to the above is when the authorized employee who applied the

lockout/tagout device is not available to remove it.  That device may be removed under the
direction of the competent person provided that the below specific procedures are
followed:
a. Verification by the competent person that the authorized employee who applied the

lockout/tagout device is not at the facility.
b. All reasonable efforts will be made to contact the authorized employee to inform

him/her that his/her lockout/tagout device has been removed.
c. Ensuring that the Authorized employee has been informed of the above before

resuming work.
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The person who removes the device must be an authorized employee.
Each type of control of hazardous energy procedure shall be documented
using the Energy Source Evaluation Form and the Control Procedures
Form except when all the below listed conditions exist:

a. The machine or equipment has no potential for stored or residual
energy or re-accumulation of stored energy after shut down which
could endanger employees; and

b. The machine or equipment has a single energy source which can be
readily identified and isolated; and

c. The isolation and locking out of that energy source will completely
de-energize and deactivate the machine or equipment; and

d. The machine or equipment is isolated from that energy source and
locked out during servicing and maintenance; and

e. A single lockout device is under the exclusive control of the
authorized employee performing the servicing and maintenance; and

f. The servicing and maintenance does not create hazards for other
employees; and

g. No accidents have occurred involving the unexpected activation or
re-energization of the machine or equipment during servicing or
maintenance.

The above exceptions apply to documentation only.  Whether using
lockout, tagout, or lockout and tagout, the general procedures are the
same.

Device Selection Criteria for Non-Electrical Hazardous Energy
A lock, color coded with either paint or tape and identifiable with the name
of the employee who applied it, shall be placed on each energy-isolating
device where feasible.  Lockout is the primary means of non-electrical
hazardous energy isolation and, where possible, will always be used in lieu
of tagout.  In the event a machine or piece of equipment will not accept a
lock on its energy isolating device(s), it will be modified to do so whenever
it is replaced, renovated, or undergoes a major repair.
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There are occasions where lockout cannot be accomplished and in those
instances, tagout alone may be used as long as it provides full employee
protection as explained below:

a. A tag may be used without a lock if a lock cannot be physically
applied.  This procedure must be supplemented with at least one
additional safety measure providing a level of safety equivalent to
that obtained by the use of a lock.  Examples of additional safety
measures include, but are not limited to the:
1. Removal of an isolating circuit element.
2. Blocking of a controlling switch.
3. Opening of an extra disconnecting device.
NOTE: A tag may be used without a lock if it can be demonstrated that tagging procedures

will provide a level of safety equivalent to that obtained by the use of a lock.  This
demonstration must be documented.  This is an allowable, but not preferred,
option.

All affected persons must be fully aware of the fact that tags used in tagout
procedures are essentially a warning device affixed to energy isolating
devices.  Unlike locks, tags do not physically restrain.  Tags will:

a. Be capable of withstanding the environment to which they have been
exposed for the maximum period of time that exposure is expected.

b. Be constructed and printed so that exposure to weather conditions or
wet and damp locations will not cause the tag to deteriorate or the
message on the tag to become illegible.

c. Be standardized in at least one (1) of the following:
1. Color
2. Shape
3. Size

d. Be standardized in print and format.
e. In their method of attachment, be substantial enough to prevent

inadvertent or accidental removal.  Tagout device attachment
methods and means shall be of a non-reusable type, attachable by
hand, self-locking, and non-releasable with a minimum strength of no
less than 50 pounds and have the general design and basic
characteristics of being at least equivalent to a one-piece,
all-environment-tolerant nylon cable tie.

f. Indicate the identity of the employee applying the tag.
g. Warn against the hazardous conditions if the machine or equipment

is energized and shall include a legend such as the following:  Do
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Not Start, Do Not Open, Do Not Close, Do Not Operate, etc.
Control of Electrical Hazardous Energy on Fixed Equipment

Electrical hazards associated with fixed equipment present a special
hazard class and, in each case, a determination must be made whether
lockout, tagout, or lockout used in conjunction with tagout is to be utilized.
The guidelines for this determination are found in 29 CFR 1910.333.  29
CFR 1910.333 makes no mention of maintenance or servicing.  Its
provisions apply to any possible exposure to contact with fixed electrical
equipment or circuits which have been de-energized.  Live parts that
operate at less than 50 volts to ground need not be de-energized if there
will be no increased exposure to electrical burns or to explosion due to
electric arcs.  Fixed equipment is defined as:  "equipment fastened in place
or connected by permanent wiring methods."
Before circuits and/or equipment are de-energized, safe procedures will be
determined before the fact.  At a minimum:

a. The circuits and equipment to be de-energized will be disconnected
from all electric energy sources.  Control circuit devices, such as
push buttons, selector switches, and interlocks, may not be used as
the sole means for de-energizing circuits or equipment.  Interlocks
for electric equipment may not be used as a substitute for lockout
and tagging procedures.

b. Stored electric energy which might endanger personnel shall be
released.  Capacitors shall be discharged and high capacitance
elements shall be short-circuited and grounded if the stored electric
energy might endanger personnel.  Be aware of the shock potential
of capacitors and associated equipment.  If they are handled in
meeting this requirement (discharging), they shall be treated as
energized until they have been totally discharged.

c. Stored non-electrical energy in devices that could reenergize electric
circuit parts shall be blocked or relieved to the extent that the circuit
parts could not be accidentally energized by the device.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910
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Device Selection Criteria for Electrical Hazardous Energy
NOTE: When dealing with safety related work practices to prevent electric shock or other injuries

resulting from either direct or indirect electrical contacts, a Qualified Person is defined as
one who:  "is permitted to work on or near exposed energized parts" and who, at a
minimum, has been trained in and is familiar with:
a. The skills and techniques necessary to distinguish exposed live parts from other parts

of electric equipment, and
b. The skills and techniques necessary to determine the nominal voltage of exposed live

parts, and
c. The clearance distances specified in 29CFR 1910.333(c) and the corresponding

voltages to which the qualified person will be exposed.

A lock and tag shall be placed on each disconnecting means used to
de-energize circuits and equipment on which work is to be performed
except:

a. A tag may be used without a lock if it can demonstrate that tagging
procedures will provide a level of safety equivalent to that obtained
by the use of a lock.  This demonstration must be documented.  This
is an allowable, but not preferred, option.  A tag may also be used
without a lock, if a lock cannot be physically applied.  Under either of
the above two circumstances that a tag is used without a lock, the
procedures must be supplemented with at least one additional safety
measure that provides a level of safety equivalent to that obtained by
the use of a lock.  Examples of additional safety measures include:
1. The removal of an isolating circuit element.
2. The blocking of a controlling switch.
3. The opening of an extra disconnecting device.

b. A lock may be used without a tag if, and only if:
1. Only one circuit or piece of equipment is being de-energized, and
2. The lockout period does not extend beyond the work shift, and
3. Employees exposed to the hazards associated with re-energizing

the circuit are familiar with this procedure -- utilizing a lock without
a tag.  

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9910


TOP OF THE LINE INC Page | 196
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

After electrical hazards are locked out, tagged out, or locked and tagged
out, a Qualified Person must verify de-energization before work can
proceed on de-energized equipment.  Verification by the Qualified Person
will include:

a. Operation of the equipment’s operating controls, or otherwise
verifying that the equipment cannot be restarted.

b. Using test equipment to test the circuit elements and electrical parts
of equipment to which employees will be exposed and verifying that
the circuit elements and equipment parts are de-energized.

c. Using test equipment to determine if any energized condition exists
as a result of inadvertently induced voltage or unrelated voltage
backfeed even though specific parts of the circuit have been
de-energized and presumed to be safe.

NOTE: If the circuit to be tested is over 600 volts, the test equipment shall be checked for proper
operation immediately before and immediately after this test.  

Re-energizing Electrical Equipment
The process of re-energizing electrical equipment, even temporarily, must
be accomplished as noted below in the order listed:

a. A Qualified Person shall conduct tests and visual inspections, as
necessary, to verify that all tools, electrical jumpers, shorts, grounds,
and other such devices have been removed, so that the circuit and
equipment can be safely energized.

b. Employees exposed to the hazards associated with re-energizing
the circuit or equipment shall be warned to stay clear of circuits and
equipment.

c. Each lock and tag will be removed by the authorized employee (who
must also be a Qualified Person when dealing with electrical
hazards).

d. If the person who applied the lock or tag is absent from the facility,
the competent person may designate another Qualified Person to
remove the lock and/or tag provided that:

1. It is assured that the Authorized Person who applied the lock or
tag is not available at the facility, and

2. It is assured that the Authorized Person who applied the lock
and/or tag is aware that the lock and/or tag has been removed
before he/she resumes work at the facility.

e. A visual determination shall be accomplished to ensure all
employees are clear of the circuits energized.
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Special Considerations
Whether using lockout, tagout, or lockout and tagout procedures, the
below special considerations apply.
There may be special circumstances where, during a lockout procedure, a
machine or equipment must be temporarily removed from the energy
isolating device and the machine or equipment energized to test or position
the machine or equipment or components thereof.  The below procedures
will be followed to accomplish this task:

a. The machine or equipment will be cleared of tools and nonessential
items and, if it is to be operated, all components will be operationally
intact.

b. The work area will be checked to ensure that all employees have
been safely positioned or removed.

c. The standard release from lockout procedures will be implemented.
d. The machine or equipment will be energized and testing or

positioning will proceed.
e. After testing or positioning, de-energize all systems and reapply the

energy control device following standard procedures.
Group Lockout and/or Tagout Procedures

In the event that servicing or maintenance is performed by more than one
individual, the following shall be implemented:

a. One person will be designated as Group Leader and that person will
have overall responsibility for a set number of employees working
under his/her control.

b. The Group Leader will have exclusive control of a Master Group
Lockout and/or Group Tagout device.

c. The Group Leader will ascertain the exposure status of individual
group members with regard to the lockout and/or tagout of the
machine or equipment.

d. Each authorized employee within the group shall affix his personal
lockout/tagout device to a group lockout box or comparable device
before beginning work and shall remove his/her personal lockout/
tagout device upon completion of work.

If there is more than one group of personnel working a machine or piece of
equipment, an employee shall be designated to coordinate and take
responsibility for all the individual groups.
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Shift and/or Personnel Changes
In the event that Energy Control Procedures must extend into the next shift
or if there are individual or group personnel changes, the procedures listed
below will be implemented in the order listed:

a. If the energy isolation device will accept two lockout/tagout devices:
1. The authorized employee coming on duty will place his

personalized lockout/tagout device in place, and
2. After the above step has been completed, the employee going off

duty will remove his lockout/tagout device.
b. If the energy isolation device will not accept two lockout/tagout

devices, both the incoming and outgoing authorized employees will:
1. Ensure that all affected employees are aware that a lockout/tagout

change is about to take place, then
2. Ensure that the area is clear of tools and affected employees, then
3. The outgoing authorized employee will remove his lockout/tagout

devices and immediately the incoming authorized employee will
install his lockout/tagout devices, and

4. The incoming authorized employee will inform the affected
employees that the change has been completed.

Following the above procedure will ensure the energy isolating device was
never disturbed and that complete control of hazardous energy was
maintained.  The above procedure provides for continuing protection for
both incoming and outgoing employees from the potential hazards of the
unexpected release of hazardous energy and an orderly transfer of
lockout/tagout responsibilities.
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Periodic Inspections
DAVID LONG, our Safety Director will conduct periodic inspections of this
Control of Hazardous Energy Program at least annually to ensure that the
procedures and requirements of 29 CFR 1910.147 are being followed.  The
information gleaned from the periodic inspection will be used to correct any
deviations or inadequacies identified.  These inspections will be
documented and certification will be prepared to identify the machine or
equipment on which an energy control procedure was utilized, the date of
the inspection, the employees included in the inspection, and the name of
the person performing the inspection.  It should be noted that all periodic
inspections shall be conducted by a competent person, designated by
DAVID LONG, other than the person who actually used the energy control
procedure being inspected.

Training
Control of Hazardous Energy training will be documented giving the name
of the trainer, the name of the trainee, and the date.  Authorized
employees must be familiar with this program and will be trained in the
following areas:  recognition of all applicable hazardous energy sources,
types and magnitude of energy sources, methods and means necessary
for energy isolation and control, and changes to our program.
Retraining will be conducted when a periodic inspection reveals
inadequacy in an authorized employee’s knowledge, there has been a
deviation from established policy or procedure, or our procedures are
changed.
All training will be interactive with applicable standards readily accessible.
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TOP OF THE LINE INC

Machine/Equipment Identification: ________________________________________
Location of Machine Equipment:__________________________________________
Authorized Person Name:_______________________________ Date:  ___________

Energy Sources Evaluation & Control Procedures Form
MACHINE OR EQUIPMENT NAME:  ___________________  LOCATION:  ________________________________

MODEL:  _________________  SERIAL NUMBER:  __________________  PROCEDURE NUMBER:  __________

ENERGY
SOURCE

MAGNITUDE
(Volts; Amps; Phase; HP;
Lbs.; RPM;  Ft-lbs.; psi.;

F/C; Highly Reactive)

LOCATION OF
ISOLATING DEVICE

MEANS OF
ISOLATION COMMENTS

CAPACITOR

CHEMICAL

COUNTER
WEIGHT

ELECTRICAL

ENGINE

FLYWHEEL

HYDRAULIC

PNEUMATIC

SPRING

THERMAL

OTHER

OTHER

NOTE:  This form must be completed by an Authorized Employee.
EVALUATION CONDUCTED BY:
NAME:__________________________________________ DATE:_______________

(MUST BE AN AUTHORIZED EMPLOYEE)

1 of 3
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TOP OF THE LINE INC

Machine/Equipment Identification: ______________________________________
Location of Machine Equipment: ________________________________________
Authorized Person Name: ______________________________ Date:  __________
These Procedures must be accomplished in the order listed.
 1.  PREPARATION FOR SHUTDOWN:  The Authorized Employee will be totally
familiar with the first page of this form.  The Affected Employees will be notified
that the piece of equipment is about to be shut down and locked out.  
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
2.  SHUTDOWN:  Affected Employees will be given the reason(s) for the lockout/tagout 
procedures.  If the machine is running, it will be turned off using normal procedures.  
It may be shut down by either the Authorized Employee or the Affected Employee.
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
3.  MACHINE ISOLATION:  All real or potential hazardous energy listed on the first
page of this form will be isolated from their source.   The location of the isolation
devices and the methods used are also found on the first page of the form.
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
4.  LOCKOUT/TAGOUT DEVICE APPLICATION:  Authorized Employees will (circle 
appropriate procedure):  [lockout] [tagout] [lockout and tagout]   the energy isolating 
devices.  Lock and tag devices will be color coded and they will contain the identity 
of the Authorized Employee actually performing this procedure.  The lockout/tagout 
devices will be applied so that they hold the energy isolating device in a "Neutral" or 
"Off" position.  
Specific Instructions: ___________________________________________________
____________________________________________________________________
____________________________________________________________________

2 of 3
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4a.  If a tag is used in lieu of a lock because the energy isolating device will not accept
a lock, the following additional safety precautions will be taken [29 CFR 1910.147 
c(3)(ii) & 29 CFR 1910.333(2)(b)(iii)((D)]: 
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Specific Instructions: ___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
5.  RELEASE OF STORED ENERGY:  All stored energy will be blocked or dissipated.  
Reference page one (1) of this form to ensure real or potential stored energy in a 
system is identified and controlled.
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
6.  VERIFICATION OF ISOLATION:  Prior to starting work on the piece of equipment 
and after ensuring that no personnel are exposed to the release of hazardous 
energy, the Authorized Employee shall operate the controls to verify that there has 
been de-energization and that the equipment will not operate.  After this verification, 
the operating controls will be returned to the "Neutral" or "Off" position.
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
7.  RELEASE FROM LOCKOUT/TAGOUT:  The Authorized Employee shall 1.) Ensure 
that all Employees have been safely positioned or removed and the work area will 
be cleared of non-essential items, 2.) Ensure the equipment or equipment 
components are operationally intact; 3.) Ensure machine guards have been 
replaced; 4.) Inform the Affected Employees that lockout and or tagout devices are 
going to be removed; 5.) Remove the lockout and or tagout devices including all 
energy restraints such as blocks; and 6.) Inform the Affected Employees that the 
equipment is ready for operation.
Specific Instructions:___________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

3 of 3
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TOP OF THE LINE INC

Group Leader Documentation Form

One (1) person shall be designated as Group Leader.  The Group Leader will have
overall responsibility for a set number of employees.  

The Group Leader shall have exclusive control of a Master (Group) Lockout and/or
Group Tagout device.

The Group Leader will ascertain the exposure status of individual group members with
regard to the lockout and/or tagout of the machine or equipment.

Each individual authorized employee within the group shall affix his personal
lockout/tagout device to a group lockout box or comparable device before beginning
work and shall remove his/her personal lockout/tagout device upon completion of work.

If there is more than one group of personnel working on a machine or piece of
equipment, an employee shall be designated to coordinate and take responsibility for all
the individual groups.

NAME OF DESIGNATED GROUP LEADER:  ______________________________________

EQUIPMENT REQUIRING CONTROL OF HAZARDOUS ENERGY

NAME:  _________________________     SERIAL NUMBER:  _______________________

DATE:  _________________________      MODEL NUMBER:  _______________________

AUTHORIZED (QUALIFIED) EMPLOYEES OF THE GROUP

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

______________________________  _________________________________
(Name) (Signature)

______________________________  _________________________________
(Name) (Signature)

__________________________________________________

DAVID LONG

Program Administrator

SIGNATURE OF GROUP LEADER:  ___________________________________________
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TOP OF THE LINE INC

Periodic Inspection Documentation Form

EQUIPMENT ON WHICH CONTROL OF HAZARDOUS ENERGY
PROCEDURES WERE UTILIZED

NAME:  _________________________     SERIAL NUMBER:  _______________________

DATE:  _________________________      MODEL NUMBER:  _______________________

WERE ALL THE CORRECT PROCEDURES CORRECTLY APPLIED?       YES            NO

If yes, sign the form and return to DAVID LONG.
If no, complete the below section, sign the form and return to DAVID LONG.

EMPLOYEES PERFORMING THE PROCEDURE

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

______________________________ _________________________________
(Name) (Signature)

IMPROPER PROCEDURES NOTED
___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

_____________________________ _____________________________
(SIGNATURE OF INSPECTOR) (Date)

NOTE: If improper procedures are noted, the above employees must have retraining or the
Program must be modified
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Personal Protective Equipment – General
29 CFR 1910.132 - General Requirements
29 CFR 1910.133 - Eye and Face Protection
29 CFR 1910.135 - Head Protection
29 CFR 1910.136 - Occupational Foot Protection
29 CFR 1910.138 - Hand Protection

Overview
This Personal Protective Equipment (PPE) Program has been prepared to
inform our employees of potential hazards at our facility and to identify the
proper PPE to be used to reduce or eliminate these hazards.  This
Program relies on a cooperative effort by all personnel to understand the
reasons for PPE and to protect themselves from harm.
The use of PPE does not lessen an employee’s obligation to use safe work
practices and procedures.  Employees are expected to be aware of the
hazards within their area of responsibility and properly use prescribed PPE.
Our operations, work methods, and individual facility present specific
hazards which must be identified, analyzed, and matched with the
appropriate PPE through a continuing hazard assessment process.
A Certificate of Hazard Assessment will be kept at the facility for inspection
purposes.

Duties of the PPE Program Administrator
The primary duties of DAVID LONG, our Program Administrator include: 
hazard assessment; PPE selection; PPE training; and monitoring of our
PPE Program.  Certain types of PPE may require hands-on training before
on the job use (primarily for sizing and fitting) and this training may be
further delegated to competent persons.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9777
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9778
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9785
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9786
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9788
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Hazard Assessment and PPE Selection
A careful, systematic personal protective equipment selection process is
used to identify what, if any, protection is required to reduce or eliminate
the possibility of eye, hand, foot, limb, or head injury.  
Hazard assessment, performed by DAVID LONG, or a designated
competent person, starts with a thorough knowledge of our facility, work
procedures, and methods of operation.  The basic hazard categories are: 
impact, penetration, compression, chemical, heat, harmful dust, and light
radiation.
Identifying the source of the above hazards allows for consideration of
administrative or engineering controls to eliminate the hazard as opposed
to providing protection against it.  Examples would include:  redirecting
traffic flow, ventilation, temporary weather barriers, non-slip surfaces, etc.
Because administrative and engineering controls are passive -- no
employee involvement is required -- they are preferable to PPE.
A PPE selection is made by analyzing the above information and
evaluating the type of risk, the level of risk, the potential for injury and the
possible seriousness of that injury.  PPE, which is compatible with the
above risks and work situation, is considered.  Actual selection involves all
the above factors plus an attempt to provide a level of protection greater
than the minimum required.
In all situations where it has been determined that a particular type of PPE
is to be used, it will be used.  There will be no exceptions, by virtue of
position or rank, to this policy.  Within an area at the facility where the
possibility of falling objects exists, hard hats will be worn.  It follows that
once an item of PPE (hard hat, in this case) is selected, it must be used by
all persons in the identified area regardless of job title or function.
Having DAVID LONG, or designated competent person, at the facility
determine the PPE requirements allows for knowledgeable selection and
consistency, and eliminates chaos that would result if each individual were
to decide when, where, and if PPE should be used.
29 CFR 1910 Subpart I - Appendix B, Non-mandatory Compliance
Guidelines for Hazard Assessment and Personal Protective Equipment
Selection, provides excellent selection guidelines for eye and face
protection, head protection, foot protection, and hand protection.
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Dissemination of PPE Selection Information
Employees must understand when PPE is necessary and what type(s) of
PPE are necessary.
All persons for whom PPE will provide a measure of safety will be given
appropriate training on that item of PPE as well as an explanation of the
importance of its use.

ANSI Standards and PPE
Most items of PPE are manufactured in accordance with a specific
American National Standards Institute (ANSI) standard.  For example,
protective eye and face devices purchased after 07/05/94 must comply
with ANSI standard ANSI Z87.1-1989, American National Standard
Practice for Occupational and Educational Eye and Face Protection;
protective helmets purchased after 07/05/94 must comply with ANSI
standard ANSI Z89.1-1986, American National Standard for Personnel
Protection-Protective Headwear for Industrial Employees-Requirements.
PPE safety products are tested to ensure they meet ANSI standards. 
Because products are tested in the manner in which they are designed to
be used, ANSI certification is valid only if the user follows the
manufacturer’s instructions for proper sizing, fitting, wearing, and adjusting.
 A review of OSHA citations reveals that fines can be levied because
employees were improperly using PPE.  For example, a hard hat worn with
the bill toward the rear may provide adequate protection from impact;
however, because it is tested with the bill toward the front, this improper
use is cause for a safety violation.
PPE will be provided to our employees at no cost to them.  Prior to
purchase, items of selected PPE will be checked to ensure they were
manufactured in accordance with the proper ANSI standard.
The importance of hazard assessment takes on added significance when
judgments are made matching the hazard to the protection desired in
cases where ANSI certification is not available.  What matters most is: 
does the selected PPE do what it is intended to do?
Employee owned PPE must be approved for use by DAVID LONG. 
Further, such equipment must be properly maintained and cleaned in
accordance with the manufacturer’s instructions.
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Sizing and Fitting
The word “personal” in the phrase “personal protective equipment”
correctly implies that the equipment is for a specific person.  As such,
sizing and fitting are important for a variety of reasons.

a. Function:  An improperly fitted piece of PPE may not do its job.  For
example, eye protection against dust must have an excellent face
seal.

b. Comfort:  The likelihood of continued use is increased if the PPE
selected is comfortably fitted.  Example:  gloves that fit poorly and,
over time, make a person’s hands hot and clammy are likely to be
removed exposing that person to the hazard for which the gloves
were required in the first place.

c. Safety:  Ill-fitting PPE may actually cause an accident.  Example:
loose hard hat may slip and block one’s vision.

Most PPE come in a variety of sizes and within those size groups,
adjustments may be made to affect a perfect fit.  It is important to
understand the procedures for donning, adjusting, using, and removing
PPE.  Each person who is required to use any type of PPE will be taught,
before initial issue, the specific procedures for properly donning, adjusting,
using, and removing the specific PPE.  This instruction will generally be
given by the employee’s Supervisor.  When available, the manufacturer’s
instructions will be issued with the PPE.
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Care and Maintenance of PPE
PPE will be visually inspected before each use and if defects are noticed, it
will not be used.  Some types of PPE are expendable (cotton gloves) and
have a limited life span after which they are discarded and new PPE is
reissued.  Plastic safety glasses become scratched and they too must be
exchanged for new ones when vision is impaired.  Other types of safety
equipment consist of both non-expendable and expendable components. 
A cartridge respirator is an example of this, with the respirator being
non-expendable while the cartridges “wear out” and become expendable
(discarded and replaced).  PPE will be maintained in accordance with the
manufacturer’s instructions and, where appropriate, kept in a sanitary
condition.
Cleanliness takes on an added importance when dealing with PPE
designed to protect the eyes and face.  Dirty or fogged lenses can impair
vision and, rather than offer protection from a hazard, actually becomes a
contributory factor in causing an accident.
Lastly, should PPE become contaminated with a chemical substance and
decontamination is impossible, the PPE will be properly disposed of
following the disposal instructions on the Safety Data Sheet, or SDS, for
that substance.

Training
Affected employees will be given an understanding of:

a. When PPE is necessary.
b. What PPE is necessary.
c. How to properly put on, take off, adjust, and wear PPE.
d. The limitations of the PPE.
e. The proper care, maintenance, useful life and disposal of the PPE.

Retraining will be given in situations when changes in PPE requirements
render the previous training obsolete or it is noticed that an employee is
not following our PPE policies -- specifically, not properly wearing the
selected PPE in identified locations or work situations.
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Eye and Face Protection
Your eyes are a marvel of engineering.  Most of us take them for granted
as we do all our senses, until an accident, injury, or disease forces us to
realize the miracle we lost or almost lost.  Can you imagine a system that
can take (absorb) light and convert it to electrical signals (by way of the
120 million rods and 6 million cones on the retina) and transfer these
signals through an optic nerve which has about one million fibers directly
into the brain?  
Most of us see the world in living color and with depth perception.  The
body itself does much to protect the eyes.  Bony eye sockets in the skull
protect the eye from many mechanical injuries.  Orbital fluids and tissues
cushion direct blows.  Eyelids close reflexively from visual or mechanical
stimuli.  Eyes reflexively rotate upward with the lid closing to protect the
cornea.  Tears can flush away chemicals and foreign bodies.  We all come
with these safeguards.  Sometimes, they are not enough.
Eye protection is required when there is a possibility of eye injury.  Eye
injury is not confined to flying objects.  Eye injury can be caused by bright
light, dust, chemicals, heat, and, literally, anything that can reach them. 
Different hazards require different types of protection.
Eye (and face) protection is required when one is exposed to flying
particles, chemicals, or injurious light radiation.  Types of eye protection
include:  impact resistant safety glasses, safety glasses with side shields,
goggles, goggles with a face seal, face masks, and shaded goggles with
varying degrees of darkness.
Affected employees who wear prescription lenses will wear eye protection
over the prescription lenses without disturbing the proper positioning of the
prescription lenses, or will wear eye protection that incorporates their
prescription into the design.
All prescription glasses should be made with impact-resistant lenses. 
Hardened lenses, through a tempering process, are extremely hard and
resistant to impact and breakage.  Safety lenses are similar to hardened
lenses but are 1 mm thicker.  Safety lenses are used in goggles where
there is a danger of flying glass or chips of metal.
All employees who wear contact lenses must also wear appropriate eye
and face protection in hazardous environments.
Welding helmets and face shields, if required, should be worn over primary
eye protection (spectacles or goggles).
An inexpensive pair of safety glasses can save your priceless eyesight.
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Head Protection
Talking about head protection is really talking about brain protection.  Your
brain, either through divine providence, evolution, or quirk of nature, is you.
 The brain, that soft mass of gray and white convoluted matter, is what you
are all about.  Destroy your brain and you no longer exist.  
Your brain is naturally protected by a cranium.  Your skull actually has
many bones which protect your brain and support your face.  Obviously,
there are other parts to your head which need protecting such as your
eyes, ears, nose, tongue, skin, etc., but your brain is the most important.
Head protection is required when there is a possibility of injury to the head
from falling objects and when working near exposed electrical conductors
which could contact the head.
Brain injury is the second most common cause of major neurologic deficits
and causes more deaths than injury to any other organ.  
When the skull receives an impact, it actually can indent and deform.  A
fracture may occur and the fracture may be distant from the point of
impact.  A direct blow to the head can cause the brain to actually move
within the skull.  Surprisingly, there is often a reverse correlation between
skull damage and brain damage.  Just because there is no external visible
injury to the skull does not preclude the possibility of brain injury.
Wearing head protection (a hard hat) accomplishes two major objectives: 
it reduces the rate of energy transfer and spreads out the area of energy
transfer.  Just as your head should be checked out at a hospital after a
head impact, so should your hard hat.  A hard hat can absorb energy by
destructing and this destruction may be unnoticeable.  
A head injury may occur after a blow to the head and the following
symptoms may be present:  unconsciousness or disorientation, confusion,
nausea, vomiting, and/or double vision.  Get medical help immediately. 
Cover open wounds lightly with sterile dressing.  Keep victim still, warm,
and reassured.  DO NOT move the victim unless he/she would be in
greater danger if you did not.  DO NOT apply pressure to a head wound. 
DO NOT try to stop blood or clear fluid coming from ears, nose, or mouth.
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Foot Protection
When purchasing new protective footwear, ensure that it complies with
ANSI Z41-1991, “American National Standard for Personal
Protection-Protective Footwear.”  
Specific hazards require specific types of protective footwear.  Certain
types of footwear can offer traction, crush protection, penetration
protection, electrical protection, chemical resistance, heat and/or fire
resistance, dryness, cushion, or ankle-protection.  Further, certain activities
may require a combination of these features.
Your foot is a remarkable piece of engineering which is composed of 26
bones, muscles, fatty tissue, nerves, tendons, skin and joints.  The foot
itself can absorb a tremendous amount of punishment without damage. 
But there are limits and it would be a shame to lose a foot, or part of a foot,
because of failure to wear the prescribed protective footwear.

Hand Protection
Your hand is composed of 20 muscles, 3 major nerves, and 27 bones (14
of which are in your fingers) plus skin, fatty tissue, tendons, and joints. 
There are 15 muscles in your forearm which provide power to your hand. 
Your hand is your gateway to the world.  It lets you do what you think.  Its
function is feeling and grasping.
Try to pick up something while holding your thumb still.  It is very difficult. If
the nerve to the small muscles of the thumb is severed, 80% of the total
hand function is lost.
There are numerous types of hand protection (gloves) available -- each
with a specific purpose.  The most common are general purpose cotton
work gloves which provide protection from minor skin abrasions and cold. 
However, there are many other types of gloves.  Hands need protection
from chemicals, abrasions, cuts and lacerations, temperature extremes,
germs, radiation, impact, punctures, electricity, and other hazards on the
facility.  Specific job requirements determine the type of hand protection
needed.  Proper hand protection must do more than protect your hand; it
must allow you to accomplish your job assignment with efficiency as well
as safety.  
Wearing hand protection could prevent your hand and/or fingers from
being severed, burned, crushed, punctured, lacerated, cut, or generally
abused.
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Respiratory Protection
Employees who, by nature of their work, are exposed to harmful aerosols,
vapors, gases, contaminated air, or non-breathable air will be provided air
purifying or air supplying respirators after training, medical evaluation, and
fit testing per our Respiratory Protection Program.  The one exception is
dust masks worn solely for comfort and not for respiratory protection.

Miscellaneous Personal Protection
PPE immediately brings to mind eye, head, hand, and foot protective
equipment.  However, there may be other types of protective equipment
which are readily available and which have the capability of protecting
employees from identified hazards on the facility.  Some of these items
may not fall under a specific OSHA standard or may not be ANSI approved
or disapproved; however, in the judgment of DAVID LONG, they may be
appropriate for use in our operations.

Summary
The true beneficiary of PPE utilization is the user.  The whole thrust of this
Program is to protect our employees from injury.  This is accomplished by,
among other things, explaining the process of hazard assessment, the
reasons for PPE use, and the necessity of using the PPE selected.
What possible justification could there be for maiming, losing, or even
slightly injuring a body part because available (and required) PPE was not
used?  “I forgot”; “I was in a hurry”; “I misplaced my PPE”; “I felt silly
wearing PPE”; or “I really didn’t believe PPE was necessary” will not undo
what could be a lifetime of regret.
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TOP OF THE LINE INC

Certificate of Workplace Hazard Assessment
In accordance with 29 CFR 1910.132(d)(2), I certify that, this date, I have
performed a hazard assessment of our facility located at:

127 POWHATTAN AVE

LESTER, PA 19029

610-521-7441

This hazard assessment was preformed to determine if hazards are
present, or are likely to be present, which necessitate the use of personal
protective equipment (PPE).
Identified hazards which cannot be eliminated through engineering controls
or changes in procedures will be addressed by the use of selected PPE.
All affected employees will be informed of the required PPE for specific
work locations or specific types of work to be performed and will receive
initial training or retraining, if necessary, before being allowed to perform
work requiring PPE.
If conditions or procedures change, a reassessment will be made.

________________________________ _______________________
DAVID LONG Date

Personal Protective Equipment Program Administrator
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Personal Protective Equipment - Hearing Conservation
29 CFR 1910.95 - Occupational Noise Exposure

Overview
This Hearing Conservation Program is designed for one purpose – to
prevent hearing damage caused by occupational noise exposure.
Most forms of personal protective equipment (PPE) are a response to an
obvious hazard and are easy to understand.  A hard hat will protect your
head from falling objects, for example.
Hearing protection is different from most other types of PPE because loss
of hearing generally occurs painlessly over a period of time and, when
finally realized, the damage is permanent.
Because of the above, it is vital that cooperation between all affected
employees and management be established to prevent occupational
hearing loss.  To achieve this goal, our Hearing Conservation Program
focuses on the effects of noise on hearing as well as the selection and use
of hearing protectors.  Information is provided on how sound is transmitted
to your brain, and lastly, the actual application of our Hearing Conservation
Program.
While our Hearing Conservation Program has all the elements required of
a complete safety program, it is not necessary to understand all the
technical formulas and procedures that are required of licensed monitors,
doctors, and hygienists.  Individual employees are required to wear
appropriate hearing protection when so directed and to understand the
importance of protecting their hearing from damage.  If workplace noise
bothers you and those noises are below the threshold for required ear
protection, you should bring this to the attention of DAVID LONG, our
Hearing Conservation Program Administrator for resolution.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9735
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Wherever it is not feasible to reduce the noise levels or duration of
exposures to those specified in Table G-2, below, ear protective devices
shall be provided and used.

TABLE G-12 - PERMISSIBLE NOISE EXPOSURES
 Sound level

Duration per day, hours  dBA slow response

8           90
6           92
4           95
3           97
2          100

1 1/2          102
1          105

1/2          110
1/4 or less       115

Hearing damage is caused by noise level and duration of exposure to the
noise.  If, after using the formula below, the equivalent noise exposure
exceeds unity (1), then a Hearing Conservation Program will be initiated.

F(e)=(T(1)divided by L(1))+(T(2)divided by L(2))+ ... + (T(n) divided by L(n)) where:
F(e) = The equivalent noise exposure factor.
T     = The period of noise exposure at any essentially constant level.
L     = The duration of the permissible noise exposure at the constant level

(from Table G-12).
If the value of F(e) exceeds unity (1) the exposure exceeds permissible levels.
A sample computation showing an application of the formula in paragraph (d)(2)(ii) of
this section is as follows. An employee is exposed at these levels for these periods:
  110 db A 1/4 hour.
  100 db A 1/2 hour.
  90 db A 1 1/2 hours.
F(e) = (1/4 divided by 1/2)+(1/2 divided by 2)+(1 1/2 divided by 8)
F(e) = 0.500+0.25+0.188
F(e) = 0.938
Since the value of F(e) does not exceed unity, the exposure is within permissible
limits.

Hearing protection is different from most other types of PPE because loss
of hearing generally occurs painlessly over a period of time and, when
finally realized, the damage is permanent.
As one would reasonably expect, acoustic trauma to your hearing can
cause instant and permanent damage.
The initial determination of excessive noise levels is generally subjective. 
Indications of excessive noise would include:  actual information pertaining
to specific machines, personal observation, complaints from employees,
and noticed indications of hearing loss.  It is requested that employees
draw attention to work situations where there is an apparent loudness that
possibly requires hearing protection.
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Duties of the Program Administrator
The duties of DAVID LONG, our Hearing Conservation Program
Administrator, include identifying work areas where the equivalent noise
exposure factor exceeds unity, determining what types of noise level
monitoring may be necessary, and ensuring that all personnel who are
directed to wear hearing protection are trained in its proper use, cleaning,
and storage.  
DAVID LONG will also be responsible for recordkeeping, testing, and
training.  Lastly, DAVID LONG will keep abreast of developments in the
hearing conservation field and he is encouraged to seek outside
professional help when needed.

When a Hearing Conservation Program is Required
The industry standard that deals with occupational noise exposure, 29 CFR
1910.95 - Occupational Noise Exposure, is what this program is based.
Hearing protection will be provided at 85 dbA or greater or when it is not
feasible to reduce the noise levels or duration of exposures to those
specified in Table G-16 below, ear protective devices shall be provided and
used.

TABLE G-16 - PERMISSIBLE NOISE EXPOSURES

Sound level
Duration per day, hours dbA slow response

8 90
6 92
4 95
3 97
2 100
1 1/2 102
1 105
1/2 110
1/4 or less 115

Footnote¹ When the daily noise exposure is composed of two or more periods of noise
exposure of different levels, their combined effect should be considered, rather than
the individual effect of each.  If the sum of the following fractions: C(1)/T(1) +
C(2)/T(2) C(n)/T(n) exceeds unity, then, the mixed exposure should be considered to
exceed the limit value.  Cn indicates the total time of exposure at a specified noise
level, and Tn indicates the total time of exposure permitted at that level.  
C = total length of work day in hours
T = period of noise exposure at any essentially constant level
C(n) = total time of exposure at a specific noise level
T(n) = total time of exposure permitted at that level

Footnote² When the daily noise exposure is composed of two or more periods of Impulsive or
impact noise should not exceed 140 dB peak sound pressure level.
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A continuing, effective hearing conservation program will be administered
when employees are exposed to sound levels greater than 85 dbA on an 8
hour time-weighted average basis.
This Hearing Conservation Program must be implemented when the
equivalent noise exposure exceeds unity (the number 1) using the below
formula and example:
F(e)=(T(1)divided by L(1))+(T(2)divided by L(2))+ ... + (T(n) divided by L(n))
where:
F(e) = The equivalent noise exposure factor.
T     = The period of noise exposure at any essentially constant level.
L     = The duration of the permissible noise exposure at the constant level 

(from TABLE G-12).
If the value of F(e) exceeds unity (1) the exposure exceeds permissible
levels.
Because the action level is an 8-hour time-weighted average of 85 decibels
measured on the A-scale, slow response, we will implement a monitoring
program when this level is reached.
A sample computation showing an application of the formula is as follows.
An employee is exposed at these levels for these periods:

110 db A 1/4 hour
100 db A 1/2 hour

90 db A 11/2 hours
F(e) = (1/4 divided by 1/2)+(1/2 divided by 2)+(1 1/2 divided by 8)
F(e) = 0.500+0.25+0.188
F(e) = 0.938

Since the value of F(e) does not exceed unity, the exposure is within
permissible limits.

Definitions
There are certain words in our Hearing Conservation Program which are
not used in everyday life.  So that all may have a clearer understanding of
this program, the below definitions are presented:
ACTION LEVEL: An 8-hour time-weighted average of 85 decibels
measured on the A-scale, slow response, or equivalently, a dose of fifty
percent.
ATTENUATE: To lessen the intensity.
AUDIOGRAM: A chart, graph, or table resulting from an audiometric test
showing an individual's hearing threshold levels as a function of  
frequency.
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AUDIOLOGIST: A professional, specializing in the study and
rehabilitation of hearing, who is certified by the American
Speech-Language-Hearing Association or licensed by a state board of
examiners.
BASELINE AUDIOGRAM: The audiogram against which future
audiograms are compared.
CRITERION SOUND LEVEL: A sound level of 90 decibels.
DECIBEL (dB): Unit of measurement of sound level.
DOSIMETER: An instrument that integrates a function of sound pressure
over a period of time in such a manner that it directly indicates a noise
dose.
HERTZ (HZ): Unit of measurement of frequency, numerically equal to
cycles per second.
MEDICAL PATHOLOGY: A disorder or disease which should be treated
by a physician specialist.
NIHL: Noise Induced Hearing Loss.
NOISE DOSE: The ratio, expressed as a percentage, of:

1. the time integral, over a stated time or event, of the 0.6 power of the
measured SLOW exponential time-averaged, squared A-weighted
sound pressure and

2. the product of the criterion duration (8 hours) and the 0.6 power of
the squared sound pressure corresponding to the criterion sound
level (90 dB).

OTOLARYNGOLOGIST: A physician specializing in diagnosis and
treatment of disorders of the ear, nose and throat.  
REPRESENTATIVE EXPOSURE: Measurements of an employee's
noise dose or 8-hour time-weighted average sound level that the
employers deem to be representative of the exposures of other employees
in the workplace.
SOUND LEVEL: Ten times the common logarithm of the ratio of the
square of the measured A-weighted sound pressure to the square of the
standard reference pressure of 20 micropascals.  Unit: decibels (dB). For
use with OSHA standard 29 CFR 1910.95, SLOW time response is
required.
SOUND LEVEL METER: An instrument for the measurement of sound
level.
TIME-WEIGHTED AVERAGE: That sound level, which if constant over a
sound level 8-hour exposure, would result in the same noise dose as is
measured.
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Noise Monitoring Procedures
Initially, the implementation of a noise monitoring program is the result of
subjective reasoning by DAVID LONG.  Indications of excessive noise
would include:  actual information pertaining to specific machines, personal
observation, complaints from employees, and noticed indications of
hearing loss.  It is requested that employees draw attention to work
situations where there is an apparent loudness that possibly requires
hearing protection.
The measure of a sound’s strength is referred to as “sound level” and it is
measured in units called “decibels” (dB).
To provide some idea of the loudness of 85 dB, the following comparisons
are provided:
Sound of: Approximate Decibels:

Softest sound heard with normal hearing 0 dB
Ordinary speech at conversational distance 65 dB to 70 dB
Telephone dial tone 80 dB
Train whistle at 500 feet 90 dB
Power mower 107 dB
Jet engine at 100 feet 140 dB
Gun Shot 140 dB

Sound levels above 80 dB may become uncomfortable; sound above 125
dB may be painful.
Individual occupational sound exposures above 85 dB do not trigger the
need for noise monitoring or a Hearing Conservation Program -- it is when
the equivalent noise exposure factor exceeds unity.  The two factors that
cause occupational hearing loss are:  1) loudness and 2) the duration of
time one is exposed to that loudness.  In spite of the above, when
information indicates employee exposure may equal/exceed the 8 hr
time-weighted avg. of 85 decibels, the monitoring program will be
implemented to identify employees to be included in the hearing
conservation program.
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Hearing loss generally occurs over a lengthy period of time.  Of course, as
one would reasonably expect, acoustic trauma to your hearing can cause
instant and permanent damage.
Our monitoring program is designed to identify:

a. Areas where feasible administrative controls may be implemented to
reduce noise exposure.  Example:  shorter exposure times.

b. Areas where feasible engineering controls may be implemented to
reduce noise exposure.  Example:  soundproofing.

c. Which employees should be included in our hearing conservation
program.

d. The types of hearing protection to be used.  
Noise monitoring equipment and procedures will be determined by
employee mobility, variations in workplace sound levels, individual types of
noise such as impact, impulse, or steady stream; and/or the noise type
combinations.

Noise Level Monitoring
The monitoring equipment and procedures will be designed to determine
the actual sound levels that reach the employee’s ears and the length of
time there is exposure to those levels.
Noise level monitoring is generally conducted by using a dosimeter, a
sound level meter, or both.  Because a sound level meter takes one
measurement at one point in time, it is useful when sound is fairly constant
and the employee is not moving in and out of the noise area.
A dosimeter, on the other hand, stores sound level measurements and can
produce an average noise exposure which can be calculated into an 8-hour
time weighted average.  When using a dosimeter in an area where
employees are exposed to varying sound levels or they move in and out of
the noise area, the dosimeter is actually worn and the sound pick-up is
placed close to the employee’s ear to get an accurate measurement of the
sound level exposure.  Generally, a dosimeter is the best choice for the
workplace.
Noise level monitoring results, as well as 29 CFR 1910.95, will be made
available to affected employees and copies of these items be posted in the
workplace.
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Monitoring Plan
All continuous, intermittent and impulsive sound levels from 80 dB to 130
dB will be integrated into the noise measurements.
All instruments used to measure employee noise exposure will be
calibrated to ensure measurement accuracy.
Representative personal sampling will be used, in lieu of area sampling,
when there is high employee mobility, significant variations in sound levels,
or a significant component of impulse noise.
Area sampling will be used when sound levels are relatively constant and
employees have a constant exposure to them.
When there is a change in workplace activity or equipment which would
likely increase noise levels, additional monitoring will be undertaken.

a. All persons found to be exposed to sound levels at or above the
action level will be notified.

b. Affected employees or their representatives will be allowed to
observe the noise monitoring process.

Noise Level Monitoring Records
All noise level monitoring records will be kept for a period of two (2) years.

Audiometric Testing Program
Audiometric testing will be made available at no cost to affected
employees.
When noise exposures reach the action level, 8-hour time-weighted
average of 85 dbA, the audiometric testing will be initiated.
Audiometric tests will be performed by a licensed or certified audiologist,
otolaryngologist, physician, technician who is certified by the Council of
Accreditation in Occupational Hearing Conservation, or who has
satisfactorily demonstrated competence in administering audiometric
examinations, obtaining valid audiograms, and properly using, maintaining,
and checking calibration and proper functioning of the audiometers being
used.  A technician who operates microprocessor audiometers does not
need to be certified.  A technician who performs audiometric tests must be
responsible to an audiologist, otolaryngologist, or physician.
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Baseline Audiogram
Within 6 months of an employee's first exposure at or above the action
level, a valid baseline audiogram will be established against which
subsequent audiograms can be compared.  Hearing loss can occur as a
result of age, trauma, drug reaction, and exposures that are not work
related.  However, with a baseline audiogram -- which measures the
frequency (125 or 250 Hz to 8000 Hz) and loudness (-10 or 0 dB to 110
dB) -- it is possible from subsequent audiograms to determine with
accuracy if hearing loss is due to occupational noise exposure or some
other cause.
For the purposes of this program, audiograms must measure, in each ear,
at least the frequencies of 500, 1000, 2000, 3000, 4000, and 6000 Hz.
Occupational hearing loss occurs within the inner ear in the cochlea.  By
using a bone-conduction vibrator, sounds can be carried directly to the
inner ear and bypass the outside and middle ear areas.  
An annual audiogram may be substituted for the baseline audiogram if the
audiologist, otolaryngologist or physician who is evaluating the audiogram
determines:

a. The standard threshold shift revealed by the audiogram is persistent.
b. The hearing threshold shown in the annual audiogram indicates

significant improvement over the baseline audiogram.
Procedure
To ensure an accurate test, employees must not be exposed to
occupational noises for at least 14 hours prior to the establishment of a
baseline audiogram.  To meet this requirement, if needed, hearing
protectors may be worn during the preceding work shifts.  This procedure
is to factor out temporary hearing changes from the test.
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Annual Audiogram
At least annually, after obtaining the baseline audiogram, a new audiogram
will be obtained for each employee exposed at or above an 8-hour
time-weighted average of 85 decibels.  Each employee’s annual audiogram
will be compared to that employee’s baseline audiogram to determine if the
audiogram is valid and if a standard threshold shift has occurred.  If a
standard threshold shift has occurred, the employee will be notified in
writing within 21 days of this determination.
A standard threshold shift would be a change in hearing of an average of
10 dB or more at 2000, 3000, and 4000 Hz in either ear.
While audiograms may be compared by a technician, problem audiograms
will be referred to an audiologist, otolaryngologist, or physician for further
evaluation.
The person performing this evaluation will be provided the following:

a. A copy of this program including all standards.
b. The baseline audiogram and most recent audiogram of the employee

to be evaluated.
c. Measurements of background sound pressure levels in the

audiometric test room as required in Appendix D to 29 CFR 1910.95.
d. Records of audiometer calibrations.

Note: If the annual audiogram shows that an employee has suffered a standard threshold shift,
the employee will be re-tested within 30 days and these results will be considered the
annual audiogram.

If the physician determines that a standard threshold shift has occurred,
the following steps will take place:

1. Those employees not using hearing protectors will wear them and be
trained in their use and care.

2. Those employees using hearing protectors will be re-evaluated and
refitted and provided with hearing protectors that offer greater
attenuation.  They will also be retrained using this program with
emphasis on the need for hearing protection.

3. The employee shall be referred for a clinical audiological evaluation
or an otological examination if additional testing is necessary or if it is
suspected that a medical pathology of the ear is caused or
aggravated by the wearing of hearing protectors.

4. The employee will be informed, if necessary, of the need for an
otological examination if a medical pathology of the ear that is
unrelated to the use of hearing protectors is suspected.
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Audiometric Tests - Recordkeeping
Audiometric test records will be retained for the duration of the affected
employees’ employment.
These records will include:

a. The employee’s name and job classification.
b. The date of the audiogram.
c. The examiner's name.
d. The date of the last acoustic or exhaustive calibration of the

audiometer.
e. The employee's most recent noise exposure assessment.
f. Accurate records of the measurements of the background sound

pressure levels in audiometric test rooms.
Upon request, employees may have access to these records.

Hearing Protectors
At no cost, and replaced as necessary, hearing protectors will be provided
to all employees exposed to an 8-hour time-weighted average of 85 dB or
greater.
Ear protective devices inserted in the ear shall be fitted or determined
individually by competent persons.
Appropriate hearing protectors will be available in a variety of styles from
which to choose to provide a comfortable fit and employees will be made
aware of the proper use and care of the protectors selected.
In selecting appropriate hearing protectors, DAVID LONG the below
factors:

a. The hearing protector’s noise reduction rating (Subject Fit)
[NRR(SF)].
Note: The NRR(SF), measured in dB and found as a number on the hearing protector, can

be used by subtracting that number from an A-weighted sound level or a
time-weighted average noise exposure to determine the level of protection for most
(84%) of the users.

Note: The NRR(SF) is based on tests of continuous noise and may not be an appropriate
indicator for protection against impulse or impact noise.

b. The user’s daily equivalent noise exposure.
c. Variations in noise levels.
d. User preference.
e. Communication needs.
f. Hearing ability.
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g. Compatibility with other safety equipment.
h. User’s physical limitations.
i. Climate and other working conditions.
j. Replacement, care, and use requirements.

Training
Affected employees (those exposed to action level noise) will receive
training in our Hearing Conservation Program and this training will be
repeated annually.  Training will be updated to be consistent with changes
in the PPE and work processes.  An employee who is required to wear
hearing protectors and fails to do so will be retrained with emphasis on the
needless and permanent damage to hearing caused by careless exposure
to hazardous noises in the work environment.
Interactive training will include, but not be limited to:

a. The effects of noise on hearing.
b. The purpose of hearing protectors, the advantages, disadvantages,

and attenuation of various types, and instructions on selection, fitting,
use, and care.

c. The purpose of audiometric testing and an explanation of the test
procedures.

d. A review of the program including all appropriate standards.
Process of Hearing

Hearing involves, in its simplest terms, conducting sounds from outside
your body to your brain.  The ear is divided into three main sections:

a. EXTERNAL EAR collects sounds and directs them to the 
tympanic membrane (ear drum).
Major Components:
Pinna:  the visible part of the ear.
External auditory canal: approximately 1¼ inch tube to direct 
sound to the eardrum.
Tympanic membrane:  vibrates as it is hit with incoming 
sounds.
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b.  MIDDLE EAR air filled space that connects outer ear 
to inner ear.
Major Components:
Ossicles:  three bones commonly called the 
“hammer”, the “anvil”, and the “stirrup”. These

bones collect the sound, amplify it, and transfer it to the
fluid in the inner ear.

Eustachian tube: small tube connected to the throat that 
brings air into the middle ear allowing pressure

equalization of both sides of the ear drum.
c.  INNER EAR transfers sound vibrations to nerve

impulses and sends them to the brain.
Major Components:
Vestibule:  helps maintain balance.
Cochlea: takes vibrations of the middle ear bones

and transfers them into nerve impulses
that go the brain.  The stirrup, in the
middle ear, vibrates through a small
opening in the cochlea.  This opening is
connected to fluid filled canals.  The
pressure waves in the fluid cause small
hair type cells to bend.  As they bend,
they release a nerve impulse which is
sent to the brain.  The brain perceives
these impulses as sound. This is where
noise induced hearing loss occurs.

Semicircular canals:  involved with equilibrium (balance)
Acoustic nerve:  a. cochlear nerve:  connects the

cochlea to the brain.
b. vestibular nerve:  connects the
semicircular canals to the brain.
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Noise Induced Hearing Loss (NIHL)
Moderate exposure to loud noise (over 90 dB for one or more hours) may
cause reversible changes within the inner ear such as:  subtle intracellular
changes in the hair cells or swelling of the auditory nerve endings.  These
temporary changes present themselves as temporary threshold shifts
(TTS) 10 dB or more at various frequencies in either ear.  This temporary
hearing loss will go away within hours -- 16 hours maximum.  
How this loss may occur is as follows:  continued sound may decrease the
stiffness in the hair bundles at the top of the hair cells in the inner ear. 
This in turn would cause less vibration at a given sound level and an
accompanying loss in hearing.
However, continued exposure to loud noise over time will result in
permanent threshold shift (PTS) and the resultant permanent,
non-reversible hearing loss.
Additionally, the most common cause of tinnitus (an annoying ringing in the
ears) is damage to the ear from noise exposure resulting in hearing loss.
Because the loss of hearing is so gradual, so painless, so unnoticeable,
there may be a tendency to not take hearing conservation seriously until it
is too late and you have lost one of your major contacts with the world
around you – your hearing.
Why bother with a Hearing Conservation Program?  Why not, instead, just
require hearing protectors at all times, in all situations?”
This misses the point.  Your hearing – just as your sight, touch, and smell –
is your means of contact and placement in the world around you.  By
wearing hearing protectors when not needed, you lessen your ability to
hear and be in touch with your environment.  
You certainly wouldn’t want to save your hearing and lose your life
because you didn’t hear the warning “Watch out!”, “Stop!” or you missed
the sound of approaching danger.
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Hearing Conservation Program Recordkeeping
The below records will be retained.

1. All noise level monitoring records.
2. All employee exposure measurements.
3. All employee audiometric test records which will include:

a. The employee’s name and job classification.
b. The date of the audiogram.
c. The examiner's name.
d. The date of the last acoustic or exhaustive calibration of the

audiometer.
e. The employee's most recent noise exposure assessment.
f. Accurate records of the measurements of the background sound

pressure levels in audiometric test rooms.
Record Retention:
The below records will be retained at least for the period indicated:
Noise exposure measurement records will be retained for two years.
Audiometric test records will be retained for the duration of the affected
employee's employment.
Access to Records:
All the above records will be provided upon request to employees, former
employees, representatives designated by the individual employee, and
the Assistant Secretary.
Transfer of Records:
If TOP OF THE LINE INC ceases to do business, we will transfer to the
successor employer all above records and the successor employer will
retain them for the remainder of the period noted above.
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Personal Protective Equipment - Respiratory Protection
29 CFR 1910.134 - Respiratory Protection
29 CFR 1910.134 App C - OSHA Respirator Medical Evaluation Questionnaire

Overview
The best respiratory protection one can have is clean, breathable air. 
Engineering controls are our first line of defense against contaminated or
oxygen deficient air.  These controls include, but are not limited to, using
measures such as enclosure or confinement to keep atmospheric hazards
away from employees, general or local ventilation to exhaust hazardous
atmospheres, and/or substitution of less toxic materials to avoid hazardous
atmospheres in the first place.  When effective engineering controls are not
feasible, or during the time frame they are being instituted, appropriate
respirators will be used.
The concept of respiratory protection is quite simple.  Certain types of
atmospheric hazards are simply particles that can be filtered out of the air,
through the use of an air-purifying respirator.  Air-purifying respirators force
the harmful particles into a filter specifically designed for the hazard(s)
where they are trapped or absorbed.  The air reaching the employee’s
lungs is essentially free of the hazard.

a. If the action of inhalation causes the ambient air to be sucked
through the filter, the respirator is considered a negative pressure
respirator.

b. If the ambient air is forced through the respirator filter (with a blower,
for example), the respirator is considered a positive pressure
respirator.

A respirator that removes harmful contaminants is of no value in an oxygen
deficient (less than 19.5% oxygen) or oxygen enriched (more than 23.5 %
oxygen) atmosphere.  
An atmosphere-supplying respirator will be used in oxygen deficient
atmospheres or in atmospheres where a filter cannot reduce the particulate
hazard to an acceptable level.  This type of respirator provides clean,
breathable air from a source independent of the ambient atmosphere.
Different types of respirators provide different levels of protection.  Never
may an air-purifying respirator be substituted for a required
atmosphere-supplying respirator.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=12716
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9783
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Unfortunately, respiratory protection is more complicated than it first
appears.  Because of the variety and severity of respiratory hazards, the
types of respirators and their limitations, the methods for fitting and testing,
and, most importantly, the detrimental ramifications of respirator misuse,
this respiratory protection program is required.
Proper respirator selection and use can prevent occupational diseases
caused by breathing air contaminated with harmful dusts, fogs, fumes,
mists, gases, smokes, sprays, and vapors.  In atmospheres that are
immediately dangerous to life or health, proper respirator selection and use
will save your life.
When required, employees will be supplied appropriate respirators and all
incidental costs associated with respirator use (fit testing, repair parts,
filters, medical examinations, cleaning supplies, etc.) will be borne by the
company.

Duties of the Respiratory Program Administrator
DAVID LONG, our Respiratory Protection Program Administrator, will keep
abreast of developments in the respiratory protection field and ensure that
our personnel are provided safe respiratory working conditions.
Additionally, DAVID LONG will:

a. Measure, estimate, or review data on the concentration of airborne
contaminants in the work area prior to respirator selection.

b. Select the appropriate type of respirator that will provide adequate
protection from the airborne contaminants or provide clean,
breathable air.

c. Maintain applicable records including:
1. Fit test record
2. Medical records
3. Inspection records
4. Evaluation records
5. Training records
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Definitions
There are a number of terms and phrases, not used in ordinary everyday
life, which must be understood by affected employees.
AIR-PURIFYING RESPIRATOR:  a respirator with an air-purifying filter,
cartridge, or canister that removes specific air contaminants by passing
ambient air through the air-purifying element.  
ATMOSPHERE-SUPPLYING RESPIRATOR:  a respirator that supplies
the respirator user with breathing air from a source independent of the
ambient atmosphere, and includes supplied-air respirators (SARs) and
self-contained breathing apparatus (SCBA) units.  
CANISTER OR CARTRIDGE:  a container with a filter, sorbent, or catalyst,
or combination of these items, which removes specific contaminants from
the air passed through the container.  
DEMAND RESPIRATOR:  an atmosphere-supplying respirator that admits
breathing air to the facepiece only when a negative pressure is created
inside the facepiece by inhalation.  
EMERGENCY SITUATION:  any occurrence such as, but not limited to,
equipment failure, rupture of containers, or failure of control equipment that
may or does result in an uncontrolled significant release of an airborne
contaminant.  
EMPLOYEE EXPOSURE:  exposure to a concentration of an airborne
contaminant that would occur if the employee were not using respiratory
protection.  
END-OF-SERVICE-LIFE INDICATOR (ESLI):  a system that warns the
respirator user of the approach of the end of adequate respiratory
protection, for example, that the sorbent is approaching saturation or is no
longer effective.  
ESCAPE-ONLY RESPIRATOR:  a respirator intended to be used only for
emergency exit.  
FILTER OR AIR-PURIFYING ELEMENT:  a component used in respirators
to remove solid or liquid aerosols from the inspired air.  
FILTERING FACEPIECE (DUST MASK):  a negative pressure particulate
respirator with a filter as an integral part of the facepiece or with the entire
facepiece composed of the filtering medium.  
FIT FACTOR:  a quantitative estimate of the fit of a particular respirator to
a specific individual, and typically estimates the ratio of the concentration
of a substance in ambient air to its concentration inside the respirator when
worn.  
FIT TEST:  the use of a protocol to qualitatively or quantitatively evaluate
the fit of a respirator on an individual.
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HELMET:  a rigid respiratory inlet covering that also provides head
protection against impact and penetration.  
HIGH EFFICIENCY PARTICULATE AIR (HEPA) FILTER:  a filter that is at
least 99.97% efficient in removing monodisperse particles of 0.3
micrometers in diameter.  The equivalent NIOSH 42 CFR 84 particulate
filters are the N100, R100, and P100 filters.  
HOOD:  a respiratory inlet covering that completely covers the head and
neck and may also cover portions of the shoulders and torso.  
IMMEDIATELY DANGEROUS TO LIFE OR HEALTH (IDLH):  an
atmosphere that poses an immediate threat to life, would cause irreversible
adverse health effects, or would impair an individual's ability to escape
from a dangerous atmosphere.  
LOOSE-FITTING FACEPIECE:  a respiratory inlet covering that is
designed to form a partial seal with the face.  
NEGATIVE PRESSURE RESPIRATOR (TIGHT FITTING):  a respirator in
which the air pressure inside the facepiece is negative during inhalation
with respect to the ambient air pressure outside the respirator.  
OXYGEN DEFICIENT ATMOSPHERE:  an atmosphere with an oxygen
content below 19.5% by volume.  
PHYSICIAN OR OTHER LICENSED HEALTH CARE PROFESSIONAL
(PLHCP):  an individual whose legally permitted scope of practice allows
him or her to independently provide, or be delegated the responsibility to
provide, some or all of the health care services required medical
evaluation.  
POSITIVE PRESSURE RESPIRATOR:  a respirator in which the pressure
inside the respiratory inlet covering exceeds the ambient air pressure
outside the respirator.  
POWERED AIR-PURIFYING RESPIRATOR (PAPR):  an air-purifying
respirator that uses a blower to force the ambient air through air-purifying
elements to the inlet covering.  
PRESSURE DEMAND RESPIRATOR:  a positive pressure
atmosphere-supplying respirator that admits breathing air to the facepiece
when the positive pressure is reduced inside the facepiece by inhalation.  
QUALITATIVE FIT TEST (QLFT):  a pass/fail fit test to assess the
adequacy of respirator fit that relies on the individual's response to the test
agent.  
QUANTITATIVE FIT TEST (QNFT):  an assessment of the adequacy of
respirator fit by numerically measuring the amount of leakage into the
respirator.  
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RESPIRATORY INLET COVERING:  that portion of a respirator that forms
the protective barrier between the user's respiratory tract and an
air-purifying device or breathing air source, or both.  It may be a facepiece,
helmet, hood, suit, or a mouthpiece respirator with nose clamp.  
SELF-CONTAINED BREATHING APPARATUS (SCBA):  an
atmosphere-supplying respirator for which the breathing air source is
designed to be carried by the user.  
SERVICE LIFE:  the period of time that a respirator, filter or sorbent, or
other respiratory equipment provides adequate protection to the wearer.  
SUPPLIED-AIR RESPIRATOR (SAR) OR AIRLINE RESPIRATOR:  an
atmosphere-supplying respirator for which the source of breathing air is not
designed to be carried by the user.  
TIGHT-FITTING FACEPIECE:  a respiratory inlet covering that forms a
complete seal with the face.  
USER SEAL CHECK: an action conducted by the respirator user to
determine if the respirator is properly sealed to the face.

Respirator Selection
Respirators will be selected on the basis of hazards to which the employee
will be exposed.  Using an inappropriate respirator is just as bad, if not
worse, than using no respirator at all because it can evoke a false sense of
security while offering no protection to the hazard at hand.  
All respirators will be NIOSH approved.
Work area surveillance will be made by DAVID LONG taking into
consideration the actual work area conditions, the degree of exposure and
employee stress.
Respirator selection will take into consideration the air quality, the
contaminant, the amount of the contaminant, the time exposure to that
contaminant, and the work area surveillance.
Oxygen-deficient atmospheres as well as atmospheres in which the
respiratory hazard exposure cannot be determined are considered
immediately dangerous to life or health and the use of one of the below
listed respirators is required:

a. A full facepiece pressure demand SCBA certified by NIOSH for a
minimum service life of thirty minutes, or

b. A combination full facepiece pressure demand supplied-air respirator
(SAR) with auxiliary self-contained air supply.

NOTE: Respirators provided only for escape from IDLH atmospheres shall be NIOSH-certified for
escape from the atmosphere in which they will be used.
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Generally, but not always, work area atmospheres that require respiratory
protection are not IDLH and in these cases respirator selection offers more
options.  The respirator selected will be adequate to protect the health of
the employee and ensure compliance with all other OSHA statutory and
regulatory requirements under routine and reasonably foreseeable
emergency situations.  Of course, the respirator selected will be
appropriate for the chemical state and physical form of the contaminant.
For protection against gases and vapors, the respirator provided will be:

a. Atmosphere-supplying.
b. Air-purifying, provided that:

1. It is equipped with an end-of-service-life indicator (ESLI) certified
by NIOSH for the contaminant; or

2. If there is no ESLI appropriate for conditions in respiratory hazard
area, a change schedule for canisters and cartridges will be used
that is based on objective data that will ensure that canisters and
cartridges are changed before the end of their service life.  

DAVID LONG will rely on past experience and cartridge manufacturer
recommendations.  If the competent person on site or any respirator user
notices that breathing becomes more strained, the change schedule will be
modified.
For protection against particulates, the respirator provided will be:

a. Atmosphere-supplying; or
b. Air-purifying equipped with a filter certified by NIOSH under 30 CFR

part 11 like a HEPA filter; or
NOTE: Filters manufactured under 30 CFR part 11 standards may continue to be used, however,

as of July 10, 1998, other than PAPR’s, they are not to be purchased.  Only 42 CFR part 84
type filters will be used.

c. Air-purifying equipped with a filter certified for particulates by NIOSH
under 42 CFR part 84; or

NOTE: These respirators and filters, other than PAPR’s are identified on the packaging with
numbers that take the form: TC-84A-XXX.
a. Filters will have an “N”, “R”, or “P” designation followed by “100”, “99” or “95.” 

Examples:  N100 or R99
1. “N” indicates the filter is for any solid or non-oil containing particulate

contaminant.
2. “R” indicates the filter is for any particulate contaminant.  If used for an oil

containing particulate, a one shift use limit applies.
3. “P” indicates the filter may be used with any particulate contaminant.

b. The number indicates the filter efficiency -- the higher the number, the more efficient. 
100 = 99.97% efficiency; 99 = 99% efficiency; and 95 = 95% efficiency.
1. Air-purifying equipped with any filter certified for particulates by NIOSH for

contaminants consisting primarily of particles with mass median aerodynamic
diameters (MMAD) of at least 2 micrometers.  
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Often, the permissible exposure limit (PEL) and suggested respirator is
listed on an SDS.  Published exposure limits for the contaminant at hand
will assist in determining respirator selection.
DAVID LONG will select respirators based on:

a. The nature of the hazardous operation or process.
b. The type of respiratory hazard including permissible exposure limits.
c. The period of time for which respiratory protection must be worn.
d. The activities of workers in the hazardous area.
e. The respirator’s characteristics, capabilities, and limitations.

Particulate Respirator Selection
Prior to respirator selection, the following factors must be known:

a. The identity and concentration of the particulates in the work area air.
b. The permissible exposure limit (PEL), the NIOSH recommended

exposure limit (REL) or other occupational exposure limit.
c. The hazard ratio (HR).  The (HR) is obtained by dividing the airborne

particulate concentration by the exposure limit.
d. The assigned protection factor (APF) for the type of respirator to be

used.  The (APF) is the minimum anticipated level of protection
provided by each type of respirator worn in accordance with an
adequate respiratory protection program.  For example, an APF of 10
means that the respirator should reduce the airborne concentration of
a particulate by a factor of 10, or to 10% of the work area
concentration.

e. The immediately dangerous to life or health (IDLH) concentration,
including oxygen deficiency.

The APF should be greater than the HR and multiplying the occupational
exposure limit by the APF gives the maximum work area concentration in
which the respirator may be used.
All filters will have a 99.97% efficiency rating indicated by the number 100.
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Service Life of Filters
If the selected filters have an end-of-service-life indicator (ESLI), the filters
will be used until the indicator shows that it is time to be replaced.
In the absence of an ESLI, the following is our policy of service life of
filters:
All HEPA filters manufactured under 30 CFR part 11 (for PAPR’s) will be
replaced at least daily (once each work shift) or if breathing resistance
becomes excessive or if the filter suffers physical damage (tears, holes,
etc.)  If PAPR filters become available under 42 CFR part 84 standards,
they will be used and fall under the below schedule:
All filters will be replaced whenever they are damaged, soiled, or causing
noticeably increased breathing resistance.
N-series filters may be used and reused subject only to considerations of
hygiene, damage, and increased breathing resistance.  If the competent
person determines the work area to be exceptionally dirty, the filters will be
changed each work shift.
R-series filter will be changed every work shift if oil is present.  If oil is not
present, they may be used and reused subject only to considerations of
hygiene, damage, and increased breathing resistance.  If the competent
person determines the work area to be exceptionally dirty, the filters will be
changed each work shift.
P-series filters will be used and reused in accordance with the
manufacturer’s time-use limitations when oil aerosols are present.  
P-series filters can be used and reused subject only to consideration of
hygiene, damage, and increased breathing resistance if oil aerosols are
not present.
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Medical Approval for Respirator Use
Before respirator use – even before fit testing – it must be determined that
one is physically capable to wear the type of respirator to be assigned. 
Wearing negative pressure respirators can place an increased strain on
one's respiratory system, and, depending on the task and the
environmental conditions (especially heat and cold), respirators can put an
additional strain on your whole body.  Prior to respirator use, an employee
must have a medical examination.  The actual medical tests, if any, depend
on the hazards involved, the condition of the employee, and the judgment
of the physician or other licensed health care professional (PLHCP).  If
respirators are used to prevent exposure to certain toxic and hazardous
substances (for example, lead or asbestos), then additional medical tests
and surveillance procedures are required appropriate for the hazard.  
A PLHCP will be identified to perform medical evaluations using the
medical questionnaire with this program.  The PLHCP will be given a copy
of this program as well as the appropriate standards.
A follow-up medical examination will:

a. Be given to an employee who gives a positive response to any
question among questions 1 through 8 in Section 2, Part A of
Appendix C, or whose initial medical examination demonstrates the
need for a follow-up medical examination.

b. Include any medical tests, consultations, or diagnostic procedures
that the PLHCP deems necessary to make a final determination.

The medical questionnaire and examinations will be given confidentially
during normal working hours or at a time and place convenient to the
employee.  The employee will be given the opportunity to discuss the
questionnaire and examination results with the PLHCP.
The PLHCP will be provided the following information to be used in
determining an employee's ability to use a respirator:

a. The type and weight of the respirator to be used by the employee.
b. The duration and frequency of respirator use.
c. The expected physical work effort.
d. Additional protective clothing and equipment to be worn.
e. Temperature and humidity extremes that may be encountered.
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An annual review of medical status is not required and additional medical
evaluations are required only if:

a. An employee reports medical signs or symptoms that are related to
ability to use a respirator.

b. a PLHCP, supervisor, or DAVID LONG determines that the employee
needs to be reevaluated.

c. Fit testing and work area program evaluation indicates a need.
d. A change occurs in work area conditions (e.g., physical work effort,

protective clothing, and temperature) that may result in a substantial
increase in the physiological burden placed on an employee.

A negative pressure respirator may place an undue burden on an
employee’s system and the PLHCP may recommend a PAPR be used
instead.
Medical records will be retained for 30 years.
Once medical approval is received allowing the respirator use, fit testing
may proceed.  The employee will be provided with a copy of this
determination.

Respirator Fit Test
There are various protocols for fit testing respirators and they can be found
in 29 CFR 1910.134 App A. One (1) of the four (4) qualitative protocols
listed below will be used:
Protocol/Fit Test Procedure Appendix A to 29 CFR 1910.134

a. Isoamyl Acetate Paragraph B2
Fit Test Procedure Paragraph B2(b)

b. Saccharin Solution Aerosol Paragraph B3
Fit Test Procedure Paragraph B3(b)

c. BitrexTM Solution Aerosol Paragraph B4
Fit Test Procedure Paragraph B4(b)

d. Irritant Smoke (Stannic Chloride) Paragraph B5
Fit Test Procedure Paragraph B5(c)

The purpose of fit testing is to ensure that the respirator selected will
actually do the job for which it was intended.  Different manufacturers
make different sizes of each model.  Fit testing, following the OSHA
approved protocols, will ensure that the specific make, model and size are
appropriate for the user.  An employee may only use the specific
respirator(s) on which he/she has passed a fit test.  

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9780
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Eye glasses pose special problems when dealing with respirators.  Normal
eye glasses, while they do not interfere with the skin to facepiece seal of a
½ face respirator, will prevent a proper seal on a full face respirator and
thus will not be worn.  If glasses are needed, special adapters can be
provided to hold lenses within the respirator.  
Upon successful completion of respirator fit testing, a Record of Respirator
Fit Test form will be completed and maintained with the employee’s
records.  Only the latest fit test record need be retained.  The Respirator Fit
Test will be repeated at least annually or when:

a. A different respirator facepiece (size, style, model or make) is used.
b. There has been a weight change of at least 20 pounds.
c. There has been significant facial scarring in the area of the face

piece seal.
d. There has been significant dental changes; i.e., multiple extractions

without prosthesis or acquiring dentures.
e. Reconstructive or cosmetic surgery.
f. Any other condition that may interfere with facepiece sealing.

As explained in the protocols, the fit tests shall not be conducted if there is
any hair growth between the skin and the facepiece sealing surface. 
Further, there shall not be mustaches that are so long as to interfere with
the inlet or exhaust valves in the respirator.  Of course, these requirements
apply not only to fit testing procedures, but they also apply to actual on the
job use where the seal between face and respirator must be maintained.

User Seal Check
A user seal check, performed in accordance with the manufacturer's
instructions or 29 CFR 1910.134 App B, will be made prior to each use by
the wearer of a tight-fitting respirator.
A user seal check is solely for respiratory protection of the employee and
without this check there is no way of knowing if the selected respirator is
actually working.  Failure to perform a seal check may result in the use of a
respirator which is of little or no value.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10120
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Hazard Communication & Emergency Procedures
One would not be wearing a respirator in the first place if there were not
some detrimental health consequences of non-use.  Often, these conse-
quences are chronic (long term) and immediately unnoticeable.
If respirator failure would lead to noticeable physical or mental impairment,
then, in these situations, two (2) employees will be assigned in the same
area and in view of each other.  If one employee presents symptoms of
physical or mental distress, the second employee will remove the first
employee from the area.  If there is not an immediate, total recovery, the
affected employee will be provided medical care by emergency
responders.
In the event work is being performed in an IDLH atmosphere, a safety
harness and safety lines will be used so that the employee may be pulled
to safety.  Suitable rescue equipment will be available and a standby man
or men with suitable self-contained breathing apparatus shall be at the
nearest fresh air base for emergency rescue.
All personnel should be aware of the appropriate SDS for the products they
are working with, and particular attention should be given to health
hazards; both acute and chronic, symptoms of overexposure, first aid
measures, emergency procedures, and exposure limits.

Work Area Surveillance
The competent person at the work area where respirator use is required
will maintain appropriate surveillance of work area conditions and degree
of employee exposure or stress.  When there is a change in work area
conditions or degree of employee exposure or stress that may affect
respirator effectiveness, DAVID LONG, or competent person will
reevaluate the continued effectiveness of the respirator.
Employees are to leave the respirator use area:  

a. To wash their face and respirator facepiece as necessary to prevent
eye or skin irritation associated with respirator use.

b. If they detect vapor or gas breakthrough, changes in breathing
resistance, or leakage of the facepiece.

c. To replace the respirator or the filter, cartridge, or canister elements.
Defective respirators will be repaired or replaced before returning to the
respirator use area.
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Air Quality
Atmosphere-supplying respirators, depending on the type (supplied-air or
SCBA) use compressed air, compressed oxygen, liquid air or liquid
oxygen.  Compressed and liquid oxygen must meet the requirements of the
United States Pharmacopoeia for medical or breathing oxygen. 
Compressed breathing air must meet the requirements of Grade "D"
breathing air including:  oxygen content (v/v) of 19.5-23.5%; hydrocarbon
(condensed) content of 5 milligrams per cubic meter of air or less; carbon
monoxide content of 10 ppm or less; carbon dioxide content of 1,000 ppm
or less; and lack of noticeable odor.  Compressed oxygen shall not be
used in supplied-air respirators or open circuit self-contained breathing
apparatus that have previously used compressed air.  Oxygen must never
be used with airline respirators.
Breathing air may be supplied to respirators from cylinders or air
compressors.  If cylinders are used, they will be tested and maintained as
prescribed in the Shipping Container Specification Regulations of the
Department of Transportation (49 CFR part 178).
If a compressor is used for supplying breathable air by way of airline hoses
to a respirator mask, it is a Type "C" system.  The hose couplings used on
these systems must not be compatible with any other gas systems. 
Breathable air -- not pure oxygen -- is used in these systems.  All safety
and standby devices will be maintained in working order such as alarms to
warn of compressor failure or overheating.  Compressors will be located so
that contaminated air does not enter the system and suitable in-line filters
will be installed.  A receiver of sufficient capacity to enable the respirator
wearer to escape from a contaminated atmosphere in the event of a
compressor failure shall be in place.  If an oil lubricated system is used, it
shall have a high temperature and carbon monoxide alarm.
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Cleaning, Inspection, and Maintenance
Respirators issued for the exclusive use of one worker will be cleaned and
disinfected after each day's use or more often, if necessary.  A respirator
used by more than one person will be cleaned and disinfected after each
use by the employee who used it.  Cleaning should be done using the
manufacturer’s recommendations or the guidelines in 29 CFR 1910.134
App B.  Remove or protect the filters/cartridges before cleaning because
moisture can defeat the effectiveness of a filter.  During cleaning, an
inspection of the respirator will be made to ensure it retains its original
effectiveness.  Valves, straps, canisters, elasticity, facepiece, if applicable,
will be inspected per the manufacturer’s instructions.  Defective parts will
be replaced before reuse.  
Employees who use respirators will be instructed in the replacement of
parts as allowed by the manufacturer (such as valves and straps). 
Respirators that require a higher level of repair will be returned to the
manufacturer.  All replacement parts will be of the same manufacture as
the respirator and all replacement parts will be NIOSH approved. 
Maintenance will be limited to replacing parts (straps, filters, valves, etc.)
allowed by the manufacturer. Only respirators in 100% working order will
be used.
Cleaning supplies and replacement parts will be provided at no cost.  In the
event a respirator is not used for thirty (30) days, it will be inspected by a
competent person.  Particular attention will be paid to SCBA apparatus and
Type "C" connections.  SCBA apparatus shall be inspected monthly and air
and oxygen cylinders will be fully charged according to the manufacturer’s
instructions.  All warning devices will be checked to ensure they are
properly functioning.

Maintenance of Emergency/Unassigned Respirators
Emergency and unassigned respirators (respirators used by more than one
person) will be cleaned and inspected for defects every thirty (30) days and
after each use.  Particular attention will be given to the elasticity of the
respirator and ensuring that the respirator is defect free.  Only the latest
record of this inspection will be maintained.  A tag showing the name of
inspector, the date, and condition of the respirators will be attached to the
respirator.

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10120
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10120
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Storage of Respirators
Respirators will be stored in a convenient, clean, and sanitary location in
such a manner as to protect them from dust, heat, sunlight, extreme cold,
excessive moisture, and damaging chemicals.  In the work area, a plastic
bag can help protect a respirator from dust and moisture.  Respirators will
not be stored in lockers or tool boxes unless they are in cases or cartons. 
Respirators will be stored with the facepiece and exhalation valve resting in
a normal position.  This will also prevent the soft, pliable material of which
respirators are made from setting in an abnormal position, changing shape,
and reducing face to mask seal.

Program Evaluation
This Program will be evaluated on a continual basis and updated if the
need arises.  Reasons for upgrading would include new atmospheric
hazards; new respiratory protection equipment; new or altered work
procedures; the introduction of new engineering controls; the failure of
employees to follow standard operating procedures.
Often, the effects of breathing contaminated atmospheres are chronic in
nature and thus some employees may tend to become lax in using their
respirators properly.  Supervisors must be on alert for this tendency.
Employees must realize that they must use the provided respiratory
protection in accordance with the instructions and training received.

Training
Training will be given by a competent person, prior to use, to ensure each
affected employee can demonstrate knowledge of at least the following:  

a. Why a respirator is necessary and how improper fit, usage, or
maintenance can compromise the protective effect of the respirator.

b. What the limitations and capabilities of the respirator are.
c. How to use the respirator effectively in emergency situations,

including situations in which the respirator malfunctions.
d. How to inspect, put on and remove, use, and check the seals.
e. The procedures for maintenance and storage of the respirator.
f. How to recognize medical signs and symptoms that may limit or

prevent the effective use of respirators.
g. The general concepts of this program.
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Retraining will be given annually and when:
a. Changes in the work area or the type of respirator render previous

training obsolete.
b. Inadequacies in the employee's knowledge or use of the respirator

indicate that the employee lacks the required understanding or skill.
c. A situation arises in which retraining appears necessary to ensure

safe respirator use.
Dust Masks – Use of Respirators when not Required

DAVID LONG, or competent person, in the work area will determine when
respirator use is required.  Dust masks may be used at any time to reduce
annoying particles in the air in the work area.  
An employee who wants to wear an actual respirator in the work area for
comfort or an additional level of safety that is not required for health
reasons according to standards, must obtain medical approval for
respirator use according to the procedures outlined in this program.
Additionally, that employee should read this program (formal training is not
required) and:

a. Read and heed all manufacturers’ instructions on use, maintenance,
cleaning and care, and warnings regarding the respirator’s
limitations.  

b. Choose a respirator certified for use to protect against the
contaminant of concern.  The respirator must be NIOSH approved.

c. Not wear the respirator into atmospheres containing contaminants for
which your respirator is not designed to protect against.  A respirator
designed to filter dust particles will not protect you against gases,
vapors, or very small solid particles of fumes or smoke.  

d. Not interchange the respirator with another employee.
Disposable Respirators:
OSHA requires that employees who voluntarily use disposable respirators
in situations where respiratory protection is not specifically required by
OSHA standard (in atmospheres where exposures are below the
permissible exposure limit) essentially for personal comfort or additional,
though not required, respiratory protection be informed of 29 CFR
1910.134 Appendix D.
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All disposable respirators, such as Moldex, 3M, Wilson, North Safety, etc.
must be marked with the manufacturer’s name, the part number, the
protection provided by the filter, and “NIOSH”.
Disposable filters are actually negative pressure respirators.  They protect
the user by filtering particles out of the air breathed.  
Though disposable filters cannot be fit-tested in the traditional sense, they
must be fit-tested in accordance with the manufacturer’s instructions.
Under no circumstances may any respirator other than the above
disposable respirators be used without compliance with a respiratory
protection program.
Standard Number: 1910.134 App D
Standard Title: (Mandatory) Information for Employees Using Respirators
When not Required Under Standard.
Respirators are an effective method of protection against designated hazards when
properly selected and worn.  Respirator use is encouraged, even when exposures are
below the exposure limit, to provide an additional level of comfort and protection for
workers.  However, if a respirator is used improperly or not kept clean, the respirator
itself can become a hazard to the worker.  Sometimes, workers may wear respirators to
avoid exposures to hazards, even if the amount of hazardous substance does not
exceed the limits set by OSHA standards.  If your employer provides respirators for
your voluntary use, of if you provide your own respirator, you need to take certain
precautions to be sure that the respirator itself does not present a hazard.  You should
do the following: 1.  Read and heed all instructions provided by the manufacturer on
use, maintenance, cleaning and care, and warnings regarding the respirators
limitations.  2.  Choose respirators certified for use to protect against the contaminant of
concern.  NIOSH, the National Institute for Occupational Safety and Health of the U.S.
Department of Health and Human Services, certifies respirators.  A label or statement
of certification should appear on the respirator or respirator packaging.  It will tell you
what the respirator is designed for and how much it will protect you.  3.  Do not wear
your respirator into atmospheres containing contaminants for which your respirator is
not designed to protect against.  For example, a respirator designed to filter dust
particles will not protect you against gases, vapors, or very small solid particles of
fumes or smoke.  4.  Keep track of your respirator so that you do not mistakenly use
someone else's respirator.

 [63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]
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TOP OF THE LINE INC

Respiratory Protection Program Evaluation Form

DAVID LONG, or a designated competent person, will conduct work area
and administrative evaluations to ensure the provisions of our respiratory
protection program are being properly implemented.  Discrepancies noted
will be immediately corrected.

A random sampling of affected personnel addressed the below listed
concerns and the responses are indicated below:

Yes No

Is the respiratory protection program understood?  

Problem areas: ___________________________________

Corrective action:  _________________________________
_________________________________

Do respirators fit without interfering with job performance?  

Problem areas: ___________________________________

Corrective action:  _________________________________
_________________________________

Are respirators being properly maintained?  

Problem areas: ___________________________________

Corrective action:  _________________________________
_________________________________

Are appropriate respirators selected for the hazard?  

Problem areas: ___________________________________

Corrective action:  _________________________________
_________________________________

_____________________________________ _____________
(Signature of Person performing evaluation) (Date)

Note:  Retain only the latest evaluation.
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TOP OF THE LINE INC

Report of Medical Examination
_______________________________
(Date)
____________________________________________
(Applicant's Name)
____________________________________________
(Applicant's SSN)

Job for which person is being examined:  ________________________________

Reason for medical examination:  Respirator use.

Type(s) of respirator to be used:  _______________________________________

Atmospheric hazards for which the above respirators will be used: _________________________
_________________________     __________________________ _________________________

NOTE:  Circle the appropriate paragraphs and subparagraphs.

1. Based on the information available to me, it is my opinion that the above named person may be
placed in the job position with no restrictions in work assignments.

2. Based on all the information available to me, it is my opinion that the above named person has a
detected medical conditions(s) or finding(s) which:

a. Places this person or others at increased risk of material impairment of health from anticipated
or potential occupational exposures or activities.

b. May be aggravated by occupational exposures or activities.

c. May interfere with safe and/or effective performance.

d. Needs follow-up.  This includes changes which may be with "normal limits" based on the
current assessment and/or comparison with previous results.  Based on available data, the casual
relationship of these findings to occupational exposures appears to be positive/negative/ill defined.

e. Other:  (Explain) ______________________________________________________________

3. On the basis of the above, I recommend:

a. No restrictions in work assignments for the above job.

b. Restricted activities:  (List) ______________________________________________________

c. Limited exposure:  (Note) _______________________________________________________

d.  Special protective measures:  (Note) ______________________________________________

e. Medical follow-up:  (Note) _______________________________________________________

 f. Limitation on the use of a negative pressure or air purifying respirator:  (Explain) __________

______________________________________________________________________________
g. Other:  (Note) _______________________________________________________________

1 of 2
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4. I have advised the employee of any detected medical condition of finding which dictates further
medical examination or treatment and have appropriate recommendations regarding medical
follow-up and exposure.  This will be documented in writing.

5. Additional comments:  ___________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

6. I understand that a copy of this report will be given to the examinee by the person receiving it.

DATE:  _____________________________      ____________________________________________
(Physician's Signature)
____________________________________________
(Address)
____________________________________________
(City, State, ZIP)
____________________________________________
(Telephone Number)

Return this form to:
TOP OF THE LINE INC
DAVID LONG
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441

2 of 2
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TOP OF THE LINE INC

Medical Opinion for Respirator Wear

____________________
(Date)
_______________________________
(Applicant's Name)
_______________________________
(Applicant's SSN)

TO: Return this form to:
TOP OF THE LINE INC
DAVID LONG
127 POWHATTAN AVE
LESTER, PA 19029
610-521-7441

RE: Medical Opinion for Respirator Use

On this date, based on the employee medical questionnaire and/or further
medical examination, the above named applicant is found to be:

a. Eligible to use a respirator. _______________________________
(Respirator type, i.e., ½ face; full face; PAPR; SCBA)

_______________________________
_______________________________
_______________________________

b. Eligible to use a respirator with the following restrictions:
_____________________________________________________
_____________________________________________________

_____________________________________________________
(Respirator type, i.e., ½ face; full face; PAPR; SCBA)

c. Not eligible to use a respirator.

__________________________________
(Signature of physician or licensed healthcare professional)
__________________________________
(Typed or Printed Name)
__________________________________
(Street Address)
_______________________________________________
(City, State, ZIP)
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TOP OF THE LINE INC

Respirator Fit Test Summary

Name of employee:  _______________________  SSN: _______________________

Date of Testing:  ______________   Test Conducted By: _______________________

Respirator(s) Selected:  ___________________  _________________________
(Manufacturer)  (Model/Series)

  Pass
___________________ _____      _________________________

 Fail (Respirator Size)  (NIOSH Certification #)

Respirator(s) Selected:  ___________________ _____      _________________________
(Manufacturer)  (Model/Series)

  Pass
___________________ _____      _________________________

 Fail (Respirator Size) (NIOSH Certification #)

Respirator(s) Selected:  ___________________ _____      _________________________
(Manufacturer) (Model/Series)

  Pass
___________________ _____      _________________________

 Fail (Respirator Size) (NIOSH Certification #)

Testing Agent (Protocol):  Circle One

a. Isoamyl Acetate Protocol.  (Banana Oil)
b. Saccharin Solution Aerosol Protocol.  (Saccharin Taste)
c. BitrexTM Solution Aerosol Protocol (Denatonium Benzoate)
d. Irritant Smoke Protocol.  (Irritant Smoke)

Signature of Person Conducting the Test:  ________________________________
Signature of Employee:  _______________________________________________

The Respirator Fit Test will be repeated at least annually or when:

a. A different respirator facepiece (size, style, model or make) is used.
b. There has been a weight change of at least 20 pounds.
c. There has been significant facial scarring in the area of the face-piece seal.
d. There has been significant dental changes; i.e., multiple extractions without 

prosthesis or acquiring dentures.
e. Reconstructive or cosmetic surgery.
f. Any other condition that may interfere with facepiece sealing.
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TOP OF THE LINE INC

Record of Inspection
EMERGENCY/UNASSIGNED RESPIRATORS

All emergency and unassigned respirators were inspected and cleaned on
the date indicated.  Any defects found were corrected or the respirator was
removed from service.  This inspection was performed after each use
and/or monthly.

DATE SIGNATURE OF INSPECTOR NOTES

____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
____________ ________________________ _________________
Note:  Only the latest record must be retained.
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Prevention of Heat and Cold Stress
Prevention of Cold Stress

Cold related work illness is a real threat to our employees who work
outside during months of cold weather. In order to lessen this threat, this
program has been prepared.
All current employees will be given instruction in this program prior to
working outside where the possibility of frostbite and hypothermia exist.
On days when applicable environmental conditions exist (temperatures or
wind chill factors equal to or less than 30 degrees F), the site supervisor
will, before the morning shift starts, remind workers of the danger of
frostbite and hypothermia, the procedures to lessen its impact, and, in the
worst case, the procedure for medical response.
All persons should recognize the symptoms of cold related illness.
Frostbite
(Sensations of coldness; tingling, stinging or aching feeling of the exposed
area followed by numbness of ears, fingers, toes, cheeks, and noses.
Frostbitten areas appear white and cold to the touch)
Seek medical assistance immediately.
Frostbitten parts should be covered with dry, sterile gauze or soft, clean
cloth bandages.
DO NOT massage frostbitten tissue
Take measures to prevent further cold injury.
General Hypothermia
(Shivering, an inability to do complex motor functions, lethargy, and mild
confusion)
Conserving remaining body heat. Providing additional heat sources. Seek
medical assistance for persons.
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Severe Hypothermia 
(Unresponsive and not shivering)
Seek medical attention immediately. Reduce heat loss by:

1. Obtaining shelter.
2. Removal of wet clothing.
3. Adding layers of dry clothing, blankets, or using a pre-warmed

sleeping bag. The four environmental conditions that cause
cold-related stress are low temperatures, high/cool winds, dampness
and cold water. Wind chill, a combination of temperature and
velocity, is a crucial factor to evaluate when working outside. For
example, when the actual air temperature of the wind is 40°F (4°C)
and its velocity is 35 mph, the exposed skin receives conditions
equivalent to the still-air temperature being 11°F. A dangerous
situation of rapid heat loss may arise for any individual exposed to
high winds and cold temperatures.

The purpose of this program is to take definitive measures prior to the
onset of cold related illnesses so that medical response will not be
necessary. If the above conditions do present themselves, the supervisor,
who will always have access to a mobile phone, will follow our standard
emergency procedures.
Definitive measures to prevent cold related illness include:
Personal Protective Clothing
Personal Protective Clothing is the most important step in fighting the
elements is providing adequate layers of insulation from them. Wear at
least three layers of clothing:

1. An outer layer to break the wind and allow some ventilation (like
Gore-Tex® or nylon);

2. A middle layer of wool or synthetic fabric (Qualofil or Pile) to absorb
sweat and retain insulation in a damp environment. Down is a useful
lightweight insulator; however, it is ineffective once it becomes wet.

3. An inner layer of cotton or synthetic weave to allow ventilation.
Pay special attention to protecting feet, hands, face, and head. Up to
40% of body heat can be lost when the head is exposed. Footgear
should be insulated to protect against cold and dampness. Keep a
change of clothing available in case work garments become wet.
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Engineering Controls
Engineering Controls help reduce the risk of cold-related injuries.

1. Use an on-site source of heat, such as air jets, radiant heaters, or
contact warm plates.

2. Shield work areas from drafty or windy conditions.
3. Provide a heated shelter for employees who experience prolonged

exposure to equivalent wind-chill temperatures of 20°F or less.
4. Use thermal insulating material on equipment handles when

temperatures drop below 30°F.
Safe Work Practices
Safe Work Practices, such as changes in work schedules and
practices, are necessary to combat the effects of exceedingly cold
weather. Possible workable safe practices include:

1. Allowing a period of adjustment to the cold before embarking on a full
work schedule.

2. Permitting employees to set their own pace and take extra work
breaks when needed.

3. Reducing, as much as possible, the number of activities performed
outdoors. When employees must brave the cold, selecting the
warmest hours of the day and minimize activities that reduce
circulation.

4. Ensuring that employees remain hydrated.
5. Establishing a buddy system for working outdoors.
6. Educating employees to the symptoms of cold-related stresses –

heavy shivering, uncomfortable coldness, severe fatigue, drowsiness,
or euphoria.
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Provision of Water
Employees will have access to adequate quantities of potable drinking
water.
Where the supply of water is not plumbed or otherwise continuously
supplied, water will be provided in sufficient quantity.
Supervisor will provide frequent reminders to employees to drink
frequently, and, if needed, more water breaks will be provided.
Drinking water will be dispensed in containers with a tight sealing lid and
labeled as Drinking Water. Drinking water containers are to be cleaned
daily. Water containers will be placed as close as possible to the workers.
Supervisors will monitor water consumption and water supply and ensure
adequate levels are available to last the whole shift.
Disposable/single use drinking cups will be provided to employees.
Supervisors will remind employees that personal military style canteens
may be worn containing water. In cold weather conditions, employees are
encouraged to drink warm, sweet beverages (sugar water, sports-type
drinks).  They should avoid drinks with caffeine (coffee, tea, or hot
chocolate). Employees are cautioned, however, that sharing water from a
personal canteen is forbidden and, because of the health hazard to the
user and the person with whom it is shared, disciplinary action will be taken
against both employees if they drink out of the same container. This
disciplinary action will be documented using our disciplinary enforcement
form.

Training
All employees will read this program and be given interactive training in its
provisions. A copy of this program will be kept at the work area during
applicable periods of cold weather.
All supervisors will read the below informational items prior to utilization of
this program and have an opportunity for discussion and clarification with
DAVID LONG, our Safety Director.
OSHA Cold Stress QuickCard 3156

https://www.osha.gov/Publications/osha3156.pdf
https://www.osha.gov/Publications/osha3156.pdf
https://www.osha.gov/Publications/osha3156.pdf
https://www.osha.gov/Publications/osha3156.pdf
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Prevention of Heat Stress
Heat related work illness is a real threat to our employees who work
outside during months of high heat and humidity. In order to lessen this
threat, this program has been prepared.
All current employees will be given instruction on this program prior to
working in heat illness inducing environments or other severe
environmental conditions.
On days when applicable environmental conditions exist - periods of hot
weather (equal to or greater than 85ºF and 40% Relative Humidity) -the
site supervisor will, before the morning shift starts, remind workers of the
danger of heat illness, the procedures to lessen its impact, and, in the
worst case, the procedure for medical response.
All persons should recognize the symptoms of heat related illness.

HEAT
EXHAUSTION

(Fatigue; weakness; profuse sweating; normal temperature; pale clammy
skin; headache; cramps; vomiting; fainting)

Remove from hot area.
Have victim lie down and raise feet.
Apply cool wet cloths.
Loosen or remove clothing.
Allow small sips of water if victim is not vomiting.

HEAT STROKE
(Dizziness; nausea; severe headache; hot dry skin; confusion; collapse;

delirium; coma and death)
Call for immediate medical assistance.
Remove victim from hot area.
Remove clothing.
Have victim lay down.
Cool the body (shower, cool wet cloths)
Do not give stimulants.
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The purpose of this program is to take definitive measures prior to the
onset of heat exhaustion and heat stroke so that medical response will not
be necessary. If the above conditions do present themselves, the
supervisor, who will always have access to a mobile phone, will follow our
standard emergency procedures.
Definitive measures to prevent heat related illness include:

1. Provision of water
2. Provision of shade
3. Provision of rest (recovery period)
4. Modified work procedures

Provision of Water
Water is a key preventive measure to minimize the risk of heat related
illnesses.  Employees will have access to adequate quantities of potable
drinking water.
Where the supply of water is not plumbed or otherwise continuously
supplied, water will be provided in sufficient quantity at the beginning of the
work shift to provide one quart per employee per hour for drinking for the
entire shift.
Supervisors will encourage the frequent drinking of water. The supervisor
or a designated person will monitor water consumption every 30 minutes.
Employees are encouraged to report bad tasting water or low levels of
water immediately so the situation can be corrected.
Supervisor will provide frequent reminders to employees to drink water,
and, if needed, more water breaks will be provided.
Every morning during conditions where this program is applicable, there
will be short tailgate meetings to remind workers about the importance of
frequent consumption of water throughout the shift.
Drinking water will be dispensed in containers with a tight sealing lid and
labeled as Drinking Water. Drinking water containers are to be cleaned
daily. Water containers will be placed as close as possible to the workers.
Supervisors will monitor water consumption and water supply and ensure
adequate levels are available to last the whole shift
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Disposable/single use drinking cups will be provided to employees
During extreme conditions, the supervisor will blow an air horn to remind
workers to take a water break.
Supervisors will remind employees that personal military style canteens
may be worn containing water. Employees are cautioned, however, that
sharing water from a personal canteen is forbidden and, because of the
health hazard to the user and the person with whom it is shared,
disciplinary action will be taken against both employees if they drink out of
the same container. This disciplinary action will be documented using our
disciplinary enforcement form.
As a reminder of the importance of water to the human system, the
following information is supplied:

FLUIDS
If you heard in advance that this safety meeting was on fluids, you may
well have thought that the meeting would focus on the storage, use,
clean-up, and possible emergency procedures involved with the liquid
chemical products used on or near work areas. You’d be wrong. While the
above are important topics and questions related to them should be
addressed to the competent person, this safety meeting is about your
bodily fluids.
From a safety standpoint, you must not neglect your need for potable
(drinkable) fluids. Water is not only the most abundant of all compounds
found on the earth, it is the most abundant part of you – actually about
65% of you is water.
Drink fluids! From a life process standpoint, what fluid intake is doing is
keeping you healthy by allowing your body to maintain its core body
temperature at its appropriate level. When your brain senses that cooling
action is needed, your body circulates blood to your skin to allow it to cool
with the outside temperature. If the water used for sweat is not replaced, a
water deficit starts to occur. The millions of chemical reactions taking place
in your body at every moment can only occur in the presence of water. The
fluids in your body transport nourishment, gases, and waste.
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Imagine your body as a water based chemical factory that functions only
within a narrow temperature range. An average, healthy person, at rest,
has an oral temperature of between 98.6ºF and 100.4ºF. If your body
temperature reaches 105.8ºF, convulsions may occur. Your whole central
nervous system is impaired when your body temperature raises 9ºF above
normal. At 106.0ºF, the thermoregulatory center in your brain fails and,
because of damage to your central nervous system, the sweating (cooling)
mechanism cuts off when you need it most. It is a vicious circle – the hotter
you get, the more heat you generate through metabolism. In fact, at
107.6ºF, cellular metabolism is 50% higher than at normal temperatures.
Without getting too graphic, here are some of the problems associated with
extreme water loss: cells will shrink; the skin will lose its elasticity; skin and
mucous membrane cells will dry out;
eyeballs will become soft; weight loss will occur; the body temperature will
rise; apprehension, restlessness, and even coma may occur; urine will
become concentrated; renal shutdown will occur; red blood cells will shrink;
death.
Stay healthy! Drink water! Water is truly the stuff of life.

Provision of Shade
The supervisor will ensure that employees have access to shade to
minimize the risk of heat related illnesses. If natural shade is not available,
the supervisor will ensure that sun umbrellas or portable canopies are
provided in adequate number. These umbrellas or canopies will be place in
close proximity to the work activity (i.e., no more than 50-100 yards).
Ideally, if available, employees will be allowed to get out of the sun by
entering an air conditioned structure such as a building or job trailer. This
not only provides shade, it provides a cool, less humid, atmosphere. Any
employee who feels the need for shade will protect himself/herself from the
sun for a period of not less than 5 minutes.
Lastly, but importantly, persons must provide personal shade in the form of
shirts (preferably light colored to reflect the sun). Shirts are required to
prevent sunburn, another health hazard.
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Provision of Rest (Recovery Period)
While shade and rest often go hand in hand, they are two distinct activities.
Any employee who, due to heat, humidity, or exertion under the provisions
of this program, may rest for a period of not less than 5 minutes if that
employee believes a preventative recovery period is required.
Modified work procedures

The supervisor will make every effort, consistent with our effort to properly
perform our job tasks, to modify work procedures. Example would include
performing work requiring heavy exertion during the cooler hours of the
day, assigning more persons to a job task to lessen the effort required of
each, and the use of machinery in lieu of physical effort.
All employees, but new employees in particular, should be allowed to
acclimate to hotter weather. It takes a body four to fourteen days to
acclimate to hotter weather. Reduced workloads and careful attention to
new employees may be required.

Training
All employees will read this program and be given interactive training in its
provisions. A copy of this program will be kept at the work area during
applicable periods of heat and humidity.
All supervisors may wish to read the below informational items prior to
utilization of this program and have an opportunity for discussion and
clarification with DAVID LONG, our Safety Director.
The American Red Cross Health & Safety Tips, Heat Related Illness
CAL OSHA Heat Illness Prevention etool
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TOP OF THE LINE INC
Safety Program Addendum
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TOP OF THE LINE INC
Company Specific Safety Requirements

We currently do not have any company specific safety requirements.
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TOP OF THE LINE INC
Anti-Corruption and Professional Ethics Policy Statement

It is our policy, both as an employer and a service provider, to uphold the
highest standards as they relate to personal conduct and professional
ethics. We expect the same of all our employees.
Much like the military honor code, we expect egregious, and only
egregious acts of misconduct be reported to your supervisor immediately
upon discovery. These acts are limited to bribery and corruption. An
example of bribery and corruption would include the giving or receiving of
unreported gifts such as entertainment, travel, lodging, hospitalities,
donations, grants or other advantages, to or from customers or public
officials.
This Policy Statement will be conspicuously posted.

____________________________________________

DAVID LONG
Ethics Compliance Officer
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TOP OF THE LINE INC
Declaración de Política Anticorrupción y de Ética Profesional

Es nuestra política, como empleador y como proveedor de servicios,
mantener los estándares más altos en lo que se refiere a la conducta
personal y la ética profesional. Esperamos lo mismo de todos nuestros
empleados.
Al igual que el código de honor militar, esperamos que se reporten los
actos atroces de mala conducta, y solo los actos atroces, a su supervisor
inmediatamente después de su descubrimiento. Estos actos se limitan a
sobornos y corrupción. Un ejemplo de soborno y corrupción incluye la
entrega o la aceptación de obsequios no registrados tales como de
entretenimiento, viajes, alojamiento, hospitalidad, donaciones,
subvenciones u otras ventajas para o de los clientes o funcionarios
públicos.
Esta Declaración de Política se publicará en un lugar visible.

____________________________________________

DAVID LONG
Oficial de Cumplimiento Ético



TOP OF THE LINE INC Page | 1
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

TOP OF THE LINE INC
Cell Phone Prohibition While Driving Policy Statement

The use of cell phones while operating a company-owned or company-
supplied motor vehicle is strictly prohibited.
It is expected that while driving, total attention will be paid to traffic, road
conditions, and general surroundings.

a. Cell phone use includes:
b. Sending calls
c. Receiving calls
d. Texting
e. Using the Internet, i.e., voice or visual mapping
f. Listening to cell phone music, radio, or other information

Disciplinary Action:
Failure to comply with this cell phone use policy will result in disciplinary
action up to and including termination.
This Policy Statement will be conspicuously posted.

____________________________________________

Safety Director
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Sample Company Name, Inc.
Declaración de Política: Prohibición del Teléfono Celular al Conducir

Está estrictamente prohibido el uso de los teléfonos celulares mientras se
conduce un vehículo motorizado propiedad de la compañía o
proporcionado por la compañía.
Se espera que al conducir se preste atención total al tráfico, a las
condiciones de la carretera y al entorno general.

a. El uso del teléfono celular incluye:
b. Hacer llamadas telefónicas
c. Recibir llamadas telefónicas
d. Enviar o recibir mensajes de texto
e. Usar el Internet, es decir, el mapeo vocal o visual
f. Escuchar música, la radio u otra información del teléfono celular

Acción Disciplinaria:
El incumplimiento de esta política del uso del teléfono celular resultará en
acciones disciplinarias hasta e incluyendo el despido.
Esta Declaración de Política se publicará en un lugar visible.

Sample Safety Director
Director de Seguridad
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TOP OF THE LINE INC
Drugs, Alcohol and Other Prohibited Behaviors Policy Statement

Prohibited Behaviors:
The use, bringing onto company property or job site, possession,
concealment, transportation, promotion or sale of the following substances
or items by any employee as well as our subcontractors and their
employees of the below items:

a. Illegal drugs, unauthorized controlled substances, look-a-likes,
designer, synthetic or any other drug which may affect an employee's
motor functions or alter a person's perception working

b. Prescription drugs/over the counter medication except under the
following conditions:
1. The employee shall inform his supervisor prior to using any

prescription drug or over the counter medication and receive
written permission to possess such drug while working on the job.

2. The prescription vial shall be labeled by the dispensing pharmacy
and the label shall show the employees name, physician,
prescription number, date the prescription was filled and the
dosage rate. Prescriptions more than 30 days old will not be
allowed.

3. The over the counter medication will be in its original package or
container.

4. The employee may only possess enough medication for his
normal shift.

c. Alcoholic beverages.
d. Firearms, weapons, explosives, and ammunition.
e. Unauthorized items such as stolen property or drug paraphernalia.

As a means of enforcement, to the extent allowed by law, all employees
will be subject to searches and inspections of their person, vehicle and
personal effects for the presence the above prohibited items.
Drug Free Work Place Policy:
The type of work we perform can result in serious injury if employees are
not capable of focusing on their job task, as well as their surroundings and
others with whom they work.  It’s the policy of TOP OF THE LINE INC to
hire only persons free from any evidence of illegal use of controlled
substances or other drugs including alcohol.
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The involvement in the illegal manufacture, distribution, dispensing,
possession or use of a controlled substance or other drug on company
property or while performing company business will result in termination of
employment.
While Drug-Free Workplace Act of 1988 does not apply to all employers, it
does apply to employers who have received a Federal contract worth
$100,000.00 or more. Essentially, every state has some sort of incentive to
have a drug free workplace, i.e., reduced worker compensation rates. We
will comply with our state drug testing laws.
All supervisors will receive a minimum of 2 hours training in substance
abuse detection.
Drug Testing:
Drug testing will be performed by certified laboratories and all results will
be confidential.
Any analysis of specimens utilized to evaluate whether evidence of illegal
controlled substance or other drug use exists will be confidential and
remain confidential.
All initial drug tests will be paid for by our company. 
Failure to pass an initial drug test will not be considered conclusive
evidence of drug miss-use. A second test will be administered to ensure
that a false reading has not occurred.
Further, all positive tests will be reviewed by a Medical Review Officer and
the employee may consult with this officer before the results are provided
to us.
The following five classes of drugs will be tested for:

a. marijuana
b. cocaine
c. amphetamines
d. opiates
e. phencyclidine (PCP)

When Tests Are Administered:
Job Application: All applicants for full or part-time employment must submit
to a “job applicant” drug test. Refusal to participate in the drug test in the
manner required, or a positive confirmed drug test result indicating the
illegal use of a controlled substance or other drug will be a basis for
rejecting the applicant.
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Fitness for Duty: consistent with applicable law or regulations, an employee
must submit to a drug test conducted as part of a routinely scheduled
employee fitness-for-duty medical examination. Additionally, this test will
be given if there is a concern that an employee is incapable of performing
his or her assigned duties.
Reasonable Suspicion: an employee must submit to drug testing when
there is a belief drawn from specific objective and articulable facts and
reasonable inferences that the employee is illegally using or has illegally
used a controlled substance or other drugs. This will only be required upon
the recommendation of a supervisor who has had training in this type of
detection.
Random or periodic: conducted, as permitted by statute or regulation.
These tests will be without cause, suspicion, detectable performance
problems, or the occurrence of an accident, incident or safety violation.
Note: OSHA has determined that drug testing after injuries or illnesses that occur at the

workplace can be considered retaliatory or discriminatory, & thus discourage employees
from properly reporting the injury or illness.  This can be the case in situations where the
injury or illness wouldn’t have been reasonably expected to be the result of impairment.  
Example: A bee sting that results in an allergic reaction and leads to a stay at the

hospital.  There is not a reasonable belief that a bee sting would be caused by
impairment and thus drug testing would be considered retaliatory or discriminatory.

Note: Laboratory Testing:
The selected laboratory will perform substance testing on blood or urine specimens in
accordance with standards set forth by the National Institute for Drug Abuse. Employees
may be asked by collection site personnel to indicate whether there is the potential that
they will test positive for prescription or other substances. A consent form and information
sheet will be provided. If the employee fails to provide an acceptable urine specimen, one
of the following steps will be taken:
1. The employee’s stay will be extended at the designated collection site, if feasible, until

an acceptable specimen can be collected.
2. The test may be rescheduled due to unusual circumstances, i.e. post-operative

situations.
3. The employee will be disciplined up to and including termination on the first offense

for failing to cooperate or refusing to provide an acceptable specimen.
All positive urine specimen test results for employees on active status will be confirmed by
standard laboratory procedures, generally gas chromatography/mass spectrometry
(GC/MS), using a portion of the same specimen. In case of testing by means other than
urine (i.e. breath or other samples), reliable laboratory or instrument testing procedures
will be followed.

Note: Non-Lab Testing:
A visual one-step panel immunoassay for the simultaneous, qualitative detection of
multiple drugs and metabolites in human urine may be used for the purpose of
administering Random, Post Accident and for Cause drug screens in the field.
1. In the event of a positive reading, the specimen will be sealed and a chain of custody

form will be completed and it will be sent to a NIDA certified lab for GC/MS analysis.
2. If the additional test results are positive, or if the employee fails or refuses execute the

Chain of Custody forms as directed, termination will result. 
3. If the additional drug screen results are negative, the employee will be returned to work

and compensated for time lost from the job.
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Enforcement:
No search, inspection or drug test will be conducted without written
consent. However, any employee who refuses to provide such written
consent and fully cooperate with our policies will be subject to disciplinary
action up to and including discharge from employment.
Under certain circumstances, disciplinary action may include a mandatory
referral to and enrollment in an approved rehabilitation program at the
employee's expense. This action may also require an indefinite suspension
of regular employment.
An employee's job is not in jeopardy by reason of his voluntary admission
to having a substance problem and request for help and referral to an
approved rehabilitation program, provided there has been no prior violation
of this policy, and the employee has not previously been through
rehabilitation while employed with the company, and provided that such
request is made prior to, and well in advance of, any consideration of
being tested under the provisions of this policy. The cost of this
rehabilitation will be at the employee's expense. The employee will be
placed on a one-time administrative leave, without pay, for no longer than
30 calendar days. Employees participating in this rehabilitation program will
be subject to follow-up or "maintenance" testing for a 5-year period.
If the final result of a "random", "for cause", "post-accident" or
"maintenance" drug screening is positive, the employee will be terminated
from employment, and he may not then request rehabilitation. No
terminated employee can be reconsidered for reemployment sooner than
six (6) months following termination.  Any terminated employee who is
subsequently rehired and later fails another drug screen will no longer be
eligible to be reconsidered for employment under any circumstances.
Client Requirement:
In the event that our client has more stringent Drug Testing Guidelines, we
will follow their guidelines when working for them. 
Training:
Training will be provided to all employees using the hyperlinked reference
materials below:
Making Your Workplace Drug-Free: A Kit for Employers

____________________________________________
DAVID LONG
Safety Director

https://www.samhsa.gov/
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TOP OF THE LINE INC
Declaración de la Política de Drogas, Alcohol y otros

Comportamientos Prohibidos
Comportamientos Prohibidos:
El uso, introducción al sitio de trabajo o cualquier propiedad de la
compañía, posesión, esconder, transporte, promoción o venta de las
siguientes sustancias o artículos por cualquier empleado, así como por
nuestros subcontratistas y sus empleados de los siguientes artículos:

a. Drogas ilegales, sustancias controladas no autorizadas, sustancias
parecidas, sustancias diseñadas, sintéticas o cualquier otra droga
que pueda afectar las funciones motoras del empleado o alterar la
percepción de una persona que está trabajando

b. Medicamentos recetados y medicamentos que se pueden obtener
sin receta médica, excepto bajo las siguientes condiciones:
1. El empleado deberá informar a su supervisor antes de usar

cualquier medicamento o acerca de medicamentos sin receta
médica y recibir un permiso por escrito para poseer tales drogas
mientras está laborando en el sitio de trabajo.

2. El frasco del medicamento deberá ser etiquetado por la farmacia
dispensadora y la etiqueta indicará el nombre del empleado, el
médico, el número de la receta, la fecha en la cual se dispensó la
prescripción y la dosis. No se permitirán recetas que tengan más
de 30 días.

3. El medicamento comprado sin receta será mantenido en su
envase o contenedor original.

4. El empleado sólo puede poseer suficiente medicamento para su
turno normal de trabajo.

c. Bebidas alcohólicas.
d. Armas de fuego, armas, explosivos y municiones.
e. Artículos no autorizados tales como propiedad robada o

relacionados con drogas.
Como medida de ejecución, en la medida permitida por la ley, todos los
empleados estarán sujetos a inspecciones de su persona, vehículo y
efectos personales para determinar la presencia de cualquiera de los
artículos anteriores.
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Política de Lugar de Trabajo Libre de Drogas:
Debido a que por el tipo de trabajo que realizamos se podría causar
lesiones graves si los empleados no son capaces de concentrarse no sólo
en su tarea, sino también en su entorno y en los demás con quienes
trabajan, es nuestra política el contratar solamente a personas libres de
cualquier evidencia del uso ilegal de sustancias controladas o de otras
drogas incluyendo el alcohol. 
La participación en la fabricación, distribución, dispensación, posesión o
uso ilegal de una sustancia controlada o de otras drogas en cualquier
propiedad de la compañía o mientras se realizan trabajos con la empresa
resultará en la terminación del empleo.
Mientras que la ley del Acta de 1988 Sitio de Trabajo Libre de Drogas no
aplica a todos los empleadores, si aplica a los empleadores que hayan
recibido un Contrato Federal por valor de $100,000.00 o más.
Esencialmente, cada Estado tiene algún tipo de incentivo para tener un
lugar de trabajo libre de drogas, como por ejemplo, tasas de
compensación de los trabajadores reducidas. Nosotros cumpliremos con
las leyes de nuestro estado con respecto a las pruebas de drogas.
Todos los supervisores recibirán un mínimo de 2 horas de entrenamiento
en la detección de abuso de sustancias.
Las Pruebas de Drogas:
Las pruebas serán realizadas por laboratorios certificados y todos los
resultados serán confidenciales. 
Cualquier análisis de las muestras utilizadas para evaluar si existe
evidencia de sustancia ilegal o el uso de otras drogas, será confidencial y
permanecerá confidencial.
Todas las pruebas iniciales de drogas serán pagadas por nuestra
compañía. 
El no pasar una prueba de droga inicial, se considerará como prueba
concluyente del mal uso de drogas. Se administrará una segunda prueba
para asegurarse de que no se ha producido una lectura falsa.
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Además, todas las pruebas que resulten positivas serán revisadas por un
Oficial Médico Profesional y el empleado puede consultar con este oficial
antes de que los resultados nos sean proporcionados a nosotros.
Se harán análisis para detectar las siguientes cinco clases de drogas:

a. marihuana
b. cocaína
c. anfetaminas
d. opiáceo
e. fenciclidina (PCP)

Cuando se Administran las Pruebas:
Solicitud de Empleo: Todos los solicitantes de empleo a tiempo parcial o
completo deben someterse a una prueba de drogas del "solicitante de
trabajo". La negativa a participar en la prueba de drogas en la manera
requerida, o un resultado positivo de la prueba confirmado indicando el
uso ilegal de una sustancia controlada u otro fármaco será una base para
rechazar al solicitante.
Aptitud para el Trabajo: consistente con las leyes o regulaciones
aplicables, el empleado deberá someterse a una prueba de drogas
realizada como parte de un examen médico rutinario de aptitud para el
trabajo. Además, este examen se aplicará si existe la preocupación de que
el empleado no es capaz de llevar a cabo sus deberes asignados.
Sospecha Razonable: un empleado deberá someterse a una prueba de
drogas cuando se cree por medio de hechos objetivos específicos e
inferencias razonables que el empleado está utilizando o ha utilizado
ilegalmente una sustancia controlada u otros medicamentos. Esto sólo
será requerido si hay una recomendación de un supervisor que ha sido
entrenado en este tipo de detección.
Al azar o periódicamente: se llevarán a cabo en la medida permitida por la
ley o reglamento. Estas pruebas serán realizadas sin causa alguna,
sospecha, problemas de rendimiento perceptibles o la ocurrencia de un
accidente, incidente o violación de seguridad. 
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Nota: Pruebas de Laboratorio:
El laboratorio seleccionado realizará las pruebas de sustancias en muestras de sangre o
de orina de acuerdo con las normas establecidas por el Instituto Nacional de Abuso de
Drogas. Los encargados del sitio de trabajo de colectar pedirán a los empleados que
indiquen si existe la posibilidad que la prueba del laboratorio salga positiva de
medicamentos de prescripción u otras sustancias. Se proporcionará una hoja de
información y un formulario de consentimiento. Si el empleado no es capaz de
proporcionar una muestra de orina aceptable, se tomará uno de los pasos siguientes:
a. la permanencia del empleado se extenderá en el sitio de colección de pruebas

designado, si es factible, hasta que una muestra aceptable pueda ser tomada.
b. la prueba puede ser reprogramada debido a circunstancias inusuales, como por

ejemplo un período postoperatorio.
c. el empleado, será disciplinado y hasta incluso despedido por no querer   cooperar o

negarse a proporcionar una muestra aceptable.
Todos los resultados de muestras de orina positivos de empleados que están activos
serán confirmados por los procedimientos de laboratorio estándar, generalmente
cromatografía de gases/espectrometría (GC/MS), usando una porción de la misma
muestra. En el caso de pruebas por medios distintos a los de orina (es decir, aliento u
otras muestras), se seguirán otros procedimietos de pruebas de laboratoio confiables.

Nota: Pruebas que no son de laboratorio:
Un examen de inmunoensayo de panel visual de un solo paso para la detección cualitativa
simultánea de múltiples fármacos y metabolitos en la orina humana podría utilizarse con el
fin de administrar pruebas de drogas al azar, después de un accidente o por una causa
determinada en el campo de trabajo.
a. En caso de una lectura positiva, la muestra se cerrará y se completará un Formulario

de Cadena de Custodia de la muestra y será enviado a un laboratorio certificado por la
NIDA para su análisis de GC/MS.

b. Si los resultados de las pruebas adicionales son positivos, o si el empleado se niega a
ejecutarlo o se rehúsa a completar el Formulario de Cadena de Custodia según lo
indicado, será despedido. 

c. Si los resultados de las pruebas adicionales de drogas son negativos, el empleado
regresará a trabajar y será compensado por el tiempo de trabajo perdido.

Aplicación Coercitiva:
Ninguna búsqueda, inspección o prueba de drogas se realizará sin
consentimiento por escrito. Sin embargo, cualquier empleado que se niega
a proporcionar tal consentimiento por escrito y cooperar plenamente con
nuestras políticas será sujeto a acción disciplinaria hasta e incluyendo el
despido del empleo.
Bajo ciertas circunstancias, la acción disciplinaria puede incluir una
referencia obligatoria e inscripción en un programa de rehabilitación
aprobado a expensas del mismo trabajador. Esta acción también puede
requerir una suspensión indefinida de su empleo regular.
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El trabajo de un empleado no está en peligro debido a su admisión
voluntaria de padecer de un problema de adicción y solicitar  ayuda  para
ser referido a un programa de rehabilitación aprobado, siempre que no
haya habido ninguna violación previa a esta política, y el empleado no
haya estado anteriormente en rehabilitación mientras trabajaba para la
empresa, y siempre que dicha solicitud se haya hecho antes y con
suficiente anticipación de cualquier consideración de ser puesto a
prueba bajo las disposiciones de esta política. El costo de esta
rehabilitación correrá por cuenta del empleado. El empleado se colocará
en licencia administrativa, sin goce de sueldo, por no más de 30 días
calendarios. Los empleados que participan en este programa de
rehabilitación estarán sujetos a pruebas de seguimiento o "mantenimiento"
durante un período de 5 años.
Si el resultado final de una prueba de drogas   "al azar", "por una causa",
“después de un accidente" o "de mantenimiento"   es positivo, el empleado
será despedido del empleo y no podrá solicitar rehabilitación. Ningún
empleado que haya sido despedido puede ser considerado para reempleo
antes de seis 6 meses despuésde su terminación.
Ningún empleado terminado que posteriormente es recontratado y luego
falla otra prueba de drogas podrá ser elegible para ser recontratado bajo
ninguna circunstancia.
Requisitos del Cliente:
En caso que nuestros clientes tengan directrices más estrictas con
respecto a las pruebas de drogas, seguiremos dichas directrices al
trabajar para ellos. 
Entrenamiento:
Se proporcionará capacitación a todos los empleados utilizando los
materiales de referencia adjuntos:
Haciendo Su Lugar de Trabajo Libre de Drogas:
División de Programas de Trabajo
Centro de Prevención del Abusador de Sustancias
Administraciones de Servicios de Salud Mental y Abuso de Sustancias

____________________________________________

Director de Seguridad

http://www.microsofttranslator.com/bv.aspx?from=en&to=es&a=http://download.ncadi.samhsa.gov/Prevline/pdfs/SMA07-4230.pdf
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TOP OF THE LINE INC
Reconocimiento del Empleado

Reconozco que he recibido una copia de esta Política de Drogas, Alcohol
y otros Comportamientos Prohibidos y sus procedimientos relacionados. 
He revisado este documento y comprendo las condiciones, limitaciones,
restricciones y obligaciones de su cumplimiento.
Empleado
Nombre : ___________________________________
Firma: ___________________________________
Fecha: ___________
Firmar en calidad de testigo:
Nombre : ___________________________________
Firma: ___________________________________
Fecha: ___________
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TOP OF THE LINE INC
Harassment and Discrimination Policy Statement

Harassment is a form of discrimination that is offensive, impairs morale,
undermines the integrity of employment relationships and causes serious
harm to the productivity, efficiency and stability of our organization.
All employees have a right to work in an environment free from
discrimination and harassing conduct, including sexual harassment.
Harassment on the basis of an employee's race, color, creed, ancestry,
national origin, age (40 and over), disability, sex, arrest or conviction
record, marital status, sexual orientation, membership in the military
reserve or use or nonuse of lawful products away from work is
expressly prohibited under this policy. Harassment on any of these
bases is also illegal under federal law. 
This Policy Statement will be conspicuously posted. Additionally, this policy
will be explained to all new employees during orientation. 
Definitions
In general, harassment means persistent and unwelcome conduct or
actions on any of the bases underlined above. Sexual harassment is one
type of harassment and includes unwelcome sexual advances, unwelcome
physical contact of a sexual nature or unwelcome verbal or physical
conduct of a sexual nature.
Recognizing Harassment
Harassment may be subtle, manipulative and is not always evident. It does
not refer to occasional compliments of a socially acceptable nature. It
refers to behavior that is not welcome and is personally offensive. All forms
of gender harassment are covered. Men can be sexually harassed; men
can harass men; Women can harass other women. Offenders can be
managers, supervisors, or co-workers.
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Grievance Procedure
Any employee who believes he or she is being harassed, or any employee,
who becomes aware of harassment, should promptly notify his or her
supervisor. If the employee believes that the supervisor is the harasser, the
supervisor's supervisor should be notified. If an employee is uncomfortable
discussing harassment with his or her supervisor, the employee should
contact DAVID LONG.
Upon notification of a harassment complaint, a confidential and impartial
investigation will be promptly commenced and will include direct interviews
with involved parties and where necessary with employees who may be
witnesses or have knowledge of matters relating to the complaint. The
parties of the complaint will be notified of the findings and their options.
Non-retaliation
This policy also expressly prohibits retaliation of any kind against any
employee bringing a complaint or assisting in the investigation of a
complaint. Such employees may not be adversely affected in any manner
related to their employment. Retaliation is also illegal under federal law.
Disciplinary Action
Harassment and retaliation are among the most serious breaches of work
place behavior. Consequently, appropriate disciplinary or corrective action,
ranging from a warning to termination, can be expected.
This Policy Statement will be conspicuously posted.

____________________________________________
Safety Director
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TOP OF THE LINE INC
Declaración de Política de Acoso y la Discriminación

El acoso es una forma de discriminación que es ofensiva, deteriora la
moral, socava la integridad de las relaciones laborales y causa graves
daños a la productividad, eficiencia y estabilidad de nuestra organización.
Todos los empleados tienen derecho a trabajar en un ambiente libre de
discriminación y acoso, incluyendo el acoso sexual. El acoso de un
empleado en base a su raza, color, credo, descendencia, lugar de origen,
edad (40 años o más), discapacidad, sexo, registro de arrestos o
condenas, estado civil, orientación sexual, afiliación a la reserva militar o
utilización o no utilización de productos ilícitos fuera del trabajo queda
expresamente prohibida bajo esta política. El acoso basado en cualquiera
de estas instancias es también ilegal bajo la ley federal.
Esta declaración de política será puesta en un lugar visible. Además, esta
política se explicará a todos los nuevos empleados durante su
orientación.  
Definiciones
En general, acoso significa una conducta o acciones persistentes e
indeseadas basadas en cualquiera de las instancias anteriormente
mencionadas. El acoso sexual es un tipo de acoso que incluye avances
sexuales no deseados, contacto físico involuntario de naturaleza sexual o
conducta verbal o física inoportuna de naturaleza sexual.
Reconociendo el Acoso
El acoso puede ser sutil, manipulador y no siempre evidente. No nos
referimos a cortesías ocasionales de carácter socialmente aceptable. Nos
referimos a un comportamiento que no es bienvenido y es personalmente
ofensivo. Todas las formas de acoso de género están contempladas. Los
hombres pueden ser acosados sexualmente; los hombres pueden acosar
a otros hombres; las mujeres pueden acosar a otras mujeres. Los
infractores pueden ser gerentes, supervisores o compañeros de trabajo.
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Procedimiento de Quejas
Cualquier empleado que cree que él o ella estén siendo acosados, o
cualquier empleado que se dé cuenta de algún acoso, deben notificar
inmediatamente a su supervisor. Si el empleado considera que el
supervisor es el acosador, debe informar al supervisor del supervisor. Si
un empleado se siente incómodo al hablar de acoso con su supervisor, el
empleado debe comunicarse con nuestro Director de Seguridad.
Tras la notificación de una denuncia de acoso, se comenzará con prontitud
una investigación confidencial e imparcial que incluirá entrevistas directas
con las partes involucradas y en caso necesario con los empleados que
puedan ser testigos o tener conocimiento de las cuestiones relacionadas
con la queja. Ambas partes de la demanda serán notificadas de los
resultados y sus opciones.
Represalias
Esta política también expresamente prohíbe cualquier tipo de represalias
contra cualquier empleado que presente una denuncia o ayude en la
investigación de un caso. Dichos empleados no se verán afectados de
ninguna manera relacionada con su empleo. Las represalias también son
ilegales bajo la ley federal.
Acción Disciplinaria 
El acoso y la represalia se encuentran entre las violaciones más graves de
comportamiento del lugar de trabajo. En consecuencia, se pueden esperar
medidas correctivas o disciplinarias apropiadas, que van desde una
advertencia hasta el despido.
Esta Declaración de Política se pondrá en un lugar visible.

____________________________________________

Director de Seguridad
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Subcontractor Safety Handbook Overview
It is our policy to provide a work environment that is inherently safe -- free
from conditions that are unsanitary, hazardous, or dangerous to the health
and safety of our personnel and the subcontractors with whom we work. 
Prior to performing work, the subcontractor will make itself aware of all the
applicable safety standards and this Subcontractor Safety Handbook to
provide general safety guidance.  Subcontractors are independent
contractors and each is solely responsible for the proper, professional and
safe execution of the means, methods and details of its employee’s work.
Accident prevention demands a commitment to safety from all our
subcontractors.  Subcontractors must ensure that their employees have an
awareness of proper work methods; the use of personal protective
equipment; and the proper use of tools and equipment.  Competent
persons for each subcontractor will, on an on-going basis, review work
procedures and adherence to safety standards and immediately address
areas in which deficiencies are found.  
Defective tools and equipment will be immediately taken out of service.  
Only those qualified by training or experience may operate machinery and
equipment.
Subcontractors should conduct safety meetings on a regular basis which
address safety issues appropriate to the work at hand.  During these
meetings, employees are encouraged to raise any safety related question
or concern.  It is appropriate on multi-contractor job sites that safety
meetings, depending on the circumstances, focus on the hazards created
by other contractors and how those hazards may impact on the
subcontractor’s personnel.
This subcontractor safety handbook is not a complete safety program, but
it does address broad safety issues that are often found on the job site.
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Safety Commitment
Subcontractors have a number of tasks and responsibilities that must be
accomplished day in and day out.  In addition to directing their actual work
activities and ensuring that quality results are achieved in a time efficient
and cost effective manner, subcontractors must ensure that their
employees work in an environment that is not unsanitary, hazardous, or
dangerous.  Subcontractors must be able to recognize and avoid unsafe
job site conditions.  
Subcontractors should have assigned competent person(s) who, by virtue
of training or experience, have the ability to recognize unsafe working
conditions and have the authority to stop work should unsafe conditions
not be immediately rectified.
Through pre-project planning, scheduled safety meetings, hazard
assessment, application of safety policies and procedures and compliance
with appropriate standards, subcontractors will ensure that employees
understand potential safety hazards and effectively eliminate them.
Subcontractors will make frequent and regular inspections of the job sites,
materials, and equipment.
Machinery, tools, material, or equipment that is not in compliance with a
particular OSHA standard or that is determined unsafe by the
subcontractor will be identified as such by tagging; locking the controls; or
physically removing it from its place of operation.

Safety Considerations
Subcontractors should have a working knowledge of the following topics
and ensure that their employees follow these rules and guidelines to
maintain an overall safe work experience.
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Housekeeping
Subcontractors are to maintain a neat and orderly work area as far as
practical.  Housekeeping and general cleanliness have a direct effect on
safety and health.  Proper housekeeping can prevent slips and falls, allow
unhampered egress in the event of an emergency, prevent falling object
injuries, enhance fire safety, and prevent the infestation of vermin.  Below
listed are general housekeeping rules:

a. All walking/working surfaces shall be kept clean and dry.
b. Debris will not be allowed to accumulate.
c. Stored materials will be neatly stacked at the job site.
d. Containers, when not in use, will be sealed.
e. Objects will not be left unattended on stairways.
f. Entrances and exits will be properly marked and not blocked.

Emergency Medical Response
DO NOT PROVIDE ANY MEDICAL
ASSISTANCE FOR WHICH YOU

ARE NOT QUALIFIED BY
CERTIFIED TRAINING

Should an injury occur that requires an emergency medical responder, the
below listed actions will be taken in order given:

a. Call the emergency response number posted on the job site.
b. Provide any medical assistance you are trained and certified to do. 

Do not provide any medical assistance you are not trained to do. 
c. Designate an individual to direct the emergency responders to the

injured party and provide Safety Data Sheets, or SDS, if applicable.
d. Notify the competent person who, in turn, will notify the office.
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Fire Prevention
Fire prevention deals not with handling a fire emergency, but rather
preventing a fire in the first place.  To reduce the likelihood of fire,
subcontractors will ensure their employees adhere to the following rules:

a. Smoking is allowed only in designated areas and smoking materials
will be totally extinguished and placed in appropriate receptacles.

b. Chemical products will be handled and stored in accordance with the
procedures noted on their individual SDS. 

c. Heat producing equipment will be properly maintained and operated
per the manufacturer’s instructions to prevent accidental ignition of
combustible materials.

d. Precautions will be taken when working with an open flame and
those areas will be made fire safe by removing or protecting
combustibles from ignition.

e. Combustible liquids must be stored in approved containers.
f. Chemical spills -- particularly combustible and reactive liquids -- must

be cleaned up immediately.  Damaged chemical containers and
cleanup materials must be properly disposed.
Note: Exercise care! Information relating to appropriate personal protective equipment;

proper disposal; proper cleanup procedures; required ventilation; etc. is found on
the product’s SDS.

g. Combustible liquids and trash must be segregated and kept from
ignition sources.

h. Keep clear access to portable fire extinguishers as well as fire
hydrants.

i. The subcontractor or competent person will notify all personnel of
any unusual fire hazard conditions existing on a job site.

Portable Fire Extinguishers
Subcontractors must ascertain that portable fire extinguishers are readily
available and easily accessible.  Their employees must know what class of
fire extinguisher is appropriate for what type of fire and how to inspect and
use appropriate fire extinguishers.
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Portable fire extinguishers will be distributed as indicated below:

Class Distribution Notes

A
“A” on a green triangle

75 feet or less travel distance
between the employee and the
extinguisher

For use on wood,
paper, trash, etc.

B
“B” on a red square

50 feet or less travel distance
between hazard area and the
extinguisher

For use on
flammable liquid,
gas, etc.

C
“C” on a blue circle

Based on the appropriate pattern
for the existing Class A or Class B
hazards

For use on
electrical fires

D
“D” on a yellow star

75 feet or less travel distance
between the combustible metal
working area and the extinguisher
or other containers or Class D
extinguishing agent

For use on
combustible metals

Using the wrong fire extinguisher on some fires can actually spread the
fire.
Portable fire extinguishers suitable for ABC class fires will be available on 
all job sites -- at least one extinguisher will be on each floor of a project
near the stairway.

Fire Protection
The phone number of the local fire department as well as the job site
address will be posted or readily accessible.
If a fire should occur, all personnel and the local fire department will be
notified.  In all emergency situations, personnel should:

a. Remain calm.
b. Speak clearly and slowly.
c. Give the exact location.
d. Describe the situation.
e. Give the phone number from where you are calling.
f. Do not hang up until told to do so.
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First Aid & First Aid Kits
Should a medical emergency occur, call 911 or, if 911 service is not
available, call the emergency medical response phone number posted at
the job site.  Explain the situation clearly and follow the emergency
response team’s instructions.
If an emergency vehicle is being sent to the job site, establish easy access
and keep on-lookers away.
Unless trained and licensed in CPR/first aid and a designated first aid
provider as an additional job as part of the company bloodborne pathogen
program, employees will not expose themselves to blood or other bodily
fluids of other employees at any time.  
Per OSHA, first aid is limited to:

a. Using a non-prescription medication, such as aspirin, at
non-prescription strength. 

b. Cleaning, flushing or soaking wounds on the surface of the skin;
c. Using wound coverings such as bandages, Band-Aids™, gauze

pads, etc.; or using butterfly bandages or Steri-Strips™.
d. Using hot or cold therapy.
e. Using any non-rigid means of support, such as elastic bandages,

wraps, non-rigid back belts, etc.
f. Using temporary immobilization devices while transporting an

accident victim (e.g., splints, slings, neck collars, back boards, etc.).
g. Drilling of a fingernail or toenail to relieve pressure, or draining fluid

from a blister.
h. Using eye patches.
i. Removing foreign bodies from the eye using only irrigation or a

cotton swab.
j. Removing splinters or foreign material from areas other than the eye

by irrigation, tweezers, cotton swabs or other simple means.
k. Using finger guards.
l. Using massages. 
m. Drinking fluids for relief of heat stress.

You must know the location and contents of first aid kits. These kits are
worthless if not readily accessible.  First aid kits will not be locked up.
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First aid supplies generally include:  adhesive bandages, bandage
compresses, scissors, tweezers, triangular bandages, antiseptic soap or
pads, eye dressing, and other items that are appropriate for the work we
do. 
The subcontractor’s First Aid kits will be replenished as items are used. 
Sterile items will be wrapped and sealed and used only once.  Other items
such as tape or scissors can be reused and should be kept clean. In the
absence of plentiful amounts of clean water, eye flush will be available.

Fluids
From a safety standpoint, you must not neglect your need for potable
(drinkable) fluids.
On job sites, exertion and heat dictate the need for plenty of water. 
From a life process standpoint, what fluid intake is doing is keeping you
healthy by allowing your body to maintain its core body temperature at its
appropriate level as well as transporting, within your body, nourishment,
gases, and waste. 
Imagine your body as a water based chemical factory that functions only
within a narrow temperature range.  Sweating (water loss) cools your body
and this fluid must be replaced.
Drink plenty of water!
Disposable cups must be available and accessible.

Lifting, Pushing & Pulling 
Back injuries are often caused by the obvious -- lifting an object that is too
heavy or by putting excessive strain on the lower back while bending,
twisting or lifting.
However, lifting injuries are also caused by less obvious reasons:

a. poor physical condition
b. poor posture
c. poor judgment (lifting, pulling, pushing an object that is obviously too

heavy or awkward without seeking assistance or using a mechanical
lifting device.)

d. lacking exercise
e. excessive body weight 
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Proper lifting techniques are important for employee safety.  Employees
should:  

a. lift objects comfortably.
b. lift, push, and pull with their legs, not their arms or back.
c. when changing direction while moving an object, turn with their feet,

not twist at the waist.
d. avoid lifting higher than their shoulder height.
e. when standing while lifting, they should stand straight.
f. when walking, maintain an erect posture, and wear slip-resistant,

supportive shoes.
g. when carrying heavy objects, carry them close to their body and use

both hands.
h. when lifting heavy or bulky objects, obtain help or use a mechanical

aid such as a dolly, hand truck, forklift, etc.
i. when stepping down from a height of more than eight inches, step

down backwards, not forward.
j. handling heavy objects close to their body, avoid reaching out.
k. lift gradually and smoothly and avoid jerky motions.
l. maintain a clear line of vision.

Slips, Trips, & Falls
Slips, trips, and falls are among the most common job site accidents. 
Below are some of the causes of slips, trips, and falls:

a. running on the job site.
b. engaging in horseplay.
c. working off a ladder that is not firmly positioned.
d. carrying an object that blocks line of vision.
e. work boots not laced or buckled.
f. working off a scaffold without safety rails.
g. using ladders that have oil and grease on the rungs.
h. not using hand rail on steps.
i. messy work areas with debris strewn about.
j. not paying attention to what one is doing. 

Subcontractors who observe the above types of work behavior will address
the issues immediately to prevent employee injury.



TOP OF THE LINE INC Page | 13
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Permission is granted to copy for internal use.

Ladders
During routine job site inspections, subcontractors should be constantly
vigilant for violations of the below ladder safety rules and take immediate
corrective action to ensure the safety of their employees:

a. A stairway or a ladder will be provided at all personnel points of
access where there is a break in elevation of 19 inches or more.

b. Ladders will never be overloaded.
c. Ladder rungs, cleats, and steps must be parallel, level, and uniformly

spaced when a ladder is in position for use.
d. Ladders will not be tied or fastened together unless they are so

designed.
e Portable ladders used for gaining access to an upper level will extend

at least 3 feet above the upper landing surface or the ladder will be
secured at its top.

f. Ladders must be free of oil, grease, or other slipping hazards. 
g. Ladders must be used for the purpose for which they were designed.
h. Non self-supporting ladders will be used at an angle that the

horizontal distance from the top support to the foot of the ladder is
approximately ¼ of the working length of the ladder.

i. Ladders will only be used on stable and level surfaces unless
secured to prevent displacement.

j. Ladders shall not be used on slippery surfaces unless secured or
provided with slip-resistant feet to prevent accidental displacement.

k. Ladders placed in any location where they can be displaced by job
site activities or traffic will be secured to prevent accidental
displacement, or a barricade will be used to keep the activities or
traffic away from the ladder.

l. The area around the top and bottom of the ladder shall be kept clear.
m. Ladders shall not be moved, shifted, or extended while occupied.
n. The top step of a stepladder shall not be used as a step.
o. Portable ladders with structural defects will be immediately marked in

a manner that readily identifies them as defective and removed from
service.

p. When ascending or descending a ladder, one must face the ladder.
q. Employees must use at least one hand to grasp the ladder when

progressing up and/or down the ladder.
r. Employees are not to carry any object or load that could cause loss

of balance and a resultant fall.
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Basic Tools
Subcontractors, through observation of work activities, will ensure their
employees adhere to the below basic tool guidelines:

a. Tools must be used for the purpose for which they were designed.
b. Tool design limits must not be exceeded.
c. Tools will be inspected before use.
d. Tools will be cleaned after use.
e. Tools will be stored properly.

Powered Tools
Subcontractors will ensure that powered tools [electric, gas, pneumatic,
and powder (explosive)] are operated by employees authorized to do so
and that authorization will be granted only after they have demonstrated
their ability to safely operate these items through training or experience.

Personal Protective Equipment
Subcontractors will perform a hazard assessment to determine what types
of personal protective equipment (PPE) are appropriate for the work at
hand.  The elimination of hazards through the use of feasible engineering
controls or work procedures is always preferable to the use of PPE. 
The major hazard categories to address are:  impact; penetration;
compression; chemical; heat; harmful dust; and light radiation.
Subcontractors will provide their employees appropriate PPE and ensure
their employees understand the limitations of PPE; the correct procedure
for putting on, adjusting, and removing PPE; and the proper care,
maintenance, and useful life of PPE.

Ground Fault Circuit Interrupters (GFCI)
Electrical current is very dangerous -- it can kill!  
Because 115V at 15A is so common, its safety is often taken for granted. 
The danger is not the voltage, but it is the Amps (current).  0.015 Amps is
enough current to cause a painful shock.  The table below was prepared
by the National Safety Council and the Pacific Telegraph Company:
Safe Current Values

Amps

0.001A (1mA) Cannot be felt

0.001 - 0.008A (1 - 8 mA) Felt, but not painful:  muscle control is not lost.
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Unsafe Current Values
Amps

0.015 - 0.02A (15 - 20mA) Painful shock:  muscular control lost; cannot let go; not
harmful to body organs

0.02   - 0.09A (20 -   90mA) Burns; breathing extremely difficult; sore muscles

0.1   -   0.2A (100mA - 200mA) *Ventricular Fibrillation (a fatal heart condition)

0.2   -      2A (200mA -        2A) Burns; paralysis of the lungs; nerve damaged if above
600V

2A and up frying currents; severe
burns of two types:

1.  External - caused by arching on contact
2.  Internal - cooking of the organs and flesh.
Results in:  amputation or destruction of vital organs

*Ventricular Fibrillation is essentially a fluttering of the heart which is useless in circulating blood.

Subcontractors will seek immediate medical evaluation for an employee
who has received a severe shock even if there is no apparent damage.
GFCI's are required by all 120-volt, 15-, 20-, and 30-ampere receptacle
outlets that are not a part of the permanent wiring of a building.  GFCI’s
provide employee safety by detecting lost current resulting from a short,
overheating, and/or ground fault and “tripping” or cutting off the current
within as little as 1/40th of a second.
A GFCI will not protect an employee who comes in contact with two hot
wires or a hot wire and a neutral wire.  A GFCI will provide protection
against fires, overheating, damage to insulation, and, the most common
form of electrical shock hazard -- the ground fault.   Always test a GFCI
before use.

Signs, Tags, & Barricades
Subcontractors will ensure their employees pay heed to the various signs,
tags, and barricades found on job sites.  Color coding assists in
determining the level of danger:
red = danger 
yellow = caution
orange =warning
white = safety instruction
fluorescent orange = biological hazard
Employees are not to enter into areas protected by colored barricade tape
or signs unless entry is dictated by their job and they are wearing the
appropriate PPE.
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Adequate Lighting
Subcontractors must ensure their employees have adequate light for work. 
A simple guideline for adequate lighting is this:  if you are not sure if you
have enough light for your work, you don’t!

Appropriate Clothing
Subcontractors must ensure their employees wear clothing that is
appropriate for their work.  Their clothing should provide comfort, yet not
be able to snag on equipment.  An employee who is exposed to extreme
weather conditions may lose the ability to work in a safe, efficient, manner
and, of course, may become ill.

Personal Hygiene
Subcontractors will allow their employees to access restroom facilities as
needed.  Ensure employees do not take job site chemicals home with them
on their skin or clothing. 

Drugs & Alcohol
With the exception of over the counter drugs such as aspirin or drugs
prescribed by a physician, employees may have no drugs or alcohol on any
job site.  A subcontractor will remove any employee who is working under
the influence of drugs and/or alcohol and this will be reported to the Safety
Director for further disciplinary action.
If possible, subcontractors will assign an appropriate work assignment to
employees who are taking medication prescribed by a physician that
reduces their motor skills

Workplace Violence
Workplace violence can be defined as: “any act or threat of physical
violence, harassment, intimidation, or other threatening disruptive behavior
that occurs at the work site.”  Keep in mind actions such as shouting,
swearing, and destroying or throwing items could be considered workplace
violence if the complaining employee feels their safety is in jeopardy.
In the event that our employees are exposed to workplace violence
instigated by acts of our employees or others, the following steps will be
taken immediately:

a. Those not directly threatened or exposed to the violent acts will
immediately warn others and remove themselves from the area.  Call
911, or local police authorities, when you’ve reached a point of
safety.

b. If you feel you are about to become a victim of workplace violence
and you do not have the opportunity to flee, try to remain calm.  Do
nothing threatening.  At the first opportunity, seek safety and call 911
or local police authorities.
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Any employee who is a victim of any type of workplace violence, physical
or verbal, is to immediately notify his or her supervisor.  If an employee’s
direct supervisor is the offender, the employee should go to the next level
of management.  Violent actions that result in injury will be reported to the
police without exception.
An internal investigation will begin immediately and will include interviews
with involved parties, including potential witnesses.  When possible, we will
do our best to maintain privacy during the investigation and follow-up
response.  Our company expressly prohibits retaliation of any kind against
any employee bringing a complaint or assisting in the investigation of a
complaint.  Such employees may not be adversely affected in any manner
related to their employment.  Retaliation is also illegal under federal law.
Any breach of workplace behavior that leads to a violent action against
another employee will be treated as a serious safety violation subject to
extreme corrective action, up to and including termination.

Accident Investigation
Subcontractors will collect facts (who, how, what, where, & why) after an
accident.  If an injury is involved, data collection will begin immediately
after the medical crisis is resolved.  This information will be documented
and given to the Safety Director as soon as possible so that an accident
investigation may be initiated.
Near-miss mishaps, events which result in no injury or damage, should be
documented and reported to the Safety Director so future accidents may
be prevented.

Safety Meetings
Safety meetings may be held during the work shift.  Successful safety
meetings demand interactive participation by the presenter as well as
those attending.  Encourage questions.

Hazardous Job Site Materials
When working in or around older structures, potential asbestos and lead
hazards may exist.  On many job sites, the potential for crystalline silica
exposure may exist.  Below is a brief explanation of the materials and
hazards.
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ASBESTOS
Asbestos can be found in pipe, wall, and boiler insulation; exterior
sheeting; and flooring.  Friable or crumbling asbestos presents the most
hazard as it can float in the air and be inhaled into the respiratory system. 
Without respiratory protection, the microscopic asbestos fibers can enter
the deepest portion of the lung, causing scar tissue to develop and stiffen
the lung.  The net result is a reduction of gas exchange -- a condition
called asbestosis.

LEAD
Lead can be found in water pipes, soldering, and paint.  Lead is a heavy,
toxic metal which can be absorbed into your body by ingestion and/or
inhalation.  It is a cumulative poison which can stay in your body for
decades.
While massive doses of lead can kill in a matter of days, the more likely
scenario on a job site is moderate exposure to asbestos or lead which
probably would not create any health problems for years -- if at all.

CRYSTALLINE SILICA
Crystalline Silica can be readily found on many job sites in rocks as well as
many concrete and masonry products.  Crystalline Silica can be released
in the air when employees are performing such tasks as:

a. chipping, hammering, drilling, crushing, or hauling rock.
b. abrasive blasting.
c. sawing, hammering, drilling, or sweeping concrete or masonry.

Unprotected respiratory exposure to crystalline silica may cause a lung
disease called silicosis.
Because of the chronic (long term) nature of these hazards, detrimental
health effects due to exposure would not be immediately noticed.
The subcontractor’s competent person on site will prevent exposures to
these materials.
Areas that contain the above materials will be cordoned off and protected
with appropriate warning signs to deny entry to unauthorized individuals.
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Recognition of Specific Job Site Hazards
Regardless of the work being done, subcontractor’s employees, more than
likely, will be exposed to various hazards created by other contractors. 
Subcontractors should be aware of these hazards and, if appropriate, pass
this information to their employees within their area of responsibility.  
Subcontractors and their employees are expected to be trained and
knowledgeable in the specific work they perform.
Subcontractors, utilizing random and frequent inspections, are to ensure
that they and their employees work in a safe manner and in compliance
with appropriate OSHA standards.
If a safety hazard exists that cannot be immediately corrected, they are to
stop work and contact our safety director:

OSHA Compliance Program Overviews
When you are confronted by situations listed below, you must perform your
tasks in accordance with written programs which comply with specific
OSHA standards.  Below is an overview of each program.

Control of Hazardous Energy - Lockout/Tagout
Applicable: To servicing and maintenance of machines and

equipment where the unexpected energization, start up or
release of stored energy could occur and cause injury.

Not Applicable: To routine, repetitive, integral procedures such as minor
adjustments & tool changes.  Work on cord and plug
connected equipment where unplugging negates the
hazard and the plug is in the control of the person doing
the work.

Hazard: Possibility of being crushed, dismembered, mangled,
paralyzed, electrocuted, sliced, or punctured by the
sudden release of energy from the following sources: 
capacitor, chemical, counter weight, electrical, engine,
flywheel, hydraulic, pneumatic, spring, thermal, or gravity.

Procedures 
Preparation for Shutdown: Using the Energy Source Evaluation, all

isolating devices must be located.
Equipment Shutdown: Inform the affected person and use normal

shut down procedures. 
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Equipment Isolation: Physically isolate the equipment from its
energy source(s) -- there may be more than
one.

Device application: Apply color coded locks and/or tags to hold
the isolating devices in a “Neutral” or “Off”
position.

Release of Stored Energy: Dissipate stored energy.
Verification of Isolation: Prior to work, operate machine controls and

ensure the machine will not operate.
Release from 
Lockout/Tagout: The person who applied the devices is the

one who removes them after ensuring the
area is clear and affected employees are
informed.

Exposure Control Plan 
Bloodborne Pathogens or Other Infectious Materials

Subcontractors should have an exposure control plan when emergency
medical response is not available within a reasonable time frame and
personnel are assigned as first aid providers as an additional duty.
The primary hazard relates to the possibility of infection resulting from
exposure to bloodborne pathogens or other infectious materials while
providing first aid to a trauma victim or cleaning up bodily fluids after an
incident. 
As a statement of policy, should an exposure control plan be required,
Universal Precautions will be used.  Essentially, this means that each
trauma victim’s blood, bodily fluids, and other potentially infectious
materials will be treated as if they are known to be infectious.
First aid providers must understand:

a. The hazards of bloodborne pathogens and other infectious materials.
b. Engineering & work practice controls designed to minimize possible

exposure such as:
1. Handwashing equipment & procedures.
2. Eating; drinking & smoking prohibitions.
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3. The containment of contaminated sharps.
4. The containment of other regulated waste.
5. The disposal of contaminated sharps & regulated waste
6. Controlling splashing/spraying of potentially infectious materials.
7. The prohibition of mouth pipetting (the mouth suction of blood

through a tube).
c. The need to place an impermeable barrier between potentially

infectious materials and the provider’s work clothes, street clothes,
undergarments, skin, eyes, mouth, or other mucous membranes
using:
1. Disposable gloves
2. Utility gloves
3. Eye & respiratory protection
4. Protective body clothing

d. Hepatitis B epidemiology and how bloodborne pathogens are
transmitted.

e. The importance of hepatitis B vaccination within 24 hours of possible
exposure.

f. The procedure for incident report preparation and the importance of
completing them, in writing, before the end of the work shift.

Fall Protection 
Subcontractors should have a Fall Protection Plan that incorporates the
below items.
Fall protection is required for employees working six feet or more above
walking/working surfaces, when there is a potential for objects to fall on
them, or when they are working around covers.
The obvious hazard is falling or being hit by a falling object.
A fall protection plan is required when conventional fall protection systems
are infeasible.
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Through training, employees must know where conventional fall protection
systems are required such as when working on or around:

a. Unprotected sides and edges
b. Leading edges
c. Hoist areas
d. Holes
e. Formwork & reinforcing steel
f. Ramps, runways & other walkways.
g. Excavations
h. Dangerous equipment
i. Overhand bricklaying & related work
j. Roofing work on low-sloped roofs
k. Steep roofs
l. Precast concrete erection
m. Residential construction
n. Wall openings

Additionally, employees must understand:
a. The selection, use, and maintenance of fall protection system(s). 
b. The types of fall protection systems:

1. Guardrail system
2. Personal fall arrest system
3. Safety net system
4. Warning line system
5. Safety monitoring system
6. Positioning device system
7. Controlled access zone (CAZ)
8. Covers
9. Protection from falling objects.
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Forklifts
Forklifts include:  fork trucks; tractors; platform lift trucks; motorized hand
trucks; and other specialized industrial trucks powered by electric motors
or internal combustion engines.
The primary hazards involved in truck operation are:

a. Physically hitting a person/object with the truck or load.
b. Having a load fall and hit the operator or another person.
c. Having the truck tip and crush the operator or another person.
d. Fire or explosion during refueling/recharging.

Subcontractor supervisors should ensure that truck operators are
authorized to perform work by a subcontractor company official.  Authority
to operate a truck will be revoked if unsafe acts are observed or it is
apparent that the operator has not retained the knowledge and job skills
necessary to safely perform truck operations.
Subcontractor supervisors should caution their employees not involved
with truck operations to stay clear of them due to limited visibility of the
operator and the size and weight of the vehicle and load.

Hazard Communication
Note: By December 1, 2013, all employees must be trained on the new Globally Harmonized

System (GHS) label elements and safety data sheets (SDS) format.
By June 1, 2015, compliance with all modified provisions of this GHS final rule, except: 
By December 1, 2015, the Distributor shall not ship containers labeled by the chemical
manufacturer or importer unless it is a GHS label.

Practically all chemical products have physical or health hazards if they are
inadvertently spilled or improperly used.  Our Hazard Communication Plan
details the methods used to keep our employees informed of these
potential hazards.
DAVID LONG, our Program Administrator, will ensure that all personnel
understand:

a. The importance and use of labels; safety data sheets (SDS); and
they’re ready accessibility.

b. The physical & health hazards of chemicals used in the job site.
c. The methods used to detect the release of a hazardous chemical.
d. The methods to protect oneself from chemical hazards including

PPE, work practices, and emergency procedures.
e. The need to share product information with other contractors.
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Hearing Conservation
Subcontractor supervisors are to ensure that their employees are not
exposed to occupational noises that exceed the levels listed below. 
Excessive noise may cause permanent hearing loss.  Supervisors should
be aware that hearing loss is often painless and unnoticeable. 

Permissible Noise Exposures
Sound level
Duration per day, hours  dBA slow response

8           90
6           92
4           95
3           97
2          100
1 1/2          102
1 105

1/2         110
1/4 or less       115

The Program Administrator will ensure that applicable standards are
posted, medical surveillance and noise monitoring are instituted, and that
all affected personnel understand the process of hearing and the
importance of preventing hearing loss.

Confined Spaces in Construction
Subcontractors should have a Confined Spaces in Construction Program,
when applicable, that incorporates the below items.
Permit-required confined spaces may present a very hazardous
environment if specific procedures, testing, and training are not
implemented prior to entry.  As a reminder:
A confined space is a space that:

a. Is large enough and so configured that an employee can bodily enter
and perform assigned work; and

b. Has limited or restricted means for entry or exit.  These spaces may
include:  ventilation or exhaust ducts, bins and tanks, boilers, sewers,
tunnels and open top spaces more than 4 feet in depth such as pits,
tubs, and vessels; and

c. Is not designed for continuous employee occupancy.
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A permit-required confined space is:
a. A confined space that contains any recognized serious safety or

health hazards.  These hazards may be:  engulfment by materials;
entrapment by space shape; inhalation of hazardous (possibly fatal)
atmospheres.

Supervisors should ensure that employees understand:
a. The need to identify and evaluate permit space hazards before entry.
b. The need to test conditions before entry and monitor conditions

during entry.
c. How to prevent unauthorized entry.
d. How to eliminate or control hazards for safe permit-space entry

operations.
e. The need to ensure that at least one attendant is stationed outside

the permit-required space for the duration of the entry operations.
f. How to coordinate and monitor entry operations when we are working

with employees of another contractor or client within a
permit-required confined space.

g. Our procedures for emergency rescue.
h. The establishment of a written procedure for preparation, issuance,

use, and cancellation of entry permits.
Respiratory Protection

As a subcontractor, it is extremely important that you do not allow your
employees to be exposed to atmospheres that do not contain clean,
breathable air free from contaminants that exceed permissible exposure
limits.
Respiratory hazards can range from mildly irritating to fatal.
Because of the serious consequences of improperly using respiratory
protection, those for whom it applies, must understand:

a. the importance of medical approval for respiratory use.
b. the respirator selection process.
c. how to determine the service life of particulate filters.
d. fit testing.
e. user seal tests.
f. the importance of work area surveillance.
g. cleaning, inspection & maintenance of respirators.
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Of course, job sites often contain nuisance dusts that do not exceed
permissible exposure limits.  In these cases, employees may wear dust
masks for personal comfort.  Supervisors should caution those wearing
dust masks that they do not offer true respiratory protection. 
OSHA standards require that if an employer provides respirators for
employee voluntary use or if you provide your own respirator, you must be
provided Appendix D of 29 CFR 1910.134.  This appendix is printed below
and all employees must read it.
Standard Number: 1910.134 App D 
Standard Title: (Mandatory) Information for Employees Using
Respirators When not Required Under Standard. 
Respirators are an effective method of protection against designated
hazards when properly selected and worn.  Respirator use is encouraged,
even when exposures are below the exposure limit, to provide an additional
level of comfort and protection for workers.  However, if a respirator is used
improperly or not kept clean, the respirator itself can become a hazard to
the worker.  Sometimes, workers may wear respirators to avoid exposures
to hazards, even if the amount of hazardous substance does not exceed
the limits set by OSHA standards.  If your employer provides respirators for
your voluntary use, or if you provide your own respirator, you need to take
certain precautions to be sure that the respirator itself does not present a
hazard.  You should do the following: 1.  Read and heed all instructions
provided by the manufacturer on use, maintenance, cleaning and care, and
warnings regarding the respirators limitations.  2.  Choose respirators
certified for use to protect against the contaminant of concern.  NIOSH, the
National Institute for Occupational Safety and Health of the U.S.
Department of Health and Human Services, certifies respirators.  A label or
statement of certification should appear on the respirator or respirator
packaging.  It will tell you what the respirator is designed for and how much
it will protect you.  3.  Do not wear your respirator into atmospheres
containing contaminants for which your respirator is not designed to protect
against.  For example, a respirator designed to filter dust particles will not
protect you against gases, vapors, or very small solid particles of fumes or
smoke.  4.  Keep track of your respirator so that you do not mistakenly use
someone else's respirator. 
 [63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]
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Scaffolds
Applicable: When you are required to install, use, or dismantle a

scaffold or ladder.
Not Applicable: To fall protection required on a walking/working surface

six feet above a lower level -- this is addressed in a Fall
Protection Program.

Hazards: Fall, electrical, and falling objects.
DAVID LONG, our Program Administrator, will ensure that employees
understand:

a. The procedures for dealing with the above hazards.
b. The proper use of scaffolds & ladders
c. The load and the load-carrying capacities of the scaffold.
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Company Specific Safety Requirements
There also may be times when TOP OF THE LINE INC requires its
subcontractors to meet safety policies that are specific to our company.  If
we implement these additional policies, they must have more stringent
safety requirements than what OSHA have developed.  
We currently do not have any company specific safety requirements.
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TOP OF THE LINE INC
Subcontractor Safety Handbook Acknowledgment

I have read and understand the contents of this Subcontractor Safety
Handbook.
I understand it is my obligation to provide a workplace that is free from
recognized hazards for my employees.
I understand that I am responsible for the actions of my employees
specifically as they relate to safety and OSHA compliance.  I certify that my
employees are trained to complete their work tasks in a safe manner and
in compliance with OSHA standards.
I will stop work if an unsafe condition is discovered and not resume work
until it is resolved.  

________________________________________________
(Subcontractor Name)

________________________________________________
(Signature)

________________________________________________
(Date)
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Resumen del Manual de Seguridad del Subcontratista
Es nuestra política proveer un ambiente de trabajo que es
consustancialmente seguro -- libre de condiciones que son insalubres,
riesgosas o peligrosas para la salud y la seguridad de nuestro personal y
los subcontratistas con los que trabajamos. Antes de realizar cualquier
trabajo, el subcontratista se hará consciente de todas las normas de
seguridad aplicables y de este Manual de Seguridad del Subcontratista
para proporcionar dirección general de seguridad. Los subcontratistas son
contratistas independientes y cada uno es responsable de la ejecución
correcta, profesional y segura de los medios, métodos y detalles del
trabajo de sus empleados.
La prevención de los accidentes exige un compromiso de seguridad de
todos nuestros subcontratistas. Los subcontratistas deberán garantizar
que sus empleados tengan conocimiento de los métodos correctos de
trabajo; el uso de equipo de protección personal; y el uso adecuado de
herramientas y equipos. Una persona competente designada por cada
subcontratista revisará de manera continua los procedimientos de trabajo
y el cumplimiento de las normas de seguridad y tratar inmediatamente las
áreas en las cuales que se encuentren deficiencias.
Equipos y herramientas defectuosas se sacarán de servicio
inmediatamente.
Solamente personas calificadas por entrenamiento o experiencia pueden
operar maquinaria y equipo.
Los subcontratistas deben realizar reuniones de seguridad regularmente
para discutir temas de seguridad pertinentes al trabajo actual. Durante
estas reuniones, se les debe animar a los empleados a plantear cualquier
pregunta o preocupación relacionado con la seguridad. Es apropiado en
los sitios de trabajo de contratistas múltiples que las reuniones de
seguridad, según las circunstancias, se enfoquen en los peligros creados
por otros contratistas y cómo estos riesgos pueden afectar al personal del
subcontratista.
Este Manual de Seguridad del Subcontratista no es un programa completo
de seguridad, pero aborda temas amplios de seguridad que a menudo se
encuentran en el lugar de trabajo.
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Compromiso de Seguridad
Los subcontratistas tienen muchas tareas y responsabilidades que deben
realizarse día tras día. Además de dirigir sus actividades actuales de
trabajo y asegurarse de obtener resultados de calidad en una manera
eficiente y rentable, los subcontratistas deben asegurarse que sus
empleados no trabajen en un entorno que sea insalubre, riesgoso o
peligroso. Los subcontratistas deben ser capaces de reconocer y evitar
condiciones de trabajo inseguras en el sitio de trabajo.
Los subcontratistas deben haber asignado a persona(s) competente(s)
que, por medio del entrenamiento o la experiencia, tenga(n) la capacidad
de reconocer condiciones inseguras de trabajo y tenga(n) la autoridad
para parar el trabajo si las condiciones inseguras no son rectificadas de
inmediato.
A través de la planificación preliminar de proyectos, las reuniones de
seguridad programadas, la evaluación de peligros, la aplicación de las
políticas de seguridad y los procedimientos y el cumplimiento de las
normas pertinentes, los subcontratistas garantizarán que los empleados
entiendan los riesgos potenciales de seguridad y poder eliminarlos
eficazmente.
Los subcontratistas harán inspecciones frecuentes y regulares de los sitios
de trabajo, materiales y equipos.
Maquinaria, herramientas, materiales o equipo que no cumplan con un
determinado estándar de OSHA o que estén identificados inseguros por el
subcontratista se identificarán como tal colocándole una
etiqueta; bloqueando los controles; o removiéndolo físicamente de su lugar
de operación.
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Consideraciones de Seguridad
Los subcontratistas deben tener un conocimiento de los siguientes temas
y asegurarse de que sus empleados sigan estas reglas y pautas para
mantener una experiencia laboral de seguridad total.

Servicio de Limpieza
Los subcontratistas deben mantener un área de trabajo ordenada y
limpia en cuanto sea práctico. El aseo y la limpieza general tienen un
efecto directo sobre la seguridad y la salud. El aseo adecuado puede
evitar resbalones y caídas, permitir la salida irrestricta en caso de
emergencia, evitar lesiones por la caída de objetos, mejorar la seguridad
contra incendios y prevenir la infestación de alimañas. A continuación,
están enumeradas las reglas de limpieza general:

a. Todas las superficies de trabajo se mantendrán limpias y secas.
b. La basura no se dejará acumular.
c. Los materiales almacenados serán cuidadosamente apilados en el

lugar de trabajo.
d. Los envases, cuando no estén en uso, se sellarán.
e. Los objetos no quedarán desatendidos en las escaleras.
f. Las entradas y salidas serán debidamente marcadas y no

bloqueadas.
Respuesta a Emergencias Médicas

NO BRINDE NINGUNA AYUDA
MÉDICA PARA LA CUAL USTED

NO ESTÉ CAPACITADO POR
ENTRENAMIENTO CERTIFICADO

Si ocurriera una lesión que requiriera un médico de emergencia, se
tomarán las siguientes acciones en el orden dado:

a. Llamar al número de emergencias médicas publicado en el sitio de
trabajo.

b. Brindar cualquier asistencia médica para la cual esté entrenado y
certificado. No brindar ninguna ayuda médica para la cual no esté
capacitado.

c. Designar a un individuo para dirigir a los médicos de emergencia a la
persona lesionada y proporcionar Hojas de Datos de Seguridad
(Safety Data Sheets o SDS, en inglés), si es aplicable.

d. Notificar a la persona competente que, a su vez, notificará a la
oficina.
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Prevención de Incendios
La prevención de incendios no se trata del manejo de una emergencia de
incendio, sino más bien prevenir un incendio desde antes que ocurra. Para
reducir la probabilidad de incendio, los subcontratistas garantizarán que
sus trabajadores cumplan con las siguientes reglas:

a. Se permitirá fumar sólo en áreas designadas y los materiales de
fumar serán extinguidos totalmente y colocados en contenedores
apropiados.

b. Los productos serán manipulados y almacenados de acuerdo con
los procedimientos enumerados en sus Hojas de Datos de
Seguridad (SDS) individuales.

c. Todo equipo que produzca calor se mantendrá correctamente y será
operado según las instrucciones del fabricante para prevenir el
incendio accidental de materiales inflamables.

d. Se tomarán precauciones al trabajar con llama abierta y esas zonas
se harán seguras contra el fuego mediante la eliminación o
protección de los materiales inflamables a que no se enciendan.

e. Los líquidos inflamables se almacenarán en recipientes aprobados.
f. Se limpiarán de inmediato los derrames de sustancias

químicas--particularmente los líquidos inflamables y reactivos. Serán
desechados apropiadamente los contenedores químicos dañados y
los materiales de limpieza.
Nota: ¡Tenga cuidado! La información relacionada a los equipos de protección

personal; el desecho apropiado; los procedimientos adecuados de limpieza; la
ventilación requerida; etc. se encuentran en la Hoja de Datos de Seguridad (SDS)
de cada producto.

g. Los líquidos inflamables serán separados de la basura y se
mantendrán alejados de las fuentes de ignición.

h. Se mantendrá el acceso a extinguidores de fuego portátiles y bocas
de incendio.

i. El subcontratista o persona competente notificará a todo el personal
de cualquier condición de peligro de incendio inusual existente en un
lugar de trabajo.

Extinguidores de Fuego Portátiles
Los subcontratistas deben comprobar que los extinguidores de fuego
portátiles sean fácilmente disponibles y accesibles. Sus empleados deben
saber qué clase de extinguidor es apropiado para cada tipo de fuego y
cómo inspeccionar y utilizar los extinguidores apropiados.
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Los extinguidores portátiles se distribuirán como se indica a continuación:

Clase Distribución Notas

A
"A" en un triángulo verde

75 pies o menos de distancia entre
el empleado y el extinguidor

Para uso en
madera, papel,
basura, etc.

B
"B" en un cuadrado rojo

50 pies o menos de distancia entre
la zona de peligro y el extinguidor

Para uso en líquido
inflamable, gas, etc.

C
"C" en un círculo azul

Basado en el patrón apropiado
para los peligros existentes de
clase A o clase B

Para uso en
incendios eléctricos

D
"D" en una estrella

amarilla

75 pies o menos de distancia
entre la zona de trabajo de metal
inflamable y el extinguidor u otros
contenedores o agentes
extinguidores de clase D

Para uso en
metales
combustibles

El uso del extinguidor incorrecto puede propagar el fuego en algunos
incendios.
Extinguidores portátiles adecuados para incendios de clase ABC estarán
disponibles en todos los sitios de trabajo --- por lo menos un extinguidor en
cada piso de cada proyecto ubicado cerca de la escalera.

Protección Contra Incendios
El número de teléfono de los bomberos locales, así como la dirección del
sitio de trabajo será publicado o fácilmente accesible.
En caso de incendio, se notificará a todo el personal y al departamento
local de bomberos. En todas las situaciones de emergencia, el personal
debe:

a. Permanecer tranquilo.
b. Hablar claro y lentamente.
c. Dar la ubicación exacta.
d. Describir la situación.
e. Dar el número de teléfono de donde está llamando.
f. No colgar el teléfono hasta que el operador lo indique.
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Primeros Auxilios y Botiquines de Primeros Auxilios
En caso de emergencia médica, llame al 911 o, si el servicio 911 no está
disponible, llame al teléfono de emergencias médicas publicado en el sitio
de trabajo. Explique claramente la situación y siga las instrucciones del
equipo médico de emergencias.
Si un vehículo de emergencias se envía al lugar de trabajo, se debe
establecer acceso fácil y mantener lejos a los espectadores.
Al menos que esté entrenado y tenga licencia en CPR/primeros auxilios y
haya sido designado por la empresa como un proveedor de primeros
auxilios como un trabajo adicional como parte del programa de patógenos
de sangre, ningún empleado se expondrá a la sangre ni otros fluidos
corporales de los demás empleados en ningún momento.
Por OSHA, se limitan los primeros auxilios a:

a. Utilizar un medicamento disponible sin receta médica, como aspirina,
en la fuerza disponible sin receta.

b. Limpiar, lavar o remojar heridas en la superficie de la piel;
c. Usar revestimientos de herida tales como vendajes, Band-Aids™,

gasas, etc.; o el uso de vendajes de mariposa o Steri-Strips™.
d. Usar terapia caliente o fría.
e. Utilizar cualquier medio no rígido de apoyo, tales como vendajes

elásticos, envolturas, cinturones de espalda no rígidos, etc.
f. Utilizar dispositivos de inmovilización temporal mientras se

transporta a una víctima de accidente (por ejemplo, férulas,
cabestrillos, collares de cuello, tableros traseros, etc.).

g. Perforar una uña o uñas de los pies para aliviar la presión o el
drenaje de líquido de una ampolla.

h. Usar parches oculares.
i. Extraer del ojo cuerpos extraños usando solamente irrigación o un

hisopo de algodón.
j. Remover astillas o materiales extraños de áreas aparte del ojo por

irrigación, pinzas, hisopo de algodón u otros medios simples.
k. Utilizar protectores de dedos.
l. Usar masajes.
m. Beber líquidos para el alivio del estrés causado por el calor.

Debe conocer la ubicación y el contenido de los botiquines de primeros
auxilios.  Estos botiquines son inservibles si no son fácilmente accesibles. 
Los botiquines de primeros auxilios no estarán encerrados bajo llave.
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Por lo general los botiquines de primeros auxilios incluyen: vendas
adhesivas, vendajes para la compresión, tijeras, pinzas, vendas
triangulares, jabón o almohadillas antisépticos, vendaje de ojo y otros
artículos apropiados para el trabajo que hacemos.
Los artículos de los botiquines de primeros auxilios del subcontratista que
se utilicen se reemplazarán. Los artículos estériles se mantendrán
envueltos y sellados y se utilizarán solamente una vez. Otros artículos
tales como cintas o las tijeras pueden ser reutilizados y se deben
mantener limpios. En ausencia de cantidades abundantes de agua,
solución lavaojos estará disponible.

Líquidos
Desde un punto de vista de seguridad, no se debe descuidar la necesidad
de líquidos potables (bebibles).
En los sitios de trabajo, el esfuerzo excesivo y el calor requieren la
necesidad de agua abundante.
Desde un punto de vista biológico, el tomar líquidos lo mantiene saludable,
permitiendo a su cuerpo mantener su temperatura corporal a su nivel
apropiado, así como también transportar alimentos, gases y residuos
dentro de su cuerpo.
Imagine a su cuerpo como una fábrica química a base de agua que
funciona sólo dentro de un rango estrecho de temperatura. El sudar
(pérdida de agua) enfría al cuerpo y este líquido debe ser reemplazado.
¡Beba mucha agua!
Vasos desechables deben estar disponibles y accesibles.

Levantar, Empujar y Tirar
Las lesiones de la espalda a menudo son causadas por lo obvio -- levantar
un objeto que es demasiado pesado o poner tensión excesiva en la parte
baja de la espalda al agacharse, torcerse o levantarse.
Sin embargo, las lesiones al levantar objetos también son causadas por
razones menos obvias:

a. Mala condición física
b. Mala postura
c. Mal juicio (levantar, tirar, empujar un objeto que es obviamente

demasiado pesado o incómodo sin asistencia ni utilizando un
elevador mecánico)

d. Falta de ejercicio
e. Peso corporal excesivo
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Las técnicas para levantar objetos son importantes para la seguridad del
empleado. Los empleados deben:

a. Levantar objetos cómodamente.
b. Levantar, empujar y tirar con las piernas, no los brazos ni la espalda.
c. Al cambiar de dirección mientras esté moviendo un objeto, girar con

los pies, no con la cintura.
d. Evitar levantar más arriba que la altura del hombro.
e. Al estar de pie mientras levanta, pararse recto.
f. Al caminar, mantener una postura erecta y usar calzado

antideslizante y de apoyo.
g. Al transportar objetos pesados, llevarlos cerca del cuerpo y usar

ambas manos.
h. Al levantar objetos pesados o voluminosos, obtener ayuda o utilizar

una ayuda mecánica como un carro, carro de mano, carretilla
elevadora, etc.

i. Al bajarse de una altura de más de ocho pulgadas, bajarse hacia
atrás, no hacia al frente.

j. Llevar objetos pesados cerca de su cuerpo y evitar estirar los
brazos.

k. Levantar lento y suavemente y evitar movimientos agitados.
l. Mantener una línea clara de visión.

Resbalones, Tropezones y Caídas
Resbalones, tropezones y caídas están entre los accidentes más comunes
en el sitio de trabajo. A continuación, se muestran algunas de las causas
de resbalones, tropezones y caídas:

a. Correr en el lugar de trabajo.
b. Participar en juegos rudos.
c. Trabajar de una escalera portátil que no esté colocada firmemente.
d. Llevar un objeto que bloquee la línea de visión.
e. Llevar botas de trabajo sin amarrarse ni abrocharse.
f. Trabajar en un andamio sin barandillas de seguridad.
g. Utilizar escaleras portátiles que tienen aceite y grasa en los

peldaños.
h. No utilizar los pasamanos en las escaleras.
i. Un área de trabajo sucio con escombros esparcidos.
j. No poner atención a lo que uno está haciendo.

Los subcontratistas que observen los tipos de comportamiento citados en
el trabajo deben abordar el tema de inmediato para evitar lesiones al
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empleado.
Escaleras Portátiles

Durante las inspecciones rutinas de trabajo, los subcontratistas deben
estar siempre buscando violaciones a las reglas de seguridad de las
escaleras portátiles mencionadas a continuación y tomar acción correctiva
inmediatamente para garantizar la seguridad de sus empleados:

a. Una escalera o una escalera portátil se proporcionará en todos los
puntos de acceso de personal donde hay una elevación de 19
pulgadas o más.

b. Las escaleras portátiles nunca serán sobrecargados.
c. Los escalones, grapas y peldaños de las escaleras portátiles deben

ser paralelos, nivelados y distribuidos uniformemente cuando una
escalera esté en posición de uso.

d. Las escaleras portátiles no serán atadas ni sujetadas a menos que
así estén diseñadas.

e. Las escaleras portátiles utilizadas para obtener acceso a un nivel
superior extenderán por lo menos 3 pies por encima de la superficie
de aterrizaje superior o la escalera se sujetará en su parte superior.

f. Las escaleras deben estar libres de aceite, grasa u otros peligros
resbaladizos.

g. Las escaleras portátiles deben utilizarse para el propósito para el
cual fueron diseñados.

h. Las escaleras portátiles no autosuficientes se utilizarán en un ángulo
en el que la distancia horizontal desde el apoyo superior al pie de la
escalera es aproximadamente 1/4 la longitud trabajable de la
escalera.

i. Las escaleras portátiles se utilizarán solamente en superficies
estables y niveladas a menos que estén sujetadas para prevenir el
desplazamiento.

j. Las escaleras portátiles no se utilizarán en superficies resbalosas a
menos que estén sujetadas o equipadas con pies antideslizantes
para evitar el desplazamiento accidental.

k. Las escaleras portátiles colocadas en cualquier lugar donde puedan
ser desplazadas por las actividades del sitio de trabajo o el tráfico de
personas serán sujetadas para evitar el desplazamiento accidental o
se utilizará una barricada para mantener las actividades o el tráfico
lejos de la escalera.

l. Las áreas alrededor de la parte superior e inferior de las escaleras
portátiles se mantendrán desocupadas.
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m. Las escaleras portátiles no se moverán ni se cambiarán de puesto ni
se extenderán mientras estén ocupadas.

n. El escalón superior de la escalera no debe utilizarse como una
escala.

o. Las escaleras portátiles con defectos estructurales se marcarán
inmediatamente de manera que fácilmente las identifique como
defectuosas y fuera de servicio.

p. Al subir o bajar una escalera portátil, uno se debe poner de frente a
la escalera.

q. Los empleados deben utilizar al menos una mano para agarrar la
escalera portátil al subir o bajar.

r. Los empleados no deben llevar ningún objeto o carga que podría
causar la pérdida del equilibrio y resultar en una caída.

Herramientas Básicas
Los subcontratistas, a través de la observación de las actividades
laborales, asegurarán que sus empleados se adhieren a las siguientes
pautas de las herramientas básicas:

a. Las herramientas deben utilizarse para el propósito para el cual
fueron diseñados.

b. No se deben exceder los límites del diseño de las herramientas.
c. Las herramientas serán inspeccionadas antes del uso.
d. Las herramientas se limpiarán después del uso.
e. Las herramientas se almacenarán correctamente.

Herramientas de Potencia
Los subcontratistas se asegurarán de que las herramientas de potencia
[eléctricas, de gas, neumáticas y de polvo (explosivo)] sean operadas por
empleados autorizados para ello y que la autorización se otorgue sólo
después de demostrar la capacidad para manejar con seguridad estos
artículos a través de la capacitación o la experiencia.

Equipo de Protección Personal
Los subcontratistas realizarán una evaluación de peligros para determinar
qué tipos de equipo de protección personal (personal protective equipment
o PPE, en inglés) sean los apropiados para el trabajo actual.  La
eliminación de riesgos mediante el uso de controles de ingeniería factibles
o procedimientos de trabajo siempre es preferible a la utilización de PPE.



TOP OF THE LINE INC Página | 15
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Se otorga permiso de copiar para uso interno.

Las categorías de mayor riesgo son: el impacto; la penetración; la
compresión; los productos químicos; el calor; el polvo nocivo; y la
radiación de la luz.
Los subcontratistas proporcionarán para sus empleados el PPE apropiado
y asegurarán que sus empleados entiendan las limitaciones del PPE; el
procedimiento correcto para ponerse, ajustarse y quitarse el PPE; y el
cuidado, mantenimiento y vida útil del PPE.

Interruptores de Circuito de Falla de Tierra (GFCI)
La corriente eléctrica es muy peligrosa -- ¡puede matar!
Por ser tan común el voltaje de 115V a 15A su seguridad a menudo no se
toma en cuenta. El peligro no es el voltaje, sino los amperios (la
corriente). 0,015 amperios es suficiente corriente para causar un choque
eléctrico doloroso. El siguiente cuadro fue elaborado por el Consejo de
Seguridad Nacional y el Pacific Telegraph Company:
Corrientes seguras

Amps
0.001A (1mA) No se puede sentir
0.001 - 0.008A (1-8 mA) Se siente, pero no duele; el control muscular no se

pierde.

Corrientes inseguras

Amps
0.015 - 0.02A (15 - 20 mA) Una descarga eléctrica dolorosa: perdida de control

muscular; no poder soltarse; no es dañina para los
órganos

0.02 - 0.09A (20 - 90mA) Quemaduras; dificultades al respirar; músculos
adoloridos

0.1 - 0.2A (100mA - 200mA) * Fibrilación Ventricular (una condición fatal del
corazón)

0.2 - 2A (200mA - 2A) Quemaduras; parálisis de los pulmones; nervios
dañados con más de 600V

Corrientes quemadoras de 2A y
más; quemaduras graves de dos
tipos:

1. externas - causadas por el arco al contacto
2. internas – el cocinar de los órganos y la carne
corporal.
Resultados: amputación o la destrucción de órganos
vitales

* La Fibrilación Ventricular es esencialmente un aleteo del corazón que es inútil para circular la
sangre.

Los subcontratistas buscarán evaluación médica inmediata para cualquier
empleado que haya recibido un choque eléctrico severo, incluso si no hay
ningún daño aparente.



TOP OF THE LINE INC Página | 16
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Se otorga permiso de copiar para uso interno.

Se requiere un GFCI en toda salida de corriente de 120 voltios, 15-, 20- y
30-amperios que no sea parte del cableado permanente de un edificio. Los
GFCI proporcionan la seguridad para los empleados por medio de la
detección de la perdida de corriente resultante de un cortocircuito,
sobrecalentamiento y/o falla a tierra y cortan la corriente en tan poco como
1/40 de un segundo.
Un GFCI no protegerá a un empleado que toque los dos cables calientes
o un alambre caliente y un alambre neutro. Un GFCI sí provee protección
contra incendios, el sobrecalentamiento, los daños al aislamiento y, la
forma más común de peligro de descarga eléctrica, la falla a
tierra. Siempre se debe probar un GFCI antes de su uso.

Señales, Barricadas y Etiquetas
Los subcontratistas asegurarán que sus empleados pongan atención a las
señales, etiquetas y barricadas que se encuentran en los sitios de
trabajo. La codificación poli-cromática ayuda a determinar el nivel de
peligro:
rojo = peligro
amarillo = precaución
anaranjado = advertencia
blanco = instrucción de seguridad
anaranjado fluorescente = peligro biológico
Los empleados no deben entrar en áreas protegidas por cinta de barricada
de color o rótulos a menos que la entrada sea requerida por su trabajo y
estén usando el PPE apropiado.

Iluminación Adecuada
Los subcontratistas garantizarán a que sus empleados tengan luz
adecuada para el trabajo. Una guía simple para la iluminación adecuada
es esta: Si no está seguro que tiene suficiente luz para su trabajo, ¡usted
no lo tiene!

Ropa Apropiada
Los subcontratistas deben asegurarse de que la ropa de sus empleados
sea apropiada para su trabajo. La ropa debe ser cómoda, pero no poder
engancharse en el equipo. Un empleado que esté expuesto a condiciones
climáticas extremas puede perder la capacidad de trabajar de manera
segura y eficaz y, por supuesto, puede enfermarse.
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Higiene Personal
Los subcontratistas permitirán a sus empleados acceso a los baños según
sea necesario. Se deben asegurar de que los empleados no lleven
químicos del sitio de trabajo a sus casas en su piel o en la ropa.

Drogas y Alcohol
Con la excepción de los medicamentos de venta sin receta médica como
la aspirina o los medicamentos prescritos por un doctor, los empleados no
podrán tener drogas ni alcohol en cualquier sitio de trabajo. Los
subcontratistas deben sacar a cualquier empleado que esté trabajando
bajo la influencia de drogas o alcohol e informar al Director de Seguridad
para que tome acción disciplinaria.
Si es posible, los subcontratistas asignarán trabajos apropiados a los
empleados que estén tomando medicamentos recetados por un doctor
que reduzcan sus habilidades motoras.

Violencia en el Lugar de Trabajo 
La violencia en el lugar de trabajo puede definirse como: "cualquier acto o
amenaza de violencia física, acoso, intimidación u otra conducta
perturbadora amenazante que ocurra en el lugar de trabajo". Tenga en
cuenta que acciones como gritar, insultar y destruir o arrojar objetos se
consideran como violencia en el lugar de trabajo si el empleado que
presenta la queja siente que su seguridad está en peligro.
En el caso de que nuestros empleados estén expuestos a la violencia en
el lugar de trabajo instigada por actos de nuestros empleados u otras
personas, inmediatamente se tomarán los siguientes pasos:

a. Aquellos que no estén directamente amenazados o expuestos a
actos violentos advertirán inmediatamente a los demás y se retirarán
del área. Llame al 911 o a las autoridades policiales locales, cuando
haya llegado a un lugar seguro.

b. Si siente que está a punto de convertirse en víctima de la violencia
en el lugar de trabajo y no tiene la oportunidad de huir, intente
mantener la calma. No haga nada amenazante. En la primera
oportunidad, busque un lugar seguro y llame al 911 o a las
autoridades policiales locales.

Cualquier empleado que sea víctima de cualquier tipo de violencia laboral,
física o verbal, debe notificar inmediatamente a su supervisor. Si el
supervisor directo de un empleado es el instigador, el empleado debe
pasar al siguiente nivel de supervisión. Las acciones violentas que
resulten en lesiones se reportarán a la policía sin excepción.
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Una investigación interna comenzará de inmediato e incluirá entrevistas
con las personas involucradas, incluyendo posibles testigos. Cuando sea
posible, haremos todo lo posible para mantener la privacidad durante la
investigación y el seguimiento. Nuestra compañía prohíbe expresamente
las represalias de cualquier tipo contra cualquier empleado que presente
una queja o asista en la investigación de una queja. Dichos empleados no
pueden verse afectados negativamente de ninguna manera relacionada
con su empleo. Las represalias también son ilegales según la ley federal.
Cualquier incumplimiento de comportamiento en el lugar de trabajo que
lleve a una acción violenta contra otro empleado se tratará como una
violación grave de seguridad sujeta a acciones correctivas extremas, que
puedan incluir el despido.

Investigación de Accidentes
Los subcontratistas compilarán los hechos (quién, cómo, qué, dónde y por
qué) después de un accidente. Si el accidente se trata de una lesión, la
recolección de datos se iniciará inmediatamente después de que se
resuelva la crisis médica. Esta información será documentada y dada al
Director de Seguridad tan pronto como sea posible para que se inicie una
investigación del accidente.
Los cuasi-eventos, eventos que no resulten en ninguna lesión o daño,
deben ser documentados y se le debe informar al Director de Seguridad
para que se puedan prevenir accidentes en el futuro.

Reuniones de Seguridad
Las reuniones de seguridad se pueden realizar durante el turno de
trabajo. El éxito de las reuniones requiere la participación interactiva del
presentador, así como también la de los que asisten la reunión.  Se les
debe animar a los participantes a hacer preguntas.
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Materiales Peligrosos del Sitio de Trabajo
Al trabajar adentro o alrededor de las estructuras viejas, peligros
potenciales del asbesto (amianto) y plomo pueden existir.  En muchos
sitios de trabajo, puede existir el riesgo de exponerse a la sílice cristalina. 
A continuación, está una breve explicación de los materiales y peligros.

ASBESTO
El asbesto se puede encontrar en las tuberías, las paredes y el
aislamiento de las calderas; las chapas exteriores; y el material de piso.  El
asbesto friable o el que se esté desmoronando presenta más riesgo
porque puede flotar en el aire y ser inhalado por el sistema respiratorio. 
Sin protección respiratoria, las fibras microscópicas del asbesto pueden
entrar en la parte más profunda del pulmón, causando cicatrices y rigidez
del pulmón.  El resultado es una reducción del intercambio de gases -- una
condición llamada asbestosis.

PLOMO
El plomo se puede encontrar en las tuberías de agua, las soldaduras y las
pinturas.  El plomo es un metal pesado y tóxico que puede ser absorbido
por el cuerpo por la ingestión o la inhalación.  Es un veneno acumulativo
que puede permanecer en el cuerpo durante décadas.
Aunque una dosis masiva de plomo puede matar en cuestión de días, es
más probable estar expuesto a una cantidad moderada de asbesto o
plomo que probablemente no crea problemas de salud por años--si es que
los crea.

SÍLICE CRISTALINA
La sílice cristalina puede encontrarse fácilmente en muchos sitios de
trabajo en las rocas, así como también en muchos productos de cemento
(hormigón) y albañilería (mampostería).  Sílice cristalina puede liberarse
en el aire cuando los empleados realizen tareas como:

a. Cortar, martillar, perforar, triturar o mover las rocas.
b. La detonación abrasiva.
c. Aserrar, martillar, perforar, o barrer el concreto o albañilería.

Exponerse a la sílice cristalina sin protección respiratoria puede causar
una enfermedad pulmonar llamada silicosis.
Debido a la naturaleza crónica (de largo plazo) de estos peligros, los
efectos perjudiciales para la salud debido al exponerse a este químico no
se notarán de inmediato.
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La persona competente designada por el subcontratista en el sitio de
trabajo evitará que los empleados estén expuestos a estos materiales.
Las áreas que contienen estos materiales serán acordonadas y protegidas
con señales de advertencia adecuadas para evitar la entrada a personas
no autorizadas.

Reconocimiento de los Riesgos Específicos del Sitio de Trabajo
Independientemente del tipo de trabajo realizado por los empleados del
subcontratista, es probable que estarán expuestos a varios peligros
creados por otros contratistas.  Los subcontratistas deben ser conscientes
de estos peligros y, si es apropiado, transmitir esta información a los
empleados bajo su área de responsabilidad.
Los subcontratistas y sus empleados deben ser entrenados y competentes
en el trabajo específico que realizan.
Los subcontratistas, utilizando inspecciones aleatorias y frecuentes,
asegurarán que ellos y sus empleados trabajen de manera segura y en
cumplimiento con los estándares apropiados de OSHA.
Si existe un riesgo de seguridad que no puede corregirse inmediatamente,
deben parar el trabajo y comunicarse con nuestro director de seguridad:

Resúmenes del Programa de Cumplimiento de OSHA
Cuando usted encuentre las situaciones que se enumeran a continuación,
debe realizar sus tareas de acuerdo con los programas escritos que
cumplan con normas específicas de OSHA.  A continuación, está un
resumen de cada programa.

Control de Energía Peligrosa - Bloqueo y Etiquetado
Aplicable: Para el servicio y mantenimiento de máquinas y equipos

en los cuales la energización inesperada, inicio o escape
de energía almacenada pueden ocurrir y causar lesiones.

No aplicables: A los procedimientos rutinarios, repetitivos e integrados
como pequeños ajustes y cambios de
herramienta. Arreglos al equipo conectado por cable y
enchufe cuando desconectar el equipo niega el peligro y
el enchufe está bajo el control de la persona que realiza
el trabajo.

Peligro: La posibilidad de aplastamiento, desmembración,
mutilación, paralización, electrocución, perforación o
cortarse por la liberación repentina de energía de las
siguientes fuentes: condensador, químico, contrapeso,
eléctrico, motor, volante, hidráulico, neumático, resorte,
térmico o gravedad.
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Procedimientos
Preparación para el apague: Ubicar todos los dispositivos de aislamiento

mediante la Evaluación de la Fuente de
Energía.

Apague de equipo: Informar a la persona afectada y usar el
procedimiento normal para apagar el equipo.

Aislamiento de equipo: Aislar físicamente el equipo de su(s)
fuente(s) de energía--puede haber más de
una fuente.

Aplicación del dispositivo: Aplicar cerraduras y/o etiquetas codificadas
de color para mantener los dispositivos de
aislamiento en una posición “Neutral” o de
“Apagado” (Off).

Escape de energía
almacenada: Disipar la energía almacenada.
Verificación del aislamiento: Antes de comenzar el trabajo, usar los

controles de la máquina y asegurar que la
máquina no funcione.

Fin del bloqueo/etiquetado: La persona que aplicó los dispositivos es el
que los quita después de asegurar que el
área no tenga restricciones y los empleados
afectados hayan sido informados.

Plan para Control de Exposición a Patógenos
Patógenos de la sangre u otros materiales infecciosos

Los subcontratistas deben tener un plan para el control de exposición a
patógenos cuando no hay acceso a medicina de emergencias dentro de
un plazo razonable y deben asignar al personal como proveedores de
primeros auxilios como una responsabilidad adicional.
El riesgo principal se debe a la posibilidad de infección como resultado de
exponerse a patógenos de la sangre u otros materiales infecciosos
mientras brinde primeros auxilios a una víctima de trauma o limpiar
líquidos corporales después de un incidente.
Como una declaración de política, si se requiere un plan de control de
patógenos, se utilizarán las Precauciones Universales. Esencialmente, eso
significa que la sangre, los fluidos corporales y otros materiales de la
víctima de cada trauma serán tratados como si se supiera que están
infectados.
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Los proveedores de primeros auxilios deben comprender:
a. Los riesgos de patógenos de la sangre y otros materiales

infecciosos.
b. La ingeniería y controles prácticos del trabajo diseñados para

minimizar la posibilidad de la exposición a patógenos tales como:
1. Procedimientos de lavado de mano y equipo.
2. Las prohibiciones de comer, beber y fumar.
3. El control de objetos punzantes contaminados.
4. El control de otros residuos regulados.
5. El desecho de objetos punzantes contaminados y residuos

regulados.
6. Controlar la salpicadura/pulverización de materiales

potencialmente infecciosos.
7. La prohibición del pipeteo de boca (la succión de sangre con la

boca a través de un tubo).
c. La necesidad de colocar una barrera impermeable entre materiales

potencialmente infecciosos y la ropa de trabajo, ropa de calle, ropa
interior, piel, ojos, boca y otras membranas mucosas del que brinde
primeros auxilios utilizando:
1. Guantes desechables
2. Guantes de utilidad
3. Protección de ojos y respiratoria
4. Ropa protectora del cuerpo

d. La epidemiología de la Hepatitis B y cómo se transmiten los
patógenos de la sangre.

e. La importancia de la vacunación contra la hepatitis B durante las 24
horas después de posible exposición a patógenos de la sangre.

f. El procedimiento para la preparación del informe de incidente y la
importancia de completar el informe, por escrito, antes de finalizar el
turno de trabajo.



TOP OF THE LINE INC Página | 23
© 2019 U.S. Compliance Systems, Inc.  (888) 475-5353.  Se otorga permiso de copiar para uso interno.

Protección Contra Caídas
Los subcontratistas deben tener un Plan de Protección Contra Caídas que
incorpore los temas a continuación.
La protección contra caídas se requiere para empleados que trabajen seis
pies o más por encima de las superficies de caminar/trabajo, cuando hay
un potencial para que los objetos caigan en ellos, o cuando estén
trabajando alrededor de áreas cubiertas.
El peligro obvio es caerse o ser golpeado por un objeto al caerse.
Un plan de protección contra caídas es necesario cuando los sistemas de
protección contra caídas convencionales no sean factibles.
A través de la capacitación, los empleados deben saber cuándo se
requieren los sistemas de protección de caída convencional como por
ejemplo al trabajar en o alrededor de:

a. Orillas y bordes sin protección
b. Bordes salidos
c. Zonas de elevación
d. Los agujeros
e. Cimbras y acero de refuerzo
f. Rampas, pasarelas y otros pasillos
g. Las excavaciones
h. Equipo peligroso
i. Albañilería por lo alto y trabajos relacionados
j. Trabajo en techos de baja pendiente
k. Techos empinados
l. Erección de concreto (hormigón) prefabricado
m. Construcción residencial
n. Las aberturas en las paredes

Además, los empleados deben comprender:
a. La selección, uso y mantenimiento de los sistemas de protección

contra caídas.
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b. Los tipos de sistemas de protección contra caídas:
1. Sistema de barandilla
2. Sistema anti-caídas personal
3. Sistema de red de seguridad
4. Sistema de línea de advertencia
5. Sistema de monitoreo de seguridad
6. Sistema de dispositivo de posicionamiento
7. Zona de acceso controlado (Controlled Access Zone o CAZ, en

inglés)
8. Coberturas
9. Protección contra objetos al caerse.

Carretillas Elevadoras
Las carretillas elevadoras incluyen: camiones de
horquilla; tractores; carretillas elevadoras de plataforma; carretillas de
mano motorizadas; y otros carros industriales especializados impulsados
por motores eléctricos o motores de combustión interna.
Los riesgos primarios involucrados en la operación de los camiones son:

a. Golpear físicamente a un persona u objeto con el camión o la carga.
b. Que una carga se caiga y golpee al operador o a otra persona.
c. Que el camión se de vuelta y aplaste al operador o a otra persona.
d. Un incendio o explosión durante la recarga/el reabastecimiento de

combustible.
Los subcontratistas supervisores deben garantizar que los operadores de
camiones estén autorizados por un oficial de la empresa subcontratista
para realizar el trabajo. La autorización para operar un camión será
revocada si se observan actos inseguros o sea evidente que el operador
no ha conservado los conocimientos y las habilidades de trabajo
necesarios para realizar con seguridad la operación de camiones.
Los subcontratistas supervisores deben advertir a sus empleados no
involucrados con las operaciones de camiones a que se mantengan
alejados de ellos debido a la escasa visibilidad del operador y el tamaño y
el peso del vehículo y la carga.
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Comunicación de Riesgos
Nota: Antes del 01 de diciembre de 2013, todos los empleados deben estar entrenados en los

elementos de etiquetado del Sistema Armonizado Global (GHS) nuevo y el formato de las
hojas de datos de seguridad (SDS).
Antes del 01 de junio de 2015, el cumplimiento de todas las disposiciones modificadas de
esta regla final de GHS, excepto:
Antes del 01 de diciembre de 2015, el distribuidor no deberá enviar contenedores
etiquetados por el fabricante de productos químicos o el importador, a menos que sea una
etiqueta GHS.

Prácticamente todos los productos químicos tienen riesgos físicos o de
salud si se derramen inadvertidamente o se usan indebidamente.  Nuestro
Plan de Comunicación de Riesgos detalla los métodos utilizados para
mantener a nuestros empleados informados de estos riesgos potenciales.
DAVID LONG, nuestro administrador del programa, se asegurará de que
todo el personal entienda:

a. La importancia y el uso de etiquetas; las hojas de datos de seguridad
(SDS); y el acceso fácil a ellas.

b. Los peligros físicos y de salud de los productos químicos utilizados
en el sitio de trabajo.

c. Los métodos utilizados para detectar el escape de un producto
químico peligroso.

d. Los métodos para protegerse de peligros químicos, incluyendo el
PPE, los procedimientos de trabajo y de emergencia.

e. La necesidad de compartir información con los demás contratistas.
Conservación de la Audición

Los subcontratistas supervisores deben asegurar que sus empleados no
estén expuestos a los ruidos ocupacionales que excedan los niveles que
se enumeran a continuación.  Ruido excesivo puede causar la pérdida
permanente de la audición.  Los supervisores deben ser conscientes de
que la pérdida de la audición a menudo es imperceptible y sin dolor.

Exposiciones a ruido permisibles
Nivel de sonido
Duración por día, horas Respuesta lenta de dBA

8 90
6 92
4 95
3 97
2 100
1 ½ 102
1 105
1/2 110
1/4 o menos 115
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El administrador del programa se asegurará de que las normas se
publiquen, se instituyen la vigilancia médica y el monitoreo de ruido, y que
todo el personal afectado comprenda el proceso de la audición y la
importancia de la prevención de la pérdida de la audición.

Espacios Confinados en la Construcción
Los subcontratistas deben tener un Programa de Espacios Confinados en
la Construcción, cuando sea aplicable, que incorpora los temas a
continuación.
Los espacios confinados que requieran permisos pueden presentar un
entorno muy peligroso si no se aplican procedimientos específicos,
pruebas y capacitación antes de la entrada al espacio. Como recordatorio:
Un espacio confinado es un espacio que:

a. Es lo suficientemente grande y configurado para que un empleado
pueda entrar físicamente en él y realizar el trabajo asignado; y

b. Tiene medios de entrada o salida limitados o restringidos. Estos
espacios pueden incluir: ductos de ventilación o extracción,
contenedores y tanques, calderas, alcantarillas, túneles y lugares
abiertos de más de 4 pies de profundidad tales como pozos, tinas y
recipientes; y

c. No han sido diseñados para la ocupación continua de los
empleados.

Un espacio confinado que requiere un permiso es:
a. Un espacio cerrado que contiene cualquier riesgo reconocido y grave

de seguridad o de salud. Estos peligros pueden ser: inmersión por
los materiales; quedar atrapado por la forma del espacio;
la inhalación de atmósferas peligrosas (potencialmente mortales).

Los supervisores deben asegurar que los empleados comprendan:
a. La necesidad de identificar y evaluar los riesgos de los espacios que

requieren permisos antes de entrar.
b. La necesidad de examinar las condiciones antes de entrar y el

monitoreo durante la entrada.
c. Cómo prevenir el ingreso no autorizado.
d. Cómo eliminar o controlar los peligros para el proceso seguro de

entrada al espacio que requiere un permiso.
e. La necesidad de garantizar que al menos un asistente se coloque

afuera del espacio que requiere un permiso para la duración del
proceso de entrada.
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f. Cómo coordinar y controlar el proceso de las entradas cuando
estemos trabajando con los empleados de otro contratista o cliente
dentro de un espacio confinado que requiere un permiso.

g. Nuestros procedimientos para el rescate de emergencia.
h. El establecimiento de un procedimiento escrito para la preparación,

emisión, uso y cancelación de los permisos para las entradas.
Protección Respiratoria

Como subcontratista, es extremadamente importante que usted no permita
que sus empleados estén expuestos a atmósferas que no contengan aire
limpio y respirable, libre de contaminantes que exceden los límites de
exposición permisible.
Los peligros respiratorios pueden variar desde levemente irritantes hasta
mortales.
Debido a las graves consecuencias del mal uso de la protección
respiratoria, aquellos para los que sea aplicable, deben comprender:

a. La importancia de la aprobación médica para el uso respiratorio.
b. El proceso de la selección del respirador.
c. Cómo determinar la vida útil de los filtros de partículas.
d. Prueba de ajuste.
e. Pruebas de sello por el usuario.
f. La importancia de la vigilancia del área de trabajo.
g. La limpieza, la inspección y el mantenimiento de los respiradores.

Por supuesto, los sitios de trabajo a menudo contienen polvo fastidioso
que no supera los límites de exposición permisibles. En estos casos, los
empleados pueden usar máscaras contra el polvo para la comodidad
personal. Los supervisores deben advertir a los usuarios de las máscaras
contra el polvo que no ofrecen protección respiratoria verdadera.
Las normas de OSHA requieren que, si un empleador ofrece respiradores
para el uso voluntario del empleado o si usted proporciona su propio
respirador, usted deberá ser proporcionado el Apéndice D de 29 CFR
1910.134. Este apéndice está escrito a continuación y todos los
empleados deben leerlo.
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Número de serie: 1910.134 del apéndice D
Título de Estándar: (Mandatorio) Información Para los Empleados
Usuarios Que Usan Respiradores Cuando No lo Exige el Reglamento
o Norma
Los respiradores son uno de los medios de protección adecuados contra
los distintos productos químicos cuando se han seleccionado y utilizado
adecuadamente. Se fomenta el uso del respirador para el bienestar y
protección del empleado, aun cuando la concentración de los productos
químicos esté por debajo de los valores límites de exposición
establecidos. Sin embargo, el respirador puede causarle daño si no se
mantiene limpio o se usa incorrectamente. Algunas veces los empleados
usan los respiradores para evitar ser expuestos a los diferentes productos
químicos, aunque estos no excedan los valores límites establecidos por
los reglamentos de la Administración de Seguridad y Salud Ocupacional
(OSHA). Si su empleador provee los respiradores para uso voluntario, o sí
usted provee su propio respirador, necesita tomar ciertas precauciones
para que se asegure que no corra riesgos cuando use el respirador. 
Usted debe hacer lo siguiente: 1. Lea y haga caso a las instrucciones que
provee el fabricante en el uso, mantenimiento, limpieza y cuidado, y las
advertencias en cuanto a las limitaciones de los respiradores. 2. Escoja
respiradores certificados contra los contaminantes que le interesen. La
Institución Nacional para la Seguridad y Salud Ocupacional (NIOSH) del
Departamento de Salud y Servicios Humanos de los Estados Unidos de
América, son los que certifican los respiradores. Una etiqueta o certificado
de exposición debe aparecer en el respirador o en el empaque del
respirador. Este debe decirle para que químicos fue hecho y cuanto le va a
proteger. 3. No use su respirador en atmósferas que contienen
contaminantes para los cuales no fue diseñado porque no le va a proteger.
Por ejemplo, si un respirador es diseñado para filtrar partículas de polvo
no le va a proteger contra gases, vapores o partículas sólidas de vaho
(mal olor) o humo. 4. No pierda de vista su respirador para que así no use
el respirador de otra persona por equivocación.

[63 FR 1152, 08 de enero de 1998; 63 FR 20098, 23 de abril de 1998]
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Andamios
Aplicable: Cuando se requiere instalar, utilizar o desmontar un

andamio o escalera portátil.
No aplicable: Cuando la protección contra caídas es necesaria sobre

una superficie de caminar/trabajar de más de seis pies
encima de un nivel inferior--esto se aborda en un
Programa de Protección Contra Caídas.

Riesgos: Caídas, eléctricos y caídas de objetos.
«safetyAdministrator», nuestro administrador del programa, se asegurará
de que los empleados comprendan:

a. Los procedimientos para tratar con los riesgos anteriores.
b. El uso adecuado de los andamios y las escaleras portátiles

c. La carga y la capacidad de carga del andamio.
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Requisitos de Seguridad Específicos de la Compañía
También puede haber ocasiones en que TOP OF THE LINE INC requiera
que sus subcontratistas cumplan con políticas de seguridad específicas de
nuestra empresa. Si implementamos estas políticas adicionales, deben
tener requisitos de seguridad más estrictos que los desarrollados por
OSHA.
Actualmente no tenemos requisitos de seguridad especificos de nuestra
empresa.
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TOP OF THE LINE INC
Reconocimiento del Manual del Subcontratista

He leído y entiendo el contenido de este Manual de Seguridad del
Subcontratista.
Entiendo que es mi obligación proporcionar un lugar de trabajo libre de
riesgos reconocidos para mis empleados.
Entiendo que soy responsable de las acciones de mis empleados
específicamente en relación a la seguridad y el cumplimiento de las
normas de OSHA.  Certifico que mis empleados están capacitados para
completar sus tareas en forma segura y según las normas de OSHA.
Pararé el trabajo si se descubre una condición insegura y no reanudaré el
trabajo hasta que se resuelva.

________________________________________________
(Nombre del Subcontratista)

________________________________________________
(Firma)

________________________________________________
(Fecha)
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Please save our website to your favorites for future access to your online safety documents:

www.uscompliancesystems.com

Online Safety Programs and Safety Meetings:

To access your Online Programs, click on "Client Log In" at the top-right of the page and enter

your user name and password. You will be taken directly to your Client Center.

After you are logged in, you will be able to update your company information, download or

print your Safety Programs and supporting documents, and/or request certain 3rd party

programs (Avetta, Browz, PEC Safety, etc.).
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and other related documents. You WILL NOT receive anything in the mail.

If you have ordered Federal and State Labor Law Posters, your order is being processed.

If you have any questions about your order, products or services, our Client Support Team is

ready to help.

We look forward to helping you meet your company's Safety and OSHA compliance needs.

Thank you for choosing U.S. Compliance Systems.

Bill To:

GARY DUGAN

TOP OF THE LINE INC

127 POWHATTAN AVE

Lester, PA 19029 US

Ship To:

GARY DUGAN

TOP OF THE LINE INC

127 POWHATTAN AVE

Lester, PA 19029 US

US Compliance Systems https://www.uscompliancesystems.com/home/uscs1/thankyou

1 of 3 7/18/2019, 9:16 AM

longd
Text Box
TOTLINCShop1999https://www.uscompliancesystems.com/cabinet-fabrication-shop-program?pt=Manufacturing%20Industry



Google Site Stats
learn more

Order No: 39126

Payment Method: MasterCard

Shipping Method:

610-521-7441 DLONG@TOTL-INC.COM 610-521-7441
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1-Year Cabinet Fabrication
Shop Safety Program
 

1 $397.00 $397.00

Subtotal (1 items): $397.00

Total Charges: $397.00
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Sign-Up For Safety E-Quick Tips

View Safety E-Quick Tip Archive

Since 2010, US Compliance Systems has been
sending our weekly Safety E-Quick Tips, which
are short, insightful and timely nuggets of
wisdom, delivered to your inbox once a week.
Start off each week with a dose of safety
knowledge.

Company Info Support Have a Question?
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