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offered the following resolution and moved its adoption:

RESOLUTION NO. 491-2004
ONTARIO COUNTY COMPREHENSIVE SAFETY AND HEALTH PROCESS
WHEREAS, It is the policy of the Ontario County Board of Supervisors and all municipalities participating in the
Ontario County Workers’ Compensation Self-Insurance Fund to ensure a safe and healthy workplace; and
WHEREAS, The Board of Supervisors and all participating governments recognize the need for a continually
improving comprehensive process to manage the safety and health of all County employees and all employees
participating in the Ontario County Workers’ Compensation Self-Insurance Fund; and
WHEREAS, The Board of Supervisors requires all participants in the Ontario County Workers’ Compensation SelfInsurance Fund to have a comprehensive process to manage the safety and health of their employees; and
WHEREAS, The use of such a process is known to dramatically reduce workplace injuries and illnesses, prevent
other forms of loss and damage to equipment and property, significantly lower costs of all kinds, substantially improve
the effectiveness of operations, and greatly enhance employee morale and working relationships; and
WHEREAS, The responsibility for the effective implementation and ongoing successful management of such a
comprehensive process rests with informed and involved department heads and managers; and
WHEREAS, The implementation and management of such a process requires a set of procedures to guide
managers, supervisors, and employees; now, therefore, be it
RESOLVED, That the Board of Supervisors does hereby authorize the Ontario County Safety Coordinator to
create, implement, issue, and maintain current an Ontario County Safety and Health Procedures Manual for the use and
guidance of all employees covered by the Ontario County Workers’ Compensation Self-Insurance Fund; and further
RESOLVED, That this Ontario County Safety and Health Procedures Manual shall replace any and all existing
manuals and safety policies previously approved by the Ontario County Board of Supervisors including but not limited
to Resolution No. 387-90, adopted by the Board on May 31, 1990, and Resolution No. 463-90, adopted by the Board on
June 28, 1990; and further
RESOLVED, That the Ontario County Safety and Health Procedures Manual be considered the policy of the
Board of Supervisors and of all governments participating in the Ontario County Workers’ Compensation Self-Insurance
Fund; and further
RESOLVED, That copies of this resolution be filed in the front of the Ontario County Safety and Health
Procedures Manual and that copies of the manual be distributed to all departments, offices, agencies, and other units for
ready access for all covered employees; and further
RESOLVED, That certified copies of this resolution be sent by the Clerk of this Board to the Director of
Finance/Treasurer.
STATE OF NEW YORK
County of Ontario

}
}

I do hereby certify that I have compared the preceding with the original thereof, on file in the Office of the Clerk of the
Board of Supervisors at Canandaigua, New York, and that the same is a correct transcript therefrom and of the whole of
said original; and that said original was duly adopted at a meeting of the Board of Supervisors of Ontario County held at
.
Canandaigua, New York, on the 7th day of October, 2004

Given under my hand and official seal

October 8th, 2004

.

Karen R. DeMay

___________________________________
Clerk of the Board of Supervisors of Ontario County, NY
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ABOUT THIS MANUAL - 0.1
Safety and Health Procedure 0.1
Revised: July 18, 2022
Summary: This manual is based on OSHA standards, PESH regulations and safety and health best
practices recognized and used by government, business, and industry. It is authorized by the Ontario
County Board of Supervisors and applies to all units of government within Ontario County that are
members of the Ontario County Workers’ Compensation Self-Insurance Plan.
The manual should be considered a guidance document that establishes minimum standards in the
subject areas covered. It summarizes regulations and best practices and should be used as a support
document and ready reference. Department heads and managers are responsible for checking source
documents, such as the applicable OSHA standards, to ensure that actions taken to strengthen safety
and health are fully consistent with the underlying standards and regulations.
The manual is written with terminology most suitable for use by Ontario County Departments; but it is
also expected that municipalities and other government units participating in the Ontario County
Workers’ Compensation Self-Insurance Plan will be able to use it with little modification.
Microsoft Word was used to prepare the manual and the files are available from the Ontario County
Department of Employee Safety. Modification of the material from the original format and content is
authorized provided the level of protection provided to employees is not reduced and legal
requirements are not deleted.
The original manual was prepared under contract to the Rochester Business Alliance by L. H. (Chip)
Dawson, 170 Klink Road, Rochester, NY 14625-1712, (585) 387-9951. Copyright to material
prepared by the author is retained by him and a license is granted to Ontario County to use and modify
the material exclusively within the Ontario County Workers’ Compensation Self-Insurance Plan
participating organizations. It is our intent to make this manual a “living document” meaning it will be
in a continual state of review and update. The manual, with or without modification, may not be
disseminated, shared, sold, given, or otherwise released outside Ontario County Workers’
Compensation Self-Insurance Plan participants.
Use: The manual is designed for use both as a guidance document and as a training manual. As a
guidance document, copies should be readily available to employees. It is suggested the manual be
placed in an office or area that is accessible during business hours and employees be encouraged to
consult the manual for safety and health information. This manual is also posted to the Ontario County
Intranet at https://ontariocountyny.gov/DocumentCenter/View/2292/Safety--Health-Manual?bidId=.
As a training manual, the supervisor or other trainer may use the Training Key Points in each
procedure, along with additional reference material in the appendix of many procedures, to discuss the
subject with trainees. Such an approach makes it less necessary to purchase or acquire commercial
training programs and allows the supervisor to better demonstrate his or her commitment to safety and
health.
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TABLE OF CONTENTS - 0.2
Safety and Health Procedure 0.2
Revised: June 1, 2006
County Coordinator: County Safety Coordinator
Summary: These safety and health procedures include the following documents that are intended for
the education and guidance of County personnel. It is the intent of the Board of Supervisors and
County management that all these procedures be understood and followed with the objective being an
injury-free workplace.
0.0

Introductory Material
Board of Supervisors Resolution
0.1 About this Manual
0.2 Table of Contents
0.3 Index
1.0 Safety Process and Administration
1.1 Responsibilities for Safety and Health
1.2 Loss Control Policy
Appendix 1—Loss Control Vision, Intent,
Requirements and Expectations
1.3 Safety and Health Training Requirements
Appendix 1—Training Requirements for
Public Employees In New York State
Appendix 2—Ontario County Safety and
Health Training Record
1.4 About PESH and OSHA
1.5 Managing the Safety and Health Process
Appendix 1—OSHA Guidelines and
Attributes of Excellence
1.6 Incident Reporting and Investigation
Appendix 1—Ontario County Loss Incident
Report
1.7 Safety and Health Recordkeeping
1.8 Job Safety Analysis
Appendix 1—Ontario County Job Safety
Analysis Form
1.9 Change Analysis
1.10 Workers’ Compensation and Return-toWork Program

1.11 Managing Contractor Safety
1.12 Audits and Inspections
Appendix 1—Ontario County Safety and
Health Inspection Report
2.0
2.1

2.2
2.3

Chemicals and Hazardous Materials
Chemical Hazard Communication
Appendix 1—Understanding Material Safety
Data Sheets (MSDS)
EZFacts 234—Glossary of Chemical Terms
EZFacts 150—The Hazard Communication
(Right-to-Know) Standard,
29CFR1910.1200
EZFacts 200—Labeling for Hazard
Communication
EZFacts 181—Chemical Compatibility
Concerns in Storage
Controlling Exposure to Bloodborne
Pathogens (Awareness Level)
Process Safety Management (in
development)

3.0
3.1

Emergency Planning and Fire Protection
Emergency Action Plan
Appendix 1—Ontario County Model
Emergency Action Plan with Emergency
Forms

3.2

Hot Work Operations
Appendix 1—Ontario County Hot Work
Permit
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3.3
3.4

3.5
4.0
4.1

4.2
4.3

4.4
4.5
4.6
4.7
4.8
4.9
5.0
5.2
6.0
6.1

Appendix 2—Ontario County Hot Work
Permit for Designated Area
EZ Facts 109—Welding Safety
EZ Facts 136—Gas Cylinder Storage and
Handling
Fire Prevention Plan
Dealing with Medical Emergencies
EZFacts 208—First Aid 29 CFR 1910.151
and Summary Z308.1-1998
EZFacts 207—Introduction to First Aid
EZFacts 120—Emergency Eye/Face
Wash/Shower Requirements
EZFacts 129—Eyewashes & Showers—
Proper Testing and Maintenance
Hazardous Waste Operations & Emergency
& Emergency Response
General Safety
Tool Safety
Appendix 1—Hand and Power Tools,
OSHA 3080
Motor Vehicle Safety
Occupational Health for Outside Workers
EZ Facts 222—Recognizing and Preventing
Heat Related Illnesses
EZ Facts 223—Hypothermia
Office Safety
Appendix 1—Office Safety (CDC)
Excavation Safety
Fall Protection
Ergonomics
Dealing with Shiftwork
Workplace Violence
Machinery and Machine Guarding
Machine Guarding
Maintenance Programs
Control of Hazardous Energy
(Lockout/Tagout)
Appendix 1—Machine-Specific
Lockout/Tagout Procedure Format

6.2
6.3
6.4
6.5
6.6
6.7
7.0
7.1

7.2
7.3

7.4
7.5
7.6
8.0
8.1

8.2
8.3

Appendix 2—Lockout/Tagout Authorized
Employees
Appendix 3—Lockout/Tagout Periodic
Inspection Form
Ladder Safety
OSHA Construction Requirements
Appendix 1—Construction Industry Digest
Electrical Safety (in development)
Vehicle and Mobile Equipment Maintenance
Safety
Highway Work
Confined Space Entry
Materials Handling
Powered Industrial Truck Operations
Appendix 1—Powered Industrial Truck
Inspection Checklists
Appendix 2—Powered Industrial Truck
Operator Performance Test
Appendix 3—Summary Powered Industrial
Truck Training Program
Crane, Hoist and Sling Safety
Materials Handling and Storage
Appendix 1—Materials Handling and
Storage, OSHA 2236
Pallet, Box and Crate Safety
Bailer and Compactor Safety
Rim Wheel Servicing
Personal Protective Equipment
Personal Protective Equipment
Appendix 1—Personal Protective
Equipment Hazard Assessment and
Certification
OSHA Fact Sheet 92-08
OSHA Fact Sheet 93-03
Appendix 3—PPE Training Certification
Hearing Conservation Program
OSHA 3074 – Hearing Conservation
Respiratory Protection Program (in
development)
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Ontario County

INDEX – 0.3
Safety and Health Procedure 0.3
Revised: June 1, 2006
County Coordinator: County Safety Coordinator
Summary: This key word index to the Ontario County Safety and Health Procedures Manual is
intended as an aid to the location of information. The absence of a word for which you are searching in
this index does not mean the subject is not covered in the manual.
Key Word

Procedure #

A
About this manual
Adverse effects, shiftwork
AED
Aerial lift
Affected employees
Aisle striping
Aisles
Alcohol, shiftwork affect
Ambulance
Amputations
Anchor point
Animal carcass
ANSI Z245.2 and Z245.5
Arc welding
Assessment, confined space
Attendant, confined space
Attributes of Excellence
Audiometric testing
Audits
Authorized employees
Authorized entrant
Automatic external defibrillator
Awkward postures

0.1
4.8
3.3
4.6
6.1
4.6
7.3
4.8
3.3
5.2
4.6
4.3
7.5
3.4
6.7
6.7
1.5
8.2
1.12
6.1
6.7
3.3
4.7

B
Back Safety
4.4,4.7
Back belts
4.7
Backing in winter
4.2
Backing vehicles
4.2
Bailer safety
7.5
Barrier creams
8.1
Batteries
6.5
Battery charging
6.5
BBP
2.2
Blocking, vehicle maintenance
6.5
Bloodborne pathogens
2.2
Board of Supervisors
0.0

Body belts
Boxes
Breakdown maintenance

4.6
7.4
6.5

C
Caffeine use
4.8
Carcass removal
4.3
Cave-in prevention
4.5
Chain Saw Safety
4.1
Change analysis (guarding)
5.2
Change analysis
1.9
Chemical accession number
2.1
Chemical compatibility
2.1
Chemical hazard communication 2.1
Chemical inventory
2.1
Child restraints
4.2
Clothing, high visibility
6.7
Cold weather
4.3
Commitment
1.2
Communications (emergency)
3.1
Compactor safety
7.5
Competent person
4.5
Concrete, hazards of wet
6.7
Confined space entry
6.7
Construction bids
1.11
Construction Industry Digest
6.3
Construction safety
6.3
Construction standards
6.3
Contact stress
4.7
Contractor Safety
1.11, 6.3
Control of hazardous energy
6.1
Conveyors
7.3
Copyright
0.1
Corrective action status
1.12
County attorney
3.3
County job supervisor
1.11
CPR
3.3
Cranes
7.2
Crates
7.4

Cutting

3.4

D
DART rate (OSHA)
Dawson Associates
Dead animals
Dealing w/ medical emergencies
Death notification
Death report
Decibel (dB)
DEET
Dermatitis
Dig-Safe New York
Driver Improvement
Dynamic loads

1.11
0.1
4.3
3.3
3.3
1.7
8.2
4.3
4.3
4.5
4.2
4.7

E
Ear protection
Easy Ergonomics
Electrical safety (office)
Emergency action plan
Emergency contacts
Emergency medical response
Emergency notification
Emergency shower
Emergency stops
Employee participation
EMT
Entrant, confined space
Entry supervisor
Ergonomics (office)
Ergonomics
Ergonomics, construction
Excavation covers
Excavation safety
Excavations
Experience Modification (EMR)
Exposure records
Eye protection
Eye wash

8.2
4.7
4.4
3.1
3.1
3.3
3.1
3.3
5.2
1.12
3.3
6.7
6.7
4.4
4.7
6.7
4.6
4.5
4.5
1.11
1.7
8.1
3.3
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F
Face protection
Fall arrest devices
Fall hazards
Fall prevention (office)
Fall protection
Fatigue
Fire prevention
Fire watch
First aid kit
First aid reports
First aid
First responder
Flagger
Foot protection
Force
Fork truck inspection
Fork trucks
Fueling vehicles
Full body harness

8.1
4.6
4.6
4.4
4.6
4.8
3.2
3.4
3.3
1.7
3.3
3.3
6.7
8.1
4.7
7.1
7.1
4.2
4.6

G
Gas welding
Gotcha stick
Guards
Guidelines (OSHA Program)

4.3
3.4
3.4
3.4
4.6
7.3

I
IDLH environments
Incident reporting
Indoor air quality
Injury recovery
Insect stings
Inspection report form
Inspection, frequency
Inspections (pallets)
Inspections
Intent
Intoxication
Inventory, confined space
Investigation

6.7
1.6
4.4
1.10
4.3
1.12
1.12
7.4
1.12
1.2
4.2
6.7
1.6

J
3.4
5.2
5.2
1.5

H
Hand protection
Hard hats
Hazard assessment (PPE)
Hazard classification
Hazard communication
Hazard zone (PPE)
Hazardous Waste Operations &
Emergency Response
Harassment
HazCom
Hazwoper Awareness
Head protection
Hearing conservation
Hearing protection
Heart attack at work
Heat stroke
Heat
HEPA
Hepatitis B (HBV)
Highway work
Histoplasmosis
HIV
HMIS system
Hoist chains
Hoist inspections
Hoists
Hospitalization report

Hot weather
Hot work permit
Hot work prohibitions
Hot work
Housekeeping
Housekeeping

8.1
8.1
8.1
1.12
2.1
8.1
3.5
4.9
2.1
3.5
8.1
8.2
8.2
3.3
4.3
4.3
3.3
2.2
6.6
4.3
2.2
2.1
7.2
7.2
7.2
1.7

Job analysis, ergonomic
Job design, ergonomic
Job Safety Analysis (JSA)
JSA form

4.7
4.7
1.8
1.8

K
L
Labeling
Labor Law § 23-1.5
Labor Law § 27-32
Ladders
Lanyard
Leg protection
LEL
License (operators)
Lifting techniques
Lifting
Lighting (office)
Lightning
Lockout/tagout (compactors)
Lockout/tagout
Loss control policy
Loss Incident Report

2.1
1.11
1.4
6.2
4.6
8.1
2.1
4.2
7.3
4.4
4.4
4.3
7.5
6.1
1.2
1.6

M
Machine guarding
Machine-specific lockout
Maintenance, emergency shower
Managed care
Managing contractor safety
Manhole covers
Manuals handling
Materials handling and storage

5.2
6.1
3.3
1.10
1.11
6.7
7.3
7.3

Medical emergencies
Medical personnel available
Medical records
Mini-breaks
Mobile equipment maintenance
Motor vehicle safety
Mowing
MSDS
Multi-piece rim wheels
Musculoskeletal disorders (MSD)
MUTCD

3.3
3.3
1.7
4.7
6.5
4.2
6.7
2.1
6.5
4.7
6.6

N
Naps, power
Neutral position
NFPA
Night work
Noise (office)
Notification, death/injury
Nutrition, shiftwork

4.8
4.7
3.4
4.8
4.4
3.3
4.8

O
Occupational health
Office safety
OSHA §1910 Subpart P
OSHA §1910 Subpart Q
OSHA §1910.1030
OSHA §1910.12
OSHA §1910.120
OSHA §1910.1200
OSHA §1910.132-.138
OSHA §1910.146
OSHA §1910.147
OSHA §1910.151
OSHA §1910.177
OSHA §1910.178
OSHA §1910.179
OSHA §1910.184
OSHA §1910.21-.30
OSHA §1910.211-.219
OSHA §1910.25-.26
OSHA §1910.38
OSHA §1910.39
OSHA §1910.95
OSHA §1926 series
OSHA §1926 Subpart I
OSHA §1926.16
OSHA §1926.441
OSHA §1926.500-.503
OSHA §1926.600-.601
OSHA §1926.650
OSHA 10-hour program
OSHA booklet 2236
OSHA S&H Program Guidelines
OSHA stick

4.3
4.4
4.1
3.4
2.2
6.3
3.5
2.1
8.1
6.7
6.1
3.3
6.5
7.1
7.2
7.2
4.6
5.2
6.2
3.1
3.3
8.2
6.3
4.1
1.11
6.5
4.6
6.5
4.5
1.11
7.3
1.5
5.2
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OSHA
Overhead lifts

1.4
4.7

Road rage
Root cause
Routine servicing, vehicles

3.4
7.4
4.2
2.1
3.4
6.7
3.4
6.7
8.1
1.6
1.6
1.6
1.7
1.4
4.3
6.6
5.2
4.3
4.3
4.7
5.2
7.1
8.1
5.2

S

P
PAI
Pallet safety
Parking vehicles
PEL
Permit authorizing individual
Permit, confined space entry
Permit, hot work
Permit-required confined space
Personal Protective Equipment
PESH Form SH-900
PESH Form SH-900.1
PESH Form SH-900.2
PESH office–Rochester
PESH
Pigeon droppings
Plowing
Point of operation guarding
Poison ivy
Pollen
Power grip
Power transmission guarding
Powered Industrial Trucks
PPE
Purchasing tools, machines

Q
R
Rabies
Railings
Railroad work
Record retention, inspections
Recordkeeping
Records, confined space entry
Repetition
Repetitive stress injuries (RSI)
Requirements and expectations
Rescue, confined space
Rescue, non-entry
Resolution
Respiratory protection
Response time, emergencies
Responsibilities
Responsibility—department head
Responsibility—employees
Responsibility—manager
Responsibility—safety specialist
Responsibility—supervisor
Restraint systems (vehicle)
Return-to-Work Program
Risk factors, MSD
Road conditions

4.3
4.6
6.7
1.12
1.7
6.7
4.7
4.7
1.2
6.7
6.7
0.0
8.3
3.3
1.1
1.1
1.1
1.1
1.1
1.1
4.2
1.10
4.7
4.2

Safety and health program
Safety process
Safety shower
Schedule, shiftwork
Self-Insurance Fund
Shiftwork
Shoring
Signs, MSD
Silica
Single piece rim wheels
Sleep
Sling inspections
Slings
Slow-moving vehicles (SMV)
Soil types
Specific gravity
Sprinkler impairment
Stacking
Standards summarized
Standing water (excavations)
Static loads
STEL
Storage, materials
Sun exposure
Sun screen
Symptoms, MSD

4.2
1.6
6.5
1.5
1.5
3.3
4.8
1.10
4.8
4.5
4.7
4.3
6.5
4.8
7.2
7.2
6.7
4.5
2.1
3.4
7.3
1.2
4.5
4.7
2.1
7.3
4.3
4.3
4.7

Water, work over
Weed whacker dermatitis
Welding safety
Welding
Wire ropes
Work zone safety
Workers’ Compensation
Workplace Violence
Wrist Injuries
Written safety plan

6.7
4.3
3.4
3.4
7.2
6.6
1.10
4.9
4.4, 4.7
1.11

XYZ

T
Tagout
TLV
Torso protection
Traffic manager
Training record
Training
Transporting fuel
Trench box
Trench
Trouble-shooting, vehicles

6.1
2.1
8.1
6.7
1.3
1.3
4.2
4.5
4.5
6.5

U
UEL

2.1

V
Vapor density
Vehicle condition
Vehicle maintenance
Vibration
Vision
Voluntary Protection Program

2.1
4.2
6.5
4.7
1.2
1.5

W
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Ontario County

RESPONSIBILITIES FOR SAFETY AND HEALTH - 1.1
Safety and Health Procedure 1.1
Revised: July 18, 2022
Required by: County Policy
Reference: None
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Highly effective organizations manage safety and health as an essential line or operations
function with leadership from senior management and the active involvement of supervisors and
employees. Rather than being viewed as a function to be handled by a few specialists or removed
from the mainstream of operations, workplace safety and health must be an integral and essential
organizational activity that is a core value of the organization.
Within Ontario County and the other governmental units that are participants in the County
Workers’ Compensation Self-Insurance Plan, the Board of Supervisors has an expectation that each
facility, unit, department, or operation will make clear to all employees the value of safety and
health and the understanding that workplace culture will aggressively support safety with strong
leadership from management. To help clarify the roles and responsibilities played each member of
the organization, the following guidelines are established.
Responsibilities: Flexibility in assignment of responsibilities is authorized to the extent necessary to
be consistent with the nature and culture of the unit if modification does not change the essential
content and intent of this procedure. Specific responsibilities are as follows:
Department Head/ Manager
1. Accept ultimate responsibility for the workplace safety and health of assigned personnel.
2. Establish and maintain a safety and health process designed to prevent injuries and other
loss events.
3. Provide active, daily leadership to the safety and health process.
4. Assign responsibilities and tasks for workplace safety and health to all unit personnel
consistent with the guidelines of this procedure.
5. Provide the resources necessary for the support and on-going improvement of the unit
safety and health effort and ensure access to the resources by those with responsibilities.
6. Hold all personnel accountable for safety and health performance assigned by plan, process,
procedure, and delegation.
7. Periodically report on safety and health plans and performance to senior management of the
County and to the Board of Supervisors.
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Supervisor
1. Know and understand the County safety process, requirements, OSHA and PESH
regulations applicable to the work supervised.
2. Ensure all equipment, materials, facilities, and conditions in the work area supervised are
safe for use and free of unacceptable or prohibited risk.
3. Provide, or provide for, safety orientation and on-going training for all personnel assigned
in all subject areas required by regulations and as outlined in the County Safety and Health
Procedures manual.
4. Establish a positive work climate and culture supportive of workplace safety and health and
manage the process in a way that provides all assigned personnel with clear, positive
leadership on safety.
5. Involve all assigned personnel in all aspects of the safety process, seeking their advice on
actions to be taken, providing for their participation in safety activities, and reinforcing their
efforts to improve safety in the work area assigned.
6. Consistently and frequently observe employee behavior on safety and provide appropriate
and immediate feedback by reinforcing desired behaviors and coaching or correcting unsafe
behaviors.
7. Delegate authority to all assigned personnel to take safety actions consistent with County
policy and their training and experience
8. Ensure that safety and health is an integral component of all job standards and procedures.
9. Use assessment tools such as job safety analysis, behavior observation, audits, flowcharting,
Hazard Hunt© and brainstorming to ensure that all assigned personnel consistently use the
best and safest methods and approaches to the job.
10. Conduct frequent safety and health inspections of the work area supervised and ensure
prompt and effective correction of any deficiencies.
11. Obtain safe work permits such as lockout/tagout, confined space, and hot work whenever
such permits are required by County policy and procedure.
12. Investigate any loss incidents, looking for root causes, implementing corrective action, and
preparing any reports or records required by County policy.
13. Establish and oversee emergency procedures for the work area.
County Safety Coordinator: Is assigned unique responsibilities for workplace safety and health
within County government, he/she will be guided in the fulfillment of those responsibilities by
this list:
1. Serve as an advisor, counselor, and facilitator to the department or unit manager on the
management of the safety and health process.
2. Maintain proficiency in the traditional tools and techniques for injury prevention and advise
managers and supervisors on their use and on the laws, regulations and best practices that
drive their use.
3. Assist and advise management and supervision during the investigation of loss incidents
and no harm events with potential for loss at a future time.
Ontario County Safety and Health Procedure: Responsibility for Safety and Health
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4. Maintain awareness of safety and health requirements covered in this procedure’s manual
and/or required by laws and regulations and advise managers, supervisors and line
personnel on how they can best meet those requirements.
5. Keep records required by the County safety and health procedures and/or other laws and
regulations and as assigned by the department head/manager.
6. Share information as appropriate with employees at the local level.
All Employees: Workplace safety and health compliance and achievement is a fundamental
responsibility of every employee of the County and requires that the following responsibilities
be always met:
1. Actively participate in workplace safety and health training by reading, observing,
questioning, and practicing until proficiency in the subject is obtained.
2. Perform all work using best safety practices as covered in this manual, applicable safety and
health reference documents, training, and other resources provided by department
management.
3. Report all injuries, damage to equipment or property, close calls and near misses,
environmental events, and other situations that have the potential for serious consequences
in the future promptly to supervision so that appropriate corrective action can be taken to
correct conditions or fix the safety system.
4. Consistently observe the work environment to identify unsafe conditions and at-risk
behaviors and take appropriate corrective action such as cautioning others, fixing the
condition, advising supervision, or stopping the work until safety can be assured.
5. Demonstrate ongoing concern for workplace safety and health by participating in safety
meetings, submitting ideas for improvement to supervision, assisting in investigations and
inspections, setting a positive example for others, and taking whatever additional actions are
appropriate to further the case of safety and health.
Training Key Points:
1. County policy requires that all employees have clear responsibilities for workplace safety
and health and that they are diligent about fulfilling those responsibilities.
2. Research and experience in safety shows that highly successful safety programs come only
through the active leadership of management and the committed involvement and
participation of employees.
3. Workplace safety and health is a line function, with clear responsibility assigned to line
personnel at all levels. The Employee Safety Office, on the other hand, provides advice and
information and is not responsible for the safety performance of the County, the department,
or the work unit.
4. The objective of the Board of Supervisors and County department heads/managers is to
create a positive and supportive workplace culture where injuries and other loss events do
not occur.
5. All personnel will be held accountable for meeting the responsibilities outlined in these
procedures with appropriate action (such as reinforcement or coaching) coming as a result.
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Ontario County

LOSS CONTROL POLICY – 1.2
Safety and Health Procedure 1.2
Revised: July 18, 2022
Required by: County Policy
Reference: OSHA General Industry Standards
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: An effective organization safety and health process begins with a statement of policy
regarding safety and health. Within Ontario County departments and operating units, the policy
includes management’s vision for the future, a statement of intent, a set of guiding policies, and a
listing of key requirements and expectations. The policy ends with a commitment from all members
of the organization and is established by an Ontario County Board of Supervisors resolution, which
is at the front of this manual. Appendix 1 contains our loss control policy.
Training Key Points:
1. Our policy was prepared with input from throughout the organization and is intended to be a
living document…one which changes and improves as we gain knowledge and understanding
of the loss control process.
2. The term loss control is used in this document to cover related issues, which are known to come
from similar causes. These related issues are accidents, injuries and occupational illnesses,
environmental releases, fires, and security issues.
3. All personnel are expected to be familiar with the requirements and expectations section of the
policy and to always follow the guidelines. Additional training will be provided on many of the
subjects contained in this section. If additional training is not provided for any reason and
anyone has questions or concerns, they are urged to contact their supervisor or another member
of management immediately for assistance.
4. Specific regulations and requirements referenced in the policy are available from Ontario
County Employee Safety.
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LOSS CONTROL
Vision, Intent, Requirements and Expectations
Ontario County
Vision
Ontario County holds a vision of a workplace where losses through accident, fire, theft, environmental incident, and similar
problems do not occur. Incidents are avoided because we believe that we can avoid the human errors that lead to them. We
believe that all of us share the responsibility for loss control and that, by working together, we can help each other reach the
vision. Our relationships are open, positive, and supportive. We are safe and secure.

Intent
All participants in the Ontario County Workers Compensation Self Insurance Fund will create a climate which values
quality and positive human relationships. We are committed to providing “Service Excellence”, with a goal of protecting
and improving the quality of life for all Ontario County residents; but we will not put our lives, our health, or our
environment at risk. We intend to do this through positive communication, clearly assigning responsibility, granting
authority to supervisors, teams, and individuals, and holding those in authority responsible for excellence in loss control.

Guiding Policy
Performance :

We will all perform in ways that prevent loss-producing incidents at home, on the road, in the
community and at work.

Facilities :

We will design and operate facilities to prevent all forms of loss and business interruption.

Employment :

Working safely is a County wide value and a core condition of employment.

Assessment :

We will assess how we are doing with audits, inspections, and investigations.

Correction :

We will correct loss producing deficiencies promptly upon identification.

Responsibility : Responsibility for loss control rests primarily and directly with line management and is supported by
all members of the organization

Knowledge :

Knowledge is essential for the effective control of loss by all of us at all times, so we will train
frequently, share information freely, and coach others as necessary and appropriate.

Requirements and Expectations
The following are minimum requirements and expectations for loss control in Ontario County and for participants in the
Ontario County Workers’ Compensation Self Insurance Program. Operating teams and/or managers may establish more
stringent requirements as conditions require or operations dictate or as necessary to meet applicable laws or regulations. It
is expected that all of us will be trained on these requirements and that we will be given easy access to more detailed
written information, where applicable.
Training mandated by law is indicated by a [T] followed by the appropriate reference.
A county procedure or policy which elaborates on a section is indicated by a [P].
Written programs mandated by law are indicated by a [WP] followed by the appropriate reference.
Where additional OSHA guidance applies, the reference is indicated by (29 CFR 1910.xxx).

Commitment
Once the enabling resolution is authorized by the Board of Supervisors, all governments participating in the Ontario County
Workers Compensation Self Insurance Fund are and will be committed to a loss control policy that reflects the vision,
intent, policy, requirements and expectations outlined above.

Abrasive Wheels and Grinders: Grinder safety guards
and personal protective equipment are necessary
whenever abrasive wheels are in use, unless specifically
exempted by safety standards. (29 CFR 1910.215 and
243)
Access Control: In order to protect our information and
equipment, and provide for their safety, we will ensure
that all people and vehicles accessing our facilities are
authorized, properly identified, appropriately protected
and escorted, where there may be concerns.
Accident/Incident Investigation and Reporting: We
will promptly investigate, thoroughly analyze, correct,
communicate and report in writing to appropriate
members of management: all incidents involving or
having significant potential of causing personal injury,
property damage or loss, business interruption and all
crimes or fraud against the county. [P]
Accident Recordkeeping: All personal injury accidents
must be reported promptly to supervision and to safety
and health staff for appropriate corrective action and
compliance with PESH recording and reporting
requirements. (12 NYCRR Part 801 and Part 901)
Aisles and Passageways: All aisles and passageways are
must be marked and kept clear to allow the safe
movement of personnel and equipment. (29 CFR
1910.21-.30)
Audits: On a regular basis, we will have regular internal
and external audits of our operations for compliance with
these Minimum Requirements and Expectations. [P]
Bloodborne Pathogens: Where a risk of exposure to
human body fluids exists, or may be expected to occur,
we will train everyone potentially impacted on the risks
of exposure, the universal precautions recommended to
control exposure, and the practices to be used to clean up
human body fluid in the workplace. For details on what’s
required, see the written program. [T][WP] (29 CFR
1910.1030)
Computers and Data Handling Equipment:
Computers, data handling equipment and records need to
be protected from loss due to fire, explosion, theft, water
damage and unauthorized physical or electronic access.
Confined Space Entry: Because of the risk of problems
or injury, we will follow the procedures outlined in the
written program for safe entry into tanks, vessels,
manholes and other enclosed or confining spaces.
Provisions in the written program include requirements
for written authorization, oxygen and explosivity testing,
ventilation, isolation, lock out, monitoring and rescue.
[T][WP] (29 CFR 1910.146)
Contractor Safety: Anyone dealing with contractors
and sub-contractors will check to see that they have and
enforce Loss Control standards for their people. This

must be a job specification and integral part of each
contract.
Control of Government and Personnel Data and
Computers: We will all take steps to ensure the control
of government and personnel data and computers to keep
them secure from deliberate intrusion, accidental threats,
or natural disasters with appropriate contingency plans
for disaster recovery.
Compressed Gas Cylinders: All compressed gas
cylinders must be secured in storage and in use, with
valves protected, and with fuel gas cylinders separated
from oxygen cylinders or highly combustible materials
be at least 20 feet or a non-combustible barrier. [T] (29
CFR 1910.252)
Cranes and Hoists: We will ensure that all our cranes
and hoists are inspected daily, that all who operate them
are appropriately trained, and that their rated loads are
clearly displayed. [T] (29 CFR 1910.179 and .184)
Crime and Fraud: As a matter of operational
importance, our procedures call for the investigation,
prosecution and restitution of cases where crime or fraud
are committed against the county with appropriate
communication of incidents to all employees as
permitted by law.
Electrical: Electrical installations will be designed and
well documented to: [T] (29 CFR 1910.301-.308)
ϖ Conform to national codes/local regulations.
ϖ Provide a reliable power source.
ϖ Protect primary equipment with alarms and
shutdown relays. Devices must be tested at
appropriate intervals.
ϖ Provide emergency power supply for equipment
that may become a hazard under normal power
source failure.
ϖ Provide for grounding and bonding with regular
testing.
Electrical Safe Work Practices: Everyone working
with electrical equipment and who faces the risk of
injury through electrical shock must adhere to written
electrical safe work practices which deal with
lockout/tagout, work on energized equipment, work near
overhead lines, personal precautions and protection, and
warning systems. Training is mandatory for everyone
involved. [T][WP] (29 CFR 1910.331-.335)
Emergency Planning: We maintain an emergency plan
which: [T][WP] (29 CFR 1910.38)
ϖ Provides for all people (employees and the public)
and on which all our people are trained.
ϖ Provides a firefighting organization.
ϖ Is coordinated with the local community and
impacted neighbors.
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ϖ Is field tested and documented at least annually.
ϖ Covers all potential incidents relative to that
department, e.g., utility loss, hazardous/toxic
release, fire, explosion, civil unrest, bomb threats,
and natural disasters.
Employee Training and Job Operating Instructions:
To ensure personal safety and effective operations, we
must provide initial and continuing training for everyone
on matters of safety, health, environmental protection,
and operations. Our success in this area is measured by
knowledge of the current procedures and behaviors that
reflect them. [P]
Equipment and Piping: Equipment, piping and
subsequent maintenance modifications must conform to
the best design, fabrication, installation and
documentation practices. Operation and inspection will
conform to applicable County and governmental
requirements.

the work shift is qualified to render first aid and that first
aid supplies are available for use. [T](29 CFR
1910.151-.153)
Flammable Liquids and Gases: Before flammable
vapor-air or gas-air mixtures are allowed to exist in the
flammable or explosive range, ignition potential must be
determined and preventive/protective measures taken.
Floors and Floor Loads: All floor surfaces must be kept
clean, dry, and free of projections, and must have the
maximum safe load limit posted. (29 CFR 1910.22)
Fork Lift Trucks: Everyone must ensure that all forklift
trucks are safe for service, appropriately guarded, and
operated only by trained operators. [T](29 CFR
1910.178) [P]
Government Regulations: We must always ensure that
we have safety regulations equal to or better than
applicable government safety regulations and we must be
sure that we are all following them.

Ergonomic Design: It is essential that we protect the
musculoskeletal health of our workforce through the
appropriate design of tools, tasks, and workstations and
through workplace training and education in the
principles of ergonomics.

Guarding and Interlocking: All equipment must be
guarded and interlocked when there is a reasonable
probability that an injury can be prevented by such
action. (29 CFR 1910.211-.222)

Exits: It is expected that there are sufficient exits to
provide alternative means of escape from all work areas,
that they are kept unobstructed and operable, that they
are clearly marked, and that they exit directly to the
street or open space. In addition, responsible teams or
managers must hold drills regularly to ensure everyone is
able to exit safely in the event of an emergency. [T](29
CFR 1910.33-37)

Hazard Communication: In all our areas, we will
identify and list the chemical, physical, toxicological,
and reactive properties of all hazardous materials utilized
and/or produced there and regularly communicate this
information to all with a need to know. Communication
methods will include labeling, material safety data
sheets, and periodic training in accordance with our
written hazard communication program. [T][WP] (29
CFR 1910.1200)

Fire Fighting: All our people must be trained in the
proper response to take in the event of a workplace fire.
For most personnel, this will be training in hazard
recognition and evacuation. Only those personnel
designated and trained in first aid fire fighting may
attempt to extinguish workplace fires. [T][WP] (29
CFR 1910.155-.165)
Fire Prevention: In order to prevent loss of life and
public property, each operating unit will have a fire
prevention plan that list major fire hazards, ignition
sources, procedures to control combustible waste and
other means to limit the risks of fire. [T][WP] (29 CFR
1910.39)
Fire Protection Systems: In all work areas, we will
have an inspection and maintenance program for fire
protection equipment and water supplies. This will
include an adequate, reliable source of fire water
sufficient for the area. Impairment of fire protection
systems will be treated as an emergency and immediate
repairs will be made or alternative protection provided.
First Aid: We will ensure that, when qualified medical
personnel are not on-site, at least one individual within

Housekeeping: We will keep all our work areas and
other facility spaces clean, orderly, and sanitary at all
times. (29 CFR 1910.22 and .141)
Hot Work and Smoking: We will consistently control
smoking and any work or operation of any equipment
that may act as a source of ignition in areas where
flammables and combustibles are present, e.g., welding,
cutting, grinding, liquid or powder transfers, etc.
[T][P] (29 CFR 1910.251-255)
Industrial Hygiene and Medical Program: It is
important for us to detect and control potential health
hazards that may affect the safety and health of our
people and the local community. [P]
Instrumentation: We will use instrumentation and
interlocks to monitor and/or control critical parameters
such as temperature or pressure, which may be indicative
or lead to the existence of hazardous conditions.
All control instrumentation must fail-safe and emergency
controls must be located for rapid response. All devices
critical to continued safe operation or orderly shutdown
must be regularly tested.
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Job and Process Operating Procedures: For all jobs,
we will have and use written job and process operating
procedures. They must be reviewed annually. Changes
will be implemented only after appropriate review by
management and/or impacted operating personnel. [P]
Ladders, Scaffolding, Work Surfaces, etc.: We will
have, and use, safety equipment and safety devices for
work that cannot be done safely from the ground or from
permanent flooring or platforms. (29 CFR 1910.25-26)
Leak and Spill Control/Containment: We will have,
and use, facilities for the detection of leaks and spills and
we will be able to isolate significant quantities of
material safely when handling hazardous materials.
Protective features must be installed to minimize the
potential for employee exposure, fire and explosion.
Line and Equipment Opening: We must use
procedures for safe line and equipment opening
operations. P]
Lockout/Tagout Procedures: In all our operations, we
must follow rules for de-energizing, lock out, tag out and
field-testing of power driven equipment prior to any
work that requires exposure to unguarded equipment or
hazards caused by unexpected starting. [T][WP] (29
CFR 1910.147)
Material Control: For a variety of regulatory and asset
protection reasons, we control materials and goods
entering and leaving the workplace. Activities that we
control include: purchasing, shipping, receiving, storage,
salvage, donation, employee use, scrap and wastes.
Check procedures or with a manager if there are
questions. [P]
Noise Exposure: Routinely, we will determine if
exposure to noise exceeds permissible levels and take
appropriate steps to bring the noise below such
acceptable levels by engineering, administrative
measures, or personal protective equipment. [T] (29
CFR 1910.95)
Personal Protective Clothing and Equipment: All of
us will wear the proscribed eye, hand, body, face, head,
hearing, respiratory and foot protection when there is a
reasonable probability that injury can be prevented or
minimized by use of such equipment. [T][WP] (29
CFR 1910.132-.140)
Posting Requirements: Certain notices and posters are
required to be displayed in the workplace. They include:
ϖ The OSHA/PESH employee rights poster
ϖ A copy of the PESH Form SH-900.1 during
February through April for the previous year
ϖ Copies of formal, official communications with
PESH
ϖ Imminent danger notices

ϖ Signs and labels regarding potential or actual
exposure to toxic substances
Records and Reports Required by OSHA/PESH:
Many sections of the OSHA standards mandate that
various records be kept and we will keep those records
that apply to us. In general, records are required of:
ϖ Emergency Action and Fire Prevention Plans (29
CFR 1910.38)
ϖ Maintenance inspections of manlifts (29 CFR
1910.68)
ϖ Noise exposure and audiometric test results (29
CFR 1910.95)
ϖ Written plans for hazardous waste operations and
emergency response, as well as training
certification and medical surveillance (29 CFR
1910.120)
ϖ Date of issue of respirators to employees and
monthly inspection records for emergency use
respirators (29 CFR 1910.134)
ϖ Written procedures for the control of potentially
hazardous energy and records of training and
program inspections (29 CFR 1910.147)
ϖ Written statement of fire guard policy (29 CFR
1910.156)
ϖ Dates of recharge, testing, and inspection of fire
extinguishers (29 CFR 1910.157)
ϖ Either signs on sprinkler valves or central records
covering design of system (29 CFR 1910.159)
ϖ Records of testing and inspection of cranes and
derricks, chain hoists, and ropes (29 CFR
1910.179-.181)
ϖ Inspection and testing of industrial slings (29 CFR
1910.184)
ϖ Periodic inspection and certification of welding,
cutting and brazing equipment (29 CFR 1910.252)
ϖ Exposure records on OSHA-regulated air
contaminates (29 CFR 1910.1000)
ϖ Records of occupational exposure to bloodborne
pathogens and of employee training, where
required (29 CFR 1910.1030)
ϖ Accurate records of inventories of all flammable
and combustible liquids (29 CFR 1910.101-.110)
ϖ A written hazard communication program and a
complete set of MSDS forms on covered chemicals
(29 CFR 1910.1200)
Reproductive Health Hazards: It is important that our
people are adequately protected from any adverse effects
from materials that can adversely impact reproductive
health. Personal protective equipment will be utilized
where elimination, substitution, and engineering controls
are unable to control exposure.
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Safe Operation of Motor Vehicles and Motorized
Handling Equipment: All of us must follow procedures
for safe operation of all motor vehicles, including
operator-driven material handing equipment and work
platforms. [P]
Sensitive Information Control: We are all responsible
for protecting sensitive information with respect to
classification, marking, printing, copying, distribution,
use, storage, recording, retrieval, transportation and
disposal.
Signs, Labels, and Colors: Within our operations,
Danger signs of red, black, and white will be used only
where an immediate hazard exists. Caution signs of
black on yellow will be used to warn against potential
hazards or caution against unsafe practices. Safety
Instruction signs with white letters on a green panel
against a white background will be used only to provide
instruction. Tags in similar colors and wording will be
used as a temporary means of warning about conditions,
potential hazards, and defective equipment. [T] (29
CFR 1910.145)
Storage: All toxic, flammable, combustible or corrosive
materials in storage must be separated and/or protected
from fire exposures and be located to minimize exposure
to other operations. All stored materials must be stacked,
blocked, interlocked, and limited in height so as to
prevent sliding or collapse. Storage areas must also be
kept free of materials that create hazards from tripping,
fire, explosion, or pests; and allow free passage and
movement within the area. (29 CFR 1910.176-.190)
Testing of Emergency Alarms and Protective Devices:
We will regularly test emergency alarms, protective and
emergency devices and all devices critical to the
continued safe operation or orderly shutdown of
operations. [P]

assigned, when reassigned to a new job or function,
when loss incidents suggest a need for refresher training,
when jobs or processes change, and when otherwise
required by law. As a minimum, the following training
will be provided to our people:
ϖ New employee orientation on safety, health,
security, and environmental requirements and
procedures prior to initial job assignment. [P]
ϖ Hazard Communication training covering standard
requirements, program operation, explanation of
labels and MSDSs, location of the written plan,
education on chemical hazards and workplace
hazardous materials, protective measures
employees can take, employer-implemented
protection, and hazard detection methods; with
annual refreshers. [T][WP] (29 CFR 1910.1200)
ϖ Electrical Safe Work Practice training covering
lockout/tagout and other required practices and
precautions. [T][WP] (29 CFR 1910.331-.335)
ϖ Confined Space Entry training at the time of
assignment and whenever duties change, the
hazards change, or evaluation suggests inadequate
knowledge. The training must be certified as
accomplished by an appropriate member of
management. [T][WP] (29 CFR 1910.146)
Truck Loading: When loading or unloading road trucks,
we will ensure that the brakes are set and that the rear
wheels are chocked. (29 CFR 1910.23)
Welding: Operators of welding equipment must be
trained and qualified in its use, the equipment must be
safe for the application, with adequate mechanical
ventilation, shielding from radiation, and use must be
consistent with good fire prevention procedures. [T] (29
CFR 1910.251-.257)

Training: Training will be conducted on the loss
prevention elements listed throughout these requirements
and expectations for all personnel when initially
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Ontario County

SAFETY AND HEALTH TRAINING REQUIREMENTS – 1.3
Safety and Health Procedure 1.3
Revised: July 18, 2022
Required by: OSHA, PESH and County Policy
Reference: OSHA General Industry Standards, Training Requirements in OSHA Standards and
Training Guidelines (OSHA 2254)
Coordinator: Department Head/Manager
Summary: Training is well known as the first step in preparing people to do their jobs safely in the
workplace. The OSHA standards contain many specific requirements for workplace training that
cover the range and types of jobs performed within County operations, but the OSHA list is not
complete and does not cover new employee orientation. However, it is County policy that all our
people be trained and proficient in all that we do. For this reason, we will provide appropriate
training above and beyond the requirements of OSHA or PESH where it is determined necessary
for safe work.
We see training as an opportunity to eliminate injuries and loss events, increase job skills, and
improve the level of trust and communications between all our people
Responsibility: The responsibility for workplace training rests with management. Senior management
will take the steps necessary to ensure that all department heads and supervisors are trained in their
role and provided with the resources necessary to ensure that all their people are properly and
appropriately trained. They will make it clear that department heads and supervisors are responsible
for the content, quality, and prompt delivery of training as required by this procedure and will hold
them accountable for ensuring that their people are properly prepared to perform all jobs assigned
properly and safely
Department heads and supervisors will facilitate the training process, ensure that all their people are
trained and competent to perform their jobs safely, and will observe job safety performance
regularly to determine that competence is being maintained and utilized. Department heads and
supervisors are encouraged to conduct key training themselves so that their people can observe and
appreciate their commitment to safety.
Employees are expected to participate actively in the safety and health training process. If not
properly trained for an assigned job, they are expected to request that appropriate training be given
before they begin work on that job. Where experience and skill level allow, employees are
encouraged to help with the development and delivery of training under this procedure.
Training Topics: Appendix 1 lists the training requirements contained in the OSHA standards for
general industry. Additional county training requirements are also listed. Trainers are expected to
review the specific requirements of the OSHA standard for the subject being taught. They may also
utilize the training key points covered in the company procedure covering the subject.
Delivery: Training delivered in accordance with this procedure must have content, quality, duration,
and a level of interactivity sufficient to allow trainees to attain and maintain competence in the
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subject. Purchased materials such as DVD’s, booklets, and computer programs may be utilized as
training aids, but must be supplemented with job-specific information and discussion of the
material with a supervisor or other competent trainer.
Written Training Plans: Where a county procedure exists for the subject being taught, the training
key points contained in the procedure may be used as the written training plan. If no procedure
exists, or greater detail is needed, instructors are expected to prepare and use a written training plan.
A copy of the written plan should be given to the Office of Employee Safety for filing and sharing
with others teaching the same subject.
Training Frequency: Appendix 1 shows when training must be delivered. As a rule, all personnel
should be trained upon hiring (and before beginning work) or upon initial assignment to a job or
task requiring the particular safety knowledge or skill. Training should also be conducted when
requirements or procedures change and when employee performance indicates that retraining is
required.
Records: The training record (Appendix 2) should be filled out at the completion of training and
turned in to the Office of Employee Safety for entry into the individual training records and for
retention.
Supervisors and Department Heads are responsible for ensuring that all individuals assigned are
current in their training. At least quarterly, they should reconcile the training records of all assigned
individuals with the requirements shown in Appendix 1.
Quality: The best determination of quality in training is competence in the subject area. Department
heads and supervisors are expected to observe and evaluate competence at regular intervals
following training. As part of training delivery, instructors should develop written or practical tests
designed to test knowledge and skills in core competencies upon completion of the training.
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Training Requirements for Public Employees In New York State
Topic (OSHA §)
Access to Employee Exposure and Medical Records
(.1020)
Accident Prevention Signs and Tags (.145)
Anhydrous Ammonia Unloading (.111)
Arc Welding and Cutting (.254)
Bloodborne Pathogens (.1030)
Control of Hazardous Energy (.147)
Electrical Safety-Related Work Practices (.332)
Emergency/Fire Prevention Plans (.38)
Fire Brigades (.156)
Fixed Extinguishing Systems (.160)
Fixed Powered Platforms/Lifts (.66)
Flammable/Combustible Liquids (.106)
Forging Machines (.218)
General Safety Update
Hazard Communication (.1200)
Hazardous Waste Operations and Emergency
Response (.120)
Ionizing Radiation (.1096)
LPG Storage/Handling (.110)
Mechanical Power Presses (.217)
Medical Services and First Aid (.151)
New Employee Safety Orientation
Occupational Exposure to Hazardous Chemicals in
Laboratories (.1450)
Occupational Noise Exposure (.95)
Overhead and Gantry Cranes (.179)
Oxygen-Fuel Gas Welding and Cutting (.253)
Permit-Required Confined Spaces (.146)
Personal Protective Equipment (.132)
Portable Fire Extinguishers (.157)
Powered Industrial Trucks (.178)
PSM of Highly Hazardous Chemicals (.119)
Rabies Exposure Control Plan (NYS PESH)
Recording and Reporting Occupational Injuries and
Illnesses (PESH 12 NYCRR Part 801)
Resistance Welding (.255)
Respiratory Protection (.134)
Servicing Multi-Pieced and Single-Piece Rim
Wheels (.177)
Telecommunications (.268)
Transportation of Explosives (.109)
Vehicle-Mounted Work Platforms (.67)
Workplace Violence Prevention (NYS PESH)

These specific chemicals also have
training requirements:
Carcinogens (.1003-.1016)
Vinyl Chloride (.1017)
Inorganic Arsenic (.1018)
Cadmium (.1027)
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Benzene (.1028)
Coke Oven Emissions (.1029)
Cotton Dust (.1043)
1,2-Dibromo-3-Chloropropane
(DBCP)(.1044)
Acrylonitrile (.1045)
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Ethylene Oxide (.1047)
Formaldehyde (.1048)
Methylenedianiline (.1050)
1,3-Butadiene (.1051)
Methylene Chloride (.1052)
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Key:
Hire = At time of hiring
Asgn = At time of assignment involving topic
Chng = When materials, conditions, procedures, plans, or
responsibilities change
Perf = When performance indicates a need for training
1 Yr = OSHA/PESH requires annual refresher training
Notes:
(1)
(2)
(3)
(4)
(5)

3 Yr = OSHA requires refresher training at least once
every three years
Write = A written training plan is required
Cert = Training must be certified by the company
Demo = Individual trained must demonstrate competence
in the subject
 = This is a county requirement
 = This is an OSHA/PESH standards requirement

Employees assigned to interior structural firefighting duties must be trained quarterly.
Evaluation of performance is required at least every three years, then train if necessary.
OSHA requires a qualified person in charge when two or more cranes are used.
Both maintenance personnel and operators must be trained.
Annual training is required by PESH, not by OSHA
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ONTARIO COUNTY EMPLOYEE SAFETY
DIVISION OF HUMAN RESOURCES
3019 COUNTY COMPLEX DRIVE
CANANDAIGUA, NEW YORK 14424

TRAINING ATTENDANCE RECORD
COURSE(S): _________________________________________________________________________________________________________________
DATE: ____________________________ DEPARTMENT: _______________________________ LOCATION : ________________________________
INSTRUCTOR(S): ____________________________________________________________________________________________________________
EMPLOYEE NAME (Please Print):

SIGNATURE:

EMPLOYER or DEPARTMENT:

SOCIAL SECURITY

( LAST 4 DIGITS):

________________________
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Ontario County

ABOUT PESH AND OSHA - 1.4
Safety and Health Procedure – 1.4
Revised: July 18, 2022
Required by: County Policy
Reference: NYS Labor Law, Article 2, Sections 27-32; OSHA Act and Standards
County Coordinator: County Safety Coordinator
Employee Training Frequency: At time of hiring and when requirements or procedures change.
Summary: All County and County Workers’ Compensation Self-Insurance Plan participants are
regulated for workplace safety and health by the New York State Department of Labor Public
Employees’ Safety and Health Bureau (PESH) under standards promulgated by the U. S. Department
of Labor Occupational Safety and Health Administration (OSHA).
Training Key Points:
1. New York State PESH provides workplace safety and health protection to all public
employees working in the state.
2. New York State Labor Law, Article 2, provides the authority for PESH activities, including
duties, standards, inspections, enforcement, recordkeeping, and certain other administrative
procedures.
3. While PESH handles inspections and enforcement, the standards enforced are those
promulgated by federal OSHA with two principal exceptions:
a. Recording of injuries and illnesses is done under NYS law using forms and
requirements very similar to those of OSHA.
b. Training under the OSHA Chemical Hazard Communication Standard is required
annually by PESH.
c. Training under the Workplace Violence Prevention Standard is required on
assignment and annually by PESH.
4. OSHA regulations may be found on the OSHA web site www.osha.gov. Many are
summarized in the procedures in this manual.
5. PESH personnel have a right to enter any governmental department, agency or unit or work
location in the County and conduct inspections and issue a notice to comply.
6. PESH orders to comply must be posted in the workplace in a conspicuous location where all
employees might have the opportunity to read them.
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7. A representative of the department, agency or unit and an authorized employee
representative may accompany the inspector during the inspection.
8. If the department, agency, or unit fails to comply, PESH may assess fines and penalties.
9. Any time a PESH inspector enters the workplace, he or she should be asked to wait at the
reception or office area while the department head/manager, the County Department of
Employee Safety, and the authorized employee representative are notified and given the
opportunity to meet with the PESH inspector and participate in the inspection.
10. Any employee or employee representative is entitled to file a written, signed complaint with
PESH if he/she believes a standard has been violated or there is imminent danger present in
the workplace.
a. Employees filing complaints with PESH are protected by law from retaliation or
discrimination.
b. County employees are encouraged to bring any safety and health concerns
immediately to the attention of the department head/manager and to give the County
an opportunity to correct the situation to the satisfaction of the law and the
employee.
11. Questions about the application of OSHA standards to County operations should be handled
by supervision with the help and assistance of the Ontario County Employee Safety office.
If unresolved, the Ontario County Safety Coordinator may contact PESH or OSHA for
advice or an interpretation of the standard.
12. The PESH Rochester office, (585) 258-4570, handles workplace safety and health
enforcement within Ontario County.
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Ontario County

MANAGING THE SAFETY AND HEALTH PROCESS – 1.5
Safety and Health Procedure 1.5
Revised: May, 2005
Required by: County Policy
Reference: OSHA Safety and Health Program Management Guidelines
County Coordinator: County Safety Coordinator
Employee Training Frequency: At time of hiring and when elements of the process are changed.
Summary: Research and experience within successful organizations show that workplace safety and
health is accomplished through the implementation of a comprehensive safety and health process
that guides the daily decisions and activities of all personnel. Compliance with OSHA standards
and PESH regulations, while essential, is inadequate to eliminate workplace injuries and illnesses.
A comprehensive process ensures that safety and health is actively led by management with the full
involvement of all employees using tools and techniques known to be effective.
Within Ontario County, and the Ontario County Workers’ Compensation Self-Insurance Fund
participating organizations, it is expected that managers and supervisors will utilize the guidelines
and attributes contained in Appendix 1 to help develop their comprehensive management process.
The final objective of this process is to instill a workplace culture and positive working
relationships that will result in a workplace routinely free of hazards and at-risk behaviors that lead
to injuries and illnesses.
Training Key Points:
1. The Board of Supervisors and department management strongly believe that it is possible to
create a work environment where injuries and illnesses do not occur.
2. Hundreds of organizations in the United States have created such an environment utilizing a
process developed by OSHA to manage safety and health. These organizations now belong
to the OSHA Voluntary Protection Program (VPP) and are recognized as some of the best
organizations in the country for safety.
3. The OSHA process recommends twenty-five elements in four broad areas of activity— (1)
management leadership and employee involvement, (2) workplace analysis, (3) hazard
prevention and control, and (4) training.
4. Appendix 1 shows the broad areas of involvement, the twenty-five elements, and a list of
attributes or checkpoints for each of the elements.
5. While the list in appendix 1 may appear to be extensive and complex, the County is already
doing many of them successfully. Our objective is to continually improve our process by
working on additional elements and attributes a few at a time until we have achieved
excellence.
6. “Excellence” will be measured by the absence of uncontrolled hazards; safe working
behaviors consistent with regulations, training, and the procedures outlined in this manual;
and very few injuries, illnesses or loss incidents.
Ontario County Safety and Health Procedure: Managing the Safety and Health Process
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OSHA Guidelines and Attributes of Excellence
This document shows the relationship between the indicator descriptions from the 1989 OSHA Safety and Health
Program Management Guidelines and the attributes of excellence taught in the OSHA Safety and Health Programs
Assistance Training: Achieving Excellence course for OSHA consultants. The descriptions show the intent of the
indicator and the attributes cover the essential elements of an excellent effort.

MANAGEMENT LEADERSHIP AND EMPLOYEE
INVOLVEMENT
1–Clear Worksite Safety and Health Policy
Indicator Description
State clearly a worksite policy on safe and healthful work
and working conditions, so that all personnel with
responsibility at the site and personnel at other locations
with responsibility for the site understand the priority of
safety and health protection in relation to other
organizational values.
Attributes of Excellence
A. There is a policy that promotes safety and health.
B. The policy is available in writing.
C. The policy is straight forward and absolutely clear.
D. The policy is supported by senior management.
E. The policy can be easily explained or paraphrased by
others within the workforce.
F. The safety and health policy is expressed in the context
of other organizational values.
G. The policy statement goes beyond compliance to
address the safety behavior of all members of the
organization.
H. The safety and health policy guides all employees in
making a decision in favor of safety and health when
apparent conflicts arise with other values and priorities.
2–Clear Goals and Objectives Set and Communicated
Indicator Description
Establish and communicate a clear goal for the safety and
health program and objectives for meeting that goal, so that
all members of the organization understand the results
desired and the measures planned for achieving them.
Attributes of Excellence
A. A safety and health goal exists in writing.
B. The goal relates directly to the safety and health policy
or vision.
C. The goal incorporates the essence of “a positive and
supportive safety system integrated into the workplace
culture” into its language.
D. The goal is supported by senior management and can
be easily explained or paraphrased by others within the
workplace.
E. Objectives which are designed to achieve the goal
exist.
F. The objectives relate to deficiencies identified on
assessment tool.

G. The objectives are clearly assigned to responsible
individual(s).
H. A measurement system exists which reliably indicates
progress on objectives toward the goal.
I. The measurement system is consistently used to
manage work on objectives.
J. The objectives can be easily explained by others within
the workplace.
K. Measures used to track objective progress are know to
the workforce.
L. Members of the workforce are active participants in the
objectives process.
3–Management Leadership
Indicator Description
Provide visible top management involvement in
implementing the program, so that all will understand that
management’s commitment is serious.
Attributes of Excellence
A. The positive influence of management is evident in all
elements of the safety and health program.
B. Members of the workforce perceive management to be
exercising positive leadership.
C. Members of the workforce can give examples of
management’s positive leadership.
4–Management Example
Indicator Description
Provide visible top management involvement in
implementing the program, so that all will understand that
management’s commitment is serious. [same as 3]
Attributes of Excellence
A. All managers know and understand the safety and
health rules of the organization and the safe behaviors
they expect from others.
B. Managers throughout the organization consistently
follow the rules and behavioral expectations set for
others in the workforce as a matter of personal practice.
C. Members of the workforce perceive management to be
consistently setting positive examples and can illustrate
why they hold these positive perceptions.
D. Members of management at all levels consistently
address the safety behavior of others by coaching and
correcting poor behavior and positively reinforcing
good behavior.
E. Members of the workforce credit management with
establishing and maintaining positive safety values in
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the organization through their personal example and
attention to the behavior of others.
5–Employee Involvement
Indicator Description
Provide for and encourage employee involvement in the
structure and operation of the program and in decisions
that affect their safety and health, so that they will commit
their insight and energy to achieving the safety and health
program's goal and objectives.
Attributes of Excellence
A. Employees accept personal responsibility for ensuring
a safe and healthy workplace.
B. The employer provides opportunities and
mechanism(s) for employees to influence safety and
health program design and operation.
C. There is evidence of management support of employee
safety and health interventions.
D. Employees have a substantial impact on the design and
operation of the safety and health program.
E. There are multiple avenues for employee participation.
F. The avenues are well known, understood, and utilized
by employees.
G. The avenues and mechanisms for involvement are
effective at reducing accidents and enhancing safe
behaviors.
6–Assigned Safety and Health Responsibilities
Indicator Description
Assign and communicate responsibility for all aspects of the
program so that managers, supervisors, and employees in
all parts of the organization know what performance is
expected of them.
Attributes of Excellence
A. All elements of the company’s safety and health
program are specifically assigned to a job or position
for coordination.
B. Assignments are in writing.
C. Each assignment covers broad performance
expectations.
D. All personnel with program assignments are familiar
with their responsibilities.
7–Authority and Resources for Safety and Health
Indicator Description
Provide adequate authority and resources to responsible
parties, so that assigned responsibilities can be met.
Attributes of Excellence–Authority
A. Authority to meet assigned responsibilities exists for all
personnel.
B. Authority is granted in writing.
C. Authority is exclusively within the control of the
individual holding the responsibility.
D. Personnel believe they actually have the authority
granted to them.

E. Personnel understand how to exercise the authority
granted to them.
F. Personnel have the will to exercise the authority
granted to them.
G. Responsibilities are being met appropriately and on
time.
Attributes of Excellence–Resources
A. Adequate resources (personnel, methods, equipment,
funds) to meet responsibilities are available to all
personnel.
B. Necessary resources are exclusively within the control
of the individual holding the responsibility.
C. Resources are being effectively applied by all
personnel in order to meet responsibilities.
8–Accountability
Indicator Description
Hold managers, supervisors, and employees accountable
for meeting their responsibilities, so that essential tasks will
be performed.
Attributes of Excellence
A. All personnel are held accountable for meeting their
safety and health responsibilities.
B. Methods exist for monitoring performance of
responsibilities.
C. Failure to meet assigned responsibilities are addressed
and result in appropriate coaching and/or negative
consequences.
D. Personnel meeting or exceeding responsibilities are
appropriately reinforced for their behavior with
positive consequences.
E. Data related to key elements of safety and health
performance are accumulated and displayed within the
workplace to inform all personnel of progress being
made.
F. Accountability data is used by individuals and teams to
revise goals and objectives so as to facilitate
continuous improvement in safety and health.
9–Program Review (Quality Assurance)
Indicator Description
Review program operations at least annually to evaluate
their success in meeting the goal and objectives, so that
deficiencies can be identified and the program and/or the
objectives can be revised when they do not meet the goal of
effective safety and health protection.
Attributes of Excellence
A. The safety and health program is reviewed at least
annually.
B. The criteria for the safety and health program review is
against the OSHA Safety and Health Program
Management Guidelines or other national consensus
criteria in addition to the facility goal and objectives
and any other facility-specific criteria.
C. The review samples evidence over the entire facility or
organization.
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D. The review examines written materials, the status of
goals and objectives, records of incidents, records of
training and inspections, employee and management
opinion, observable behavior and physical conditions.
E. Review is conducted by an individual (or team)
determined competent in all applicable areas by virtue
of education, experience, and/or examination.
F. The results of the review are documented and drive
appropriate changes or adjustments in the program.
G. Identified deficiencies do not appear on subsequent
reviews as deficiencies.
H. A process exists which allows deficiencies in the
program to become immediately apparent and
corrected in addition to a periodic comprehensive
review.
I. Evidence exists which demonstrates that program
components actually result in the reduction or
elimination of accidents.

WORKPLACE ANALYSIS
10–Hazard Identification (Expert Survey)
Indicator Description
So that all hazards are identified: Conduct comprehensive
baseline worksite surveys for safety and health and periodic
comprehensive update surveys.
Attributes of Excellence
A. The surveys are completed at appropriate intervals,
with consideration to more frequent surveys in more
hazardous, complex, and highly changing
environments.
B. The surveys are performed by individuals competent in
hazard identification and control, especially with
hazards that are present at the worksite.
C. The survey drives immediate corrective action on items
found.
D. The survey results in optimum controls for hazards
found.
E. The survey results in updated hazard inventories.
11–Hazard Identification (Change Analysis)
Indicator Description
So that all hazards are identified: Analyze planned and new
facilities, processes, materials, and equipment.
Attributes of Excellence
A. Operational changes in space, processes, materials, or
equipment at the facility are planned.
B. Planned operational changes are known to responsible
management and affected workers during the planning
process.
C. A comprehensive hazard review process exists and is
used for all operational changes.
D. The comprehensive hazard review process involves
competent, qualified specialists appropriate to the

hazards anticipated and the operational changes being
planned.
E. Members of the affected workforce actively participate
in the comprehensive hazard review process.
F. The comprehensive hazard review process results in
recommendation for enhancement or improvement in
safety and health elements of the planned operational
change which are accepted and implemented prior to
operational start-up.
12–Hazard Identification (Routine Hazard Analysis)
Indicator Description
So that all hazards are identified: Perform routine job
hazard analyses
Attributes of Excellence
A. Members of management and of the workforce are
aware that hazards can develop within existing jobs,
processes and/or phases of activity.
B. One or more hazard analysis systems designed to
address routine job, process, or phase hazards is in
place at the facility.
C. All jobs, processes, or phases of activity are analyzed
using the appropriate hazards analysis system.
D. All jobs, processes, or phases of activity are analyzed
whenever there is a change, when a loss incident
occurs, or on a schedule of no more than three (3)
years.
E. All hazard analyses identify corrective or preventive
action to be taken to reduce or eliminate the risk of
injury or loss, where applicable.
F. All corrective or preventive actions identified by the
hazard analysis process have been implemented.
G. Upon implementation of the corrective or preventive
actions identified by the hazard analysis process, the
written hazard analysis is revised to reflect those
actions.
H. All members of the workforce have been trained on the
use of appropriate hazard analysis systems.
I. A representative sample of employees is involved in
the analysis of the job, process, or phase of activity
which applies to their assigned work.
J. All members of the workforce have ready access to,
and can explain the key elements of, the hazards
analysis which applies to their work.
13–Hazard Identification (Inspection)
Indicator Description
Provide for regular site safety and health inspections, so
that new or previously missed hazards and failures in
hazard controls are identified.
Attributes of Excellence
A. Inspections of the workplace are conducted in all work
areas to identify new, reoccurring, or previously missed
safety or health hazards and/or failures in hazard
control systems.
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B. Inspections are conducted routinely at an interval
determined necessary based on previous findings or
industry experience (at least quarterly at fixed
worksites, weekly at rapidly changing sites such as
construction, as frequently as daily or at each use
where necessary).
C. Personnel at all levels of the organization are routinely
involved in safety and health inspections.
D. All personnel involved in inspections have been trained
in the inspection process and in hazard identification.
E. Standards exist which outline minimum acceptable
levels of safety and health and which are consistent
with federal OSHA or state safety and health
requirements, where they exist.
F. Standards cover all work and workplaces at the facility
and are readily available to all members of the
workforce.
G. All personnel involved in inspections have been trained
on the workplace safety and health standards and
demonstrate competence in the standards and their
application to the worksite.
H. All inspections result in a written report of hazard
findings, where applicable.
I. All written reports of inspections are retained for a
period required by law or sufficient to show a clear
pattern of inspections.
J. All hazard findings are corrected as soon as practically
possible and are not repeated on subsequent
inspections.
K. Statistical summaries of all routine inspections are
prepared, charted, and distributed to management and
the workforce so as to show status and progress at
hazard elimination.
14–Hazard Reporting System
Indicator Description
So that employee insight and experience in safety and
health protection may be utilized and employee concerns
may be addressed, provide a reliable system for employees,
without fear of reprisal, to notify management personnel
about conditions that appear hazardous and to receive
timely and appropriate responses; and encourage
employees to use the system.
Attributes of Excellence
A. A system for employee hazard reporting is in place and
is known to all employees.
B. The system allows for the reporting of physical and
behavioral hazards.
C. Supervisors and managers actively encourage use of
the system and employees feel comfortable using the
system in all situations.
D. The system provides for self-correction through
empowerment.
E. The system involves employees in correction planning,
as appropriate.

F.

The system provides for rapid and regular feedback to
employees on the status of evaluation and correction.
G. Employees are consistently reinforced for using the
system.
H. Appropriate corrective action is taken promptly on all
confirmed hazards.
I. Interim corrective action is taken immediately on all
confirmed hazards where delay in final correction will
put employees or others at risk.
J. The system provides for data collection and display as
a means to measure the success of the system in
resolving identified hazards.
15–Accident/Incident Investigation
Indicator Description
Provide for investigation of accidents and "near miss"
incidents, so that their causes and means for their
prevention are identified.
Attributes of Excellence
A. Workplace policy requires the reporting of all actual
and “near miss” accidents.
B. All members of the workforce are familiar with the
policy on accident/incident reporting.
C. All accidents and incidents are reported as required by
policy.
D. Workplace policy requires a thorough investigation of
all accidents and incidents.
E. All accidents and incidents are investigated as required
by policy.
F. All investigations are conducted by personnel trained
in accident/incident investigation techniques.
G. All investigations include input from impacted parties
and witnesses, where possible.
H. All investigations determine “root causes”.
I. Recommendations designed to adequately address root
causes are made as a result of all investigations and
result in prompt corrective action.
J. Completed investigative reports are routed to
appropriate levels of management and knowledgeable
staff for review and are provided promptly to
government officials, as required, in accordance with
law and applicable standards.
16–Safety Trends Analysis
Indicator Description
Analyze injury and illness trends over time, so that patterns
with common causes can be identified and prevented.
Attributes of Excellence
A. A system exists which tracks trends in safety and
health at the facility
B. The system addresses trailing indicators, including
accidents, occupational injuries and illnesses, hazards
identified, and complaints from employees and others.
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C. The system addresses leading indicators of safety and
health effectiveness, including employee attitudes and
employee behaviors.
D. All personnel at the facility are aware of the need to
provide incident and activity information to the system,
and do so systematically, accurately, and consistently.
E. An individual, or group, is assigned responsibility for
compiling and analyzing records for safety and health
trends.
F. Trend data is consistently provided to all facility
personnel.
G. All personnel are fully aware of safety and health
trends, causes, and means of prevention.
H. Trend data is utilized to drive improvement and
prevention activities.
I. Employees are active participants in the determination
of collection methods, collection, analysis, and
intervention selection.

HAZARD PREVENTION AND CONTROL
17–Timely Hazard Control
Indicator Description
So that all current and potential hazards, however detected,
are corrected or controlled in a timely manner, established
procedures for that purpose, using the following measures:
• Engineering techniques where feasible and appropriate;
• Procedures for safe work which are understood and
followed by all affected parties, as a result of training,
positive reinforcement correction of unsafe performance,
and, if necessary, enforcement through a clearly
communicated disciplinary system;
• Provision of personal protective equipment; and
• Administrative controls, such as reducing the duration of
exposure.
Attributes of Excellence
A. Hazard controls are in place at the facility.
B. Hazard controls are selected in appropriate priority
order, giving preference to engineering controls, safe
work procedures, administrative controls, and personal
protective equipment (in that order).
C. Once identified, hazards are promptly eliminated or
controlled.
D. Employees participate in developing and implementing
methods for the elimination or control of hazards in
their work areas.
E. Employees are fully trained in the use of controls and
ways to protect themselves in their work area, and
utilize those controls.
18–Facility/Equipment Maintenance
Indicator Description
Provide for facility and equipment maintenance, so that
hazardous breakdown is prevented.

A.
B.

C.

D.

Attributes of Excellence
A preventive maintenance program is in-place at the
facility,
Manufacturers or builders routine maintenance
recommendations have been obtained and are utilized
for all applicable facilities, equipment, machinery,
tools, and/or materials.
The preventive maintenance system ensures that
maintenance for all operations in all areas is actually
conducted according to schedule.
Operators are trained to recognize maintenance needs
and perform or order maintenance on schedule.

19–Emergency Planning and Preparation
Indicator Description
Plan and prepare for emergencies, and conduct training
and drills as needed, so that the response of all parties to
emergencies will be "second nature.”
Attributes of Excellence
A. All potential emergency situations which may impact
the facility are identified.
B. A facility plan to deal with all potential emergencies
has been prepared in writing.
C. The plan incorporates all elements required by law,
regulation, and local code (including the requirements
of 29CFR1910.38, 29CFR1910.119, 29CFR1910.120,
and RCRA, where applicable).
D. The plan is written to complement and support the
emergency response plans of the community and
adjacent facilities.
E. The plan is current.
F. The plan is known to all personnel at the facility who
can explain their role under the plan and can respond
correctly under exercise or drill situations.
G. The plan is known to community emergency response
commanders.
H. The plan is tested regularly with drills and exercises.
I. Community emergency responders are involved, where
appropriate, in the facility drills and exercises.
J. The plan is implemented immediately when an
emergency at or impacting the facility is known.
K. The plan is effective at limiting the impact of the
emergency on the facility and the workforce.
20–Emergency Equipment
Indicator Description
Plan and prepare for emergencies, and conduct training
and drills as needed, so that the response of all parties to
emergencies will be "second nature.” (same as 19)
Attributes of Excellence
A. Emergency communications systems are installed at
the facility.
B. The communication systems are redundant (such as
alarm boxes, emergency telephones, PA systems,
portable radios).
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C. The communication systems are operational.
D. The communication systems are tested at regular
intervals (at least monthly).
E. All personnel at the facility are trained in the use of the
communication systems and can demonstrate their
proper use.
F. Exit signs, evacuation maps, and other emergency
directions are installed at the facility.
G. Emergency directions are available, correct and
accurate in all spaces, corridors, and points of potential
confusion.
H. Personnel are aware of the emergency directions and
can accurately describe the action they are to take in an
emergency based on the directions available to them in
their work area.
I. Emergency equipment appropriate to the facility
(including sprinkler systems, fire extinguishers, first
aid kits, fire blankets, safety showers and eye washes,
emergency respirators, protective clothing, spill control
and clean-up material, chemical release computer
modeling, etc.) is installed or available.
J. Emergency equipment is distributed in sufficient
quantity to cover anticipated hazards and risks, is
operational. and is tested at regular intervals (at least
monthly).
K. All personnel at the facility are trained in the use of
emergency equipment available to them and can
demonstrate the proper use of the equipment.
21–Medical Program (Occupational Health Providers)
Indicator Description
[None specific to this indicator. See Indicator 22]
Attributes of Excellence
A. The employer has an existing relationship with a health
provider to deliver health services as requested by the
employer.
B. The health provider is trained, experienced, and/or
certified in the identification, treatment, and
rehabilitation of occupational injuries and illnesses.
C. The health provider is familiar with applicable OSHA
regulations and record-keeping requirements.
D. The health provider conducts periodic visits and walkthroughs of the facility to maintain familiarity with the
jobs being performed and has participated in a safety
analysis of those jobs.
E. The health provider is available to conduct training and
is accessible to employees to discuss health concerns.
22–Medical Program (Emergency Care)
Indicator Description
Establish a medical program which includes availability of
first aid on site and of physician and emergency medical
care nearby, so that harm will be minimized if any injury or
illness does occur

A. The facility has a plan for providing emergency
medical care to employees and others present on the
site.
B. The plan provides for competent emergency medical
care within three (3) to four (4) minutes and which is
available on all shifts of work.
C. Competent emergency medical care, when needed, is
actually provided in accordance with the plan.
D. All emergency medical delivery is done in accordance
with standardized protocols.
E. Competent emergency medical care, if provided onsite, is certified to at least the basic first aid and CPR
levels.
F. Off-site providers of emergency medical care, if
utilized, are medical doctors, registered nurses,
paramedics, emergency medical technicians or certified
first responders.
G. All members of the workforce are aware of how to
obtain competent emergency medical care.
Attributes of Excellence–Injury/Illness Management
A. An early-return-to-work program is in place at the
facility.
B. Job descriptions are complete for all jobs and include
the physical requirements of the job.
C. Light duty jobs have been identified which are
productive, creative, and not demeaning to the worker.
D. The employer follows a prescribed protocol for early
contact and close communication with the injured
workers health provider which facilitates return to
regular or modified work at the earliest possible date.
E. Employees are aware of, and fully support the earlyreturn-to-work program.

SAFETY AND HEALTH TRAINING
23–Employee Training and Ability
Indicator Description
Ensure that all employees understand the hazards to which
they may be exposed and how to prevent harm to
themselves and others from exposure to these hazards, so
that employees accept and follow established safety and
health protections.
Attributes of Excellence
A. An employee safety and health training program exists
at the facility
B. The training is provided to all employees, unless
proficiency in the knowledge and skills being taught
have been effectively demonstrated.
C. The training covers all legally-required subjects.
D. The training covers hazards (awareness, location,
identification, and protection or elimination).
E. The training covers the facility safety system (policy,
goals and objectives, operations, tools and techniques,
responsibilities, and system measurement).

Attributes of Excellence–Emergency Care
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F.

Training is regularly evaluated for effectiveness and
revised accordingly.
G. Post-training knowledge and skills are tested or
evaluated to ensure employee proficiency in the subject
matter.
H. The training system ensures that the knowledge and
skills taught are consistently and correctly applied by
the employees.
24–Supervisory Training and Ability
Indicator Description
So that supervisors will carry out their safety and health
responsibilities effectively, ensure that they understand
those responsibilities and the reasons for them, including:
• Analyzing the work under their supervision to identify
unrecognized potential hazards;
• Maintaining physical protections in their work areas;
and
• Reinforcing employee training on the nature of potential
hazards in their work and on needed protective measures,
through continual performance feedback and, if
necessary, through enforcement of safe work practices.
Attributes of Excellence
A. A supervisory safety and health training program exists
at the facility.
B. The training is provided to all supervisors, unless
proficiency in the knowledge and skills being taught
has been effectively demonstrated.
C. The training covers all subject matter delivered to
employees to the extent necessary for supervisors to
evaluate employee knowledge and skills and to
reinforce or coach desired employee safety and health
behaviors.
D. The training covers the facility safety system (policy,
goals and objectives, operations, tools and techniques,
responsibilities, and system measurement).
E. The training covers supervisory safety and health
responsibilities.
F. Training is regularly evaluated for effectiveness and
revised accordingly.
G. Post-training knowledge and skills are tested or
evaluated to ensure supervisory proficiency in the
subject matter.
H. The training system ensures that the knowledge and
skills taught are consistently and correctly applied by
the supervisors.

B. The training is provided to all managers, unless
proficiency in the knowledge and skills being taught
have been effectively demonstrated.
C. The training covers all subject matter delivered to
employees and supervisors to the extent necessary for
managers to evaluate employee and supervisory
knowledge and skills and to reinforce or coach desired
safety and health behaviors.
D. The training covers the facility safety system
(management concepts and philosophies, policy, goals
and objectives, operations, tools and techniques, and
system measurement).
E. The training covers management safety and health
responsibilities.
F. Training is regularly evaluated for effectiveness and
revised accordingly.
G. Post-training knowledge and skills are tested or
evaluated to ensure management proficiency in the
subject matter.
H. The training system ensures that the knowledge and
skills taught are consistently and correctly applied by
the managers.

25–Management Training and Ability
Indicator Description
Ensure that managers understand their safety and health
responsibilities, as described under "Management
Commitment and Employee Involvement," so that the
managers will effectively carry out those responsibilities
Attributes of Excellence
A. A management safety and health training program
exists at the facility
Ontario County Safety and Health Procedure: Managing the Safety and Health Process, Appendix 1
Developed by the University of Alabama as a training tool for federal OSHA
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Ontario County
INCIDENT REPORTING AND INVESTIGATION

- 1.6

Safety & Health Procedure 1.6
Revised: May 1, 2005
Required by: PESH and Ontario County Policy
Reference: 12 NYCRR Parts 801 and 901
Coordinator: County Safety Coordinator
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: County management and the Ontario County Workers' Compensation Self Insurance
Program expects that all loss incidents (injuries, property damage, fires, thefts, injuries to the public
and similar events) will be reported to the appropriate department head or manager as soon as
possible following the event and that management will initiate an investigation into the root causes
and the means to prevent a reoccurrence.
The purpose of the investigation is to understand and modify the hazards, system failures, and
behaviors that allowed the event to occur. The County understands that most incidents stem from
many interrelated factors and that the assignment of individual blame or responsibility is
inappropriate and undesirable. As a result, no individual will suffer any discipline or sanctions for
making the prompt report of an incident.
In addition to preventing future incidents, the prompt reporting and investigation of incidents is
essential to meeting legal obligations placed on the county by PESH and Worker’s Compensation
Law.
Steps toward a successful investigation include: protect the accident site, enlist the objective
people to help collect facts and observations regard what happened, interview those involved and
co-workers, analyze all facts and work back to root causes. In the end determining corrective
action is a mandatory last step.
Training Key Points:
1. In the event of an injury, property damage, fire, theft, explosion, close call, or similar event, the
incident should be reported as soon as possible to department management.
2. Any events involving County roads, equipment, vehicles or serious injury to employees must be
reported immediately to the County Department of Employee Safety, as well as the County
Attorney.
3. If the incident is an emergency (injury, hazards exist, people or property are endangered), 911
should be notified immediately and aid should be provided to those injured or at risk, if safe to
do so.
4. Once the emergency (if any) is under control, the scene of the incident should be protected
(undisturbed) to allow for the investigation of causes.
5. Upon notification, appropriate individuals will initiate an investigation to identify the factors
which allowed the incident to occur, will prepare a written report of the investigation using the
form found in Appendix 1, will initiate appropriate corrective action based on the findings of
Ontario County Safety and Health Procedure: Incident Reporting and Investigation
Page 1
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

the investigation, and will submit a copy of the report to the County Department of Employee
Safety for the central incident investigation file.
6. Under PESH, the Employers Report of Work-Related Accident/Occupational Disease
(Worker’s Compensation Board C-2 Form), or the form contained in Appendix 1 must be
completed and filed within seven (7) calendar days following the report to management and
must be retained in the workplace file for five (5) years.
7. For all PESH recordable occupational injuries and illnesses, the County will enter appropriate
data on the official Log of Work-Related Injuries and Illnesses (PESH Form SH-900) for each
department. Each year from February 1 until April 30, the county will post on the official
bulletin boards in each county department a Summary of Work-Related Injuries and Illnesses
(PESH Form SH-900.1) for the previous year. However, employees with questions about
specific incidents or their incident history are encouraged to speak with their department head
or supervisor or the County Safety Coordinator at any time.
8. In cases where the incident involves exposure to certain hazardous materials by an employee or
employees, the investigative report and any related exposure records may be filed in the
appropriate medical records for a period of time as required by OSHA/PESH. These records are
available to the employee(s) and his/her personal physician.
Inspection Checklist: To ensure that the incident reporting and investigation system is functioning
properly, an annual audit of the system will be conducted and will examine the following key
elements:
1. County policy requires the reporting of all actual and “near miss” accidents.
2. All members of the workforce are familiar with the policy on accident/incident reporting.
3. All accidents and incidents are reported as required by policy.
4. County policy requires a thorough investigation of all accidents and incidents.
5. All accidents and incidents are investigated as required by policy.
6. All investigations are conducted by personnel trained in accident/incident investigation
techniques.
7. All investigations include input from impacted parties and witnesses, where possible.
8. All investigations determine “root causes”.
9. Recommendations designed to adequately address root causes are made as a result of all
investigations and result in prompt corrective action.
10. Completed investigative reports are routed to appropriate levels of management and the Office
of Employee Safety for review, action, and filing (if required) and are provided promptly to
PESH officials, as required, in accordance with law and applicable standards.

Ontario County Safety and Health Procedure: Incident Reporting and Investigation
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Ontario County Self-Insurance Workers' Compensation Program
Supervisor's Report of Accident/Injury
Employee's Name: _______________________________ Job Title ______________________________
Employee's Address: _____________________________ Employee's S.S.# _______________________
Employer: ______________________________________Home Phone: __________________________
Department: ____________________________________ Work Phone: ___________________________
Date of Accident: __________________Time: ______ a.m. ___ p.m. ___ Day of week: _______________
When were you first advised of the accident? ________________________________________________
Description of Accident (include place): _____________________________________________________
____________________________________________________________________________________
Description of Injury(ies) sustained by employee: _____________________________________________
____________________________________________________________________________________
Did Employee seek medical care? Yes ____ No ____ If yes, where: _____________________________
Was any time lost beyond the day of injury?__________________ Date of Return: ___________________
Are there any restrictions to normal work duties? _____________________________________________
Description of Damage to Property if any: ___________________________________________________
____________________________________________________________________________________
Witnesses (Name & Address): ____________________________________________________________
_____________________________________________________________________________________
Probable cause of accident: (Unsafe machine, tool, object, substance, etc. or unsafe act of individual)
Explain:______________________________________________________________________________
_____________________________________________________________________________________
Could accident have been prevented? ___________ If so how? __________________________________
_____________________________________________________________________________________
Was personal protective equipment being used? ________ What? _______________________________
If not, was it available? _________ Would its use have prevented injuries? _________________________
Corrective action taken or to be taken to prevent repetition: _____________________________________
_____________________________________________________________________________________
Date of this report: ___________Supervisor: __________________________ Phone #________________
Employee's Signature:__________________________________
Include sketch or witness statements on back if necessary.

-

WORKERS’

State of New York Workers’ Compensation Board

Compensation

C-2F

Employer’s First Report of
Work-Related Injury/Illness

Board

y

A work-related injury or illness must be reported within 10 days (Per Section 110) of the injury/illness or be subject to a penalty.
Employers are not required to submit form C-2F to the Workers’ Compensation Board if the employer’s insurer will be submitting
the accident information electronically to the Board on the employer’s behalf. If you need assistance completing this form, please
contact your insurer for guidance on the best method of reporting work-related accident information. If you submit this form to the
Board, please send it to P.O. Box 5205, Binghamton, NY 13902 and provide a copy to your insurer.
Employee Name

_

Date of Injury

WCB Case Number (JCN)
Claim Administrator Claim Number

INSURER ICLAIM ADMINISTRATOR INFORMATION
Insurer Name Ontario County Self-Insured

Insurer ID

W856009

Key Insurance & Benefits Services, Inc.

Name

Info/Attn Angela Talarico
Address

239 Van Rensselaer St.

City

Buffalo

State

NY

Postal Code

14210

Country

USA

Claim Admin ID

EMPLOYEE INFORMATION
First Name

Middle Name/Initial

Last Name

Suffix

Mailing Address
City

State

Postal Code

Country

Phone Number

Date of Hire

Date of Birth

Gender

Q

Male

Female [Unknown

Employee SSN

Occupation Description

C-2F (1-14)
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CLAIM INFORMATION
Time of Injury

_

Date Employer Had Knowledge of the Injury

Employment Status

_

Date Employer Had Knowledge of Date of Disability

Estimated Weekly Wage

_

Number of Days Worked Per Week

Work Week Type

Standard Work Week

Work Days Scheduled

Sun

Mon Tues

Fixed Work Week

QWed Thurs

Varied Work Week

Fri

LJSat

EMPLOYEE INJURY
Full Wages Paid for Date of Injury | |Yes
InitialTreatment

No

QNo Medical Treatment

Minor On-Site Treatment By Employer

Emergency Evaluation

Death Result of Injury

QYes No

Employer Paid Salary in Lieu of Compensation

Hospitalization

Unknown

Greater Than 24 Hours

| |Yes

I

|No

Minor Clinic/Hospital Treatment

Future

Major Medical/Lost Time Anticipated

Date of Death _

Number of Dependents

_

Nature of Injury (i.e. Laceration, Burns, Fracture, Strain, etc) _
Part of Body (i.e. left arm, right foot, head, multiple, etc)

_

Cause of Injury (i.e. Motor Vehicle, Machine, Strain or Injury by lifting, etc)

Accident/Injury Description (see instructions)

WORK STATUS
Initial Date Last Day Worked _

Return To Work Type

Actual

Released

_

Physical Restrictions

QYes

QNo

Return To Work Same Employer

QYes

QNo

Initial Date Disability Began
Initial Return to Work Date

ACCIDENT LOCATION AND WITNESSES
Premises (see instructions)

Employer

Lessee

Other

Organization Name _
Street

_

State

City

_

Postal Code

County

_

Country

Location Narrative

Business Phone Number

Witnesses

C-2F (1-14)
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EMPLOYER INFORMATION
Name

Employer FEIN

Ul Number

Manual Classification Code

Industry Code
Info/Attn

Mailing Address
City

State

Postal Code

Country

Physical Addr
City

State

Postal Code

Country

Contact Name

Contact Business Phone Number

INSURED INFORMATION
Insured Name Ontario County Self-Insurance
Insured Type

Insured

Policy Number ID

W856009

Policy Effective Date

1/1/1957

[x]Self-lnsured

Insured FEIN

Uninsured

166002565

Insured Location ID

Policy Expiration Date

An employer or carrier, or any employee, agent, or person acting on behalf of an employer or carrier, who KNOWINGLY
MAKES A FALSE STATEMENT OR REPRESENTATION as to a material fact in the course of reporting, investigation of, or
adjusting a claim for any benefit or payment under this chapter for the purpose of avoiding provision of such payment or
benefit SHALL BE GUILTY OF A CRIME AND SUBJECT TO SUBSTANTIAL FINES AND IMPRISONMENT.
The above information is true to the best of my knowledge and belief.

If prepared by the employer:
Signature of Person Preparing Form

Date

Print Name
Title

C-2F (1-14)

Phone Number
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State of New York – Workers’ Compensation Board

Instructions for Completing Form C-2F
“Employer's First Report of Work-Related Injury/Illness”
Enter the name of the injured employee at the top of the report. Fill out the Date of Injury/Illness, to the best of your
knowledge. If you do not have or know the Workers' Compensation Board Case Number or Claim Administrator Claim
Number, please leave the corresponding field blank. It is not required to process the form.
Insurer / Claim Administrator Information:
• Insurer Name – the name of your Workers’ Compensation Insurer or Self-Insured Group name.
• Insurer ID – Carrier Code Number (W Number) issued by the Workers' Compensation Board. If you do not know the W
number, contact your insurer.
• Name – the name of the Claim Administrator (claim adjusting office handling the claim).
• Info/Attn –any additional pertinent contact information for the Claim Administrator.
• Address, City, State, Postal Code, & Country – address of claims administrator, if known.
• Claim Admin ID – Carrier Code Number (W Number) or Third Party Administrator Number (T Number) issued by the
Workers’ Compensation Board. If you do not know the Third Party Administrator Number (T Number), contact your Claim
Administrator.
Employee Information:
• First Name, Middle Initial, Last Name, Suffix – the injured employee’s full legal name.
• Mailing Address, City, State, Postal Code, & Country – the full address of the injured employee.
• Phone Number – the employee’s phone number including area code.
• Date of Hire - the date the employee was hired.
• Date of Birth – the employee’s date of birth.
• Gender – check the appropriate gender.
• Employee SSN – the employee’s Social Security Number (SSN).
• Occupation Description – identify employee’s primary occupation at the time of accident
Claim Information:
• Time of Injury – the time when the injury/illness occurred.
• Date Employer Had Knowledge of the Injury – the date the employer had knowledge of the injury/illness.
• Employment Status – the applicable employment status for the employee (i.e. full time, part time, seasonal, volunteer, etc.).
• Date Employer Had Knowledge of Date of Disability – the date the employer was notified or became aware of employee’s
work related disability/incapacity.
• Estimated Weekly Wage – enter the employee’s average weekly gross pay before the injury/illness.
• Number of Days Worked Per Week – enter the number of regularly scheduled workdays per week (1-7).
• Work Week Type - Check which type of work week the claimant was working at the time of injury. Standard (5 Days,
scheduled Monday through Friday), Fixed (Set days of the week worked but not scheduled 5 Days, Monday through Friday),
or Varied (Employee had no specific set work week schedule).
• Work Days Scheduled - Check which days of the week correspond with the claimant's work schedule at the time of the
injury. If Work Week Type of "Varied Work Week" is selected, this field may be left blank.
Employee Injury:
• Full Wages Paid for Date of Injury – check Yes or No.
• Employer Paid Salary in Lieu of Compensation – check Yes or No to indicate if the employee continued to receive pay
after the illness/injury, such as sick leave or disability pay.
• Initial Treatment – check the initial treatment type.
• Death Result of Injury – check Yes, No or Unknown to indicate if the injury/illness resulted in death.
• Date of Death – indicate the date of death, if applicable.
• Number of Dependents – the number of dependents, if known (for death cases only).
• Natures of Injury - indicate the type of injury (i.e. Laceration, Burns, Fracture, Strain, etc.).
• Part of Body – indicate the part of body that was injured (i.e. left arm, right foot, head, multiple, etc.).
• Causes of Injury - indicate what caused the injury (i.e. Motor Vehicle, Machine, Strain or Injury by lifting, etc.).
• Accident/Injury Description – describe how the accident occurred and the resulting injuries.

C-2F Instructions
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Work Status:
• Initial Date Last Day Worked – the last day worked prior to lost time.
• Return to Work Type – check Actual for employee actually returned to work, or check Released for employee was released
to work but did not do so.
• Initial Date Disability Began – first day of disability (lost time) after the 7 day waiting period requirement has been met. If
the employee was a Volunteer Ambulance Worker or Volunteer Firefighter there is no 7 day waiting period.
• Physical Restrictions – check Yes if the employee has returned to work with restrictions; check No if the employee has
returned to work without restrictions.
• Initial Return to Work Date – if the employee has returned to work, indicate the initial return to work date.
• Return to Work Same Employer – check Yes or No.
Accident Location and Witnesses:
• Premises – check appropriate location where injury occurred. Employer-accident occurred on employer’s premises; Lesseeaccident occurred on the premises of the lessee for which the employee was hired to work; or Other-accident occurred at a
location other than the employer for which the employee was hired to work. Check Employer, if employee was a member of
a Volunteer Ambulance Service or a Volunteer Fire Department and was injured while working for his/her own
service/department. Check Other, if the employee was injured working in an official capacity for a Volunteer Ambulance
Service or Volunteer Fire Department other than the one he/she was a member of.
• Organization Name – the name of the organization where the injury/illness occurred.
• Street, City, State, Postal Code, County, & Country – the address where the injury/illness occurred.
• Location Narrative – provide any additional description of the location (i.e. Building C, 4th Floor in Room 101).
• Witnesses & Business Phone Number – indicate the names and business phone numbers of any witnesses to the
injury/illness.

Employer Information:
• Name – the name of the company or the owner's name and DBA name. If the employee was member of a Volunteer
Ambulance Service or Volunteer Fire Department, the name of the Political subdivision should be entered.
• Employer FEIN – your Federal Employer Identification Number (FEIN). This is your Federal Tax ID number. If you do not
have a FEIN, enter your Social Security Number. If the employer was a Volunteer Ambulance Service or Volunteer Fire
Department, the FEIN of the Political subdivision should be entered.
• UI Number – enter the first 7 digits of your New York Unemployment Insurance (NY UI) Registration Number (UIER).
This is the number used to report to the Department of Labor.
• Manual Classification Code – the New York Compensation Insurance Rating Board (NYCIRB) manual classification code,
if known. This can be found on your workers’ compensation insurance policy.
• Industry Code – the North American Industry Classification System (NAICS). If you do not know your NAICS, please
describe the type or nature of business as accurately as possible (e.g., Restaurant, Construction, Retail).
• Info/Attn – indicate any additional pertinent contact information for the employer.
• Mailing Address, City, State, Postal Code, & Country – the employer's main address where you receive mail (such as a
central office). Include P.O. Boxes.
• Physical Address, City, State, Postal Code, & Country – the physical address of the employer (if different).
• Supervisor Name & Supervisor Business Phone Number – indicate the name and phone number for the employee’s direct
supervisor, including area code.
Insured Information:
• Insured Name – the name of the insured entity. If the employee was a member of a Volunteer Ambulance Service or a
Volunteer Fire Department, the name of the ambulance service or fire department should be entered.
• Insured FEIN – the Insured's Federal Employer Identification Number (FEIN). This is your Federal Tax ID number. If you
do not have a FEIN, enter your Social Security Number. If the insured is a Volunteer Ambulance Service or Volunteer Fire
Department the FEIN of the ambulance service or fire department should be entered.
• Insured Location ID – indicate the Insured Location ID, if any (i.e. Store 202, Jobsite 51, etc.).
• Insured Type – check the insurance arrangement: Insured, Self-Insured, or Uninsured.
• Policy Number ID – your Workers’ Compensation Insurance Policy Number.
• Policy Effective & Expiration Date – the policy effective and expiration dates.

C-2F Instructions
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Safety and Health Procedure 1.7
Subject: SAFETY AND HEALTH RECORDKEEPING
Revised: May 1, 2005
Required by: OSHA, PESH and County Policy
Reference: 12 NYCRR Part 801 and 901, OSHA1910 standards, including1910.1020
Records Coordinator: County Safety Coordinator
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
annually.
Summary: PESH regulations and OSHA standards require the preparation, filing, and retention of
certain records noted below in order to show that required actions have taken place and to allow
recovery of relevant data at a later time should it be necessary for an employees health or treatment.
Records
Occupational injury and illness reports and investigations, PESH
SH-900.2 or equivalent (Ontario County Loss Incident Report in
Safety and Health Procedure 1.6)
PESH Form SH-900 Log or equivalent, plus the list of names
removed from the log at the employee’s request.
Medical records
Laboratory reports and work sheets as background to exposure
records
Exposure records and analyses based on exposure
Records of employees who have worked for less than one year

First aid records of one-time treatment
Records of inspections of manlifts, respirators, lockout/tagout
procedures, automatic sprinkler systems, cranes, industrial slings,
mechanical power presses, welding/cutting/brazing equipment.
Certifications that the inspection was performed may be kept in lieu
of the full inspection record.
Material safety data sheets (MSDS) and other HazCom records

Retention Period
5 years past the year of
occurrence

Location
Coordinators office

5 years

Coordinators office

Employment plus 30
years
1 year

Coordinators office

30 years
None after termination

Coordinators office
Provide to
employee upon
termination

No requirement
Until replaced by a
more current inspection
or sufficient to show a
history of inspections

Coordinators office

Coordinators office
or attached to the
equipment

Until updated or
Coordinators office
replaced
Note: If the retention period expires, medical records and exposure records and other files related to these records
must be held until both affected employees and NIOSH have been notified so that information of value can be claimed
by those who need it.

Training Key Points:
For Department Heads and Supervisors: The active, timely and supportive participation of
department heads and supervisors in the recordkeeping process is critical to success.
Department heads and supervisors should know and understand the following key points:
1. The involvement of employees in the reporting, collection, and use of data stored in these
records benefits both the County and the employee and must be encouraged and reinforced.
Ontario County Safety and Health Procedure: Safety and Health Recordkeeping
Page 1
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

2. Any action or inaction by department heads and supervisors, which could discourage reporting
of incidents or activities for which records are required, is contrary to the interests of the
County.
3. Records and reports required under this procedure must be made in a timely manner and should
be considered as the highest priority.
4. As a general rule, employees, former employees, and their representatives are entitled to access
to these records. Requests for access should be handled promptly and willingly by contacting
the facility coordinator or the recordkeeper as soon as possible and informing the employee,
former employee, or representative as to the records to be made available and when they can be
obtained.
5. OSHA requires that employees exposed to toxic substances or harmful physical agents be
informed annually of their right of access to records, the location of the records, and the person
responsible. For this reason, it is County policy that the training outlined below will be
delivered to all employees during each calendar year
6. Records of reportable work-related injuries and illnesses must be entered on the PESH SH-900
Log of Work-Related Injuries and Illnesses and the SH-900.2 Injury and Illness Incident Report
(the County’s Loss Incident Report is an acceptable substitute for the PESH form SH-900.2)
within seven (7) calendar days of the time a department head or supervisor had knowledge of
the case.
7. The death of an employee in the work environment regardless of cause, or the inpatient
hospitalization of two (2) or more employees as a result of a work-related incident, requires a
verbal report to the Rochester PESH Office within eight (8) hours of the time the incident was
first reported to the County or a County representative.
a.)
It is County policy that the Office of Employee Safety or the County Attorney’s Office
make the appropriate notifications. Under no circumstances should the call be delayed
beyond the eight-hour limit.
8. Copies of records kept under 12 NYCRR Part 801 must be provided to NYS DOL (PESH)
representatives within four (4) business hours.
For all employees: Initially and during annual training, tell all employees:
1. What records are retained, where they are kept, their right to access to the records, and their
duration of retention.
2. Work-related incidents of any kind must be reported to their department head or supervisor as
soon as possible following the occurrence. This includes injuries, occupational illnesses, close
calls, near misses, property damage, chemical exposure, environmental releases, and similar
events.
3. Reports of incidents should be verbal and can be made by telephone if they are away from the
workplace when the event occurs. If their department head or supervisor is not available,
reports may be made to the County Office of Employee Safety or Human Resource Office.
4. They and their representatives have a right to copies of the Log and the Incident Report with
certain restrictions or limitations.
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a. Copies of the Form SH-900.2 (or equivalent) incident report and copies of the current
and past Logs up to five years will be provided at no cost for the initial request to
employees, former employees, and to authorized representatives by the end of the next
business day.
5. If they have signed the Employee Permission box option on the Ontario County Loss Incident
Report asking that their name not be entered on the log (SH-900), their name and other
identifiers will be removed from the Log and not be released to others except as specified by
law.
6. Under OSHA 1910.1020, they, their designated representatives, and OSHA have a right to see
and obtain copies of the records that relate to them at no cost to them for the initial request. The
access to exposure and medical records will be provided within fifteen (15) days of the request
by the employee at a reasonable time, place and manner.
7. They have a right to observe testing for exposure to harmful substances, to examine the results,
and to be told what corrective action is to be taken if the exposures are above acceptable limits.
Inspection Checklist:
To ensure that the recordkeeping system is functioning properly, an annual audit of the system will
be conducted and will examine the following key elements:
1. Are records being retained as required by this procedure?
2. Are records systematically filed in a central location readily accessible to those authorized to
view them?
3. Are “destroy after” dates noted on all records?
4. Is there evidence that records are promptly destroyed after the destruction date or, in the case of
medical and exposure records, that NIOSH and the affected employee have been given an
opportunity to receive the records before destruction?
5. Have employees been informed about records and their retention during the past year?

Ontario County Safety and Health Procedure: Safety and Health Recordkeeping
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Ontario County

JOB SAFETY ANALYSIS – 1.8
Safety and Health Procedure 1.8
Revised: May 1, 2005
Required by: County Policy
Reference: OSHA booklet 3071, Job Hazard Analysis
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Job safety analysis (JSA), also known as job hazard analysis, is a proven process for
standardizing a job to ensure that everyone doing the job is doing it in the most effective, and
safest, way. It is relatively easy to prepare and use as a guide for training, problem solving, and
incident investigation.
Because of the great value in the JSA process, it is the policy of the County that we will conduct,
and have readily available at the workplace, a current JSA on all jobs.
Training Key Points:
1. While all jobs can benefit from a complete JSA, it is most helpful to begin analyzing jobs that
have relatively high injury or illness rates, followed by those with potential for serious injury
and those that are new to the operation or have undergone change.
2. A JSA is best performed by a team of people knowledgeable about the job. The team typically
includes the supervisor and 3 or 4 people who perform the job. If machinery or equipment is
used in the process, a mechanic who knows the equipment should also participate.
3. A facilitator uses a flip chart to record the input of the participants in a step-by-step flow.
4. The form in Appendix 1 is used to record the information gathered.
5. Do include sufficient detail so that anyone following the JSA can perform the work safely.
Avoid oversimplification and words such as “be careful” or “start machine”.
6. It is critical that the recommended safe procedure (column 3) include specific actions, checks,
verifications, or other observable activities that ensure the procedural step is being followed.
For example, when a step calls for inspecting a chain or sling before hoisting, include a
requirement to sign the inspection log or form.
7. Copies of the draft JSA for the job are circulated to all who perform the job for additional
comment and input.
8. The JSA is posted at the job location or kept in a readily available notebook and used for
training, process checks, and incident investigations.
9. Once posted, all individuals performing the job are expected to adhere to the JSA.
10. Any person performing the job may suggest modifications to the JSA at any time.
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Significant hazards
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PPE necessary
for job:

Basic Job Steps

Potential Hazards
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Management of Change - 1.9
Safety and Health Procedure 1.9
Revised: May 1, 2005
Required by: County Policy
Reference: Ontario County Safety and Health Procedure 1.5, Appendix 1
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring.
Summary: Changes of facilities, equipment, processes and systems within County operations can
adversely affect workplace safety and health and the effectiveness of work activities if not done
properly. Therefore, it is County policy that all such additions, deletions, and/or changes be
properly evaluated and assessed with input from those affected and with technical or professional
knowledge of the potential impact.
Training Key Points:
1. Operational changes in space, processes, materials, systems, and equipment are subject to a
change analysis process before approval and implementation.
2. The change analysis process is intended to provide information that will result in a higher
level of safety after the change is implemented and to prevent or avoid a change that will
add risks or hazards, increase costs unnecessarily, make the work more difficult, or have
any other negative impact on operations.
3. Department management recognizes that operators, mechanics, engineers, users, and any
other impacted personnel are in a position to provide valuable input regarding the safety and
operational impact of the proposed change.
4. At the time an operational change is first considered by management, a change analysis
meeting will be held with a team of individuals with the necessary skills and knowledge to
discuss potential impact. The team will typically include:
a. Several employees who will use the space, process, equipment, system, etc.
b. Engineers or planners who will work on the change.
c. Mechanics who will maintain or service any equipment.
d. The supervisor(s) of the employees in (a) above.
e. The County Safety Coordinator or Code Enforcement Officer if the change will
affect code compliance (such as exits, fire load, chemical storage, numbers of
occupants, fire protection, emergency access, etc.)
5. Subsequent meetings will be held at the discretion of department management during the
planning and implementation process to review and update plans.
6. A Job Safety Analysis update may suffice for the change analysis where the change is
limited to adjustments in how a job is performed. See Ontario County Safety and Health
Procedure 1.8.
Ontario County Safety and Health Procedure: Change Analysis
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Ontario County

WORKERS’ COMPENSATION & RETURN-TO-WORK PROGRAM –1.10
Safety and Health Procedure 1.10
Revised: May 1, 2005
Required by: County Policy
Reference: None
Coordinator: Department Head/Manager with Human Resource Manager & Workers Compensation
Analyst
Employee Training Frequency: At time of hiring.
Summary: While the County maintains an active workplace safety and health process designed to
prevent the occurrence of any occupational injuries and illnesses, it is recognized that events may
occasionally occur that will result in employees being absent from work during recovery. The County
considers such absences serious events for two reasons:
1. The employee is suffering emotionally and physically and deserves all reasonable support
and attention the County can muster to assist in his/her return to full health.
2. The County loses the services of a valuable associate whose routine presence at work allows
the County team to provide the high level of service the public has come to expect.
For these reasons, the County has established a return-to-work program that is intended to facilitate
prompt, competent treatment of workplace injuries and illnesses and allow prompt return to full duty.
Return-to-Work Process: In order to obtain maximum benefit to the County and the individual from
the return-to-work process, department heads/managers and supervisors are expected to:
1. Communicate promptly with the County Worker’s Compensation administrator about the
individual and the job he/she does.
2. Talk with the injured/ill employee about the return-to-work process and explain that this is
an employee benefit designed to lessen the impact of the injury or illness on him/her.
3. Ensure that the physician treating the employee is aware of what the job requires and that
you are able to provide modified or alternate work if you know what restrictions he/she is
placing on the employee.
4. Continue to stay in touch with the employee and provide encouragement and support.
5. Fully investigate the circumstances of the injury/illness event, identify root causes, fix the
safety system, and inform the employee of actions you’ve taken to ensure that he/she will
not be injured again in the same way. See Ontario County Safety and Health Procedure 1.6.
Training Key Points:
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1. Despite the efforts of the County and its employees to achieve and maintain excellence in
safety and health, workplace injuries and illnesses may occasionally occur. These events are
usually complex in their causes and are not viewed as a negative reflection on the employee.
2. The County manages a Workers’ Compensation Self-Insurance Fund under New York State
law that provides for the treatment of workplace injuries and illnesses, income replacement
and payment for permanent disability, disfigurement, and loss of use of a body part.
3. Workers’ Compensation is a no-fault system. This means that eligibility is not affected by
employer negligence or employee fault. Except for injuries due to drug or alcohol
intoxication and willful intent to injure yourself or others, you will be covered for injuries or
illnesses that are determined to occur at work.
4. In case of injury, you should follow these guidelines:
a. Stop work and call for help immediately.
b. Let others assist you. Do not try to “tough it out.”
c. If able, calmly tell your supervisor what happened.
d. If you are in pain, bleeding heavily, faint, nauseous, gasping for breath or feel you
are in trouble; ask that an ambulance be called.
e. If your injury is relatively minor, let your supervisor or a co-worker drive you to the
hospital or medical facility after you get first aid.
f. You will heal or recover much faster if you get competent medical attention
promptly. A delay of even a day can put your recovery back much further.
5. Many studies have found that return from a work injury or illness will occur sooner and at
much lower cost to you and the County if:
a. You participate in the County managed care system.
b. You get prompt care by a qualified occupational health physician or a physician
with a good understanding of workplace injuries and illnesses.
c. You talk with the doctor about your situation, how long recovery should take under
normal conditions, and what you need to do to speed recovery.
6. In order to assist in your recovery, your supervisor and co-workers will stay in touch to see
how you’re doing and determine any support you need.
7. As soon as you are able, you are encouraged to visit your work location so you can stay in
touch.
8. When approved by the doctor, we will return you to work and modify your job to
accommodate any restrictions you might have. As an alternative, we may give you another
job you are able to handle until you are ready to go back to your regular job.
9. Getting back to work is essential for your prompt recovery. Studies show that recovery
begins much faster when you feel like your are needed and are able to do normal tasks. If
you are confined to bed or home rest for long periods of time, on the other hand, there is a
tendency for you to feel and act sicker than you might otherwise be.
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Ontario County

MANAGING CONTRACTOR SAFETY 1.11
Safety & Health Procedure 1.11
Revised: May 1, 2005
Required by: County Policy
Reference: NYS Code Rule 40, OSHA §1926.16
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring for those County employees dealing directly with
bids, contracts, and the management of contracts for labor and/or other goods or services involving
the placement of labor at County jobs or facilities.
Summary: Contractors performing construction work, and certain operations work under contract,
have historically had much poorer safety records than the companies and organizations that hire
them. Both New York State code rules and OSHA regulations place a heavy burden on both the
prime contractor and the facility owner to ensure that all personnel—employees, contractors,
vendors, etc.—working at a site are doing so safely and under safe conditions. For this reason,
Ontario County pre-screens contractors and contracting individuals to ensure that they are
equipped and prepared to manage the safety of their employees and sub-contractors effectively.
Applicability: This procedure applies to all contractors bidding for contracts with the County of
Ontario that involve the hiring or sub-contracting of labor to work on County jobs or projects, or
in County facilities. It includes, but is not limited to, contractors involved in the construction
trades and those providing temporary, part-time or seasonal personnel to staff or operate County
facilities or services or to supplement county employees.
It does not apply to self-employed contractors or vendors providing professional services or
similar individuals who are not required to hold workers’ compensation coverage.
Requirements:
For Construction Trades Contractors:
1. Submit, in writing, as part of the bid process, the following documents or certifications:
a. A certified summary of the contracting company’s workers’ compensation
experience modification rate (EMR), the OSHA recordable incidence rate, and the
OSHA DART rate for the past three years.
b. A written comprehensive safety and health plan covering the safety and health
process used by the company, responsibilities for safety, any program-specific
written plans required by OSHA (such as Hazard Communication, Lockout/Tagout,
PPE, electrical safety, bloodborne pathogens, confined space entry, hot work, fall
protection, emergency response, etc.), and a safety plan for the project being bid.
c. Certification that all employees to be used on the job or contract will have
satisfactorily completed the OSHA ten-hour construction safety program, or
equivalent, before they begin work. Course completion cards must be carried by all
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individuals while on the Ontario County contract and they must present the cards for
verification by the County job supervisor or County safety staff, when asked.
2. When the bid is accepted, work with the County job supervisor to determine what Countyspecific safety training will be required for personnel assigned to the job and ensure that all
personnel receive such training.
3. Ensure that a competent person, able to ensure the safety of personnel on the job, is present
at all times.
4. Report any workplace injuries, illness, or damage to property immediately to the County job
supervisor.
For suppliers of temporary, part-time or seasonal personnel other than construction trades:
1. Submit, in writing, as part of the bid process, the following documents or certifications:
a. A certified summary of the contracting company’s workers’ compensation
experience modification rate (EMR), the OSHA recordable incidence rate, and the
OSHA DART rate for the past three years.
b. A written safety plan for the project or operation being bid if deemed necessary by
the specifications.
c. Certification that all employees to be used on the job or contract will have received
safety orientation covering all applicable OSHA-required training and any additional
safety subjects necessary to perform the job safely by the time the work begins.
2. When the bid is accepted, work with the County job supervisor to determine what Countyspecific safety training will be required for personnel assigned to the job and ensure that all
personnel receive such training.
3. Report any workplace injuries, illness, or damage to property immediately to the County job
supervisor.
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Ontario County

AUDITS AND INSPECTIONS - 1.12
Safety & Health Procedure 1.12
Revised: May 1, 2005
Required by: County Policy
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring and when changes are made in the audit and/or
inspection process.
Summary: Both audits and inspections are necessary within all areas of County operations in order to
verify that hazards are under control, the safety and health process is working effectively, and that
inspections required by OSHA or other governmental entities are conducted as required. While it is
always desirable that unsafe conditions and at-risk behaviors be addressed and corrected as soon we are
aware of them, audits and inspections provide a necessary back up to safety diligence and hazard
awareness.
Employee Participation: Whenever possible, it is desirable that all employees have the opportunity to
participate in audits or inspections over time.
Training Key Points:
1. Explain that it is preferred that all personnel identify and take steps to correct both physical
hazards and at-risk behavior when first noticed. If self-correction is not possible, the
hazardous or at-risk situation should be reported immediately to supervision for action.
2. Audits are detailed examinations of the workplace safety and health system conducted
annually. They check the degree of implementation of the County safety and health process
and progress against annual safety and health goals and result in recommendations for
improvement. See Ontario County Safety and Health Procedure 1.5, Managing the Safety
and Health Process.
3. Inspections are periodic observations of all work areas to identify physical hazards and atrisk behaviors that may have missed routine observation and correction.
4. Both audits and inspections serve several additional purposes, including:
a. Providing employee involvement opportunities.
b. Providing education and awareness of the safety process and workplace hazards.
c. Providing an opportunity to check training and skill development.
d. Generating ideas for improving safety and operations.
e. Reinforcing positive efforts by personnel in the areas being inspected.
5. Inspection teams should include both supervision and operating personnel with at least one
member experienced in the inspection process and regulatory requirements who can act as a
coach, advisor and resource to other team members.
6. Inspections should be conducted in each work area at least monthly. If many hazards are in
evidence during inspections, the frequency should be increased.
Ontario County Safety and Health Procedure: Audits and Inspections
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7. Inspections should be recorded on the Ontario County Safety and Health Inspection Report,
which can be found in Appendix 1. For each item noted, indicate hazard classification (A,
B. or C) and status of corrective action.
a. Once all items are corrected, inspection forms need only be retained until replaced
by the next regular inspection report.
8. It is essential that supervision ensure all hazards are corrected promptly. If permanent
correction cannot be done quickly, an interim correction (such as taking equipment out of
service, providing temporary barriers, or specifying PPE) must be put in place.
9. Inspections required by OSHA must be conducted and recorded as required by the specific
standard and on the schedule specified and are not covered by this procedure. They include:
a. Cranes and derricks
b. Industrial slings
c. Manlifts
d. Mechanical power presses and forging equipment
e. Portable and fixed dry chemical extinguishers
f. Powered industrial trucks
g. Powered platforms for exterior use
h. Respiratory protection equipment, including emergency respirators
i. Welding, cutting and brazing equipment
10. There is no OSHA requirement for general workplace inspections as covered by this
procedure, however it is County policy that they be conducted as a matter of good practice.
11. Audits should be scheduled annually by the department head/manager and should include:
a. Discussion with a random sampling of employees in the area to test their knowledge
of safety requirements, the safety process, emergency procedures and safety
resources such as the Ontario County Safety and Health Procedures.
b. Examination of written materials for completeness and accuracy, including MSDS
files, training records, investigation reports, inspection reports and the unit copy of
the Ontario County Safety and Health Procedures.
c. An inspection for hazards and at-risk behaviors.
d. Progress against annual safety and health goals.
e. Degree of implementation of Ontario County Safety and Health Procedure 1.5,
Managing the Safety and Health Process.
12. If possible, audit teams should include personnel from other areas of county or municipal
operations so as to provide a fresh look at the workplace and to allow for networking and an
exchange of ideas about workplace safety and health.
13. A copy of the audit, audit recommendations, and action taken should be forwarded to the
County Office of Employee Safety.
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Ontario County Safety and Health Inspection Report
Area Inspected
Status

Date

Team Members
Findings (Positives and Negatives) and Action Recommended

Hazard Classification (potential outcome if left uncorrected)
A = Loss of life, body part, extensive damage
B = Serious injury or property damage
C = Non-disabling injury or damage

Status of Corrective Action

ϕ = Old item
 = Intermediate action taken
7 = Permanent action taken

Ontario County Safety and Health Procedure: Audits and Inspections, Appendix 1
© 2003 by L. H. Dawson.
Hazard classification and status codes adapted from a form created by INA, one of the ACE Group of Companies.
Source document © 1969 by INA. Used with permission.

Ontario County

CHEMICAL HAZARD COMMUNICATION - 2.1
Safety & Health Procedure 2.1
Revised: April 12, 2019 (previously issued May 1, 2005)
Required by: OSHA, PESH and County Policy
Reference: OSHA Standard 1910.1200
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring or upon initial assignment to work involving
chemicals, when a new chemical hazard on which employees have not previously been trained is
introduced in the work area or when employee performance indicates that retraining is required,
and annually.
Summary: Chemicals are everywhere in nature. They can be found in the workplace, in the home, in
transportation, and in the environment. Their hazard to humans ranges from “none” to “extreme”.
Most may be hazardous only in larger concentrations, while very low concentrations may have no
effect on humans or the environment. All chemicals can be stored and used safely if their nature is
understood and adequate controls are used to keep the hazard at acceptable levels.
It is the intent of this procedure to provide education, information, and resources about chemicals
and chemical hazards to all employees so that both normal and emergency exposure may be kept
within legal and acceptable limits. This procedure is consistent with the provisions of the United
Nations Globally Harmonized System of Classification and Labeling of Chemicals (GHS) as
incorporated into the 2012 revisions of the OSHA Hazard Communications Standard (HCS).
Because of the geographic and operational diversity of County operations, the full responsibility for
compliance with this procedure rests with the individual department head or manager responsible
for each operation.
Components of the County Hazard Communication Program:
1. Chemical Covered---Any chemical known to be present in the workplace in such a manner that
employees may be exposed under normal conditions of use or in a foreseeable emergency,
except that:


In laboratories, incoming chemicals already labeled must retain the existing label.
Safety Data Sheets (SDS) and training requirements of this procedure apply.



In operations where employees only handle chemicals in sealed containers (such as
warehousing and retail operations), existing labels must not be removed or defaced.
SDS and training requirements of this procedure apply.



Chemicals labeled under other laws or regulations are not covered by this procedure
provided the required labeling and information is retained. Included are: pesticides
labeled in accordance with FIFRA, chemicals covered by TSCA under EPA
requirements, any foods or drugs covered by the FDA or Department of Agriculture,
any alcohol or spirits for non-industrial use that is regulated by BATFE, consumer
products, hazardous waste controlled by the Solid Waste Disposal Act, any hazardous
substance being remediated under CERLA, tobacco products, wood products not being
processed (when in process, they become covered chemicals), food and alcohol sold for
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human consumption, any drug ready for human use in dispensable form, cosmetics
packaged for retail sale, consumer products used in the workplace in the manner
intended at exposure levels no higher than those experienced by consumers, radiation
and biological hazards.
2. Chemical Inventory—to ensure that all chemical hazards present in the workplace are known,
properly labeled, and appropriately managed, a running inventory will be maintained by the
Ontario County Office of Employee Safety, using input from individual departments who will
obtain necessary information at the time of purchase. The input will be provided whenever
chemicals are acquired, disposed of, or the quantity or nature of their use changes. The
inventory will be accumulated on a sortable database and show chemicals by:
• Chemical name
• Trade or common name
• The Product Identifier (such as the Chemical Abstracts Service (CAS) Number) that is
referenced on the SDS
• Manufacturer, producer, or supplier
• Quantity present on the site (using monthly averages)
• Location(s) where stored
• Location(s) where used
• Expiration date for any materials with limited safe shelf life
• Whether a corresponding SDS is on file
3. Container Labeling—it is the intent of the County that all chemical containers in use or storage
be fully identified as to content, hazard, and necessary precautions.
All labels on chemical drums, bottles and containers received at any County location should be
preserved and protected during receiving and storage to ensure proper identification and hazard
information during handling.
In-house labeling will use the GHS system specified by 29CFR1910.1200 (revised 2012). If
the labeling is consistent with GHS and the requirements of this procedure, they will be retained
and used. It is the responsibility of the chemical manufacturer, supplier or distributor to
provide labels and SDS and that material will be utilized unless significant information is
missing at which time we will produce an appropriate label until the proper one can be
acquired.
When lots of chemicals are broken down, labels must be applied to all containers into which
materials are dispensed for use or storage in other locations. All labels applied upon receipt of
transfer must be consistent with the GHS requirements covered below.
For mixtures, the chemical manufacturer, supplier or distributor should provide hazard data,
including labeling and SDS. However, if such data is not available, it is the responsibility of
the person creating the mixture to use Appendix A (health hazard criteria) and B (physical
hazard criteria of 29CFR1910.1200 to determine the appropriate labeling and SDS information.
Labels need not be placed on stationary process equipment containing chemicals as long as
signs, placards, standard operating procedures, process sheets, batch tickets or similar written
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procedures cover the same information would be placed on a container label and those
procedures or sheets are readily available to the employees in the area.
Labels are not required on portable transfer containers as long as they are intended for the
immediate use of the employee making the transfer. If left unattended, they must be identified
and labeled.
Even if a container does not contain hazardous materials, the contents must be identified if they
cannot be readily identified by visual means only. For example, distilled water in a clear plastic
jug.
Labels are not required on pipes and piping systems, but the start and termination of the pipes
within the facility should be labeled as to content.
4. Safety Data Sheets (SDS)—Critical and detailed information about chemicals and their hazards
are contained in the SDS provided under the law by the producer or supplier of chemicals.
SDS will normally be sent by the producer or supplier with the paperwork associated with the
chemical purchase. Upon receipt, the SDS is to be forwarded promptly to the Department
head/Manager for distribution and file, with a copy submitted to the Office of Employee Safety
to update the master inventory and master SDS files.
In order to make chemical data easier to comprehend, the regulation allows us to include SDS
data in operating procedures and to group hazards to reflect the hazards of a process rather than
individual hazardous chemicals.
If a SDS is not received with the shipment paperwork, County Purchasing or the individual
purchaser should immediately request a copy from the producer or supplier. As an interim or
alternative source, the regulations allow an SDS to be acquired online from a variety of
commercial and government sources such as www.msdssearch.com or
http://chemfinder.camsoft.com. The Office of Employee Safety has a subscription with “MSDS
On-Line” and we can use this system to provide a temporary SDS if necessary.
Comprehensive information about hazardous and toxic materials that can be used to supplement
the SDS or answer more specific employee questions can be found at the Agency for Toxic
Substances and Disease Registry web site www.atsdr.cdc.gov. Another source is the National
Library of Medicine hazardous substances data bank at http://toxnet.nim.nih.gov.
Department heads/managers are responsible for ensuring that their SDS files match the
chemicals stored or used in their work area and for serving as the primary point of contact for
their employees, service personnel, and visitors to their area for chemical hazard questions.
SDS sheets for the chemicals stored and used within the County are to be made readily
available to all employees, visitors, contractors, and others who might be exposed to the
chemicals while in any County facility. Availability includes prompt access to the appropriate
document(s), assistance in understanding the material contained in the document(s), and copies
of the material for their use and retention, if desired.
5. Employee Training and Communication of Chemical Information— OSHA requires Hazard
Communication training for all employees on assignment but New York State has mandated
that “Right to Know” training will be required for all employees both initially and annually.
The County meets this initial training requirement during the New Employee Safety Orientation
training provided each month by the County Safety Coordinator. In addition, the Human
Resources Department provides the required “Right to Know” annual training for all County
employees at the same time as all other annual required training is conducted.
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This does not relieve the department head/manager of the responsibility to ensure that all
department employees are trained and receive relevant information on chemical hazards
existing in their work area as outlined under the training section of this procedure. While
chemical-specific information is provided by SDS and labels, training may cover categories of
hazards found in the work area rather than chemical-specific information.
Training and training updates are the responsibility of the supervisor of the area where the
specific chemicals are stored or used. Buildings and Grounds staff, maintenance personnel and
members of other support staffs who may work in the area or be exposed to chemicals used in
the area are also to be included in the training provided by the area supervisor.
6. Contractors and Vendors—since these personnel have no other way to obtain area-specific
information about chemical hazards and precautions for materials stored or used in the area, the
area supervisor is responsible for informing such personnel about specific hazards and
precautions necessary at the time they arrive to do work in the area. This training will include
discussion of the labeling system and provide for access to the written hazard communications
program and SDS material.
For individuals who will pass through an area containing chemical hazards, or who will work in
the area only briefly, an acceptable alternative to training is to have the individual(s)
accompanied by a County employee knowledgeable in the chemical hazards of the area.
Training Key Points:
For Department Heads, Manager and Supervisors: In addition to training on, and a full
understanding of the following points for operations and staff personnel, supervisory and
management personnel must have sufficient training to serve as a resource to their people on
chemical safety. As a result, it is expected that they will be trained on:
1. Their role and responsibilities under this procedure.
2. The need for them to be highly responsive to questions and concerns from employees, visitor,
vendors, contractors and the public who may have chemical safety concerns while in their area.
3. The meaning of chemical terms which might be found on SDS and which they will need to
explain to others. An on-line search for “Understanding SDS” should provide a number of
helpful resources.
For Operations and Staff Personnel: The area supervisor is responsible for providing the following
information and training to all personnel working in the area or expected to be exposed to
chemical hazards while in the area.
1. Provide a copy of this procedure and summarize each of the sections. Indicate that this
procedure covers the elements of the OSHA Hazard Communication standard that are
applicable to employers.
2. Discuss the operations occurring in the area that use or contain hazardous chemicals.
3. Tell personnel where the original copy of this procedure, the chemical inventory, the facility
SDS forms and electronic file, and all other paperwork applicable to compliance with the
Hazard Communication standard are kept and that in all cases, that material is available for
review at any time.
4. Cover the six (6) components of the County program detailed above. This will help personnel
understand how the hazard communication program is implemented in their work area.
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5. Explain how to read and interpret information on standard labels. Use the information sheets
provided by OSHA that are reproduced at the end of this procedure. In particular, discuss the
location and meaning of:
a) The Product Identifier---the number of code by which the material is identified.
b) The Signal Word---there are only two: DANGER or Warning. These are the key
alerting elements on the label.
c) Hazard Statement---a brief summary of the risk(s)
d) Pictogram(s)--visual indication of the hazard. Employees should test for at least 85%
comprehension of this element.
e) Precautionary Statements---provide greater detail on how to avoid exposure to the
risk.
Labels must be in English, but the addition of other languages understood in the
workplace is encouraged.
6. Discuss in detail the appearance and meaning of the nine pictograms using the information
sheet at the end of this procedure.
7. Explain how to read and interpret information on the SDS. Include discussion of the sixteen
(16) sections on the standard SDS form. Sections at the beginning are of the greatest concern to
employees. Use the information sheet at the end of this procedure to assist in the discussion.
8. Tell employees they may come to the department head or the Office of Employee Safety at any
time for information about hazardous materials and that they can take copies of written
information for review with family, physicians, or others. Also tell them that you, or other
qualified personnel will assist them in locating more detailed information from the producer,
supplier, or from a wide variety of Internet sources.
9. Discuss the hazards of the chemicals used in your work area. Either discuss each individual
chemical highlighting those characteristics that may present risk to the individuals and the
nature of the risk, or cover hazard categories (flammables, corrosives, oxidizers, reproductive
toxins, etc.). Also discuss any hazardous materials that may be contained in pipes or fixed
systems contained within the work area.
10. Tell people what they can do to protect themselves from hazards of the chemicals in their work
area. To do this, you should cover:
• The Personal Protective Equipment (PPE) Hazard Assessment which was conducted for
your area and which specifies the protection they must use, if any, when working with
chemicals.
• The need for good personal hygiene, such as washing hands before eating, showering after
work and changing to clean clothes so as not to take any chemical residue home to expose
others, especially small children.
• Storing and consuming food and drink only in designated food preparation and
consumption areas removed from the area of chemical hazards.
• Smoking only in designated smoking areas that are well removed from the area of
chemical hazards.
• Avoid opening chemical containers until the contents are known and understood by
reading labels and SDS.
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• Keep the work area clean at all times.
• Clean up spills or leaks immediately using appropriate clean-up techniques as shown on
the SDS.
• Where possible, transfer material using closed systems (hoses, pipes, chutes, etc.) so as to
avoid airborne dusts and gasses.
• Follow all specified safety procedures at all times.
• Any other protection steps appropriate to the material and work area.
11. Inform people of any specific actions taken by the County to protect them from chemical
hazards in their work area. These should include engineering controls (closed systems,
ventilation, transfer pumps, grounding and bonding wires, safety cans, etc.), work practices
(lockout/tagout of mixing and transfer systems during maintenance and cleaning, requirements
to read and follow process procedures, etc.), and PPE.
12. Discuss the process to be used for non-routine tasks. This will include a discussion with all
personnel involved, prior to starting the task, of all risks, hazards, and proper procedures to be
followed while doing the work required. This may include lockout/tagout, confined space entry,
line opening, hot work and similar work rules as well as all chemical hazards and
incompatibilities.
13. Cover ways to know if a hazardous material is present and if they may have been exposed to a
higher than acceptable amount. This would include discussion of smell(s), visual appearance
(color, viscosity, liquid or gas, etc.), alarms from any continuous monitoring devices, chemical
sampling by qualified personnel, etc.
14. Cover how chemicals may be incompatible with other chemicals or material and create a
hazardous situation. The UC San Diego Chemical Compatibility Guidelines
(http://blink.ucsd.edu/safety/research-lab/chemical/storage,compatibility.html) may be helpful
to explain incompatibility. An on-line search for “chemical compatibility” may yield additional
sources.
15. Discuss emergency procedures, including use of safety shower and/or eye bath, movement to
fresh air, antidotes, and how to summon emergency aid.
Inspection Checklist: To ensure that the chemical hazard communication system is functioning
properly, an annual audit of the system will be conducted and will examine the following key
elements:
1. Is the facility Chemical Hazard Communication Procedure current and does it accurately
reflect actual procedures at the facility?
2. Has the Chemical Inventory been kept up to date and do spot checks correspond to the
inventory?
3. Have all outdated chemicals been disposed of and was disposal in accordance with
environmental regulations?
4. Are SDS sheets on file for all chemicals listed in the inventory?
5. Do department heads and supervisors have current copies of the Chemical Hazard
Communication Procedure, the Chemical Inventory, and SDS sheets covering all chemicals in
the work area?
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6. Have employees new to the area since the last program inspection been training on the hazard
communication program as outlined in this procedure and do random sample discussions with
new employees show they understand all elements of the chemical safety system at the facility?
7. Have all employees in the work area been trained on any new chemicals introduced since the
last program inspection?
8. Is there evidence that any contractors, vendors, and visitors to the area have received training in
all elements of the Chemical Hazard Communication Procedure?
9. Do employees who have sought additional information about chemical hazards and precautions
express satisfaction with the answers they received?
10. Are all chemical containers and vessels properly and appropriately labeled as to contents,
hazards, and precautions required?
11. Are exhaust ducts and ventilation systems working properly? Are filters cleaned regularly? Is
there adequate make-up air coming into the work area?
12. Is personal protective equipment being properly used in areas of chemical hazards?
13. Are safety showers and eye baths in chemical hazard areas tested and operating properly?
14. Are spill clean-up procedures known in the work area and is there evidence that all spills and
releases of hazardous chemicals have been handled properly?
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Ontario County

Understanding Material Safety Data Sheets (MSDS)
Material Safety Data Sheets (MSDS) are created by producers and/or suppliers of chemicals to serve as
a primary source of information about the safety, health, and environmental aspects of their product.
The documents are normally written in a non-mandatory format created by OSHA and are broken into
eight (8) or more sections. Much of the language is straightforward and readily understandable.
However, some chemical terms may need to be explained to people. The document Glossary of
Chemical Terms, Document 234, published by Lab Safety Supply www.labsafety.com willbe helpful
for this purpose. Also confusing to some willbe certain technical data. These willbe explained below.
The sections of the standard MSDS form, along with technical terms, are as follows:

I.

Identity and Contact Information
9

e

«

s

II.

Provides any common, trade, and chemical names for the chemical
Gives manufacturer’s/suppliers contact information and an emergency contact number to call
for more information.
The chemical formula
The United Nations (UN) number also known as the DOT identification number, is unique
four digit (xxxx) identification number for chemicals regulated by the US DOT.
The Chemical Abstracts Service (CAS) number another unique set of numbers (xxx-xx-x)
used within the chemical community to identify that particular material.
The US DOT hazard classification

Hazardous Ingredients/Identity Information

9

Lists all the chemical components of the material
Provides exposure limits below which no harm should come to employees from exposure.
Typically, this willinclude:
OSHA PEL The permissible exposure limit (PEL) is the airborne concentration of the
material under which nearly all workers may be repeatedly exposed without adverse effect.
This level is mandatory and is specified in OSHA 1910.1000 (Subpart Z)
The ACGIH TLV The American Conference of Governmental Industrial Hygienists
threshold limit value (TLV) is similar to the PEL and can be expressed both as a time
weighted average (TWA) or a short-term exposure limit (STEL). Both the OSHA PEL and
the STEL are considered to be maximum allowable exposures for any length of time. This
may also be called the ceiling limit. The TWA TLV typically allows a lower concentration
over a work day (8 hours).
Both PEL’s and TLV’s are expressed using various concentration measures depending on the
nature of the material. For example:
Dusts (mineral or organic) are expressed as mass per unit of air (milligram/cubic meter of
air) = mg/m3 or as millions of particles per cubic foot.
Mists (such as acid mist) and fumes (such as welding fumes) are expressed as mass per unit
of air (milligram/cubic meter of air) = mg/m3
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Fibers (such as cotton dust and asbestos) are expressed as mass per unit of air
(milligram/cubic meter of air) = mg/m3 or as fibers per unit of air (fibers/cubic centimeter of
air) = f/cc.

Gasses (such as carbon monoxide) are expressed as parts per million parts of air = ppm.
Vapors (such as solvents) are expressed as parts per million parts of air = ppm or as mass per
unit of air (milligram/cubic meter of air) = mg/m3.
III. Physical/Chemical Characteristics
Boiling point is the point at which the vapor pressure of a liquid is equal to the pressure of the
atmosphere on the liquid. In other words, it is the temperature at which a liquid begins to
change its state to a gas. The lower the boiling point, the more readily it will change to a gas
under normal workplace conditions.

-

8

8

IV.

Fire and Explosion Hazard Data
8

V.
VI.

Vapor Density is the weight of the vapor of the chemical in relation to air, which is equal to 1.
Ifthe vapor density exceeds 1, the vapor will settle to the floor. Ifit is less than 1, it will tend
to rise to the ceiling. Ensure people understand that all gasses do not rise. Knowing the vapor
density allows one to decide where the clear air is most likely to be during an unanticipated
release of a chemical.
Specific Gravity is the weight of the liquid in relation to water which is 1. Liquids with
specific gravity greater than 1 will tend to settle under a layer of water that may then suppress
any vapor development.
e
Appearance and odor are critical components of spill or leak identification.
Flash Point is the minimum temperature at which a liquid gives off vapor in sufficient
concentration to form an ignitable mixture with air near the surface of the liquid.
Flammable limits are the minimum (LEL) and maximum (UEL) concentrations of a vapor or
gas in air within which propagation of flame will occur when in contact with an ignition
source. Below the LEL, the gas/air mixture is too "lean" to burn, above the UEL, the mixture
is too "rich" to burn.

Reactivity Data
Health Hazard Data
8

8

Routes of entry into the body can include absorption (through the skin), ingestion (by
swallowing), inhalation (breathing) and injection (punctures).
Acute health hazards are those that occur rapidly or over a very short exposure.

Chronic health hazards are those that have a long-term effect from a long-term exposure.
Carcinogens are those chemicals which cause, or are believed to cause, cancer.
VII. Precautions for Safe Handling and Use
VIII. Control Measures
These are the hazard controls to be used to reduce or eliminate the possibility of adverse
human effects from the chemical. They include engineering controls, work practices, and PPE.
When explaining MSDS information to people, it is important to show them how to focus on the
critical data. MSDS are often very confusing for people, but much of the information is relevant only to
chemists, managers, and environmental and emergency responders. People should understand that a
quick look at sections IV,V, and VI will tell them whether the chemical burns, reacts with other
materials, or creates health problems upon exposure. Sections VIIand VIIItell them how to deal with
8

8
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the hazards identified. In most cases, there will be two or three key pieces of data that will be critical to
their safety when working near or with the material. It is these points they need to understand and focus
on, rather than trying to memorize the entire MSDS.
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According to the second edition of the Random House
Dictionary of the English Language, chemistry is
defined as "the science that deals with the composi‹
and various
tion and properties of substances
elementary forms of matter."

All ordinary matter consists of tiny units called atoms.
An element is a substance that contains atoms of only
one type. A compound is a substance in which the
atoms of two or more elements are combined in defi‹
nite proportions. The atoms in a compound are bound
together into units called molecules. For example, each
molecule of the compound ammonia, NH3, consists of
one atom of nitrogen, N, bound to three atoms of
hydrogen, H.
what they
Chemistry is the science of substances
look like, what they do and why. it isn’t just a subject
for scientists in laboratories, surrounded by bottles
and beakers.
This glossary of chemical terms is intended as a
resource so that you can better understand how
chemistry affects every aspect of your daily life.

-A -

Absorption: The action of a solid or liquid in taking
up and retaining another substance uniformly
throughout its internal structure.
ABS Resin: A type of thermoplastic synthetic co‹
polymer composed of various proportions of
styrene, acrylonitrile and butadiene.

Acid: A compound, either inorganic or organic, that
(1) reacts with a metal to evolve hydrogen; (2)
reacts with a base to form a salt; (3) dissociates in
water solution to yield hydrogen (or hydronium)
ions; (4) has a pH of less than seven (7); and (5)
neutralizes bases or alkaline media by receiving a
pair of electrons from the base so that a covalent
bond is formed between the acid and the base.

Adsorption: Attachment of the molecules of a gas
or liquid to the surface of another substance
(normally a solid).

Aerobic: Requiring the presence of air or oxygen to
live, grow and reproduce.
Aliphatic: Refers to a major series of organic com‹
pounds whose carbon atoms are arranged in
straight or branched chains.
Alkali: A term normally used to refer to hydroxides
and carbonates of the metals of Group IA of
the Periodic Table, as well as to ammonium
hydroxide.
HFACTS" SAFETY
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Alloy: A mixture or solution of metals, either solid or
liquid, which may or may not include a nonmetal.

Anhydrous: Without water. A substance in which no
water is present in the form of a hydrate or water
of crystallization.
Anion: A negatively charged ion.
Anode: The positive electrode in an electrolytic cell.
Aqueous: A solution or suspension in which the
solvent is water.
Aromatic: A major series of unsaturated cyclic hydro‹
carbons whose carbon atoms are arranged in
closed rings.
Asbestos: Fibrous magnesium silicate.
Atomic Number: The number of protons or
positively charged mass units in the nucleus
of an atom, upon which its structure and
properties depend.
Autoignition Point: The lowest temperature

at

which a material will catch fire without the aid of
a flame or spark.

-B-

that (1) liberates hydroxyl ions
when dissolved in water; (2) that liberates nega‹
tive ions of various kinds in any solvent; (3) that
receives a hydrogen ion from a strong acid to form
a weaker acid; (4) that gives up two electrons to
an acid, forming a covalent bond with the acid.
Baume: A scale introduced by the French chemist,
Antoine Baume, for use in determining the
specific gravity of liquids.
Base: A substance

Brix: A density scale used chiefly in the sugar
industry to indicate the sucrose concentration of
a solution.
Buffer: An acid-base balancing or control reaction by
which the pH of a solution is protected from major
change when acids or bases are added to it.

-c -

Carbonate: A compound formed by the reaction of
carbonic acid with either a metal or an organic
compound.
Carcinogen:

Any substance

which has been found

to induce the formation of cancerous

experimental animals.

tissue in

Catalyst: An element or compound that accelerates
the rate of a chemical reaction but is neither
changed or consumed by it.
'1999 Lab Safety Supply Inc.
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Cathode: The negative electrode of an electrolytic
cell.
Cation: An ion having one or more positive charges.
Caustics: Strong alkalis their solutions
corrosive to the skin and other tissues.

being

Caustic Soda: Sodium hydroxide.

Centigrade: The temperature scale universally used
by scientists in which the freezing point of water is
represented by 0C and its boiling point by 100C;
it is also called Celsius, after its inventor, Anders
Celsius.
The development and use of chemi‹
cal compounds that are specific for the treatment
of diseases.

Chemotherapy:

Chocolate: Theobroma oil.
Colorimetry: An analytical method by which the
amount of a compound in solution can be deter‹
mined by measuring the strength of its color by
either visual or photometric methods.

Combustible Material: A term usually applied to
materials which ignite above 65C and burn
relatively slowly.

-D-

Decomposition: A type of chemical reaction in which
one compound divides or splits into two or more
simpler substances.
Denaturant: A substance added to ethyl alcohol to
prevent its being used for internal consumption.

Denier: A term used in the textile industry to
designate the weight per unit length of a filament.
Density: The ratio of weight (mass) to volume of any
substance; usually expressed as grams per cubic
centimeter.

-E-

Elastomer: A term coined about 1935, when synthet‹
ic rubber-like materials were introduced on
a commercial scale, to describe any high polymer
having the essential properties of vulcanized
natural rubber.
Electrochemistry:
That portion of chemistry
concerned primarily with the relationship between
electrical forces and chemical reactions.

Electrode: A material used in an electrolytic cell to
enable the current to enter or leave the solution.
Electrolysis: Decomposition of a chemical com‹
pound by means of an electric current.

usually of oil particles in water.

Endothermic: A term used to characterize a chemi‹
cal reaction which requires absorption of heat
from an external source.
End Point: That point in a titration at which no
further addition of titrating solution is necessary.
Exothermic: A term used to characterize a chemical
reaction that gives off heat as it proceeds.

-F-

Fahrenheit: The temperature scale commonly used
in the U. S.; the freezing point of water is 32F and
the boiling point is 2 12F at sea level.

Flame Retardant: A substance applied to or incor‹
porated in a combustible material to reduce or
eliminate its tendency to ignite when exposed to
a low-energy flame.
Flash Point: The temperature at which an organic
liquid evolves a high enough concentration of
vapor at or near its surface to form an ignitable
mixture with air.
Fluorocarbon: Any of a broad group of organic com‹
pounds analogous to hydrocarbons in which all or
most of the hydrogen atoms of a hydrocarbon have
been replaced by fluorine. Some types also con‹
tain chlorine and are called chlorofluorocarbons
or CFCs.

Flux: Any material or substance that will reduce
the melting or softening temperature of another
material when added to it.
FRP: Fiberglass-reinforced

plastic.

-G-

Galvanizing: Application of a protective layer of zinc
to a metal, chiefly steel, to prevent or inhibit
corrosion.
Glacial: A term applied to a number of acids, which,
in a highly pure state, have a freezing point slight‹
ly below room temperature.
Gram: A standard unit of mass (weight) equivalent to
1/453.49 pound.
GRAS: Generally Recognized

as Safe referring to
those food additives that meet the requirements of
the Food and Drug Administration.
Gravimetric: A term used by analytical chemists to
denote methods of quantitative analysis that
depend upon the weight of the components in the
sample.

- H-

Halogen: A term, whose literal meaning is
Electron: A particle of negative electricity.
"saltmaker"; refers to the five elements of Group
Emulsion: A permanent suspension or dispersion,
VHA of the Periodic Table fluorine, chlorine,
Visit our web site at http://www.labsafety.com
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-L

bromine, iodine and astatine.

Humidity (relative): The ratio of the amount of
water vapor present in air at a given temperature
to the maximum that can be held by air at that
temperature, i.e., saturation.

Hydrocarbon: Any compound composed of carbon
and hydrogen.
Hydrophilic: A term that refers to substances that
tend to absorb and retain water.
Hydrophobic: A term that describes substances
which repel water.
Hygroscopic: A term used to describe solid or liquid
materials which pick up and retain water vapor
from the air.

- I-

Immiscible: A term used to describe substances of
the same phase that cannot be uniformly mixed or
blended.
Inert: Having little or no chemical affinity or activity.
Inhibitor: Any substance that retards or reduces the
rate of a chemical reaction.
Inorganic: This term refers to a major and the oldest
branch of chemistry it is concerned with
substances which do not contain carbon.
Ion: An atom, group or molecule that has either
lost one or more electrons or gained one or more
electrons.
having the
same molecular weight and formula, but often
having quite different properties and somewhat
different structure.

Isomer: One of two or more compounds

Lacquer: A type of organic coating in which rapid
drying is effected by evaporation of solvents.

Liter: A standard unit of volume for gases and liquids.
-lysis: A suffix commonly used in chemical terminol‹
ogy derived from the Greek, meaning "to free" or
"to loosen".

- M-

Mass: Refers to the amount of material substance
present in a body, irrespective of gravity.

Meter: A standard unit of length equivalent to 39.375
inches.

Micron: A unit of length in the metric system
equivalent to one-millionth of a meter.

Molecular Weight: The total obtained by adding
together the weights of all the atoms present in a
molecule.

- N-

Naptha: Any of several liquid mixtures of hydrocar‹
bons of specific boiling and distillation ranges
derived from either petroleum or coal tar

Neutralization: The reaction between

equivalent

amounts of an acid and a base to form a salt.

Neutron: An uncharged nuclear particle.

NMR: Nuclear magnetic resonance.

Nomenclature: The names of chemical substances
and the system used for assigning them.

-o -

Number: An arbitrary value denoting the
antiknock rating of a gasoline.
Oleum: Alternative name for fuming sulfuric acid,
Isotope: Any of two (2) or more forms of an element
i.e., sulfuric acid mixed with sulfur trioxide.
in which the weights differ by one or more mass
units due to a variation in the number of neutrons
Optical Fiber: An extremely fine-drawn glass fiber of
in the nuclei.
exceptional purity that will transmit laser light
impulses with high fidelity.
IUPAC: Abbreviation for International Union of Pure
Applied
Chemistry.
and
Order of Magnitude: A term used in science to indi‹
cate a range of values representing numbers,
K
dimensions, distances, etc., which start at any
Kaolin: The most widely used industrial type of clay
given value and ends at 10 times that value.
(aluminum silicate).
Organic: Any compound containing the element
and reactive
Ketone: A class of unsaturated
carbon.
compounds whose formula is characterized by a
Oxidation: The reverse of reduction. A reaction in
carbonyl group to which, two organic groups are
which electrons are transferred from one atom to
attached.
another either in the uncombined state or within
Kinetic energy: The energy that a particle or an
a molecule.
object possesses due to its motion or vibration.
Oxidation Number: For a given element, the number
Kjeldahl: An analytical method for determination of
of electrons it can transfer to another element with
nitrogen in certain organic compounds.
which it combines.
UFACTS "SAFETY INFO BY FAX 1-800-393-2287
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-P -

Pasteurization: Heat treatment of liquid or semiliquid food products for the purpose of killing or
inactivating disease-causing bacteria.

Periodic Law: It states that the arrangement of elec‹
trons in the atoms of any given chemical element,
and the properties determined by this arrange‹
ment, are closely related to the atomic number of
that element. As the atomic number increases
from one element to the next, the arrangement of
electrons changes in a regularly repeated
sequence.

Periodic Table: A systematic classification of the
chemical elements based on the Periodic Law.
pH: A scale indicating the acidity or alkalinity of
aqueous solutions.

Photochromic: This term denotes a material to
which has been added a low percentage of lightsensitive chemical, the effect of which is to cause
the material to darken in the presence of strong
light and to resume its original transparency when
the light intensity is decreased.
Poise: The standard unit for the viscosity of a fluid.
Potash: Potassium hydroxide.
Proton: The basic unit of mass that is a constituent of
the nucleus of all elements, the number present
being the atomic number of a given element.
Pyrolysis: A chemical change brought about by heat
alone.
Pyrophoric: This term denotes a substance that
ignites in air at or below room temperature with‹
out supply of heat, friction or shock.

-Q -

)

shrubs.
Reversible: A chemical reaction which can proceed
first to the right and then to the left when the
conditions change.

-s -

Salt: One of the products resulting from a reaction
between an acid and a base.
Solvent: This term designates a liquid which can
reduce certain solids or liquids to molecular or
ionic form by relaxing the intermolecular forces
that unite them.
Study of the mathematics of the
material and energy balances (equilibrium) of
chemical reactions.
STP: Conventional abbreviation for standard temper‹
ature and pressure.
Synergism: A phenomenon often encountered in
chemistry in which one or more properties of a
mixture are affected to a far greater extent that
would be indicated by adding the values for the
components taken individually.
Stoichiometry:

-T -

Tare: A weight used in analytical work to offset the
weight of a container.

Titration: A volumetric means of finding the amount
of a given substance in a solution.
Trace Elements: This term refers to five elements
necessary for plant nutrition which are present in

the soil in minute concentrations
boron, copper,
manganese, molybdenum and zinc.

-V -

Qualitative Analysis: Examination of a sample of
a material to determine the kinds of substances
present and to identify each constituent.

Valance: A whole number indicating for any element
its ability to combine with another element.
VCM: Abbreviation for vinyl chloride monomer.

Quantitative Analysis: Examination of a sample of
a material to determine the amount or percentage
of its constituents.

Viscosity: The property of a liquid which causes it to
resist flow or movement in response to external
force applied to it.

Quicklime: Calcium oxide.

-R

VM&P Naphtha: Abbreviation for Varnish Makers

-

and Painters naphtha.

Reagent: Any chemical compound used in laboratory
analyses
and identify specific
to detect
constituents of the material being examined.

Reduction: The reverse of oxidation. The gaining of
or acceptance of one or more electrons from
another substance.
Resin: Naturally occurring water-insoluble mixtures
of carboxylic acids, essential oils and other sub‹
stances formed in numerous varieties of trees and
Visit our web site at http://www.labsafety.com
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Wood Alcohol: Methyl alcohol.

Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.
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Introduction

The Hazard Communication Standard, also known as
the Riglit-to-Know Law, was first enacted on
November 25, 1983, by the Occupational Safety and
Health Administration (OSHA). It was later modified
with minor changes and technical amendments to
take effect March 11, 1994. The standard is refer‹
enced by Title 29, Code of Federal Regulations (CFR)
1910.1200 and amended in the February 9, 1994,
Federal Register.
The purpose of the standard is to ensure that chemi‹
cal hazards in the workplace are identified and eval‹
uated, and that information concerning these hazards
is communicated to employers and employees. This
transfer of information is to be accomplished by
means of a comprehensive hazard communication
program, which includes container labeling and other
forms of warning, Material Safety Data Sheets
(MSDSs) and employee training.

.ategorles of the Right-to-Ksiow Law

The standard is comprised of six major categories:
Hazard Determination, Material Safety Data
Sheets, Chemical Labeling, Employee Training,
The Written Program and Trade Secrets.

The first category, Hazard Determination (29 CFR
1910.1200 (d)) requires employers to identify and
evaluate all chemicals used in the workplace. This
evaluation is based on two hazard categories: listed
and defined. Listed hazards are those included in
one of the following references: OSHA 29 CFR
1910.1000 Z tables; American Conference
of
(ACGIH)
Threshold
Governmental Industrial Hygienist
Limit Values (TLV); the National Toxicology Program;
or the International Agency for Research on Cancer.
Defined hazards are those specified by OSHA as
physical or health hazards, such as combustible liq‹
uids, oxidizers, corrosives, reproductive toxins and
non-toxins.

Chemicals exempt from the standard include: wood
and wood products (except wood dust), regulated
hazardous waste, tobacco products, food, drugs, cos‹
metics, alcoholic beverages, agricultural or vegetable
eed treated with pesticides, various types of pesti‹
cides, nuisance particulate and articles. These are
exempt because they are all regulated by separate
government standards.
Visit our web site at http://www.labsafety.com
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The second major category of the standard is the
Materia! Safety Data Sheet (29 CFR 1910.1200(g)).
Once you have evaluated and identified all of the
hazardous chemicals in your workplace, you must
document them and obtain an MSDS for each item.
MSDSs are available from the chemical supplier or
manufacturer. These sheets contain specific chemical
hazard information such as: physical hazards, health
hazards, routes of entry, exposure limits (if any), pre‹
cautions for safe handling and use (if known), spill
clean-up procedures, personal protective equipment
to be used, emergency and first aid procedures, and
the name, address and telephone number of the
chemical manufacturer. All of the information on the
MSDS must be in English and be available to employ‹
ees working with or near the hazardous chemical.
e

The third category, Chemical Labeling, (29 CFR
1910.1200(f)) requires labels on all chemicals in the
workplace. The label should contain the identity of the
material, appropriate hazard warnings and the name
and address of the manufacturer, importer or other
responsible party. Other appropriate warning informa‹
tion (such as pictures and symbols) may be used in
conjunction with the hazard information. Labels must
be legible and in English. Labels in a second language
may be added as long as the English label is present.
[For more information on labeling, please refer to EZ
Facts document number 200, "Chemical Labeling

Requirements."]

The fourth category, Employee Training (29 CFR
1910.1200(h)) requires employers to provide employ‹
ees with effective information and training on haz‹
ardous chemicals in their work area at the time of
their initial assignment and whenever a new physical
or health hazard is introduced into the area. The
training shall include: methods and observations used
to detect the presence or release of the chemical,
physical and health hazards, protective measures,
labeling and explanation of the MSDSs.
The fifth category is The Written Program (29 CFR
1910.1200(e)). It requires employers to fully docu‹
ment the actions taken to comply with all of the pro‹
vision of the standard and to list the responsible per‹
son) for each area of the program. A copy of the
written program must be made available, upon
request, to all employees and OSHA officials.
The sixth and final category of Hazard Communication
INFO BY FAX 1-800-393-2287
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involves manufacturer Trade Secrets (29 CFR
1910.1200(i)). The chemical manufacturer may with‹
hold the chemical identity, including the chemical
name and other specific information, from the MSDS.
However, under special conditions, this secret infor‹
mation may be obtained by health care professionals.

Product iteferemce

Lab Safety Supply has the products you need to keep
your workers safe and comply with current regula‹
tions. Please refer to the Books, Labels, Right-toKnow and Training sections of your Lab Safety Supply
General Safety Catalog for details.

Sources for More Information
29 CFR 1910.1200, Hazard Communication

Federal Register, February 9, 1994
ACGIII
6500 Glenway Ave Bldg D-7
Cincinnati, OH 45211

National Toxicology Program
Contact: National Technical Information Services
5285 Port Royal Rd
Springfield, VA 22161

International Agency for Cancer Research
Contact: World Health Organization
49 Sheridan Street
Albany, NY 12210

FMEE Technical Support

When you have a question, you can rely on
our team of technical experts. They’ll answer
your questions about product specifications,
chemical compatibility, regulatory issues, and
general worker safety and health.
Call our Safety TechLine Technical Support toll-free:

1-800-356-2501
6 a.m. to 9 p.m. CT, Monday-Friday

FREE Catalog

For products to meet all your workplace safety and
industrial needs, turn to Lab Safety Supply’s General
Catalog. In it you’ll find thousands of safety and
industrial products, plus a complete service package
and our 100% guarantee to stand behind them.
Call today to reserve your free copy:
1-800-356-0783
6 a.m. to 9 p.m. CT, Monday-Friday
Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.
Visit our web site at http://www.labsafety.com
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to the RTK system for additional worker

Introduction

OSHA’s 29 CFR 1910.1200 Hazard Communication
Standard (Haz-Com), which is also known as the "Rightto-Know" law, was enacted in 1983 for general industry
and includes nearly one-fourth of the nation’s workforce.
It is OSHA’s most frequently cited standard with more
of which were
than 24,000 citations in 19933,500
related to chemical labeling.

Figure 1).

awareness.

(See

The NFR system uses a hazard rating colored diamond
code for ranking the health, flammability and reactivity
of fire.
of hazardous chemicals in the presence
0-4,
of
a
are
with 4 being the
assigned
Substances
rating
most hazardous. Several pictorials alert workers to haz‹
ards such as water reactive and radioactivity. Books,
charts and wallet cards are available for an explanation
of the rating system. (See Figure 2).

The purpose of the standard is to protect workers from
the chemicals they encounter in the workplace. It is
about communicating and training workers to do their
jobs safely every day. Labeling is one of the main focus‹
es of the Haz-Com Standard, but by itself it is inadequate
to protect workers from the hazards of chemicals.
Training workers to understand and read both the
Material Safety Data Sheet (MSDS) and the label is nec‹
essary for safe chemical awareness. [For more informa‹
tion on Hazardous Communication please refer to EZ
Facts document number 150, "Hazard Communication
tRight-to-Know) 29 CFR 1910.1200."]

The HMIG system is similar to the NFR system except the
label is in a color bar format and rectangular, rather than
diamond, shape. The definition of the health ratings is not
based on fire exposure, but on acute and chronic hazards
present in normal day-to-day operations. It includes
twelve icons for personal protective equipment. Charts
and wallet cards are available in English and Spanish for
interpretation of colors, numbers and symbols. The
Spanish version may help promote safety in a bilingual
workplace.[29 CFR 1910.1200(f)(9)] (See Figure 3).

wtfhat Needs To Be On a Label

Hazard Rating Numbers

Chemical manufacturers or distributors must provide the
following information on chemicals that leave their facil‹
ity: Identity of the hazardous chemical(s), appropriate
hazard warnings, and name and address of the chemical
manufacturer, importer or other responsible party. [29
CFR 19 10.1 200(f) (i)]

The employer shall ensure that each container of haz‹
ardous chemicals in the workplace is labeled, tagged or
marked with the following information: Identity of the
hazardous chemical (s) contained therein and appropri‹
ate hazard warnings. [29 CFR 1910.1200(0(5)]

Which Label Should 1 Use?

The Haz-Com Standard sets only general guidelines. All
labels must be in English, but is is a matter of personal
preference as to which system or combination of systems
are adopted. Lab Safety Supply offers three different
types of label systems: Right-to-Know (RTK), National
Fire Rating (NFR), and Hazardous Material Identification
Guide (HMIG).)
RTK labels offer an easy-to-understand,
complete
’eling system. These labels list the chemical name,
amon name or synonym, signal word, hazard informa‹
tion, precautionary measures, first aid procedures and
the CAS number. No chart for interpretation of hazards is
necessary. Personal protection pictorials can be added
Visit our web site at http://www.labsafety.com

Sources and hazard determinations can be found in 29
CFR 1910.1200(d), Hazard Determinations: Appendix A,
Health Hazard Definitions; Appendix B, Hazard
Determinations and Appendix C, Information Resources.
Hazard determinations are best left to product toxicologists or other comparable trained health professionals.
Hazard rating numbers can be obtained from several
books including the Fire Protection Guide to Hazardous
Materials and the National Fire Rating Guide for over a
thousand common chemicals. Information may also be
taken off the MSDS, or you can contact the chemical
manufacturer.

Labeling Exemptions

Labels do not always have to adhere to a container. Labels,
placards, batch tickets or signs can be placed on shelving
or posted where similar stationary containers are stored.
No labels are required on portable transfer containers of
ten gallons or less, as long as the chemical is used, dis‹
carded or returned to the labeled mother container by the
end of the work shift. [29 CFR 1910.1200(0(7)] Although it
is not required, labeling of transfer containers for safety
and liability reasons is suggested.

Target Organ Labels

A new court case has ruled that it is reasonable for man‹
ufacturers to include the proper target organ warning on

UFACTS" SAFETY INFO BY FAX 1-800-393-2287
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hazardous chemicals. A September 15, 1993 ruling by
the U.S. Court of Appeals involving a major chemical
manufacturer concluded that, "labels should have been
more explicit as to what organs could be affected." The
interpretation of 29 CFR 1910.1200(f)(1)(H) and
Appendix A was that "appropriate hazard warnings"
include target organ labels. The Court ejected the OSHA

review commission’s ruling that the standard did not
require such warnings on labels. (See Figure 4).

Training

Each labeling system requires training so employees can
interpret the icons, numerical indexes and color mean‹
ings on labels. Designate someone to conduct training of
employees and to be responsible for labeling. Train
workers to take the time to read both the MSDS and the
label before working with a chemical. Make sure the
labels and the MSDS use the same chemical or common
name so they can be easily cross-referenced.
Keep a
signed sheet of all employees who attend training pro‹
grams.
A recent survey of the U. S. workforce done at the
University of California Berkely revealed that nearly half
of the workforce cannot understand training materials or
warning signs. After the initial training, there is no

ACETONITRILE

requirement for annual training unless a new cheinic,
added. However, refresher trainings are essential if
workers are expected to understand and remember the
details of the chemical labeling system.

Commonly Asked Questions

Q. How do Ilabel a
NFPA ratings?

10% bleach solution using the

A. The

NFPA standard does not allow reduction of the
hazard rating if chemicals are stored in small quanti‹
ties or diluted concentrations without testing. Label
this as a full-strength solution.

Q. Is there

any way Ican protect my paper labels
from being defaced?

A. Use

overlays to extend the wear life of paper labels.
over your paper
labels. The clear polyester self-adhesive material pro‹
tects paper labels from moisture, UV« fading, scratch‹
es, and wear and tear.

Just peel off the backing and place

Sources for More Information
29 CFR 1910.1200 Hazard Communication

Flammability
Red

Health
Blue

CAUTION

HIGHLY FLAMMABLE.TOXIC IF SWALLOWED,
INHALED, OR ABSORBED THROUGH SKIN.
Keep away from heat, sparks, and flame. Avoid contact with eyes, skin,
clothing. Avoid breathing vapor. Keep in tightly closed container.
Use with adequate ventilation. Wash thoroughly after handling.
EFFECTS OF OVEREXPOSURE: Vapors may be irritating to skin, eyes, nose, and throat.
Ingestion may cause nausea, vomiting, or paralysis. Effects of overexposure may be
delayed,
FIRST AID PROCEDURES: Get medical attention immediately. If inhaled, remove
to fresh air. If not breathing, give artificial respiration. If breathing is difficult,
give oxygen. In case of contact, immediately flush eyes or skin with plenty of
water for at least 15 minutes. In all cases, contact a physician.

Consult MSDS for further health and safety information.

Figure 1

Visit our web site at http://www.labsafety.com

CAS NO. (67-64-1)

Reactivity
Yellow
Specific Hazard
White

Figure 2
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Chemical Name

HEALTH HAZARD

.FIRE HAZARD

3 Extreme danger
2 Harardous
1Slightly

.
k

4 Deadly

INHALATION

harardous
0 Normal
material

INGESTION
SKIN ABSORPTION
SXIN OR EVE CONTACT

/

\

\

4 Below 73F

38etow100"F
2 Above T0OF.
N« Exceeding

200 V
1Above 20OV
0 WiH not bun

NO HEALTH HAZARD
TOXIC

HIGHLY TOXIC
REPRODUCTIVE TOXIN
IRRITANT
CORROSIVE
SENSITIZER
CARCINOGEN

HO PHYSICAL HAZAROS
COMBUSTIBLE LIQUID
COMPRESSED GAS
OXIDIZER

SPECIFIC HAZARD

f LAMMABIEGAS

Oridiier

EXPLOSIVE
FLAMMABLE UQUID/SOUD

Acid
Alkali

PYROPHORIC
ORGANIC PEROXIDE
WATER REACTIVE

f REACTIVITY

>

4 May detonate
3 Shock and heat
may detonate
2 Violent chemical
change
1 Unstable if heated
0 Stable

OX
ACID

ALK

Corrosive
COR
Use NO WATER
-W
Radioactive

UNSTABLE(RE ACTIVE)

CENTRAL NERVOUS SYSTEM
CARDIOVASCULAR SYSTEM

LUNGS
HEART
KIDNEY
EYES
SKIN
PROSTATE
BLOOD
UVER

MUCUS MEMBRANES
AUTOMOMIC NERVOUS SYSTEM
RESPIRATORY SYSTEM
BtOOO
MUTAGEN

TERATOGEN

Figure 4

FREE Technical Support
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Figure 3

When you have a question, you can rely on our

team of technical experts. They’ll answer your

questions about product specifications, chemical
compatibility, regulatory issues, and general worker
safety and health.
Call our Safety Tech Line" Technical Support toll-free:
1-800-356-2501
6 a.m. to 9 p.m. CT, Monday-Friday

FREE Catalog

For products to meet all your workplace safety and
industrial needs, turn to Lab Safety Supply’s General
Catalog. In it you’ll find more than 36,000 safety and
industrial products, plus a complete service package and
our 100% guarantee to stand behind them.
Call today to reserve your free copy:
1-800-356-0783
6 a.m. to 9 p.m. CT, Monday-Friday
Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should not
be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.

Visit our web site at http://www.labsafety.com
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Chemical Compatability Concerns
in Storage
Document Number: 181
Page: 1 of 3

Chemicals play an important role in many workplace
applications. The inherent hazards of chemicals can
be reduced by minimizing the quantity of chemicals on
hand. However, when chemicals must be in-house,
proper storage and handling can reduce or eliminate
associated risks.
Proper storage information can usually be obtained
from the Material Safety Data Sheet (MSDS), label or
other chemical reference material. As required by 29
CFR 1910.1200, an MSDS must be on hand for every
chemical in your workplace. The MSDS and chemical
label can be consulted for information on special stor‹
age requirements. The MSDS can also answer ques‹
tions such as:
Is the chemical a flammable or combustible?
Is the chemical a corrosive?
Does the chemical need to be stored at other than ambi‹
ent temperature?
Is the chemical an oxidizer or reducer?
Is the chemical light-sensitive?
Does the chemical require any special handling proceduu i?

Typical storage considerations may include tempera‹
ture, ignition control, ventilation, segregation and
identification. Proper segregation is necessary to pre‹
vent incompatible materials from inadvertently coming
into contact. If incompatible materials were to come

The following chart lists the
maximum allowable container
size depending on the type
of container based on the
flammability class of your
chemical.

into contact, fire, explosion, violent reactions or toxic
gases could result. When segregating chemicals, acids
should not be stored with bases, and oxidizers should
not be stored with organic materials or reducing agents. A
physical barrier and/or distance is effective for proper
segregation.

If cabinets are used to segregate chemicals, consider
the compatibility of the chemicals with the cabinet.
For example, corrosives like strong acids and caustics
will corrode most metal cabinets. Non-metallic or
epoxy painted cabinets are available and will provide
a better service life with these types of chemicals.
However, it is recommended that hydrochloric acid
not be stored in any metal cabinet. Some other acids
and bases may damage the painted surfaces of a cab‹
inet if a spill occurs. Also, perchloric acid should not
be stored in a wooden cabinet.

There are cabinets available specifically for flamma‹
ble and combustible materials. It is important to be
aware of maximum allowable container size and max‹
imum quantities for storage in cabinets based on the
class of the flammable. The class of a flammable or
combustible is determined by its flash point and boil‹
ing point.

MAXIMUMALLOWABLE SIZE OF CONTAINERS AND PORTABLE TANKS
Container Type
Flammable Liquids
Glass or approved plastic
Metal (other than DOT drums)
Safety cans
Metal drums (DOT specifications)
Approved portable tanks

The following chart lists the
maximum volume of flammables
and combustibles that can be
stored in a single flammable
"forage cabinet.

Class IA Class IB Class IC
1 pt.
1 gal.
1 qt.
1 gal.
5 gal.
5 gal.
5 gal.
5 gal.
2 gal.
60 gal. 60 gal. 60 gal.
660 gal. 660 gal. 660 gal.

5 gal.

5 gal.
60 gal.
660 gal.

5 ga
60 gr
660 q

MAXIMUMSTORAGE QUANTITIES FOR CABINETS

Liquid Class
Flammable/Class I

Combustible/Class II
Combustible/Class III
Combination of Classes

Maximum Storage Capacity
60 Gal.
60 Gal.
120 Gal.
120 Gal.*

*Not more than 60 gallons may be Class I
and Class IIliquids. No more than 120 gallons of Class IIIliquids may be stored
cabinet,
a
in storage
according to OSHA 29 CFR 1910.106(d)(3) and NFPA 30 Section 4-3.1.
NOTE: Not more than three such cabinets may be located in a single fire area, according to NFPA 30 Section 4-3.1.
Visit our web site at http://www.Iabsafety.com
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For ease of locating chemicals, many storerooms orga‹
nize chemicals alphabetically. However, chemical stor‹
age based upon an alphabetical arrangement of chem‹
icals may inadvertently locate incompatible materials
in close proximity. A few examples of this potentially
dangerous storage method are demonstrated by the
following pairs of incompatible materials:

.. .. ... ... ... ..

Chemical
acetic acid and acetaldehyde

copper (II) sulfide and
cadmium chlorate
hydrogen peroxide and
iron (II) sulfide
sodium nitrite and
sodium thiosulfate

Reaction
.. polymerization of
acetaldehyde

6

Chlorine dioxide

explosive when heated

Copper

*Is Incompatible and Should
Not Be Mixed or Stored With
Chromic acid, nitric acid,

hydroxyl compounds, ethyl‹
ene glycol, perchloric acid,
peroxides, permanganates
Chlorine, bromine, copper,

Acetylene

fluorine, silver, mercury

Concentrated nitric and
sulfuric acid mixtures
Alkali and alkaline earth 8 Water, carbon tetrachlo‹
ride or otherchlorinated
metals (such as pow‹
dered aluminum or mag‹ hydrocarbons, carbon
nesium, calcium, lithium, dioxide, halogens
Acetone

sodium, potassium)
Ammonia (anhydrous)

Ammonium nitrate

Chlorine

reacts vigorously

Examples of Incompatible Chemicals
Acetic acid

Chromic acid and
chromium trioxide

explosive reaction

Examples of incompatible materials are listed below.
The material on the left should be stored and handled
so that it does not contact the incompatible chemi‹
cals) on the right which would result in a potential
violent reaction or toxic reaction products.
* Chemical

Carbon tetrachloride
Chlorates

8

8

Mercury, chlorine, calcium
hypochlorite, iodine,
bromine, hydrofluoric acid

(anhydrous)
Acids, powdered metals,
flammable liquids, chlo‹

rates, nitrates, sulfur, fine‹
ly divided organic or com‹
bustible materials
Nitric acid, hydrogen
Aniline
peroxide
Any reducing agent
Arsenical materials
Acids
Azides
See Chlorine
Bromine
Water
Calcium oxide
Calcium hypochlorite, all
Carbon (activated)
oxidizing agents
Visit our web site at http://www.labsafety.com
UFACTS" SAFETY

hydroperoxide
Cyanides
Flammable liquids
Cumene

Fluorine
Hydrocarbons

(such as
bromine, butane,
propane, benzene)

Hydrocyanic acid
Hydrofluoric acid
(anhydrous)
Hydrogen peroxide

Hydrogen sulfide

Hypochlorites
Iodine
Mercury
Nitrates
Nitric acid

Sodium
Ammonium salts, acids,
powdered metals, sulfur,
finely divided organic or
combustible materials
Acetic acid, naphthalene,
camphor, glycerol, alcohol,
flammable liquids in general
Ammonia, acetylene, buta‹
diene, butane, methane,
propane (or other petroleum
gases), hydrogen, sodium
carbide, benzene, finely
divided metals, turpentine
Ammonia, methane, phosphine, hydrogen sulfide
Acetylene, hydrogen
peroxide
Acids (organic or inorganic)
Acids
Ammonium nitrate, chromic
acid, hydrogen peroxide,
nitric acid, sodium peroide,
halogens
Everything
Fluorine, chlorine,
chromic acid, sodium
peroxide
Nitric acid, alkali
Ammonia (aqueous or
anhydrous)
Copper, chromium, iron,
most metals or their salts,
alcohols, acetone, organic
materials, aniline,
nitromethane, combustible
materials
Fuming nitric acid, oxidiz‹
ing gases
Acids, activated carbon
Acetylene , ammonia (aque‹
ous or anhydrous), hydrogen
Acetylene , fulminic acid,
fi

ammonia

(concentrated)

Nitrites
Nitroparaffins
Oxalic acid
Oxygen

INFO BY FAX 1-800-393-2287

Sulfuric acid
Acetic acid, aniline, chromic
acid, hydrocyanic acid,
hydrogen sulfide, flamma‹
ble liquids, flammable
gases, copper, brass, any
heavy metals
Acids
Inorganic bases, amines
Silver, mercury
Oils, grease, hydrogen,
flammable liquids, solids,
or gases
'1998 Lab Safety Supply Inc.
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Perchloric acid
"Peroxide, organic

"Phosphorus (white)
"Potassium
"Potassium chlorate
"Potassium perchlorate
"Potassium permanganate
fi

Selenides
Silver

" Sodium
"Sodium nitrate
"Sodium peroxide

Sulfides
Sulfuric acid

Acetic anhydride , bismuth
and its alloys, alcohol,
paper, wood, grease, oils
Acids (organic or mineral),
avoid friction, store cold
’Air,oxygen, alkalis, reduc‹
ing agents
Carbon tetrachloride, car‹
bon dioxide, water
fi Sulfuric and other acids
’Sulfuric and other acids
(see also chlorates)
Glycerol, ethylene glycol,
benzaldeliyde, sulfuric acid
Reducing agents
Acetylene , oxalic acid, tartartic acid, ammonium com‹
pounds, fulminic acid
Carbon tetrachloride, car‹
bon dioxide, water
’Ammonium nitrate and
other ammonium salts
or methyl alcohol,
Ethyl
’
glacial acetic acid, acetic
fi

fi

anhydrite, benzaldeliyde,
carbon disulfide, glycerin,
ethylene glycol, ethyl
acetate, methyl acetate,
furfural

’Acids
» Potassium chlorate, potassi‹
um perchlorate, potassium
permanganate (similar
compounds of light metals,
such as sodium, lithium)

A Hire an

expert to come in and evaluate the situa‹
tion and properly dispose of the materials.

Q. What

are some things to consider when planning
a chemical store room?

A. The chemical

store room should have a cool, dry
atmosphere, sufficient lighting in all areas, a ven‹
tilation system that exhausts to the outside,
secure and sufficient shelving, and unobstructed

Q

aisles with no blind areas.

What emergency equipment should be locat‹
ed near the chemical storage area?
A. First aid supplies, emergency phone numbers,
eyewash and shower facilities, fire extinguishers,
spill cleanup supplies and personal protective
equipment should be readily available.

Sources for More Information

29 CFR 1910.1450, Occupational Exposure to Hazardous
Chemicals in Laboratories

CHRIS Manual published by the U.S. Coast Guard
Prudent Practices for Handling Hazardous Chemicals in
Laboratories, National Academy Press, Washington
D.C.1981 ISBN 0-309-03128-1
29 CFR 1910.106, Flammable and Combustible Liquids

Fire Protection Guide to Hazardous Materials, National
Fire Protection Association, Quincy, MA 1994 ISBN 0-

87765-400-X

’Reducing agents
Introduction to Safety in the Chemical Laboratory,
Academic Press.
Tellurides

Source:

In addition to compatibility concerns, safe chemical han‹
dling requires regular inspections of chemical storage
areas and maintenance of stringent inventory control.

CoMmenly Asked Questions
Q. What are some things to look for
A

Q.

inspecting a chemical storage area?

when

All chemicals should be properly labeled.
Chemicals should have their caps secured at all
times. No chemicals should be stored on bench
tops, fume hoods, on the floor or extending into
traffic aisles. Chemical shelves should not be over
crowded. Chemicals should not be stored above
eye level.

Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.

What should we do if we have old, unlabeled
chemicals in house?
Visit our web site at http://www.labsafety.com
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Ontario County

CONTROLLING EXPOSURE TO BLOODBORNE PATHOGENS
(AWARENESS LEVEL) - 2.2
Safety & Health Procedure 2.2
Revised: March 1, 2005
Required by: County Policy
Reference: OSHA Standard 1910.1030, OSHA Standards Interpretations
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, when
employee performance indicates that retraining is required, and annually.
Summary: Bloodborne pathogens (BBP) are pathogenic micro-organisms which may be present in
human blood that can cause disease in humans. Two pathogens of particular concern are Hepatitis
B Virus (HBV) and Human Immunodeficiency Virus (HIV)—which may lead to AIDS.
While the county employs a comprehensive safety and health program designed to minimize or
eliminate the possibility of occupational injury, there may still be incidents where employees could
be exposed to bloodborne pathogens in the workplace. In the event of potential exposure, we want
our people to know how to react appropriately.
It is important to note that OSHA requires a detailed exposure control plan in workplaces where
employees are expected to deal with bloodborne pathogens as part of their jobs (nurses and
physicians, designated emergency responders, laboratory technicians, etc). There are several
departments within the County which require a detailed procedure consistent with all the OSHA
requirements. Those departments should refer to the County Exposure Control Plan.
While many other county employees are either trained in basic first aid, or bring those skills to the
workplace, the use of those skills at work are at their option and are not required by job or county
policy. As a result, the county is not mandated to meet the requirements of the Bloodborne
Pathogens Standard in those areas of operations.
Even though a requirement does not exist for the bulk of county operations, we believe that
awareness and training on BBP exposure prevention is necessary and appropriate for all our people.
This procedure covers those who need awareness training for BBP.
Training Key Points:
1. BBP are viruses, bacteria, and other micro organisms that may be carried in a contaminated
persons bloodstream and other body fluids and which can cause disease.
2. Individuals carrying BBP may, or may not, be aware that they could put others at risk.
3. BBP are passed by human contact with the contaminated fluid in such a way the BBP can enter
the persons blood stream. For example, through cuts or wounds on the hands, by sexual contact,
through needle sticks with contaminated needles, or by splashes into the mouth, nose, or eyes.
4. BBP is not passed by normal and casual contact with a contaminated person, such as through a
hand shake or working in close proximity to another person.

Ontario County Safety and Health Procedure: Controlling Exposure to Bloodborne Pathogens
Page 1
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

5. Dried blood and body fluids, nasal secretions, sweat, tears, urine, vomit, and normal rest room
waste present little or no risk of contamination. However, if blood is present, or contamination
is expected, take appropriate precautions.
6. When dealing with blood and body fluids (such as during an injury or illness at work), always
take universal precautions. In other words, treat all blood and body fluids as contaminated.
Universal precautions include:
• Wear disposable latex or nylon gloves or vinyl reusable utility gloves when handling BBP or
where BBP exposure is possible.
• Wear eye and/or face protection where BBP splash is possible.
• Use a resuscitation device or mask when providing rescue breathing.
• Clean up BBP with a bleach and water solution and disposable paper towels or a sponge
which can be soaked in the bleach/water solution for ten minutes.
• Package any towels, clothing, or waste items contaminated with blood or body fluids in a
special biohazard container for safe and appropriate disposal.
• Never reach into trash to retrieve an object. Empty the contents onto a newspaper for the
search.
• Wash thoroughly with soap and water after handling blood or body fluids and after removing
PPE.
7. If you believe you may have been exposed to BBP, wash the exposed area immediately with
soap and running water. Lather up and scrub vigorously. Then report immediately to
supervision and request competent medical help.
8. Inform employees about the location and use of protective gloves, rescue devices, and clean-up
materials in their work area that are available for their use, if desired.
Inspection Checklist: To ensure that the bloodborne pathogens exposure control system is functioning
properly, an annual audit of the system will be conducted and will examine the following key
elements:
1. The written procedure is current and reflects any changes made to common practice since the
last audit.
2. All employees have received training on the county BBP procedure and the key points listed
above and any changes instituted since they were previously trained.
3. Workplace sampling indicates that employees are aware of BBP and the universal precautions
and that they are following the recommended procedures.
4. PPE and BBP clean-up equipment is available in each work area and employees are aware of
the availability.
5. A sampling of events where BBP contamination might have occurred shows that universal
precautions and exposure control procedures were used effectively.

Ontario County Safety and Health Procedure: Controlling Exposure to Bloodborne Pathogens
Page 2
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

Ontario County

Process Safety Management - 2.3
SAFETY & HEALTH PROCEDURE 2.3
Revised: July 18, 2022
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.119, Process Safety Management of Highly Hazardous Chemicals,
OSHA PSM web page at www.osha.gov/SLTC/processsafetymanagement/index.html, the Center
for Chemical Process Safety at www.aiche.org/ccps/ and the Chemical Reactivity Worksheet at
http://response.restoration.noaa.gov/chemaids/react.html.
Facility Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to a job that requires work operating or
maintaining a process covered by 1910.119, whenever the process changes, whenever employee
performance indicates that retraining is required and at least every three years thereafter.
Summary: The OSHA Process Safety Management (PSM) standard is a companion to the EPA Risk
Management Plan (RMP) requirement and is required under the Clean Air Act. Both regulations
mandate that the employer address highly hazardous materials and processes using those guidelines
to ensure that process failures do not create catastrophic events that pose a risk to employees, site
visitors and the public. Such events have historically been fairly common, even in facilities not
thought of as chemical plants or thought to store and use highly hazardous materials.
Many major explosions, fires and toxic releases, with significant loss of life, have occurred because
management and employees were unaware of the hazards of materials with which they were
working and the potential for catastrophic failure. Of concern are highly hazardous materials (such
as toxic or explosive), reactive materials (those that can undergo a chemical change under the right
conditions such as heat, pressure, shock, friction, a catalyst or contact with air or water) and
reactive interactions (where two or more materials can chemically interact).
In addition to materials covered under the PSM standard, it is the practice of this facility to follow
essentially the same process to ensure the safety of other reactive materials such as those addressed
at the CCPS web site referenced above or identified by use of the Chemical Reactivity Worksheet.
It must be recognized that chemical safety is a complex undertaking and cannot be realized with the
publication of a procedure and familiarization training for employees involved in the process. This
procedure simply highlights the requirements of the PSM standard and provides information,
resources and forms that will be helpful in attaining a high level of chemical process safety. It is
expected that managers, supervisors, operators and mechanics involved in a PSM-covered process
will use the guidance and resources outlined here to attain a complete understanding of the process
in which they are involved.
Determining Applicability: The PSM standard does not apply to most workplaces since they either do
not use highly hazardous chemicals or do not use them in quantities that could lead to catastrophic
process failure. The PSM standard applies to a workplace if:
1. A process at this facility involves a chemical at or above the threshold quantity specified in
the List of Highly Hazardous Chemicals, Toxics and Reactivies in Appendix A of 29 CFR
1910.119, or
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2. A process involves a flammable liquid or gas on site in one location in excess of 10,000
pounds.
Risk Reduction Steps: In order to reduce the risk to the facility, our employees and the public from
reactive chemicals and highly hazardous processes, and to avoid the application of the PSM
standard to our operations, we will actively attempt to lower the risk to acceptable levels by:
1. Eliminating the use of high hazard materials, where possible.
2. Substituting less hazardous materials for those of higher hazard.
3. Lowering the quantities of hazardous materials stored or used in one place to amounts under
the threshold quantities listed in the PSM standard.
4. Dispersing the materials throughout the facility so that no single location has quantities
above the threshold amount.
Process Safety Management Steps: If our efforts to reduce the risk to bring us under the point where
the PSM standard applies are not successful, we will then implement the PSM process for each
chemical or operating process covered taking the following steps:
1. EMPLOYEE PARTICIPATION: Full participation by all employees involved in the process is
necessary and must include:
a. A written action plan covering how employee participation will be implemented
b. Consultation with affected employees on the process hazard analysis (PHA) and the
other elements of PSM
c. Access to the PHA and other information developed in the PSM process
2. PROCESS SAFETY INFORMATION: Before the PHA is conducted, all written process safety
information must be compiled and must include:
a. Information about the hazards of the highly hazardous chemicals used or produced by
the process, including toxicity, PEL’s, physical data, reactivity data, corrosivity data,
thermal and chemical stability data, and the hazardous effects of inadvertent mixing
with other materials. If the SDS contains all this information, it may be used.
b. Information about the process technology, including a block flow diagram or process
flow diagram, process chemistry, maximum intended inventory, safe upper and lower
limits and an evaluation of the consequences of deviation.
c. Information about the process equipment, including materials of construction, piping
and instrument diagrams, electrical classification, relief system design, ventilation
system design, design codes and standards employed, material and energy balances, and
safety systems.
3. PROCESS HAZARD ANALYSIS (PHA): A PHA is required that is appropriate to the complexity of
the process and that identifies, evaluates and controls hazards.
a. One or more of the following PHA processes, as appropriate, must be used: What-if,
checklist, What-if and checklist, Hazard and Operability Study (HAZOP), Failure Mode
and Effects Analysis (FMEA), fault tree analysis, or equivalent methodology.
b. The PHA must address:
✓ The process hazards
✓ The identification of any previous incident that had likely potential for catastrophic
consequences
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✓ Applicable engineering and administrative controls and their interrelationships,
consequences of failure of the engineering and administrative controls, facility
siting, human factors, and a qualitative evaluation of a range of safety and health
effects of control failures.
c. The PHA team must include expertise in engineering and process operations, an
employee experienced in the process, and someone knowledgeable in PHA
methodology.
d. There must be a system in place to promptly address team findings and
recommendations, assure they are resolved, document actions, document corrective
action schedule, and communicate results to all personnel impacted by the process.
e. PHAs must be retained for the life of the process.
4. OPERATING PROCEDURES: Written operating procedures must be developed and implemented
for each covered process that provide clear instructions for safely conducting process activities.
a. The procedures must include:
✓ Steps for each operating phase, including start-up, normal operations, temporary
operations, emergency shutdown (including when it is required and the assignment
of responsibilities for a safe and timely shutdown), emergency operations, normal
shutdown and start-up (following turnaround or emergency shutdown).
✓ Operating limits, including the consequences of deviation and the steps to correct
or avoid deviation.
✓ Safety and health considerations, including properties and hazards of the process
chemicals, precautions necessary to prevent exposure (using the hierarchy of
controls), control measures for physical contact and airborne exposure, quality
control for raw materials and control of hazardous chemical inventory levels, and
any special or unique hazards.
✓ Safety systems and their functions
b. Procedures must be readily available to employees who operate and maintain the
process.
c. Safe work practices that address the control of hazards during operation must be
developed and implemented, including:
✓ Lockout/tagout…See OCSHP 6.1, Control of Hazardous Energy
✓ Confined space entry…See OCSHP 6.7, Confined Space Entry
✓ Opening process equipment or piping
✓ Facility access control for maintenance, contractor, laboratory and other support
personnel
5. TRAINING: Training is a critical component of the PSM process.
a. Any employee involved in operating a process covered under this procedure must be
trained in an overview of the process and the operating procedures in section 4 above.
The training must also include specific safety and health hazards, emergency operations,
shutdown and safe work practices.
b. The training must be completed before being allowed to work on the process.
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c. Refresher training must be provided at least every three years or more often if
necessary.
d. Employees receiving training must also demonstrate their understanding of the process
✓ Our method will use a combination of multiple-choice examination developed
specifically for the process and field demonstrations of troubleshooting and
emergency response observed by a qualified supervisor.
✓ Satisfactory completion of training will be documented on the facility Safety and
Health Training Record contained in OCSHP 1.3, Safety and Health Training
Requirements
e. Employees involved in maintaining the on-going integrity of process equipment must be
trained in an overview of the process, its hazards, and the procedures applicable to
his/her job.
6. CONTRACTORS: Certain actions are required for contractors performing maintenance, repair,
renovation or other specialty work on or near a covered process; but are not required for
contractors doing incidental work that does not impact the covered process.
a. When selecting a contractor, we will obtain and evaluate the contractor’s safety
performance and programs.
b. We will inform all contract employees of known potential fire, explosion or toxic
release hazards related to their work and the process.
c. We will inform the contract employees of the emergency action plan requirements
applicable to them.
d. We will develop, implement and communicate safe work practices to the contract
employees that control their entrance, presence and exit from the covered process area.
e. We must maintain a log of injuries and illnesses occurring to contractors working in the
process area. In addition, we will complete an incident investigation form in conjunction
with the contractor supervisor. See OCSHP 1.6, Incident Reporting and Investigation;
and OCSHP 1.7, Safety and Health Recordkeeping.
f. The contract employer is responsible under the PSM standard for ensuring that his/her
employees are fully trained and protected in the same way we protect our employees
and the public. To facilitate this, we will make all of our documents and training
available to the contract employer.
7. PRE-STARTUP SAFETY REVIEW: A pre-startup review is required for new facilities and modified
facilities when the modification has resulted in a change in process safety information.
a. Before the highly hazardous chemicals are introduced to the process, the review must
confirm that:
✓ Construction and equipment is in accordance with design specifications.
✓ Safety, operating, maintenance and emergency procedures are in place and
adequate.
✓ For new facilities, a PHA has been performed and recommendations resolved.
✓ For modified facilities, the management of change requirements have been met.
✓ Training has been completed for all employees involved in the process.
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8. MECHANICAL INTEGRITY: All process equipment, including pressure vessels and storage tanks,
piping systems and components, relief and vent systems and devices, emergency shutdown
systems, controls (including monitoring devices and sensors, alarms and interlocks) and pumps
must have mechanical integrity.
a. Written procedures must be implemented that maintain the on-going integrity of process
equipment.
b. For inspection and testing requirements, see 7 under Inspection Checklist.
9. QUALITY ASSURANCE: On-going tests, inspections and assessments must be made to ensure that
systems are safe for use. They include:
a. Checks of new equipment to ensure that fabricated equipment is suitable for the
application intended.
b. Checks must be made of equipment to ensure it is installed correctly and is consistent
with design specifications and manufacturers’ instructions.
c. Checks to ensure that maintenance materials, parts and equipment are suitable for the
process on which they will be used.
10. HOT WORK PERMIT: The facility hot work permit system must be utilized for any hot work
operations conducted on or near the covered process. See OCSHP 3.4, Hot Work Operations
11. MANAGEMENT OF CHANGE: We must establish and use written procedures to manage changes to
process chemicals, technology, equipment and procedures and changes to covered processes.
a. Replacements in kind are exempt from this requirement.
b. The procedures must address the following:
✓ The technical basis for the proposed change
✓ The impact of the change on safety and health
✓ Modifications to operating procedures
✓ The necessary time period for the change
✓ Authorization requirements for the proposed change
c. Affected employees, including operators, mechanics and contractors, must be informed
of, and trained in, the change prior to process startup.
d. If the change results in a change in operating practice or procedure, they must be
updated accordingly.
12. INCIDENT INVESTIGATION: Each incident that results in, or could result in, a catastrophic release
of highly hazardous chemicals into the workplace must be initiated within 48 hours of the
incident.
a. OCSHP 1.6, Incident Reporting and Investigation, will serve as a basic format for the
investigation and will be followed to ensure that all findings and recommendations lead
to appropriate corrective action and include a full documentation of the incident and
conclusions.
b. The investigation team will include at least one person knowledgeable in the process, a
contract employee if contractors are involved, and others with appropriate knowledge
and experience to thoroughly investigate and analyze the incident.
c. The report must include:
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✓ The date of the incident
✓ The date the investigation began
✓ A description of the incident
✓ Factors contributing to the incident
✓ Recommendations resulting from the investigation
d. The report must be reviewed with all affected personnel.
13. EMERGENCY PLANNING AND RESPONSE: See OCSHP 3.1, Emergency Action Plan
14. COMPLIANCE AUDITS: See 10 under Inspection Checklist.
15. TRADE SECRETS: The PSM standard requires us to make all necessary information available to
people compiling the process safety information regardless of trade secret status, but we will
require anyone receiving trade secret information to sign a confidentiality agreement that they
will not disclose the information. In addition, we must make trade secret information contained
in the PHA and other required documents available to employees involved in the process and
their representatives.
Inspection Checklist: Certain actions must be taken at certain intervals to ensure full and continuing
compliance with the PSM standard. These actions include:
1. The process hazard analysis (PHA) must be updated and revalidated at five-year intervals.
2. The accuracy and currency of operating procedures must be certified annually.
3. Refresher training for all personnel operating the process must be completed at least every three
years.
4. Training records must be maintained with name, date and verification of understanding means
specified.
5. The performance of any contractors working on or near the process must be evaluated
periodically to ensure full performance with respect to the specific process procedure and the
PSM standard.
6. Written procedures covering the mechanical integrity of all process systems and components
must be in place and implemented.
7. Inspections and tests must be performed on process equipment using procedures that follow
recognized and generally accepted good engineering practices at a frequency consistent with the
manufacturer’s recommendations and good engineering practices (more frequently if operating
experience suggests). Inspections and tests must be documented and deficiencies corrected
before the process is used.
8. Checks and inspections must be made on new equipment, equipment installations and
maintenance materials to ensure that they are properly designed and installed for the purpose to
which they will be put.
9. Incident investigation reports must be retained for five years.
10. At least every three years, we must conduct a compliance audit that verifies that the procedures
and practices developed under the PSM standard are adequate and being followed. The audit
must be certified, conducted by at least one person knowledgeable in the process, contain a
report of findings and deficiencies and documentation that all findings have been corrected. The
two most recent compliance audits must be retained in our files.
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Ontario County

EMERGENCY ACTION PLAN - 3.1
Safety and Health Procedure 3.1
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.38
Coordinator: Department Head/Manager, Office of Emergency Management
Employee Training Frequency: At time of hiring or new information becomes available about
potential threats or hazards, and when employee performance indicates that retraining is required.
Summary: Despite our best efforts, emergencies impacting county facilities may occur. Whether it is a
medical emergency, an unforeseen internal event, or the outside threats posed by weather, other
organizations, or criminal or terrorist activity, our best chance of limiting the adverse impact lies in
an effective emergency action plan and countywide training to implement it.
Management is committed to doing all that is necessary to make people feel comfortable and safe at
work and to mitigate any emergency quickly and successfully. We will make sure that our safety
and injury prevention process is working properly so that emergency threats we face internally are
minimal. In addition, we will take necessary and appropriate actions to control external threats in
conjunction with our neighbors and county law enforcement and emergency response personnel.
The Written Plan: An extensive County Emergency Management Plan has been developed by the
County Office of Emergency Management. The Emergency Management Office will serve as the
coordinating agency for emergencies involving County buildings, or situations within the
Community. This document is intended to be a minimum requirement. Due to various regulatory
agencies, individual departments within the County may have more extensive detailed plans.
Training Key Points:
1. The Basic Emergency Plan for County Buildings is required training for all personnel (see
Appendix 1, Employee Emergency Plan Ontario County Office Buildings).
2. Where specific skills are necessary under the plan (such fire fighting, rescue, first aid, security
and traffic control, etc.), the tasks will be handled by County Emergency Personnel.
3. For personnel who have not been trained, and will not participate with specific skills, their task
is to follow orders to evacuate, or shelter and wait at designated assembly areas for further
instructions.
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EMPLOYEE EMERGENCY PLAN
ONTARIO COUNTY OFFICE BUILDINGS
Any time an employee becomes aware of an emergency situation they should notify their
local 911 Center of the emergency via telephone if it is safe to do so.
If assistance is required and you cannot talk on the phone, dialing 911 and dropping the
phone will cause an officer to be dispatched to investigate. This method should only be
used under extreme circumstances.
Dial 911, or 9-911 and give complete information concerning the situation to the 911
operator. The 911 operator will then dispatch an emergency resource (fire, police,
ambulance) based on the information given.
If the nature of the emergency requires evacuation of the building, this can be
accomplished using the manual fire alarm stations located near most building exits.
Employees should be familiar with the location of the manual fire alarm stations for their
work area, and for work areas they frequently visit.
All County Office Buildings have manually operated alarm stations, smoke detectors, and
heat detectors that are connected to a fire alarm system. The fire alarm systems have
audible and visual alarms. Activation of a single device on the alarm system will cause
the building’s alarm to sound. When the alarm sounds a 911 Center is notified of the
alarm condition and the 911 Center alerts the appropriate fire department.
All County Buildings have building exits indicated with EXIT lights. Employees should
be familiar with the locations of the exits from their work areas, and from work areas they
visit frequently.
In buildings equipped with elevators, the elevators are for normal day to day use.
Elevators should NOT be used for evacuation during a fire.
Employees should discuss emergency planning during staff meetings. It is suggested that
emergency planning be discussed at least semi -- annually and include such department
specific topics as, “Who will account for departmental personnel in the event of a
building evacuation?”
Anyone with questions or concerns are invited to call the County Safety Coordinator at
(716) 396-4465.

Appendix 1 – Employee Emergency Plan

IF YOU DISCOVER A FIRE OR OTHER EMERGENCY:
Account for and escort visitors to a safe area.
Alert co-workers.
Activate the closest fire alarm pull station.
From a safe area, notify an emergency dispatcher by calling 911, or 9-911 give
them as much information as possible.
Use STAIRS to evacuate buildings. DO NOT use elevators.
Once you are outside proceed to your department’s assembly area.
IF THE FIRE ALARM SOUNDS:
Account for all visitors and escort them from the building using fire exits.
DO NOT use the elevators.
Once you have evacuated the building, remain at your designated assembly area so
that the person in charge can account for all visitors and employees and report this
to the fire department.
IF YOU ARE TRAPPED IN ANY ROOM BY FIRE:
Close the door.
Do not panic.
Call out by phone if available or verbally to let people know where you are.
Stay low.
FIRE EXTINGUISHERS:
All County buildings have fire extinguishers placed according to the requirements
of the State Building Code and NFPA 10.
Employees should use fire extinguishers only if:
1.
2.
3.
4.

The employee has been trained in fire extinguisher use.
The fire is small and not spreading.
The fire department has been notified.
The fire will not block the employee’s escape.

Appendix 1 – Employee Emergency Plan

BOMB THREAT PROCEDURES
ALL COUNTY PHONE DIRECTORIES HAVE A BRIGHT PINK BOMB THREAT
SHEET IN THE FRONT OF THE NOTEBOOK.
Employees receiving telephoned treats should:
1.) Stay calm – do not alarm others.
2.) If possible get a fellow employee’s attention using the pink telephone directory
insert.
3.) Fellow employee should contact 911 with extension number the threat was
received on.
4.) Employees should attempt to extend the conversation as long as possible asking
the questions on the back of the pink insert. Make notes during conversation.
5.) Note any distinctive traits about the call/caller; i.e., Male Female, Young/Old,
Accent, Background Noises.
Employees receiving written bomb threats should:
1.) Remain Calm
2.) Do not handle the document any more than necessary.
3.) Immediately call 911 & report to your Supervisor.

Appendix 2 – Bomb Threat Response

SUSPICIOUS MAIL/PACKAGES
Some characteristics of suspicious packages and envelopes are:
•
•
•

Inappropriate or unusual labeling. Too much postage, poor handwriting,
misspelled words, strange or no return address, unusual markings.
Unusual appearance, powdery substance, oily stains, discolorations or odors.
Excessive weight, ticking sound, protruding wires, aluminum foil.

1.)

Notify 911, 0r 9-911.

2.)

Do not open, shake or empty contents.

3.)

Do not carry, show it to others or allow others to examine.

4.)

Do not sniff tough or taste the contents.

5.)

Leave the area, close any doors & windows and prevent others from entering
the area.

6.)

Wash hands with soap and water to prevent spreading.

7.)

Create list of all people who were in the room or in the area.

Appendix 3 – Suspicious Mail

Ontario County

FIRE PREVENTION PLAN - 3.2
Safety and Health Procedure 3.2
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1910.39
Coordinator: Department Head/Manager, and County Safety Coordinator
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: OSHA requires a written fire prevention plan for all facilities where fire extinguishers are
used, and in a variety of other situations that apply to Ontario County facilities. The intent of this
requirement is to identify and control hazards that can allow fire to start, or that will contribute to
the spread of fire. Since fire can have a devastating affect on the workforce and on County
operations, it is essential that plans be written, communicated and followed throughout all County
facilities.
Management Action Required: Since the plan elements, as outlined in 3 below, are very specific to
the facility, department heads/managers are responsible for preparing the lists and procedures
necessary to ensure compliance with this document. Help in identifying hazards and determining
procedure elements is available from the County Office of Employees Safety and the County
Emergency Management office.
Training Key Points:
1. Fire can start easily under the right conditions and can move beyond the incipient stage to
become a fully involved fire within a little as two to three minutes.
2. A written fire prevention plan is required for all County facilities and must be followed.
3. The plan for this facility includes:
a. A list of all major fire hazards and the type of fire protection equipment available and
suitable to control each hazard.
b. A list of potential ignition sources and their control
c. Procedures for the proper handling and storage of hazardous materials
d. Procedures to control accumulations of flammable and combustible waste materials
e. Procedures for the maintenance of safeguards on all heat-producing equipment to
prevent accidental ignition of combustible material
f. The job title of employees responsible for maintaining equipment to prevent or control
ignition sources and of those responsible for controlling fuel source hazards.
4. As a general rule, the most significant hazard for fire is poor housekeeping where combustible
materials clutter the workplace and can be ignited by heat sources normally found in the space.
To control housekeeping, all employees are responsible for:
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a. Immediately placing paper, wood, cloth and other ordinary combustibles no longer of
value in appropriate trash containers.
b. If combustible items are of value, they must be immediately stored neatly in designated
storage locations such as racks, shelves, or bins.
c. Boxes, bins, tubs, and stacks of combustibles must be directly accessible from aisles or
walkways without requiring the moving of other materials to reach them.
d. No materials may be stored on top of cabinets, racks or shelves in such a way that they
inhibit sprinkler flow, are in danger of falling, or are not easily accessible from the floor.
If there is any question, store goods only in spaces or locations designed for the purpose.
e. In order to insure rapid access in an emergency, aisleways must always be kept fully
open, fire extinguishers and hose lines must be kept accessible with nothing blocking,
and exit routes and doorways must be clear and unlocked.
f. Flammable liquids and gases must be stored in cabinets, containers or rooms designed
for the purpose and only in the quantities necessary for reasonable near-term use.
5. Smoking is permitted only in designated areas and open flame and other hot work must be done
in accordance with Ontario County Safety and Health Procedure 3.4.

Ontario County Safety and Health Procedure: Fire Prevention Plan
Page 2
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

Ontario County

DEALING WITH MEDICAL EMERGENCIES - 3.3
Safety & Health Procedure – 3.3
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1910.151, 12 NYCRR Part 801 and 901, Lab Safety Supply EZFacts 120, 129,
207, and 208
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring.
Summary: Over 2,300,000 people die in the United States each year. Nearly 100,000 of those deaths
are from unintentional injuries, over 30,000 are from suicides, and over 18,000 come from
homicides. Despite the best efforts of Ontario County to ensure the safest workplace possible, there
is a high likelihood that some of those annual deaths will occur in our facilities to employees,
visitors, clients and the general public. While we would expect no deaths or serious injuries to
employees because of our safety and health efforts, it is reasonable to expect a modest number of
medical emergencies from heart attacks, other health problems, and a variety of other unexpected
situations.
When medical emergencies occur, from whatever cause, it is our expectation that they will be dealt
with promptly, correctly and with great empathy for the individuals involved and their loved ones.
This procedure outlines how we will handle such situations, the regulatory basis for our actions,
and any legal obligations we have.
Training Key Points: Training on this procedure is directed primarily at managers, supervisors and
employees who are in a position to respond to medical emergencies, take action to resolve the
emergency, and deal with the emotional and legal consequences of such an emergency. Training for
County employees who may be impacted or aware of the emergency, but need not take direct
action, should only cover the training dealing with starting the response.
Training for All County Personnel:
1. In the event of a medical emergency, take the following action in the order shown:
a. Immediately call 911. Provide the dispatcher with the nature of the emergency, the
exact location of the emergency, and whether rescue assistance is needed along with
emergency medical assistance. Answer any other questions asked by the dispatcher,
if the facts are known.
b. Summon the first aid or medical emergency team, if such a team exists, and the area
supervisor or manager.
c. Make the individual as comfortable as possible and assure him/her that help is on the
way.
d. Send someone else to the building entrance or location where emergency responders
are expected to arrive to direct them to the emergency location.
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e. Ask additional employees to provide crowd control so that access to the injured or ill
individual is open and uninvolved people are not crowding the emergency site.
f. Defer all questions about the incident from onlookers, media and others to
department head/manager. However, you must factually answer questions from
emergency responders and properly identified investigators.
Training for Managers, Supervisors and Emergency Responders:
1. Medical emergencies may involve employees and non-employees under a variety of natural
and work-related circumstances with the medical consequences varying from minor to
death.
2. In all cases, the County expects that managers, supervisors and emergency responders from
within the County workforce will take prompt and appropriate action to resolve the
emergency with great sensitivity for the needs of the individual(s) and loved ones, as
appropriate.
3. Do not differentiate between employees and others. Everyone facing a medical emergency
deserves, and must receive, the optimum attention.
4. OSHA requires several actions that department heads/managers must ensure are taken to
deal with employee medical emergencies in the workplace. They are:
a. Have specifically designated medical personnel readily available at all times for
advice and consultation on health for County employees. The intent of this
requirement is that personnel trained and qualified in occupational medicine be able
to help management establish and maintain the optimum workplace health
environment and system for emergency response. It is not expected that these
individuals will be responders to medical emergencies.
b. If a community emergency medical response cannot be assured within four (4)
minutes, provide at least one person trained in first aid who can respond internally
and who is equipped with adequate first aid supplies.
i. Since the County recognizes that a community response can not always be
assured within four minutes because of travel distance, competing calls for
service, traffic, weather, etc., it is recommended that all department
heads/managers have sufficient personnel trained in first aid.
ii. Normally, a basic first aid and CPR training program of eight hours (±) will
suffice. Training should be supplemented with information about the typical
injuries and medical emergencies to be expected at the facility and the
location of MSDS and how to read them.
iii. Department heads/managers should survey their assigned personnel to
identify those who may have the necessary training. First responder, EMT,
and paramedic training received as a member of a fire department or
ambulance squad provides excellent qualifications.
iv. If sufficient people with current qualifications are not available, interested
individuals should be identified and trained.

Ontario County Safety and Health Procedure: Dealing with Medical Emergencies
Page 2
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

v. Details on OSHA first aid requirements, the contents of first aid kits, and
basic first aid procedures can be found in EZFacts 207 and 208 in the
appendix.
c. Provide appropriate water drenching facilities for anyone exposed to injurious or
corrosive materials.
i. It is critical that employees exposed to chemical splash and burn hazards
have an appropriate safety shower and/or eyewash (as appropriate) within ten
(10) seconds travel time from the hazard, that they have the opportunity to
experience the safety shower and eye wash in training, and that they
understand the necessity to remove all potentially exposed clothing
(including undergarments) during flushing.
ii. Details on safety showers and eyewashes can be found in EZFacts 120 and
129 in the appendix.
1. Automatic External Defibrillators (AEDs) are increasingly being found to have great value
in the workplace following sudden cardiac arrest. Survival rates can go from 5% with CPR
to 75% or higher with prompt AED use. At the present time, all County Sheriff’s vehicles,
as well as the City of Canandaigua Police Vehicles are equipped with AEDs.
2. Upon response to a medical emergency, take the following steps:
a. Ensure that both facility and community medical responders have been called.
b. Ensure that all appropriate assistance is being given the individual(s) involved.
c. Attempt to determine the cause of the emergency and take notes from the involved
individual(s) (if able), witnesses and responders.
d. For employees, ensure that follow-up action is appropriate to the situation, including
hospitalization with ambulance transportation if called for, or take them to follow-up
medical treatment. See Ontario County Safety and Health Procedure 1.10 for
additional guidance.
e. For non-employees, ensure they are either transported to the hospital by ambulance
or turned over to a competent individual (family member, friend, co-worker) for
follow-up medical care.
3. In the event of death, life-threatening injury or illness, or trauma to a County employee, or
a member of the public, follow these guidelines:
a. Call 911.
b. Notify the Director of Human Resources (585) 396-4465 so that he/she may collect
whatever information that may be required by the County.
c. Contact the County safety coordinator at (585) 396-4465 to immediately coordinate
a full investigation. Have witnesses held nearby, have the scene protected, have
photos taken of the scene.
d. The County attorney at (585) 396-4411 to be included in the investigation, reports to
the media, and regulatory reports.

Ontario County Safety and Health Procedure: Dealing with Medical Emergencies
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e. Do not notify the individual’s family. This is a function best left to competent
medical personnel, law enforcement and/or the Director of Human Resources.
f. At no time should you make comments or reports to others (including employees,
investigators, regulators and the media) that are speculative or unsubstantiated by
clear facts or evidence.

Ontario County Safety and Health Procedure: Dealing with Medical Emergencies
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First Aid 29 CFR 1910.151 and
Summary of Z308.1-199S

gBBH SAFETY INFO BY FAX
In 1998 the Medical Services and First Aid regulation,
29 CFR 1910-151, was revised. The revision states,
"in the absence of an infirmary, clinic, or hospital in near
proximity to the workplace which is used for the treatment
of all injured employees, a person or persons shall be
adequately trained to render first aid. Adequate first
aid supplies shall be readily available." The revised regu‹
lation eliminated the statement ,
. first aid supplies
approved by the consulting physician shall be readily
available." In addition to the regulation was Appendix
A a non-mandatory guideline. This appendix demon‹
strates an example of the minimal contents of generic
first aid kits according to the American National
Standards Institute (ANSI) Z308. 1-1978, Minimum
Requirements for Industrial Unit-Type First Aid Kits.*
listed in Z308. 1-1978 should
The contents
be adequate for small worksites. The employer is
responsible for determining the need for additional
first-aid kits, quantities and the types of supplies at
the worksite for large/larger worksites.

The new non-mandatory Appendix A refers to
ANSI Z308.1-1978 "Minimum Requirements for Industrial
Unit-type First-aid Kits". Since Appendix A was added,
ANSI has updated Z308. 1 - 1 978 to the 1 998 standard.
OSHA is expected to revise Appendix A to reference
the updated ANSI Z308. 1 1 998 after determining that it
is as effective as the earlier standard.

Note:

-

Classification of First-Aid Kits

Under the new ANSI standard, Z308.1-1998 kits are
divided into three different categories or classifica‹
tions. Kits must also meet the requirements the perfor-

208

mance and testing requirements set by the

standard.

Type I:

Intended for use in stationary, indoor applications
where kit contents have minimal potential for damage.
These kits are not intended to be portable and should
have a means for mounting in a fixed position. Some
applications for Type I first-aid kits are: general
indoor use, office use or in a light manufacturing facil‹
ity. First aid cabinets would fall into this classification.
Type H:

Intended for use in portable indoor applications. Kit
damage.
These kits should be equipped with carrying handle(s)
and be subjected to a drop test (See ANSI Z308.11998 for drop test information ). Some applications for
Type IIfirst-aid kits are: general indoor use, office or
manufacturing environments.
contents should have minimal potential for

Type III:

Intended for portable use in mobile industries and/or
outdoor applications. Kits should be moisture resis‹
tant, equipped with a carrying handle, have the means
for being mounted in a fixed position, and should also
be corrosion resistant. Type IIIkits must meet specif‹
ic performance requirements, (P lease see Section 5.4.4
of ANSI Z308.I-1998 for testing requirements). Typical
applications for Type III first aid kits would be the
transportation industry or construction jobsites.

Basic Fill Contents for Type I, IIand IIIKits
Item and Minimum Size or Volume

Minimum Quantity

Absorbent Compress, 32 sq. inch. (No side smaller than 4 inch)
Adhesive bandages, 1 x 3 inch
Adhesive tape, 5 yd.
Antiseptic, ,5g application

10

Burn Treatment, .5g application

6

Medical exam gloves
Sterile pad, 3x3 inch
Triangular bandage, 40 x 40 x 56 inch

1

16
1

2 pair
4

1

Note: In addition to the above minimum contents, a kit should have optional items added, based upon specific work‹
place hazards. The selection of additional supplies should be made by consulting with a health care profession‹
al or a person competent in first aid who is knowledgeable of the hazards found in that specific workplace. The
optional items shall meet specifications stated in Section 5.3 of ANSI Z308.I-1998.
Visit our web site at http://www.labsafety.com
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Marking and Labeling

All first aid contents meeting the "Minimum Requirements of Basic FillContents" shall be marked with, at the least,
ANSI Z308. 1 1998 designation. Each complete first-aid kit meeting the requirements of ANSI Z308. 1 1998 must
have a label on the back or outside of the kit with the information listed in the box below. All labeling should
be legible and permanent and should be written with, at the least, a 6-point font.

-

-

ANSI Z308. 1-1998 Type 1, IIor 111

Caution: This kit meets ANSI Z308. 1-1 998 only when the minimum is
maintained with first-aid products marked "ANSI Z308. 1-1998."

Required Minimum Fill
Qty.

Description

1 ea.

Absorbent Compress, 4 x 8 in. minimum
Adhesive Bandages 1 x 3 in.
Adhesive Tape
Antiseptic applications, 0.5g each
Burn Treatment applications, 0.5g each
Sterile Pads, 3 x 3 in. minimum
Medical Exam Gloves
Triangular Bandage, 40 x 40 x 56 in. min.

16 ea.
5 yd.
10 ea.
6 ea.
4 ea.
2 pair
1 ea.

Minimum Requirements

for Unit First Aid Kits

Section 6 of the ANSI Z308. 1- 1998 standard discusses minimum requirements of unit first aid kits. Unit first-aid
kits are kits in which the contents are packaged in uniform-size boxes that contain one or more applications of
first-aid supplies. In unitized First Aid Kits, packaging must meet the specific requirements for dimensions,
physical stability, marking and labeling. Please see ANSI Z308.1-1998 for packaging requirements. Packages
must also be color coded, using the following guidelines : Blue: Antiseptic; Yellow: Bandages ; Red: Burn
Treatment; Orange: Personal Protective Equipment; Green: Miscellaneous

Commonly Asked Questions

Q. Is a consulting

physician required to approve first-aid supplies site?
A. No. According to 29 CFR 1910.151, first aid supplies do not need to be approved by a consulting physician.
They should, however, be selected by a person competent in first aid and knowledgeable of the hazards
found in the specific workplace.

Q. Is it required

that first-aid kits be regularly inspected to ensure that contents are complete and
up-to-date?
A. No, but first aid kits should be regularly inspected to ensure that they are full, in good condition and have
not expired. The contents list for the first aid kits should be periodically reviewed to ensure that it meets
the needs of the workplace hazards at all times.

Q. Can

over-the-counter medicine be put in first aid kits?
A. Over-the-counter medicine can be put in first aid kits if packaged in single dose, tamper-evident packaging
and labeled as required by FDA regulations. Over-the-counter drug products should not contain ingredients
which are known to cause drowsiness.

Please note: The information contained in this publication is intended for general information purposes only. This publication is not a substitute for review
of the applicable government regulations and standards, and should not be construed as legal advice or opinion. Readers with specific questions should refer
to the cited regulation(s), or consult with an attorney.
Visit our web site at http://www.labsafety.com
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Levels of Training

In the workplace, it is often the job of a Certified First
Aid Provider to assist in stabilizing an injured or ill
person until professional medical help arrives.
Certified First Aid Providers are persons who are cer‹
tified and trained to certain levels in first aid and CPR
(Cardiopulmonary Resuscitation). 29 CFR 1910.151
(b) states, "In the absence of an infirmary, clinic or
hospital in the near proximity of the workplace which
is used for the treatment of all injured employees, a
person or persons shall be adequately trained to ren‹
der first aid. First aid supplies approved by the con‹
sulting physician shall be readily available."
First Responder is a trade name for a 40-hour certifica‹
tion course in advanced first aid and CPR. This course
is taught by hospitals, technical colleges or fire
departments, and certification must be updated biannually. Basic First Aid and CPR courses are approxi‹
mately eight hours long, and are certified through a
number of nationally recognized organizations such as
he American Red Cross, The American Heart
Association and The National Safety Council, to name
a few. These certifications also should be updated

biannually.

Informed, trained citizens are indispensable in help‹
ing people in emergencies. To help citizens be more
prepared for emergency situations, the American Red
Cross trains people in first aid and CPR. Due to the
increased need for first aid services, the development
of the EMS (Emergency Medical Services) has been
established in most communities. It remains, however,
equally important that citizens are trained in first aid
and know what to do until the EMS or other emer‹
gency medical professional arrives.

First Aid and Infectious Diseases

Infectious diseases are diseases that pass from one
person to another. Most commonly these are referred
to as bloodborne or airborne pathogens. In first aid,
bloodborne and airborne pathogens are most com‹
monly transmitted through touching, breathing and
biting. People can become infected if touched by an
infected person, or ifthe germs in that person’s blood
T other bodily fluids pass into the body through
reaks in the skin, or through the lining of the mouth,
nose or eyes. Therefore, the greatest risk is in touch‹
ing another person’s blood or bodily fluids directly
(without protective gloves or some other protective
Visit our web site at http://www.labsafety.com
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barrier). To learn more about complying with OSHA’s
Bloodborne Pathogens Standard (29 CFR 1910.130),
see EZ Facts Document No. 105. Below are some basic
guidelines to follow that will help reduce body fluid
transmission when rendering first aid care.

Avoid direct contact with bodily fluids and blood
whenever possible.
Place barriers, such as gloves or a clean, dry cloth,
between the victim’s bodily fluids and yourself.
Wear protective clothing, such as disposable
gloves, to cover any cuts, scrapes or skin condi‹
tions you have.
Wash your hands with soap and water immediate‹
ly after giving care.
Do not eat, drink or touch your mouth, nose or eyes
when giving first aid.
Do not touch objects that may be soiled with blood
or other bodily fluids.
Be prepared by having a first aid kit stocked and
easily accessible.

By following these simple guidelines, you can reduce
the risk of getting or transmitting infectious diseases.

Good Samaritan Laws

Most states have enacted Good Samaritan Laws to
encourage people to help others in emergency situa‹
tions. These laws give legal protection to people who
provide emergency care to illor injured persons. They
require that the "good Samaritan" use common sense
and a reasonable level of skill not to exceed the scope
of the individual’s training in emergency situations.

If you’re interested in learning more about the Good
Samaritan Laws in your state, contact a local legal
professional, or check your local library.

Basic First Aid Procedures

Following are some basic first aid techniques that can
be used in the workplace or at home. Being prepared
will help make the most of a serious situation.

Shock
Shock can be life threatening. Symptoms include cold
weakness, irregular breathing, chills, pale or
bluish lips and fingernails, rapid weak pulse and nausea.
sweat,

1. Call 9-1-1 or seek medical help immediately.
2. Do Not give the victim anything to eat or drink.
3. Lay the victim on her back, but do not move her if
KTS~ SAFETY INFO BY FAX 1-800-393-2287
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she has back or neck injuries. If the victim is
unconscious, vomiting or has severe injury to the
lower face or jaw, lay her on her side and be sure
she is getting adequate air.
4. Keep the victim warm (not hot) by use of blankets

or clothes.
5. Raise the victim’s feet and legs with a pillow. (Only
do this if it does not cause the victim any pain).

Bleeding and Wounds

1. Place a clean cloth or gauze and gloved hand over
the wound; apply firm steady pressure for at least
5 minutes.
2. Call 9-1-1 or other emergency personnel if bleed‹
ing is severe.
3. Elevate an injured arm or leg above the level of the

victim’s heart if practical.
4. When bleeding stops, secure the cloth with a ban‹
dage. DO NOT lift the cloth from the wound to
check if bleeding has stopped. Be sure the ban‹
dage is not too tight it may cut off circulation.
5. Check the victim for shock.
Never use a tourniquet unless you cannot control the bleeding.
Tourniquets may result in subsequent medical amputation.

Burns
1. Chemical or Compressed Gas Burns
a. Use a hose, shower or faucet for at least 15
minutes to rinse away all traces of chemicals

while removing any contaminated clothing
from the victim. (See illustration 1.)

b. Cover the burn loosely with a clean, dry cloth.
c. Check the victim for shock.
d. Call 9-1-1 or seek medical attention as soon
as possible.

2. Heat or Electrical Burns
a. Use water to stop actual burning of skin if
necessary.
b. Ifthe skin is not broken, immerse the burned
area in cool (not ice) water, or gently apply a
cool compress until pain is relieved. Bandage
with a clean dry cloth.
c. Do not break a blister ifone forms. Do not
apply ointments or creams.
d. Ifskin is broken, or if burns are severe:
Call 9-1-1 or other emergency personnel.
Do not clean the wound or remove embed
ded clothing.
Cover the burn loosely with a clean, dry
cloth.
Expect shock and treat accordingly.

Choking
Note: These instructions are for choking victims over
one year of age. There are specific guidelines for
treatment of infant choking that are not outlined in
this document.

Ifthe victim can speak or cough forcibly and is getting
sufficient air, do not interfere with his attempts to
cough the obstruction from his throat. Ifvictim cannot
speak or is not getting sufficient air, have someone
call 9-1-1 while you perform abdominal thrusts.
1. Stand directly behind the victim and wrap your
arms around his stomach. (See illustration 2.)

rn

tiv"-J

Illustration 1
Visit our web site at http://www.labsafety.com
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2. Make a fist with one hand and place that fist just
above the navel and well below the ribs, with the
thumb and forefinger side toward you. (See illus‹
tration 3.)

Ifthe victim becomes unconscious:
1. Lay the victim on his back.
2. Ifthe object is visible, use your forefinger to reach
deeply into the victim’s mouth (along the inside of
the cheek) and try to sweep the obstruction out of
the victim’s throat. (This step should be per‹
formed only on someone 9 years of age or older.)
3. Even if this is not successful, attempt rescue
breathing.
4. If rescue breathing is not working due to the
obstruction, sit straddling the victim’s thighs and
perform abdominal thrusts by pushing onto the
victim above the navel below the ribs with the heel
of the hand five times from this position.

Electric Shock
1. Do Not touch the victim until electrical contact is
broken.
2. Unplug or switch off the source of electricity if

possible.

3. If victim is not breathing and has no pulse, call
9-1-1 or seek medical attention immediately.

Eye Injury

Illustration 3
3. Grasp this fist with the other hand and pull it quick‹
ly toward you with an inward and slightly upward
thrust. Repeat if necessary. (See illustration 4.)

1. Chemical
a. Hold the eyelids apart and flush the eyeball
with lukewarm water for at least 15-30 min
utes. Be careful not to let runoff water flow
into the other eye.
b. Place a gauze pad or cloth over both eyes and
secure it with a bandage.
c. Get to an eye specialist or emergency room

immediately.

2. Cut, Scratch or Embedded Object
a. Place a gauze pad or cloth over both eyes and
secure it with a bandage.
b. Do not try to remove an embedded object.
c. Get to an eye specialist or emergency room

immediately.

Fainting
Note: Fainting victims regain consciousness
almost
immediately. If this does not happen, the victim could
be in serious danger and you should call 9-1-1 as soon
as possible.
1. Lay the victim down on her back and make sure
she has plenty of fresh air.
2. Reassure the victim and apply a cold compress to

Illustration 4
Visit our web site at http://www.labsafety.com

mrnr

her face.
3. If the victim vomits, roll her on her side and keep
her windpipe clear.
4. Report the fainting incident to the victim’s doctor.
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Heat Stroke
Heat stroke can be life threatening. Symptoms can
include a body temperature of 105F or higher; dry,
hot, flushed skin; rapid pulse; unconsciousness; and
lack of perspiration.
1. Get the victim out of the heat and into a cooler

place.

2. Place the victim in the shock position, lying on his
back, with his feet up.
3. Remove or loosen the victim’s clothing.
4. Cool the victim by fanning and applying clothwrapped cold packs or wet towels.
5. Treat for shock.

Hypothermia (Prolonged exposure to the cold)
Hypothermia can be life threatening. Symptoms

include lower than normal body temperature, shiver‹
ing, apathy, disorientation, drowsiness, and eventual‹
ly unconsciousness.

Introduction to First lid
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Q»

immunity will generally protect you.

When should Icall for assistance?

HB Ifthe

victim is unconscious, call 9-1-1 or your
local emergency number. If the victim is con‹
scious, call an ambulance unless they ask that an
ambulance not be called; call 9-1-1 or an ambu‹
lance anyway IF the victim:

Is or becomes unconscious.
Has trouble breathing or is breathing in a
strange way.
"Has chest pain or pressure.
Is bleeding severely.
Has pressure or pain in the abdomen that
does not go away.
Is vomiting or passing blood.
Has seizures, a severe headache or slurred
speech.
"Appears to have been poisoned.
"Has injuries to the head, back or neck.
"Has possible broken bones.
e

8

8

1. Immediately move the victim into the best avail‹
able nearby shelter.
2. Get the victim out of wet clothes and replace with
dry clothes, sleeping bag or blankets.
3. Have the victim drink a warm, non-alcoholic bev‹

erage if possible.

4. Seek medical help.

Unconsciousness
by gently tapping the
victim’s shoulder and asking, "Are you O.K.?"
2. If there is no response, shout "Help!" and look for
a medical alert tag on the victims neck or wrist.
3. Ifvictim is not breathing and has no pulse, begin CPR.
4. Call 9-1-1 or seek medical aid as soon as possible.
1. Determine responsiveness

Commonly Msked Questions

Q»
A.,

Q

How can Ibest prepare my workplace for an
emergency?
1. Always have a stocked first aid kit and emer

gency equipment handy.
2. Establish an emergency responder program in
the workplace.
3. Always consider safety first. By adopting a
safety program, you can keep work-related
accidents to a minimum.

FREE Technical Support

When you have a question, you can rely on
our team of technical experts. They’ll answer
your questions about product specifications,
chemical compatibility, regulatory issues, and
general worker safety and health.

Call our Safety TechLine Technical Support toll-free:
1-800-3S6-2S01
6 a.m. to 9 p.m. CT, Monday-Friday

FREE Catalog

For products to meet all your workplace safety and
industrial needs, turn to Lab Safety Supply’s General
Catalog. In it you’ll find thousands of safety and
industrial products, plus a complete service package
and our 100% guarantee to stand behind them.
Call today to reserve your free copy:
1-800-356-0783
6 a.m. to 9 p.m. CT, Monday-Friday

Can Ibe sued for providing first aid care in
an emergency?
Please note: The information contained in this publication is intended for
A People rarely sue someone for helping in an emer‹
general information purposes only. This publication is not a substitute for
gency, but it does happen on occasion. However,
review of the applicable government regulations and standards, and should
if you act as a reasonable and prudent person
not be construed as legal advice or opinion. Readers with specific questions
would under these conditions, good Samaritan
should refer to the cited regulation(s), or consult with an attorney.
Visit our web site at http://www.labsafety.com
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The Occupational Safety and Health Act of 1970 was
enacted to make sure workers were provided with safe
working conditions. The Occupational Safety and
Health Administration (OSHA) has two different types
of regulations general and specific which apply to
emergency eye wash and shower equipment.
The first type of regulation is a general requirement
for emergency eye wash and shower equipment. This
general regulation is as follows:
"Where the eyes or body of any person may be
exposed to injurious corrosive materials, suitable
facilities for quick drenching or flushing of the eyes
and body shall be provided within the work area for
immediate emergency use."
This general regulation is applicable to all facilities
that require the installation of emergency eye wash
and shower equipment as a form of first aid. [29 CFR
1910.151 (c)[
The second type of regulation is specific to certain
industries. These industries include: Activities Utilizing
an Open Surface Tank, Storage and Handling of
Anhydrous Ammonia, Powered Industrial Trucks, Pulp,
Paper and Paperboard Manufacturing, Telecommuni‹
cations, and Hazardous Materials.

These two types of OSHA regulations specify where
and when emergency eye wash and shower equipment
must be available. These regulations do not specify
minimum operating requirements or installation
set-up requirements.
The American National Standards Institute (ANSI) devel‹
oped the ANSI standard Z358. 1-1990 and was revised in
1998. This "Emergency Eye Wash and Shower Equipment"
standard helps the user in selecting and installing emer‹
gency equipment to meet OSHA requirements.
The following specifications are taken directly from the
ANSI Z358. 1-1998 standard.

SHOWERS

tl

Showers
Visit our web site at

(Plumbed and Self-Contained)

Plumbed Shower: An emergency

shower permanently connected to a
source of potable water.

Emergency Eye/Face Wash/
Shower Requirements
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after use. The specifications below are for plumbed
showers only.
1. Heads

A. Positioned 82"-96" from floor.
B. Spray pattern will have a minimum diameter of
20" at 60" above the floor.
C. Flow Rate =20 gallons per minute (GPM) of
flushing fluid at a velocity low enough to be noninjurious to the user.
D. The center of the spray pattern shall be located
at least 16 inches from any obstruction.

2. Valves

A. Activate in 1 second or less.
B. Stay-open valve (no use of hands).
C. Valve remains on until the user shuts it off.

3. Installation
A. Shower shall be located in an area that requires
no more than 10 seconds to reach.
*Consult a medical professional to determine the appropriate dis‹
tance for harsh acids and caustics (high hazard = closer distance).
B. Shower location shall be in a well-lit area and
identified with a sign.
C. Shower shall be located on the same level as the

hazard.

4. Maintenance and Training
A. Plumbed showers will be activated weekly to ver‹

ify correct operation.
B. All employees who might be exposed to a chem‹
ical splash shall be trained in the use of the
equipment.
C. All showers shall be inspected annually to make
sure they meet with ANSI Z358.1 requirements.

EYE WASHES (Plumbed and Gravity-Feed)

Plumbed Eye Wash: An eye wash unit permanently
connected to a source of potable water.
Gravity-Feed Eye Wash: An eye wash device that
contains its own flushing fluid and must be refilled or
replaced after use.

Self-Contained Shower: A shower
that contains its own flushing fluid,
1. Heads
and must be refilled or replaced
A. Positioned 33"-45" from floor.
"
'1998 Fab Safety Supply Inc.
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B. Positioned

at least 6" from wall or nearest
obstruction.
C. 0.4 gallons per minute (GPM) for 15 minutes for
plumbed units shall provide flushing fluid at 30 PSI.
D. 0.4 gallons per minute (GPM) for 15 minutes for
gravity-feed units.

2. Valves
A. Activate in 1 second or less.
B. Stay-open valve (leaving hands free).
3. Installation

A. Eyewash equipment shall be located in an area
that requires no more than 10 seconds to reach.

*Consult a medical professional to determine the appropri‹
ate distance for harsh acids and caustics (high
hazard = closer distance).

B. The location of the eye wash unit shall be in a
well-lit area and identified with a sign.
C. Eyewash equipment shall be on the same level as
the hazard.
4. Maintenance and Training
A. Plumbed eye wash units shall be activated week‹
ly to verify proper operation.
B. Gravity-feed units shall be maintained according
to the manufacturer’s instructions.
C. All employees who might be exposed to a chemical
splash shall be trained in the use of the equipment.
D. All eyewash equipment shall be inspected annually
to make sure they meet ANSI Z358.1 requirements.

EYE/FACE WASH
A device used to irrigate and flush
both the face and the eyes.
1. Heads

A. Positioned 33"-45" from floor.
B. At least 6" from wall or nearest

obstruction.
C. Large heads to cover both eyes
and face or regular size eyewash
heads plus a face spray ring.
D. 3 gallons per minute (GPM) for 15 minutes.
2. Valve
A. Same as eye wash.
3. Installation
A. Same as eye wash.
4. Maintenance and training
A. Same as eye wash.
Eye and Eye/
Face Washes

Emergency Eye/Face Wash/

Shower Requirements
Document Number: 120
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3. Installation

A. Assemble per the manufacturer’s instructions.
B. The location of the drench hose shall be in a
well-lit area and identified with a sign.
4. Maintenance and Training
A. Activate weekly to verify proper operation.
B. All employees who might be exposed to a chem‹
ical splash shall be trained in the use of the
equipment.
C. All drench hose equipment shall be inspected
annually to make sure they meet ANSI Z358.1
requirements.

Note: Hand-held drench hoses support shower and eyewash units
but shall not replace them.

PERSONAL EYE WASH

A supplementary eye wash that sup‹
ports plumbed units, gravity-feed
units, or both by delivering immedi‹
ate flushing fluid.

Personal
Eye Washes
NOTE: Personal eye wash units can provide imme‹
diate flushing when they are located near the work‹
stations. Personal eye wash equipment does not
meet the requirements of plumbed or gravity-feed
eye wash equipment. Personal eye wash units can
support plumbed or gravity-feed eye wash units,
but cannot be a substitute.

This is an interpretation of the ANSI Z358. 1-1998
Standard and should not be used as fact.

Commonly Asked Questions
Q. What water temperature is required?

A. The ANSI Z38.1

Standard states the use of tepid
degree range was stated.

water. No temperature

Q. Are

there advantages
to using eyesaline
flushing solution instead of water in gravity
fed or personal eyewash stations?
A. Eyesaline is a buffered, isotonic saline solution.
DRENCH HOSES
Buffered to the same pH balance of the human eye.
Hand-Held Drench Hose: A flexible
It also contains a preservative to help reduce the
hose connected to a water supply
bacterial growth. Tap water can contain chlorine
and used to irrigate and flush eyes,
and
other chemicals. This can cause further irrita‹
face and body areas.
tion to the eyes. It also has the potential for bacte‹
1. Heads
ria growth. When tap water is used, weekly solution
A. 3 gallons per minute (GPM).
replacement is strongly recommended as bacteria
2. Valve
can grow rapidly in standing water. Eyesaline only
A. Activate in 1 second or less.
needs to be replaced every six months.
Visit our web site at http://www.labsafety.com
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Introduction

Emergency eyewashes and showers often go unused
on a regular basis. So when an emergency occurs,
these devices must function properly. Studies show
that the seconds immediately following an eye injury
or chemical splash are often critical to minimizing
damage. That’s why it’s extremely important that eye‹
wash stations and showers are kept in proper working
order if not, the consequences could be serious.

The American National Standards Institute (ANSI)
developed a standard specifically for eyewashes and
Standard,
showers.
that
Z358. 1-1998, states
"emergency eyewash and shower equipment shall
be located on the same level as the hazard, have un‹
obstructed access, and require not more than 10
seconds to reach." Z358.1-1998 also outlines specific
locations and flow rates for these devices a section
of the standard that is often overlooked is the testing
and maintenance of these devices and the training of
employees in their proper use.

Common Problems

Recently the Fendall Company (manufacturer of emer‹
gency eye-care products) conducted a survey study of
approximately 200 U.S. manufacturing facilities to
determine the quality of their eyewashes. Not surpris‹
ingly, many of the facilities lacked an adequate num‹
ber of units. More troubling however, was the finding
that many of the units already installed were in a seri‹
ous state of disrepair. More than a third of the sta‹
tions inspected were inoperable or would not function
properly; nearly all were a direct result of insufficient

maintenance operations. The following are some of
the more common problems noted in the survey:
Nozzles clogged, broken or missing
Activating valve inoperable
Improper water pressure
too high or low
Low fluid levels in self-contained eyewashes
Foreign particles in bowl or basin
Nozzle dust covers not installed

Emergency Eyewashes &
Showers Proper Testing and
Maintenance
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Flushing Fluids

The quality of flushing fluid is often an overlooked
item and is important for a number of reasons. Most
important, the presence of foreign particles or unac‹
ceptable levels of microorganisms can result in further
injury to the eye. Moreover, debris can either reduce
or restrict the flow of the flushing fluid by obstructing
nozzles, pressure-regulating devices and pipes that
feed plumbed units and filters.
Flushing fluid should be clear and visibly free from
foreign particles. The presence of off colors or conta‹
minants is an indication of poor fluid quality in the
supply line or in the water source. Contaminants can
enter a self-contained eyewash via a biofilm on the
inside of the station or through openings in the unit.
Total plate count is a measure of the biological activ‹
ity of a fluid. Water with counts of less than 100 cfu/ml
is considered potable, while values of 100 cfu/ml to
500 cfu/ml are considered questionable. Readings
above 500 cfu/ml are considered poor quality. If a
sample is above 500 cfu/ml, steps should be taken
immediately to clean and disinfect gravity-fed eye‹
washes. For plumbed units, the fluid source must be
cleaned. The presence of microorganisms such as
bacteria, fungi and amoebae in flushing fluid can pose
an added health risk to an injured eye. An eye that is
injured is compromised by having less resistance to
infection.

pH Levels

Tears generally have a pH of 7.4 and possess some
buffer capacity. Ideally, the flushing fluid in an emer‹
gency eyewash device should have a pH close to 7.4 as
well as a saline content similar to the fluid in the eye.
If the pH is too low or too high the water may not be
suitable for use as a flushing fluid.

ANSI Standards

To ensure that your eyewash stations and showers are
always
ready when you need them, it is important that
In addition, the survey indicated that the flushing fluid
the requirements for test procedures and maintenance
of plumbed and gravity-fed eyewashes was of poor
set forth in Z358. 1-1998 are followed. The American
quality in more than 50% of the samples. Of these
National Standard for eyewashes
and showers
samples:
provides minimum requirements for these units to func‹
60% had visible debris or discoloration
tion properly. Sections 4.7 and 5.5 of the Standard
Nearly two-thirds had total plate counts exceeding
states that "all plumbed units shall be activated
500 colony forming units per milliliter (cfu/ml)
weekly
to verify proper operation
. . and inspected
58% of units tested for microbial contamination
contained the psuedomonas bacteria’
annually to assure conformance . . with the ANSI
1 0% had a too high or too low pH level
standard. Activation of plumbed units ensures that they
are operating properly and also flushes stagnant water.
’ Tfie study tested only for this bacterium.
B[lirSAFETY INFO BY FAX 1 -800-393-2287
Visit our web site at http://www.labsafety.com
'2001 Lab Safety Supply Inc.

.

UFACTS

Emergency Eyewashes & ShowersProper Testing and Maintenance
Document Number: 129
Page: 2 of 2

SAFETY IPO BY FAX

Plumbed and self-contained units shall also be
inspected and maintained in accordance with the
manufacturer’s instructions. For eyewashes, this
includes protecting the nozzles and flushing fluid
against airborne contaminants. Although not specifi‹
cally stated, it’s prudent to check the fluid levels and
activation device of self-contained eyewash units
every week. The flushing fluid of self-contained units
must also be changed periodically. Table 1 provides
replacement schedules for eyewash flushing fluids.

Tap water only
Tap water mixed with
a manufacturer’s
preservative

Tap water mixed with
a factory-prepared
liquid concentrate plus
an additive

Factory-sealed
cartridges

Recommended
Replacement Schedule
Weekly.
Test mixture to identify
bacterial loads and
determine a maintenance
cycle. Manufacturer’s
recommend fluid changes
of three to six months.
Same as above.

there any recommended procedures on
how to effectively flush eyes that have been
contaminated?
A. Individuals should be instructed to hold the eye‹
lids open and roll the eyeballs so fluid will flow on
all surfaces of the eye and under the eyelid.

Expiration date of

there any alternatives to the frequent
changing of gravity-fed eyewash solutions?

A. Yes.

Factory-sealed

cartridges containing eyewash

solutions are available. These products have shelf
lives well in excess of preservative solutions and
are significantly easier to maintain.

Sources for More Information
29 CFR 1910.151(c)
ANSI Z358. 1-1998

American National Standards
1 1 W. 42nd Street
New York, NY 10036
212.642.4900

Institute

cartridge.

Preservatives

Most manufacturers provide suggested fluid replace‹
ment schedules, however, these are only guidelines.
Preservatives are designed to control bacteria levels in
flushing fluids but they are not effective against all
bacteria. A preservative’s performance also depends
upon several factors including the initial bacterial load
of the water and a potential biofilm in the station. Selfcontained eyewash stations should be drained com‹
pletely, disinfected and rinsed prior to refilling.

Summary

Always inspect and test the unit if you have any doubt
about its dependability. Identify problems or concerns
and establish a regular maintenance program. Consult
the manufacturer’s operating manual and ANSI
Z358.1-I998 for assistance in performing test proce‹
dures, maintenance operations and training.

Commonly Asked Questions

Q. Who

Q. Are

Q. Are

Table 1
Flushing Fluid Type

Specific areas that should be addressed include
the location of the units, how to properly activate
the systems and how to correctly maintain the
devices.

should be trained on the proper use of

emergency eyewashes and showers?

A. ANSI states

that all employees who may be
exposed to hazardous materials should be trained
on the use of eyewash and shower devices.
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HOT WORK OPERATIONS – 3.4
Safety and Health Procedure 3.4
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Subpart Q Welding, Cutting, and Brazing (§1910.251-255), National Fire
Protection Association Fire Prevention in Use of Cutting and Welding Processes (NFPA 51B1998), American Welding Society Safety in Welding and Cutting (ANSI Z49.1-1994)
Coordinator: Department Head/Manager & Safety Coordinator
Employee Training Frequency: At time of assignment to hot work operations, when there is a change
in the hot work process or in the hazards involved in the hot work, and when employee
performance indicates that retraining is required. For operations employees, training should take
place at the time of assignment to a job or area where hot work is conducted or anticipated.
Training Content: Everyone involved in hot work (PAI, maintenance supervisors, operations
supervisors, hot work operators, production operators) must be trained in the hot work process and
workplace-specific hazards, as well as the specific safety requirements of OSHA Subpart Q. The
Training Key Points outlined in the section below may be used, where appropriate.
Where welders and other involved in hot work are qualified by virtue of trade training,
apprenticeship, or experience, their training may be limited to the facility hot work process and
specific hazards.
Verification of Qualifications: As a general rule, OSHA regulations require that employees involved
in welding and cutting be instructed in their jobs and be found competent and qualified. At this
facility, the hot work supervisor will ensure that appropriate training has taken place and that
personnel assigned to hot work operations are qualified to do the work in a safe manner. Testing,
either verbal or written, should follow any training. In addition, practical evaluations should be
used which cover several possible work areas and potential hazards.
Summary: Hot work operations are known to present some of the greatest potential for loss of life and
property of any workplace activity. There are 20,000 industrial fires annually in the United States
and 80 industrial fire deaths resulting in $1,250,000,000 annual fire loss. Estimates put hot work
fires at 20% of the total. According to the NFPA, hot work performed improperly is a major cause
of fire. Data from OSHA indicates that the cutting torch is the most frequently cited source of heat
in fire deaths!
Large numbers of hot work fires are catastrophic, destroying the business or building! Catastrophic
losses are known to result in immediate business failure in 43% of the cases, with 71% ultimately
failing due to the loss. The average fire loss payout in the Factory Mutual (FM) Insurance System
is $354,000! In addition, FM finds that contractors cause 58% of hot work fires and 62% of the
dollar loss!
Given the potential to adversely affect our people and operations, management at this facility takes
the prevention of fire, injury and illness from hot work very seriously. It is expected that all of our
people involved in hot work will adhere strictly to these procedures and that we will commit the
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time and resources necessary to do things properly. The same level of care will be expected of any
contractors performing hot work at our facility and we will manage the process to ensure this.
Responsibilities: Management, contractors, the PAI, the fire watch, and hot work operators must
recognize their mutual responsibility for safety in hot work operations. The primary responsibility
of all involved is to seek ways to avoid hot work wherever possible and to conduct hot work in the
safest possible manner if there is no alternative.
1. Department Head/Manager

•
•
•
•

Establish hot work areas and procedures
Require consistent application of hot work procedures
Designate a permit authorizing individual (PAI)
Insist that personnel involved in hot work, and their supervisors, are trained in the safe use
of their equipment and the hot work process

• Advise all contractors about flammable materials or hazardous conditions and the hot work
process
2. Hot Work Supervisor

• Ensure the safe handling of equipment and safe use of the process
• Determine combustible materials and hazardous areas in the work location
• Prevent ignition of combustibles by:
a.
b.
c.
d.

•
•
•
•

Finding alternatives to hot work
Moving the work to a safe location
Moving combustibles away from the work
Scheduling work so that plant operations do not expose combustibles to ignition

Obtain hot work authorization from the PAI
Ensure the hot work operator obtained his/her approval to proceed, if safe to do so
Ensure that fire protection and extinguishing equipment are properly located at the site

Ensure that fire watches, if required, are available at the site and trained in their duties
3. Operating Supervision

• Seek safe alternatives to hot work
• Advise hot work supervision and operators of any flammable or combustible materials in
the work area or the presence of other materials, which if subjected to heat, could prove
hazardous to health or property

• Ensure that the operating process will not adversely affect hot work and that hot work will
not adversely affect the operating process and personnel in the area
4. Hot Work Team Members

• Must be qualified and competent in the use their equipment, in the use emergency
procedures, and knowledgeable about the risks and hazards of the area in which the work is
being performed

• Obtain PAI written approval before beginning work
• Stop work immediately if unsafe conditions develop and notify management, supervision,
or the PAI for a reassessment
Ontario County Safety and Health Procedure: Hot Work Operations
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5. Permit Authorizing Individual (PAI)

• May be the supervisor, health and safety representative, or other trained and competent
individual.

• May not be the hot work operator
• Along with management, is responsible for the safe operation of hot work activities
• Must determine site-specific flammable materials, hazardous processes, other potential fire
hazards present, or likely to be present

• Must protect combustibles from ignition by:
a. Moving the hot work to a combustible-free area
b. Moving, or shielding combustibles
c. Schedule hot work so as not to have combustibles in operations exposed to hot work

•
•
•
•

If a-c not possible, prohibit hot work
Determine that fire fighting equipment is present
See that fire watch is qualified and present

If fire watch is not required, conduct checks of the job for up to four (4) hours after
completion of the hot work.
6. Fire Watch

• Be aware of inherent hazards of the work site and of hot work
• Have fire watch as exclusive duty and have authority to stop work if unsafe conditions
develop

• Have fire extinguishing equipment immediately available and be trained in its use
• Be familiar with the facilities and procedures for sounding an alarm of fire
• Watch for fires in all exposed areas and extinguish only if within capacity of the equipment,
otherwise immediately sound alarm
Training Key Points: Supervisors conducting training may use the following key points in
conjunction with other training materials and practical exercises. Training should be tailored to the
needs of the trainees which have been determined by responsibilities, prior experience, and
questioning about the hot work process and hazards.
1. The Nature of Fire—If rubbing two sticks together can start a fire in the woods, than hot work
can start a fire in nearly anything nearly anywhere. Fires can smolder for several hours before
coming to life. Hot work fires are known to take up to four hours to develop!
2. Workplace Fire Hazards—Few materials fail to burn at some temperature. From clothing to
furnishings to structures to storage to processes, fire hazards are everywhere in the workplace.
3. Components of Fire

• Fuel—wood, paper, other flammable solids (including some metals), flammable gases,
flammable and combustible liquids

• Heat—welding, cutting torches, abrasive grinding equipment
• Oxygen—essential for combustion. The higher the concentration, the faster the burn
• Free Radicals—molecular fragments which initiate chemical reactions, such as fire
4. Classes of Fire
Ontario County Safety and Health Procedure: Hot Work Operations
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•
•
•
•

Class A—ordinary materials, such as wood, paper, rubber and plastics
Class B—flammable gases, flammable and combustible liquids
Class C—electrical circuits

Class D—certain metals, such as titanium, magnesium, zirconium, aluminum and sodium,
especially if finely divided
5. Hot Work Defined—Any work involving burning, welding or similar operations that is capable
of initiating fires or explosions. Anything that creates heat, flame, or spark.
6. Hot Work Includes

• Welding…oxy-fuel gas cutting, electric arc welding, electron beam cutting, laser beam
cutting

•
•
•
•
•
•
•
•
•

Flame soldering
Burning of any kind
Heat treating
Mechanical grinding, drilling, sawing, cutting
Thawing pipe
Torch applied roofing
Powder-driven fastening, hot riveting
Heat or open flame use in laboratories, production, or testing operations

Similar applications creating heat, flame, or sparks
7. Basic Requirements for Hot Work Operations

• Find an alternative to hot work! In many cases, the use of fasteners, glues, and other
assembly techniques are as effective, as fast, and far safer than welding. Safer cutting
methods are also to be considered.

•
•
•
•
•

If hot work is necessary, take the job to a designated hot work area
Hot work may only be done in areas that are, or have been, made fire safe!
If a job can’t be moved, remove all combustibles within 35’ minimum!
If combustibles can’t be moved, cover, wet, or fire-proof in some way
If dusts, flammable liquids, vapors, oils, grease, and similar materials remain, do not do hot
work!

• Ensure fire, heat, or hot materials can’t travel to other levels, through walls, and openings
• For overhead work, expand the safe area beyond 35’
• Also sweep, close openings, shut down air handling and conveying systems, use screens,
close doors, and take other precautions to ensure there can be no movement or transmission
of hot materials outside the immediate work area.
8. Detailed Hot Work Procedures

• Hot work equipment must be in good repair and satisfactory operating condition
• Wet wood floors (except if on concrete) or cover with damp sand or fire retardant shields.
• If floors are wet, protect arc welders from shock
Ontario County Safety and Health Procedure: Hot Work Operations
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•
•
•
•
•

If covers are used, seal edges to ensure sparks can not travel under the covers
Cover openings or cracks with fire retardant (FR) or noncombustible material
Shield conveyor systems
Guard combustible structural elements such as posts, beams, walls, ceilings, etc.
If hot work is done on structural elements, take precautions to prevent fire on the other side,
including moving combustibles and posting a fire watch in adjacent rooms and on lower or
upper floors.

• Do not do hot work on partitions, walls, ceilings or roofs with combustible coverings or
sandwich panels which may have combustible interiors.

• Do not do hot work on pipes or other metal in contact with combustible structural elements
if the area of work is close enough to allow ignition.

• Fully charged and operable extinguishers appropriate to the type of possible fire must be
immediately available.

• If hose lines are available in the area, they must be connected and ready for service (but
need not be unrolled or charged). However, personnel assigned as fire watch who might use
hose lines must be trained and experienced in their use and be properly protected for interior
structural fire fighting.

• If hot work is done in close proximity to a sprinkler head, cover the head with a wet rag and
remove the rag as soon as the work is stopped.

• Protect nearby personnel from heat, sparks, slag, hazardous light or radiation, etc.
• If hot work is to be done on containers that have held flammable materials, see NFPA 327
(Cleaning Tanks and Containers) and AWS F-4.1 (Preparing for Welding or Cutting on
Containers) to ensure that proper procedures are followed to prevent fire, explosion, or
health risk.

• If hot work is to be done near the storage of large quantities of exposed, readily ignitable
materials such as bulk sulfur, baled paper, or cotton, additional precautions must be taken
9. Hot Work Areas

• Designated Area—a specific area designed and approved for hot work (maintenance shop,
detached location, laboratory, production process, etc.) of noncombustible or fire-resistive
construction, essentially free of combustible or flammable contents, and segregated from
adjacent areas. At this facility, the following areas are designated areas:
• Maintenance Shop

• Permit-Required Area—An area made fire safe by removing or protecting combustibles
from ignition sources
10. Hot Work Prohibitions—Under no circumstances may hot work be performed:

•
•
•
•

When the area where hot work is planned is not authorized for such work by management.
When sprinklers in the area of hot work are impaired.
When management has not authorized the work to be done or a permit has not been issued.
When explosives (mixtures of flammable gases, vapors, liquids, or dusts with air) are
present, or can develop in the work area.

• When explosive atmospheres can develop inside drums, tanks, or other containers or
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equipment that have previously contained such materials.
11. The Hot Work Permit System—both management of this facility and OSHA regulations require
that a permit be issued for all hot work operations in all locations. Remember, before a permit is
requested, that hot work is not the preferred method of doing work! The permit requirement
applies to both employees and contractors doing work on the premises.
12. The Permit—All hot work must be performed in accordance with a written permit.

• In designated areas (such as shops, laboratories, production processes), a permit may be
authorized for up to a year, but should be checked periodically by the PAI. See Appendix
2…Hot Work Permit for Designated Areas.

• In permit-required areas, the permit may be issued for the duration of the job or up to 24
hours, but the PAI must check the job on each shift and reissue the permit if conditions or
the hot work operator(s) change. See Appendix 1…Hot Work Permit
13. Fire Watch—Since welders are usually focused on the point of operation, it is extremely
difficult for them to see what is happening in the area, thus the fire watch becomes the critical
link in fire avoidance. Fire watch, however, must be viewed as an adjunct to a properly
designed hot work operation, not as a substitute for the precautions listed above. A fire watch is
required if more than a minor fire might develop or the following conditions exist:
• Combustible materials or construction are closer than 35’ to the point of operation
• Combustible materials outside 35’ may be easily ignited by sparks
• Wall or floor openings within 35’ expose combustible materials in adjacent areas or
concealed spaces
• Combustible materials are adjacent on opposite sides of partitions, walls, ceilings, roofs

• The fire watch must have the job as an exclusive responsibility (no other work may be
assigned). He or she must have authority to stop any work in area and must be regarded by
the hot work team as the fire specialist and decision maker. The fire watch must be trained
(and experienced) in all aspects of fire causes, consequences, control, and emergency
response. As a result, it is rare that we will allow a helper or laborer perform the task.

• Even though the following requirement exceeds the requirements of the OSHA standard,
management of this facility believes that an effective fire watch is so critical that we have
chosen to follow industry best practices and require that the fire watch remain on constant
inspection for one hour following job completion and monitor the job site for an additional
three hours, unless modified by the PAI.

• More than one fire watch must be assigned if the initial fire watch cannot observe all
combustible materials that could be ignited by the hot work. Such situations might include:
• Open shafts
• Elevated heights
• Spark travel through openings
• On the other side of walls
14. Emergencies—In the event of a fire, explosion, or other emergency, sound the alarm first!
Many hot work fires over the years have caused destruction of the facility simply because the
plant emergency response team and the community fire department were delayed in their
response because workers on the scene tried unsuccessfully to extinguish the fire before calling
for help. Once the alarm has been sounded, extinguish the fire, if qualified and able.
In order to respond appropriately, the fire watch and other members of the hot work team must
have a way to sound the alarm. This might be by portable radio, cellular phone, a fixed phone in
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the immediate area, or by using the facility fire alarm activation process. Also necessary is an
appropriate fire extinguisher and PPE and good knowledge of the site emergency protocol
15. Case Studies—The following case studies are taken from NFPA 51B-1998 and other resources.
The supervisor should discuss those which may have potential application to the hot work being
done with the intent to illustrate how easily major fires can develop.

• Warehouse—Sparks from second floor arc welding dropped through an opening onto
cardboard boxes below. No fire watch on first floor. Fire discovered 15 minutes later, but
could not be extinguished. Called fire department, but building was a total loss. $1.6M in
value.

• Food Processing—Slag from cutting torch used in fire resistant boiler room ignited canvascovering opening into storage room. Fire spread to waxed cartons and plastic bags. Loss
$650K

• Rolled Paper Storage—Welding on a column was being done 5’ from rolled paper storage.
Permit called for 35’ separation, but unsigned permit was not followed and paper was not
protected. Paper ignited, sprinklers operated, roof vents opened, hose lines extinguished fire
after 300 rolls burned and other were soaked. Loss $250K

• Office Building—Outside contractor installing elevator set several fires in wood planking as
a result of cutting and welding. Extinguished all but the last of the day. Four contractors
failed to notice last fire and went home. Night porter found fire later in evening. Fire
Department took two hours with large lines to control. Fire and water loss $530K

• Metal Working—worker cutting metal object with torch used top of a drum as workbench.
Drum contained kerosene, torch cut through drum and exploded. Worker fatally burned.

• University Library—Contract workers using torch to remove old ductwork on 20th floor of
high-rise library. Sparks fell through openings and ignited papers on floor below. Burned 30
minutes before discovery. No sprinkler protection on higher floors. Firefighters pulled hoses
up 16 floors and controlled fire in 21/2 hours. Four floors extensively damaged.

• Nuclear Facility—Welders were using cutting torches to remove equipment in a high
contamination area. Full anti-contamination clothing and full-face respirators along with
welding masks were being worn which limited vision. Slag ignited outer suit which was
fully consumed in three minutes. Worker, unaware of fire at start, died from burns.
16. Welding, Cutting and Burning—While fire is one of the most serious consequences of welding,
cutting and burning, it’s far from the only risk. Other hazards include:

•
•
•
•

Hazardous fumes, gasses, and dusts
Heat and burns
Light radiation

Impact and physical injury
17. Welding—There are two general types of welding used at this facility. They are:

• Gas—A gas (acetylene, Mapp, hydrogen) is burned in the presence of air or oxygen to melt
and fuse the metals being joined. Gas is slower and easier to control and is used for
maintenance, brazing and soldering. However, the flame may reach 6,000°F.

• Arc—An electrical current passes through an electrode, which melts the base metals and
deposits additional metal to make the joint. The electrode also produces a shielding gas.
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18. Cutting—The same welding equipment can be used to cut metal. In oxygen cutting, the gas
flame heats the metal and the oxygen jet does the cutting. In arc cutting, the intense heat of the
arc melts the metal.
19. Welding In Confined Spaces —Operations in confined spaces must be in strict compliance with
the OSHA Confined Spaces Standard §1910.146 and the facility confined space procedure.
When performing hot work in confined spaces, the following precautions must be considered, if
applicable:
20. Ventilation sufficient to reduce all hazardous materials below acceptable limits and ensure the
presence of high quality respirable air (never oxygen) is critical.
21. All tanks and spaces which have held hazardous materials must be fully cleaned and tested prior
to the commencement of welding, cutting, or burning

•
•
•
•
•
•

Leave gas cylinders and welding machines outside the space
Block wheels of heavy portable equipment
If belts or lifelines are used, they must not hinder removal through the opening
An attendant with a rescue plan must be stationed outside to observe
Upon job completion, post a warning about hot metal.
If arc welding is to be suspended (lunch, overnight), do the following:
• Remove electrodes from holders
• Place holders to avoid accidental contact
• Disconnect power to machine

• If gas welding is suspended:
• Close torch valves
• Shut off gas outside the space
• Remove torch and hose from space
22. Prevention of Physical Injury

• Use fall protection when welding from platforms, scaffolds or runways
• Keep cables clear of passageways, ladders and stairs
• Ensure that the work area is clean and free of debris, parts, cords, hoses, and other material
which could causing tripping and falling

• Ensure that parts being welded or cut are well supported to prevent tipping, falling, or
hazardous movement
23. Protection from Arc Welding Rays

• If work permits, enclose the welder in an individual booth painted with a low reflectivity
finish (zinc oxide and lamp black)

• Or, use noncombustible screens with low reflectivity finish
• Ensure adequate floor-level ventilation in both cases (2’ opening suggested)
• Ensure helpers and others in the area are protected from rays by screens or appropriate
goggles
24. Protective Clothing

• Welding, cutting and burning expose workers to hazards which normally require protective
clothing and equipment
Ontario County Safety and Health Procedure: Hot Work Operations
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• Where jobs are standardized, PPE should be specified by SOP or JSA
• Where jobs are non-standard, determine PPE in accordance with OSHA §1910.132–.138
• Protective clothing should always be made from fire resistant material such as fire retardant
(FR) cotton, wool, non-flammable synthetic material (Nomex™) or leather
25. Health Hazards

• Exposure to contaminated air varies with (1) size of space, (2) ceiling height, (3) number of
welders, and (4) materials involved

• If under 10,000cf/welder, under 16’ high, or a confined space, provide 2,000 cf/m/welder
air flow

• Local exhaust or general ventilation must be used to keep concentrations below levels
specified in OSHA §1910.1000

• Alternate to general ventilation is airline respirator, local exhaust hoods, or booths
26. Hazardous Materials in Welding—Fluorine (fluxes, etc), Zinc, Lead, Beryllium, Cadmium,
Mercury (paint, etc.), cleaning and degreasing compounds are materials of particular concern.
When working with them, first aid equipment must be consistently available. Check the
standards [1910.252(c)] for specific ventilation requirements for these materials since they vary
when the work is done:

• In confined spaces,
• Indoors
• Outdoors
27. Oxygen-fuel Gas Welding and Cutting

•
•
•
•

Air/oxygen and the fuel must not be allowed to mix except at the torch or burner
Use of liquid acetylene is not permitted
Acetylene pressure must not exceed 15 psig

Workmen in charge of oxygen or fuel-gas supply equipment and systems must be instructed
and judged competent by their employer
28. Oxygen-fuel Gas Cylinders

• Store away from radiators and other heat sources
• Inside, store in well-protected, well-ventilated, dry locations at least 20’ from highly
combustible materials (such as oil) in assigned spaces away from elevators and stairs with
valve protection caps in place (hand tight)

• Inside, store no more than 2,000 cu/ft or 300 pounds of LPG per building
• Store acetylene cylinders valve up
• Store oxygen cylinders at least 20’ from oil, grease, acetylene or fuel-gas cylinders, or other
combustibles
29. Handling Cylinders

• Keep all equipment (and hands) free of oil or grease and do not allow oxygen jet to strike an
oily surface or fuel tank

• When hoisting cylinders, support them on a platform
• Never lift by sling, magnet, or valve caps
Ontario County Safety and Health Procedure: Hot Work Operations
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• Always move cylinders with valve cap in place
• Close valves except when in use and always keep valve keys, wheels or wrenches on stem
in use

• Don’t drop, use as a roller, keep near work or an electrical source.
• Always, use, store and ship with the valve end up
• Before connecting the regulator, open the valve slightly and close immediately away from
ignition sources

• Close the valve and release gas in line before removing the regulator
• Leaking cylinders should be taken immediately out doors and allowed to empty slowly.
Place warning on tank to keep ignition sources away

• Open acetylene valves no more than 11/2 turns…3/4th turn preferred
30. Arc Welding Operations

• Workmen assigned to operate or maintain arc welding equipment must be familiar with
OSHA §1910.252 and 255

• Welding cables should be uncoiled to prevent overheating
• Electrode holders should be placed where they can not make contact with persons, objects,
fuel, or oxygen tanks when not in use

• Don’t use cables with splices within 10’ of the holder
• Do not use cables with damaged insulation or bare conductors
31. A Final Suggestion for Trainers—The potential for disaster in welding, cutting and burning
operations is high and the room for error is fairly low. Personnel involved in such operations
must be well qualified, using good equipment in good repair, and supported by a
knowledgeable management. To reduce risk substantially, provide copies of all cited standards
and guidelines, ensure understanding of the materials, verify training received elsewhere, and
hold personnel accountable for the highest standards of safe operation!
As a minimum, welders and others performing hot work should read and be familiar with
OSHA Subpart Q as it applies to their work in this facility. A good summary of the OSHA
requirements for welding and for the handling of gas cylinders can be found in the Lab Safety
Supply EZFacts™ documents 109 and 136 in the Appendix to this procedure.
Inspection Checklist: The only required inspections for hot work operations under the OSHA
standards are those to be made as part of the hot work permit system by operations management,
the hot work supervisor, the hot work team, the fire watch, and the PAI. However, company policy
also requires that the PAI conduct periodic audits of both the designated area permits and the dailyissue hot work permits.
For the daily-issue hot work permits, the PAI should periodically ensure that:

• A signed and properly completed permit is displayed at the site of all hot work operations.
• Hot work operations are being conducted consistent with the permit.
• Hazards that may not have been covered on the permit have been identified and controlled
by the hot work team.

• All contractors and other non-employees are knowledgeable in, and following, the hot work
procedures outlined in this document.
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For designated area permits, the PAI must inspect the work taking place under the permit and initial
and date the permit form showing that the inspection has taken place.
Action to be taken in the event of permit violations: Upon inspection or report of permit violations,
the PAI and any member of supervision or management has the authority to take the following
appropriate action. If discrepancies can be easily and quickly resolve, the individuals performing
the work should be coached and corrected and the work allowed to continue, if safe to do so with a
report made to the hot work supervisor. If discrepancies cannot be quickly and easily resolved, the
work should be stopped and the permit pulled.
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Ontario County Hot Work Permit
This permit is for use on all hot work jobs (welding, cutting, burning, soldering, grinding, thawing, torch-applied roofing, powder-driven fastening,
hot riveting, and similar applications creating heat, flame, or sparks) done in other than a designated hot work area covered by a long-term
permit. The permit is mandatory and must be completed and authorized/signed by all persons listed below before work begins. Permit is valid
only for the times indicated below and will normally expire within 24 hours. Hot work operator(s) should complete as much of this permit as
possible before PAI review. Please type all entries.
Where is work to be done? (Dept./Floor, etc.)

Work Order #

What work is being done? (Narrative)

Check:  Employees

Names of all hot work operators:
Name of hot work supervisor:

 Contractors

Hot work supervisor’s phone number:

Time required to do work:

Permit valid from (date/time):

to (date/time):

Fire and/or health hazards in work area:

Precautions required before work begins:

Firefighting equipment required:

Fire watch required:  Yes  No

Number of fire watchers required:

Confined Space Permit required:  Yes  No
Results of atmospheric testing:  N/A

Lockout/Tagout required:  Yes  No

%LEL

%Oxygen

Hot Work Supervisor:





Alternatives to hot work have been fully explored.
Hot work operators qualified and certified as to competence.
Hazards and controls are known and understood by hot work operators.
All equipment being used is safe for use and in good working order.

Signature:

Fire watch to remain

Date:

Hot Work Team:





I/we are trained and qualified to do this work.
All equipment being used is safe and in good working order.
PPE for all workers and observers is on hand and will be utilized.
I/we are wearing and will utilize clothing and PPE of fire resistant/
retardant material suitable for the work.
 All combustibles within _______ feet have been removed, covered, or
otherwise protected.
 The potential for heat transfer to other floors, spaces, materials has
been examined and protected against.
 I/we fully understand the risks of hot work operations and will adhere to
this permit and stop work and contact our supervisor or the PAI in the
event of any problem.

Signature:

Date:

Signature:

Date:

min. and check

hrs. after work stops

Atmospheric testing required:

 Yes  No

Ventilation required:
Fire Watch:
 I/we understand that the prevention and control of fire on this
job is my only responsibility.
 I/we understand that I/we have the authority to stop this job at
any time I/we have concerns about safety.
 Firefighting and emergency equipment necessary for this job is
present, in good working order, and I/we are trained in its use.
 Fixed fire protection (sprinklers, hose lines, etc.) has been
checked and is in working order.
 The means to sound the alarm in the event of fire are known to
me/us.
 I/we know that I/we are to remain on watch for ______ minutes
after work. stops and that I/we must check the work area until
_______ hours after work stops.
Signature:

Date:

Signature:

Date:

Permit Authorizing Individual (PAI): (Responsible Person)
 Alternatives to hot work have been fully explored
 I have discussed the job and the permit with the hot work
operators and the fire watch (if assigned) and all individuals
understand their responsibilities and their critical role in fire
prevention
 If problems, hazards, or concerns occur or if the job changes
or if conditions in the area change, stop work and contact me
at _________________________________________
 I have inspected the work area and the preparations made by
the hot work operators and I believe that the work area is safe
for hot work operations as specified in this permit.

Signature:

Date:

Upon completion of the job, the work area must be restored to its prior clean condition with all debris, scrap, tarps, and hot work equipment
removed. This permit is to be removed from the job site and returned to the PAI for retention.

In the event of fire, immediately call 911

Ontario County Hot Work Permit for Designated Area
This permit covers all authorized hot work done in the specifically designated area identified below during the period of the permit. All hot work performed must be done in
accordance with county hot work procedures, must be authorized by area management, and must be done only by trained and qualified County employees. Any hot work
done by contractors or other non-employees, even if within this area, must be performed only under the authority of a Hot Work Permit specifically authorized for the particular
job. This permit must be posted conspicuously in the area where hot work will be performed.
Date issued (Original):
Department or Unit responsible for area:
Specific Location where hot work will be done:
Process performed or work done in this area:

Fire or health hazards to be addressed prior to hot work:

Fire fighting equipment to be maintained for use in this area:

Names of all hot work operators who are trained to perform hot work in this area:

Hot Work Supervisor:
 All potential hot work operators utilizing this area have been trained on the County hot work procedure and understand the importance of adhering to the procedure
 Hot work operators are qualified and certified as to competence
 Hazards and controls are known and understood by hot work operators
 All equipment being used is safe for use and in good working order
 Regular housekeeping will be undertaken to ensure that the area where hot work will be performed is free of combustibles and is safe for use by operators
Name of hot work supervisor:

Hot work supervisor’s phone number:

Hot work supervisor’s signature:

Date:

Permit Authorizing Individual (PAI):
 I have inspected this hot work area and found it to be suitable for regular hot work operations
 I, or designated representative, will conduct monthly inspections of this area to ensure compliance with the permit and company procedures
 I have discussed the permit with the hot work operators and their supervisor and all individuals understand their responsibilities and the critical role in fore prevention
 If problems, hazards, or concerns occur at any time during the period of this permit, I should be notified by calling or paging me at number below
Name of PAI:

PAI’s Phone number:

PAI’s signature:

Date:

Inspected by
Date of Inspection

In the event of fire, immediately call: 911
Rev. 2004 Ontario County Employee Safety
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Welding is the most common method of joining metals
in industry today. When welded, two pieces of similar
metals are fused (melted) together. Once completed,
the welded joint is as strong or stronger than the
pieces from which the joint is formed. General hazards
of welding include impact, penetration, harmful dust,
smoke, fumes, heat and light radiation. The proper
personal protective equipment can protect you from
these hazards.

Types of Welding

Gas Welding In gas welding two metals are joined by
melting or fusing their adjoining surfaces. This is done
by directing a gas flame over the metals until a molten
puddle is formed. The energy for gas welding comes
from the combustion of a fuel with oxygen or air. A few
of the most popular fuels are acetylene, Mapp gas and
hydrogen. Since gas welding is slower and easier to
control than electric arc welding, it is often used in
applications such as general maintenance work, braz‹
ing and soldering.
rc Welding Arc welding involves a different processtwo metals are joined by generating an electric arc
between a covered metal electrode and the base met‹
als. Heat is produced by the arc which in turn melts
the metal and mixes the molten deposits of the coat‹
ed electrode. The arc energy is provided by a power
supply unit that furnishes direct or alternating current.
The electrodes carry the current to form the arc, pro‹

ducing a gas that shields the arc from the atmosphere,
and add metal to control the weld shape.

When an arc is struck using a coated electrode, the
intense heat melts the tip of the electrode. The drops
of metal from the electrode enter the arc stream and
are deposited on the base metal.
The equipment needed for electric arc welding is a
power supply, electrode holder, ground clamp, pro‹
tective shield, and welder’s protective clothing.

Oxygen and Arc Cutting Metal cutting in welding is the
severing or removal of metal by a flame or arc. The
most common cutting processes are:

Oxygen Cutting: Metal is heated by gas flame and an
oxygen jet does the cutting.

Arc Cutting: Intense heat of electric arc melts away
the metal.

Personal Protective Equipment

Eye and Face Protection Proper eye and face protec‹
tion varies depending on the particular task being
Visit our web site at http://www.labsafety.com
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performed. Helmet, hand shield, goggles and safety
glasses or combination of these are acceptable pro‹
tection in various applications. All filter lenses and
plates must meet the test for transmission of radiant
energy prescribed in the ANSI standard Z87.1968,
Practice for Occupational and Educational Eye and

Face Protection.

According to OSHA 29 CFR 1910.252, "Helmets and
hand shields shall protect the face, forehead, neck,
and ears to a vertical line in back of the ears, from the
arcs direct radiant energy, and weld splatter."

Welding helmets with filter plates are intended to pro‹
tect users from arc rays and from weld sparks and
spatters which strike directly against the helmet. They
are not intended to protect against slag chips, grind‹
ing fragments, wire wheel bristles, and similar haz‹
ards which can ricochet under the helmet. Spectacles,
goggles or other appropriate eye protection must also
be worn to protect against these impact hazards.
OSHA requires that when arc cutting and arc welding
with open arcs, helmets or hand shields with filter
lenses and cover plates shall be used by operators
and nearby personnel viewing the arc also subject to
wear proper protection. Spectacles with a shade 2
lens are recommended for general purpose protection
for viewers. When resistance welding or brazing: oper‹
ators of resistance welding must use face shields,
spectacles, or goggles depending on the particular job
to protect their faces and eyes from welding hazards.
See the chart on page 3 for Filter Shade Selection for Type
of Welding.
Protective Clothing According to ANSI Z49. 1.88Welding and Cutting (4.3), appropriate protective
clothing for any welding and cutting operation will
vary with the size, nature and location of the work to
be performed. Clothing shall provide sufficient cover‹
age and be made of suitable materials to minimize
skin burns caused by sparks, spatter or radiation.
Covering all parts of the body is recommended to pro‹
tect against ultraviolet and infrared ray flash burn.
Dark clothing works best to reduce reflection under
the face shield. Heavier materials such as wool cloth‹
ing, heavy cotton or leather are preferred as they
resist deterioration. Materials that can melt or can
cause severe burn due to sparks that may lodge in
rolled-up sleeves, pockets of clothing or pant cuffs are
not recommended.

The ANSI standard requires all welders and cutters to
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protective flame-resistant gloves, such as
leather welder’s gloves, which provide the heat resis‹
tance needed for welding. A gauntlet cuff offers addi‹
tional arm protection, and insulated linings should be
used to protect areas exposed to high radiant energy.

wear

Other protective clothing would include durable,
flame-resistant aprons made of leather or other suit‹
able materials to provide protection to the front of the
body when additional protection against sparks and
radiant energy is needed.

Ventilation

Ventilation refers to changes of room air as often as
necessary to prevent welders and other workers from
breathing high levels of airborne contaminants.
Ventilation is a means of providing adequate breath‹
ing air, and must be provided for all welding, cutting,
brazing and related operations. Adequate ventilation
depends on the following factors:
Volume and configuration of the space where the
welding operations occur
Number and type of operations that are generating

contaminants
Allowable levels of specific toxic or flammable con‹
taminants
Natural air flow rate where operations are taking
place
Locations of the welders’ and other workers’
breathing zones in relation to the contaminants or
sources

Proper ventilation can be obtained either naturally or
mechanically.
Natural Ventilation Natural ventilation is considered
sufficient for welding and brazing operations if the
present work area meets these requirements:
Space of more than 10,000 square feet is provided
per welder;
A ceiling height of more than 16 feet
Welding is not done in a confined space
Welding space does not contain partitions, bal‹
conies or structured barriers that obstruct cross
ventilation
If your specific operation does not fall within these
guidelines, mechanical ventilation will be required.

Welding Safety
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get maximum benefit from this means of ventilation.
Hoods generally remove the fumes and contaminated
air through ducting and exhaust the contaminants to
the outdoors. Hoods should be placed as near as
practical to the work, and should provide effective air
flow with a velocity of 100 linear feet (30m) per minute
at its most remote distance from the point of welding.
Processes where low vacuum systems work best are
arc air gouging, taking afterburner, and arc cutting.
Another category of mechanical ventilation is the high
vacuum system. These are close-range extractors that
are aimed at capturing and extracting fumes as near
to the work as possible. Fume extractors often have an
extraction arm that can be positioned directly over the
immediate area of welding. By removing a small vol‹
ume of air at a high velocity, the potentially hazardous
materials are effectively removed before reaching the
welder’s breathing zone. These systems often are
equipped with a fan that pulls the contaminants into a
filtration system, with a HEPA (High Efficiency
Particulate Absolute) filter or combination of HEPA fil‹
ter and prefilter and then recirculates the clean air
back into the work area. Advantages of high vacuum
systems are greater flexibility for job adaptation, more
efficient means of fume removal, and greater visibility
to the welder due to reduced clouds of fumes and
vapors being created.

Fumes and gases from welding and cutting cannot be
easily classified. The quantity of fumes and gases is
relative to the metal being worked and the processes
and consumable material being used (such as coat‹
ings, like paint, galvanizing and platings), along with
contaminants in the atmosphere (such as halogenated
hydrocarbon vapors from cleaning and degreasing
activities).

Air sampling to verify the concentration levels of toxic
fumes and gases is necessary, and respiratory protec‹
tion is required along with mechanical ventilation in
the cutting and/or welding of certain metals and com‹
pounds. For more information, see OSHA 29 CFR
1910.252 on welding regulations.

Commonly Asked Questions

Q.

What is a fume plume?
A. The fume plume is the clearly visible column of
fume which rises directly from the spot of welding

Mechanical Ventilation Mechanical ventilation options
or cutting. Welders and cutters should take pre‹
generally fall into two basic categories. The first is the
cautions to avoid breathing this area directly.
low vacuum system which takes large volumes of air at
Ventilation can direct the plume away from the
low velocities. These systems consist of hoods posi‹
face. (Fume removal is most effective when the air
tioned at a distance from the work area. The hood and
flow is directed across the face of the welder,
rather than from behind.)
housing may have to be repositioned by the worker to
Visit our web site at http://www.Iabsafety.com
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Chart 1
Operation

Shielded Metal
Arc Welding
Gas Metal
Welding and
Flux Cored Arc
Welding
Gas Tungsten
Arc Welding
Air Carbon
Arc Cutting

Electrode
Size (inin)
Less Than 2.5 mm
2.5 - 4mm

Arc
Current (A)
Less than 60
60 - 160
160 - 250
250-550
Less than 60
60 - 160
160 - 250
250 - 500
Less than 50
50 - 150
150 - 500
Less than 500
500 - 1000

4 - 6.4mm
More than 6.4 mm

Torch Brazing
Torch Soldering
Carbon Arc Welding
Gas Welding (plate under Vs" thick, light)
Gas Welding (plate Vs" to Vz" thick, medium)
Gas Welding (plate over Vz" thick, heavy)
Oxygen Cutting (plate under 1" thick, light)
Oxygen Cutting (plate 1" to 6" thick, medium)
Oxygen Cutting (plate over 6" thick, heavy)

Minimum
Shade
7
8
10
11
7
10
10
10
8
8
10
10
11

Suggested

Protective
Shade

*

10
12
14

*

11
12
14
10
12
14
12
14
3 or 4
2
14
4 or 5
5 or 6
6 or 8
3 or 4
4 or 5
5 or 6

As a rule of thumb, start with a shade that is too dark to see the weld zone. Then go to a lighter shade which gives sufficient view of the weld zone
without going below the minimum. In Oxyfuel Gas Welding or Cutting where the torch produces a high yellow light, it is desirable to use a filter lens
that absorbs the yellow or sodium line in the visible light of the operation.
"This applies to where the actual arc is clearly seen. Experience has shown that lighter filters may be used when the arc is hidden by the workpiece.
Note: Workers with prescription lenses are not exempt from wearing proper eye protection.

Q. How do

Iknow what hazardous materials I
be
using?
may
A. Check the Material Safety Data Sheet (MSDS). The
suppliers of welding materials must provide an
MSDS or equivalent documentation which identi‹
fies the hazardous materials, if any, used in their
welding and cutting products.
Q. Where should oxygen not be used and why?
A. Oxygen should not be used as a substitute for
compressed air. It should not be used in pneu‹
matic tools, in oil preheating burners, to start
internal combustion engines, to blow out
pipelines, to dust clothing or work, or to create
pressure for ventilation or similar applications.
Oxygen should not be used as described due to
the possibility of a raging oxygen-fed fire occur‹
ring. Oxygen is not flammable, but vigorously sup‹
ports combustion. Oxygen can be absorbed by
clothing. A slight spark can result in severe burns.

J. What is Mapp gas?
A. Mapp gas is a product

physical properties of acetylene, but lacks its
shock sensitivity and therefore can be stored and
shipped in lighter containers. Mapp gas is the
result of rearranging the molecular structure of
acetylene and propane. It also has a very distinct
odor so any leakage can readily be detected.

Sources for More Information

ANSI Z49.1-88, American National Standards
Institute-Safety in Welding and Cutting.
29 CFR 1910.251-257, Welding.

Safety in Welding and Cutting, American Welding
Society, 1988.

Workplace Safety in Action: Safe Welding
Operations, J.J. Keller & Associates, Inc., August,
1995.

Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.

that was developed as a
fuel for welding, brazing, cutting, flame hardening,
and metallizing operations. It has many of the
Visit our web site at http://www.labsafety.com
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Introduction

Due to tlie nature of gas cylinders, special storage and
liandling precautions are necessary. The hazards
associated with compressed gases include oxygen dis‹
placement, explosion hazards, toxic effect of some
gases, as well as the physical hazards of a ruptured
cylinder. The Compressed Gas Association (CGA) is a
leader in the field at promoting safe practices when
working with industrial gases. CGA has developed
many publications designed to ensure the safe han‹
dling of compressed gases during manufacture, stor‹
age, transportation, distribution and use. There are
almost 200 different types of materials in gas cylin‹
ders including atmospheric gases, fuel gases, refriger‹
ant gases, poison gases and miscellaneous gases.
OSHA has regulations governing the use of com‹
pressed gases. These regulations refer to specific
Compressed Gas Association educational materials.
The inspection of gas cylinders is discussed in 29 CFR
1910.101, Compressed Gases. DOT has regulations
covering the transportation of compressed gases by
lil,highway, aircraft and waterway.

Inspection

Gas cylinders should be visually inspected to ensure
that they are in a safe condition. Ifnecessary, a cylin‹
der can be tested ultrasonically for hidden defects.
Leaking regulators, cylinder valves or other equipment
should be taken out of service. A cylinder’s contents
should be identified at all times. Cylinder status
should also be identified; for example, whether the
cylinder is full, empty or in service.
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Ensure that gas cylinders are transported so that they
do not tip, fall or roll. The gas cylinder should be
secured to the cylinder truck or cart. Regulators
should be removed and valve protections caps should
be secured in place before moving cylinders. Also,
cylinder valves should be closed before moving cylin‹
ders.

Appropriate lifting devices, such as cradles or nets,
must be used when using a crane, hoist or derrick to
transport gas cylinders. Do not use magnets or slings
to lift gas cylinders. Do not use the valve protection
cap for lifting a gas cylinder.
It is necessary to take precautions so that gas cylin‹
ders are not dropped or allowed to strike each other
or other objects. Dropping or striking may damage the
cylinder valve, which could turn the cylinder into a
dangerous torpedo with the potential to d’estroy prop‹
erty and/or injure personnel.
It is also important to select the proper regulator for
use with each gas cylinder. A lubricant should not be
used on a gas cylinder regulator. Do not tamper with
or attempt to repair a gas cylinder regulator.

Consult the appropriate MSDS for detailed informa‹
tion on the chemical contained in the gas cylinder.
Specific chemical handing and storage precautions
will be outlined in the MSDS. The MSDS will also have
specifications for appropriate personal protective
equipment for worker protection.

Sources for More Information:

29 CFR 1910.101

Storage

Gas cylinders should be properly secured at all times to
prevent tipping, falling or rolling. They can be secured
with straps or chains connected to a wall bracket or
other fixed surface, or by use of a cylinder stand. Store
cylinders in a cool, dry, well-ventilated, fire-resistant
area that is in accordance with federal, state and local

regulations.
A cylinder storage area should be located in an area
where the cylinders will not be knocked over or dam‹
aged by falling objects. When a cylinder is not being
used, the valve should be closed and the valve protec>r secured in place.

Handling

Be sure to close all cylinder valves when not in use.
The valves of empty cylinders should also be closed.
Visit our web site at http://www.labsafety.com

Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for

review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.
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Hazardous Waste Operations and Emergency Response
(Hazwoper Awareness Level) – 3.5
Safety & Health Procedure 3.5
Revised: September 9, 2005
Required: OSHA, PESH and County Policy
Reference: OSHA Standard 1910.120
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, when
employee performance indicates that retraining is required, and annually.
Summary: Hazwoper is short for Hazardous Waste Operations and Emergency Response. OSHA
1910.120 requires employers to develop and implement an emergency response plan to effectively
handle anticipated emergencies, and to provide training for their employees to effectively respond to
potential chemical releases. The training provided is based on the duties and functions to be
performed, and skill and knowledge level of the employee.
This manual addresses “Awareness Level” training for those employees, such as Public Works
Employees, who, in the course of performing their normally assigned duties may have the potential to
discover a hazardous materials release and have been trained to initiate an emergency response by
notifying the proper authorities.
Coordination of emergency responses, and training beyond the “awareness level” is addressed in the
Office of Emergency Management’s County Wide Emergency Plan.
Training Key Points:
1. First responders at the awareness level should have sufficient training or experience to be able
to:
a. Understand what hazardous substances are, and the risks associated with them.
b. Understand the potential outcomes associated with an emergency created when hazardous
substances are present.
c. Recognize the presence of hazardous materials in an emergency.
d. Be able to identify hazardous substances, if possible.
e. Be familiar with the Department of Transportation Emergency Response Guidebook.
f. Realize the need for additional resources, and to make appropriate notifications to create
an emergency response.

Ontario County Safety and Health Procedures: Hazardous Waste Operations and Emergency Response (Awareness Level)
Page 1
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

2. The role of the first responder trained to the awareness level is to:
a.
b.
c.
d.

Identify an emergency
Notify authorities
Remove self from danger
Remain available to assist if necessary

3. The definition of a hazardous substance is any substance or material capable of posing any
unreasonable risk to health and safety, property, or pose a significant threat to the environment.
4. The DOT classifies hazardous substances as: (1) Explosives, (2) Gases, (3) Flammable Liquids,
(4) Flammable Solids, (5) Oxidizers and Organic Peroxides, (6) Poisons, (7) Radioactive
Materials, (8) Corrosives and (9) Other Regulated Materials.
5. Hazardous materials are typically identified in a number of chemical lists found in the law.
Some common examples of hazardous materials are: fuel oil, gasoline, ammonia and chlorine.
6. Hazardous materials are identified using a variety of methods. Typical of these methods are:
markings, placards, and labels. Information regarding the nature of the hazardous materials can
be found in shipping papers, Material Safety Data Sheets (MSDS), descriptions of proprietary
materials and even NYS 209U reports.
7. Several sources or reference books are available to provide emergency information regarding an
emergency involving a hazardous substance. Material Safety Data Sheets contain key
information, as would shipping papers but if these materials were not available an excellent
source of information for chemicals commonly shipped over the road and regulated by the DOT
would be the DOT Response Guidebook.
8. The Emergency Response Guidebook provides detailed instructions on how it should be used in
an emergency in the first section of the book. It provides helpful information to identify
placards, containers, and even vehicles that regularly are used to transport hazardous materials.
The book identifies hazardous substances by ID numbers or placard numbers (yellow section).
It then references a guide number for the substance. Turning to the orange section of the book,
the guide number provides useful guide sheets which provide a detailed explanation of the
potential hazards, public safety, and fire and health information related to the hazardous
substance that has been identified. The Blue section would be used if you know the substance
name but need the guide number and the ID number. The last section (Green) is Table of Initial
Isolation, primarily used for a higher level of responder.
9. Placard Colors or labels are as follows:
a.
b.
c.
d.
e.
f.

Yellow – oxidizers & organic peroxides
Red – flammable
Orange – Explosives
Black on White – Corrosives
White on Black – Poisons or Irritants
Green – Non Flammable gases
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10. Alerting and response procedures should include as much basic chemical identification as
possible checking for:
a.
b.
c.
d.
e.
f.

Placards, panels, labels
Type of vehicle involved
Wind direction
Presence of fire, spilled liquid, or vapor leaks
Shipping documents
Reference materials or agencies

11. An emergency response is a response effort by employees from outside the release area or by other
designated responders to an occurrence, which results, or is likely to result, in an uncontrolled
release of a hazardous substance.
12. Responses to incidental releases of substances where the substance can be absorbed, neutralized, or
otherwise controlled at the time of the release by employees in the release area or by maintenance
personnel are not considered emergency responses.
In Summary:
If an employee discovers a release and is trained to the awareness level they should:
1.
2.
3.
4.

Stop and park far enough away and stay upwind
Notify authorities
Isolate hazard area to protect themselves and others
If possible, identify any labels, placards, container shapes and other information on
vehicle
5. Not walk into or touch spilled material
6. Not eat, smoke or drink anything in an area of possible hazardous material release
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Ontario County

TOOL SAFETY - 4.1
Safety and Health Procedure – 4.1
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA 1910, Subpart P, and 1910.266; 1926, Subpart I; NYS DOT Safety Manual
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: A great many Ontario County employees use a wide variety of hand and power tools under
many challenging and potentially hazardous conditions. It is critical that every user of any tool be
trained, qualified and competent in that specific tool, regardless of the conditions of use and the
urgency of the situation.
Training Key Points:
1. No employee may use any tool or work equipment without being trained, being found
competent by knowledgeable supervision or designated trainers, and qualified for the work
to be done with the tool(s) on which trained.
2. Prior experience with the specific tool in question will be accepted in lieu of training
provided the individual can pass a practical examination administered by a knowledgeable
supervisor or designated trainer.
3. Tools may only be used for the purpose intended.
4. It is the responsibility of the tool user to ensure the tool is safe for use and is returned to
storage in safe operating condition ready for the next user.
5. A summary of the OSHA regulations for tool use is included with this procedure as
Appendix 1 and should be read by all tool users. Questions, concerns or issues with respect
to the OSHA requirements should be brought to the supervisors’ or designated trainers’
attention.
6. Chain saw safety, not covered in Appendix 1, is summarized here:
a. The use of chain saws during felling or logging operations must conform to the
applicable sections of OSHA 1910.266
b. At least two employees with first aid training must be present during operations
involving chain saws. Employees may not work alone during chain saw operations.
c. Full PPE must be worn, including hardhat, eye and face protection, safety shoes,
leather gloves, chaps, and hearing protection.
d. Chain saws must be operated in accordance with the manufacturer’s directions.
e. Chain saws must have anti-kick back features operative (such as chain brake, low
kick back chain or bar, nose guard).
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f. Fuel the saw outdoors or in a well ventilated area. Fill blade oil tank whenever
adding gas.
g. Carry the saw at the side by the handle with the blade backward and the engine off.
Use the scabbard when transporting the saw.
h. Keep the engine free of sawdust and ensure the blade is sharp.
i. Clear the area where working of brush, fencing, rocks, logs, and people.
j. Make sure there is a clear path to safety when felling.
k. Look before turning with the running saw to ensure no one is nearby.
l. When tired, uncertain about conditions, weather turns bad, or job exceeds capacity
to work safely, shut off the saw and stop operations.
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What Is the Purpose of This Booklet?
This booklet is designed to present to employees and
employers a summary of the basic safety procedures and
safeguards associated with hand and portable power tools.
Material in this booklet is based on the standards of the
Occupational Safety and Health Administration; this
booklet, however, should not be considered as a substitute
for the full safety and health standards for general industry
(1910, Subpart P), or for the construction industry (1926,
Subpart I).
Tools are such a common part of our lives that it is difficult
to remember that they may pose hazards. Tragically, a
serious incident can occur before steps are taken to identify
and avoid or eliminate tool-related hazards.
Employees who use hand and power tools and are exposed
to the hazards of falling, flying, abrasive, and splashing
objects, or to harmful dusts, fumes, mists, vapors, or gases
must be provided with the appropriate personal protective
equipment. All electrical connections for these tools must be
suitable for the type of tool and the working conditions (wet,
dusty, flammable vapors). When a temporary power source
is used for construction a ground-fault circuit interrupter
should be used.
Employees should be trained in the proper use of all tools.
Workers should be able to recognize the hazards associated
with the different types of tools and the safety precautions
necessary. Five basic safety rules can help prevent hazards
associated with the use of hand and power tools:


Keep all tools in good condition with regular
maintenance.



Use the right tool for the job.
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Examine each tool for damage before use and do
not use damaged tools.



Operate tools according to the manufacturers’
instructions.



Provide and use properly the right personal
protective equipment.

Employees and employers should work together to establish
safe working procedures. If a hazardous situation is
encountered, it should be brought immediately to the
attention of the proper individual for hazard abatement.
The following sections identify various types of hand and
power tools and their potential hazards. They also identify
ways to prevent worker injury through proper use of the
tools and through the use of appropriate personal protective
equipment.

What Are the Hazards of Hand Tools?
Hand tools are tools that are powered manually. Hand tools
include anything from axes to wrenches. The greatest
hazards posed by hand tools result from misuse and
improper maintenance.
Some examples include the following:


If a chisel is used as a screwdriver, the tip of the
chisel may break and fly off, hitting the user or
other employees.



If a wooden handle on a tool, such as a hammer or
an axe, is loose, splintered, or cracked, the head of
the tool may fly off and strike the user or other
employees.



If the jaws of a wrench are sprung, the wrench
might slip.



If impact tools such as chisels, wedges, or drift pins
have mushroomed heads, the heads might shatter
on impact, sending sharp fragments flying toward
the user or other employees.

The employer is responsible for the safe condition of tools
and equipment used by employees. Employers shall not
issue or permit the use of unsafe hand tools. Employees
should be trained in the proper use and handling of tools and
equipment. Employees, when using saw blades, knives, or
other tools, should direct the tools away from aisle areas and
away from other employees working in close proximity.
Knives and scissors must be sharp; dull tools can cause more
hazards than sharp ones. Cracked saw blades must be
removed from service.
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Wrenches must not be used when jaws are sprung to the
point that slippage occurs. Impact tools such as drift pins,
wedges, and chisels must be kept free of mushroomed heads.
The wooden handles of tools must not be splintered.

The exposed moving parts of power tools need to be safeguarded. Belts, gears, shafts, pulleys, sprockets, spindles,
drums, flywheels, chains, or other reciprocating, rotating, or
moving parts of equipment must be guarded.

Iron or steel hand tools may produce sparks that can be an
ignition source around flammable substances. Where this
hazard exists, spark-resistant tools made of non-ferrous
materials should be used where flammable gases, highly
volatile liquids, and other explosive substances are stored or
used.

Machine guards, as appropriate, must be provided to protect
the operator and others from the following:

What Are the Dangers of Power Tools?
Appropriate personal protective equipment such as safety
goggles and gloves must be worn to protect against hazards
that may be encountered while using hand tools. Workplace
floors shall be kept as clean and dry as possible to prevent
accidental slips with or around dangerous hand tools. Power
tools must be fitted with guards and safety switches; they are
extremely hazardous when used improperly. The types of
power tools are determined by their power source: electric,
pneumatic, liquid fuel, hydraulic, and powder-actuated. To
prevent hazards associated with the use of power tools,
workers should observe the following general precautions:


Never carry a tool by the cord or hose.



Never yank the cord or the hose to disconnect it
from the receptacle.



Keep cords and hoses away from heat, oil, and
sharp edges.



Disconnect tools when not using them, before
servicing and cleaning them, and when changing
accessories such as blades, bits, and cutters.



Keep all people not involved with the work at a
safe distance from the work area.



Secure work with clamps or a vise, freeing both
hands to operate the tool.



Avoid accidental starting. Do not hold fingers on
the switch button while carrying a plugged-in tool.



Maintain tools with care; keep them sharp and
clean for best performance.



Follow instructions in the user’s manual for
lubricating and changing accessories.



Point of operation.



In-running nip points.



Rotating parts.



Flying chips and sparks.

Safety guards must never be removed when a tool is being
used. Portable circular saws having a blade greater than 2
inches (5.08 centimeters) in diameter must be equipped at all
times with guards. An upper guard must cover the entire
blade of the saw. A retract-able lower guard must cover the
teeth of the saw, except where it makes contact with the
work material. The lower guard must automatically return to
the covering position when the tool is withdrawn from the
work material.
Operating Controls and Switches
The following hand-held power tools must be equipped with
a constant-pressure switch or control that shuts off the power
when pressure is released: drills; tappers; fastener drivers;
horizontal, vertical, and angle grinders with wheels more
than 2 inches (5.08 centimeters) in diameter; disc sanders
with discs greater than 2 inches (5.08 centimeters); belt
sanders; reciprocating saws; saber saws, scroll saws, and
jigsaws with blade shanks greater than 1 /4-inch (0.63
centimeters) wide; and other similar tools. These tools also
may be equipped with a “lock-on” control, if it allows the
worker to also shut off the control in a single motion using
the same finger or fingers. The following hand-held power
tools must be equipped with either a positive “on-off”
control switch, a constant pressure switch, or a “lock-on”
control: disc sanders with discs 2 inches (5.08 centimeters)
or less in diameter; grinders with wheels 2 inches (5.08
centimeters) or less in diameter; platen sanders, routers,
planers, laminate trimmers, nibblers, shears, and scroll saws;
and jigsaws, saber and scroll saws with blade shanks a
nominal 1 /4-inch (6.35 millimeters) or less in diameter. It is
recommended that the con-stant-pressure control switch be
regarded as the preferred device.

Other hand-held power tools such as circular saws having a
blade diameter greater than 2 inches (5.08 centimeters),
chain saws, and percussion tools with no means of holding
accessories securely must be equipped with a constant Wear proper apparel for the task. Loose clothing,
ties, or jewelry can become caught in moving parts. pressure switch.
Electric Tools
 Remove all damaged portable electric tools from
use and tag them: “Do Not Use.”
Employees using electric tools must be aware of several
dangers. Among the most serious hazards are electrical
Guards
burns and shocks. Electrical shocks, which can lead to


Be sure to keep good footing and maintain good
balance when operating power tools.
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injuries such as heart failure and burns, are among the major
hazards associated with electric-powered tools. Under
certain conditions, even a small amount of electric current
can result in fibrillation of the heart and death. An electric
shock also can cause the user to fall off a ladder or other
elevated work surface and be injured due to the fall. To
protect the user from shock and burns, electric tools must
have a three-wire cord with a ground and be plugged into a
grounded receptacle, be double insulated, or be powered by
a low-voltage isolation transformer. Three-wire cords
contain two current-carrying conductors and a grounding
conductor. Any time an adapter is used to accommodate a
two-hole receptacle, the adapter wire must be attached to a
known ground. The third prong must never be removed from
the plug.
Double-insulated tools are available that provide protection
against electrical shock without third-wire grounding. On
double-insulated tools, an internal layer of protective
insulation completely isolates the external housing of the
tool. The following general practices should be followed
when using electric tools:


Operate electric tools within their design
limitations.



Use gloves and appropriate safety footwear when
using electric tools.



Store electric tools in a dry place when not in use.



Do not use electric tools in damp or wet locations
unless they are approved for that purpose.



Keep work areas well lighted when operating
electric tools.



Ensure that cords from electric tools do not present
a tripping hazard.

In the construction industry, employees who use electric
tools must be protected by ground-fault circuit interrupters
or an assured equipment-grounding conductor program.
Portable Abrasive Wheel Tools
Portable abrasive grinding, cutting, polishing, and wire
buffing wheels create special safety problems because they
may throw off flying fragments. Abrasive wheel tools must
be equipped with guards that: (1) cover the spindle end, nut,
and flange projections;(2) maintain proper alignment with
the wheel; and (3) do not exceed the strength of the
fastenings.
Before an abrasive wheel is mounted, it must be inspected
closely for damage and should be sound- or ring-tested to
ensure that it is free from cracks or defects. To test, wheels
should be tapped gently with a light, non-metallic
instrument. If the wheels sound cracked or dead, they must
not be used because they could fly apart in operation. A
stable and undamaged wheel, when tapped, will give a clear
metallic tone or “ring.” To prevent an abrasive wheel from
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cracking, it must fit freely on the spindle. The spindle nut
must be tightened enough to hold the wheel in place without
distorting the flange. Always follow the manufacturer’s
recommendations. Take care to ensure that the spindle speed
of the machine will not exceed the maximum operating
speed marked on the wheel.
An abrasive wheel may disintegrate or explode during startup. Allow the tool to come up to operating speed prior to
grinding or cutting. The employee should never stand in the
plane of rotation of the wheel as it accelerates to full
operating speed. Portable grinding tools need to be equipped
with safety guards to protect workers not only from the
moving wheel surface, but also from flying fragments in
case of wheel breakage. What Are the Dangers of Power
Tools?
When using a powered grinder:


Always use eye or face protection.



Turn off the power when not in use.



Never clamp a hand-held grinder in a vise.

Pneumatic Tools
Pneumatic tools are powered by compressed air and include
chippers, drills, hammers, and sanders.
There are several dangers associated with the use of
pneumatic tools. First and foremost is the danger of getting
hit by one of the tool’s attachments or by some kind of
fastener the worker is using with the tool.
Pneumatic tools must be checked to see that the tools are
fastened securely to the air hose to prevent them from
becoming disconnected. A short wire or positive locking
device attaching the air hose to the tool must also be used
and will serve as an added safeguard.
If an air hose is more than 1 /2-inch (12.7 millimeters) in
diameter, a safety excess flow valve must be installed at the
source of the air supply to reduce pressure in case of hose
failure. In general, the same precautions should be taken
with an air hose that are recommended for electric cords,
because the hose is subject to the same kind of damage or
accidental striking, and because it also presents tripping
hazards.
When using pneumatic tools, a safety clip or retainer must
be installed to prevent attachments such as chisels on a
chipping hammer from being ejected during tool operation.
Pneumatic tools that shoot nails, rivets, staples, or similar
fasteners and operate at pressures more than 100 pounds per
square inch (6,890 kPa), must be equipped with a special
device to keep fasteners from being ejected, unless the
muzzle is pressed against the work surface.
Airless spray guns that atomize paints and fluids at pressures
of 1,000 pounds or more per square inch (6,890 kPa) must
be equipped with automatic or visible manual safety devices
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that will prevent pulling the trigger until the safety device is
manually released.
Eye protection is required, and head and face protection is
recommended for employees working with pneumatic tools.
Screens must also be set up to protect nearby workers from
being struck by flying fragments around chippers, riveting
guns, staplers, or air drills.
Compressed air guns should never be pointed toward
anyone. Workers should never “dead-end” them against
themselves or anyone else. A chip guard must be used when
compressed air is used for cleaning.

to bring the tool into the firing position, and the second
motion is to pull the trigger. The tool must not be able to
operate until it is pressed against the work surface with a
force of at least 5 pounds (2.2 kg) greater than the total
weight of the tool.
If a powder-actuated tool misfires, the user must hold the
tool in the operating position for at least 30 seconds before
trying to fire it again. If it still will not fire, the user must
hold the tool in the operating position for another 30 seconds
and then carefully remove the load in accordance with the
manufacturer’s instructions. This procedure will make the
faulty cartridge less likely to explode. The bad cartridge
should then be put in water immediately after removal. If
the tool develops a defect during use, it should be tagged and
must be taken out of service immediately until it is properly
repaired.

Use of heavy jackhammers can cause fatigue and strains.
Heavy rubber grips reduce these effects by providing a
secure handhold. Workers operating a jackhammer must
wear safety glasses and safety shoes that protect them
against injury if the jackhammer slips or falls. A face shield
Safety precautions that must be followed when using
also should be used. Noise is another hazard associated with
powder-actuated tools include the following:
pneumatic tools. Work-ing with noisy tools such as
jackhammers requires proper, effective use of appropriate
 Do not use a tool in an explosive or flammable
hearing protection.
atmosphere.
Liquid Fuel Tools
Fuel-powered tools are usually operated with gasoline. The
most serious hazard associated with the use of fuel-powered
tools comes from fuel vapors that can burn or explode and
also give off dangerous exhaust fumes. The worker must be
careful to handle, trans-port, and store gas or fuel only in
approved flammable liquid containers, according to proper
procedures for flammable liquids. Before refilling a fuelpowered tool tank, the user must shut down the engine and
allow it to cool to prevent accidental ignition of hazardous
vapors. When a fuel-powered tool is used inside a closed
area, effective ventilation and/or proper respirators such as
atmosphere-supplying respirators must be utilized to avoid
breathing carbon monoxide. Fire extinguishers must also be
available in the area.
Powder-Actuated Tools
Powder-actuated tools operate like a loaded gun and must be
treated with extreme caution. In fact, they are so dangerous
that they must be operated only by specially trained
employees.
When using powder-actuated tools, an employee must wear
suitable ear, eye, and face protection. The user must select a
powder level—high or low velocity—that is appropriate for
the powder-actuated tool and necessary to do the work
without excessive force.
The muzzle end of the tool must have a protective shield or
guard centered perpendicular to and concentric with the
barrel to confine any fragments or particles that are projected
when the tool is fired. A tool containing a high-velocity load
must be designed not to fire unless it has this kind of safety
device. To prevent the tool from firing accidentally, two
separate motions are required for firing. The first motion is
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Inspect the tool before using it to determine that it
is clean, that all moving parts operate freely, and
that the barrel is free from obstructions and has the
proper shield, guard, and



attachments recommended by the manufacturer.



Do not load the tool unless it is to be used
immediately.



Do not leave a loaded tool unattended, especially
where it would be available to unauthorized
persons.



Keep hands clear of the barrel end.



Never point the tool at anyone.

When using powder-actuated tools to apply fasteners,
several additional procedures must be followed:


Do not fire fasteners into material that would allow
the fasteners to pass through to the other side.



Do not drive fasteners into very hard or brittle
material that might chip or splatter or make the
fasteners ricochet.



Always use an alignment guide when shooting
fasteners into existing holes.



When using a high-velocity tool, do not drive
fasteners more than 3 inches (7.62 centimeters)
from an unsupported edge or corner of material
such as brick or concrete.



When using a high velocity tool, do not place
fasteners in steel any closer than 1 /2-inch (1.27
centimeters) from an unsupported corner edge
unless a special guard, fixture, or jig is used.
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Hydraulic Power Tools
The fluid used in hydraulic power tools must be an approved To set up a jack, make certain of the following:
fire-resistant fluid and must retain its operating
 The base of the jack rests on a firm, level surface;
characteristics at the most extreme temperatures to which it
will be exposed. The exception to fire-resistant fluid
 The jack is correctly centered;
involves all hydraulic fluids used for the insulated sections
 The jack head bears against a level surface; and
of derrick trucks, aerial lifts, and hydraulic tools that are
used on or around energized lines. This hydraulic fluid shall
 The lift force is applied evenly.
be of the insulating type.
Proper maintenance of jacks is essential for safety. All jacks
The manufacturer’s recommended safe operating pressure
must be lubricated regularly. In addition, each jack must be
for hoses, valves, pipes, filters, and other fittings must not be inspected according to the following schedule: (1) for jacks
exceeded. All jacks—including lever and ratchet jacks,
used continuously or intermittently at one site—inspected at
screw jacks, and hydraulic jacks—must have a stop
least once every 6 months, (2) for jacks sent out of the shop
indicator, and the stop limit must not be exceeded. Also, the for special work—inspected when sent out and inspected
manufacturer’s load limit must be permanently marked in a when returned, and (3) for jacks subjected to abnormal loads
prominent place on the jack, and the load limit must not be
or shock—inspected before use and immediately thereafter.
exceeded.
A jack should never be used to support a lifted load. Once
the load has been lifted, it must immediately be blocked up.
Put a block under the base of the jack when the foundation is
not firm, and place a block between the jack cap and load if
the cap might slip.
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Ontario County

MOTOR VEHICLE SAFETY – 4.2
Safety and Health Procedure 4.2
Revised: May 1, 2005
Required by: County Policy
Reference: NYS DOT Safety Manual, NHTSA
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Motor vehicle crashes are the single largest cause of work-related deaths and serious
injuries. Forty-two percent of all annual work-related deaths (2,200) are from motor vehicle
crashes. Injuries from motor vehicle crashes cost twice as much ($22,180) in workers’
compensation that the average of all other types of injury. They are also behind a significant
number of serious injuries to Ontario County employees.
While OSHA does not regulate motor vehicle operation, the County takes very seriously its
obligation to make vehicle operation as safe an activity as possible for all employees. Managers and
supervisors are expected to make it very clear to all employees that strict adherence to these
procedures is expected at all times, to demonstrate the proper example at all times they are behind
the wheel, and to observe and counsel employees on safe driving behavior regularly.
Training Key Points:
For all County drivers: These rules apply to drivers of all vehicles on County business, regardless
of size or function.
1. These procedures apply at all times when employees are operating, or are passengers in,
County vehicles, or personal vehicles being operated on County business.
2. While the County will not normally enforce these rules on County employees operating
personal vehicles on personal time, employees should keep these points in mind:
a. The County expects its employees to conduct themselves in a safe manner at all
times so that they are fully able to perform their duties when at work.
b. County employees are known to many of the public and their personal activities
behind the wheel reflect on their personal judgment, skill and concern for others.
c. Vehicle operation that is illegal or criminal may be grounds for administrative action
by the County up to and including dismissal.
3. Vehicle condition…When driving County vehicles, or personal vehicles on County
business, employees must ensure that the vehicle is safe for operation on the road by
inspecting tires, testing brakes, checking lights and signals, having clear glass in all
directions, ensuring steering is tight, and having current inspection stickers.
4. Load…When carrying a load, the load must be secured to the vehicle with substantial tiedowns (or otherwise fully restrained within the passenger compartment or vehicle bed),
Ontario County Safety and Health Procedure: Motor Vehicle Safety
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must be within legal width and height requirements, must be within the load capacity of the
vehicle, must be lighted or flagged if extending to the rear and must not present a hazard to
the vehicle driver, occupants, or other vehicles on the road.
5. Housekeeping…Material contained within the passenger compartment must be boxed,
secured, or otherwise restrained to prevent movement during stops, starts and turns which
could distract the driver or cause the material to become a missile. This requirement
generally means that items should not be placed or stored on the dashboard, rear deck, or
floor on the driver’s side.
6. License…All employees operating highway vehicles must have a current, valid license in
the class necessary for the vehicle being operated. Loss of license or driving privileges must
be reported immediately to supervision.
7. Driver condition…Extreme fatigue, illness and legal medication usage may all adversely
impact safe driving ability and are to be reported to supervision for an assessment of driving
ability before vehicle operation.
8. Intoxication…Illegal drug use at any time is prohibited by law and County policy. Alcohol
may not be consumed during or within eight (8) hours of vehicle operation.
9. Passenger capacity…Passengers may be transported in County vehicles, and personal
vehicles used for County business, only where there is a seat and associated restraint system
available for their exclusive use. Passengers may not be carried in cargo compartments,
open beds, or vehicle frames or structures unless there is a seat and restraint system
approved by the County for their use.
10. Restraint systems…ALL drivers and passengers in County vehicles, or personal vehicles on
County business, must be properly restrained at all times by a belt system installed by the
factory or an authorized dealer or vendor. The County receives conviction data from the
State and is aware of a number of County employees who have been ticketed for failure to
use restraints in their personal vehicles. Supervisors will be particularly attentive to the
driving and seat belt habits of these employees.
11. Child restraint…When children are carried as passengers in County vehicles, or personal
vehicles used for County business, they must be restrained in seats appropriate for their age
and size and in vehicle locations consistent with NYS law.
12. Bus restraint exception…Where County buses are used that have passenger compartments
designed to restrain passengers, passengers need not be belted if belts are not installed.
13. Traffic laws…Drivers of County vehicles, or personal vehicles used for County business,
must obey all traffic laws.
14. Road conditions…Where weather such as snow, ice, rain, or fog; and other situations such
as smoke, vehicle congestion, crashes, special events, etc. make operation at posted speeds
hazardous, drivers are expected to slow or stop as conditions dictate.
15. Decision process…Drivers are expected to focus their attention on the road and road
conditions while driving rather than on phones, radios, maps, food, or other people.
16. Road Rage…County drivers are expected to conduct themselves with restraint at all times.
They are counseled to avoid road rage situations and avoid any confrontation with any other
vehicle operator who may be out of control. If safe to do so, County drivers should pull over
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and report the incident to 911 for appropriate law enforcement follow-up. Remember, you
are quickly identified as a County employee when in a County vehicle and must set the
highest example of restraint and good judgment.
17. In case of accident resulting in any damage to a County vehicle, or personal vehicle while
on County business, or injury to any person, the operator must report this to the Ontario
County Sheriff’s Office and their Department Head in accordance with the County’s Self
Insurance Program policy.
18. All County employees driving County owned vehicles, or operating personal vehicles on
County business must participate in the Safe Driver Program offered by the County.
For drivers of trucks and other heavy equipment: In addition to the rules above, these rules apply
specifically to drivers of trucks and specialized equipment.
1. Defect reporting…As required by CDL, drivers must inspect vehicles at the completion of
operation and report any defects to supervision, who will determine the need for taking the
vehicle out of service for repair.
2. Equipment modification…Any modification of equipment must be reviewed and approved
by supervision to ensure that the work does not adversely impact safety or safe operation of
the vehicle.
3. Fueling…Engines must be shut down and any other sources of ignition (such as cigarettes)
must be extinguished. The vehicle must be attended during fueling.
4. Transporting fuel…Gasoline and other fuels, other than those in the installed vehicle
tank(s), may only be transported in approved 5-gallon safety cans with proper hazard and
content labeling. A maximum of four cans may be transported and all cans must be lashed
or strapped to substantial eyebolts or hangers on the vehicle body.
5. Backing of vehicles…Where 360° visibility does not exist around the vehicle, drivers
should avoid backing as a first choice. If backing cannot be avoided, then back slowly using
a spotter to assist in the maneuver. Sound horn when backing. If no spotter is available, or
conditions are questionable, the driver should walk around the vehicle checking the backing
path before beginning and stop frequently to recheck, if necessary.
6. Backing in winter…During snow and/or ice conditions, plow or spreader operators should
plan ahead so as to avoid backing maneuvers. If backing is necessary during low visibility
situations, neither driver nor wing person should exit the vehicle. The driver must back dead
slow under these conditions and be alert to any potential obstruction behind.
7. Parking…If possible, pull in to the parking spot so as to allow for driving out forward. If
not, back in to allow pulling out when departing. When parking, place vehicle in park (low
gear if standard transmission), set brake, remove keys (except when in County garage), and
turn wheels to slope or chock, as necessary.
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Ontario County

OCCUPATIONAL HEALTH FOR OUTSIDE WORKERS - 4.3
Safety and Health Procedure 4.3
Revised: July 18, 2022
Required by: OSHA and County Policy
Reference: OSHA National Emphasis Program, NYS DOT Safety Manual
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Nature, and materials commonly found in nature, can have a significant impact on the
health and safety of outside workers. Risk is ever present outdoors from sunlight, poisonous plants,
animal waste, pollen, and minerals. While these hazards have been present throughout life on this
planet, it is only recently that their risks have become better understood. To significantly lower the
risk certain precautions and protective actions are specified for County outside workers.
Training Key Points: While the risks and precautions below may be well known and appreciated by
employees, it is essential the supervisor or trainer stress the importance of following precautions.
1. Outside workers face health risks that can be immediately life threatening, lead to serious
illness over time, be disabling, or simply annoying. In all cases, it is the intent of the County
that certain basic precautions be always taken during outside work.
2. If for any reason employees believe they can not take the precautions proscribed, they
should discuss the matter with their supervisor who will offer additional assistance or
provide access to an occupational health physician for further counseling.
3. Cold…Hypothermia is a serious condition that can occur with outside work during nearly
all times of the year.
a. For prevention, wear layered clothing to limit perspiration, wear head and hand
covering to limit wind chill, and avoid contact with cold or wet objects.
b. Be alert to early signs such as shivering, feeling cold, numb skin, and lack of hand
coordination.
c. Work in teams so members can observe each other and spot early hypothermia.
d. If hypothermia is suspected, take shelter inside, change into warm dry clothes, and
drink warm non-alcoholic and non-caffeinated beverages.
e. For more details, see OSHA cold stress page at
www.osha.gov/Publications/coldcard/coldcard.html.
4. Heat…High heat and high humidity can have a significant impact on outside workers from
heat stroke, heat exhaustion, heat rash, heat cramps, and dehydration.
a. When possible, work outside during cooler parts of the day. Avoid periods when the
sun is high in the sky (typically from 10 AM to 4 PM).
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b. Wear lightweight, loose fitting clothing that allows airflow or that wicks moisture
away from the skin. If clothing is saturated with moisture, change to dry clothing.
c. To the extent possible, wear light colored clothing that reflects the sun.
d. Take regular breaks in the shade or in air-conditioned spaces and stop work if you
feel extreme discomfort when working in high heat conditions.
e. Keep hydrated. Dark urine is the best indicator of dehydration. Current guidelines
are 1 cup of water every 15 to 20 minutes to a maximum of 12 quarts (or 48 cups)
per day. Avoid over hydration, which can cause a water buildup in the body with
dilution of body salts. Taking a sports drink for fluid replacement is another option
if you are working hard for an extended period.
f. Acclimate to the heat by working 20% each day in full heat until you are able
gradually work in full heat.
g. Stay fit! Workers in good condition can tolerate heat better than those who are out of
shape, obese, or stocky. Also remember the medications you take make a difference.
h. OSHA recommends adopting a water, rest, shade protocol when working in hot
indoor or outdoor environments.
i. For more details, see the OSHA page at www.osha.gov/STLC/heatstress/index.html
or the NIOSH document on Heat Stress available on the NIOSH web site at
https://www.cdc.gov/niosh/topics/heatstress/default.html.
5. Insect Stings…Bees, spiders, ticks, and mosquitoes may bite in work locations resulting in
injury ranging from annoying to serious. Take these precautions:
a. Inspect the work area for the presence of insects, including watching for beehives in
trees, brush, and the ground.
b. Stay clear of beehives, if possible, as the best protective action.
c. Wear long-sleeved shirts and long pants with legs tied or tucked into boots or socks.
d. Use insect spray containing up to 35% DEET on exposed skin and lightweight
clothing.
e. If known to be allergic to bee stings, notify coworkers and explain the actions they
may need to take in the event of a sting to you.
6. Lightning…Lightning is a grave danger to outside workers requiring avoidance as the first
rule.
a. Lightning can strike even when the conditions in the immediate area are clear and
sunny since a storm draws energy from several miles away.
b. If you can hear thunder, you’re at risk.
c. At the first sign of lightning (hearing thunder), take shelter in a substantial building
or in your vehicle.
d. If in a vehicle, avoid touching the metal frame of the vehicle.
7. Pigeon droppings…A build-up of pigeon droppings, often found under bridge structures and
in old buildings, can result in airborne material that can cause a fungal infection known as
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histoplasmosis. A soil organism that requires the warm rich environment provided by
pigeon droppings causes histoplasmosis. To prevent exposure, follow these guidelines:
a. Inspect the work area for any pigeon droppings. If suspected, wear PPE including
gloves, rubber boots, rain suit, goggles and a dust/nuisance respirator.
b. If found in quantity, cleaning is necessary. Wearing the above PPE, wash with a
high-powered hose. Bleach may also be used.
c. If scraping the material, keep wet.
d. Once cleaning is completed, bleach may be used as a final disinfectant. Following
this stage, the PPE is no longer necessary. Just use the PPE called for by the job at
hand.
8. Poison Ivy…Exposure to poison ivy is a common problem for outside workers and can
result in severe blistering and discomfort for ten days to two weeks. Keep these important
points in mind:
a. Poison ivy is spread by seeds from the berries excreted by birds and can be found
anywhere birds might roost or land.
b. The Urushiol oil that causes the contact dermatitis allergic reaction is present in all
parts of the plant and can remain active in dead vines for up to two years or more.
As little as one millionth of a gram can cause a reaction.
c. The oil affects only humans, but pets can rub against the plant and carry the oil on
their hair.
d. About half the population is sensitive to poison ivy and an additional 35% will react
to a very heavy exposure. Also, while early exposures may not cause a reaction,
subsequent exposures may sensitize you so that continued exposure will result in a
reaction. Do not assume that you can handle poison ivy safely even if you have not
had a previous reaction.
e. To reduce the chance of contact, look around the work area for the distinctive leaves
and stay well clear. Wear protective clothing, heavy gloves, and boots plus a
blocking cream such as Ivy Block™ on exposed skin.
f. Wet or sweaty clothes allow the oil to penetrate easily.
g. Do not burn brush or vegetation containing poison ivy! The oils can be vaporized
and breathed causing severe respiratory distress.
h. If you believe you may have been exposed to poison ivy, wash exposed skin with
alcohol or soap and water within ten minutes of exposure.
i. After removing all clothing, shower thoroughly with lukewarm water and soap. Do
not take a bath. When bathing, the oils float to the surface and coat your skin when
you stand up.
j. Place all potentially contaminated clothing carefully in a plastic bag and dump the
contents into a washing machine with hot water and detergent for cleaning.
k. Wash tools and equipment that may have been exposed to poison ivy thoroughly
with warm soapy water and rinse to remove oils.
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l. If exposed and symptoms begin, hydrocortisone cream may bring some relief; but
medical treatment may be necessary in more severe cases. Always report exposure
so the County can ensure prompt treatment.
9. Pollen…this is a common irritant for outside workers that can result in nasal congestion and
other typical symptoms. There is little outside workers can do to prevent exposure, but the
following precautions may help:
a. If you are subject to seasonal allergies, discuss the option of taking medication
designed to limit or control the reaction.
b. Respiratory protection in the form of nuisance dust masks is available and should be
used when doing work where potential pollen exposure is high, such as during grass
or brush mowing, tree removal and chipping, or working adjacent to plants known to
give off substantial amounts of pollen.
10. Rabies…Since any warm-blooded animal can carry the rabies virus, all animals and animal
carcasses in the work area should be considered infected and contact should be avoided. Use
these precautions:
a. Avoid body fluids of the animal since rabies can survive for long periods in
carcasses.
b. If collecting a small dead animal, place a heavy plastic bag over the carcass and
grasp the carcass through the bag, lifting it so it remains fully in the bag. Use heavy
work gloves and seal the bag completely to avoid vehicle contamination.
c. Save the carcass for Animal Control. Animal Control will work with the Public
Health Department to determine if you may have been contaminated.
d. Clean contaminated equipment with fresh 5% to 10% bleach in water solution.
e. Wash immediately with soap and water if you believe skin has been contaminated.
f. For more information refer to OCSHP 4.10 Rabies Safety.
11. Silica…Inhalation of airborne crystalline silica can result in silicosis, a progressive and
potentially fatal disease. Tuberculosis and lung cancer are also associated with crystalline
silica.
a. Crystalline silica can be produced during sandblasting, rock drilling, stonecutting,
quarrying, gunite work, lead-based paint encapsulation, asphalt paving, and
tunneling; concrete demolition, hammering, chipping, cutting, milling; and sweeping
concrete or masonry dust.
b. Only very small concentrations of crystalline silica can be a problem with repeated
exposures.
c. Work practices are important in the control of airborne crystalline silica dust an
include:
i. Wetting the dust
ii. Using a wet saw for sawing concrete or masonry
iii. Use abrasives with less than 1% crystalline silica during abrasive blasting
iv. Use dust collection systems for dust-generating equipment
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v. Use self-propelled equipment (such as sweepers) that have a positivepressure cab with air conditioning and a filtered air supply
vi. Remove dust from equipment with a water hose or use vacuums with a
HEPA filter.
vii. Use wet sweeping
d. For PPE, use disposable coveralls to avoid contaminating other environments and
vehicles, wash clothes and shower before leaving the worksite (if possible), and
wear respirators if the methods above are not adequate to control dust.
e. Use good personal hygiene practices, including not eating, drinking, or smoking in
dusty areas; washing hands and face before eating, drinking or smoking outside
dusty areas; and parking personal and work vehicles away from potential
contamination.
f. For more information refer to OCSHP 6.9 Respirable Crystalline Silica Safety.
12. Sunlight…Excessive exposure to the sun’s rays is now a well-known cause of skin cancer.
Outside workers are expected to take appropriate precautions including the following:
a. Wear clothing known to be an effective sun block covering arms and legs. If you
place your hand between the sun and the clothing you intend to wear and you can
see your hand, the fabric offers little protection. Select clothing that does not
transmit visible light.
b. Wear a wide-brimmed hard hat, or other wide-brimmed hat where head protection is
not required.
c. Use sunscreen with a high protection factor (SPF) of at least 15 on all exposed skin
and reapply frequently, especially if you are wet or perspiring.
d. Use sun protective eyewear that is effective in screening out UVA and UVB rays.
Check the label to be sure UV screening is 99 to 100% effective. The color of the
lens is not a valid indicator of screening capability.
e. If possible, avoid exposure to the most intense sun (generally between 10 AM and 4
PM). If your shadow is shorter than you are, the sun’s rays are strongest.
13. “Weed whacker” dermatitis…This is a phototoxic dermatitis that can occur with exposure
to lime, celery, carrot, parsnip, and hogweed and results in non-itchy blisters that go away
in 7 to 10 days, leaving a darker pigmented area that lasts for months.
a. Exposure usually occurs when plants are damp, the sun is out and the plants are cut.
b. To prevent exposure, wear substantial boots and long pants (or chaps) plus
protective gloves, safety glasses and a face shield when cutting roadside vegetation.
14. With many workplace health issues, it is possible to take the problem home to family
members. For this reason, it is important that work clothing be isolated immediately after
removal and laundered with minimal handling in the home environment. Also, County
employees exposed to workplace health hazards should shower and change to clean clothing
before entering personal vehicles and before having contact with family members,
especially children.
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During the summer months, employers should be especially aware of the dangers associated with working in
high-temperature environments. Heat and humidity
combined with physical exertion can do more than just
make employees uncomfortable—it can lead to a variety
of heat-related illnesses that can debilitate employees.

Heat Cramps
Heat cramps are painful muscle spasms. They can
occur after vigorous exercise or intense physical activity in extreme temperatures. Abdominals, calf and thigh
muscles and the biceps/triceps are most frequently
affected. If cramping occurs it is suggested to rest and
cool down, drinking water with a teaspoon of salt per
quart. Affected individuals may also feel faint and
should be taken to a cool place and manual pressure
applied to the cramped muscle.

Heat Rash
Heat rash, or prickly heat, appears as fine red spots or
small bumps. It’s usually found where clothing is
somewhat restrictive (i.e., on the neck and upper
back, chest or arms). This harmless rash is triggered
by hot, humid weather when one is dressed too warmly for conditions. The rash develops when skin is persistently wetted by perspiration. The small inflammed
spots on the skin can become infected. The condition
usually disappears when the skin is cooled and dried.

Heat Exhaustion
Heat exhaustion is a result of excessive heat and
dehydration. It is generally caused by insufficient
water intake, insufficient salt intake and a deficiency
of the production of sweat which evaporates on the
skin to cool the body.” Symptoms of heat exhaustion
can have a sudden onset and include pale, clammy
skin, fatigue, dizziness, nausea, vomiting, shallow
breathing, rapid pulse and intense thirst. Syncope
(fainting) is a milder form of heat exhaustion and is
brought on by having to stand for long periods of time
in a hot environment; it is caused by the pooling of
blood in the heat-dilated vessels of the legs.
A victim of heat exhaustion, should be cooled as rapidly as possible by placing the individual flat or with feet
slightly elevated in front of a fan or in a cool room.
Administer cool liquids (not icey), and seek medical
attention. More severely exhausted patients may need
I.V. fluids—especially if vomiting prevents them from
Visit our web site at http://www.labsafety.com

keeping liquids down. Heat exhaustion is more difficult
to diagnose than heatstroke, but its prognosis is far
better unless circulatory failure is prolonged.

Heatstroke
Heatstroke is caused by overexposure to extreme heat
and a breakdown of the body’s heat-regulating mechanisms. In the initial and most crucial stage of diagnosing heat stroke, a victim will exhibit an altered
mental status such as disorientation or confusion.
This altered consciousness is the key to diagnosing
heat stroke. All heat stroke victims will exhibit an
altered mental state; this is not true for those suffering from heat exhaustion or extreme sunburn.
Victims of heat stroke often have hot, dry, flushed
skin; a rapid heartbeat; and abnormally high body
temperature (i.e., a rectal temperature of 105.8°F).
They may appear confused or lose consciousness
entirely. If their body temperature is too high, death
can occur.
Heat stroke is an extreme medical emergency
requiring immediate medical attention. Until
medical assistance is available, the victim should
be cooled rapidly by placing him/her in a shady area,
submersing them in a cool bath or wrapping
them in wet sheets. Air movement around the individual should be increased to improve evaporative
cooling.
Another cooling method is to spray the victim with
lukewarm water and fan the individual with a towel.
The water evaporating from the skin will help cool the
victim quickly. During the cooling process, the victim
must be continuously monitored to prevent shivering.
Once a victim’s rectal temperature is reduced to
102.2°F, cooling methods should be stopped.
Even though it is important to replace fluids as soon
as possible liquids
,
should NOT be administered
to a victim in an altered mental state of heat
stroke —there is a risk of these liquids being aspirated into the lungs. Medical professionals will give I.V.
fluids to an individual suffering from heat stroke when
they arrive at the scene.

Prevention
Basic methods to prevent heat-related illnesses on the
job include the following:
•Wear loose fitting clothing
•Drink water often (don’t wait until you’re thirsty)
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•Schedule “hot” jobs for the cooler part of the day
(early morning or late afternoon)
•Schedule routine maintenance and repair work in
hot areas during the cooler seasons of the year
•Provide additional breaks and comfortable break
areas
•Add additional personnel to reduce exposure time
for each member of a crew
•Permit workers the freedom to interrupt work
when they feel extreme heat discomfort
OSHA’s Technical Manual discusses specific engineering and administrative control measures in great detail.
It also outlines a variety of personal protective equipment that can be implemented to reduce the possibility of heat related illnesses. This reference material is
available at OSHA’s Web site: http://www.osha.gov (see
“Heat Stress” in the Subject Index.)
An awareness of the symptoms of heat-related illnesses and the control measures to prevent them will help
keep your employees safe and your workplace running
more smooth during the summer months.

Commonly Asked Questions
Q. There seems to be conflicting opinions

on
the use of salt tablets. When, if ever, are
they appropriate for employee use?

A. If the temperatures are extreme and the activity

is intense, the use of a sport drink with sodium
would be better than tablets. You need to
have sodium because it helps the small
intestine absorb water, getting it into the bloodstream faster. However, salt tablets are highlyconcentrated doses of sodium that can interact
with other medicines and health conditions and
pose a health threat to employees if not administered by a health professional. Another reason to
avoid tablets is that if the water lost through
sweating is not replaced, salt can build up in your
body and cause cramps. Too much sodium in
your system can also cause fluid retention—this
can cause your blood pressure to rise, predisposing you to such problems as swollen legs or
arteriosclerosis. Generally, a fluid/electrolyte
replacement sport drink is safer than tablets.

Q. Are

sport drinks any better than water for
employees working in high temperature environments?

A. The real key is to keep yourself fully hydrated.

According to a 1999 release from the Mayo Health
Foundation, unless you are engaging in extreme
exercise, water is your best bet. Sport drinks are
generally not necessary unless you are exerting
yourself for 90 minutes or more (60 minutes if the
activity is particularly intense or temperatures are
extreme). During physical work or exercise it is
recommended to replenish your fluids every 20
minutes—your body has limits in its ability to
adjust to fluid loss, so don’t wait to be thirsty!
Humans lose about 10 cups of fluid a day in
sweat, urine, exhaled air and bowel movements.
What is lost must be replaced to maintain balance. On the other hand, sport drinks really can’t
hurt. There is some research that shows individuals will drink more of a sport drink than water,
and that in itself will help you stay adequately
hydrated. Sport drinks quickly replace fluids and
electrolytes that are lost in sweat; they also provide energy to working muscles. During extreme
physical exertion or in very hot conditions, sport
drinks are superior to water. While water is a good
“thirst quencher,” it is not an effecient “rehydrator” like a sport drink. This is because water can
quench your thirst before you’re completely rehydrated. Water also turns on the kidneys prematurely so you can lose fluid in the form of urine
much more quickly than when drinking a sports
drink. The small amount of sodium in most sports
drinks aids your body to hold on to the fluid you
consume rather than losing it through urine and
the carbohydrates they contain make it more easily absorbed than water. One caution is to avoid
the high-carbohydrate drinks like soda pop—
especially those in the 20% concentration range.
If fluid carbohydrate levels exceed 6-8% they are
actually more difficult for the body to absorb.

Please note: The information contained in this publication is intended for general information purposes only. This publication is not a substitute for review
of the applicable government regulations and standards, and should not be construed as legal advice or opinion. Readers with specific questions should refer
to the cited regulation(s), or consult with an attorney.
Visit our web site at http://www.labsafety.com
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Introduction

Treatment

People who work outside or enjoy outdoor recreational activities face certain risks. Hypothermia is one of
these risks that is often overlooked or not recognized.
Because hypothermia can affect reasoning and judgment, you can quickly find yourself in a life-or-death
situation without realizing that you are in danger.

Once it is determined that someone is suffering from
hypothermia, it is critical to begin treatment immediately, even in cases of mild hypothermia. In all
hypothermia cases, the first, and most important, step
is to eliminate the victim’s exposure to cold or wet
conditions (i.e. seeking shelter if outdoors). Treatment
methods, which vary depending on the severity of
hypothermia, are as follows:
•Mild Hypothermia—Remove all wet clothing and
replace it with warm, dry clothes. Encourage the
victim to stay active and to drink a warm (not hot),
sugary liquid. Avoid offering liquids containing
alcohol and/or caffeine, as alcohol can increase
heat loss and caffeine tends to cause dehydration.
•Moderate Hypothermia—Again, replace all wet
clothing with warm, dry clothes. Be sure to cover
the victim’s head, as this is a major source of heat
loss. If the victim is able to swallow without danger, give them warm, sugary liquids to drink. Place
warm objects, such as hot water bottles, next to
the victim’s head, neck, chest and groin to help
increase core body temperature; body-to-body
contact is also an effective means of warming the
victim. Finally, take the victim to a medical facility
as soon as possible.
•Severe Hypothermia—A person suffering from
severe hypothermia may easily be mistaken for
dead. Even if the victim is cold, rigid and has no
detectable pulse, continue treatment! (There are
numerous cases where a seemingly lifeless victim
was brought back to full consciousness and good
health.) It is vital that a person suffering from
severe hypothermia get to a medical facility as
quickly as possible, even before treatment is

Definition
Hypothermia is defined as, “a decrease in core body
temperature to a level at which normal muscular and
cerebral functions are impaired.” The most common
cause of this loss of body temperature is exposure to
cold and/or wet conditions. When exposed to cold
conditions, the body can lose heat through a variety of
routes, including conduction (contact with cold or wet
objects, such as snow or wet clothing), convection
(heat being carried away from the body by wind, i.e.
wind chill) and evaporation (sweating and respiration). Once the body’s core temperature begins to
drop, the symptoms of hypothermia will start to
appear.

Recognition
The symptoms of hypothermia are varied and depend
on the body’s core temperature. A person suffering
from a mild case may exhibit shivering and a lack of
coordination, while a person suffering from severe
hypothermia may be incoherent, exhibit muscular
rigidity and can potentially succumb to cardiac arrest.
The chart below shows the correlation between core
body temperature and hypothermia symptoms.
Severity of Hypothermia

Body Temperature (˚F)

Symptoms

Mild

98.6–97
97–95

Moderate

95–93

Shivering begins.
Cold sensation, skin numbness, goose bumps, lack of
hand coordination.
Intense shivering, general lack of muscular coordination, slow or stumbling pace, mild confusion, pale skin.
Violent shivering, gross lack of muscular coordination,
mental sluggishness, amnesia, difficulty speaking.
Shivering stops, muscular stiffness, extreme confusion
or incoherence, irrational behavior, inability to stand,
skin appears blue and/or puffy.
Muscular rigidity, semiconscious, pulse and respiration
decrease, dilation of pupils, skin ice-cold to touch.
Unconsciousness, pulmonary edema, pulse and heartbeat erratic, cardiac and respiratory failure, death.

93–90
Severe

90–86
86–82
82–78
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attempted. While waiting for professional assistance, replace the victim’s wet clothing with warm,
dry clothing. Always handle the victim gently; when
the heart reaches temperatures below 90˚F, it is
very susceptible to cardiac arrest. If the victim
does suffer a cardiac arrest, administer CPR until
professional help arrives.

Prevention
There are several steps you can take to reduce your
risk of hypothermia before you head out into cold, wet
conditions. These steps include:
•Wear proper clothing. The ideal clothing for
extended periods in a cold and/or wet environment
consists of a breathable layer next to the skin
(such as cotton or polypropylene), an insulating
middle layer (wool, which continues to insulate
even when wet, is a good choice) and a waterproof, but breathable, outer layer (such as nylon or
Gore-Tex™).
•Stay hydrated when outdoors.
•Use the buddy system when spending time outdoors, if possible.
•Be familiar with the signs of hypothermia. Early
recognition of hypothermia can help prevent you
from facing a life or death situation.

Commonly Asked Questions
Q. Can hypothermia be a problem even

if the

temperature is well above freezing?

FREE Technical Support

A. Yes. Hypothermia can occur any time that the

body cannot generate enough heat to maintain its
core temperature, regardless of the time of year.
Even on a sunny summer day, a person immersed
in 40˚ to 50˚F water may reach the exhaustion
point (due to a lowered core temperature) in as
little as 30 minutes, and death from hypothermia
may result in only three hours.

Q. Can

the medications I’m taking make me
more susceptible to hypothermia?

A. Yes. A number of commonly prescribed medica-

tions can affect the body’s resistance to
hypothermia. Sedatives, anti-depressants, tranquilizers and cardio-vascular drugs can all affect
the body’s ability to regulate temperature. If you
are concerned about the effect your medications
may have on your body’s resistance to hypothermia, please contact your doctor or pharmacist for
more information.

When you have a question, you can rely on
our team of technical experts. They’ll answer
your questions about product specifications,
chemical compatibility, regulatory issues, and
general worker safety and health.

Call our Safety TechLine® Technical Support toll-free:
1-800-356-2501
6 a.m. to 9 p.m. CT, Monday–Friday

FREE Catalog
For products to meet all your workplace safety and
industrial needs, turn to Lab Safety Supply’s General
Catalog. In it you’ll find thousands of safety and
industrial products, plus a complete service package
and our 100% guarantee to stand behind them.

Call today to reserve your free copy:
1-800-356-0783
6 a.m. to 9 p.m. CT, Monday–Friday
Please note: The information contained in this publication is intended for
general information purposes only. This publication is not a substitute for
review of the applicable government regulations and standards, and should
not be construed as legal advice or opinion. Readers with specific questions
should refer to the cited regulation(s), or consult with an attorney.

Visit our web site at http://www.labsafety.com
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Ontario County

OFFICE SAFETY - 4.4
Safety and Health Procedure 4.4
Revised: May 1, 2005
Required by: County Policy
Reference: CDC Office Safety Procedure, OSHA Office Ergonomics eTool
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Offices are commonly considered to be relatively low-hazard locations. However, because
concerns for safety are often low in response to the low-hazard perception, real and potentially
significant hazards can easily develop. For Ontario County, falls, bruises, cuts and strains are often
the result of incidents in the office setting. For this reason, it is essential that managers and
supervisors of personnel in office settings treat workplace safety and health with the same level of
intensity as their counterparts in higher risk operational settings and take the time to train, coach
and counsel their people on this important subject.
Training Key Points:
1. Inform all office personnel that the County takes office safety very seriously and invites
their attention, input and active participation in safety activities related to their work.
2. Provide copies of Appendix 1, a summary of Office Safety issues and solutions prepared by
the Office of Health and Safety, the Centers for Disease Control (CDC), Atlanta, and
encourage all personnel to read the booklet within the next few days.
3. Within a week following reading of the booklet, gather all personnel for a question and
answer period addressing specific elements of the booklet and their concerns. Ensure that all
questions are appropriately answered, or tell them that you will find answers and provide
them shortly.
4. If issues cannot be appropriately addressed, contact the County Office of Employee Safety
for assistance.
5. You may also wish to have employees who operate computers as part of their work
complete the interactive eTool on computer operations that can be found on the OSHA web
site at http://www.osha.gov/SLTC/computerworkstations_ecat/index.html.
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Office Safety
Strains and Overexertion
Although a typical office job may not involve lifting large or
In addition to obvious hazards such as slippery floors or
especially heavy objects, it’s important to follow the
open file drawers, an office may also contain hazards such as
principles of safe lifting. Small, light loads (i.e., stacks of
poor lighting, noise, poorly designed furniture and
files, boxes of computer paper, books) can wreak havoc on
equipment and machines that emit gases and vapors when
your back, neck and shoulders if you use your body
improperly maintained. The work itself may lead to stressincorrectly when you lift them. Backs are especially
related symptoms and musculoskeletal strains. For example,
vulnerable. Before you pick up a carton or load, ask yourself
long hours at a poorly designed computer workstation can
these questions:
cause pain in the neck, back, shoulders, lower extremities,
arms, wrists, hands, plus eyestrain and a general feeling of
 Is this too heavy for me to lift and carry alone?
tension and irritability. The typical disabling incidents that
 How high do I have to lift it?
occur within the office are the result of falls, strains and
over-exertions, falling objects, striking against objects and
 How far do I have to carry it?
being caught in or between objects.
 Am I trying to impress anyone by lifting this?

I.

Hazards

Falls
Falls are the most common office event, accounting for the
greatest number of disabling injuries. The disabling injury
rate of falls among office workers is 2 to 2.5 times higher
than the rate for non-office employees. A fall occurs when
you lose your balance and footing. Once of the most
common causes of office falls is tripping over an open desk
or file drawer. Bending while seated in an unstable chair and
tripping over electrical cords or wires are other common
hazards. Office falls are frequently caused by using a chair
or stack of boxes in place of a ladder and by slipping on wet
floors. Loose carpeting, objects stored in halls or walkways,
and inadequate lighting are other hazards that invite falls.
Fortunately, they are preventable. The following checklist
can help stop a fall before it happens.











Be sure the pathway is clear before you walk.
Close drawers completely after every use.
Avoid excessive bending, twisting and leaning
backward while seated.
Secure electrical cords and wires away from
walkways.
Always use a stepladder (never a chair) for
overhead reaching
Clean up spills immediately.
Pick up objects co-workers may have left on the
floor.
Report loose carpeting or damaged flooring.
Never carry anything that obscures your vision.
Wear stable shoes with non-slip soles.

If you find yourself heading for a fall, remember - roll,
don’t reach. By letting your body tuck and roll, you are
more likely to absorb the impact and momentum of a fall
without injury. Reaching an arm or leg out to break your fall
may result in a broken limb instead.

If you feel that the lift is beyond your ability, contact your
supervisor or ask another person to assist you.
Safe Lifting Tips
Take a balanced stance with feet shoulder-width apart. When
lifting something from the floor, squat close to the load.
Keep your back in its neutral position. Tuck in you chin so
your head and neck continue the gentle “S” curve back line
you want.
Grip the object with your whole hand, rather than your
fingers. Draw the object close to you, holding your elbows
close to your body to keep the load and your body weight
centered.
Lift by straightening your legs. Let your leg muscles, not
your back muscles, do the work. Tighten your stomach
muscles to help support your back. Maintain your neutral
back position as you lift.
Never twist when lifting. When you must turn with a load,
turn your whole body, feet first.
Never carry a load that blocks your vision.
To set something down, use the same body mechanics
designed for lifting.
Lifting from A Seated Position (Not)
Bending from a seated position and coming back up places
tremendous strain on your back. Also, your chair could kick
out from under you. Instead, stand and move your chair out
of the way. Squat and stand whenever you have to retrieve
something from the floor.
Ergonomic Solutions to Backbreaking Tasks
If you are doing a lot of twisting while lifting, try to
rearrange the space to avoid this. People who have to twist
under a load are more likely to suffer back injury.
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Rotate through tasks so that periods of standing alternate
with moving or sitting. Ask for stools or footrests for
stationary jobs.

Material Storage
Office materials that are improperly stored can lead to
objects falling on workers, poor visibility and fire hazards. A
Store materials at knee level whenever possible instead of on good housekeeping program will reduce or eliminate hazards
associated with improper storage of materials. Examples of
the floor. Make shelves shallower (12-18”) so one does not
improper storage include: disorderly piling, piling materials
have to reach forward to lift the object. Break up loads so
too high, and obstructing doors, aisles, fire exits and fireeach weighs less.
fighting equipment. The following are good storage
If your must carry a heavy object some distance, consider
practices:
storing it closer, request a table to rest it on, or try to use a
 Locker and file cabinet tops free of stored boxes,
hand truck or cart to transport it.
papers, and other materials.
Struck By or Striking Objects
Striking against objects is another cause of office injuries.
Incidents of this type include:



Boxes and cartons of uniform size in any pile or
stack.



Material stacked so it will not fall over.



Heavy objects on lower shelves.



Materials stored inside cabinets, files, and lockers.



Office equipment such as typewriters, index files,
lights or calculators should not be placed on the
edges of a desk, filing cabinet, or table.



Bumping into doors, desks, file cabinets, and open
drawers.



Bumping into other people while walking.



Striking open file drawers while bending down or
straightening up.



Striking against sharp objects such as office
machines, spindle files, staples, and pins.



Unobstructed aisles, corners, and passageways with
not material stacking.

Pay attention to where you are walking at all times, properly
store materials in your work area and never carry objects
that prevent you from seeing ahead of you.



Storage areas should be designated and used only
for that purpose. Store heavy materials so you do
not have to reach across something to retrieve them.

Objects striking employees occur as a result of:



Fire equipment, extinguishers, fire door exits, and
sprinkler heads should remain unobstructed.
Materials should be at least 18 inches minimum
away from sprinkler heads.



Office supplies sliding from shelves or cabinet tops.



Overbalanced file cabinets in which two or more
drawers were opened at the same time or in which
the file drawer was pulled out too far.



Machines, such as typewriters, that are dropped on
feet.



Doors that were opened suddenly from the other
side.

Proper material storage and use of storage devices can avoid
these accidents.
Caught In or Between Objects
The last category of leading disabling incidents occurs as a
result of office workers who get their fingers or articles of
clothing caught in or between objects. Office workers may
be injured as a result of:

II. Workstation Ergonomics
Ergonomics means fitting the workplace to the workers by
modifying or redesigning the job, workstation, tool or
environment. Workstation design can have a big impact on
office workers health and well-being. There are a multitude
of discomforts that can result from ergonomically incorrect
computer workstation setups. The most common complaints
relate to the neck, shoulders and back. Others concern the
arms and hands and occasionally the eyes. For example,
poor chairs and/or bad postures can cause lower back strain;
or a chair that is too high can cause circulation loss in legs
and feet.
Characteristics of computer-based jobs associated with
increased risk of musculoskeletal problems include:



Fingers caught in a drawer, door, or window.





Design of the workstation

Fingers, hair or articles of clothing and jewelry
caught in office machines.



Nature of the task



Fingers caught under the knife-edge of a paper
cutter.



Repetitiveness of the job



Degree of postural constraint



Work pace

While working on office equipment, concentrate on what
you are doing.
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Work/rest schedules



Personal attributes of individual workers

The key to comfort is in maintaining the body in a relaxed,
neutral position. The ideal work position is to have the arms
hanging relaxed from the shoulders. If a keyboard is used,
arms should be bent at right angles at the elbow, with the
hands held in a straight line with forearms and elbows close
to the body. The head should be in line with the body and
slightly forward.
Arranging Your Workstation to Fit You
Adjust the height of the chair seat so that the thighs are
horizontal while the feet are flat on the floor.
Adjust the seat pan depth such that your back is supported
by the chair backrest while the back of the knee is forward
of the front of the seat.
Adjust the backrest vertically so that is supports/fits the
curvature of your lower back.



Avoid cradling the telephone between the head and
shoulder. Hold the phone with your hand or use a
speakerphone or a headset.



Keep frequently used items like the telephone,
reference materials and pens/pencils within easy
reach.



Position the monitor directly in front of the user.



Move between different postures regularly



Use task, rather than general lighting.



Use the minimum force necessary to strike the
keys.



Use the minimum force necessary to activate the
hole punch and stapler.



Vary your tasks to avoid a long period of one
activity.



Take mini-breaks to rest the eyes and muscles. A
break does not have to be a stop of work duties.
However, it should be a different style of physical
activity such as changing from keyboarding to
using the telephone or filing.



Neutralize distracting noise by using ear plugs,
playing soft music, or turning on a fan.



Maintain a comfortable workplace temperature by
using layers of clothing or a fan.

With the arms at your sides and the elbow joint
approximately 90 degrees, adjust the height/position of the
chair armrests to support the forearms.
Adjust the height of the keyboard so that the fingers rest on
the keyboard home row when the arm is to the side, elbow at
90 degrees and the wrist straight.
Place the mouse, trackball, or special keypads next to the
keyboard tray. Keep the wrist in a neutral position with the
arm and hand close to the body.

III. Indoor Air Quality and Ventilation

Adjust the height of the monitor so that the top of the screen
is at eye level. If bifocals/trifocals are used, place the
monitor at a height that allows easy viewing without tipping
the head back. Another alternative is to get prescription
computer glasses.

Indoor air quality (IAQ) is an increasingly important issue in
the work environment.

A footrest may be necessary if the operator cannot rest
his/her feet comfortably on the floor.

In a modern office building, the heating ventilation and air
conditioning system (HVAC) is designed to keep occupants
comfortable and healthy by controlling the amount of
outside air that is added to the building atmosphere, filtering
both incoming and re-circulated air to remove particulates
and control the temperature.

Overview of Ventilation Design
Air enters office buildings or spaces through both
Place reference documents on a document holder close to the mechanical ventilation systems as well as naturally through
screen and at the same distance from the eye.
leaks around windows, doors, etc.

Applying Good Work Practices
Good technique can make a job easy and safe to accomplish
and includes:


Adjusting the drapes or blinds to keep glare off the
screen.



Moving the monitor away from sources of glare or
direct light.



Tipping the monitor slightly downward



Using diffusers on overhead lighting



Placing an anti-glare filter on the screen



Clean the monitor screen on a regular basis

The HVAC system includes all heating, cooling, and
ventilation equipment serving a building: furnaces or boilers,
chillers, cooling towers, air handling units, exhaust fans,
ductwork, filters, steam (or heating water) piping. A
ventilation system consists of a blower to move the air,
ductwork to deliver air to the room, and vents to distribute
the air.
Because of the complex nature of indoor air quality issues,
all concerns and/or complaints should be directed to the
Office of Employees Safety who will work directly with
Buildings and Grounds to evaluate and remediate problems.
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Lighting
Lighting is one of the most important factors affecting
personal comfort on the job. The best lighting system is one
in which the light level is geared to the task, where
brightness ratios are controlled (no intensely bright or dark
areas in one field of vision) and where ceilings, walls, and
floors are carefully chosen to minimize glare. Glare is
defined as a harsh, uncomfortable bright light that shines
directly in the eyes. Glare may either be direct, coming from
lights or sunshine, or indirect, coming from a reflected
surface.
Different tasks require different levels of lighting. Areas in
which intricate work is performed, for example, require
greater illumination than warehouses. Lighting needs vary
from time to time and person to person as well. One
approach is to use adjustable task lighting that can provide
needed illumination without increasing general lighting.
Vision problems are one of the leading sources of
complaints among office workers. Poor office lighting can
cause eye strain, irritation, fatigue, double vision, watering
and reddening of the eyelids, and a decrease in the power of
focus and visual acuity. Headaches as well as neck and back
pains may occur as a result of workers straining to see small
or detailed items. Poor lighting in the workplace is also
associated with an increase in accidents. Direct and reflected
glare and shadows as well as delayed eye adaptation when
moving from bright surroundings into dark ones (or vice
versa) may prevent an employee from seeing tripping and
other similar hazards.

IV. Noise
Noise is unwanted sound. Office workers are subjected to
many noise sources including video display terminals, highspeed printers, telephones, fax machines, and human voices.
Noise can produce tension and stress as well as damage to
hearing at high noise levels. The most common effects of
noise are interference with speech communication,
annoyance, and distraction from mental activities. The
annoying effect of noise can decrease performance or
increase errors in some task situations. If the tasks require a
great deal of mental concentration, noise can be detrimental
to performance.
Government standards have set limits for exposure to noise
to prevent hearing loss in employees. The level of noise one
can safely be exposed to is dependent on the intensity of the
noise as well as the duration of exposure. In an office setting
OSHA noise standards are rarely approached or exceeded.
However, problems could arise in areas with a high
concentration of noisy machines, such as high-speed printers
or copying machines.
When employees are subjected to sound levels exceeding
OSHA standards, feasible administrative or engineering
controls must be utilized. If such controls fail to reduce
sound levels, personal protective equipment must be
provided and used to reduce sound levels.
For many of the annoying sounds in the office environment,
the following measures are useful for reducing the level of
noise or its effects:

There are a number of measures that can be used to prevent
and control poor lighting conditions in the work
environment:

1.

Select the quietest equipment possible. When there
is a choice between two or more products, sound
levels should be included as a consideration for
purchase and use.

1.

Regular maintenance of the lighting system should
clean or replace old bulbs and faulty lamp circuits.

2.

2.

The Illuminating Engineering Society recommends
a light-colored matte finish on walls, ceilings, and
floors to reduce glare.

Provide for proper maintenance of equipment, such
as lubrication and tightening of loose parts that can
cause noise.

3.

Whenever possible, office workers should not face
windows, unshielded lamps, or other sources of
glare.

Locate loud equipment in areas where its effects are
less detrimental. For example, place impact printers
away from areas where people must use the phone.

4.

Use barrier walls or dividers to isolate noise
sources. Use of buffers or acoustically treated
materials can absorb noise that might otherwise
travel further. Rubber pads to insulate vibrating
equipment can also help to reduce noise.

5.

Enclose equipment, such as printers, with
acoustical covers or housings.

6.

Schedule noisy tasks at times when they will have
less effect on other tasks in the office.

3.

4.

Adjustable shades should be used if workers face a
window.

5.

Diffuse light will help reduce shadows. Indirect
lighting and task lighting are recommended,
especially when work spaces are separated by
dividers.

6.

Task lamps are very effective in supplementing
general office lighting for those who require or
prefer additional lighting. Some task lamps permit
several light levels.

V.

Office Electrical Safety

Electricity is essential to office operations. Electrical
equipment used in an office is potentially hazardous and can
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cause serious shock and burn injuries if improperly used or
maintained.
Electricity travels through electrical conductors, which may
be in the form of wires or parts of the human body. Most
metals and moist skin offer very little resistance to the flow
of electrical current and can easily conduct electricity. Other
substances such as dry wood, porcelain, or pottery offer a
high resistance and can be used to prevent the flow of
electrical current. If a part of the body comes in contact with
the electrical circuit and a ground, a shock will occur. The
electrical current will enter the body at one point and leave
at another. The passage of electricity through the body can
cause great pain, burns, destruction of tissue, nerves, and
muscles and even death. Factors influencing the effects of
electrical shock include the type of current, voltage,
resistance, amperage, pathway through body, and the
duration of contact. The longer the current flows through the
body, the more serious the injury. Injuries are less severe
when the current does not pass through or near nerve centers
and vital organs. Electrical accidents usually occur as a
result of faulty or defective equipment, unsafe installation,
or misuse of equipment.
Types of electrical hazards found in an office environment
include the following:
Ungrounded Equipment
Grounding is a method of protecting employees from
electric shock. By grounding an electrical system, a lowresistance path to earth through a ground connection is
intentionally created. When properly done, this path offers
sufficiently low resistance and has sufficient currentcarrying capacity to prevent the build-up of hazardous
amperage. Most fixed equipment such as large, stationary
machines must be grounded. Cord and plug connected
equipment must be grounded if it is located in hazardous or
wet locations, if operated at more than 150 volts to ground,
or if it is of a certain type of equipment (such as refrigerators
and air conditioners). Smaller office equipment, such as
typewriters and coffee pots, would generally not fall into
these categories and therefore would not have to be
grounded. However most newer office equipment is
manufactured with grounded plugs as a precaution (three
prong plugs). In such cases, the equipment should be used in
accordance with the manufacturer’s instructions. In any case,
never remove the third (grounding) prong from any threeprong piece of equipment.
Overloaded Outlets
Insufficient or overloading of electrical outlets should be
avoided. A sufficient number of outlets will eliminate the
need for extension cords. Overloading electrical circuits and
extension cords can result in a fire. Floor mounted outlets
should be carefully placed to prevent tripping hazards.

Unsafe/Non-Approved Equipment
The use of poorly maintained or unsafe, poor quality, nonapproved (by national testing laboratory) coffee makers,
radios, lamps, etc. (often provided by or used by employees)
should be discarded. Such appliances can develop electrical
shorts creating fire and/or shock hazards. Equipment and
cords should be inspected regularly, and a qualified
electrician should make repairs.
Defective, frayed or improperly installed cords for
electrically-operated office equipment
When the outer jacket of a cord is damaged, the cord may no
longer be water-resistant. The insulation can absorb
moisture, which may then result in a short circuit or
excessive current leakage to ground. If wires are exposed,
they may cause a shock to a worker who contacts them.
These cords should be replaced. Electric cords should be
examined on a routine basis for fraying and exposed wiring.
Improper Placement of Cords
A cord should not be pulled or dragged over nails, hooks, or
other sharp objects that may cause cuts in the insulation. In
addition, cords should never be placed on radiators, steam
pipes, walls, and windows. Particular attention should be
placed on connections behind furniture, since files and
bookcases may be pushed tightly against electric outlets,
severely bending the cord at the plug.
Electrical Cords across Walkways and Work Areas
An adequate number of outlet sockets should be provided.
Extension cords should only be used in situations where
fixed wiring is not feasible. However, if it is necessary to use
an extension cord, never run it across walkways or aisles due
to the potential tripping hazard. If you must run a cord
across a walkway, either tape it down or purchase a cord
runner.
Live Parts Unguarded
Wall receptacles should be designed and installed so that no
current-carrying parts will be exposed, and outlet plates
should be kept tight to eliminate the possibility of shock.
Pulling of Plugs to Shut Off Power
Switches to turn equipment on and off should be provided,
either in the equipment or in the cords, so that it is not
necessary to pull the plugs to shut off the power. To remove
a plug from an outlet, take a firm grip and pull the plug
itself. Never pull a plug out by the cord.
Working on “Live Equipment”
Disconnect electrical machines before cleaning, adjusting, or
applying flammable solutions. If a guard is removed to clean
or repair parts, replace it before testing the equipment and
returning the machine to service.
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Blocking Electrical Panel Doors
If an electrical malfunction should occur, the panel door and
anything in front of the door will become very hot. Electrical
panel doors should always be kept closed, to prevent
“electrical flashover” in the event of an electrical
malfunction.

VI. Office Fire Prevention Strategies
The best time to think about fire safety is before a fire starts.
Learn the location of fire escape routes and how to activate
the fire alarm. Participate in practice fire drills on a regular
basis. Become familiar with stairway exits - elevators may
not function during a fire, or may expose passengers to heat,
gas and smoke.
1.

2.

Heat-producing equipment - copiers, work
processors, coffee makers and hot plates - are often
overlooked as a potential fire hazard. Keep them
away from anything that might burn.
Electrical appliances can be fire hazards. Be sure to
turn off all appliances at the end of the day. Use
only grounded appliances plugged into grounded
outlets (three prong plug).

3.

If electrical equipment malfunctions or gives off a
strange odor, disconnect it and call the appropriate
maintenance personnel. Promptly disconnect and
replace cracked, frayed, or broken electrical cords.

4.

Keep extension cords clear of doorways and other
areas where they can be stepped on or chafed and
never plug one extension cord into another.

5.

Do not allow combustible material (boxes, paper,
etc.) to build up in inappropriate storage locations
(near sources of ignition).

Through a program of scheduled inspections, unsafe
conditions can be recognized and corrected before they lead
to serious injuries. Take a few moments each day to walk
through your work area. Look for items previously pointed
out, such as objects protruding into walkways, file cabinets
that are weighted toward the top or frayed electrical cords.
Advise personnel in the area of the hazards and set about
correcting them.
Emergency Preparedness
One result of open office environments is that smoke from
office fires is not contained or isolated as effectively as in
less open designs. Open office designs allow smoke to
spread quickly and the incorporation of many synthetic and
other combustible material in office fixtures (such as
furniture, rugs, drapes, plastic wastebaskets, and vinyl
covered walls) often makes “smoky” fires. In addition to
being smoky, many synthetic materials can emit toxic
materials during a fire. For example, cyanide can be emitted
from urethane, which is commonly used in upholstery
stuffing. Most burning materials can emit carbon monoxide.

Inhalation of these toxic materials can severely hamper an
office worker’s chances of getting out of a fire in time. This
makes it imperative for office workers to recognize the
signal to evacuate their work area and know how to exit
quickly.
The local emergency action plan will address potential
emergencies that can be expected in your work area. For
emergency evacuation, the use of floor plans or workplace
maps that clearly show the emergency escape routes and safe
or refuge areas should be included in the plan. All
employees must understand what actions they are to take in
the work area and assemble in a safe zone. All new
employees should discuss how they should respond to
emergencies with their supervisors shortly after starting
work and whenever their responsibilities under the plan
change. This orientation should include:


Identifying the individuals responsible for various
aspects of the plan (chain of command) so that in
an emergency confusion will be minimized and
employees will have no doubt about who has
authority for making decisions.



The method of communication that will be used to
alert employees that an evacuation or some other
action is required as well as how employees can
report emergencies (such as manual pull stations,
public address systems, or telephones).



Identifying the evacuation routes from the building
and locations where employees will gather.

General guidance for fires and related emergencies includes:
If you discover a fire or see/smell smoke, immediately
follow these procedures:


Notify the Fire Department



Notify building management



Activate the building alarm (fire pull station). If not
available or operational, verbally notify people in
the building.



Isolate the area by closing windows and doors and
evacuate the building, if you can do so safely.



Shut down equipment in the immediate area, if
possible.



If possible and if you have received appropriate
training, use a portable fire extinguisher to control
the fire or facilitate evacuation.



Do not collect personal or official items; leave the
area of the fire immediately and walk, do not run to
the exit and designated gathering area.



You should provide the fire/law enforcement teams
with the details of the problem upon their arrival.
Special hazard information you might know is
essential for the safety of the emergency
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responders. You should not re-enter the building
until directed to do so. Follow any special
procedures established for your unit.


If the fire alarms are ringing in your building, you
must evacuate the building and stay out until
notified to return. Move to your designated meeting
location or upwind from the building staying clear
of streets, driveways, sidewalks, and other access
ways to the building. If you are a supervisor, try to
account for your employees, keep them together
and report any missing persons to the emergency
personnel at the scene.

If an individual is overexposed to smoke or chemical vapors,
remove the person to an uncontaminated area and treat for
shock. Do not enter the area if you suspect that a life
threatening condition still exists (such as heavy smoke or
toxic gases). If CPR certified, follow standard CPR
protocols. Get medical attention promptly.
If your or another person’s clothing catches fire, extinguish
the burning clothing by using the drop-and-roll technique,
wrap victim in a fire blanket or douse victim with cold water
(use an emergency shower if it is immediately available).
Carefully remove contaminated clothing; however, avoid
further damage to the burned area. Cover injured person to
prevent shock. Get medical attention promptly.

Ontario County Safety and Health Procedure: Office Safety, Appendix 1
This public domain document prepared by the Office of Health and Safety, CDC, and edited for brevity and content

Page 7of 7
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EXCAVATION SAFETY - 4 .5
Safety and Health Procedure 4.5
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1926.650, NYS DOT Safety Manual, OSHA Booklet 2226
Facility Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements of procedures change, and
when employee performance indicates that retraining is required.
Application: This procedure applies to both County employees performing excavation work and to
contractors doing such work under County contract.
Summary: Cave-ins during excavation operations are one of the most frequent causes of death and
serious injury to individuals working in construction, including public and private employees
engaged in street and highway operations. About 60 people a year die and another 200 to 300
serious non-fatal injuries occur in the average year from this cause.
In Ontario County, we believe strongly that all injuries and deaths during excavation are easily
preventable by following well establish and understood procedures found in OSHA and industry
standards of safe practice.
Responsibility: The competent person assigned to the job by the facility coordinator is responsible for
compliance with the provisions of this procedure and the OSHA regulations on which it is based.
Inspection: The competent person must inspect the area before the job begins, at the point where the
excavation reaches four (4) feet and before personnel enter below that depth, whenever hazardous
conditions may have been created by weather or human activity such as blasting, and at least daily.
Training Key Points:
1. Tell trainees that excavations are well known to be deadly if all standards and safety
procedures are not followed. In particular, they should know that:
a. Many soil types found in Ontario County can be highly unstable
b. Water in the soil makes the potential for cave-in higher
c. Soil can weigh as much as 100 pounds per cubic foot
d. Cave-ins can occur without warning
e. Even if not completely buried, the weight of soil can crush bones and internal organs
and lead to massive internal injuries that kill.
f. Other hazards found in excavations include falls, falling loads, hazardous
atmospheres and mobile equipment.
2. An excavation is any man-made cut, cavity, trench or depression formed by earth removal.
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3. A trench is a narrow underground excavation that is deeper than it is wide and no wider
than 15 feet.
4. Encourage trainees to read any of the references listed above on the subject of excavations
for a complete picture of hazards and solutions.
5. Prior to beginning any excavation work, a competent person who is experienced in
excavation work and is fully knowledgeable of OSHA excavation requirements, soil types,
hazards and excavation methods and practices must examine the site and brief all personnel
on how to proceed with the excavation.
6. To prevent the potential for contact with electric, gas, water, sewer and other utility lines, all
surfaces where excavation will take place must be marked by paint, flags, or other means by
the local utility services. Call Dig-Safe New York at1-800-962-7962 to schedule this
service.
7. While working in or near the excavation site, all personnel must:
a. Wear all protective equipment specified by the competent person, including eye
protection, head protection and safety shoes or boots.
b. Wear high visibility vests or clothing if exposed to traffic.
c. Use fall protection systems wherever falls of six (6) feet or more to a lower level are
possible.
d. Remain within any trench boxes, shoring, or other protection, if provided, while in
the excavation.
e. Operate power equipment only if trained and qualified.
f. Under no circumstances, place themselves under or near suspended equipment,
tools, loads, etc., at any time. There is no need to be in the fall zone of any load.
Guiding a load, if necessary, can be done with tag lines.
g. Keep the surface and excavation clear of obstacles such as hoses, pipes, tools, wood,
debris and anything else that can serve to block safe egress or become a trip and fall
hazard.
h. Not work in excavation that has standing water until water has been removed or
harnesses and lifelines have been set up.
i. Stay well clear of trucks dumping near the excavation and of backhoes, excavators,
cranes and similar equipment working at the face of the excavation.
8. Soil types and the design of protective systems are covered in detail in the OSHA
regulations and are areas in which the competent person must be fully knowledgeable.
9. Cave-in protection is normally required for all soil types other than solid rock and where the
depth is less than five (5) feet provided ground conditions, as determined by the competent
person, shows no potential for cave-in.
10. Cave-in prevention, if required, must be one of these types:
a. Sloping or benching the sides of the excavation (requires substantially more soil
removal than other methods).
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b. Supporting the sides of the excavation with shoring (wood, aluminum, etc)
c. Placing a shield between the side of the excavation and the work area (such as a
trench box or boxes)
11. Both shoring and shields must extend the full height of the excavation to prevent material
from falling from above, and to within two (2) feet of the bottom.
12. Every excavation deeper than four (4) feet must have a means of egress such as a ladder,
stairway or ramp requiring no more than 25 feet of lateral travel.
13. The excavation must be tested for oxygen deficiency and/or flammable vapors where
conditions suggest it may be necessary. These would include odors or soil color changes
suggesting contamination; the presence of service stations, storage tanks, land fills, gas lines
or sanitary sewer lines in the area; the uncovering of tanks or animal waste; etc.
14. Where a 360° view by mobile equipment operators is obstructed, operators working at the
excavation should have a spotter, or warning strips (such as timbers) placed, to alert the
operator to the presence of the excavation face.
15. Excavations under roads, sidewalks, building foundations and the like require special
precautions designed by the competent person or a registered professional engineer.
16. If excavating near structures, the competent person must determine whether the foundation
is stable and whether additional precautions are necessary.
17. When the excavation is to be left unattended for any period of time, adequate precautions
must be taken to prevent people (especially children) and animals from getting into the
excavation or excavation equipment. At a minimum, this should consist of substantial
barrier fencing. Barrier tape is not considered adequate protection.
18. At any time conditions develop, or concerns arise, that cannot be handled by the competent
person, the work should be stopped and the County Engineering Department should be
consulted.
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FALL PROTECTION – 4.6
Safety and Health Procedure 4.6
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1910.21-30 and §1926.500-503, NYS DOT Safety Manual, OSHA Booklet 3146
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Falls of all kinds are a significant cause of death and disability in the workplace.
Considering the wide variety of work locations and fall hazards faced by Ontario County
employees, it is essential that management take all reasonable precautions to control or eliminate
the potential for falls, to ensure that all personnel are trained in fall prevention and protection
techniques, and that they utilize that training throughout their work day.
Inspection: Supervisors are responsible for ensuring that fall protection provisions on buildings and
grounds are in place through periodic inspections and observations. In construction and
maintenance activities, the job supervisor or competent person is responsible for ensuring that
appropriate fall protection is in place and utilized correctly for the job.
Individuals using fall arrest devices must inspect the devices and accessories before each use to
ensure they are adequate for the job.
Training Key Points: This training outline is directed at County employees who will use fall
protection and prevention systems and/or who will need certain skills and information in order to
reduce the probability of falls. For design of systems, supervisors and competent persons should
consult the appropriate OSHA standards, fall protection system vendors, and County engineering
personnel for the detailed information necessary.
The supervisor can provide training for general workplace employees, as follows:
1. Provide trainees with information about the frequency and severity of falls, including:
a. Falls are the second most frequent cause of workplace death after motor vehicle
crashes. Data show over 800 worker deaths from falls in the U. S. in 2001
b. Of all major causes of accidental death, only falls are increasing!
c. Twenty percent (20%) of all emergency room visits from accidental injuries are fallrelated.
d. A study of fatal workplace falls by NIOSH found that falls from great heights are
not necessary for death to occur. Many of the fatal falls were from under 20’.
e. We are more prone to workplace falls as we age, with the risk increasing markedly
between 55 and 64 and very sharply over 65 (5 to 10 more likely to die in a fall than
if under 25 years of age).
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f. Workers with less than one year on the job have half the fatal falls, so inexperience
is a high risk factor.
2. Throughout the general workplace, falls can involve level floors, stairs, ladders, slippery
walking surfaces, obstructions, elevated platforms, slopes, floor openings, vehicles, chairs,
roofs, and similar situations.
3. To prevent falls in the general workplace, the County uses passive fall prevention systems.
These include:
a. Railings (at 42” off the floor) with midrails and toe boards (4” high to keep
materials from rolling off to the lower surface) around any platforms, openings or
surfaces four (4) feet or more above the adjacent surface.
b. Railings 30” to 34” above treads on all stairs.
c. Covers or railings around tanks and floor openings over 12” in diameter.
d. Guards along windows and wall openings that have a bottom edge less than three (3)
feet from the floor with a drop outside of over four (4) feet.
e. Permanent aisles and passageways marked or striped and kept clear for traffic and to
show where materials may not be placed or stored.
f. Roof-edge protection for people who must access roofs or equipment on the roof.
4. County personnel in the general workplace are responsible for taking personal actions to
avoid or prevent falls by themselves and others. These actions include:
a. Good housekeeping in all areas, with all floors clean and dry, and waste, scrap and
unneeded materials discarded, recycled, or stored in designated storage areas.
b. Paying close attention to the safety of all walking surfaces by observing and
correcting problems if able, or immediately reporting hazards to supervision and
flagging the problem so others are not put at risk.
c. Using structurally sound industrial-rated ladders or step stools to access high areas
and using the ladders correctly (see Ontario County Safety and Health Procedure
6.2). Never stand on chairs, furniture, boxes or other items not designed for the
purpose of accessing higher levels. “Freelance” climbing is not permitted.
d. Walking, not running, on stairs and aisles.
e. Wearing footwear appropriate to the job and ensuring that soles and heels are
substantial with adequate gripping capacity.
A competent person qualified in the area of fall protection must provide training for individuals
involved in construction activities, as follows:
5. Throughout maintenance and construction areas, falls can come from work at heights on
ladders, buckets, personnel lifts, scaffolds and platforms; structures under construction; roof
tops; trees; bridges; docks; and vehicles.
6. To prevent falls in maintenance and construction, the County uses passive fall protection
systems such as those outlined in 3. above. Such systems may be permanent, as with
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railings along the roof edges of County buildings, or temporary, as with scaffold railings,
nets, warning lines, or fencing around excavations.
7. Before any work is done under the OSHA construction standard, supervision must assess
the walking or working surface where the work will be done to ensure that it has the
strength and structural integrity to safely support the workers.
8. County personnel involved in construction or maintenance activities must take one or more
of the following actions, as appropriate, to prevent falls:
a. Wear appropriate footwear for the job assigned.
b. Check the strength and adequacy of all fixed protection before depending on it.
c. Do not climb on any structure not specifically designed and designated for climbing.
Use an appropriate ladder, lift, bucket or similar device to get where you need to go.
d. When working above 6’ from a ladder, lift, or bucket, wear the minimum of a body
belt to assist in maintaining position while working. Body belts must be connected
to a lanyard that allows a maximum fall of two (2) feet before stopping descent.
e. When working above 6’ where the potential exists for a fall to a different level (such
as a scaffold, roof, platform, machine, vehicle, etc.) a fall arrest system must be
utilized. A fall arrest system consists of a full body harness, a lanyard with a
minimum breaking strength of 5,000 pounds capable of arresting the fall in less than
six (6) feet, and an anchor point independent of the device on which the individual is
working and capable of supporting at least 5,000 pounds per worker.
f. Ensure that a lanyard, if used, is sufficiently short to prevent contact with a lower
level hazard or obstruction if a fall takes place.
g. Ensure that scaffolds, if used, have been designed by a qualified engineer and
inspected and approved by a competent person.
9. The following table summarizes situations and the fall protection required in construction:
Situation

Fall Protection Required

Unguarded open-sided platform, scaffold, roof,
excavation, etc. 6’ or more above adjacent
surface

Full body harness and 6’ lanyard (max)

Aerial lift device

Body belt and 2’ lanyard for positioning
only

Stepladder, rolling ladder, extension ladder

Body belt and 2’ lanyard for positioning
if work is being done from the ladder w/
anchor to point other than ladder

10. For excavations in roadways or vehicular aisles, temporary covers must be able to withstand
twice the weight of the heaviest anticipated load, must be secured, and must be color coded
or marked with the words “hole” or “cover”.
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11. Discuss the specific procedures to be utilized by personnel being trained to allow the
erection, maintaining, disassembling and inspection of the fall protection systems used by
them.
12. If it has not been done as part of the above discussion, cover 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 protections, if they will be
utilized in their jobs.
13. Cover the limitations of fall arrest equipment, the procedures for handling and storing the
equipment, procedures for erecting equipment, and each individuals role in the County fall
protection process.
14. Inform employees about the contents of §1926, Subpart M.
Training Certification: The training of employees under §1926, Subpart M, requires the preparation
of a written certification record with the name of the employee(s) trained, the date of training, and
the signature of the person doing the training. The Ontario County Safety and Health Training
Record, which can be found in Ontario County Safety and Health Procedure 1.3, Appendix 2, will
suffice for this purpose.
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Ontario County

ERGONOMICS – 4.7
Subject: Safety and Health Procedure 4.7
Revised: May 1, 2005
Required by: County Policy
Reference: ANSI Z365 (draft), OSHA Booklet 3125, Cal/OSHA Easy Ergonomics
Facility Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Musculoskeletal disorders (MSDs) are widely known to be a significant problem in the
workplace, leading to nearly two million workers’ compensation cases annually in the United
States. For the health and well being of County employees and continuity of operations, it is
essential that we understand the causes of MSDs and that we take appropriate corrective action to
control or eliminate the source of the problem.
Ergonomic Program: The core of the County ergonomic program is awareness of causes and
solutions and appropriate action at all levels to prevent the development of MSDs. We will
accomplish this through:
1. A clear understanding by department heads/managers that they are responsible for
implementing and leading an effective program of ergonomic interventions.
2. Training of all assigned personnel to the extent necessary for them to be able to identify MSD
risks, perform their work and adjust their work tools and equipment in ergonomic-appropriate
ways, and understand the early signs and symptoms of MSD.
3. The involvement of all assigned personnel in the ergonomic program by serving on risk survey
teams, participating in the problem solving process, suggesting corrective actions that require
County action, taking corrective actions that their training and skills allow, conducting their
work consistent with good ergonomic practice, and promptly reporting any early signs or
symptoms of MSD.
4. Workplace surveillance that examines OSHA logs and workers’ compensation records,
employee reports of signs and symptoms, and conducts job surveys in an effort to identify early
trends and concerns.
5. Working with the County health care provider to effectively evaluate and manage any MSD
cases.
6. Conduct comprehensive job analyses on jobs where problems have developed.
7. Use data from a job analysis to redesign the job or how the job is performed so as to eliminate
the cause(s) of MSD.
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Sources of Help: An effective ergonomics program is neither complicated nor terribly expensive.
Usually, it is a matter of awareness and the ability to understand and act on some basic physical
rules. However, it may be necessary to consult resources other than this procedure in order to best
understand the risks and solutions. Resources to be considered include:
1. A qualified ergonomist who is able to work with, and train, employee teams.
2. OSHA booklet 3125 Ergonomics: The Study of Work.
3. Easy Ergonomics: A Practical Approach for Improving the Workplace, published by
California OSHA.
4. The OSHA web site ergonomics page at http://www.osha.gov/SLTC/ergonomics/index.html
Training Key Points:
1. Musculoskeletal disorders (MSDs) and repetitive stress injury (RSI) caused back pain are
behind one third of all the lost workday cases in the United States (600,000 cases annually). An
additional 1,200,000 MSD cases require medical treatment or light duty. Over 70 million
annual visits to physicians offices are the result of MSDs.
2. The cost to the economy is huge; with an estimated $60 billion spend on MSD cases with each
case costing between $14,000 and $100,000. Too often, the individual is still not fully healed
even after all the treatment, time and costs.
3. Ergonomics—the science of fitting jobs to people—is the process used to prevent MSDs.
4. In every highly successful ergonomic program, it has been trained line employees who have
made the difference by being aware of risks, symptoms and signs of MSDs and implementing
practical and effective corrective actions before significant problems developed.
5. The risks, symptoms and signs of MSD are:
Risk Factors
Force
Awkward postures
Vibration
Contact stress
Repetition
Cold

Symptoms: Persistent or recurrent sensations such as:
Pain, tingling or numbness in
hands or feet
Shooting or stabbing pains in
arms or legs
Swelling or inflammation
Painful joints
Cramping

Weakness
Pain in wrists, neck,
shoulders, forearms
Fingers or toes turning white
Back or neck pain
Stiffness
Burning sensation

Signs
Decreased range of motion
Loss of muscle function
Deformity
Decreased grip strength
Inability to do everyday
tasks

6. Risk factors tend to increase when jobs they involve are performed consistently for over two (2)
hours a day.
7. Even with risk factors present, it does not mean you will get a MSD. Physical fitness, intensity
of work, duration of work, understanding of proper body positioning, and many other elements
can make a difference.
8. When symptoms or signs occur, you must report them to supervision immediately. Do not wait!
Most MSDs can be resolved quickly and easily if they are reported when they first appear.
Waiting makes the condition worse and hinders recovery.

Ontario County Safety and Health Procedure: Ergonomics
Page 2
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

9. If you report an MSD sign or symptom, we will normally refer you to a competent health care
professional who is familiar with workplace MSD issues. You’ll have an examination that may
result in a diagnosis, a treatment plan, appropriate work restrictions, and a determination about
whether the MSD is related to your work. We’ll also perform a job analysis (see 11 below).
10. As part of the County ergonomics program, we will use job surveys to identify jobs that may
present risk of MSDs. These could gather input from regular safety inspection tours,
discussions between you and your supervisor, records of past problems on the jobs, checklists,
or problem-solving meetings involving several of you who do the job. If you think there may be
a risk of MSDs on any of the jobs you do, you can ask that a job survey be performed.
11. If we find that an MSD is work related, a survey turns up a problem job, corrective action has
not been successful, or we’re doing a change analysis (see Ontario County Safety and Health
Procedure 1.9), we’ll do a more detailed job analysis.
12. In a job analysis, we’ll look at all the risk factors and evaluate the forces and physical stresses
involved, plus we’ll examine the job and organizational factors that may influence how the job
is done.
13. A new job design and intervention will come from the job analysis. It will use some of the basic
rules of ergonomics and your input to find a better or safer way to do the job. We’ll do what’s
practical and makes good sense. In many cases, you’ll know enough to be able to fix the
problem(s) yourself.
14. Once the job has been redesigned to make it more ergonomically appropriate, you’ll be
expected to use the new design and not fall back into old methods or habits.
15. Here are some basic ergonomic principles you can use:
a. Work in or near the neutral position. This is the point where muscles and connective
tissue is least stressed such as when standing erect, seated with a straight back and feet
on the floor, or when you can draw a straight line through your lower arm, wrist and
hand.
b. Work with your elbows no more than 30° up from your side.
c. Keep work close to you so you don’t have to reach routinely over 16”.
d. Keep your head erect when working and try not to tilt your head down more than 15°.
e. Use tools designed for good ergonomics such as those with padded handles, angled
grips, and good leverage so grip forces can be lower.
f. Use power tools rather than hand tools, if possible.
g. Change tasks frequently, if you can, by rotating with other people doing similar jobs or
having several varied tasks you can work on during the day.
h. Take frequent mini-breaks. These are 30 to 60 second breaks away from the task to
stretch, change position, and refocus eyes elsewhere. Mini-breaks not only ease body
stresses; they actually make you more productive.
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i. Keep the weight and size of things you handle as light or small as possible. Use smaller
containers so you’re handling less. Think before you fill a container about its final
weight. Put less into it. Have handles on things you lift frequently so they are easier to
grip. Get help.
j. Use your power grip (the full hand with a straight wrist) rather than a pinch grip (with
fingers) or with the wrist bent.
k. Keep dynamic loads (those are loads you are picking and moving) to less than 40% of
what you are capable of handling.
l. Use large muscles to do work. Your legs are the strongest muscles, then your arms.
m. For awkward or static postures, change position often, use arm rests or supports, stay in
the neutral position, try counterbalances and limit any load you’re holding for any
period of time to 10% of your maximum capacity.
n. Avoid lifts with the load over 20” from the body. In close to the body is best.
o. Keep loads you lift overhead light—less than 12 pounds is best.
p. For most lifting, handling, and work tasks, keep loads above your knees and below your
shoulders.
q. Use carts, hand trucks, adjustable height tables, and other devices to get the load closer
to your optimum work height.
r. If at all possible, try to avoid work where the temperature is above 86°F or below 60°F
for extended periods. If you must work for long periods of time in these conditions,
adjust clothing and activity accordingly.
s. If working in a standing position, use floor mats for cushioning and a footrest of 8” or
less and alternate feet in the footrest.
t. Pad sharp work surfaces, such as table and counter edges, to lessen contact stress.
u.

Limit the use of vibrating equipment by rotating the task among several people, use
equipment designed to reduce vibration, make sure equipment is maintained properly to
lessen wear and subsequent vibration, use vibration insulators or shock absorbers.

v. For office ergonomic tips, see Ontario County Safety and Health Procedure 4.4
w. Back belts are generally felt to be of very limited value in preventing back injuries and
are not considered ergonomic PPE by OSHA. Much research has been done on their
effectiveness and it appears that their usefulness is limited to some protection for sudden
loading (as when a weight falls and you’re trying to support it) and serving as a
reminder to lift appropriately. If used, they should not be fastened tightly around the
body when you are not actively lifting, since they are believed to cause back and
abdominal muscle weakening if tightened all the time.
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Ontario County

DEALING WITH SHIFTWORK – 4.8
Safety and Health Procedure 4.8
Revised: May 1, 2005
Required by: County Policy
Reference: See web-based resources below
Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to shiftwork, when there is a change in
schedule, and when employee performance or expressed concerns indicate that additional
information or assistance might be beneficial.
Summary: Shiftwork is an essential element of operations for many County employees, but it is
known to have an adverse impact on employee health, safety and performance if not well designed
and managed. This practice is designed to highlight research and data about shiftwork and to
suggest actions by management and shiftworkers that will reduce risks.
Training Key Points: Supervisors or shiftwork trainers should make the following points about
shiftwork and the County policies regarding shiftwork.
1. Shiftwork is essential to County operations. Critical services to County residents could not
take place without the services of County employees working evenings, nights, weekends
and holidays.
2. Shiftwork is known to have adverse effects on the body, including:
a. Fatigue that impacts health and ability to function properly. One study suggests
fatigue is behind 25% of all traffic crashes.
b. Human error increases and decision-making ability decreases.
c. Inattention and inability to stay focused on tasks occurs.
d. There is more stress in shiftwork.
e. Workplace injuries and deaths are higher among shiftworkers, but the amount is
variable, ranging from increases as low as 1or 2 percent to as much as 40%. One
survey of shiftwork managers suggests that 18% of all workplace injuries are due to
fatigue.
f. Abnormal heart rhythms, higher illness rates, more depression, and somewhat
higher rates of digestive complaints, heart attack, stroke, hypertension and
cholesterol.
g. Social and family life is often disrupted.
3. There are several facts about shiftwork that should be understood.
a. The human body has an internal clock that controls body functions and that clock
tells us to sleep at night and be active during the day.
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b. The body does not adjust to working nights, even if we think it does.
c. We have a biological need to sleep and research shows most of us need about eight
(8) hours of sleep in a 24-hour period to function optimally—even if we think we
can get by on less.
d. Studies done in Australia (Nature, Vol. 388, pg. 235) with people who go without
sleep for more than 17 hours find that on performance tests they score the same as
rested people who have consumed enough alcohol to be legally drunk.
e. Sleep loss is cumulative such that if you miss two hours a night of sleep over five
days, by the end of the period you have a sleep deficit of ten hours.
f. Fatigue is particularly high during the late night hours of 2 AM to 4 AM.
g. Shiftworkers sleep lighter and less (about 2 to 3 hours less a night).
4. Solutions to the negative impact of shiftwork that are endorsed by County management
include:
a. Training for all shiftworkers on the impact of shiftwork, the need for adequate sleep
every day, and coping mechanisms that can be applied by shiftworkers.
b. A recognition by all personnel at all levels that fatigue is a natural and expected
outgrowth of shiftwork and not a defect of the individual.
c. The use of certain well-know techniques to better manage sleep and nutrition on the
part of the individual with appropriate support from family and supervision.
d. Frequent rest and activity breaks so there are changes of pace and variability in the
routine.
e. The planned use of “power naps” that allow the worker to get 15 to 20 minutes of
sleep, which are found by researchers to be sufficiently rejuvenating to allow
completion of the shift.
f. Stopping work and notifying the supervisor at any time fatigue is so severe that the
worker begins to lose focus on the task. Falling asleep behind the wheel of a vehicle,
while operating equipment, or while trying to perform a critical function is
dangerous and needs prompt remedial action.
g. The use of bright lighting, team activities, and less critical tasks during the high
fatigue periods of the night schedule.
h. Employee input to shiftwork schedules so that the schedule selected is best able to
accommodate the needs of the individuals working the schedule, and a regular
review of that schedule to ensure it continues to be effective.
i. To the extent possible, use of workers who prefer evening or nighttime schedules on
a voluntary basis.
j. Also, if possible, overtime should be assigned to day workers so that shift workers
do not add routinely to the sleep deficit they already experience.

Ontario County Safety and Health Procedure: Dealing with Shiftwork
Page 2
© 2003 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

5. Getting adequate sleep each day is essential. To do this, consider these tips. They are not
rules; just suggestions for those who need to try an alternative approach.
a. Plan, and keep, your sleep schedule. In other words, have a consistent sleep
schedule each day that does not vary with other activities and interests. As a general
rule, try to go right home and to sleep after both the evening and the night shift.
b. Sleep 5 or 6 hours after work, two more before the next scheduled work.
c. Have a good sleeping environment—quiet, darkened room, away from activity
inside and out.
d. Learn relaxation techniques—yoga, for example.
e. Use earplugs or listen to “quiet” music.
f. Teach your family to respect your sleep hours.
g. Read or listen to the radio if you can’t fall asleep.
h. Post a “day sleeper” sign at the door
6. Nutrition is also very important. Again, some suggestions:
a. When working evenings, have the main meal mid-day and keep other meals light.
b. On night shifts, eat lightly during the entire shift.
c. Eat light and balanced, low fat and low acid meals…good advice for any worker.
d. Avoid alcohol and limit coffee and other caffeinated beverages to the first two or
three hours of the shift since both are diuretics and caffeine may make sleep difficult
after the shift.
e. Eat a light to moderate breakfast after the night shift; but avoid eating after the
evening shift.
f. Avoid excessive use of antacids, tranquilizers, or sleeping pills. Occasional use is
acceptable, but avoid daily use.
g. Take fruit or crackers to work for snacks.
7. It is important to remember that when overtime is added to any schedule (day, evening or
night), the additional continuous duration of work may impact permissible exposure to
hazards such as noise, chemicals and musculoskeletal disorders. In particular, most
exposure levels are based on a standard eight-hour shift, not ten or twelve or even sixteen.
References and Resources: Considerable information is currently available that addresses shiftwork
risks, concerns and solutions.
1. The NIOSH publication 97-145 is available for these procedures as a PDF file and is an
excellent resource for shiftwork supervisors, human resources staff, and employees working
shifts. Supervisors are encouraged to provide copies to interested employees.
2. Circadian Information, a publisher of extensive information related to shiftwork, produces
an annual survey on shiftwork and publishes it on its website as Shiftwork Practices (Year).
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3. For the most current information in this developing field of study, supervisors should
regularly check Internet resources such as those listed below.
Circadian Technologies, Inc. Many pages of survey

http://www.shiftwork.com/

data, information sheets, and links.

NASA

http://www-afo.arc.nasa.gov/zteam/

National Sleep Foundation.

http://www.sleepfoundation.org/

NIOSH Plain Language About Shiftwork, PDF
572K,

http://www.cdc.gov/niosh/otherpub.html

NIOSH Approaches on Shiftwork to Reduce
Worker Fatigue, Stress.

http://www.cdc.gov/niosh/shift.html

Round-The-Clock Systems.

http://www.roundtheclocksystems.com/Work
place/Learning/learning.html

ShiftWork Systems, Inc.

http://members.tripod.com/~Shiftwork/

Shiftworker On-line. Written by a shiftworker

http://members.tripod.com/~shiftworker/
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Ontario County
WORKPLACE VIOLENCE – 4.9
Safety and Health Policy and Procedure 4.9
Date: November 5, 2015 (previously revised November 20, 2014, April 14, 2011, August 24, 2009
and June 1, 2006)
Required: NYS Labor Law Article 27-b, 12NYCRR Part 800.6 and County Policy
Reference: OSHA Standards Interpretations, Ontario County Policy
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, and annually as required by NYS.
This workplace violence prevention program has been written at an awareness level. More extensive
training may be provided by individual departments.
POLICY STATEMENT:
Ontario County is committed to providing a workplace for County employees, customers, contractors,
vendors and the general public that is free from threats and violence. The County prohibits any form of
threatening remark or gesture against an employee of the County while carrying out his/her normal
duties. This policy is intended to address workplace violence as defined below.
Workplace violence will not be tolerated and reports regarding such will be taken seriously. Any
reports will be treated with complete confidentiality. No employee shall be subjected to any retaliatory
action for reporting a workplace violence incident or a serious violation of this workplace violence
policy. Individuals found to be in violation of this policy will be removed from County property. If an
investigation reveals that an employee has engaged in prohibited conduct, the employee would be
subject to a disciplinary process up to and including termination, consistent with County policies, rules
and collective bargaining agreements. Anyone accused of conduct prohibited by this policy may also
be referred to law enforcement authorities for possible criminal prosecution.
All employees will be required to participate in annual workplace violence prevention training which
will include job specific information and stress-defusing techniques.
GOALS AND OBJECTIVES:
1. Provide a violence free workplace.
2. Encourage respect and healthy conflict resolution.
3. Provide training to better prepare employees for dealing with workplace violence.
4. Reduce the potential for violence in the workplace.
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DEFINITIONS (as they pertain to workplace violence):
Workplace – Any location away from an employee’s domicile, permanent or temporary, where an
employee performs any work-related duty in the course of his or her employment by an employer.
Workplace Violence – Any physical assault or acts of aggressive behavior occurring where a public
employee performs any work-related duty in the course of his or her employment including but not
limited to:
• An attempt or threat, whether verbal or physical, to inflict physical injury upon an employee.
• Any intentional display of force which would give an employee reason to fear or expect bodily
harm.
• Intentional and wrongful physical contact with a person without his or her consent that entails
some injury.
• Stalking an employee with the intent of causing fear of material harm to the physical safety and
health of such employee when such stalking has arisen through and in the course of
employment.
Imminent Danger – Any conditions or practices in any place of employment which are such that a
danger exists which could reasonably be expected to cause death or serious physical harm immediately
or before the imminence of such danger can be eliminated through the enforcement of procedures
within the Workplace Violence Prevention Program.
Serious Physical Harm – Physical injury which creates a substantial risk of death, or which causes
death or serious and protracted disfigurement, protracted impairment of health or protracted loss or
impairment of the function of any bodily organ or a sexual offense as defined in Article 130 of the
Penal Law.
Retaliatory Action – The discharge, suspension, demotion, penalization or discrimination against any
employee, or other adverse employment action taken against an employee in the terms and conditions
of employment as a result of that employee reporting a workplace violence incident.

WORKPLACE VIOLENCE PREVENTION PROGRAM (WVPP):
•

Risk Evaluation and Determination of factors that might place employees at risk of
occupational violence.
o Procedure:
▪ Examination of employee surveys, workplace violence incident
reports and other safety records to determine security risk areas and/or
patterns of injuries or incidents
o A detailed list of identified risk factors can be found in Appendix 3 of this
document
▪ Examples of such factors include, but are not limited to: working in
public settings; working late night or early morning hours; exchanging
money with the public; uncontrolled access to the workplace and areas
of previous security issues.
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•

Hazard Control methods the County uses to prevent workplace violence incidents.
o Administrative controls such as relevant policies, work practices, work
procedures (i.e. procedures for dealing with cash transactions), reporting
systems and trainings in place to reduce workplace violence.
o Management controls such as screening new employees (i.e. background
checks as allowed by the law); systems in place for employees to alert
management of their concerns; and enforcement of workplace violence
policies.
o Engineering controls such as locked doors and secure perimeters inside
buildings; access control systems; photo identification badges; effective
interior and exterior lighting; closed circuit video surveillance; barriers in
reception and certain other areas; designated safe interview rooms; wide
countertop construction, panic buttons, drop safes.
▪ Physical premises assessments will be done with the participation of
the authorized Employee Representative.

•

Employee Training and Involvement
o General safety training will be done at time of hire and annually
▪ Training includes information to help recognize, avoid, or diffuse potentially
violent situations; physical assessments; and review of workplace violence
procedures and policies.
▪ Our annual prevention training program includes the following topics:
Overview; What is Workplace Violence?; Types of Violence; Risk Factors;
Prevention Methods; Security Measures; Violence-Free Workplace; Red Flags;
Weapons; Reporting Procedures; Response Plan; Other Elements; and a Quiz.
o Job specific safety training will be done within the individual department, if
necessary
o An Authorized Employee Representative will participate in:
▪ Creating the WVPP
▪ Developing and implementing a written WVPP policy statement
▪ Evaluating physical premises for workplace risks
▪ Annually reviewing the records, training and effectiveness of the
program
▪ Providing written notice to the Director of Human Resources or
department supervisor of a serious violation of the WVPP
o Employee Assistance Program (EAP) provides post-event critical incident
management or crisis counseling.

•

Record Keeping System
o Records will be evaluated annually by the County and the Employee
Representative
o Records will be maintained at the Department of Human Resources
o Records include:
▪ Incident reports (see appendix)
▪ Incident log (comprised of information from incident reports)
▪ Relevant records kept by the County as required by other statutes
Program Evaluation done annually by the County and the employee representative

•
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RESPONSIBILITES:
•

The Director of Human Resources is responsible for managing the Workplace Violence
Prevention Program. The Director shall:
o Ensure that the Workplace Violence Policy Statement is available online and posted on
each department’s bulletin board.
o Will act on the basis of anonymous complaints when there is a reasonable basis to
believe that a violation of this policy has occurred or that the safety and well being of
employees would be served by an investigation.
o Coordinate an immediate investigation, in cooperation with the Ontario County
Sheriff’s Office, when an incident or potential incident is reported.
o Select the people necessary to perform the incident investigation including a Bargaining
Unit representative, when appropriate.
o Take immediate steps to eliminate any possible recurrence.

•

Supervisors, Managers and/or Department Heads will:
o Immediately inform the Director of Human Resources of any reported incident.
o Assure that workplace violence training is conducted for all employees at date of hire
and annually.
o Ensure all employees are aware of this policy.
o Promote annual workplace violence prevention training for all employees.
o Be aware of stress-defusing measures for dealing with potentially violent situations.
o Intervene in any incident to implement this policy.
o Take immediate action when necessary, including, but not limited to, calling 911 to
summon police, fire or ambulance services as appropriate.
o Notify their manager and/or the Director of Human Resources of any workplace
violence incident and any action taken.

•

The Workforce Violence Prevention Committee will:
o Include at a minimum the Ontario County Safety Coordinator, the Safety Program
Assistant and authorized employee representatives.
o Report directly to the Director of Human Resources.
o Annually review risk assessments and incident reports, identify any trends in the types
of incidents and review the effectiveness of the mitigating actions taken.

•

Employees will:
o Call 911 to summon police, fire or ambulance services as necessary, if the incident
being reported is an active incident or employees fear a threat to themselves or others is
taking place or about to take place.
o Report to their supervisor or the Director of Human Resources any incident of
workplace violence.
o Participate in annual workplace violence prevention training.
o Report to their supervisor or the Director of Human Resources any warning signs of a
potentially threatening situation which arouse concern.
o Maintain the confidentially of workplace violence investigations to the extent possible.
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•

The County Safety Coordinator will:
o Maintain as current the Workplace Violence Prevention procedures found in the County
Health and Safety Manual.
o Work to implement the directives from an investigation conducted by the Director of
Human Resources into a reported workplace violence incident.
o Fulfill his duties as a member of the Workplace Violence Prevention Committee.
o Assure that all recordkeeping requirements associated with these incidents are properly
recorded.

EMPLOYEE ASSISTANCE
•

•

Any employee who may have witnessed or experienced a traumatic event may need special
support. The County maintains an Employee Assistance Program to be able to meet this kind
of special need. The Director of Human Resources or his/her designee will advise affected staff
of their options and will coordinate any special assistance that may be required.
Employees may access the EAP program by calling 1-800-252-4555 or log on to
www.theEAP.com

TRAINING KEY POINTS:
•
•
•
•

Explanation of NYS Workplace Violence Labor Law
Explanation of the Ontario County Workplace Violence Prevention Program
o Location and availability of written WVPP program
Measures employees can take to protect themselves
o Conflict resolution, nonviolent self-defense responses
o How to identify risk factors
Procedures the County has implemented to protect the employee

WORKPLACE VIOLENCE CATEGORIES:
Violence by Strangers/Criminal Intent: The person committing this type of violence has NO
legitimate relationship with the County and/or our employee. The employee is usually injured in
conjunction with a crime such as robbery, shoplifting or trespassing.
Violence by Customer/Client: The person committing this type of violence DOES have a legitimate
relationship with the County and/or our employee. The person could be a customer, resident, patient,
student, prisoner or any individual being provided a service by our employee. A large percentage of
the victims in these incidents are caregivers. These incidents tend to occur in nursing homes or
psychiatric facilities.
Violence by Co-Worker: The person committing this type of violence is a current or former
employee who attacks or threatens an employee in the workplace. Included in this category is violence
between supervisors and subordinates and violence between peers.
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Violence by Personal Relationship: The person committing this type of violence may not have a
relationship with the County but does have a personal relationship with the intended victim. This
category includes the “spill over” into the workplace of victims of domestic violence who are assaulted
or threatened while at work, and individuals who bring a personal dispute to the workplace.
NYS Department of Labor suggestions for responding to violence and/or threats:
How can you help prevent violence?
Anger and potential violence is often initiated by frustrated people who feel they are being treated unfairly or
disrespectfully. An atmosphere of sincere caring and courtesy in the workplace can help to eliminate the cause
of much violence. Be sensitive to the needs and feelings of others. Offer help and support – and seek the same
if you need it.

Seven steps to keeping someone cool:
1.
2.
3.
4.
5.
6.
7.

Show respect and courtesy, no matter the person’s attitude.
Stay calm. Avoid arguing.
Listen patiently; don’t interrupt.
Acknowledge the person’s feeling: “I see that you’re angry.”
Ask for details in order to take emotions out of the conversation.
If you can, involve the person in finding a solution. Ask, “What do you think would be fair?”
Be positive: “Let’s see what we can do.”

If anger grows:
•
•
•
•
•

Excuse yourself for the restroom or use other delaying tactics that give the person time to calm down.
Establish ground rules if behavior becomes unreasonable: “I’ll have to leave if you continue cursing.”
Move to a spot where your exit is not blocked.
If you feel threatened, ask the person to leave, or leave yourself.
Advise nearby co-workers and follow County policies.

Five “Don’ts” when dealing with an angry person:
1.
2.
3.
4.
5.

Don’t challenge, threaten or dare a person who is angry, or potentially violent.
Don’t criticize or show impatience.
Don’t attempt to bargain with a person who is threatening.
Don’t make physical contact. Stay at least 3 feet away.
Don’t try any “heroics” that could result in injuries to you or others.

When strangers are an issue:
Strangers commit many threats and/or violent acts in the workplace. It’s vital to be aware of individuals at work
who are not recognized co-workers, customers or vendors. Greet strangers with a friendly, “May I help you?” to
determine why they are on the premises. Promptly report strangers who make you feel uncomfortable to
supervisors.
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When co-workers are a concern:
•

Pay attention to behavior - Some behaviors indicate a co-worker may be troubled, which raises the risk
for violent behavior. These behaviors include: poor personal hygiene; increased absence; decline in job
performance; social isolation; angry outbursts, threatening statements or intimidating behavior;
fascination with weapons; history of violence or intimidation; alcohol or drug abuse.

•

Take note of attitudes – Certain attitudes also point to an increased risk for violence. Among these are:
constant complaining about unfair treatment; blaming others for mistakes and problems; inability to
accept criticism; holding grudges; resistance to following rules or directions; defensiveness; depression;
lack of concern for the safety and well-being of others.
Know when to take action – No one can predict if, or when someone may become violent. But
worrisome behaviors and attitudes are warning signs that someone may be under high stress and
potentially violent. Pay particular attention if a co-worker has a sudden change in behavior, is
disruptive, or shows many warning signs – not just a few. If so, inform supervisors of your concerns.

•

Keeping the peace with co-workers:
Conflict at work is to be expected, but it must be handled effectively if it is to be resolved, or kept from growing
into potential violence. If you have a disagreement with a co-worker, make time to talk together about it. Use
these strategies for keeping the peace:
•
•
•
•
•
•

Express your concerns as soon as they arise – don’t let them grow into anger.
Discuss the issue privately. Always use a respectful tone.
Avoid putdowns and blaming. Use “I” statements to explain how the situation affects you and makes
you feel.
Stick with one point at a time. Stay on the topic.
Focus on solutions, not the details of negative incidents. Avoid falling into an argument.
Be willing to compromise.

Seek help if you need it:
If you and a co-worker are unable to resolve a conflict through a respectful discussion, ask for help from your
supervisor, our employee assistance program or the Human Resources Department.

Domestic Violence:
If you are a victim of domestic violence and have a current Order of Protection, please keep a copy of the Order
at work. For your safety, we suggest you also submit a copy to your supervisor and/or the Human Resources
Director.

In summary:
•
•
•
•

In an emergency, or if you feel threatened call 911.
Follow your training if confronted with a potentially violent workplace incident.
Report every workplace violence incident to the Director of Human Resources for follow-up.
After the incident, consider using County employee assistance program.
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Ontario County
Workplace Violence 4.9 – Appendix 1
Prevention Policy and Incident Reporting Notice
July 10, 2017 (previously revised March 23, 2017, November 5, 2015, November 20,
2014 and June 1, 2011)
Ontario County is committed to the safety and security of our employees. Threats, threatening
behavior or acts of violence against any of our employees while they are performing their workrelated duties will be thoroughly investigated. Appropriate action will be taken including
summoning law enforcement authorities when required.
All employees are responsible for helping to create an environment of mutual respect for each
other and the clients they serve. This includes following the policies, procedures and
requirements of Ontario County’s Workplace Violence Prevention Program and assisting in
maintaining a safe and secure work environment.
The goal of this policy is to promote the safety and well being of all people in our workplace.
This policy is designed to meet the requirements of NYS Labor Law 27b and highlights some of
the elements found within our Workplace Violence Prevention Program such as:
•
•
•
•

Management and authorized employee representatives will have an on-going role in the
evaluation process, recommending methods to reduce or eliminate hazards identified.
Annual comprehensive workplace risk assessments.
Annual employee training regarding workplace violence prevention.
Recordkeeping and recording of workplace violence incidents.

A procedure will be maintained in the County Health and Safety Manual that provides additional
directives related to workplace violence prevention.
Ontario County personnel are responsible for notifying the contact persons designated below of
any workplace violence incident, threatening behavior, including threats they have witnessed,
received or have been told that another person has witnessed or received. All incidents of
violence or threatening behavior will be responded to immediately upon notification.
Domestic Violence: If you are a victim of domestic violence and have a current Order of
Protection, please keep a copy of the Order at work. For your safety, we suggest you also submit
a copy to your supervisor and/or the Director of Human Resources.

Designated Contact Person:
Title:

Michele O. Smith, Director of Human Resources

Department: Human Resources
Telephone:

(585) 396-4465

Location:

3019 County Complex Drive
Canandaigua, NY 14424

Ontario County
Workplace Violence 4.9 – Appendix 2 - Incident Report
October 23, 2018 (previously revised November 2, 2015, November 24, 2014, April 11, 2011 & July 1, 2009)

Please take a few minutes to complete this form and return it to the Ontario County Employee
Safety Office. Submitting this form will help the County to accurately record incidents of
workplace violence that have occurred. Follow up will be conducted by the Ontario County
Human Resources Director which will include planning strategies to help prevent these problems
from recurring.
Today’s Date: _______________
Date of Incident: ________________________Time of Incident: ______________________
Employee Name (person filling out this report): ____________________________________
Department / Unit: ___________________________________________________________
Workplace Location: _______________________ Work Phone: (

) ___________________

Names of other affected employees or witnesses: ___________________________________
Did the incident occur at your work location? Yes No If no, then where? _____________
Did the incident occur during work hours? Yes No
Injuries? Yes No Extent of injuries: ___________________________________________
Was medical treatment sought? Yes No

Were you hospitalized? Yes No

Did you lose any workdays?

How many days? _______________________

Yes No

Was the person who assaulted you a: Client, Co-worker, Patient, Supervisor
Other: ____________________________________________
What was the employee doing just prior to the incident? ______________________________
Were you singled out, or was the assault directed at more than one individual? ____________
Was the Sheriff’s Office requested? Yes No Was the assailant arrested? Yes No
Did you tell management?
Yes No
If yes, whom did you tell and when?
___________________________________________________________________________
Have you applied for Workers Comp as a result of the incident? Yes

No

Please describe the incident in detail (use the back side of this form if necessary). __________
___________________________________________________________________________
___________________________________________________________________________
Disposition____________________________________________________________________
____________________________________________________________________________________________________________
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Workplace Violence 4.9 - Appendix 3
October 23, 2018 (previously revisions - September 21, 2017, November 5, 2015,
November 20, 2014 and April 15, 2011)
Identified Workplace Risks and Methods of Addressing
General
Risk Assessment Ranking
A risk assessment ranking of “high”, “medium” or “low” was created for all County
buildings after conducting a physical survey and matching conditions found against set
criteria. This ranking considered (1) the exposure of personnel to security threats
(confrontations or criminal activity); (2) the ability of personnel (their training, staff size)
to deal effectively with confrontational or criminal threats, and (3) the availability and
effective use of security equipment.
Risk

Method to Address

Public setting – General recommendations
Conflicts

Provide employees with initial and annual
training in workplace violence prevention
procedures, reference material and training

Orders of protection

Employee to inform Supervisor of order

Potential risks and Areas of previous security problems
Report these situations to the workplace
violence prevention (WPV) committee
Suspicious Substances

Provide specific procedures and employee
training for dealing with this problem

Threats

For ALL assessments - Provide workplace
violence prevention procedures and any
appropriate department related training
For ALL assessments – Provide secure
employee-only entrances, exits and secure
internal corridors for employee-only
For ALL assessments provide adequate
signage (e.g. no weapons, security cameras
being used, no cash on hand, etc.)

For LOW threat assessments – Consider
providing wide counter tops
For MEDIUM threat assessments –
Consider providing emergency alarms or
call boxes
For MEDIUM threat assessments –
Consider local alarms that to alert staff that
assistance is needed. Provide panic buttons
that contact 911 directly or a panic button in
a central location (e.g. receptionist)
For MEDIUM or HIGH threat assessments –
Consider providing intrusion alarms
For MEDIUM or HIGH threat assessments –
Consider providing Plexiglas or glass barrier
with pass-through
For HIGH threat assessments - Provide staff
with duress/panic buttons that dial direct to
911 to immediately call for police assistance
For HIGH threat assessments – Consider
providing closed circuit cameras (CCTV)
For HIGH threat assessments – Consider
providing fixed or hand-held metal detectors
Weapons

Prohibit weapons for all except authorized
employees. Post signs that weapons are
prohibited
Provide magnetometer for high threat
assessment buildings

Working Late/Early
After hour’s activities

Provide notification procedure for
departments to inform law enforcement of
after hour’s activities and shift changes

Cleaners

Provide contract-cleaning staff to wear
official identifications, procedures for
admittance if persons to closed buildings

Interior lighting

Ensure adequate interior lighting when
employees are at work

Lines of Sight

Ensure lines of sight are clear for
ingress/egress

Parking lot lighting

Ensure parking lot lights are on when
employees are entering or leaving work

Security Patrols

Determine frequency and timing of police
patrols

Working alone

Encourage departments to reduce frequency
of employees working alone whenever
possible

Money
On Hand

Eliminate accepting cash payments if
possible. If required to accept cash, use
drop safes or create procedures to limit cash
kept on hand.

Signs

Post signs “no cash accepted” or “limited
cash on hand”

Transporting cash receipts

Create internal department procedure that
includes the ability to request police escort

Working alone or in small numbers
Assessing security of work site

Travel in pairs, request escorts, securedentry

Tracking & Checking

Sign in/out and cell phone use

Uncontrolled access to workplace
Employee identification

Official identification photo badges

Limited points of access

Controlled entrances to buildings,
reception/security

Visitors & Vendors

Use Visitor/Vendor badges or sign-in/out

Specific Risks
(Limited to specific worksites)
Worksite

Risk

Method to Address

Board of Supervisors

Low

Control access; panic buttons

Board of Elections

Low

Control access; panic buttons

Buildings and Grounds

Low

Provide appropriate training

Clerk to the Board

Low

Control access; panic buttons

Conflict Defender

High

Control access; panic buttons

County Administrator

Low

Control access; panic buttons

County Attorney

Medium

Control access; panic buttons

County Courthouse

High

Provide court security detail; panic
buttons; CCTV; Magnetometer and
Hand-held metal detector

County Parks

Low

Provide appropriate training

Courier Services

Low

Provide appropriate training

Courts and Judges

High

Control access; panic buttons

County Clerk

Low

Control access; panic buttons

County Jail

High

Corrections officers; radios;
Surveillance cameras; fixed & handHeld metal detectors

County Transportation

Low

Control access; panic buttons

County Treasurer

Medium

Plexiglas barriers with passThrough; drop safe; procedures for
handling cash; panic buttons

CTC

Low

Secure access

District Attorney

High

Control access; panic buttons

DSS

High

Control access; panic buttons

DSS Administration

Medium

Control access; panic buttons

Economic Development

Low

Control access; panic buttons

Finance

Medium

Control access; panic buttons

Human Resources

Low

Provide wide counter tops

Human Services Building

High

Plexiglas barrier, panic buttons;
Secure interview room;
Surveillance cameras; signage;
control access and secure employee
corridors

Landfill and Recycling

Low

Provide appropriate training

Office of Aging

Low

Control access; panic buttons

OFA Meals on Wheels

Low

Provide appropriate training

Mental Health

Medium

Plexiglas barrier; panic buttons and
Alarm system to alert staff;
Appropriate departmental training

Motor Vehicles

Medium

Control access; panic buttons;
Plexiglas barriers & wide countertop

Nutrition Kitchen

High

See County Jail comments

Office of the Sheriff

High

Police Officers who carry weapons

OCSO Background unit

Medium

Police Officers who carry weapons

Planning

Low

Control access; panic buttons

Probation

High

Plexiglas barrier; panic buttons;
Secure interview room; signage;
Surveillance cameras; control access
and secure employee corridors

Public Defender

High

Control access; panic buttons

Public Health

Low

Plexiglas barrier; secure access;
Panic buttons to alert staff and call
911

Public Health (Field)

Medium

Provide appropriate training

Public Works

Low

Provide appropriate training

Purchasing

Low

Control access; panic buttons

Records and Archives

Medium

Control access; panic buttons;
CCTV & directional signs to the Jail

Real Property Tax

Low

Control access; panic buttons

Stop DWI

Low

Provide appropriate training

Transportation Center

Low

Control access; CCTV

Youth Bureau

Low

Control access; panic buttons

Veteran’s Bureau

Low

Control access; panic buttons

Weights and Measures

Low

Provide appropriate training

Workforce Development

Medium

Control access; panic buttons

Co. Offices - 20 Ontario St. Medium

Control access; panic buttons
& CCTV

Co. Offices – 83 Seneca St. Medium

Control access; panic buttons
& CCTV

Workplace Violence 4.9 – Appendix 4
Recommended Investigative Procedures - Workplace Violence Complaint
October 26, 2016 (revised April 14, 2011 and June 21, 2012)
1.

Employees complete workplace violence complaint form, and submit form to their
Supervisor. The Supervisor will immediately notify the HR Director, forwarding a copy
of the written complaint form to the HR Director so that a file may be started.

2.

If the Employee alternately submits their written complaint to the HR Director, a copy of
the Employee’s complaint will be sent by the HR Director to the appropriate Supervisor
with a letter directing that an investigation must be conducted into the complaint.

3.

HR Director will send the Employee a written acknowledgement of the complaint.

4.

Supervisor will treat the Employee’s complaint seriously, making every attempt to
maintain confidentiality during the investigation.

5.

Should the Employee wish to make an Employee Representative aware of their
complaint, it is their choice, and their responsibility to do so.

6.

After conducting an investigation, the Supervisor will submit a written report and all
supporting investigative documentation and notes to the HR Director who will review the
complaint, the facts of the investigation, and any proposed corrective action.

7.

After review by the HR Director, the Supervisor will provide feedback to the Employee
in writing and take corrective action as appropriate.

8.

If Employee receives this feedback and is satisfied, no further action required.

9.

If Employee receives feedback and is NOT satisfied, Employee must submit a written
letter to the HR Director which includes any unresolved areas of concern and any new
supporting documentation.

10. HR Director will review this letter of complaint, and the supporting documentation,

determine what course of action is necessary, and provide feedback to Employee.
11. A written document would then be created to detail the action taken and to include a

space for signature and date for the record.
12. If Employee is satisfied with feedback from HR Director, no further action is required.
13. If Employee is NOT satisfied with feedback from HR Director, the Employee must

complete the PESH 7 form found in the Appendix of this procedure, and send the
completed form to the Commissioner of the New York State Department of Labor.
14. NYS DOL will investigate, and determine if there is a serious violation of the employer’s

workplace violence prevention program or imminent danger and act accordingly.

Workplace Violence 4.9 – Appendix 5
Instructions to Supervisors
Guide to Handling Workplace Violence Complaints
October 23, 2018 (Revised April 14, 2011 and August 17, 2010
1. Workplace Violence Prevention Complaints
a. Per state regulation, "any employee or his or her authorized employee
representative who believes that a serious violation of the employer's
workplace violence prevention program exists, other than a workplace
violence imminent danger exists, shall bring such matter to the attention of
a supervisor in the form of a written notice and shall afford the employer a
reasonable opportunity to correct such activity, policy or practice."
b. All workplace violence complaints should be submitted in writing on the
form provided by the County. The exception is that "imminent danger"
complaints can be verbal.
c. All complaints are to be submitted to a supervisor but County procedure
allows complaints to be submitted to the HR Director as well.
1. If the supervisor receives the complaint, the HR Director must be sent
a copy of the complaint for file.
2. If the HR Director receives the complaint, a copy of the complaint will
be sent to the manager of the employee's home organization with a
letter explaining that the complaint is to be investigated in a timely
manner and to be handled as confidential.
3. If unsure as to whether or not a copy of the written complaint is on file
with the HR Director, a copy of the written complaint is to be sent to
the HR Director.
2. Definitions
a. "Imminent Danger" is defined by this regulation as "any conditions or
practices in any place of employment which are such that a danger exists
which could reasonably be expected to cause death or serious physical
harm immediately or before the imminence of such danger can be
eliminated through the enforcement procedures otherwise provided for by
this Part."
b. “Serious Violations" are defined by this regulation as, "a serious violation of
the public employer workplace violence prevention program (WVPP) is the
failure to:
1. develop and implement a program
2. address situations which could result in "serious physical harm"
a. "Serious Physical Harm is defined by this regulation as,
"physical injury which creates a substantial risk of death,
or which causes death or serious and protracted loss or
impairment of the function of any bodily organ or a sexual
offense as defined in Article 130 of the Penal Law."
c. "Non-Serious Incident "
1. Non-serious incidents are not defined in the state's regulations but
by default are those employee complaints that upon investigation are
not found to rise to the level of a "serious" violation of the County's
workplace violence prevention program or imminent danger.

3. Investigating the complaint
a. Upon receipt of the complaint, the supervisor is to send an acknowledgement
letter to the employee that the complaint has been received and an investigation
has begun.
b. All complaints need to investigated in a timely manner
c. Key information (see enclosed form) to be determined by an investigation
includes:
1. Workplace location where incident occurred
2. Time of day/shift when incident occurred
3. A detailed description of the incident, including events leading up to
the incident and how the incident ended
4. Names and job titles of involved employees
5. Nature and extent of injuries arising from the incident
6. Names of witnesses
7. Interview witnesses and obtain witness statements
d. From the investigation, the supervisor needs to make a determination as to
whether or not the complaint is a "serious" violation of the County's
workplace violence prevention program.
e. From the information gathered during the investigation, the supervisor shall
determine what if any action is necessary to resolve complaint
f. It’s recommended that the organization’s highest-level supervisor sign the
feedback letter to the employee after review with the HR Director.
g. The feedback letter to the employee should advise the employee that while
complaints are reviewed at the annual meeting of the Workplace Violence
Prevention Committee, which is comprised of an employee representatives
from each County unit, a county attorney representative, the County Safety
Coordinator, , the HR Director and the Deputy HR Director, it is the
responsibility of their supervisor to investigate and address their complaint.
h. Final resolutions must be shared as feedback to the employee and for file
with the HR Director (see enclosed form letters). The Incident Report
(Appendix 2) must be noted that the concern was investigated and resolved.
Since the complaint will be filed as a personnel matter, the employee who
filed the complaint is not entitled to a detailed final outcome however we
must provide some information to resolve their concern. Listed below are
recommendations on how to address certain concerns.
4. Determinations and establishing a corrective action
a. "Imminent Danger"
1. Correct condition and/or practice immediately to eliminate danger
2. After the danger is eliminated, indicate to the employee that
"corrective action was taken to address the concern."
b. "Serious Violation - failure to develop and implement a program"
1. Refer this complaint to the supervision for investigation and
resolution.
2. The County workplace violence prevention committee will review at
their annual meeting to determine what actions need to be taken to
correct the County’s workplace violence prevention program if any.
c. "Serious Violation - which could result in serious physical harm"
1. Indicate to employee after your investigation that "corrective action
will be taken to eliminate this condition or situation."

2. The County workplace violence prevention committee will review at
their annual meeting to determine what actions need to be taken to
correct the County’s workplace violence prevention program if any.
d. "Non-Serious Incident "
1. Indicate to employee that after your investigation the situation
described in their complaint "did not rise to the level of a serious
violation" of the County's workplace violence prevention program.
a. If you took any action as a result of their complaint, indicate
that while the situation was not a serious violation, action
was taken to address their concern.
b. If you will not be taking any action as a result of their
complaint, indicate that no action will be taken at this time
c. This incident will also be reviewed at the annual meeting of
the County’s workplace violence prevention committee to
determine what actions need to be taken to correct the
County’s workplace violence prevention program if any.

Ontario County

Mechanical Power Press Safety - 5.1
SAFETY & HEALTH PROCEDURE 5.1
Revised: July 18, 2022
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.217, ANSI Standard B11.1-2009, OSHA Booklet 3067 Concepts
and Techniques of Machine Guarding
Coordinator: Department Head/Supervisor
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Inspection Frequency: Weekly, semi-annually, and as needed based on operator reports
Summary: Mechanical power presses exert many tons of force and are well known to cause serious
injury to operators, set-up personnel, and mechanics if close attention is not paid to press safety and
operator/mechanic training. This procedure outlines the concepts of power press safety and the
requirements of the facility to ensure safe and productive operation.
There is one fundamental and overriding concept which must be applied by all personnel involved
in power press operation at this facility—no part of the body should be placed in, or allowed to

enter, any hazard zone unless positive and reliable provisions are in place to prevent
operation of the press and possible injury.
Training Requirements: No one may operate, set-up, nor maintain a mechanical power press or
related machine at this facility without first being trained in the safety aspects of the work being
done as well as operating techniques and prohibitions.
It is the responsibility of the individual’s supervisor to determine through observation and
examination that personnel are competent to perform their work on power presses and that they are
maintaining and properly applying their knowledge over time.
Risk Assessment: In order to identify and eliminate potential hazards in power press operation, the
company will conduct a press risk assessment (1) when a new press is installed, (2) when an
existing press is overhauled, modified, or adapted for another use, and (3) when an incident occurs
during operation, set-up, or maintenance of the power press. The risk assessment will involve a
team of people including the area supervisor, several operators, a set-up person, a mechanic, and
the engineer involved in the purchase or modification of the equipment. The team will inspect all
elements of the press in question and attempt to identify any opportunity for injury involving the
press. They should discuss possibilities for hazard development at each step of operation, set-up,
and maintenance and the means to prevent hazard development. A copy of the risk assessment
should be reviewed with management and filed in the press folder after corrective actions are taken.
Incident Reporting: In the event of an injury to an operator or other employee resulting from contact
in or with the point of operation of a power press, that injury must be reported to the Office of
Employee Safety. Employee Safety must report any mechanical power press injury to NYS
Department of Labor PESH within 30 days of the occurrence. The report must include the
following information:
a. Employer’s name, address, and workplace location
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b. Employee’s name, injury sustained, and task being performed
c. Type of clutch being used on the press
d. Type of safeguard(s) being used
e. Cause of the incident
f. Type of feeding
g. Means used to actuate the press stroke
h. Number of operators required for the operation
Training Key Points: The following topics should be covered thoroughly and completely with all
personnel involved in the operation, set-up, and/or maintenance of mechanical power presses and
similar machines at this facility:
1. All machines, including power presses, should be safeguarded using one or more of the
following approaches, starting at the top of the list and working down until risk of contact with
the point of operation, any power transmission means, and other hazards are eliminated:
•

Eliminate the hazard—such as closing the die to a maximum opening of 1/4 inch.

•

Place the hazard out of reach—such as moving it to a point where distance provides the
protection for the operator.

•

Guard—such as an expanded metal or Lexan™ physical barrier that covers all sides, top
and bottom of the hazard so that human access is prevented.

•

Devices that prevent entry to the point of hazard—such as 2-hand controls, pull-out straps,
light curtains, or interlocked gates.

•

Warnings—signs or placards which alert people to the hazard (considered inadequate
protection for presses).

• Training—which is consistently reinforced and enforced by management.
2. All safety devices on power presses must fail safe—in case or breakage, power failure, or other
event, the press stops or the body is prevented from entering the point of operation.
3. Power presses are of two types:
•

Full Revolution—a positive mechanical clutch engages the crank to the rotating flywheel
and drives the ram through the cycle. Once actuated, it moves through a complete cycle
before stopping.

•

Part Revolution—a friction clutch engages the crank to the flywheel and disengagement of
the clutch also applies the brake. As a result, the ram can be stopped at any point in the
cycle. It is also more reliable and can employ a greater number of safeguards.
4. The hazards in a power press typically consist of:
•

The power transmission components—the flywheel, gears, ram, and clutch components.

•

The point of operation tooling—the dies, shoe, bolster, etc.

• The point of operation—where the dies come together
5. Risks of injury are known to be much higher for any hands-in-the-die operation, particularly
with older full-revolution presses. This facility will take all reasonable measures to avoid
hands-in-the-die operation. Where such operation is necessary, updated control reliability
circuits will installed.
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6. OSHA records indicate that people are injured on presses because of malfunction or missoperation (40%), missing safeguard or failure to use it (20%), and improperly removing or
cleaning a part (10%).
7. Guards must not be adjustable or removable by the operator. If they are movable, they must be
electrically interlocked and the interlock system must be tamper-proof.
8. Pull-out devices must be visually inspected and checked for proper adjustment at the start of
each operator shift, following a new die set-up, and when operators are changed.
9. Two hand trips must be set at a minimum distance from the point of operation based on the
speed of the press as determined by the formula in OSHA §1910.217(c)(3)(viii)(c) and be fixed
in position so that only a supervisor or safety engineer is capable of relocating the controls.
Table O-10 (in inches)
10. Guards on all presses must be set so as to prevent entry of the
Distance of
Maximum size
fingers, hand, arm or other body parts into the point of
opening from point
of opening in
operation. OSHA table O-10, (right), shows the maximum
of operation hazard
any dimension
height or opening of the guard in relation to the guard’s
1/2 to 1 1/2
1/4
1 1/2 to 2 1/2
3/8
distance from the point of operation.
2 1/2 to 3 1/2
1/2
11. For index tables on presses, flexible guards may be used which
3 1/2 to 5 1/2
5/8
5 1/2 to 6 1/2
3/4
will prevent pinching between the fixture and the guard as the
6
1/2
to
7
1/2
7/8
table indexes, yet which are substantial enough to prevent entry
7 1/2 to 12 1/2
1 1/4
into the point of hazard. If used, an emergency stop button
12 1/2 to 15 1/2
1 1/2
should be immediately available at the knee.
15 1/2 to 17 1/2
1 7/8
17 1/2 to 31 1/2
2 1/8
12. Brushes, swabs, lubricating rolls, and automatic or manual
pressure guns will be provided, as appropriate, so that operators and diesetters do not need to
reach into the point of operation or other hazard areas to lubricate material, punches or dies.
13. It is essential that good clearance between machines be maintained so that movement of one
operator will not interfere with the work of another. Ample room for cleaning machines,
handling material, work pieces, and scrap must also be maintained.
14. All surrounding floors must be kept in good condition and free from obstructions, grease, oil,
and water.
15. All mechanics must read and be familiar with the OSHA standard on Mechanical Power Presses
(1910.217) which is available in the plant engineer’s office or at the OSHA web site
www.osha.gov.
Inspection Checklist: The following checklists should be used for quick evaluations of press safety. A
more detailed checklist for the semi-annual inspection of presses can be found in Appendix 1.
1. For Supervisors and Press Operators of Full Revolution Presses
•

Are hands used to place or remove parts from the die area? If yes, attempt to find an
alternative.

•

Is the press clutch making any noise? If yes, stop operations and contact maintenance.

•

Is the tripping mechanism working smoothly? If no, stop operations and contact
maintenance.

•

Does the press stop at the completion of the stroke when the actuating means is held? If yes,
stop operations and contact maintenance.

•

Has the press ever double-tripped? If yes, verify that competent personnel took corrective
action.

Dawson Associates Safety and Health Procedure 5.1: Mechanical Power Press Safety
© 2002-2012 by L. H. Dawson, licensed to purchasing companies for internal use only

Page 3

•

Is the fixed guard, if any, set consistent with table O-10? If no, stop operations and have
guard adjusted.

•

Are other safeguards properly adjusted, operable throughout the full press cycle, and set to
prevent injury? If no, stop operations and have safeguard adjusted.

2. For Supervisors and Press Operators of Part Revolution Presses
•

Are hands used to place or remove parts from the die area? If yes, attempt to find an
alternative.

•

If no alternative is found, is the press equipped with a dual-solenoid air clutch/brake control
valve, a brake monitor, and air pressure switch, and more than four control relays in the
control box? If no, take press out of service until equipment is installed and functioning
properly.

•

Is the press functioning smoothly and predictably? If no, stop operations and contact
maintenance.

•

Is the press clutch making any noise? If yes, stop operations and contact maintenance.

•

Is the tripping mechanism working smoothly? If no, stop operations and contact
maintenance.

•

Is the fixed guard, if any, set consistent with table O-10? If no, stop operations and have
guard adjusted.

•

Are other safeguards properly adjusted, operable throughout the full press cycle, and set to
prevent injury? If no, stop operations and have safeguard adjusted.
Diesetting Procedures: The OSHA regulations require the establishment of a diesetting procedure. To
meet this requirement, diesetters will work with their supervisors to prepare procedures specific to
each type of press and in accordance with the requirements of the standard. The use of a job safety
analysis approach to writing the procedure is recommended. The procedure must deal with die
movement and handling, proper placement and fastening of dies, the use of lockout/tagout and zero
mechanical state procedures such as safety blocks, and proper adjustment and testing of the die.
Inspections (weekly): For any press not equipped with a control reliability system and brake system
monitoring, the press must be inspected and tested no less than weekly to determine the condition
of the clutch/brake mechanism, antirepeat feature and single stroke mechanism. Necessary
maintenance or repair or both must be performed and completed before the press is operated. A
certification record of inspections, tests and maintenance work which includes the date of the
inspection, test or maintenance; the signature of the person who performed the inspection, test, or
maintenance; and the serial number or other identifier of the press that was inspected, tested or
maintained must be prepared and maintained in the facility file on the press.
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Press Number

Mechanical Power Press Inspection Checklist
Part Inspected
Frame: cracks, broken or loose parts, loose hold-down bolts
Motor: clean, lubrication, overheating
Flywheel: rotates correct direction, free running, covered
Gears: loose, broken or cracked teeth, excess noise, proper
lubrication, covered
Crankshaft: cracks, bent, proper clearance in bearings
Clutch (full revolution): single stroke capability, loose or
worn parts or linkage, weak or broken springs, compression
springs operating on rod or guided within hole or tube,
properly adjusted
Clutch (part revolution): air or oil leaks, proper alignment,
disengagement, stopping position, worn clutch lining, weak or
broken springs, power or air pressure failure or deactivation,
momentary operation of stop control applies brake and releases
clutch, retripping required, red stop button
Brake: brake lining worn, brake properly adjusted, stop slide
quickly, friction brakes set with compression springs operating
on rod or guided within a hole or tube
Slide and gibs: face of slide parallel to bolster, proper gib
clearance, any scoring
Connection (pitman) and slide adjusting screw: proper
bearing and ball seat clearances, screws turn freely
Slide counterbalance (spring type): Proper adjustment,
broken springs or loose nuts
Slide counterbalance (pneumatic type): air leakage, proper
air pressure, loose connection to slide
Air system: proper air pressure, valve operation, pressure
gauges, leaks
Electrical System: Can main power switch be locked only in
“off” position, grounding, condition of wiring, relays, rotary
limit switches, solenoids, motor starter disconnects from
voltage fluctuation or power failure, retripping required, any
component bypassed

√OK

Describe Problem

Corrective Action Taken

Date Repaired

Foot switch: non-slip pad on contact area, shielded from
accidental operation
Point of operation safeguarding (as applicable)
Guarding: barrier prevents entry of operator’s hands or
fingers into point of operation area, adjustment and
maintenance, pinch points remaining in adjacent areas
Presence sensing (light curtain or ration frequency, part
revolution clutch only): reliable design and proper
electrical tie-in to control, fixed at proper “safety distance”
from pinch point, barrier guards for other hazardous point
of operation areas
Pullback (pullout): enough or too much pull on cables,
proper adjustment being made for change in operator or die
or shift, records of inspection or maintenance being kept
A or B gate (B gate for part revolution clutch only):
point of operation enclosed before press cycle can be
initiated, barrier guards for other hazardous point of
operation areas
Restraint (hold-out): adjusted so that operator’s fingers
can not reach into dies, securely anchored, adjusted for
each operator or die or shift
Two-hand trip or control (two-hand control for part
revolution clutch only): shielded against unintended
operation, concurrent and anti-repeat, fixed in place at
proper “safety distance” from pinch point, interrupted
stroke protection and adequate “holding time” (for twohand control only)
Miscellaneous: protection from falling overhead parts,
lighting, cleanliness, lubrication, pressure vessels, hydraulic
equipment, auxiliary equipment, general maintenance, special
types of clutches or brakes, covering of gears and belts and
pulleys, overloading, all auxiliary equipment
Inspected by:
Approved for use?

Date:
√ yes

√ no

Place additional notes or comments in the space below

This form is adapted from a form prepared and distributed by OSHEX Associates, Inc., a supplier of occupational safety products and services located in Baldwinsville, New York
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MACHINE GUARDING – 5.2
Safety and Health Procedure 5.2
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA 1910, Subpart O (§1910.211-.219), OSHA Booklet 3170
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Machine guarding to prevent human contact with hazardous elements of machines and
power transmission devices is a fundamental element of any successful workplace safety and health
program. Within Ontario County areas of operation, we consider proper machine guarding essential
and will take all reasonable efforts to ensure the installation and consistent use of machine guards
wherever hazards dictate.
Inspection: Supervision is responsible for inspection of all tools, machines, and equipment for proper
and effective guarding and for the observation of operators to insure guards are being properly
used, as follows:
1. Whenever a new tool, machine or equipment is received for use.
2. During periodic workplace inspections.
3. As necessary to ensure that training, coaching, and work instructions related to tool use and
proper machine guarding were understood and are being properly applied.
Training Key Points:
1. At the time tools, equipment and other machines are being considered for purchase or
acquisition, management initiates the change analysis process (see Ontario County Safety
and Health Procedure 1.9) to help determine the safety provisions necessary, including
machine guarding.
2. When purchasing tools, equipment and other machines, the purchase order will specify that
the vendor or seller must include all machine guarding required by OSHA and as
determined necessary by the change analysis process.
3. Unguarded, or poorly guarded, machines can pull people into the equipment at in-running
nip points, crush or amputate hands and other body parts in points of operation and in power
transmission devices (such as belts, rollers, gears, etc.), pull out hair in shafts or spindles
and other rotating elements, and cause death or severe permanent disability in these and a
number of other ways.
4. Without effective guards, most tools and machines can be extremely hazardous. With
guards, they can be valuable, productive and safe. The guards make the difference.
Ontario County Safety and Health Procedure: Machine Guarding
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5. Over 20,000 American workers suffer amputations each year when they remove guards,
bypass interlocks, or otherwise enter the hazard zone!
6. Some tools and equipment are considered so hazardous by the federal government that
employees younger than 18 are prohibited from operating them. They include:
a. Band saws and circular saws
b. Guillotine shears, and punching and shearing machines
c. Meatpacking and meat processing machines (including meat slicers)
d. Woodworking machines
e. Metal forming machines
7. The law requires guards on tools and machines wherever hazards exist. They include:
a. The point of operation. This is where the work is done by the machine and includes
in-running rollers, blades, punches, rams, dies, shears, clamps, and other similar
objects.
b. Power transmission devices. These include gears, pulleys, rams, slides, belts, and
other similar objects. Shafts, if they have projections, keyways, or other objects that
can catch body or clothing must also be guarded.
c. Very hot or cold sections
d. Electrical contacts
e. Robotic equipment, where arms or tools can move suddenly and with force
8. To be effective, guards must:
a. Prevent you from contact with the hazard area during the entire operating cycle
b. Avoid creating additional hazards
c. Be secure, tamper-resistant, and durable
d. Not interfere with normal machine operation
e. Allow for safe lubrication and maintenance
9. Guards may not be used to initiate machine operation. For example, opening and closing an
interlocked guard to stop and start a machine.
10. Guards must also be set properly so as not to allow contact with the point of operation.
Various tools are available to guide the setting, including Table O-10 in OSHA §1910.217,
and the “Gotcha” or OSHA stick. The stick is a folding tool used to measure guard openings
and is available from Scientific Technologies (STI) at www.sti.com/gotcha/.
11. All machines that present hazards, even if guarded, must have a means to stop them easily
and quickly in an emergency. These include button, trigger switches, bars, cables or similar
devices connected directly to the power controller and accessible from all operating areas on
the machine or tool.
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12. If at any time you experience a machine problem, STOP, back away and call a supervisor
or mechanic. Never attempt to remove or bypass guards to fix the problem unless you are
specifically trained and authorized to do so.
13. Shop and portable power tools are covered by machine guarding regulations, which
mandate the consistent use of specified guards. In nearly all cases, tools purchased by the
County come equipped with appropriate guards installed by the manufacturer or builder.
For this reason, users of shop and portable power tools are expected to utilize the guards
provided at all times and to have them set properly for the work being done.
14. In certain situations, such as cutting a dado in wood with a table saw, where use of the
guard may not allow the action, alternative protection must be employed. In the example
case, guide fingers or rollers and the use of a push stick or similar tool should be
considered.
15. Individuals involved with machine or tool set-up or operator training should be familiar
with the applicable section(s) of the OSHA standards. These include:
a. 1910.211—Definitions
b. 1910.212—General requirements for all machines
c. 1910.213—Woodworking machinery requirements
d. 1910.215—Abrasive wheel machinery
e. 1910.216—Mills and calendars in the rubber and plastics industries
f. 1910.217—Mechanical power presses
g. 1910.218—Forging machines
h. 1910.219—Mechanical power-transmission apparatus
i. 1926, Subpart I—Tools, Hand and Power
16. OSHA Booklet 3170, Safeguarding Equipment and Protecting Workers from Amputations,
provides detailed guarding suggestions for many kinds of machinery and equipment and
should be consulted during the change analysis or job safety analysis stages.
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CONTROL OF HAZARDOUS ENERGY (LOCKOUT/TAGOUT) – 6.1
Safety and Health Procedure 6.1
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standards 1910.147
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Inspection Frequency: At least annually
Summary: Machinery and equipment in the workplace setting is inherently hazardous. Under normal
operating conditions, the hazards are effectively controlled by the use of engineering (guards,
barriers, interlocks, etc.) and work rules and procedures that are designed to keep operators and the
machine hazards separated and safe. However, maintenance and repair personnel must enter the
hazard zone in order to do their work and this places them at high risk of injury.
In order to minimize their risks, OSHA standards and county policy both require the use of an
energy control program which is designed to ensure that all forms of energy are effectively
neutralized. This program has its basis in a concept called zero mechanical state that places every
energy source that could harm the mechanic or operator/mechanic in a zero state incapable of
release or movement.
Because of the high probability of injury or death if all employees and contractors do not follow
energy control procedures in every instance calling for them, no variance or exception to their use
should be authorized, implied, or tolerated.
Training Key Points:
1. The types of hazards to be protected against include gravity (falling objects and people), kinetic
(projectiles, penetrating objects), mechanical (caught between, struck by, struck against),
hazardous substances (skin contact, inhalation), thermal (spills and splashes of hot matter),
temperature extremes, radiation (ultraviolet, arc flashes, microwaves, lasers), sound, electrical,
vibration, and biological.
2. Machine and equipment hazards are typically neutralized by locking out energy sources,
isolating hazards, supporting objects, retaining energy in its place, controlling movement, or
releasing energy before the work is begun.
3. Adherence to lockout/tagout procedures is mandatory for all employees!
4. Use of lockout/tagout procedures are known to dramatically increase maintenance safety and to
improve operation because of fewer errors and improved maintenance quality.
5. Lockout/tagout procedures should be used before any guard or safety device is removed or
bypassed or any body part is put into the machine danger zone or point of operation. This
includes machine set-up, routine maintenance work, trouble-shooting, clearing jams and
malfunctions, and before making repairs.
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6. All mechanical equipment, which is capable of sudden or unexpected movement, should be
locked out during the activities listed in paragraph 5 above. This typically includes highway
maintenance equipment, piping systems, electrical systems, woodworking and metalworking
equipment, hoisting equipment, HVAC units, etc.
7. Lockout/tagout procedures need not be used:
• When servicing or maintaining cord and plug connected electrical equipment as long as the
plug remains under the exclusive control of the employee doing the servicing or maintenance.
• When minor tool changes and adjustments and other minor servicing activities that are
routine, repetitive, and integral to the use of the operating equipment occur during normal
county operations as long as alternative measures provide effective protection.
8. Affected employees are those operating personnel whose equipment or machine is affected by
the lockout/tagout procedure. Authorized employees are those mechanics, operator/mechanics,
or technicians who are authorized to do work under the lockout/tagout procedure.
9. In addition to the eight points above, affected employees should be told:
• How to recognize when the lockout/tagout procedure is being used. This is typically through
observation of a lock(s) accompanied by distinctive DANGER tag(s).
• The purpose and importance of the procedure.
• That the lockout/tagout devices must be left alone and that no attempt to remove them should
be made.
• That no attempt to enter the hazard zone should be made unless specifically authorized by the
authorized employee to do so.
10. For authorized employees, the following additional points must be included in their training:
• Locks are always the first choice for securing energy sources. If it is not possible to lock or
disconnect an energy source, tags may be used on two points upstream of the work zone in
conjunction with additional safe guards.
• Locks, tags, and other devices for use in the process must be durable (able to withstand the
work environment), standardized (by color, shape, size, and, for tags, print and format),
substantial (able to minimize early or accidental removal) and identifiable (with the name of
the employee who applies them clearly displayed). To ensure this, the county will provide all
such devices.
• Each lock assigned to an authorized employee must have only one key for it and it must
always remain in that employee’s possession. In addition, there may be an additional key
secured in locked storage and controlled by the maintenance supervisor. This key may be
used to remove a lock if the primary key has been lost or if the authorized employee has left
the facility or garage and only after the maintenance supervisor has verified the need for the
action with the affected employee and has completed the return to service steps in the process.
• Where more than one authorized employee is working on a job, each person must install
his/her personal lock using a scissors device or lock box.
• For each job or task requiring use of the lockout/tagout procedure, a machine-specific
procedure has been written and will be reviewed by the maintenance supervisor with all
authorized employees who will perform the work. This review will cover hazard recognition,
the type and magnitude of the hazardous energy sources, and the methods outlined in the
procedure for isolating and controlling the energy sources.
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• In some instances, trouble shooting or machine fine adjustment may require a power-on
situation. In only these and similar cases where power-on is essential to the work being done,
the maintenance supervisor may take other steps to ensure the safety of all personnel and
authorize work with power on. Under no circumstances may the employee doing the work be
put at risk of injury during the power-on time. Once the work requiring power on is
completed, lockout/tagout must resume until the job is completed.
• All energy associated with the machine or job being done must be neutralized or brought to a
zero state before locks or tags are applied. This may require disconnecting electrical power,
lowering all suspended parts, blocking movable parts, venting air pressure from pneumatic
lines, draining or bleeding hydraulic lines, releasing or blocking spring energy, and/or
securing machine products.
• The steps outlined in the machine-specific procedure, which must be followed during the
lockout/tagout process, are:
(1) Prepare for shutdown—review the written procedure for the job or equipment, notify the
operating supervisor and all affected employees in the area, identify all energy sources.
(2) Shut down the machine or equipment—use the normal shutdown process.
(3) Isolate all energy sources—operate breakers, close values, disconnect lines, block, drain,
vent, etc.
(4) Apply lockout/tagout devices—to breakers, valve wheels, shut-offs, etc.
(5) Release any residual energy
(6) Verify isolation—operate switches or start-up devices to ensure nothing operates, check to
be sure people are not in the hazard zone, inspect movable parts, operate valves
(7) Perform maintenance or repair work.
(8) After service—ensure all equipment is operationally intact, guards are in place, tools
removed, blocks removed, lines reconnected, work area clear, people out of the hazard
zone, locks and tags removed.
(9) Notify affected employees that the work is complete and that the equipment is ready for
use.
• Locks and tags may be removed temporarily to test or position machines, but only by
following step (8) above, performing the test, and then going back through steps (2) through
(6) above.
• Where outside contractors are involved in jobs or operations requiring lockout/tagout, their
energy control program must be compared with the county’s program and all involved
employees must be familiar with the each others program. If the contractor’s program is
deficient in any way, it must be brought up to county standards.
Inspection Checklist: to ensure that the lockout/tagout system is functioning properly, an authorized
employee other than the employee(s) actually performing the procedure(s) will conduct an annual
audit of each machine-specific procedure. If the procedure(s) is not used at least annually, the
inspection will be conducted during each usage. The inspection will examine the following key
elements:
1. Was the procedure implemented properly?
2. Was each employee conducting the procedure familiar with his/her responsibilities under the
procedure?
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3.
4.
5.
6.

If tags were used, were the employees involved familiar with the limitations of tags?
Were any deviations or inadequacies observed and have they been corrected?
Were affected employees in the area familiar with their responsibilities under the procedure?
Were any affected or authorized employee concerns noted and have they been relayed to
management for action?
Appendices:
1. Machine-specific lockout/tagout procedure format
2. List of authorized employees
3. Periodic Inspection Form
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ONTARIO COUNTY

Machine-Specific Lockout/Tagout Procedure Format
Equipment Description:
Department:
Date of Creation/Revision:
Procedure Developed by:
Operating Department Contact:
Hazardous Energy Type

Magnitude

Required Safety Equipment

Quantity

Padlock(s)
Tag(s)
Blocks and braces
Ball Valve Locks

Caution!
Servicing or maintenance of this equipment is not permitted unless it is isolated from all hazardous
energy sources and this written procedure is followed in every detail. The authorized employee
assigned to the job is responsible for ensuring full compliance and the safety of all those in the area.

1. Shutdown Procedures
2. Isolation Procedures
3. Lockout Procedures
4. Verification Procedures
5. Return to Service Procedures
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Lockout/Tagout Authorized Employees
Name

Job Title

Department

Date Trained

Note: Department heads/managers are responsible for additions and deletions to this list and should
report changes promptly to the facility lockout/tagout coordinator.
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LADDER SAFETY – 6.2
Subject: Safety and Health Procedure 6.2
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.25 and .26, ANSI 14.5
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring and when employee performance indicates that
retraining is required.
Summary: Portable wooden, metal and fiberglass ladders are routinely used within the County and it
is the County’s intent that they be used correctly and kept in good working condition. Only
industrial grade ladders will be supplied and used.
In the standards, OSHA addresses only wood and metal ladders. However, ANSI 14.5 deals with
fiberglass ladders. The following information is a compilation of all three standard requirements as
they apply to County operations.
Improper ladder usage is one of the major causes of fall-related fatalities and it is the intent of
facility management that ladders be used and maintained safely at all times. If the appropriate
ladder is not available to do overhead work, that fact should be reported promptly to the department
head/manager and steps will be taken to locate or acquire the proper ladder. Climbing on machines,
boxes, structural supports, and other structures not designed for climbing is unacceptable.
Training Key Points:
1. Only industrial-rated ladders in good working condition may be used at this facility.
2. Ladders must be inspected before each use using the criteria in the inspection checklist below.
3. Step ladders must be used only on a solid level surface, have spreader bars extended and locked
in place. If the ground is soft, wide planks may be used flat on the ground to distribute the force
of the legs. The top two (2) steps of a stepladder may not be used for standing.
4. Straight or extension ladders must be used only on a solid level surface and must have both the
top rails of the ladder resting against a solid, substantial surface. When accessing roof tops or
platforms, at least three (3) feet of the ladder should extend above the roof or platform in order
to provide support if stepping on or off the ladder. The angle of slope should be 75° (one foot
out from vertical for every four feet of rise). Straight or extension ladders should be used only
with non-skid feet or should be tied off at the top and bottom to prevent movement in use. Do
not stand on the top four (4) feet of a straight or extension ladder.
5. For Type 1 industrial ladders, the maximum working load (person, tools, and equipment)
should be 250 pounds. For a Type 1A heavy-duty industrial ladder, the maximum working load
should be 300 pounds.
6. When working in the vicinity of electricity, only wooden or fiberglass ladders may be used,
they should be equipped with insulating non-skid feet, and they should provide substantial
clearance from live circuits.
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7. Personnel should not lean out from ladders to reach work. As a general rule, keep the belt
buckle between the side rails of the ladder or use a ladder belt or harness to keep from falling.
8. If ladders must be used in doorways or in high traffic areas, either lock the door, cone off the
area, or use a helper to function as a safety observer.
9. If the ladder is being used near operating equipment which could strike the ladder if activated
(cranes, overhead doors, moving beds, etc.) the equipment must be locked out or otherwise
secured.
10. Always climb a ladder with three-point contact (both hands and one foot, both feet and one
hand). If tools or parts must be taken up the ladder, use a tool belt or pull them up in a bucket or
pail once you are in position on the ladder.
11. Make sure hands and shoes are clean, dry, and free of grease or oils, which could cause
slipping.
12. Ladders must not be painted and must be kept clean so that a visual inspection of all parts can
be conducted.
13. If a job requires climbing, it may only be done using a safe and appropriate ladder.
14. When not in use, ladders should be stored indoors in a designated storage place where they will
be safe from damage and easy to locate for the next job.
Inspection Checklist: Prior to each use of a ladder, the operator should examine the following key
elements:
1. Rungs should be secure and unbroken and there should be no movement between the rungs and
the side rails.
2. Braces or spreaders should be fastened securely and remain firmly in place when open.
3. Wooden ladders should be free of cracks, splinters, and other signs of deterioration.
4. Pulleys and other moving parts should be in good working order and lubricated, as necessary, to
prevent binding or the need for excessive force.
5. The ladder should be clean so all surfaces can be inspected.
6. Ladder ropes should be in good condition and free of cuts or wear.
7. If a defect is found, it must be corrected before use. If it is not repairable on the spot, it must be
tagged as DANGEROUS—DO NOT USE! and removed from service for repair or destruction.
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Ontario County

OSHA CONSTRUCTION REQUIREMENTS – 6.3
Safety and Health Procedure 6.3
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.12 and 1926 series
Coordinator: Buildings and Grounds Department Head
Employee Training Frequency: At time of assignment to work involving construction activities,
when requirements or procedures change, and when employee performance indicates that retraining
is required.
Inspection Frequency: During periods when construction work is being undertaken, a Buildings and
Grounds supervisor or a designated employee will conduct a daily inspection of the construction
work area to ensure that both County personnel and outside contractors are conducting work in
accordance with the OSHA Construction standards (1926) as summarized in Appendix 1 of this
procedure. The inspection should be conducted more frequently if conditions or job performance
suggests a need. The County inspector must be competent in the field(s) of activity being inspected
and knowledgeable in construction safety requirements.
Summary: While the County conducts most of its operations under the OSHA General Industry
standards (1910), certain activities may fall under the definition of construction and must be
conducted in accordance with the OSHA Construction standards (1926).
OSHA defines “construction work” as work for construction, alteration, and/or repair, including
painting and decorating. Since it is likely that such activities may be routinely undertaken at this
facility by either county employees or contractors, it is essential that Buildings and Grounds and
other personnel be knowledgeable in the OSHA Construction Standard requirements. It should be
noted that many construction safety requirements are either identical to, or close to, those covered
by General Industry Standards. Since the County complies fully with the applicable General
Industry Standards, it is expected that compliance with the Construction Standards should be
relatively easy.
Training Key Points:
1. Some County activities may fall under the OSHA Construction Standards
2. Buildings and Grounds supervisors, mechanics, field representatives and others who may
conduct, manage contracts, or supervise work meeting the “construction” definition above
should be knowledgeable about the OSHA Construction Standards.
3. A summary of the OSHA Construction Standards can be found in Appendix 1 to this procedure.
Following each summary or topic description are references to the applicable section in the
Construction Standards. The detailed standards referenced can be found on the OSHA web site
at www.osha.gov.
4. Personnel expected to perform a broad range of construction work, to manage construction
contracts, or to supervise construction should complete the OSHA ten-hour Construction Safety
training program, which is available in this area through the Rochester Builder’s Exchange.
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Construction Industry Digest
Abrasive Grinding
All abrasive wheel bench and stand grinders shall be provided
with safety guards that cover the spindle ends, nut and flange
projections, and are strong enough to withstand the effects of a
bursting wheel. 1926.303(b)(1) & (c)(1)
An adjustable work rest of rigid construction shall be used on floor
and bench-mounted grinders, with the work rest kept adjusted to a
clearance not to exceed 1/8 inch (0.3175 centimeter) between the
work rest and the surface of the wheel. 1926.303(c)(2)
All abrasive wheels shall be closely inspected and ring-tested
before mounting to ensure that they are free from cracks or other
defects. 1926.303(c)(7)
Access to Medical and Exposure Records
Each employer shall permit employees, their designated
representatives, and OSHA direct access to employer-maintained
exposure and medical records. The standard limits access only to
those employees who are, have been (including former
employees), or will be exposed to toxic substances or harmful
physical agents. 1926.33(a) & .33(b)(3). Text can be found in 29
CFR 1910.1020
Each employer must preserve and maintain accurate medical and
exposure records for each employee. Exposure records and data
analyses based on them are to be kept for 30 years. Medical
records are to be kept for at least the duration of employment plus
30 years. Background data for exposure records such as laboratory
reports and work sheets need to be kept for only 1 year.
Records of employees who have worked for less than 1 year need
not be retained after employment, but the employer must provide
these records to the employee upon termination of employment.
First-aid records of one-time treatment need not be retained for
any specified period. 1926.33(d)(1). Text can be found in 29 CFR
1910.1020(d).

an airborne concentration of asbestos in excess of 1 f/cc as
averaged over a sampling period of 30 minutes. 1926.1101(c)(2)
Respirators must be used during
(1) all Class I asbestos jobs;
(2) all Class II work where an asbestos-containing material
is not removed substantially intact;
(3) all Class II and III work not using wet methods, except
on sloped roofs;
(4) all Class II and III work without a negative exposure
assessment;
(5) all Class III jobs where thermal system insulation or
surfacing asbestos-containing or presumed asbestoscontaining material is cut, abraded, or broken;
(6) all Class IV work within a regulated area where
respirators are required;
(7) all work where employees are exposed above the PEL or
STEL; and
(8) in emergencies. 1926.1101(h)(1)(i) thru (viii)
The employer must provide and require the use of protective
clothing—such as coveralls or similar whole-body clothing, head
coverings, gloves, and foot coverings—for
• any employee exposed to airborne asbestos exceeding the
PEL or STEL,
• work without a negative exposure assessment, or
• any employee performing Class I work involving the removal
of over 25 linear or 10 square feet (10 square meters) of
thermal system insulation or surfacing asbestos-containing or
presumed asbestos-containing materials. 1926.1101(i)(1)

Same as General Industry requirements. See 29 CFR 1904 and
Company Safety and Health Procedure 1.7

The employer must provide a medical surveillance program for all
employees who—for a combined total of 30 or more days per
year—engage in Class I, II, or III work or are exposed at or above
the PEL or STEL; or who wear negative-pressure respirators.
1926.1101(m)(1)(i)

Air Tools

Belt Sanding Machines

Pneumatic power tools shall be secured to the hose in a positive
manner to prevent accidental disconnection. 1926.302(b)(1)

Belt sanding machines shall be provided with guards at each nip
point where the sanding belt runs onto a pulley. 1926.304(f)

Safety clips or retainers shall be securely installed and maintained
on pneumatic impact tools to prevent attachments from being
accidentally expelled. 1926.302(b)(2)

The unused run of the sanding belt shall be guarded against
accidental contact. 1926.304(f)

The manufacturer’s safe operating pressure for all fittings shall not
be exceeded. 1926.302(b)(5)

Compressed Air, Use of

Accident Recordkeeping and Reporting Requirements

All hoses exceeding 1/2-inch (1.27-centimeter) inside diameter
shall have a safety device at the source of supply or branch line to
reduce pressure in case of hose failure. 1926.302(b)(7)
Asbestos
Each employer who has a workplace or work operation where
exposure monitoring is required must perform monitoring to
determine accurately the airborne concentrations of asbestos to
which employees may be exposed. 1926.1101(f)(1)(i)
Employers also must ensure that no employee is exposed to an
airborne concentration of asbestos in excess of 0.1 f/cc as an 8hour time-weighted average (TWA). 1926.1101(c)(1)
In addition, employers must ensure that no employee is exposed to

Chains (See Wire Ropes, Chains, and Hooks)
Compressed air used for cleaning purposes shall be reduced to less
than 30 pounds per square inch (psi) (207 KPa) and then only with
effective chip guarding and personal protective equipment.
1926.302(b)(4)
This requirement does not apply to concrete form, mill scale, and
similar cleaning operations. 1926.302(b)(4)
Compressed Gas Cylinders
Valve protection caps shall be in place and secured when
compressed gas cylinders are transported, moved, or stored.
1926.350(a)(1)
Cylinder valves shall be closed when work is finished and when
cylinders are empty or are moved. 1926.350(a)(8)
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Compressed gas cylinders shall be secured in an upright position
at all times, except if necessary for short periods of time when
cylinders are actually being hoisted or carried. 1926.350(a)(9)
Cylinders shall be kept far enough away from the actual welding
or cutting operations so that sparks, hot slag, or flame will not
reach them. When this is impractical, fire-resistant shields shall
be provided. Cylinders shall be placed where they cannot become
part of an electrical circuit. 1926.350(b)(1) thru (2)
Oxygen and fuel gas regulators shall be in proper working order
while in use. 1926.350(h)
Concrete and Masonry Construction
No construction loads shall be placed on a concrete structure or
portion of a concrete structure unless the employer determines,
based on information received from a person who is qualified in
structural design, that the structure or portion of the structure is
capable of supporting the loads. 1926.701(a)
No employee shall be permitted to work under concrete buckets
while buckets are being elevated or lowered into position.
1926.701(e)(1)

until the requirements of paragraph (b) of this section have
been met. 1926.706(a)(1) thru (5)
All masonry walls more than 8 feet (2.4384 meters) in height shall
be adequately braced to prevent overturning and to prevent
collapse unless the wall is adequately supported so that it will not
overturn or collapse. The bracing shall remain in place until
permanent supporting elements of the structure are in place.
1926.706(b)
Confined Spaces
All employees required to enter into confined or enclosed spaces
must be instructed as to the nature of the hazards involved, the
necessary precautions to be taken, and in the use of required
protective and emergency equipment. The employer shall comply
with any specific regulations that apply to work in dangerous or
potentially dangerous areas. Confined or enclosed spaces include,
but are not limited to, storage tanks, process vessels, bins, boilers,
ventilation or exhaust ducts, sewers, underground utility vaults,
tunnels, pipelines, and open top spaces more than 4 feet deep
(1.2192 meters) such as pits, tubs, vaults, and vessels.
1926.21(b)(6)(i) thru (ii)

To the extent practical, elevated concrete buckets shall be routed
so that no employee or the fewest number of employees is exposed
to the hazards associated with falling concrete buckets.
1926.701(e)(2)

Cranes and Derricks

Formwork shall be designed, fabricated, erected, supported,
braced, and maintained so that it is capable of supporting—
without failure—all vertical and lateral loads that may reasonably
be anticipated to be applied to the formwork. 1926.703(a)(1)

Rated load capacities, recommended operating speeds, and special
hazard warnings or instructions shall be conspicuously posted on
all equipment. Instructions or warnings shall be visible from the
operator’s station. 1926.550(a)(2)

Forms and shores (except those used for slabs on grade and slip
forms) shall not be removed until the employer determines that the
concrete has gained sufficient strength to support its weight and
superimposed loads. Such determination shall be based on
compliance with one of the following:

Equipment shall be inspected by a competent person before each
use and during use, and all deficiencies corrected before further
use. 1926.550(a)(5)

• The plans and specifications stipulate conditions for removal
of forms and shores, and such conditions have been followed,
or

The employer shall comply with the manufacturer’s specifications
and limitations. 1926.550(a)(1)

Accessible areas within the swing radius of the rear of the rotating
superstructure shall be properly barricaded to prevent employees
from being struck or crushed by the crane. 1926.550(a)(9)

• The concrete has been properly tested with an appropriate
American Society for Testing Materials (ASTM) standard
test method designed to indicate the concrete compressive
strength, and the test results indicate that the concrete has
gained sufficient strength to support its weight and
superimposed loads. (ASTM, 100 Barr Harbor Drive, West
Conshohocken,
PA
19428;
(610)
832-9500).
1926.703(e)(1)(i) thru (ii)

Except where electrical distribution and trans-mission lines have
been deenergized and visibly grounded at point of work, or where
insulating barriers not a part of or an attachment to the equipment
or machinery have been erected to prevent physical contact with
the lines, no part of a crane or its load shall be operated within 10
feet (3.048 meters) of a line rated 50 kilovolts (kV) or below; 10
feet (3.048 meters) plus 0.4 inches (10.16 centimeters) for each kV
over 50 kV for lines rated over 50 kV, or twice the length of the
line insulator, but never less than 10 feet (3.048 meters).
1926.550(a)(15)(i) thru (iii)

A limited access zone shall be established whenever a masonry
wall is being constructed. The limited access zone shall conform
to the following:

An annual inspection of the hoisting machinery shall be made by a
competent person. Records shall be kept of the dates and results of
each inspection. 1926.550(a)(6)

• The limited access zone shall be established prior to the start
of construction of the wall.

All crawler, truck, or locomotive cranes in use shall meet the
requirements as prescribed in the ANSI B30.5-1968, Safety Code
for Crawler, Locomotive and Truck Cranes. (ANSI, 11 West 42nd
Street, New York, NY 10036; (212) 642-4900.) 1926.550(b)(2)

• The limited access zone shall be equal to the height of the
wall to be constructed plus 4 feet (1.2192 meters), and shall
run the entire length of the wall.
• The limited access zone shall be established on the side of the
wall that will be unscaffolded.
• The limited access zone shall be restricted to entry by
employees actively engaged in constructing the wall. No
other employees shall be permitted to enter the zone.
• The limited access zone shall remain in place until the wall is
adequately supported to prevent overturning and to prevent
collapse; where the height of a wall is more than 8 feet
(2.4384 meters), the limited access zone shall remain in place

The use of a crane or derrick to hoist employees on a personnel
platform is prohibited, except when the erection, use, and
dismantling of conventional means of reaching the worksite—such
as a personnel hoist, ladder, stairway, aerial lift, elevating work
platform or scaffold—would be more hazardous or is not possible
because of structural design or worksite conditions. Where a
decision is reached that this is the case, then 29 CFR 1926.550(g)
shall be reviewed and complied with. 1926.550(g)(2)
Disposal Chutes
Whenever materials are dropped more than 20 feet (6.096 meters)
to any exterior point of a building, an enclosed chute shall be used.
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1926.252(a)
When debris is dropped through holes in the floor without the use
of chutes, the area where the material is dropped shall be enclosed
with barricades not less than 42 inches high (106.68 centimeters)
and not less than 6 feet (1.8288 meters) back from the projected
edges of the opening above. Warning signs of the hazard of falling
material shall be posted at each level. 1926.252(b)
Diving
The employer shall develop and maintain a safe practice manual,
and make it available at the dive location for each dive team
member. 1926.1080(a)(1). Text can be found in 29 CFR
1910.420(a)
The employer shall keep a record of each dive. The record shall
contain the diver’s name, his or her supervisor’s name, date, time,
location, type of dive (scuba, mixed gas, surface supply),
underwater and surface conditions, and maximum depth and
bottom time. 1926.1084(d). Text can be found in 29 CFR
1910.423(d)
Each dive team member shall have the experience or training
necessary to perform assigned tasks safely. 1926.1076(a)(1). Text
can be found in 29 CFR 1910.410(a)(1)
Each dive team member shall be briefed on the tasks, safety
procedures, unusual hazards or environmental conditions, and
modifications made to the operating procedures. 1926.1081(f).
Text can be found in 29 CFR 1910.421(f)
The dive shall be terminated when a diver requests it, the diver
fails to respond correctly, communication is lost, or when the
diver begins to use the reserve breathing gas. 1926.1082(i). Text
can be found in 29 CFR 1910.422(i)
Drinking Water
An adequate supply of potable water shall be provided in all
places of employment. 1926.51(a)(1)
Portable drinking water containers shall be capable of being
tightly closed and equipped with a tap. 1926.51(a)(2)
Using a common drinking cup is prohibited. 1926.51(a)(4)

connected equipment.
made every 3 months.

These tests must generally be

• Paragraphs (f)(1) through (f)(11) of this standard contain
grounding requirements for systems, circuits, and
equipment. 1926.404(b)(1)(i) thru (iii)(E)
Light bulbs for general illumination must be protected from
breakage, and metal shell sockets must be grounded.
1926.405(a)(2)(ii)(E)
Temporary lights must not be suspended by their cords, unless
they are so designed. 1926.405(a)(2)(ii)(F)
Portable lighting used in wet or conducive locations, such as tanks
or boilers, must be operated at no more than 12 volts or must be
protected by GFCIs. 1926.405(a)(2)(ii)(G)
Extension cords must be of the three-wire type. Extension cords
and flexible cords used with temporary and portable lights must be
designed for hard or extra hard usage (for example, types S, ST,
and SO). 1926.405(a)(2)(ii)(j)
Worn or frayed electric cords or cables shall not be used.
1926.416(e)(1)
Extension cords shall not be fastened with staples, hung from
nails, or suspended by wire. 1926.416(e)(2)
Work spaces, walkways, and similar locations shall be kept clear
of cords. 1926.416(b)(2)
Listed, labeled, or certified equipment shall be installed and used
in accordance with instructions included in the listing, labeling, or
certification. 1926.403(b)(2)
Electrical Work Practices
Employers must not allow employees to work near live parts of
electrical circuits, unless the employees are protected by one of the
following means:
• Deenergizing and grounding the parts.
• Guarding the part by insulation.
• Any other effective means. 1926.416(a)(1)

Electrical Installations

In work areas where the exact location of under-ground electrical
power lines is unknown, employees using jack hammers, bars, or
other hand tools that may contact the lines must be protected by
insulating gloves, aprons, or other protective clothing that will
provide equivalent electrical protection. 1926.416(a)(2) & .95(a)

Employers must provide either ground-fault circuit interrupters
(GFCIs) or an assured equipment grounding conductor program to
protect employees from ground-fault hazards at construction sites.
The two options are detailed below.

Barriers or other means of guarding must be used to ensure that
workspace for electrical equipment will not be used as a
passageway during periods when energized parts of equipment are
exposed. 1926.416(b)(1)

(1) All 120-volt, single-phase, 15- and 20-ampere receptacles
that are not part of the permanent wiring must be protected
by GFCIs. Receptacles on smaller generators are exempt
under certain conditions.

Flexible cords must be connected to devices and fittings so that
strain relief is provided which will prevent pull from being
directly
transmitted
to
joints
or
terminal
screws.
1926.405(g)(2)(iv)

(2) An assured equipment grounding conductor program
covering extension cords, receptacles, and cord- and plugconnected equipment must be implemented. The program
must include the following:

Equipment or circuits that are deenergized must be rendered
inoperative and must have tags attached at all points where the
equipment or circuits could be energized. 1926.417(b)

Where single service cups (to be used but once) are supplied, both
a sanitary container for unused cups and a receptacle for used cups
shall be provided. 1926.51(a)(5)

• A written description of the program.
• At least one competent person to implement the program.
• Daily visual inspections of extension cords and cord- and
plug-connected equipment for defects. Equipment found
damaged or defective shall not be used until repaired.
• Continuity tests of the equipment grounding conductors
or receptacles, extension cords, and cord- and plug-

Excavating and Trenching
The estimated location of utility installations—such as sewer,
telephone, fuel, electric, water lines, or any other underground
installations that reasonably may be expected to be encountered
during excavation work—shall be determined prior to opening an
excavation. 1926.651(b)(1)
Utility companies or owners shall be contacted within established
or customary local response times, advised of the proposed work,
and asked to establish the location of the utility underground
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installations prior to the start of actual excavation. When utility
companies or owners cannot respond to a request to locate
underground utility installations within 24 hours (unless a longer
period is required by state or local law), or cannot establish the
exact location of these installations, the employer may proceed,
provided the employer does so with caution, and provided
detection equipment or other acceptable means to locate utility
installations are used. 1926.651(b)(2)
When excavation operations approach the estimated location of
underground installations, the exact location of the installations
shall be determined by safe and acceptable means. While the
excavation is open, underground installations shall be protected,
supported, or removed, as necessary, to safeguard employees.
1926.651(b)(3) thru (4)
Each employee in an excavation shall be protected from cave-ins
by an adequate protective system except when:
• Excavations are made entirely in stable rock, or excavations
are less than 5 feet (1.524 meters) in depth and examination of
the ground by a competent person provides no indication of a
potential cave-in. 1926.652(a)(1)(i) thru (ii)
• Protective systems shall have the capacity to resist, without
failure, all loads that are intended or could reasonably be
expected to be applied or transmitted to the system.
1926.652(a)(2)
Employees shall be protected from excavated or other materials or
equipment that could pose a hazard by falling or rolling into
excavations. Protection shall be provided by placing and keeping
such materials or equipment at least 2 feet (0.6096 meters) from
the edge of excavations, or by the use of retaining devices that are
sufficient to prevent materials or equipment from falling or rolling
into excavations, or by a combination of both if necessary.
1926.651(j)(2)
Daily inspections of excavations, the adjacent areas, and
protective systems shall be made by a competent person for
evidence of a situation that could result in possible cave-ins,
indications of failure of protective systems, hazardous
atmospheres, or other hazardous conditions. An inspection shall be
conducted by the competent person prior to the start of work and
as needed throughout the shift. Inspections shall also be made after
every rainstorm or other hazard increasing occurrence. These
inspections are only required when employee exposure can be
reasonably anticipated. 1926.651(k)(1)
Where a competent person finds evidence of a situation that could
result in a possible cave-in, indications of failure of protective
systems, hazardous atmospheres, or other hazardous conditions,
exposed employees shall be removed from the hazardous area
until the necessary precautions have been taken to ensure their
safety. 1926.651(k)(2)
A stairway, ladder, ramp, or other safe means of egress shall be
located in trench excavations that are 4 feet (1.2192 meters) or
more in depth so as to require no more than 25 feet (7.62 meters)
of lateral travel for employees. 1926.651(c)(2)
Explosives and Blasting
Only authorized and qualified persons shall be permitted to handle
and use explosives. 1926.900(a)
Explosives and related materials shall be stored in approved
facilities required under the applicable provisions of the Bureau of
Alcohol, Tobacco and Firearms regulations contained in 27 CFR
part 55, Commerce in Explosives. 1926.904(a)
Smoking and open flames shall not be permitted within 50 feet
(15.24 meters) of explosives and detonator storage magazines.

1926.904(c) Procedures that permit safe and efficient loading shall
be established before loading is started. 1926.905(a)
Eye and Face Protection
Eye and face protection shall be provided when machines or
operations present potential eye or face injury. 1926.102(a)(1)
Eye and face protective equipment shall meet the requirements of
ANSI Z87.1-1968, Practice for Occupational and Educational Eye
and Face Protection. 1926.102(a)(2)
Employees involved in welding operations shall be furnished with
filter lenses or plates of at least the proper shade number.
1926.102(b)(1) Employees exposed to laser beams shall be
furnished suitable laser safety goggles that will protect for the
specific wave length of the laser and the optical density adequate
for the energy involved. 1926.102(b)(2)
Fall Protection
Employers are required to assess the workplace to determine if the
walking/working surface on which employees are to work have
the strength and structural integrity to safely support workers.
Employees are not permitted to work on those surfaces until it has
been determined that the surfaces have the requisite strength and
structural integrity to support the workers. 1926.501(a)(2) Where
employees are exposed to falling 6 feet (1.8288 meters) or more
from an unprotected side or edge, the employer must select either
a guard-rail system, safety net system, or personal fall arrest
system to protect the worker. 1926.501(b)(1)
A personal fall arrest system consists of an anchorage, connectors,
a body harness and may include a lanyard, a deceleration device,
lifeline or a suitable combination of these. Effective January 1,
1998, body belts used for fall arrests are prohibited. 1926.500(b)
& 1926.502(d)
Each employee in a hoist area shall be protected from falling 6
feet (1.8288 meters) or more by guardrail systems or personal fall
arrest systems. If guardrail systems (or chain gate or guardrail) or
portions thereof must be removed to facilitate hoisting operations,
as during the landing of materials, and a worker must lean through
the access opening or out over the edge of the access opening to
receive or guide equipment and materials, that employee must be
protected by a personal fall arrest system. 1926.501(b)(3)
Personal fall arrest systems, covers, or guardrail systems must be
erected around holes (including skylights) that are more than 6
feet (1.8288 meters) above lower levels. 1926.501(b)(4)
Each employee at the edge of an excavation 6 feet deep (1.8288
meters) or more shall be protected from falling by guardrail
systems, fences, barricades, or covers. Where walkways are provided to permit employees to cross over excavations, guardrails
are required on the walkway if it is 6 feet (1.8288 meters) or more
above the excavation. 1926.501(b)(7)
Each employee using ramps, runways, and other walkways shall
be protected from falling 6 feet (1.288 meters) or more by
guardrail systems. 1926.501(b)(6)
Each employee performing overhand bricklaying and related work
6 feet (1.8288 meters) or more above lower levels shall be
protected by guardrail systems, safety net systems, or personal fall
arrest systems, or shall work in a controlled access zone. All
employees reaching more than 10 inches (25.40 centimeters)
below the level of a walking/working surface on which they are
working shall be protected by a guardrail system, safety net
system, or personal fall arrest. 1926.501(b)(9)
Each employee engaged in roofing activities on low-slope roofs
with unprotected sides and edges 6 feet (1.8288 meters) or more
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above lower levels shall be protected from falling by guardrail,
safety net, or personal fall arrest systems or a combination of a
• warning line system and guardrail system,
• warning line system and safety net system,
• warning line system and personal fall arrest system, or
• warning line system and safety monitoring system.
1926.501(b)(10)
On low-slope roofs 50 feet (15.24 meters) or less in width, the use
of a safety monitoring system without a warning line system is
permitted. 1926.501(b)(10)
Each employee on a steep roof with unprotected sides and edges 6
feet (1.8288 meters) or more above lower levels shall be protected
by guardrail systems with toeboards, safety net systems, or
personal fall arrest systems. 1926.501(b)(11)
Fire Protection
A firefighting program is to be followed throughout all phases of
the construction and demolition work involved. It shall provide for
effective firefighting equipment to be available without delay, and
designed to effectively meet all fire hazards as they occur.
1926.150(a)(1)
Firefighting equipment shall be conspicuously located and readily
accessible at all times, shall be periodically inspected, and be
maintained in operating condition. 1926.150(a)(2) thru (4)
A fire extinguisher, rated not less than 2A, shall be provided for
each 3,000 square feet (270 square meters) of the protected
building area, or major fraction thereof. Travel distance from any
point of the protected area to the nearest fire extinguisher shall not
exceed 100 feet (30.48 meter). Acceptable substitutes are a 1/2–
inch (1.27–centimeters) diameter garden-type hose not to exceed
100 feet (30.48 meters) and capable of discharging a minimum of
5 gallons per minute, or a 55–gallon drum of water with two fire
pails. 1926.150(c)(1)(i) thru (iii)
One or more fire extinguishers, rated not less than 2A, shall be
provided on each floor. In multistory buildings, at least one fire
extinguisher shall be located adjacent to stairway.
1926.150(c)(1)(iv)
The employer shall establish an alarm system at the worksite so
that employees and the local fire department can be alerted for an
emergency. 1926.150(e)(1)
Flagmen
When signs, signals, and barricades do not provide necessary
protection on or adjacent to a highway or street, flagmen or other
appropriate traffic controls shall be provided. 1926.201(a)(1)
Flagmen shall be provided with and shall wear a red or orange
warning garment while flagging. Warning garments worn at night
shall be of reflectorized material. 1926.201(a)(4)
Flammable and Combustible Liquids
Only approved containers and portable tanks shall be used for
storing and handling flammable and combustible liquids.
1926.152(a)(1)
No more than 25 gallons (94.75 liters) of flammable or
combustible liquids shall be stored in a room outside of an
approved storage cabinet. No more than three storage cabinets
may be located in a single storage area. 1926.152(b)(1) thru (3)
Inside storage rooms for flammable and combustible liquids shall
be of fire-resistive construction, have self-closing fire doors at all
openings, 4 inch (10.16 centimeter) sills or depressed floors, a
ventilation system that provides at least six air changes within the
room per hour, and electrical wiring and equipment approved for

Class 1, Division 1 locations. 1926.152(b)(4)
Storage in containers outside buildings shall not exceed 1,100
gallons (4,169 liters) in any one pile or area. The storage area shall
be graded to divert possible spills away from buildings or other
exposures, or shall be surrounded by a curb or dike. Storage areas
shall be located at least 20 feet (6.096 meters) from any building
and shall be free from weeds, debris, and other combustible
materials not necessary to the storage. 1926.152(c)(1),(3),(4) thru
(5)
Flammable liquids shall be kept in closed containers when not
actually in use. 1926.152(f)(1)
Conspicuous and legible signs prohibiting smoking shall be posted
in service and refueling areas. 1926.152(g)(9)
Gases, Vapors, Fumes, Dusts, and Mists
Exposure to toxic gases, vapors, fumes, dusts, and mists at a
concentration above those specified in the Threshold Limit Values
of Airborne Contaminants for 1970 of the American Conference
of Governmental Industrial Hygienists (ACGIH), shall be avoided.
(ACGIH, 1330 Kemper Meadow Drive, Cincinnati, OH 452401634; (513) 742-2020.) 1926.55(a)
Administrative or engineering controls must be implemented
whenever feasible to comply with TLVs. 1926.55(b)
When engineering and administrative controls are not feasible to
achieve full compliance, protective equipment or other protective
measures shall be used to keep the exposure of employees to air
contaminants within the limits prescribed. Any equipment and
technical measures used for this purpose must first be approved
for each particular use by a competent industrial hygienist or other
technically qualified person. Whenever respirators are used, their
use shall comply with §1926.103. 1926.55(b)
General Duty Clause
Hazardous conditions or practices not covered in an OSHA
standard may be covered under Section 5(a)(1) of the
Occupational Safety and Health Act of 1970, which states: “Each
employer shall furnish to each of his 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.”
Hand Tools
Employers shall not issue or permit the use of unsafe hand tools,
including tools that may be furnished by employees or employers.
All hand tools must be properly maintained. 1926.300(a) &
1926.301(a)
Wrenches shall not be used when jaws are sprung to the point that
slippage occurs. Impact tools shall be kept free of mushroomed
heads. The wooden handles of tools shall be kept free of splinters
or cracks and shall be kept tight in the tool. 1926.301(b) thru (d)
Electric power operated tools shall either be approved doubleinsulated, or be properly grounded in accordance with subpart K
of the standard. 1926.302(a)(1)
Hazard Communication
Employers shall develop, implement, and maintain at the
workplace a written hazard communication program for their
workplaces. Employers must inform their employees of the
availability of the program, including the required list(s) of
hazardous chemicals, and material safety data sheets required.
1926.59(e)(1)(i) thru (ii). Text can be found in 29 CFR
1910.1200(e)(1) & (e)(4)
The employer shall ensure that each container of hazardous
chemicals in the workplace is labeled, tagged, or marked with the
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identity of the hazardous chemical(s) contained therein; and must
show hazard warnings appropriate for employee protection.
1926.59(f)(5)(i) thru (ii). Text can be found in 29 CFR
1910.1200(e)(2) & (f)(1)

be provided and used. 1926.52(b) & .101(a) In all cases where the
sound levels exceed the values shown in Table D-2, a continuing,
effective hearing conservation program shall be administered.
1926.52(d)(1)

Chemical manufacturers and importers shall obtain or develop a
material safety data sheet for each hazardous chemical they
produce or import. Employers shall have a material safety data
sheet for each hazardous chemical they use. 1926.59(g)(1). Text
can be found in 29 CFR 1910.1200(g)(1)

A hearing conservation program in construction should include the
following elements:

Employers shall provide employees with information and training
on hazardous chemicals in their work area at the time of their
initial assignment, and whenever a new hazard is introduced into
their work area. Employers shall also provide employees with
information on any operations in their work area where hazardous
chemicals are present, and the location and availability of the
written hazard communication program, including the required
list(s) of hazardous chemicals, and material safety data sheets
required by the standard. 1926.59(h)(1)(i) thru (iii). Text can be
found in 29 CFR 1910.1200(h)(1) & (2)(i) thru (iii)
Employers who produce, use, or store hazardous chemicals at
multiemployer workplaces shall additionally ensure that their
hazard communication program includes the methods the
employer will use to provide other employer(s) with a copy of the
material safety data sheet for hazardous chemicals other
employer(s) employees may be exposed to while working; the
methods the employer will use to inform other employer(s) of any
precautionary measures for the protection of employees; and the
methods the employer will use to inform the other employer(s) of
the labeling system used in the workplace. 1926.59(e)(2). Text can
be found in 29 CFR 1910.1200(e)(2)

• monitoring employee noise exposures,
• using engineering, work practice and administrative controls,
and personal protective equipment,
• fitting each overexposed employee with appropriate hearing
protectors,
• training employees in the effects of noise and protection
measures,
• explaining procedures for preventing further hearing loss, and
• recordkeeping. 1926.21(b)(2), 1926.52, & 1926.101
Table D-2 — Permissible Noise Exposures, 1926.52(d)(1)
Duration
day, hours:

per

Sound
Level/
dBA
slow
response

8

90

6

92

4

95

3

97

2

100

1 1/2

102

Hazardous Waste Operations

1

105

Employers must develop a written safety and health program for
employees involved in hazardous waste operations. At a
minimum, the program shall include a comprehensive workplan,
standard operating procedures, a site specific safety and health
plan (which need not repeat the standard operating procedures),
the training program, and the medical surveillance program.
1926.65(b)(1)

1/2

110

1/4 or less

115

A site control program also shall be developed and shall include,
at a minimum, a map, work zones, buddy systems, site
communications—including alerting means for emergencies—
standard operating procedures or safe work practices, and
identification of the nearest medical assistance. 1926.65(d)(3)
Training must be provided for all site employees, their
supervisors, and management who are exposed to health or safety
hazards. 1926.65(e)
Head Protection
Head protective equipment (helmets) shall be worn in areas where
there is a possible danger of head injuries from impact, flying or
falling objects, or electrical shock and burns. 1926.100(a) Helmets
for protection against impact and penetration of falling and flying
objects shall meet the requirements of ANSI Z89.1-1969.
1926.100(b) Helmets for protection against electrical shock and
burns shall meet the requirements of ANSI Z89.2-1971.
1926.100(c)
Hearing Protection
Feasible engineering or administrative controls shall be utilized to
protect employees against sound levels in excess of those shown
in Table D-2. 1926.52(b)
When engineering or administrative controls fail to reduce sound
levels within the limits of Table D-2, ear protective devices shall

Exposure to impulsive or impact noise should not exceed 140 dB
peak sound pressure level. 1926.52(e)
Plain cotton is not an acceptable protective device. 1926.101(c)
Heating Devices, Temporary
When heating devices are used, fresh air shall be supplied in
sufficient quantities to maintain the health and safety of workers.
1926.154(a)(1)
Solid fuel salamanders are prohibited in buildings and on
scaffolds. 1926.154(d)
Hoists, Material, and Personnel
The employer shall comply with the manufacturer’s specifications
and limitations. 1926.552(a)(1)
Rated load capacities, recommended operating speeds, and special
hazard warnings or instructions shall be posted on cars and
platforms. 1926.552(a)(2)
Hoistway entrances of material hoists shall be protected by
substantial full width gates or bars. 1926.552(b)(2)
Hoistway doors or gates of personnel hoist shall be not less than 6
feet 6 inches (198.12 meters) high and shall be protected with mechanical locks that cannot be operated from the landing side and
that are accessible only to persons on the car. 1926.552(c)(4)
Overhead protective coverings shall be pro-vided on the top of the
hoist cage or platform. 1926.552(b)(3) & (c)(7)
All material hoists shall conform to the requirements of ANSI
A10.5-1969, Safety Requirements for Material Hoists.
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1926.552(b)(8)
Hooks (See Wire Ropes, Chains, and Hooks)
Housekeeping
Form and scrap lumber with protruding nails and all other debris
shall be kept clear from all work areas. 1926.25(a)
Combustible scrap and debris shall be removed at regular
intervals. 1926.25(b)
Containers shall be provided for collection and separation of all
refuse. Covers shall be provided on containers used for flammable
or harmful substances. 1926.25(c)
Wastes shall be disposed of at frequent intervals. 1926.25(c)
Illumination
Construction areas, ramps, runways, corridors, offices, shops, and
storage areas shall be lighted to not less than the minimum
illumination intensities listed in Table D-3 while any work is in
progress.
Table D-3 — Minimum Illumination Intensities in Footcandles
Footcandles

Area of Operation

5

General construction area lighting.

3

General construction areas, concrete placement,
excavation, waste areas, accessways, active storage
areas, loading platforms, refueling, and field
maintenance areas.

5

Indoor warehouses,
exitways.

5

Tunnels, shafts, and general under-ground work
areas. (Exception: minimum of 10 footcandles is
required at tunnel and shaft heading during drilling,
mucking, and scaling. Bureau of Mines approved
cap lights shall be acceptable for use in the tunnel
heading).

10

30

corridors, hallways,

and

General construction plant and shops (e.g., batch
plants, screening plants, mechanical and electrical
equipment rooms, carpenters shops, rigging lofts
and active store rooms, barracks or living quarters,
locker or dressing rooms, mess halls, indoor toilets,
and workrooms).
First-aid stations, infirmaries, and offices.

1926.56(a)
Jointers

to the foot of the ladder is approximately one-quarter the working
length of the ladder. Portable ladders used for access to an upper
landing surface must extend a minimum of 3 feet (0.9144 meters)
above the landing surface, or where not practical, be provided with
grab rails and be secured against movement while in use.
1926.1053(b)(1) & (b)(5)(i)
Ladders must have nonconductive siderails if they are used where
the worker or the ladder could contact energized electrical
conductors or equipment. 1926.1053(b)(12)
Job-made ladders shall be constructed for their intended use.
Cleats shall be uniformly spaced not less than 10 inches (25.40
centimeters) apart, nor more than 14 inches (35.56 centimeters)
apart. 1926.1053(a)(3)(i)
A ladder (or stairway) must be provided at all work points of
access where there is a break in elevation of 19 inches (48.26
centimeters) or more except if a suitable ramp, runway,
embankment, or personnel hoist is provided to give safe access to
all elevations. 1926.1051(a)
Wood job-made ladders with spliced side rails must be used at an
angle where the horizontal distance is one-eighth the working
length of the ladder.
• Fixed ladders must be used at a pitch no greater than 90
degrees from the horizontal, measured from the back side of
the ladder.
• Ladders must be used only on stable and level surfaces unless
secured to prevent accidental movement.
• Ladders must not be used on slippery surfaces unless secured
or provided with slip-resistant feet to prevent accidental
movement. Slip-resistant feet must not be used as a substitute
for the care in placing, lashing, or holding a ladder upon a
slippery surface. 1926.1053(b)(5)(ii) thru (b)(7)
Employers must provide a training program for each employee
using ladders and stairways. The program must enable each
employee to recognize hazards related to ladders and stairways
and to use proper procedures to minimize these hazards. For
example, employers must ensure that each employee is trained by
a competent person in the following areas, as applicable:
• The nature of fall hazards in the work area;
• The correct procedures for erecting, maintaining, and
disassembling the fall protection systems to be used;
• The proper construction, use, placement, and care in handling
of all stairways and ladders; and
• The maximum intended load-carrying capacities of ladders
used.

A jointer guard shall automatically adjust itself to cover the
unused portion of the head and the section of the head on the
working side and the back side of the fence or cage. The jointer
guard shall remain in contact with the material at all times.
1926.304(f)

In addition, retraining must be provided for each employee, as
necessary, so that the employee maintains the understanding and
knowledge acquired through compliance with the standard.
1926.1060(a) & (b)

Ladders

Lasers

Portable and fixed ladders with structural defects—such as broken
or missing rungs, cleats or steps, broken or split rails, or corroded
components—shall be withdrawn from service by immediately
tagging “DO NOT USE” or marking in a manner that identifies
them as defective, or shall be blocked, such as with a plywood
attachment that spans several rungs. Repairs must restore ladder to
its original design criteria. 1926.1053(b)(16), (17)(i) thru (iii) &
(18)

Only qualified and trained employees shall be assigned to install,
adjust, and operate laser equipment. 1926.54(a)

Portable non-self-supporting ladders shall be placed on a
substantial base, have clear access at top and bottom, and be
placed at an angle so the horizontal distance from the top support

Employees shall wear proper (antilaser) eye protection when
working in areas where there is a potential exposure to direct or
reflected laser light greater than 0.005 watts (5 milliwatts).
1926.54(c)
Beam shutters or caps shall be utilized, or the laser turned off,
when laser transmission is not actually required. When the laser is
left unattended for a substantial period of time—such as during
lunch hour, overnight, or at change of shifts—the laser shall be
turned off. 1926.54(e)
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Employees shall not be exposed to light intensities in excess of the
following: direct staring—1 microwatt per square centimeter,
incidental observing—1 milliwatt per square centimeter diffused
reflected light—2-1/2 watts per square centimeter. 1926.54(j)(1)
thru (3)
Employees shall not be exposed to microwave power densities in
excess of 10 milliwatts per square centimeter. 1926.54(1)
Lead
Each employer who has a workplace or operation covered by this
standard shall initially determine if any employee may be exposed
to lead at or above the action level of 30 micro-grams per cubic
meter (30 mg/m 3 ) of air calculated as an 8-hour time-weighted
average. 1926.62(d)(1)
The employer shall assure that no employee is exposed to lead at
concentrations greater than 50 micrograms per cubic meter (50
mg/m 3 ) of air averaged over an 8-hour period (the permissible
exposure limit PEL). 1926.62(c)(1)

Portable heaters shall be equipped with an approved automatic
device to shut off the flow of gas in the event of flame failure.
1926.153(h)(8)
All cylinders shall be equipped with an excess flow valve to
minimize the flow of gas in the event the fuel line becomes
ruptured. 1926.153(i)(2)
Storage of liquefied petroleum gas within buildings is prohibited.
1926.153(i) Storage locations shall have at least one approved
portable fire extinguisher rated not less than 20-B:C. 1926.153(l)
Medical Services and First Aid
The employer shall ensure the availability of medical personnel
for advice and consultation on matters of occupational health.
1926.50(a) When a medical facility is not reasonably accessible
for the treatment of injured employees, a person trained to render
first aid shall be available at the worksite.1926.50(c)
First-aid supplies approved by the consulting physician should be
readily available. 1926.50(d)(1)

Whenever there has been a change of equipment, process, control,
personnel, or a new task has been initiated that may result in
exposure above the PEL, the employer shall conduct additional
monitoring. 1926.62(d)(7)

The telephone numbers of the physicians, hospitals, or ambulances
shall be conspicuously posted. 1926.50(f)

Training shall be provided in accordance with the Hazard
Communication Standard and additional training shall be provided
for employees exposed at or above the action level. 1926.62(1)

All vehicles in use shall be checked at the beginning of each shift
to ensure that all parts, equipment, and accessories that affect safe
operation are in proper operating condition and free from defects.
All defects shall be corrected before the vehicle is placed in
service. 1926.601(b)(14)

Prior to the start of the job, each employer shall establish and
implement a written compliance program. 1926.62(e)(2)
Where airborne concentrations of lead equal or exceed the action
level at any time, an initial medical examination consisting of
blood sampling and analysis shall be made available for each
employee prior to initial assignment to the area. 1926.62 Appendix
B, VIII-paragraph (j)
Lift Slab
Lift-slab operations shall be designed and planned by a registered
professional engineer who has experience in lift-slab construction.
Such plans and designs shall be implemented by the employer and
shall include detailed instructions and sketches indicating the
prescribed method of erection. 1926.705(a)
Jacking equipment shall be cable of supporting at least two and
one-half times the load being lifted during jacking operations.
Also, do not overload the jacking equipment. 1926.705(d)

Motor Vehicles and Mechanized Equipment

No employer shall use any motor vehicle, earthmoving, or
compacting equipment having an obstructed view to the rear
unless:
• The vehicle has a reverse signal alarm distinguishable from
the surrounding noise level, or
• The vehicle is backed up only when an observer signals that
it is safe to do so. 1926.601(b)(4)(i) thru (ii) & 602(a)(9)(i)
thru (ii)
Heavy machinery, equipment, or parts thereof that are suspended
or held aloft shall be substantially blocked to prevent falling or
shifting before employees are permitted to work under or between
them. 1926.600(a)(3)(i)
Noise (See Hearing Protection)
Personal Protective Equipment

During erection, no employee, except those essential to the jacking
operation, shall be permitted in the building or structure while
jacking operations are taking place unless the building or structure
has been reinforced sufficiently to ensure its integrity.
1926.705(k)(1)

The employer is responsible for requiring the wearing of
appropriate personal protective equipment in all operations where
there is an exposure to hazardous conditions or where the need is
indicated for using such equipment to reduce the hazard to the
employees. 1926.28(a) & 1926.95(a) thru (c)

Equipment shall be designed and installed to prevent slippage;
otherwise, the employer shall institute other measures, such as
locking or blocking devices, which will provide positive
connection between the lifting rods and attachments and will
prevent components from disengaging during lifting operations.
1926.705(p)

Employees working over or near water, where the danger of
drowning exists, shall be provided with U.S. Coast Guardapproved life jackets or buoyant work vests. 1926.106(a)

Liquefied Petroleum Gas
Each system shall have containers, valves, connectors, manifold
valve assemblies, and regulators of an approved type.
1926.153(a)(1)
Every container and vaporizer shall be provided with one or more
approved safety relief valves or devices. 1926.153(d)(1)
Containers shall be placed upright on firm foundations or
otherwise firmly secured. 1926.153(g) & (h)(11)

Powder-Actuated Tools
Only trained employees shall be allowed to operate powderactuated tools. 1926.302(e)(1)
All powder-actuated tools shall be tested daily before use and all
defects discovered before or during use shall be corrected.
1926.302(e)(2) thru (3)
Tools shall not be loaded until immediately before use. Loaded
tools shall not be left unattended. 1926.302(e)(5) thru (6)
Power Transmission and Distribution
Existing conditions shall be determined before starting work, by
an inspection or a test. Such conditions shall include, but not be
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limited to, energized lines and equipment, condition of poles, and
the location of circuits and equipment including power and
communications, cable television, and fire-alarm circuits.
1926.950(b)(1)

Radiation, Ionizing

Electric equipment and lines shall be considered energized until
determined otherwise by testing or until grounding.
1926.950(b)(2) & .954(a)

Any activity that involves the use of radioactive materials or Xrays, whether or not under license from the Atomic Energy
Commission, shall be performed by competent persons specially
trained in the proper and safe operation of such equipment.
1926.53(b)

Operating voltage of equipment and lines shall be determined
before working on or near energized parts. 1926.950(b)(3)
Rubber protective equipment shall comply with the provisions of
the ANSI J6 series, and shall be visually inspected before use.
1926.951(a)(1)(i) thru (ii)
Power Transmission, Mechanical
Belts, gears, shafts, pulleys, sprockets, spindles, drums, flywheels,
chains, or other reciprocating, rotating, or moving parts of
equipment shall be guarded if such parts are exposed to contact by
employees or otherwise constitute a hazard. 1926.307(a) thru (f),
(h) thru (i), & (k)
Guarding shall meet the requirement of ANSI B15.1-1953 (R
1958), Safety Code for Mechanical Power Transmission
Apparatus. 1926.300(b)(2)
Process Safety Management of Highly Hazardous Chemicals

Pertinent provisions of the Nuclear Regulatory Commission
(NRC) (10 CFR Part 20) relating to protection against
occupational radiation exposure shall apply. 1926.53(a)

Railings
Top edge height of top rails or equivalent guardrail system
members shall have a vertical height of approximately 42 inches
(106.68 centimeters), plus or minus 3 inches (7.62 centimeters)
above the walking/working level. 1926.502(b)(1)
Guardrail systems shall be smooth-surfaced, with a strength to
withstand at least 200 pounds (90 kilograms), the minimum
requirement applied in any outward or downward direction, at any
point along the top edge. 1926.502(b)(3) & (6)
A stair railing shall be of construction similar to a standard railing
with a vertical height of 36 inches (91.44 centimeters) from the
upper surface of top rail to the surface of tread in line with face of
riser at forward edge of tread. 1926.1052(c)(3)(i)

Employers shall develop a written plan of action regarding
employee participation and consult with employees and their
representatives on the conduct and development of process
hazards analyses and on the development of the other elements of
process safety management. 1926.64(c)(1) thru (2)

Reinforced Steel

The employer, when selecting a contractor, shall obtain and
evaluate information regarding the contract employer’s safety
performance and programs. 1926.64(h)(2)(i)

In emergencies, or when feasible engineering or administrative
controls are not effective in controlling toxic substances,
appropriate respiratory protective equipment shall be provided by
the employer and shall be used. 1926.103(a)(1)

The contract employer shall assure that each contract employee is
trained in the work practices necessary to safely perform his/her
job. 1926.64(h)(3)(i)
The employer shall perform a pre-startup safety review for new
facilities and for modified facilities when the modification is
significant enough to require a change in the process safety
information. 1926.64(i)(1)
The employer shall establish and implement written procedures to
maintain the on going integrity of process equipment.
1926.64(j)(2)
Program Safety and Health Requirements
The employer shall initiate and maintain such programs as may be
necessary to provide for frequent and regular inspections of the
job site, materials, and equipment by designated competent
persons. 1926.20(b)(1) thru (2)
The employer should avail himself of the safety and health
training programs the Secretary provides. 1926.21(b)(1)
The employer shall instruct each employee in the recognition and
avoidance of unsafe conditions and in the regulations applicable to
his work environment to control or eliminate any hazards or other
exposure to illness or injury. 1926.21(b)(2)
The use of any machinery, tool, material, or equipment that is not
in compliance with any applicable requirement of Part 1926 is
prohibited. 1926.20(b)(3)
The employer shall permit only those employees qualified by
training or experience to operate equipment and machinery.
1926.20(b)(4)

All protruding reinforced steel onto and into which employees
could fall shall be guarded to eliminate the hazard of impalement.
1926.701(b)
Respiratory Protection

Respiratory protective devices shall be approved by the National
Institute for Occupational Safety and Health or acceptable to the
U.S. Department of Labor for the specific contaminant to which
the employee is exposed. 1926.103(a)(2)
Respiratory protective devices shall be appropriate for the
hazardous material involved and the extent and nature of the work
requirements and conditions. 1926.103(b)(2)
Employees required to use respiratory protective devices shall be
thoroughly trained in their use. 1926.103(c)(1)
Respiratory protective equipment shall be inspected regularly and
maintained in good condition. 1926.103(c)(2)
Rollover Protective Structures (ROPS) Rollover protective
structures (ROPS) apply to the following types of materials
handling equipment:
All rubber-tired, self-propelled scrapers, rubber-tired frontend
loaders, rubber-tired dozers, wheel-type agricultural and industrial
tractors, crawler tractors, crawler-type loaders, and motor graders,
with or without attachments, that are used in construction work.
This requirement does not apply to sideboom pipelaying tractors.
1926.1000(a)(1)
Safety Nets
Safety nets must be installed as close as practicable under the
walking/working surface on which employees are working, but in
no case more than 30 feet (91.44 meters) below such level. When
nets are used on bridges, the potential fall area from the
walking/working surface to the net shall be unobstructed.
1926.502(c)(1)
Safety nets and their installations must be capable of absorbing an
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impact force equal to that produced by the drop test. 926.502(c)(4)

1926.451(g)(1)

Saws, Band

Effective September 2, 1997, the employer shall have a competent
person to determine the feasibility and safety of providing fall
protection for employees erecting or dismantling supported
scaffolds. 1926.451(g)(2)

All portions of band saw blades shall be enclosed or guarded,
except for the working portion of the blade between the bottom of
the guide rolls and the table. 1926.304(f) Band saw wheels shall
be fully encased.
1926.304(f)
Saws, Portable Circular
Portable, power-driven circular saws shall be equipped with
guards above and below the base plate or shoe. The lower guard
shall cover the saw to the depth of the teeth, except for the
minimum arc required to allow proper retraction and contact with
the work, and shall automatically return to the covering position
when the blade is removed from the work. 1926.304(d)
Saws, Radial
Radial saws shall have an upper guard that completely encloses
the upper half of the saw blade. The sides of the lower exposed
portion of the blade shall be guarded by a device that will
automatically adjust to the thickness of and remain in contact with
the material being cut. 1926.304(g)(1)
Radial saws used for ripping shall have nonkickback fingers or
dogs. 1926.304(f)
Radial saws shall be installed so that the cutting head will return to
the starting position when released by the operator. 1926.304(f)
Saws, Swing or Sliding Cut-Off
All swing or sliding cut-off saws shall be provided with a hood
that will completely en-close the upper half of the saw.
1926.304(f) Limit stops shall be provided to prevent swing or
sliding type cut-off saws from extending beyond the front or back
edges of the table. 1926.304(f)
Each swing or sliding cut-off saw shall be provided with an
effective device to return the saw automatically to the back of the
table when released at any point of its travel. 1926.304(f)
Inverted sawing of sliding cut-off saws shall be provided with a
hood that will cover the part of the saw that protrudes above the
top of the table or material being cut. 1926.304(f)
Saws, Table
Circular table saws shall have a hood over the portion of the saw
above the table, so mounted that the hood will automatically adjust
itself to the thickness of and remain in contact with the material
being cut. 1926.304(h)(1)
Circular table saws shall have a spreader aligned with the blade,
spaced no more than 1/2 inch (1.27 centimeter) behind the largest
blade mounted in the saw. This provision does not apply when
grooving, dadoing, or rabbiting. 1926.304(f)
Circular table saws used for ripping shall have nonkickback
fingers or dogs. 1926.304(f)
Feeder attachments shall have the feed rolls or other moving parts
covered or guarded so as to protect the operator from hazardous
points. 1926.304(c)
Scaffolds—General Requirements
Scaffold means any temporary elevated plat-form (supported or
suspended) and its supporting structure (including points of
anchorage) used for supporting employees or materials or both.
1926.450(b)
Fall protection—such as guardrail and personal fall arrest
systems—must be provided for each employee working on a
scaffold more than 10 feet (3.048 meters) above a lower level.

Each scaffold and scaffold component shall support, without
failure, its own weight and at least 4 times the maximum intended
load applied or transmitted to it. Scaffolds shall be designed by a
qualified person and constructed and loaded in accordance with
such design. Scaffolds and scaffold components shall not be
loaded in excess of their maximum intended loads or rated
capacities, whichever is less. 1926.451(a)(1), (a)(6), & (f)(1)
The scaffold platform shall be planked or decked as fully as
possible with the space between the platform and uprights not
more than 1 inch (2.54 centimeters) wide. When side brackets or
odd shaped structures result in a wider opening between the
platform and the uprights, the space shall not exceed 9.5 inches
(24.1 centimeters). The platform shall not deflect more than 1/60
of the span when loaded. 1926.451(b)(1) & (f)(16)
The work area for each scaffold platform and the walkway shall be
at least 18 inches (45.72 centimeters) wide. When the work area
must be less than 18 inches (45.72 centimeters) wide, guardrails
and/or personal fall arrest systems shall be used. 1926.451(b)(2)
Access must be provided when the scaffold platforms are more
than 2 feet (60.96 meters) above or below a point of access. Direct
access is acceptable when the scaffold is not more than 14 inches
(35.56 centimeters) horizontally and not more than 24 inches
(60.96 centimeters) vertically from the other surfaces. Crossbraces
shall not be used as a means of access. 1926.451(e)(1) & (e)(8)
A competent person shall inspect scaffolds, scaffold components,
and ropes on suspended scaffolds before each work shift and after
any occurrence that could affect the structural integrity. He or she
also must ensure that prompt corrective action is taken.
1926.450(b) & 1926.450(f)(3) & (f)(10)
Stilts may be used on a large area scaffold. (A large area scaffold
is a pole, tube and coupler, systems or fabricated frame scaffold
erected over substantially the entire work area.) 1926.451(b)
When a guardrail system is used, the guardrail height shall be
equal to the height of the stilts. Any alterations to the stilts shall
be approved by the manufacturer. 1926.452(y)
Bricklaying—Employees doing overhand bricklaying from a
supported scaffold shall be protected by a guardrail or personal
fall arrest system on all sides except the side where the work is
being done. 1926.451(g)(1)(vi)
Erectors and Dismantlers—Effective September 2, 1997, the
employer shall provide safe means of access for each employee
erecting or dismantling supported scaffolds where the provisions
of safe access is feasible and does not create a greater hazard. The
determination shall be made by a competent person based on his
or her analysis of the site conditions. 1926.451(e)
Fall Arrest Systems—Personal fall arrest systems include body
belts or harnesses, and components of the harness belt, such as
Dee-rings, snaphooks, lifelines, and anchorage points. Effective
January 1, 1998, body belts are prohibited. 1926.451(g)(3)
Vertical or horizontal lifelines may be used. 1926.451(g)(3)(ii)
thru (iv)
Lifelines shall be independent of support lines and suspension
ropes and shall not be attached to the same anchorage points as the
support or suspension ropes. 1926.451(g)(3)(iii) thru (iv)
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When working from an aerial lift, the lanyard shall be attached to
the boom or basket. 1926.453(b)(2)(v)
When lanyards are connected to horizontal lifelines or structural
members on single or two point adjustable scaffolds, the scaffold
shall be equipped with additional independent support lines that
are equal in number and strength to the suspension lines and have
automatic locking devices. 1926.451(g)(3)(iii)
Guardrails—Guardrails systems shall be installed along all open
sides and ends of platforms. Guardrails systems shall be installed
before the scaffold is released for use by employees other than
erection/ dismantling. Guardrails are not required on the front
edge of a platform if the front edge of the platform is less than 14
inches (35.56 centimeters) from the face of the work, when
plastering and lathing is being done 18 inches (45.72 centimeters)
or less from the front edge, and when outrigger scaffolds are 3
inches (7.62 centimeters) or less from the front edge. 1926.451
(b)(3) & (g)(4)
The top edge height of toprail for scaffolds manufactured and
placed in service before January 1, 2000, can be between 36
inches (91.44 centimeters) and 45 inches (114 centimeters). The
height of the toprail for scaffolds manufactured and placed in
service after January 1, 2000, can be between 38 inches (97
centimeters) and 45 inches (114 centimeters). 1926.451(g)(4)(ii)
Midrails shall be installed approximately halfway between the
toprail and the platform surface. 1926.451(g)(4)(iii)
When screens and mesh are used, they shall extend from the top
edge of the guardrail system to the scaffold platform and along the
entire opening between the supports. 1926.451(g)(4)(v)
Crossbracing is not acceptable as an entire guardrail system; but
crossbracing is acceptable for a toprail when the crossing point of
the two braces is between 38 inches (97 centimeters) and 48
inches (1.3 centimeters) above the work platform. Crossbracing is
also acceptable for midrails when between 20 inches (50.80
centime-ters) and 30 inches (76.20 centimeters) above the work
platform. The end points of the crossbracing shall be no more than
48 inches (1.3 centimeters) apart vertically. 1926.451(g)(4)(xv)
Planking—Scaffold planking shall be capable of supporting,
without failure, its own weight and at least 4 times the intended
load. Solid sawn wood, fabricated planks, and fabricated platforms
may be used as scaffold planks following the manufacturer, a
lumber grading association, or an inspection agency’s
recommendations. (See Appendix A of Subpart L for tables
showing maximum permissible spans, rated load capacity, and
nominal thickness.) 1926.451(a)(1)
Supported Scaffolds
Supported scaffolds are platforms supported by legs, outrigger
beams, brackets, poles, uprights, posts, frames, or similar rigid
supports. The structural members—poles, legs, posts, frames, and
uprights—shall be plumb and braced to prevent swaying and
displacement. 1926.451(b) thru (c)
Supported scaffold poles, legs, posts, frames, and uprights shall be
bear on base plates and mud sills, or other adequate firm
foundations. 1926.451(c)(2)(i) thru (ii)
Supported scaffolds with a height to base width ratio of more than
four to one shall be restrained from tipping by guying, tying,
bracing or equivalent means. 1926.451(c)
Guys, ties, and braces shall be installed according to the scaffold
manufacturer’s recommendations or at the closest horizontal
member to the 4:1 height and be repeated vertically at locations of
horizontal members every 20 feet (6.096 meters) or less thereafter
for scaffolds 3 feet (0.9144 meters) wide or less, and every 26 feet

(7.9248 meters) or less thereafter for scaffolds greater than 3 feet
(0.9144 meters) wide. The top guy, tie or brace of completed
scaffolds shall be placed no further than the 4:1 height from the
top. Such guys, ties and braces shall be installed at each end of
the scaffold and at horizontal intervals not to exceed 30 feet (9.144
meters) (measured from one end [not both] towards the other).
1926.451(c)(1)
Suspension Scaffolds
A suspension scaffold means one or more platforms suspended by
ropes or other non-rigid means from an overhead structure.
1926.450(b)
Each employee on a scaffold more than 10 feet (3.048 meters)
above a lower level shall be protected by guardrails, a personal fall
arrest system, or both. 1926.451(g)
Fall arrest and guardrail systems must be used when working on
single and two point adjustable suspension scaffolds and on selfcontained adjustable scaffolds that are supported by ropes.
1926.451(g)(1)
A competent person shall inspect the ropes for defects prior to
each workshift and after every occurrence which could affect a
rope’s integrity, evaluate the direct connections that support the
load, and determine if two point and multi-point scaffolds are
secured from swaying. 1926.451(d)(3)(i), (d)(10), (d)(18), &
(f)(3)
The use of repaired wire rope is prohibited. 1926.451(d)(7)
Drum hoists shall contain no less than 4 wraps of the rope at the
lowest point. 1926.451(d)(6)
All support devices shall rest on surfaces capable of supporting at
least 4 times the load imposed on them by the scaffold when
operating at the rated load of the hoist (or at least 1.5 times the
load imposed on them by the scaffold at the stall capacity of the
hoist, whichever is greater). The stall load of any scaffold hoist
shall not exceed 3 times its rated load. The stall load is the load at
which the prime-mover of a power-operated hoist stalls or the
power to the prime-mover is automatically disconnected.
1926.451(a)(5) & (d)(1)
When scaffold platforms are more than 24 inches (60.96
centimeters) above or below a point of access, ladders, ramps,
walkways or similar surfaces shall be used. When using direct
access, the surface shall not be more than 24 inches (60.96
centimeters) above the surface or 14 inches (35.56 centimeters)
horizontally from the surface. 1926.451(e)(1) & (e)(8)
Counterweights, used to balance adjustable suspension scaffolds,
shall be capable of resisting at least 4 times the tipping moment
imposed by the scaffold operating at the rated load of the hoist, or
1.5 (minimum) times the tipping moment imposed by the scaffold
operating at the stall load of the hoist, whichever is greater.
1926.451(a)(2)
Only those items specifically designed as counterweights shall be
used. 1926.451(d)(3)(iii)
Counterweights used for suspended scaffolds shall be made of
materials that can not be easily dislocated. 1926.451(d)(3)(ii)
Counterweights shall be secured by mechanical means to the
outrigger beams. 1926.451(d)(3)(iv)
Vertical lifelines shall not be fastened to counterweights.
1926.451(g)(3)(i)
Sand, gravel, masonry units, rolls of roofing felt, and other such
materials shall not be used as counterweights. 1926.451(d)(3)(ii)
thru (iii)
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A single tie back shall be installed perpendicular to the face of the
building or structure. Two tie backs installed at opposing angles
are required when a perpendicular tie back cannot be installed.
1926.451(d)(3)(x)
Tiebacks shall be secured to a structurally sound anchorage on the
building or structure. Tiebacks shall not be secured to standpipes,
vents, other piping systems, or electrical conduits.
1926.451(d)(3)(ix) & (d)(5)
Training—Each employee who performs work on a scaffold shall
be trained by a person qualified to recognize the hazards
associated with the type of scaffold used and to understand the
procedures to control or minimize those hazards. The training
shall include such topics as the nature of electrical hazards, fall
hazards, falling object hazards, the maintenance and disassemble
of the fall protection systems; the use of the scaffolds, handing of
materials, and the maximum intended load carrying capacity.
1926.454(a)
Employers who erect, disassemble, move, operate, repair,
maintain, or inspect a scaffold shall be trained by a competent
person. The training shall include such topics as the nature of
the hazards, and the correct procedures for erecting,
disassembling, moving, operating, repairing, inspecting, and
maintaining the type of scaffolds in use. Recommended training
includes erection and dismantling planning, personal protective
equipment, access, guys and braces, and parts inspection.
1926.454(b) & Appendix D
Stairs
A stairway or ladder must be provided at all worker points of
access where there is a break in elevation of 19 inches (48.26
centimeters) or more and no ramp, runway, sloped embankment,
or personnel hoist is provided. 1926.1051(a)
Except during construction of the actual stairway, skeleton metal
frame structures and steps must not be used (where treads and/or
landings are to be installed at a later date), unless the stairs are
fitted with secured temporary treads and landings.
1926.1052(b)(2)
When there is only one point of access between levels, it must be
kept clear to permit free passage by workers. If free passage
becomes restricted, a second point of access must be provided and
used. 1926.1051(a)(3)
When there are more than two points of access between levels, at
least one point of access must be kept clear. 1926.1051(a)(4)
All stairway and ladder fall protection systems must be provided
and installed as required by the stairway and ladder rules before
employees begin work that requires them to use stairways or
ladders and their respective fall protection systems. 1926.1051(b)
Stairways that will not be a permanent part of the structure on
which construction work is performed must have landings at least
30 inches deep and 22 inches wide (76.20 x 55.88 centimeters) at
every 12 feet (3.6576 meters) or less of vertical rise.
1926.1052(a)(1)
Stairways must be installed at least 30 degrees, and no more than
50 degrees, from the horizontal. 1926.1052(a)(2)
Where doors or gates open directly onto a stairway, a platform
must be provided, and the swing of the door shall not reduce the
effective width of the platform to less than 20 inches (50.80
centimeters). 1926.1052(a)(4)
Except during construction of the actual stairway, stairways with
metal pan landings and treads must not be used where the treads
and/or landings have not been filled in with concrete or other
material, unless the pans of the stairs and/ or landings are

temporarily filled in with wood or other material. All treads and
landings must be replaced when worn below the top edge of the
pan. 1926.1052(b)(1)
Stairways having four or more risers, or rising more than 30
inches in height (76.20 centimeters), whichever is less, must have
at least one handrail. A stairrail also must be installed along each
unprotected side or edge. When the top edge of a stairrail system
also serves as a hand-rail, the height of the top edge must not be
more than 37 inches (93.98 centimeters) nor less than 36 inches
(91.44 centimeters) from the upper surface of the stairrail to the
surface of the tread in line with face of riser at forward edge of
tread. 1926.1052(c)(1)(i) thru (ii)
Midrails, screens, mesh, intermediate vertical members, or
equivalent intermediate structural members must be provided
between the top rail and stairway steps of the stairrail system.
1926.1052(c)(4)
Midrails, when used, must be located midway between the top of
the stairrail system and the stairway steps. 1926.1052(c)(4)(i)
The height of handrails must not be more than 37 inches (93.98
centimeters) nor less than 30 inches (76.20 centimeters) from the
upper surface of the handrail to the surface of the tread in line with
face of riser at forward edge of tread. 1926.1052(c)(6)
The height of the top edge of a stairrail system used as a handrail
must not be more than 37 inches (93.98 centimeters) nor less than
36 inches (91.44 centimeters) from the upper surface of the
stairrail system to the surface of the tread in line with face of riser
at forward edge of tread. 1926.1052(c)(7)
Temporary handrails must have a minimum clearance of 3 inches
(7.62 centimeters) between the handrail and walls, stairrail
systems, and other objects. 1926.1052(c)(11)
Unprotected sides and edges of stairway landings must be
provided with guardrail systems. 1926.1052(c)(12)
Steel Erection
Permanent floors shall be installed so there is not more than eight
stories between the erection floor and the uppermost permanent
floor, except when structural integrity is maintained by the design.
1926.750(a)(1)
During skeleton steel erection, a tightly planked temporary floor
shall be maintained within two stories or 30 feet (9.144 meters),79
whichever is less, below and directly under that portion of each
tier of beams on which any work is being performed.
1926.750(b)(2)(i)
During skeleton steel erection of buildings and structures not
adaptable to temporary floors, and where scaffolds are not used,
safety nets shall be installed and maintained whenever the
potential fall distance exceeds two stories or 25 feet (7.62 meters).
1926.750(b)(1)(ii)
A safety railing of 1/2-inch (1.27-centimeter) wire rope or
equivalent shall be installed around the perimeter of all
temporarily floored buildings, approximately 42 inches high
(106.68 centimeters), during structural steel assembly.
1926.750(b)(1)(iii)
When placing structural members, the load shall not be released
from the hoisting line until the member is secured by at least two
bolts, or the equivalent, at each connection, and drawn up wrench
tight. 1926.751(a)
For all types of steel erection, including skeleton steel, towers,
tanks, and bridges; safety nets and personal fall arrest systems
must be used as fall protection when working more than 25 feet
(7.62 meters) above the ground, water, or other surfaces. 1926.104
& 105
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Storage
All materials stored in tiers shall be secured to prevent sliding,
falling, or collapsing. 1926.250(a)(1)
Aisles and passageways shall be kept clear and in good repair.
1926.250(a)(3)
Storage of materials shall not obstruct exits. 1926.151(d)(1)
Materials shall be stored with due regard to their fire
characteristics. 1926.151(d)(2)
Tire Cages
A safety tire rack, cage, or equivalent protection shall be provided
and used when inflating, mounting, or dismounting tires installed
on split rims, or rims equipped with locking rings or similar
devices. 1926.600(a)(2)
Toeboards
Toeboards, when used to protect workers from falling objects,
shall be erected along the edge of the overhead walking/working
surface. 1926.502(j)(1)
A standard toeboard shall be at least 3-1/2 inches (9 centimeters)
in height and may be of any substantial material either solid or
open, with openings not to exceed 1 inch (2.54 centimeters) in
greatest dimension. 1926.502(j)(3)
Toilets
Toilets shall be provided according to the following: 20 or fewer
persons—one facility; 20 or more persons—one toilet seat and one
urinal per 40 persons; 200 or more persons—one toilet seat and
one urinal per 50 workers. 1926.51(c)(1)
This requirement does not apply to mobile crews having
transportation readily available to nearby toilet facilities.
1926.51(c)(4)
Underground Construction
The employer shall provide and maintain safe means of access and
egress to all work stations. 1926.800(b)
The employer shall control access to all openings to prevent
unauthorized entry underground. Unused chutes, manways, or
other openings shall be tightly covered, bulkheaded, or fenced off,
and shall be posted with signs indicating “Keep Out” or similar
language. Complete or unused sections of the underground facility
shall be barricaded. 1926.800(b)(3)
Unless underground facilities are sufficiently completed so that
the permanent environmental controls are effective and the
remaining construction activity will not cause any environmental
hazard or structural failure within the facilities, the employer shall
maintain a check-in/check-out procedure that will ensure that
aboveground designated personnel can determine an accurate
count of the number of persons underground in the event of an
emergency. 1926.800(c)
All employees shall be instructed to recognize and avoid hazards
associated with underground construction activities. 1926.800(d)
Hazardous classifications are for “potentially gassy” and “gassy”
operations. 1926.800(h)
The employer shall assign a competent person to perform all air
monitoring to determine proper ventilation and quantitative
measurements of potentially hazardous gases. 1926.800(j)(1)(i)(A)
Fresh air shall be supplied to all underground work areas in
sufficient quantities to prevent dangerous or harmful accumulation
of dust, fumes, mists, vapors, or gases. 1926.800(k)(1)(i)
Wall Openings

(including those with chutes attached) where the outside bottom
edge of the wall opening is 6 feet (1.8288 meters) or more above
lower levels and the inside bottom edge of the wall opening is less
than 39 inches (1 meter) above the walking/working surface must
be protected from falling by the use of a guardrail system, a safety
net system, or a personal fall arrest. 1926.501(b)(14)
When an employee is exposed to falling objects, the employer
must ensure that each employee wear a hard hat and erect
toeboards, screens, or guardrail systems; or erect a canopy
structure and keep potential fall objects far enough from the edge
of the higher level; or barricade the area to which objects could
fall. 1926.501(c)
Washing Facilities
The employers shall provide adequate washing facilities for
employees engaged in operations involving harmful substances.
1926.51(f)
Washing facilities shall be near the worksite and shall be so
equipped as to enable employees to remove all harmful
substances. 1926.51(f)
Welding, Cutting, and Heating
Employers shall instruct employees in the safe use of welding
equipment. 1926.350(d) & 1926.351(d)
Proper precautions (isolating welding and cutting, removing fire
hazards from the vicinity, providing a fire watch) for fire
prevention shall be taken in areas where welding or other “hot
work” is being done. No welding, cutting, or heating shall be done
where the application of flammable paints, or the presence of other
flammable compounds or heavy dust concentrations creates a fire
hazard. 1926.352(a) thru (c) & (f)
Arc welding and cutting operations shall be shielded by
noncombustible or flameproof screens to protect employees and
other persons in the vicinity from direct arc rays. 1926.351(e)
When electrode holders are to be left unattended, the electrodes
shall be removed and the holder shall be placed or protected so
that they cannot make electrical contact with employees or
conducting objects. 1926.351(d)(1)
All arc welding and cutting cables shall be completely insulated
and be capable of handling the maximum current requirements for
the job. There shall be no repairs or splices within 10 feet (3.048
meters) of the electrode holder, except where splices are insulated
equal to the insulation of the cable. Defective cable shall be
repaired or replaced. 1926.351(b)(1) thru (2), & (4)
Fuel gas and oxygen hose shall be easily distinguishable and shall
not be interchangeable. Hoses shall be inspected at the beginning
of each shift and shall be repaired or replaced if defective.
1926.350(f)(1) & (3)
General mechanical ventilation, local exhaust ventilation, air line
respirators, and other protection shall be provided, as required,
when welding, cutting or heating:
• Zinc-, lead-, cadmium-, chromium-, mercury-, or materials
bearing, based, or coated with beryllium in enclosed spaces;
• Stainless steel with inert-gas equipment;
• In confined spaces; and
• Where an unusual condition can cause an unsafe
accumulation of contaminants. 1926.353(b)(1); (c)(1)(i)
thru(iv); (c)(2)(i) thru(iv); (d)(1)(iv) & (e)(1)
Proper eye protective equipment to prevent exposure of personnel
shall be provided. 1926.353(e)(2)

Each employee working on, at, above, or near wall openings
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Wire Ropes, Chains, and Ropes
Wire ropes, chains, ropes, and other rigging equipment shall be
inspected prior to use and as necessary during use to ensure their
safety.
Defective gear shall be removed from service.
1926.251(a)(1)
Job or shop hooks and links or makeshift fasteners formed from
bolts, rods, or other such attachments shall not be used.
1926.251(b)(3)
When U-bolts are used for eye splices, the U-bolt shall be applied
so that the “U” section is in contact with the dead end of the rope.
1926.251(c)(5)(i)
When U-bolt wire rope clips are used to form eyes, the following
table shall be used to deter-mine the number and spacing of clips.
1926.251(c)(5)
Number and Spacing of U-Bolt Wire Rope Clips
Number of clips
Improved
plow
steel, rope diameter
(inches)
1 / 2 (1.27 cm)

Drop
forged

Other
material

3

4

Minimum spacing
(inches)
3 (7.62cm)

5 / 8 (.625 cm)

3

4

3 3 / 4 (8.37 cm)

3 / 4 (.75 cm)

4

5

4 1 / 2 (11.43 cm)

7 / 8 (.875 cm)

4

5

5 1 / 4 (12.95 cm)

1 (2.54 cm)

5

6

6 (15.24 cm)

1 1 / 8 (2.665 cm)

6

6

6 3 / 4 (15.99cm)

1 1 / 4 (2.79 cm)

6

7

7 1 / 2 (19.05cm)

1 3 / 8 (2.915 cm)

7

7

8 1 / 4 (20.57cm)

1 1 / 2 (3.81 cm)

7

8

9 (22.86 cm)

1926.251(c)(5)
Woodworking Machinery
All fixed power-driven woodworking tools shall be provided with
a disconnect switch that can be either locked or tagged in the off
position. 1926.304(a)
All woodworking tools and machinery shall meet applicable
requirements of ANSI 01.1-1961, Safety Code for Woodworking
Machinery. 1926.304(f)
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Ontario County

ELECTRICAL SAFETY – 6.4
Safety and Health Procedure 6.4
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standards 1910.137, 1910.302-.308, and 1910.331-.335. NFPA 70E (2002),
National Electric Safety Code. NIOSH Publication No. 2002-123, Electrical Safety: Safety and
Health for Electrical Trades Student Manual.
Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to a job that requires work on, or in proximity
to electrical circuits and devices and when employee performance indicates that retraining is
required.
Summary: Electricity presents one of the most serious hazards found in our workplace. It has the
potential to bring death or serious personal injury to any one of us if it is not properly safeguarded,
or if we work with it in a casual or haphazard manner.
Because of its potential for misuse or to be the agent of injury during inadvertent contact, OSHA
requirements for our workplace are extensive and deal with safeguarding, safe work practices,
protective equipment and training for all those who may potentially come into contact with live
electrical systems.
This procedure is an attempt to summarize the various OSHA requirements and best practices for
electrical safety as found in the NFPA National Electric Safety Code and to present a clear picture
of County requirements and outline training content for both qualified and unqualified personnel.
It is not possible, however, for all the knowledge factors necessary for working safely with
electricity to be conveyed here. As a result, qualified personnel who will be working on or near
energized systems will find it necessary to read and understand the OSHA requirements as
referenced above and to consult the National Electric Safety Code for guidance on the type of work
being done.
Because of the inherent risks presented by electricity, it is County policy that all work that will
impact the electrical integrity of electrical systems, whether energized or not, will be done under
the direct supervision of a licensed electrician or electrical engineer.
Training Key Points: The following training outline covers both OSHA and County information and
requirements regarding electricity, its hazards, personal protective equipment, safeguards and safe
work practices.
1. Explain to people that both qualified and unqualified people deal with electricity in the
workplace and everyone needs to understand about electricity and how we protect ourselves
from it.
a. A Qualified person is one who has been trained to avoid electrical hazards when
working on or near exposed energized parts and who is familiar with the OSHA safetyrelated electrical work practices, can distinguish exposed live parts of electrical
Dawson Associates Safety and Health Procedure 6.4: Electrical Safety
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equipment, knows the skills and techniques used to determine the nominal voltage of
exposed parts, and knows the approach distances to various voltages.
i. Within the County, we will use trained, experienced and licensed electricians to
fill this role, or to supervise other qualified personnel who meet the above
criteria.
b. An Unqualified person is one who has little or no training regarding electrical hazards
and who is familiar with electrical safety-related work practices necessary to work
safely.
i. Within the County, it is our practice to train unqualified personnel in electrical
hazards, hazard recognition and visual inspection techniques for electrical
hazards so as to ensure their safety when in the vicinity of electrical systems and
equipment.
ii. Unqualified individuals may not work on live circuits!
2. Cover how electricity works
a. To flow, or work, electricity must have a complete path from the source of the power to
the ground—this is called a circuit.
b. Electricity will flow through conductors such as wires, metal objects, some fluids, and
the human body (especially if wet with sweat) in its path to ground.
c. Switches open circuits and stop the flow of the electricity to ground.
d. Circuit breakers protect electrical equipment against excessive current, but they do not
protect people from injury.
e. Ground Fault Circuit Interrupters (GFCIs) protect people by tripping when faults are in
the range of 4 to 6 mA
f. Insulators are non-conductors such as plastic, rubber, dry wood and glass.
g. Voltage—such as 110 and 220 at home and 440 or higher at work—is the amount of
electrical pressure in the circuit. This is like the pressure in a water line that pushes the
water through the pipe. It’s measured in volts.
h. Current is the electrical flow rate and is measured in Amperes (Amps). In water, it
would be the equivalent of the flow rate in gallons per minute. This is why a larger wire
(12 gauge as opposed to 14 gauge) can carry more amperage.
i. A miliampere (mA) is one one-thousandth (1/1,000) of an ampere.
j. Resistance or impedance is the friction that retards or dissipates the energy. It is
measures in Ohms. Motors and lights offer resistance to electricity and so do insulators.
It’s much like the friction loss in water pipes. Again, a larger wire in an extension cord
will have less resistance and carry more electrical current.
k. A fault is where the electrical current follows an unintended path to ground. For
example, when there is a break in insulation, or a hot wire in a machine comes loose and
touches the metal case, both create faults.
l. Potential is where there is a difference in voltage between two conductors causing
electricity to flow toward the conductor with the lowest voltage.
m. Energized, also known as hot or live, is a conductor that has voltage present that will
move current if the circuit is closed (creates a path to ground). Energized wires are
Dawson Associates Safety and Health Procedure 6.4: Electrical Safety
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normally black or red but can be yellow or any other color other than green, white or
gray.
n. Neutral, also called cold, is a wire that is at zero (0) potential because it is connected to
ground. Neutral wires are normally white or gray.
o. A ground is where a conductor is connected to the earth. A ground wire is usually bare
copper or a green wire. Electrically, a ground and a neutral perform similar functions—
to conduct current to ground.
3. Cover the hazards of electricity
a. Electricity can electrocute (kill) you by using the body as a conductor. The risk of death
increases if the skin is wet or the current crosses the chest.
i. Electrocution causes 12% of all workplace deaths among young workers.
ii. Electrocution causes 411 work-related deaths annually.
iii. It is the fifth leading cause of
Effects of Electrical Current* on the Body
Current
Reaction
accidental death overall.
1 milliamp
Just a faint tingle.
5 milliamps
Slight shock felt. Disturbing, but not
b. Electricity can shock you and cause
painful. Most people can “let go.”
physical problems short of death.
However, strong involuntary
movements can cause injuries.
i. The shock severity depends
6–25 milliamps (women)† Painful shock. Muscular control is
9–30 milliamps (men)
lost. This is the range where “freezing
on voltage, amperage,
currents” start. It may not be possible
resistance and time. For
to “let go.”
50–150 milliamps
Extremely painful shock, respiratory
example, a shock of 100 mA
arrest (breathing stops), severe muscle
for 3 seconds is equal to 900
contractions. Flexor muscles may
cause holding on; extensor muscles
mA for .03 seconds.
may cause intense pushing away.
Death is possible.
ii. A 110V power drill uses thirty
1,000–4,300 milliamps
Ventricular fibrillation (heart pumping
times the current required to
(1–4.3 amps)
action not rhythmic) occurs. Muscles
contract; nerve damage occurs. Death
kill you.
is likely.
10,000 milliamps
Cardiac arrest and severe burns occur.
iii. Low voltage does not mean
(10 amps)
Death is probable.
low hazard. See chart at right. 15,000 milliamps
Lowest overcurrent at which a typical
(15 amps)
fuse or circuit breaker opens a circuit!
c. Electricity can burn you internally by
*Effects are for voltages less than about 600 volts. Higher voltages
making contact with a conductor and
also cause severe burns.
externally by an arc flash or blast.
†Differences in muscle and fat content affect the severity of shock.
i. Energy in the body can heat
tissue and organs and cause severe internal damage.
ii. Electrical burns tend to do massive damage to tissue.
iii. Arcs are where current passes through air from one conductor to another
resulting in bright flashes that burn flesh, clothing and other nearby materials,
including metals.
iv. Electricity causes 25% of all fires.
v. Arc temperatures can reach 20,000°C. The surface of the sun is only 5,000°C.
vi. Arc blasts are where the air around the arc expands so rapidly that it has the
same affect as an explosion, propelling parts and materials some distance.
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vii. Research shows that the arc potential is greater on the secondary side than on the
primary side of a transformer, so electricians face greater risks of arcing than
does a utility line worker.
viii. Seventy-seven percent of electrical injuries include arc damage.
d. Electricity can cause you to fall, adding severe or fatal fall injuries to the direct injuries
caused by the electricity.
4. Discuss the use of electrical protective equipment.
a. Covered in OSHA Standards 1910.137
b. Also known as insulating equipment, it includes items such as insulating blankets,
matting, covers, line hose, gloves and sleeves.
c. The nature of our operations do not normally require the use of such equipment since
our practice is to deenergize all electrical systems before work on them using
procedures covered in Safety and Health Procedure 6.1, Control of Hazardous Energy.
d. If work is necessary on live circuits, electrical protective equipment will be selected,
tested and used in accordance with the requirements of OSHA 1910.137.
5. Cover the design safety standards for electrical equipment.
a. Covered in OSHA Standards 1910.302 through .308
b. All electrical conductors and equipment must be approved, free of recognized hazards
and suitable for the intended use as indicated on the listing or labeling.
c. All listed and labeled electrical equipment must be used or installed only in accordance
with instructions included in the labeling or listing.
i. Items listed FOR HOUSEHOLD USE ONLY (coffee pots, fans, heaters, radios, sound
systems, personal care items, etc.) may not be used in the workplace.
d. Splices must be mechanically and electrically sound and be covered with insulation
equivalent to the surrounding conductors.
e. Arcing parts must be isolated from combustible material.
f. All electrical equipment must be marked with the manufacturers name or mark and
show the current, voltage and/or wattage, as necessary.
g. All circuits and disconnects must be marked to indicate their purpose, unless use is
obvious.
h. Sufficient access and working space must be maintained around all electrical equipment
to allow safe operation and maintenance.
i. Within the County, we will maintain a minimum access width of 30” and
minimum access depth to the live electrical part (or box cover) of 3’ for voltages
up to 150.
ii. For voltages between 151V and 600V, we will maintain a minimum access
width of 30” and a minimum access depth of 4’.
iii. The clear space listed above must not be used for storage.
iv. When normally enclosed live parts are exposed for inspection or service, the
working space must be guarded at a minimum clearance of 3’.
v. All indoor electrical working spaces will be illuminated.
Dawson Associates Safety and Health Procedure 6.4: Electrical Safety
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vi. Headroom around all electrical service equipment, panel boards, switchboards
and motor control units must be at least 6’ 3”.
vii. If physical damage of equipment is possible, protection must be provided.
i. All live parts over 50V must be guarded by enclosure, location, elevation above 8’ or
similar protection and marked with warning signs prohibiting the entry of unqualified
individuals.
j. For conductors and equipment exceeding 600V, see OSHA 1910.303(h) for additional
guarding, access and working space requirements.
k. Double insulated tools do not require a ground as long as they are clearly marked as
DOUBLE INSULATED.
6. Highlight requirements for wiring design and protection
a. Grounding conductors must be clearly identified, not be wired to reverse polarity, or be
used of any purpose other than grounding, and all electrical systems must be grounded.
b. Open uninsulated conductors of 600V or less located out of doors must have clearances
of 10’ over pedestrian traffic, 12’ over vehicles, 15’ over trucks, 18’ over public streets
and driveways, 3’ from windows and doors, and 8’ from rooftops.
7. Cover highlights of wiring methods, components and equipment
a. Electrical continuity must be maintained on all raceways, armor cable and other metal
enclosures.
b. Wiring will not be run through ductwork.
c. Temporary wiring will only be used for remodeling, maintenance or demolition work.
i. When used for Christmas decorative lighting, it may not be used for more than
90 days.
ii. Temporary use multi-conductor cord must run from an approved outlet or panel.
iii. Temporary wiring may not be run of the floor and must run to grounded
receptacles with suitable disconnects.
iv. All flex cords must be protected from damage.
d. All pull boxes, junctions and fittings must have approved covers.
e. Flexible cords and cables must be of an approved type and may only be used for:
i. Pendants
ii. Fixture wiring
iii. Portable lamps and appliances
iv. Elevator cables
v. Cranes and hoists
vi. Stationary equipment that is frequently interchanged
vii. Appliances that require easy removal for repair or maintenance
f. If used, flexible cords must have approved plugs, be run to an approved receptacle and
have strain relief.
g. Flexible cords may not be used:
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i. As a substitute for fixed wiring
ii. Where it runs through walls, ceilings, floors, doors or windows
iii. Where attached to building surfaces
iv. Where concealed behind walls, ceilings or floors
h. Disconnects for motors must be in sight from (50’ maximum) of the motor.
8. Discuss safety-related electrical work practices.
a. Covered in OSHA Standards 1910.331 through .335
b. These practices apply to electrical systems including premises wiring, connections to
electrical supply, other wiring and optical fiber cable if run with electrical conductors.
c. Training on safety-related electrical work practices is required for employees who face a
risk of electrical shock that is not reduced to a safe level by the OSHA electrical
installation requirements (1910.303 through .308).
i. OSHA has determine that the following occupations are at higher than normal
risk of an electric accident and must be trained: blue collar supervisors, electrical
and electronic engineers and assemblers, electrical and electronic technicians,
electricians, industrial machine operators, material handling equipment
operators, mechanics and repairers, painters, riggers, stationary engineers and
welders.
ii. Training will cover these work practices as they pertain to the individual’s job
and any others that are necessary for their safety.
iii. Qualified persons must also be trained on the skills and techniques necessary to
(1) distinguish exposed live parts from other parts of electric equipment, (2)
determine the nominal voltage of exposed live parts, and (3) determine the
clearance distances and corresponding voltages to which he/she might be
exposed.
iv. Training can be classroom or on-the-job and is determined by the risks faced.
d. As a general rule, the provisions of the County’s Safety and Health Procedure 6.1,
Control of Hazardous Energy, must be followed when working with electrical systems
and is sufficient to cover the bulk of the common requirements for safety-related
electrical work practices.
i. SHP 6.1 has been written to include electrical energy and substitutes for the
procedures covered in OSHA 1910.333(b)(2).
ii. Within the County, all work on electrical systems will be done in a deenergized
state with appropriate lockouts applied to provide employees and contractors
with the maximum level of safety if at all possible.
iii. If work must be done on energized systems where personnel may come into
contact with live circuits, such work must be done by a qualified person and only
with the written permission of the maintenance supervisor.
e. When work is being done in the vicinity of live overhead lines, if at all possible, we will
deenergize and ground the lines or use approved protective devices installed by
qualified individuals.
i. If an unqualified individual is working on the ground or in an elevated position
in the vicinity of overhead lines, he/she in combination with any tools or
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conductive objects he/she may contact, must be no closer than ten (10) feet for
voltages up to 50kV. For every 10kV over 50kV, add 4” to the 10 feet.
ii. Vehicles or elevating devices must keep the same clearance distances as above
unless in transit with the structure down, has insulating barriers down or if being
operated by a qualified person.
iii. Individuals on the ground may not be near or one such a vehicle unless it meets
the clearance distances above or is purposely grounded.
f. Employees may not work near energized electrical systems without adequate
illumination and may not reach blindly into areas that may be energized.
g. If personnel are handling long or large conductive objects (such as pipes or ladders),
appropriate precautions must be taken to prevent contact with live conductors.
h. Portable ladders must have nonconductive side rails (wooden or fiberglass) if used in
the vicinity of live electrical circuits.
i. Conductive clothing and apparel (watch bands, rings, key chains, necklaces, metal
headgear, metallic cloth, etc.) must be removed or covered (taped, for example) when
working near live circuits.
j. Housekeeping in the vicinity of live electrical parts requires appropriate protection and
the use of non-conductive cleaning supplies and equipment.
k. Flexible cords sets (extension cords) and cord and plug equipment must be used as
follows:
i. Handle so as not to damage
ii. Do not use to lift equipment (as with lifting a drill by its cord)
iii. Do not fasten with staples or hang so as to damage
iv. Inspect for damage before each use or each shift. If the unit remains connected
over time and is not exposed to damage (as with a computer power cord),
inspection need only take place when it is relocated.
v. If any damage is found, remove the unit from service until repaired or replaced.
vi. If the equipment is intended to be grounded, ensure good ground continuity by
eliminating adapters and checking for missing ground pins
vii. If working conditions are wet or damp, use equipment approved for such
locations, use portable GFCI and use personal protective equipment when
plugging cord set into socket
l. Only load-rated switches, breakers and devices designed to open and close circuits may
be used for that purpose. Do not use connectors, fuses, terminal lugs and splice
connections to open or close circuits if not designed for the purpose.
m. If a circuit protection device (such as a breaker) deenergizes a circuit, do not manually
reenergize the circuit until the equipment and circuit have been checked to determine
the cause of the disconnect.
i. Only qualified personnel may perform tests on circuits
9. Discuss the safe guards required for the protection of all personnel exposed to electrical energy.
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a. The following personal protective equipment (PPE) and related provisions will be used
in accordance with the department PPE hazard assessment and as appropriate when
working with or near electrical circuits and live equipment:
i. Non-conductive head protection
ii. Eye and face protection that protects from UV rays, arc flashes and flying
objects thrown by arc blasts.
iii. Flame resistant clothing (FRC) should be worn by all qualified personnel at all
times in accordance with NFPA 70E.
iv. While untreated cotton clothing provides modest burn protection, FRC clothing
(which is non-melting) worn in layers provides much better protection
v. Insulated tools are required when working on or near energized live conductors.
Insulated tools must comply with IEC Standard 900 and be marked with the
international 1000V-rating symbol.
vi. Ropes and hand lines used near live electrical parts must be nonconductive.
vii. When live electrical parts or circuits are exposed for repair, inspection or
maintenance, protective shields, barriers or insulating materials will be used to
prevent accidental contact with the live parts.
viii. As necessary, we will warn all personnel in the area of electrical work using
signs, tags, barricades and attendants.
ix. If a fire extinguisher is required for an electrical fire, use only one rated for Class
C. Do not use water or foam.
b. All equipment used for electrical protection must be kept in safe and reliable condition
and inspected and tested as required by OSHA 1910.137.
Inspection Checklist: Inspection requirements come from a variety of standards and apply if and when
we are utilizing the equipment covered.
1. Insulating Equipment
 Inspect before each days use and immediately following an incident that may have
caused damage.
 Look for holes, tears, punctures, cuts, ozone cutting or checking, embedded foreign
objects, swelling, softening, hardening, lost elasticity, stickiness or any other known
defect.
 If defective, immediately remove from service and repair or replace
2. Ground Fault Circuit Interrupters (GFCIs)
 Test monthly by operating and resetting in accordance with labeling instructions.
3. Electrical Equipment
 All equipment is identified with manufacturer name or symbol and has electrical ratings
or capacity displayed.
 All equipment is being used in accordance with labeling or listing.
 Live equipment is guarded by enclosure, location or isolation and signs prohibiting
entry of unqualified personnel are posted.
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 Electrical work zones (3 to 4 feet) around electrical equipment and panels are free of
storage of any kind
 Grounds on machines and equipment are routinely tested for continuity
4. Extension cords and cord and plug equipment and tools
 Loose, defective or missing parts (such as missing ground prong)
 Damage to cord jacket
 Pinched or crushed outer jacket
 Improperly applied or missing strain relief
 Extension cords should not be used in office or production areas except for temporary
maintenance activities.
 Ensure extension cords are not subject to damage by being run on the floor, across
aisles, over hot pipes or equipment, or over sharp objects.
 Ground continuity in extension cords is routinely checked by meter from ground socket
at one end to ground plug at the other.
 A qualified person should inspect portable electric tools annually and after having been
subject to abuse or potential damaging conditions (water, over-current, etc) to check for
faults and other damage not visible to the eye.
5. Safety-related electrical work practices
 Perform the annual audits required under Safety and Health Procedure 6.1, Control of
Hazardous Energy.
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Ontario County

VEHICLE AND MOBILE EQUIPMENT MAINTENANCE SAFETY – 6.5
Safety and Health Procedure 6.5
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1910.177, §1926.441, §1926.600-.601
Facility Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Company personnel operate and maintain a variety of over-the-road and specialized
vehicles and mobile equipment. Because of their range of sizes, diversity of function, and
complexity of forces and energy types they involve, it is essential that all personnel who maintain
them have the knowledge and skills necessary to perform the job safely.
Applicability: This procedure applies only to the core safety elements of vehicle and mobile
equipment maintenance. It does not address the more specific and detailed elements of the
mechanics trade and maintenance instructions provided by the manufacturer of the vehicle or
equipment being serviced. Knowledge and skills developed through trade training and
manufacturer’s instructions must always be considered and applied, provided they do not allow a
lesser level of safety than specified by this procedure.
Training Key Points:
1. The forces and hazards involved in vehicle and mobile equipment maintenance are many
and able to inflict significant injury or death if not properly controlled. Injury records
nation-wide are filled with stories of dropped vehicles, exploding batteries and fuel tanks,
unexpected movement, lost eyesight, crushed hands and other horrors.
2. Injuries and property damage from these hazards and forces need not occur if adequate
safety precautions are taken every time.
3. Where routine servicing takes place, personnel should utilize standard procedures covered
in task-specific lockout/tagout instructions, job safety analyses (JSA), or manufacturer’s
maintenance instructions.
4. Where trouble-shooting and breakdown maintenance is necessary, maintenance personnel
should supplement the resources in 3. above with a pre-task hazard assessment or team
discussion of the hazards and hazard controls necessary.
5. When servicing both multi-piece and single piece rim wheels on other than automobiles,
vans, and pick-up trucks, or LT-type truck tires, mechanics must be familiar with, and
follow, the requirements of OSHA §1910.177–Servicing multi-piece and single piece rim
wheels.

Dawson Associates Safety and Health Procedure 6.5: Vehicle and Mobile Equipment Maintenance Safety
© 2002 by L. H. Dawson, licensed to purchasing companies for internal use only

Page 1

6. The general safety requirements for vehicle and equipment maintenance include:
a. The use of blocking, cribbing, jack stands or other substantial support for any
vehicle or piece of mobile equipment that is raised, jacked up, hoisted or otherwise
held aloft before anyone is permitted to go under or work in close proximity to the
vehicle or equipment.
i. This requirement also includes blades, buckets, dump bodies, and other
attachments or devices.
ii. Where possible, any attachments or devices should be lowered to the ground
with motors off and controls in the neutral position
b. Equipment must have brakes set and wheels chocked before servicing.
c. To de-energize vehicles and equipment during servicing, either remove and secure
keys or disconnect the battery.
d. Relieve all hydraulic pressure by moving controls in both directions with the engine
off.
e. Once vehicle coolant is below approximately 120°F (will not burn to the touch),
remove the radiator cap. Remove all other pressure caps, controlling removal to
prevent sudden pressure release, and bleed accumulators.
f. Stop the engine before removing inspection covers and when checking or adjusting
belt tension.
g. Keep all tools and other loose objects away from engine surfaces and openings.
h. If servicing vehicles or equipment with the engine running, vent all exhaust out-ofdoors through an exhaust hose.
i. Before working in the pivot area of an articulated machine, attach the steering frame
lock.
j. When changing cutting edges, stop the engine and block the bucket, blade or device.
k. When attempting to align equipment, use drift pins and keep hands clear.
l. When working on power take-off equipment, shut down the primary vehicle and
disengage the PTO lever
m. The use of appropriate PPE is mandatory when servicing vehicles and equipment.
This will include eye protection, face shields, safety shoes, gloves, hearing
protection and other devices, as specified in the PPE Hazard Assessment.
7. Battery usage and charging operations should be guided by the provisions of OSHA
1926.441–Batteries and battery charging.
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Ontario County

HIGHWAY WORK/WORK ZONE SAFETY – 6.6
Safety and Health Procedure 6.6
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1926.200-.202, Manual on Uniform Traffic Control Devices (MUTCD)
(Millennium Edition), NYS DOT Safety Manual, NIOSH Publication 2001-128
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Work in the highway right-of-way and adjacent locations is inherently hazardous due to
varying conditions and the presence of moving vehicles in close proximity to the work being done.
In order to avoid vehicular crashes and personal injuries to County workers and the public users of
the highway, it is critical that appropriate safety procedures be followed at all times. Periodic
attendance at the Work Zone and Flagger Safety training that is provided by the County is
recommended.
Responsibility: Because of the complexity of work zone protection and other elements of highway
work, the supervisor is responsible for providing the detailed procedures and training necessary to
fully implement this procedure. Supervisors and others overseeing highway work should be
familiar with the MUTCD and the NYS DOT Safety Manual. They should also review a copy of
NIOSH Publication 2001-128 available from the office of Employee Safety.
Inspection: The job supervisor, or other competent person, will conduct periodic inspections of work
zones and other highway work activities to ensure compliance with this procedure and with the
references cited above.
Training Key Points:
1.

Explain that highway work is potentially quite hazardous, but that it can be made relatively
safe if appropriate procedures are followed.

2. Cover statistical data as follows:
a. In 2000, 1,093 people were killed in work zone crashes (931 in construction zones,
100 in maintenance zones) and 50,000 people were injured nation-wide.
b. Of those killed, 100 were highway workers. About 20,000 highway workers were
injured.
c. The annual death rate for workers is 3.9 (per 100,000) for all industry, 13.3 for all
construction work, and 39 for highway construction…ten times the rate of all
industry!
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d. Of workers killed in work zones, a majority (between 50 and 80%) die as a result of
work zone activity, not passing motorists!
e. Highway workers die from falls, overturning equipment, being struck by objects
(including backing construction vehicles) and many other causes other than passing
motorists.
f. Highway workers are injured from overexertion (27%), falls (23%) and being struck
by tools, trees, materials and equipment (17%)
3. Since plowing, mowing and many other highway maintenance activities are conducted at
speeds well below posted limits, discuss the following research reported in the August 2000
issue of Professional Safety magazine.
a. Most slow moving vehicle (SMV) collisions are rear-end occurring on open level
highways, in dry weather during daylight without visual obstructions…in other
words, perfect highway conditions!
b. The research shows that most motorists do not have sufficient time to react before
the collision. For example, detection (focusing the eye) takes 1.5 to 2.4 seconds;
identification of the object and its speed and direction takes 1 second; making the
complex decision about what to do takes from 2 to 4 seconds; and responding (by
braking or steering) takes 1 second for a total time required of 5.5 to 8.4 seconds.
c. To perceive closure on a slow moving
vehicle, the eye must see a growth in the size
of the visual image of at least 1.58°/second.
As the chart at the right shows, at typical
closing speeds, there is often little or no time
to react correctly. The only solution is
advanced warning in the form of signage,
lighting, and attention to positioning in the
right of way.

Threshold time in seconds before collision
Slow Moving Vehicle Width
Closing Speed
8.5 ft

6.5 ft

4.5 ft

25 MPH

2.8

2.54

2.11

40 MPH

2.3

2.01

1.67

55 MPH

1.96

1.71

1.42

70 MPH

1.73

1.52

1.26

4. Point out that work zone safety training will be provided by NYS DOT personnel.
5. To help ensure that all highway work zones are as safe as reasonably possible, we will take
the following actions:
a. Work zones will be set up in accordance with the MUTCD.
b. A Traffic Control Supervisor with good knowledge of traffic control principles will
be assigned to all highway jobs being conducted in fixed locations.
i. The traffic control supervisor will evaluate the effectiveness of the work
zone by periodically walking or driving the zone looking for skid marks,
barrier damage, and other indicators of problems.
ii. For mowing, plowing and other moving activities, the equipment operator
will ensure compliance with safety procedures.
c. Anyone who finds problems with the work zone set-up or other safety provisions is
authorized to halt work and direct all personnel to a safe location until the unsafe
condition is corrected.
Ontario County Safety and Health Procedure: Highway Work
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d. The work zone will be only as long as necessary to conduct the work so as not to
have drivers believe that it is safe to resume legal speed while still in the zone.
e. Within the work zone, a traffic manager on the ground must direct all vehicle
operators whenever they do not have clear visibility in the direction of travel so as to
ensure there are no individuals in the path of travel.
f. Wherever possible, we will use channelization or other means as an alternate to
flaggers.
g. Flaggers will be well trained in flagging and traffic control methods and clearly
identified through the use of retro-reflective materials.
h. Flaggers are responsible for the safety of the public and workers within the work
zone and will have no other job.
i. Flaggers have the authority to clear the worksite if conditions on the highway,
weather, or other hazards make work in the roadway unsafe.
j. If work zone intrusions occur, the job supervisor must be notified immediately by
phone or radio so that the circumstances can be determined and corrective action
taken immediately.
6. As budget considerations allow, we will move to the use of high visibility clothing that is
manufactured in accordance with ANSI/ISEA Standard 107-1999 for all highway workers.
a. Research has shown that high visibility clothing must stand out to drivers and be
highly contrasting with the typical orange shades found in work zones on cones,
barricades and vehicles. Lime green vests and other work clothing with 360° retroreflective material is now believed to be the most visible option.
b. All personnel in the work zone, except for those working within a vehicle, must
wear high visibility clothing consistent with the guidelines of ANSI/ISEA107-1999.
7. Work on or near a railroad right-of-way requires the following actions:
a. Notification of the railroad and specific approval by the railroad dispatcher to
conduct the work.
b. Assignment of either a railroad or County dispatcher (flagger) who is in radio
contact with the railroad and who is in a position to see trains approaching from
either direction and is able to clear the right-of-way in time.
c. An assumption that all tracks are live unless out-of-service status is verified.
d. The use of railroad warning devices as specified by the railroad to alert train
engineers to the on-going work.
e. Except when absolutely essential, keep all personnel, tools and equipment outside of
four (4) feet from the rails.
f. In the event of an emergency on the tracks, use red lights, flags or markers, which is
a signal for emergency stop by the train. Do not use red at any other time.
8. Confined space entry during highway operations must be conducted in accordance with
Ontario County Safety and Health Procedure 6.7, Confined Space Entry.
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9. Working over water requires the use of a personal flotation device (PFD) and fall protection
in accordance with Ontario County Safety and Health Procedure 4.6, Fall Protection.
10. Research shows that earthmovers, graders, dozers and other heavy earthmoving equipment
present significant ergonomic risks to operators from vibration and bouncing. To reduce the
impact on the operator, the following actions should be taken:
a. Seating should be effective in reducing the transmission of vibration to the operator,
especially at the lower frequencies.
b. Equipment must be maintained in order to reduce wear and tear that can increase
vibration.
c. Speed of equipment should be reduced over rough or irregular surfaces.
d. Operators should climb down from equipment, not jump, since the shock of a jump
on top of several hours of vibration may do serious injury to the body.
e. If visibility is limited so that it requires awkward postures to see, a coworker should
be assigned to direct the operator through hand signals.
11. Manhole covers should be pulled using pulling devices designed for the purpose that
effectively reduce forces on the back and body.
12. Wet concrete is highly corrosive and can quickly result in significant and very deep burns
on the body if appropriate PPE is not utilized. Individuals should not kneel or sit in wet
concrete nor walk in it or handle it without PPE. See Ontario County Safety and Health
Procedure 8.1, Personal Protective Equipment.

Ontario County Safety and Health Procedure: Highway Work
Page 4
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

Ontario County

CONFINED SPACE ENTRY – 6.7
Safety and Health Procedure 6.7
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA §1910.146
Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to duties involving confined space entry, when
there is a change in duties, when requirements or procedures change, when a deviation from the
procedures outlined for entry is necessary, and when employee performance indicates that
retraining is required.
Satisfactory training must be certified using the training record form found in Ontario County
Safety and Health Procedure 1.3, Safety and Health Training Requirements.
Summary: Confined spaces are well known to be lethal locations if stringent safety procedures are not
implemented and strictly followed in every case. It is the position of the County that our people,
and any contractors doing work for the County, will make entry into confined spaces identified as
potentially hazardous only after training is verified and written procedures are established for the
entry (Refer to detailed written Confined Space Entry Programs for individual departments within
the County).
The starting point will always be, is there a way to accomplish this work without entering the space
or through the use of alternate procedures, etc. before deciding to use the elements of a full
confined space entry program.
Record Retention: the area supervisor must retain all confined space permits issued under this
procedure for at least one (1) year to allow for the required annual review specified under
Inspection below. The annual review report must be retained until superceded by the subsequent
review.
Entry Supervisors Responsibilities: The OSHA regulation makes clear the essential role of the entry
supervisor in confined space work. Specifically, the entry supervisor is expected to:
1. Know the hazards to be faced during entry, including the mode, signs, symptoms and
consequences of exposure.
2. Verify that appropriate entries have been made on the Confined Space Entry Permit
(Appendix 1), that all tests specified on the permit have been made, and all specified
procedures and equipment are in place before signing the permit and allowing entry to
proceed.
3. Terminate the entry and cancel the permit when the work is completed or a non-permitted
condition arises.
4. Verify that rescue services are available and that the means to summon them are operable.
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5. Remove any unauthorized individuals from the space or who are attempting to enter the
space.
6. Periodically ensure that conditions remain safe for the work being done, particularly when
hazards warrant or work responsibility is transferred between individuals or groups.
7. In order to fulfill his/her responsibilities, entry supervisors are expected to read and
understand OSHA §1910.146 and appendices on which this procedure is based.
Training Key Points: The trainer or job supervisor must cover these points will all personnel who will
be assigned a role in the entry of confined spaces and must periodically verify that performance is
consistent with training.
1. Tell trainees that a “confined space” is defined as a space:
a. Large enough for a person to enter and do work.
b. That has limited access (such as tanks, vessels, silos, storage bins, hoppers, vaults,
pits, manholes, ducts, subcellars, machine spaces, excavations, tunnels, ceilings,
head houses, etc.)
c. That is not designed for continuous occupancy.
2. Inattention to confined space procedures, or a lack of procedures and training, caused the
death of 827 workers during the years 1992–1999…over 90 per year! Of those deaths,
a. 304 were from inhalation of substances,
b. 55 were from oxygen depletion, and
c. 468 were due to engulfment
d. It is also common for rescuers unaware of hazards and dangers in a confined space
to die attempting entry to assist. Over 60% of the confined space deaths were
individuals attempting rescue!
3. Explain that a confined space can be of two types depending on the hazard presented.
a. Permit-required confined spaces are the most hazardous and most tightly controlled
because they have one or more of these conditions:
i. Have, or could have, a hazardous atmosphere (such as an inert gas, toxic
fumes, or a lack of good breathable air), or
ii. Has a material that can engulf the worker (such as grain, coal, sand or soil),
or
iii. Has converging sides or a sloped floor that could squeeze the worker if
he/she slipped (such as a grain silo or bulk materials bin), or
iv. Has any other recognized serious safety or health hazard.
b. A non-permit confined space is one without the hazards listed above and is unlikely
to cause death or serious physical harm
4. Each County department is responsible for completing and maintaining their individual
Confined Space Plans, which lists both permit-required and non-permit confined spaces,
their location and their hazards.
Ontario County Safety and Health Procedure: Confined Space Entry
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5. Explain that this procedure deals with permit-required confined spaces as covered in OSHA
§1910.146, but that entry to other confined spaces where a permit is not required must still
be made with careful attention to the safety of the entrants and to rescue if an emergency
should occur.
6. Make it clear that it is County policy that no one may enter a confined space of any kind
(permit-required or non-permit) without a competent attendant on duty nearby. By their
very nature, confined spaces may make escape difficult in case of illness, injury, or external
event, so no person should be left alone without someone in the immediate vicinity to assist.
7. For every fix-location or routine task permit-required confined space, the Confined Space
Assessment form found in Appendix 2 will be completed and will guide training and the
completion of the Confined Space Entry Permit (Appendix 1).
a. All spaces determined to be permit-required confined spaces will be labeled with
signs reading DANGER—PERMIT-REQUIRED CONFINED SPACE—DO NOT ENTER. In
addition, such spaces will be locked, if possible, to prevent inadvertent entry.
8. For work in excavations, manholes, sewers and other variable and non-fixed spaces that
meet the criteria for permit-required entry, the Confined Space Entry Permit (Appendix 1),
will serve as the training and planning document for that activity. Additional guidance for
sewer entry can be found in OSHA §1910.146, Appendix E.
9. For entry into permit-required confined spaces, the County program includes:
a. Measures to prevent unauthorized entry (see 7.a. above).
b. Identification and evaluations of hazards (see 7. and 8. above).
c. Development and implementation of entry procedures (see 7. and 8. above),
including:
i. Acceptable entry conditions.
ii. Employee observation of monitoring and results.
iii. Isolation of the permit space.
iv. Preparation of the space to eliminate or control atmospheric hazards.
v. Providing barriers to pedestrian and vehicular traffic to protect entrants.
vi. Verification of safe conditions throughout the entry period.
d. Providing testing and monitoring equipment, ventilation equipment,
communications equipment, PPE if engineering controls and work practices are not
adequate, lighting equipment, barriers and shields, entry equipment such as ladders,
rescue equipment, and anything else needed for safe entry.
e. Evaluation of space conditions, including pre-entry testing, continuous monitoring if
conditions can change, testing for oxygen, combustible gasses and vapors, and then
toxic materials (in that order), and retesting if there are employee concerns (see 10.
below).
f. Having at lease one attendant outside the space at all times.
g. Identification of all roles and duties (see 11. below).
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h. Procedures for summoning aid and effecting rescue (see 13.a. below).
i. Procedures for permit issue and retention.
j. Procedures for coordination of work during entry when County employees and
contractor personnel may be in the same space (see 12. below).
k. Procedures for concluding the entry activity when work is done and retaining the
entry permit for future evaluation.
l. Review any problems during entry to ensure that corrective action is taken before
the next entry activity takes place to prevent adverse consequences.
10. Preparation of the permit-required confined space must be in accordance with the Confined
Space Assessment form, the Confined Space Entry Permit, and the provisions of Ontario
County Safety and Health Procedure 6.1, Control of Hazardous Energy (if applicable).
a. Testing of the space, if required, must be performed by an individual well trained
and qualified in the use of appropriate testing equipment, the equipment must be
properly maintained and calibrated in accordance with manufacturer’s instructions,
and testing should consider the provisions of OSHA §1910.146, Appendix B,
Procedures for Atmospheric Testing.
b. As a general rule, entry may not be made into a confined space that has an
atmosphere that is immediately dangerous to life and health (IDLH). Every
reasonable effort must be made to make the space safe for occupancy. If entry must
be made under extreme circumstances, management approval is required and
detailed planning for entry and rescue must be completed and implemented.
11. Under certain circumstances where the only hazard is atmosphere that can be removed or
diluted to a safe level by forced-air ventilation and where the conditions are continuously
monitored to ensure safety, implementation of the full permit-based program is not required.
Such conditions will be outlined, and procedures specified, in the Confined Space
Assessment form. OSHA §1910.146(c.5.i) provides details of the requirements.
12. Describe the roles performed in permit-required confined space entry
a. The entry supervisor authorizes the work and ensures compliance with the permit.
i. Discuss specific responsibilities outlined on Page 1.
b. The authorized entrant is the person who can enter the space to do work.
i. Know hazards faced, including signs, symptoms, modes and consequences of
exposure.
ii. Be able to use equipment properly.
iii. Communicate with attendant about status and be able to evacuate, if needed.
iv. Alert attendant in case of warning signs or symptoms or a prohibited
condition.
v. Leave the space promptly if ordered, if signs or symptoms of a problem
develop, if prohibited conditions occur, or an alarm sounds.
vi. Authorized entrants must be trained in basic first aid and CPR.
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c. The attendant is the person who stays outside the space to ensure work progresses
safely.
i. Knows hazards.
ii. Is aware of possible behavioral effects of hazard exposure.
iii. Keeps an accurate count of entrants.
iv. Remains outside the space until relieved or work is completed.
v. Maintains communications with entrants.
vi. Monitors activities in and around the space to ensure it is safe for work to
continue and orders evacuation if there is a prohibited condition, if adverse
behavioral effects are detected, if an outside situation could put entrants at
risk, and/or if he/she can not safely perform duties.
vii. Summons rescue and emergency services, if needed.
viii. If unauthorized individuals approach or enter the space, warns them away or
advises them to exit and notifies entrants and the supervisor.
ix. Performs non-entry rescue in accordance with rescue procedure.
x. Performs no other duties that might interfere with attendant responsibilities.
d. Rescue and emergency services personnel provide assistance in an emergency.
13. If contractors are to perform confined space entry on County spaces, they must present
evidence of a permit-required confined space entry program that is as effective as the
County program. See Ontario County Safety and Health Procedure 1.11, Managing
Contractor Safety.
a. To ensure the safety of contractor personnel during confined space entry, the County
contract supervisor will provide and review the Confined Space Assessment form
(Appendix 2) with contractor entry personnel and will take steps to ensure that an
entry permit consistent with the assessment is completed and followed.
b.

If contractors are to work in the same permit-required confined space as County
employees, they must follow County procedures and sign the permit along with all
County personnel involved in entry.

c. Following work in a permit-required confined space, the contractor entry supervisor
must hold a debriefing meeting with the County job supervisor to discuss and
resolve any hazards or issues that arose during the entry.
14. Because of the dispersed nature of operations within the County and our inability to ensure
a fully trained and equipped response by community responders within three to four
minutes, all permit-required confined space entry work will be conducted with a rescue
team of county employees on immediate standby for response, unless specific arrangements
are made by the entry supervisor for a response service to be on standby.
a. In order to ensure a timely response, County rescue team members will be
positioned within a two (2) minute response time to the entry location and will be
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fully equipped and prepared for rescue entry. They will also be in direct
communications by radio or cellular phone with the entry attendant.
b. Criteria for evaluating the response ability for an outside rescue team or rescue
service is contained in OSHA §1910.146, Appendix F, and should be consulted by
the contract manager or entry supervisor before arrangements are finalized.
15. County employees who are assigned to provide rescue and emergency services to permitrequired confined spaces will be:
a. Provided with appropriate PPE to make necessary rescue(s) and trained in proper
use.
b. Trained in both rescue duties and duties of authorized entrants.
c. Provided training in basic first aid and CPR, with at least one (1) person currently
qualified on the rescue team.
d. Involved in at least one practice rescue annually in spaces or under conditions that
might be found in actual rescues.
e. Under no circumstances may anyone not properly trained and equipped to perform a
rescue be allowed into the confined space during an emergency.
16. To facilitate non-entry rescue, retrieval systems or rescue equipment will be planned for
each entry and will be in place during the actual confined space entry. In addition,
authorized entrants will be provided with a chest or full-body harness with a retrieval line
attached at the center of the back near the shoulder and with the other end fastened to a
fixed point or retrieval device outside the space. As an alternative if a full harness is not
feasible, wristlets may be used.
Inspection: The job supervisor, or other competent person, must perform an annual review of all
completed confined space permit forms to identify and make any changes necessary in the confined
space program so as to ensure the safest possible conditions for future entry.
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Ontario County

POWERED INDUSTRIAL TRUCK OPERATIONS – 7.1
Safety and Health Procedure 7.1
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.178 and ASME B56 series, National LIFTOR at www.liftor.com
Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to powered industrial truck operations, when
requirements or procedures change, and when employee performance indicates that refresher training is
required, and at least every three years.
Inspection Frequency (Equipment): Daily
Employee Evaluation Frequency: Following initial training, refresher training, and at least every
three years.
Summary: A powered industrial truck is defined as a mobile, power-propelled truck used to carry,
push, pull, lift, stack, or tier materials. Powered industrial trucks are also commonly known as
forklifts, pallet trucks, rider trucks, fork trucks, or lift trucks.
OSHA regulations mandate a training program that bases the amount and type of training required
on the operator's prior knowledge and skill, the types of powered industrial trucks the operator will
operate in the workplace, the hazards present in the workplace, and the operator's demonstrated
ability to operate a powered industrial truck safely.
Training must be conducted in a safe location and be conducted by a designated person with the
requisite knowledge, training and experience. If a powered industrial truck operator has previously
received training which is appropriate to the truck being operated and the working conditions,
additional training is not required. However, the operator must be evaluated and, if found qualified,
must be certified as specified below.
Refresher training is required if the operator is involved in an accident or a near-miss incident, the
operator has been observed operating the vehicle in an unsafe manner, the operator has been
determined during an evaluation to need additional training, there are changes in the workplace that
could affect safe operation of the truck, or the operator is assigned to operate a different type of
truck.
Within county operations, we will meet the training requirements of the standard with a
combination of vendor-prepared material and site-specific information administered and
coordinated by supervisors.
Required Content of Training: At the time of initial training, prospective powered industrial truck
operators must be training on both truck-related and workplace-related topics. These include:
1. Truck Related
•

Operating instructions, warnings and precautions for type of truck

•

Similarities and differences to automobiles

•

Control and instrumentation location and use
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•

Engine or motor operation

•

Steering and maneuvering

•

Visibility

•

Fork and attachment limitations and use

•

Vehicle capacity

•

Vehicle stability

•

Vehicle inspection and maintenance

•

Refueling or charging batteries

•

Operating limitations

• Other operating instructions, warnings or precautions listed in the operator's manual
2. Workplace Related
•

Surface conditions where truck is used

•

Load composition and stability

•

Load stacking, unstacking and transport

•

Pedestrian traffic

•

Narrow aisle and restricted area operation

•

Operation in hazardous locations

•

Ramp and sloped surface operation

•

Unique or potentially hazardous conditions
• Operating the vehicle in closed environments
For a more comprehensive summary of the training program content, see Appendix 3
Training Key Points: In addition to the training outlined above and in Appendix 3, the following
information should be covered with trainees:
1. Powered industrial trucks may be operated at any speed determined by the operator to be safe
for the working conditions present while traveling as long as the following conditions are met:
•

The truck is continually under control and can be prevented from tip-over, collision, upset,
and load damage.

•

Trucks are brought to a dead stop at blind corners, intersections, and marked pedestrian
walkways and the horn is sounded before proceeding.

•

Before moving the load, it is secured with stretch wrap, banding, or other means to keep any
part of the load from shifting or falling off the forks.

•

If a pedestrian, other equipment, or debris enters the path of travel, the operator must stop
outside of three (3) truck lengths, sound the horn, and travel at no more than “creep” speed
to no closer than one (1) truck length where they are to come to a dead stop until the way is
clear.
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2. Operators may not give rides to other personnel or lift personnel with the forks.
3. When approached by a pedestrian, signal the pedestrian to stop more than an arms length away
from the side of the truck, lower the load to the floor, set the brake and neutralize the controls
before allowing the pedestrian to come closer.
4. Never run with the forks or mast elevated and always check to ensure adequate mast clearance
when passing through doorways and under other potential obstructions.
5. Seat belts, if installed, must be used at all times!
6. Do not place arms, legs, or any other part of the body between the uprights of the mast or
outside the running lines of the truck.
7. After market steering wheel knobs or “spinners” may not be used under any circumstances due
to the high probability of hand or arm injury if steering wheels hit an obstruction and the
potential for turn-over.
8. Do not take powered industrial trucks into areas containing hazardous atmospheres unless the
truck is specifically designed for use in that atmosphere.
9. When loading or unloading trucks at loading docks, always ensure that the wheels of the truck
are chocked, the tractor is disconnected, and the floorboards of the truck are sound and capable
of holding the weight of the powered industrial truck and its load.
10. Always ensure that dockboards or bridgeplates are sound, resting solidly on the truck and dock
surface along the full width of the plate, and are secured with pins or tabs to prevent movement.
Employee Evaluation: When the employee completes the training exercises and prior to operating the
truck in the workplace, an evaluation of the employee must be performed. This evaluation will
determine the adequacy of training and the ability of the employee to perform truck operations
safely in the workplace. See Appendix 2.
The supervisor or evaluator should then complete a certification of training record containing the
name of the operator, the date of the training, the date of the evaluation, and the identity of the
person(s) performing the training or evaluation. This certification will be entered in the employee’s
personnel file and the Office of Employee Safety training record.
Refresher Training: During the course of truck operation, the supervisor may observe the employee
performing an unsafe act, such as riding with the load too high or traveling at an unsafe speed. The
person making the correction should point out the incorrect manner of operation of the truck or
other unsafe act being conducted, tell the employee how to do the operation correctly, and then
ensure the employee does the operation correctly.
When there have been multiple on-the-spot corrections, the supervisor may decide to conduct a
more structured retraining program that would include the following information:
1. Common unsafe situations encountered in the workplace;
2. Unsafe operating methods observed or known to be used;
3. The need for constant attentiveness to the vehicle, the workplace conditions, and the manner in
which the vehicle is operated.
The above subject areas need to be taught so that the trainee receives all the information needed for
safe vehicle operation. Specific details of the above subject areas may be found in the vehicle
manufacturers' literature, the national consensus standards, and the OSHA standards relating to
powered industrial truck operator training.
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Inspection Procedures: Inspection procedures covering the necessary elements of the daily inspection
by the driver may be found in Appendix 1.
Powered Industrial Truck Design Considerations: The following points are to be considered when
purchasing or maintaining trucks and when preparing work areas for truck operations:
1. No modifications may be made to any powered industrial truck without the written
authorization of the truck manufacturer.
2. If seat belts are not installed, contact the manufacturer for after-market belts and install them in
accordance with the manufacturers instructions.
3. All trucks used for high lift purposes must have substantial overhead guards.
4. Shop-fabricated attachments, booms, arms, and similar devices to allow the truck to do work
other than lifting materials directly on the forks should not be used without the express written
authorization of the manufacturer using competent engineering designs.
5. Trucks with internal combustion engines may only be used outside or in areas with ventilation
sufficient to exhaust all harmful concentrations of exhaust gasses.
6. Motorized hand and hand/rider truck must be designed so that brakes are applied if the operator
lets go of the handle.
7. Aisles and work areas should be at least three feet wider than the widest truck being operated in
the area to allow for safe clearance from obstructions and safe passage for pedestrians.
8. Aisles should be marked in yellow to designate walkways and traffic lanes.
9. Dome mirrors should be used at blind intersections.
10. Adequate lighting should be installed and maintained in all areas of powered industrial truck
operation.
Repair and Maintenance Records: Records of all repairs and maintenance on all powered industrial
trucks will be kept and maintained on file in the department head/manager’s office. Records will be
filed by truck and maintained for the life of the truck.
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Powered Industrial Truck Inspection Checklists

DAILY INSPECTION CHECKLIST—Walking Pallet Truck
Acceptable

Needs Attention

The vehicle inspection
Forks
Battery
Hand guards
The operations inspection
Check the drive operations
Test the brakes
Check the horn
Inspect the load-handling attachment operations
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Powered Industrial Truck Inspection Checklists
DAILY INSPECTION CHECKLIST— Propane Forklift Truck
Acceptable

Needs Attention

KEY OFF Procedures
Overhead guard
Hydraulic cylinders
Mast assembly
Lift chains and rollers
Forks
Tires
LPG tank and locator pin
LPG tank hose
Gas gauge
Check the engine oil level
Examine the battery
Check the hydraulic fluid level
Check the engine coolant level
KEY ON Procedures
Test the front, tail, and brake lights
ENGINE RUNNING Procedures
Check the gauges
Oil pressure indicator lamp
Ammeter indicator lamp
Hour meter
Water temperature gauge
Test the standard equipment
Steering
Brakes
Horn
Safety seat (if equipped)
Check the operation of load-handling attachments
Check the transmission fluid level
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Powered Industrial Truck Inspection Checklists
DAILY INSPECTION CHECKLIST— Electric Forklift Truck
Acceptable

Needs Attention

KEY OFF Procedures
Overhead guard
Hydraulic cylinders
Mast assembly
Lift chains and rollers
Forks
Tires
Examine the battery
Check the hydraulic fluid level
KEY ON Procedures
Check the gauges
Hour meter
Battery discharge indicator
Test the standard equipment
Steering
Brakes
Front, tail, and brake lights
Horn
Safety seat (if equipped)
Check the operation of load-handling attachments
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Powered Industrial Truck Operator Performance Test
Employee

Acceptable

Date

Needs Help

1. Shows familiarity with truck controls.
2. Gave proper signals when turning.
3. Slowed down at intersections.
4. Sounded horn at intersections.
5. Obeyed signs.
6. Kept a clear view of direction of travel.
7. Turned corners correctly - was aware of rear end swing.
8. Yielded to pedestrians.
9. Drove under control and within proper traffic aisles.
10. Approached load properly.
11. Lifted load properly.
12. Maneuvered properly.
13. Traveled with load at proper height.
14. Lowered load smoothly/slowly.
15. Stops smoothly/completely.
16. Load balanced properly.
17. Forks under load all the way.
18. Carried parts/stock in approved containers.
19. Checked bridgeplates/ramps.
20. Did place loads within marked area.
21. Did stack loads evenly and neatly.
22. Did drive backward when required.
23. Did check load weights.
24. Did place forks on the floor when parked, controls neutralized, brake on set, power off.
25. Followed proper instructions for maintenance - checked both at beginning and end.
Evaluator

Totals

This test was developed by the State of Michigan Department of Consumer and Industry Services, Safety Education and Training Div.
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Summary Powered Industrial Truck Operator Training Program
1. Introduction
a. Overview of the program
b. Goal of the program: to provide a training program based on the trainee's prior knowledge, the
types of vehicles used in the workplace, and the hazards of the workplace.
c. Course will utilize video, group discussion and hands-on practice. Each operator must obtain
the knowledge and skills needed to do their job correctly and safely.
2. Types, Features, and Physics
a. Familiarize each operator with the basic types and functions of powered industrial trucks.
b. Develop an understanding of
Figure 1.
the information shown on a
data plate.
Vehicle Center of
Gravity (Unloaded)
c. Understand the critical truck
measurements that affect
safety.
d. Understand the forces that
cause tipovers, and the truck
design considerations and
safety ratings that help prevent
them, including the "stability
triangle” (see figure 1 at
Center of Gravity
of Vehicle and
right).
Maximum Load
3. Inspecting the vehicle
(Theoretical)
a. Understand the purpose and
importance of pre-operational checkouts.
b. Provide a basic understanding of areas covered during a pre-operational checkout.
c. Familiarize each operator with a checklist for pre-operational checkouts, and what to do if a
problem is discovered.
4. Driving the Truck
a. Understand the elements of safe movement of a powered industrial truck.
b. Understand the differences between an automobile and a powered industrial truck.
c. Recognize the safety hazards associated with operating a powered industrial.
5. Load Handling
a. Understand the elements of load lifting safety.
b. Understand the safe operating procedures for raising and lowering loads in aisles.
6. LPG for Lift Trucks
a. Discuss LPG and its properties.
Ontario County Safety and Health Procedure: Powered Industrial Truck Operations, Appendix 3
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b. Understand the elements and procedures of safely refueling internal combustion vehicles.
c. Describe tank components: service valve, surge valve, relief valve, etc.
d. Discuss related safety issues.
7. Battery and Charging
a. Understand the elements and procedures of safely changing and charging batteries.
b. Discuss filling procedures and maintenance.
c. Discuss related safety issues.
8. Safety Concerns
a. Review/reinforce potential of serious injury
b. Review/reinforce safety procedures in your facility.
9. Specific Truck and Workplace Training/Hands-On
a. Review features of specific PIT's to be operated.
b. Review operating procedures of specific PIT's to be operated.
c. Review safety concerns of specific PIT's to be operated.
d. Review workplace conditions and safety concerns of areas where PIT's will be operated.
e. Learn/practice actual operation of specific PIT's to be operated and specific workplace
conditions where PIT's will be operated.
f. Demonstrate proficiency performing the powered industrial truck operator duties specific to the
trainee's position and workplace conditions.
10. Certification of Completion of the Course
This generic training outline is based on material provided by OSHA and may vary from the training
actually provided at this facility due to the needs of operators, the site-specific operating conditions,
the types of vehicles used, and the experience of the facility with powered industrial truck operations.
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CRANE, HOIST AND SLING SAFETY – 7.2
Safety and Health Procedure 7.2
Revised: May 1, 2005
Required by: OSHA, ANSI and County Policy
Reference: OSHA Standards 1910.179 and 1910.184, ANSI Standards B30.2, B30.11 and B30.16
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Inspection Frequency: Daily, monthly and periodic
Summary: Cranes, hoists and slings are highly beneficial in the workplace as alternatives to the
manual handling of products, parts, raw materials and other heavy loads, which carry high potential
for personal injury and property damage. For this reason, the safe and appropriate use of cranes,
hoists and slings is encouraged and expected by County employees whenever practical.
OSHA regulations cover the use of overhead and gantry cranes mounted on multiple rails in
§1910.179. Single girder underhung cranes or hoists are not regulated by OSHA, but are covered in
ANSI standards B30.11 and B30.16. Slings are covered in OSHA §1910.184. For the purpose of
this procedure, the County is drawing from all relevant standards and industry practices even if not
mandated by OSHA.
Training Key Points:
1. Cranes—(If a crane is in use at a specific County facility, list the location and any special
precautions or information as outlined in the operator’s manual and in OSHA §1910.179. If not,
delete the section).
2. Hoists—The following points are essential to safe hoist operation:
•

Only trained and competent persons may operate hoists.

•

Hoists must be inspected regularly as indicated in the inspection section of this procedure.

•

Operators must be observant during all hoist operations for problems that may have
developed since the last inspection and must stop hoist operation until examined and
corrected by qualified mechanics.

•

Operators must know what is being lifted, its weight, and the lifting capacity of the hoist.

•

Never exceed the rated capacity of the hoist.

•

Hoist controls must return automatically to the “off” or “stop” position when released by the
operator.

•

Hoist loads may not be moved over or above any personnel and no personnel should be
allowed on the load during movement.

•

When attaching the load, make sure the hoist chain or rope is free of kinks or twists and not
wrapped around the load. Always use slings or other approved devices to attach the load to
the load block and be sure that the sling clears all obstacles.

Ontario County Safety and Health Procedure: Crane, Hoist and Sling Safety
Page 1
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

•

Be sure that there are always two full wraps of the wire rope on the drum.

•

When moving the load, make sure it is well secured and properly balanced in the sling or
lifting device before it is lifted more than a few inches.

•

Before starting to lift, be sure the hoist rope is not kinked, that multiple part lines are not
twisted around each other, and that the hook is brought over the load in such a manner as to
prevent swinging.

•

Do not “shock load” the hoist. Take up tension slowly as the lift begins to avoid sudden
excessive forces.

•

Test the brakes each time a load approaching the rated load is handled. Raise the load a few
inches and apply the brakes or stop the hoist and ensure that the load does not drift
downward.

•

During hoisting, take care that there is no sudden acceleration or deceleration of the moving
load and that the load does not contact any obstructions.

• Do not make any side pulls with the hoist unless authorized by a qualified engineer.
3. Slings—The following points are essential to safe sling use:
•

Do not use slings that are damaged or defective.

•

Slings shall not be shortened with knots or bolts or other makeshift devices.

•

Sling legs shall not be kinked.

•

Slings shall not be loaded in excess of their rated capacities.

•

Slings used in a basket hitch shall have the loads balanced to prevent slippage.

•

Slings shall be securely attached to their loads.

•

Slings shall be padded or protected from the sharp edges of their loads.

•

Suspended loads shall be kept clear of all obstructions.

•

All employees shall be kept clear of loads about to be lifted and of suspended loads.

•

Hands or fingers shall not be placed between the sling and its load while the sling is being
tightened around the load.

•

Do not pull a sling from under a load when the load is resting on the sling.

•

Each day before being used, the sling and all fastenings and attachments must be inspected
for damage or defects. Perform additional inspections during sling use where service
conditions warrant. Immediately remove damaged or defective slings from service.

•

Never use makeshift links or fasteners formed from bolts or rods, or other such attachments.

•

On synthetic web slings, each sling must be marked or coded to show the rated capacities
for each type of hitch and type of synthetic web material. The synthetic webbing must be of
uniform thickness and width and selvage edges shall not be split from the webbing's width.

•

Fittings must be free of all sharp edges that could in any way damage the webbing.

•

Nylon web slings shall not be used where fumes, vapors, sprays, mists or liquids of acids or
phenolics are present.

•

Polyester and polypropylene web slings shall not be used where fumes, vapors, sprays,
mists or liquids of caustics are present.

Ontario County Safety and Health Procedure: Crane, Hoist and Sling Safety
Page 2
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

•

Web slings with aluminum fittings shall not be used where fumes, vapors, sprays, mists or
liquids of caustics are present.
4. Maintenance procedure—Mechanics must be aware that before adjustments and repairs are
started on a hoist the following precautions must be taken:
•

The hoist to be repaired must be run to a location where it will cause the least interference
with other hoists and operations in the area.

•

All controllers must be off.

•

The power to the unit must be locked out and tagged.

•

An “out of service” sign should be fastened to the controller or hook in accordance with the
department lockout/tagout procedure.

•

Crane hooks showing defects should be discarded. Repairs by welding or reshaping are not
generally recommended.
Inspection Checklist: As a general rule, the frequency of inspection of hoists and slings depends on
the amount of use, the conditions of use, and the potential for damage or deterioration during use.
Unless otherwise specified, the more detailed periodic inspection of hoists will be conducted every
six months. Inspections will examine the following key elements:
1. Cranes—(If a crane is in use, see the detailed inspection requirements contained in OSHA
§1910.179(j) and ANSI B30.2.0. If not, delete this section.)
2. Hoists (daily)—Conducted by the operator or user
•

Visually check all functional operating mechanisms for maladjustment, which interferes
with proper operation, and for excessive wear of components.

•

Look for deterioration or leakage in lines, tanks, valves, and other parts of air or hydraulic
systems.

•

Check electrical control and power cables for wear, cuts, or loose connections.

•

Visually check hooks for deformation or cracks.

•

Look at wire rope or cables for any broken strands or other wear.

• Check rope reeving for noncompliance with manufacturer's recommendations.
3. Hoists (periodic)— Complete inspections of the hoist will be performed at six-month intervals
unless there is need or justification to adjust the time period up or down based on hoist activity,
severity of service, and operating environment. Competent inspectors should check:
•

Deformed, cracked, or corroded members.

•

Loose bolts or rivets.

•

Cracked or worn sheaves and drums.

•

At least two wraps of rope on the drum when the hook is in its extreme low position.

•

Adequate wire rope or hoist chain to allow reaching all points of use safely.

•

Rope end anchored by a clamp securely attached to the drum, or by a socket arrangement
approved by the crane or rope manufacturer.

•

Limit devices to stop the hook at its highest and lowest points of safe travel.

•

Nip or pinch points guarded on all sheaves where personnel can reach them.
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•

Worn, cracked or distorted parts such as pins, bearings, shafts, gears, rollers, locking and
clamping devices.

•

Excessive wear on brake system parts, linings, pawls, and ratchets.

•

Load and other indicators over their full range, for any significant inaccuracies.

•

Load rating clearly marked on the hoist and readily visible to the operator.

•

Travel limit stops are in place to keep the hoist from running off the rail.

•

Hoist controls are clearly marked for direction of travel.

•

Electric, or other power sources, for improper performance or noncompliance with
applicable safety requirements.

•

Excessive wear of chain drive sprockets and excessive chain stretch.

•

Electrical apparatus for signs of pitting or any deterioration of controller contactors, limit
switches and pushbutton stations.
4. Hooks and Hoist Chains (monthly)—Conducted by trained and qualified personnel
•

Look for hooks with deformation or cracks. For hooks with cracks or having more than 15
percent in excess of normal throat opening or more than 10´ twist from the plane of the
unbent hook, remove them from service until repaired by qualified repair personnel or
replaced.

•

Look at hoist chains, including end connections, for excessive wear, twist, distorted links
interfering with proper function, or stretch beyond manufacturer's recommendations.
5. Wire Ropes (monthly)—Conducted by trained and qualified personnel. On running ropes, look
for conditions which could result in an appreciable loss of strength such as:
•

Any deterioration resulting in appreciable loss of original strength.

•

Reduction of rope diameter below nominal diameter due to loss of core support, internal or
external corrosion, or wear of outside wires.

•

A number of broken outside wires and the degree of distribution or concentration of such
broken wires.

•

Worn outside wires.

•

Corroded or broken wires at end connections.

•

Corroded, cracked, bent, worn, or improperly applied end connections.

• Severe kinking, crushing, cutting, or unstranding.
6. Slings (daily)— Synthetic web slings shall be immediately removed from service if any of the
following conditions are present:
•
•
•
•
•

Acid or caustic burns
Melting or charring of any part of the sling surface
Snags, punctures, tears or cuts
Broken or worn stitches
Distortion of fittings
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MATERIALS HANDLING AND STORAGE – 7.3
Safety and Health Procedure 7.3
Revised: May 1, 2005
Required by: OSHA and County Policy
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Materials handling and storage is a daily activity throughout County operations. While
basic and relatively uncomplicated, failures can have lasting impact on the individuals involved and
serious consequences for others. Manual materials handling is frequently associated with back and
repetitive stress injuries. Power materials handling can result in significant damage to property and
disabling injury or death. Controls employed by County operations include minimizing manual
handling, using safe equipment and techniques for power handling, and high levels of awareness on
the part of all personnel for the risks and appropriate solutions to them.
Inspection: Supervisors are responsible for periodic inspections of assigned facilities and operations to
ensure that all appropriate or required hazard controls are in place and being utilized.
Training Key Points:
1. The safe movement of supplies, materials, and equipment throughout County facilities is
essential to operations.
2. Personal injuries and damage to property during materials handling and storage is costly
and unnecessary if hazards are correctly assessed and proper controls are utilized.
3. Appendix 1, OSHA booklet 2236, contains a comprehensive and very helpful review of
materials handling and storage requirements and recommendations. All County employees,
regardless of job or responsibility, should read appendix 1, paying particular attention to
elements associated with their job.
a. Trainers should highlight those sections that apply specifically to jobs being done by
the trainees.
b. Trainers should quiz trainees about the contents of the booklet as they relate to their
jobs.
4. Cover materials handling and storage requirements specific to trainee jobs that are not dealt
with in the booklet.
5. Address the following critical points about materials handling:
a. Whether handling manually or with power, never push the capacity of the individual
or the equipment. Instead, move to the next level of handling capability.
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b. If faced with manual handling, try first to find a way to use power or mechanical
advantage. If the item must be physically handled, stay well under your maximum
lifting capacity, ask for assistance, if necessary, or break down the load into smaller
units.
c. If handling or lifting aids are available, use them!
d. Remember, lifting or handling materials at work is not a competition. Trying to
prove strength in this manner is foolhardy! In this case, the easy way is the safest
way.
e. If you routinely handle materials at work, make sure you are in good physical
condition for the job you do and then stretch and warm up before handling.
f. If necessary, consider weight training or other forms of physical conditioning. These
have the affect of balancing the body and help ensure that there are fewer weak links
that can be damaged or injured during handling.
g. If you feel pain when handling, or soon after handling, stop and report to your
supervisor. Pain indicates a problem that needs to be addressed immediately. Work
should not be painful!
6. Cover the basics of lifting and have people practice lifts. They are:
a. Check the weight and size of the object and make sure it is well within your
capacity.
b. Ensure you can comfortably grip the object using handles, lips, or straps, if
necessary.
c. Lift with the legs (the body’s strongest muscles) while keeping the back in a gentle
“S” curve.
d. Lift the load close to the body.
e. When erect, hold or carry the load as close to the body as possible.
f. If changing direction with the load, turn with the feet. Do not rotate the body with a
load.
7. Cover the following basic principles of materials storage:
a. Store only in designated storage spots, not in aisles, exits, stairways, or workspace.
b. Ensure that there is adequate lighting so as to see hazards and written information.
c. Before storing, determine if the material or items need to be kept. If not, recycle,
trash, or return.
d. When storing, place items in racks, bins, cabinets, drawers, or another location
designed and safe for the purpose.
e. If materials must be stored in the open, they must be in neat stacks with rows or
aisles between stacks so that every item in storage is accessible from a row or aisle
without having to move materials to retrieve what you want.
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f. Do not store items on top of cabinets, racks or equipment. Such storage is difficult to
access, tends to be forgotten, and is often a fire hazard.
g. Racks, cabinets, files and other freestanding units used for storage must be fastened
together or to the wall to insure stability so they do not fall when opened or
materials are pulled from them.
h. Place heavy items in storage between knee and chest level which makes retrieval
easier and safer. Lighter items can be stored below knee level and above chest level.
i. Mark items stored in boxes with the contents and approximate weight to aid in
retrieval.
j. For time-sensitive items in storage (foods, paints and coatings, chemicals, records,
etc.), clearly mark a “pull by” or “destroy by” date on the container to ensure that
outdated and potentially dangerous or hazardous items do not remain in storage long
after their useful date has passed.
k. Boxes or containers that are crushed, torn, split, water damaged, bulging or
otherwise appear damaged are unsafe for use or storage and must be unloaded and
discarded with the contents repacked in safe, stable containers.
l. Where goods or materials are stacked in storage, care must be taken to ensure
continuing stability by using blocking, banding, strapping, interlocking, or reduced
height.
m. Cover storage of incompatible materials used in the work area. For example, acids
and bases should be separated, oxidizers and fuels must be separated, and foods and
chemicals must be separated. See Ontario County Safety and Health Procedure 2.1,
EZFacts Document 181.
8. Housekeeping—Stress that housekeeping is fundamental to safe materials handling and
storage and is regulated by OSHA. Specifically, the law requires that storage areas must be
kept free from accumulation of materials that constitute hazards from tripping, fire,
explosion, or pest harborage. To ensure compliance with this section, the following must be
standard practice:
a. All supplies, goods, materials, containers, scrap, waste, etc. must be properly stored
or removed by the end of each business day.
b. Storage areas in active use must be swept clean on a daily basis. Inactive storage
areas must be swept when dirt, dust, debris is obvious.
c. On a monthly basis, all storage areas will be checked for outdated materials or
materials no longer required and those items will be removed and discarded or
recycled.
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Materials Handling and Storage
OSHA 2236, Revised 2002
Contents
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What should your employees know before moving,
handling, and storing materials?................................ 1
What are the potential hazards for workers? ................... 2
What precautions should workers take when moving
materials manually? ................................................. 2
What precautions should workers take when moving
materials mechanically? ............................................ 3
What precautions must workers take to avoid storage
hazards? .................................................................... 4
What safeguards must workers follow when stacking
materials? ................................................................. 5
Important Safety Measures .............................................. 7
What safety measures should employers take
regarding conveyors? ............................................... 7
What safety measures should employers take
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What are the safety requirements for modification?....... 11
What are the safety requirements for modification?....... 11
What safety precautions should employers and
workers observe when operating or maintaining
powered industrial trucks? ..................................... 13
Are there any training requirements for operators of
powered industrial trucks? ..................................... 14
Basic Safety and Health Principles ................................ 16
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What about fire safety? .................................................. 16
What about aisles and passageways? ............................ 17

Introduction
Handling and storing materials involve diverse operations
such as hoisting tons of steel with a crane; driving a truck
loaded with concrete blocks; carrying bags or materials
manually; and stacking palletized bricks or other materials
such as drums, barrels, kegs, and lumber.
The efficient handling and storing of materials are vital to
industry. In addition to raw materials, these operations
provide a continuous flow of parts and assemblies through
the workplace and ensure that materials are available when

needed. Unfortunately, the improper handling and storing of
materials often result in costly injuries.

What should your employees know before
moving, handling, and storing materials?
In addition to training and education, applying general safety
principles—such as proper work practices, equipment, and
controls—can help reduce workplace accidents involving the
moving, handling, and storing of materials. Whether moving
materials manually or mechanically, your employees should
know and understand the potential hazards associated with
the task at hand and how to control their workplaces to
minimize the danger.
Because numerous injuries can result from improperly
handling and storing materials, workers should also be aware
of accidents that may result from the unsafe or improper
handling of equipment as well as from improper work
practices. In addition, workers should be able to recognize
the methods for eliminating—or at least minimizing—the
occurrence of such accidents. Employers and employees
should examine their workplaces to detect any unsafe or
unhealthful conditions, practices, or equipment and take
corrective action.

What are the potential hazards for workers?
Workers frequently cite the weight and bulkiness of objects
that they lift as major contributing factors to their injuries. In
1999, for example, more than 420,000 workplace accidents
resulted in back injuries. Bending, followed by twisting and
turning, were the more commonly cited movements that
caused back injuries.
Other hazards include falling objects, improperly stacked
materials, and various types of equipment. You should make
your employees aware of potential injuries that can occur
when manually moving materials, including the following:
 Strains and sprains from lifting loads improperly or
from carrying loads that are either too large or too
heavy,
 Fractures and bruises caused by being struck by
materials or by being caught in pinch points, and
 Cuts and bruises caused by falling materials that have
been improperly stored or by incorrectly cutting ties or
other securing devices.

What precautions should workers take when
moving materials manually?
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When moving materials manually, workers should attach
handles or holders to loads. In addition, workers should
always wear appropriate personal protective equipment and
use proper lifting techniques. To prevent injury from
oversize loads, workers should seek help in the following:
 When a load is so bulky that employees cannot
properly grasp or lift it,
 When employees cannot see around or over a load, or
 When employees cannot safely handle a load.
Using the following personal protective equipment prevents
needless injuries when manually moving materials:
 Hand and forearm protection, such as gloves, for loads
with sharp or rough edges.
 Eye protection.
 Steel-toed safety shoes or boots.

 Center the load on the forks as close to the mast as
possible to minimize the potential for the truck tipping
or the load falling,
 Avoid overloading a lift truck because it impairs
control and causes tipping over,
 Do not place extra weight on the rear of a
counterbalanced forklift to allow an overload,
 Adjust the load to the lowest position when traveling,
 Follow the truck manufacturer’s operational
requirements, and
 Pile and cross-tier all stacked loads correctly when
possible.

What precautions must workers take to avoid
storage hazards?

Stored materials must not create a hazard for employees.
 Metal, fiber, or plastic metatarsal guards to protect the Employers should make workers aware of such factors as the
instep area from impact or compression.
materials’ height and weight, how accessible the stored
See OSHA’s booklet, Personal Protective Equipment(OSHA materials are to the user, and the condition of the containers
where the materials are being stored when stacking and
3077), for additional information.
piling materials. To prevent creating hazards when storing
Employees should use blocking materials to manage loads
materials, employers must do the following:
safely. Workers should also be cautious when placing blocks
 Keep storage areas free from accumulated materials
under a raised load to ensure that the load is not released
that cause tripping, fires, or explosions, or that may
before removing their hands from under the load. Blocking
contribute to the harboring of rats and other pests;
materials and timbers should be large and strong enough to
support the load safely. In addition to materials with cracks,
 Place stored materials inside buildings that are under
workers should not use materials with rounded corners,
construction and at least 6 feet from hoist ways, or
splintered pieces, or dry rot for blocking.
inside floor openings and at least 10 feet away from

What precautions should workers take when
moving materials mechanically?
Using mechanical equipment to move and store materials
increases the potential for employee injuries. Workers must
be aware of both manual handling safety concerns and safe
equipment operating techniques. Employees should avoid
overloading equipment when moving materials mechanically
by letting the weight, size, and shape of the material being
moved dictate the type of equipment used. All materialshandling equipment has rated capacities that determine the
maximum weight the equipment can safely handle and the
conditions under which it can handle that weight. Employers
must ensure that the equipment-rated capacity is displayed
on each piece of equipment and is not exceeded except for
load testing.
Although workers may be knowledgeable about powered
equipment, they should take precautions when stacking and
storing material. When picking up items with a powered
industrial truck, workers must do the following:

exterior walls;
 Separate noncompatible material; and
 Equip employees who work on stored grain in silos,
hoppers or tanks, with lifelines and safety belts.
In addition, workers should consider placing bound material
on racks, and secure it by stacking, blocking, or interlocking
to prevent it from sliding, falling, or collapsing.

What safeguards must workers follow when
stacking materials?
Stacking materials can be dangerous if workers do not
follow safety guidelines. Falling materials and collapsing
loads can crush or pin workers, causing injuries or death. To
help prevent injuries when stacking materials, workers must
do the following:
 Stack lumber no more than 16 feet high if it is handled
manually, and no more than 20 feet if using a forklift;
 Remove all nails from used lumber before stacking;
 Stack and level lumber on solidly supported bracing;
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 Ensure that stacks are stable and self-supporting;
 Do not store pipes and bars in racks that face main
aisles to avoid creating a hazard to passersby when
removing supplies;
 Stack bags and bundles in interlocking rows to keep
them secure; and

knowing how to safely and effectively use equipment such
as conveyors, cranes, and slings.

What safety measures should employers take
regarding conveyors?

When using conveyors, workers may get their hands caught
in nip points where the conveyor medium runs near the
 Stack bagged material by stepping back the layers and frame or over support members or rollers. Workers also may
cross-keying the bags at least every ten layers (to
be struck by material falling off the conveyor, or they may
remove bags from the stack, start from the top row
get caught in the conveyor and drawn into the conveyor path
first).
as a result. To prevent or reduce the severity of an injury,
employers must take the following precautions to protect
During materials stacking activities, workers must also do
workers:
the following:
 Store baled paper and rags inside a building no closer
than 18 inches to the walls, partitions, or sprinkler
heads;
 Band boxed materials or secure them with cross-ties
or shrink plastic fiber;
 Stack drums, barrels, and kegs symmetrically;
 Block the bottom tiers of drums, barrels, and kegs to
keep them from rolling if stored on their sides;
 Place planks, sheets of plywood dunnage, or pallets
between each tier of drums, barrels, and kegs to make
a firm, flat, stacking surface when stacking on end;
 Chock the bottom tier of drums, barrels, and kegs on
each side to prevent shifting in either direction when
stacking two or more tiers high; and
 Stack and block poles as well as structural steel, bar
stock, and other cylindrical materials to prevent
spreading or tilting unless they are in racks.
In addition, workers should do the following:
 Paint walls or posts with stripes to indicate maximum
 stacking heights for quick reference;
 Observe height limitations when stacking materials;
 Consider the need for availability of the material; and

 Install an emergency button or pull cord designed to
stop the conveyor at the employee’s work station.
 Install emergency stop cables that extend the entire
length of continuously accessible conveyor belts so
that the cables can be accessed from any location
along the conveyor.
 Design the emergency stop switch so that it must be
reset before the conveyor can be restarted.
 Ensure that appropriate personnel inspect the
conveyor and clear the stoppage before restarting a
conveyor that has stopped due to an overload.
 Prohibit employees from riding on a materialshandling conveyor.
 Provide guards where conveyors pass over work areas
or aisles to keep employees from being struck by
falling material. (If the crossover is low enough for
workers to run into it, mark the guard with a warning
sign or paint it a bright color to protect employees.)
 Cover screw conveyors completely except at loading
and discharging points. (At those points, guards must
protect employees against contacting the moving
screw. The guards are movable, and they must be
interlocked to prevent conveyor movement when the
guards are not in place.)

 Stack loose bricks no more than 7 feet in height.
What safety measures should employers take
(When these stacks reach a height of 4 feet, taper them
back 2 inches for every foot of height above the 4-foot regarding cranes?
level. When masonry blocks are stacked higher than 6 Employers must permit only thoroughly trained and
feet, taper the stacks back one-half block for each tier competent workers to operate cranes. Operators should
above the 6-foot level.)
know what they are lifting and what it weighs. For example,
the rated capacity of mobile cranes varies with the length of
the boom and the boom radius. When a crane has a
Important Safety Measures
telescoping boom, a load may be safe to lift at a short boom
To reduce the number of accidents associated with
length or a short boom radius, but may overload the crane
workplace equipment, employers must train employees in
when the boom is extended and the radius increases.
the proper use and limitations of the equipment they operate.
To reduce the severity of an injury, employers must take the
In addition to powered industrial trucks, this includes
following precautions:
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 Equip all cranes that have adjustable booms with
boom angle indicators.

must ensure that workers observe the following precautions
when working with slings:

 Provide cranes with telescoping booms with some
means to determine boom lengths unless the load
rating is independent of the boom length.

 Remove immediately damaged or defective slings
from service.

 Post load rating charts in the cab of cab-operated
cranes. (All cranes do not have uniform capacities for
the same boom length and radius in all directions
around the chassis of the vehicle.)
 Require workers to always check the crane’s load
chart to ensure that the crane will not be overloaded
by operating conditions.
 Instruct workers to plan lifts before starting them to
ensure that they are safe.
 Tell workers to take additional precautions and
exercise extra care when operating around power
lines.
 Teach workers that outriggers on mobile cranes must
rest on firm ground, on timbers, or be sufficiently
cribbed to spread the weight of the crane and the load
over a large enough area. (Some mobile cranes cannot
operate with outriggers in the traveling position.)
 Direct workers to always keep hoisting chains and
ropes free of kinks or twists and never wrapped
around a load.
 Train workers to attach loads to the load hook by
slings, fixtures, and other devices that have the
capacity to support the load on the hook.

 Do not shorten slings with knots or bolts or other
makeshift devices.
 Do not kink sling legs.
 Do not load slings beyond their rated capacity.
 Keep suspended loads clear of all obstructions.
 Remain clear of loads about to be lifted and
suspended.
 Do not engage in shock loading.
 Avoid sudden crane acceleration and deceleration
when moving suspended loads.

What must employers do to protect workers
who operate powered industrial trucks?
Workers who handle and store materials often use fork
trucks, platform lift trucks, motorized hand trucks, and other
specialized industrial trucks powered by electrical motors or
internal combustion engines. Employers must make these
workers aware of the safety requirements pertaining the
design, maintenance, and use of these trucks.

What are the safety requirements for design?

All new powered industrial trucks, except vehicles intended
primarily for earth moving or over-the-road hauling, must
 Instruct workers to pad sharp edges of loads to prevent meet the design and construction requirements for powered
cutting slings.
industrial trucks established in the American National
 Teach workers to maintain proper sling angles so that Standard for Powered Industrial Trucks, Part II, ANSI
B56.1-1969. Trucks approved for fire safety also must bear a
slings are not loaded in excess of their capacity.
label, or some other identifying mark, indicating acceptance
 Ensure that all cranes are inspected frequently by
by a nationally recognized testing laboratory.
persons thoroughly familiar with the crane, the
methods of inspecting the crane, and what can make
What are the safety requirements for
the crane unserviceable. Crane activity, the severity of
modification?
use, and environmental conditions should determine
inspection schedules.
You and your employees must not make modifications and
 Ensure that the critical parts of a crane—such as crane additions affecting capacity and safe operation of the trucks
operating mechanisms, hooks, air, or hydraulic system without the manufacturer’s prior written approval. In these
components and other load-carrying components—are cases, you must change capacity, operation, and
maintenance instruction plates and tags or decals to reflect
inspected daily for any maladjustment, deterioration,
the new information. If the truck is equipped with front-end
leakage, deformation, or other damage.
attachments that are not factory installed, the user must
request that the truck be marked to identify these
What must employers do to ensure the safe use attachments and show the truck’s approximate weight—
of slings?
including the installed attachment—when it is at maximum
elevation with its load laterally centered.
As an employer, you must designate a competent person to
conduct inspections of slings before and during use,
especially when service conditions warrant. In addition, you
Ontario County Safety and Health Procedure: Materials Handling and Storage
OSHA Publication 2236 (abbreviated)

Page 4

What are the safety requirements for
designation?

Code of Federal Regulations (CFR) Part 1910.178(b) for
more detail on these designations.

There are 11 different designations of industrial trucks, and
each designation is suitable for use in certain locations and
under specific conditions. Workers must not use powered
industrial trucks in atmospheres containing hazardous
concentrations of the following substances:

What safety precautions should employers and
workers observe when operating or
maintaining powered industrial trucks?

 Acetylene
 Butadiene
 Acetaldehyde
 Cyclopropane
 Ethylene
 Isoprene
 Hydrogen (or gases or vapors equivalent in hazard to
hydrogen)
 Ethylene oxide
 Propylene oxide
 Diethyl ether
 Unsymmetrical dimethyl hydrazine
In addition, workers may not use these trucks in atmospheres
containing hazardous concentrations of metal dust, including
aluminum, magnesium, and other metals of similarly
hazardous characteristics. In atmospheres containing carbon
black, coal, or coke dust, workers may use only approved
powered industrial trucks designated as EX. Where dusts of
magnesium, aluminum, or bronze may be present, fuses,
switches, motor controllers, and circuit breakers of trucks
must have enclosures specifically approved for such
locations.
Some powered industrial trucks are designed, constructed,
and assembled for use in atmospheres containing flammable
vapors or dusts. These include powered industrial trucks
equipped with the following:
 Additional safeguards to their exhaust, fuel, and
electrical systems;

When operating or maintaining powered industrial trucks,
you and your employees must consider the following safety
precautions:
 Fit high-lift rider trucks with an overhead guard if
permitted by operating conditions.
 Equip fork trucks with vertical load backrest
extensions according to manufacturers’ specifications
if the load presents a hazard.
 Locate battery-charging installations in designated
areas.
 Provide facilities for flushing and neutralizing spilled
electrolytes when changing or recharging batteries to
prevent fires, to protect the charging apparatus from
being damaged by the trucks, and to adequately
ventilate fumes in the charging area from gassing
batteries.
 Provide conveyor, overhead hoist, or equivalent
materials handling equipment for handling batteries.
 Provide auxiliary directional lighting on the truck
where general lighting is less than 2 lumens per square
foot.
 Do not place arms and legs between the uprights of
the mast or outside the running lines of the truck.
 Set brakes and put other adequate protection in place
to prevent movement of trucks, trailers, or railroad
cars when using powered industrial trucks to load or
unload materials onto them.
 Provide sufficient headroom under overhead
installations, lights, pipes, and sprinkler systems.

 Temperature limitation features; and

 Provide personnel on the loading platform with the
means to shut off power to the truck whenever a truck
is equipped with vertical only (or vertical and
horizontal) controls elevatable with the lifting carriage
or forks for lifting personnel.

 Electric motors and all other electrical equipment
completely enclosed.

 Secure dockboards or bridge plates properly so they
won’t move when equipment moves over them.

 No electrical equipment (including the ignition);

Workers may use these specially designed powered
industrial trucks in locations where volatile flammable
liquids or flammable gases are handled, processed, or used.
The liquids, vapors, or gases should be confined within
closed containers or closed systems and not allowed to
escape. These trucks are approved and generally designated
as DS, DY, ES, EE, EX, GS, or LPS. See Title 29 of the

 Handle only stable or safely arranged loads.
 Exercise caution when handling tools.
 Disconnect batteries before repairing electrical
systems on trucks.
 Ensure that replacement parts on industrial trucks are
equivalent to the original ones.
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Are there any training requirements for
operators of powered industrial trucks?
Yes. Effective March 1, 1999, employers must develop a
training program specific to the type of truck to be driven
and the working conditions encountered. Employers must
also evaluate the operator’s performance in the workplace
and certify that each operator has successfully received the
training needed. The certification must include the name of
the operator, the date of training, the date of evaluation, and
the identity of the person(s) performing the training or
evaluation. In addition, you must conduct an evaluation of
each powered industrial truck operator’s performance at
least once every 3 years.
You must also conduct such an evaluation as well as
refresher training if one of the following applies:
 Operator is observed operating the vehicle in an
unsafe manner;
 Operator is involved in an accident or near-miss
incident;
 Operator receives an evaluation revealing unsafe
operation of the truck;

that cause musculoskeletal disorders. In the area of materials
handling and storing, ergonomic principles may require
controls such as reducing the size or weight of the objects
lifted, installing a mechanical lifting aid, or changing the
height of a pallet or shelf.
Although no approach completely eliminates back injuries
resulting from lifting materials, you can prevent a substantial
number of lifting injuries by implementing an effective
ergonomics program and by training your employees in
appropriate lifting techniques.

What About Fire Safety?
In adhering to fire safety precautions, instruct employees
that flammable and combustible materials must be stored
according to their fire characteristics. Flammable liquids, for
example, must be separated from other material by a fire
wall. Also, other combustibles must be stored in an area
where smoking and using an open flame or a sparkproducing device is prohibited. Dissimilar materials that are
dangerous when they come into contact with each other must
be stored apart.

What About Aisles and Passageways?

 Operator is assigned to drive a different type of truck;
or

When using aisles and passageways to move materials
mechanically, workers must allow sufficient clearance for
aisles at loading docks, through doorways, wherever turns
 Condition in the workplace changes in a manner that
must be made, and in other parts of the workplace. Providing
could affect safe operation of the truck.
sufficient clearance for mechanically-moved materials will
For more information contact your Regional OSHA office or
prevent workers from being pinned between the equipment
visit our website at http://www.oshaand fixtures in the workplace, such as walls, racks, posts, or
slc.gov/Training/PIT/pit_menu.htm. For more detailed
other machines. Sufficient clearance also will prevent the
information on powered industrial trucks, overhead and
load from striking an obstruction and falling on an
gantry cranes, and slings, see 29 CFR Part 1910.178
employee.
through 1910.184 Subpart N.
Employers must ensure that all passageways that workers
use remain clear of obstructions and tripping hazards.
Basic Safety and Health Principles
Workers should not store materials in excess of supplies
Employers can reduce injuries resulting from handling and
needed for immediate operations in aisles or passageways,
storing materials by using some basic safety procedures such and employers must mark permanent aisles and passageways
as adopting sound ergonomics practices, taking general fire appropriately.
safety precautions, and keeping aisles and passageways
clear.
Training and Education

What Is Ergonomics?
Ergonomics is defined as the study of work and is based on
the principle that the job should be adapted to fit the person
rather than forcing the person to fit the job. Ergonomics
focuses on the work environment, such as its design and
function, as well as items—such as the design and function
of work stations, controls, displays, safety devices, tools, and
lighting to fit the employees’ physical requirements and to
ensure their health and well being.
Ergonomics includes restructuring or changing workplace
conditions, to make the job easier, and reducing stressors

OSHA recommends that employers establish a formal
training program to teach workers how to recognize and
avoid materials handling hazards. Instructors should be well
versed in safety engineering and materials handling and
storing. The training should reduce workplace hazards by
emphasizing the following factors:
 Dangers of lifting without proper training.
 Avoidance of unnecessary physical stress and strain.
 Awareness of what a worker can comfortably handle
without undue strain.
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 Use of equipment properly.
 Recognition of potential hazards and how to prevent
or correct them.

Boom radius - The horizontal distance from the axis of
rotation of a crane or derrick boom to the boom tip.
Bracing - A diagonal piece of structural material that serves
to strengthen something.

Should the prevention of some injuries receive
special emphasis?

Chassis - The frame upon which a vehicle’s body is
mounted.

Yes. Because of the high incidence of back injuries, both
supervisors and employees should demonstrate and practice
safe manual lifting techniques. Training programs on proper
lifting techniques should cover the following topics:

Chock - A wedge or block for steadying a body and holding
it motionless, for filling in excess space, or for preventing
the movement of a wheel.

 Health risks of improper lifting, citing organizational
case histories, vs the benefits of proper lifting.
 Basic anatomy of the spine, muscles, and joints of the
trunk, and the contributions of intra-abdominal
pressure while lifting.
 Body strengths and weaknesses—determining one’s
own lifting capacity.
 Physical factors that might contribute to an accident
and how to avoid the unexpected.
 Safe postures for lifting and timing for smooth, easy
lifting.
 Aids such as stages, platforms, or steps, trestles,
shoulder pads, handles, and wheels.
 Body responses—warning signals—to be aware of
when lifting.

Competent person - one who can identify health and safety
hazards in the workplace and has the authority to correct
them.
Crib - To line or support with a framework of timber.
Cumulative trauma disorders - Injuries that result from
continuous or repetitive motions over prolonged periods of
time.
Outrigger - A projecting member that extends from a main
structure to either provide additional stability or support.
Powered industrial trucks - Forklift trucks, tractors,
platform lift trucks, motorized hand trucks, and other
specialized industrialized trucks powered by electrical or
internal combustion engines.
Rigger - A worker who prepares heavy equipment or loads
of material for lifting.

How can employers make their training
programs more effective?
To have an effective safety and health program covering
materials handling and storing, your managers must take an
active role in its development. You must convince first-line
supervisors of the importance of controlling hazards
associated with materials handling and storing and hold
them accountable for employee training. An ongoing safety
and health management system can motivate employees to
continue using necessary protective gear and observing
proper job procedures. Instituting such a program, along
with providing the correct materials handling equipment, can
enhance worker safety and health in the area of materials
handling and storing. More training information is located at
http://www.osha.gov/SLTC/safetyhealth/index.html. For
more help, contact the OSHA Training Institute or the
regional or area office nearest to you.

Glossary
Boom - A long, straight beam hinged at one end and used
for lifting heavy objects by means of cables and/or
hydraulics. Booms can be of lattice construction or be made
of heavy tubular material.
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Ontario County

PALLET, BOX AND CRATE SAFETY 7.4
Safety and Health Procedure 7.4
Revised: May 1, 2005
Required by: County Policy
Reference: National Wooden Pallet and Container Association (NWPCA) Guidelines
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Pallets, boxes, crates and other containers used to ship, store and handle bulk, large and/or
awkward materials are subject to sudden and serious failure if not sound and in safe working
condition. It is the policy of the County that County facilities will not receive, handle or ship
materials on pallets, boxes, crates or other similar materials handling aids unless they are sound and
safe for use.
Inspection: Individuals receiving, storing or shipping materials on pallets, boxes, crates and similar
materials handling aids are responsible for inspection of the container before use to ensure that it is
sound and safe for use consistent with this procedure.
Application: This procedure applies primarily to pallets, boxes, crates and other containers that require
handling by power equipment such as fork trucks, loaders, cranes, and pallet trucks.
Training Key Points:
1. Unsafe pallets, boxes, crates and other containers may fail suddenly in use, dropping or
releasing hundreds of pounds of materials that can be expected to cause significant personal
injury, death, and/or substantial property damage. They may also fail in storage with similar
consequences.
2. Pallets manufactured to the specifications of the NWPCA quality program SPEQ™ or the
ASME MH1, Part 3, national standard for pallets, should be specified when purchasing new
pallets or shipping containers.
3. Once in use, pallets may travel from one organization to another for long periods of time
until normal wear, tear, and damage force them to fail or be removed from service. The only
quality assurance inspections pallets receive once they leave the manufacturer are the ones
responsible employers make at their facility.
4. Because pallet and container construction is a specialized task requiring materials that meet
very specific standards, it is expected that County employees will not build or repair pallets
or similar containers.
5. Pallets, boxes, crates and other wooden containers must be inspected at each stage of use
(receipt, loading, storing) looking for the following defects:
Ontario County Safety and Health Procedure: Pallet, Box and Crate Safety
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a. Broken, cracked or split deck boards or structural members, including board ends
where split by nails.
b. Missing boards.
c. Dry rot or knotholes affecting more than a third of the width of the board.
d. Loose fastenings that allow the pallet or container to “rack” or twist out of square.
e. Any other defect that appears to impact the structural integrity of the pallet, box,
crate or container.
6. If defective, pallets, boxes, crates and other containers should be immediately unloaded and
destroyed.
7. When using pallets and other wooden containers, follow these guidelines:
a. Do not use a pallet or container as a platform or personnel lift.
b. Stack loads square and level
c. Wrap, band or otherwise secure loads that are to be moved or stacked.
d. Put forks all the way under the load before moving.
e. Enter and exit the pallet with the forks square and avoid forcing entry.
f. Lower the load gently to the floor or rack—never drop the load.
g. Do not skid pallets on the floor.
h. Do not hook the pallet or container to pull it from a delivery truck. They are not
designed to withstand the force on a single slat or stringer.
i. Treat all pallets and containers with care and respect. They are designed to support
or retain, not to withstand shock forces.
8. Pallets and other containers should not be painted, since this may hide serious defects.
9. Stack unused pallets flat, in an even, stable pile. While the pile height may vary with
conditions, a good rule of thumb is to stack no higher than a person.
10. Never stand pallets on end, as they are unstable in that position.
11. Pallets, boxes, crates, and containers, whether wooden or cardboard, are combustible and
must not be allowed to accumulate beyond the numbers necessary for near-term use.
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Ontario County

BAILER AND COMPACTOR SAFETY 7.5
Safety and Health Procedure 7.5
Revised: May 1, 2005
Required by: County Policy
Reference: ANSI Z245.2 and Z245.5
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when requirements or procedures change, and
when employee performance indicates that retraining is required.
Summary: Bailers and compactors are used in several County facilities and, while safe for use if
appropriate safeguards and operating procedures are followed, may have fatal consequences if they
are not. The County expects that all personnel working around or using bailers and compactors will
follow these procedures carefully and consistently.
Training Key Points:
1. Over an eight-year period from 1992 through 2000, at least 53 people in the United States
were killed in stationary bailers or compactors while reaching into or entering the
compression chamber during operation. Specifically, those killed:
a. Fell into an operating unit,
b. Were in the chamber when it automatically cycled,
c. Were clearing a jam,
d. Were attempting to retrieve foreign material from an operating unit, or
e. Were in the unit when a coworker, unaware of their position, activated the controls.
2. During jams and off periods in the cycle of automatic machines, it is often difficult to tell if
the machine is operational.
3. All stationary bailers and compactors in use in the County are equipped with machine
guards and safety interlocks designed to prevent unauthorized entry. Bypassing or defeating
of the guards and interlocks is not permitted and will not be tolerated.
4. Ensure trainees know that entry into a compactor or bailer for any reason under any
circumstances is forbidden unless all of the safety steps outlined below are followed.
5. The rules for any compactor entry (jam clearing, material retrieval, maintenance, or service)
are:
a. Authorized employees must apply lockouts and follow the machine-specific lockout
procedure for the specific compactor or bailer being entered. See Ontario County
Safety and Health Procedure 6.1.
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b. Machine operators must account for all co-workers before activating rams at the
conclusion of authorized entry.
6. All employees must know the location of bailer or compactor emergency stops and must be
prepared to use them immediately if a co-worker slips, falls, or otherwise is put at risk in the
area of the unit.
7. These rules apply to both stationary (fixed location) and mobile compactors that may be
utilized by County employees.
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Ontario County

SERVICING MULTI & SINGLE PIECE RIM WHEELS – 7.6
Safety & Health Procedure 7.6
Revised: June 1, 2006
Required: OSHA, PESH and County Policy
Reference: OSHA Standard 1910.177
Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment, when requirements or procedures change,
and when employee performance indicates that retraining is required.
Summary: This procedure applies to employees who are engaged in the servicing of multi-piece and
single-piece rim wheels used on large vehicles such as trucks, tractors, trailers, buses and off-road
machines. It does not apply to the servicing of rim wheels used on automobiles, pickup trucks, and
vans utilizing automobile tires or truck tires designated “LT”. Employers are required by OSHA to
assure that no one services any rim wheel unless they’ve been trained and instructed in the correct
procedures for the type of wheel being serviced, and in procedures as described in charts or rim
manuals.
Key Objectives: The employer must be assured that each employee engaged in this work can
demonstrate and maintains the ability to service rim wheels safety. Including:
1.
2.
3.
4.
5.
6.
7.

Demounting of tires (including deflation);
Inspection and identification of the rim wheel components;
Mounting of tires (including inflation with a restraining device or other safeguard as required;
Use of a restraining device or barrier, and other equipment that may be required;
Handling of rim wheels;
Inflation of the tire when a single piece rim wheel is mounted on a vehicle;
Understanding the necessity of standing outside the trajectory both during inflation of the tire and
during inspection of the rim wheel following inflation; and

8.

Installation and removal of rim wheels.

Requirements - Air Line Assemblies
All air line assemblies must have the following components when used for inflating tires:
a. Clip-on chuck.
b. An in-line valve with a pressure gauge or pre-settable regulator.
c. Enough hose to allow the employee to be able to stand outside the trajectory.
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Requirements - Tire Servicing Equipment
A restraining device and/or barrier must be furnished when inflating tires on multi-piece wheels and
when inflating tires on single piece wheels unless the rim wheel will be bolted onto a vehicle during
inflation. These devices must have the capacity to withstand the maximum force that would be
transferred to it during a rim wheel separation occurring at 150% of the maximum tire pressure for the
rim wheel being serviced and be capable of preventing the rim wheel components from being thrown
outside or beyond the device or barrier for any rim wheel positioned within or behind the device. It is
important that these devices must be visually inspected prior to each day’s use and after any separation
of the rim wheel components or sudden release of contained air. Any restraining device or barrier
exhibiting damage or defects shall be immediately removed from service and shall not be returned to
service until they are repaired and reinspected. Restraining devices or barriers requiring structural
repair such as component replacement or welding are not be returned to service until they are certified
by either the manufacturer or a Registered Professional Engineer.
Other Requirements
Current charts or rim manuals containing instructions and safety precautions for the type of wheels
being serviced must be available in the service area. Tools recommended in the rim manual for the
type of wheel being used to service rim wheels will be furnished.
Wheel Component Acceptability
•
•

•
•

Do not interchange multi-piece wheel components unless allowed by rim manuals.
Inspect multi-piece wheel components and single piece rim wheels prior to assembly. Any
wheel or wheel component, which is bent out of shape, pitted from corrosion, broken, or
cracked, shall not be used and shall be marked or tagged unserviceable and removed from the
service area. Damaged or leaky valves shall be replaced.
Rim flanges, rim gutters, rings, bead seating surfaces and the bead areas of tires shall be free of
any dirt, surface rust, scale or loose or flaked rubber build-up prior to mounting and inflation.
Check the size and type of tire and the wheel prior to assembly for compatibility.

Safe Operating Procedures – Multi-Piece Rim Wheels Requirements
•
•
•
•
•

Completely deflate tires before demounting by removal of the valve core.
Completely deflate tires by removing the valve core before a rim wheel is removed from an
axle when the tire is inflated below 80% of it’s recommended pressure or there is obvious or
suspected damage to the tire or wheel.
Unless the manufacturer recommend against it, apply rubber lubricant to bead and rim mating
surfaces during assembly of the wheel and inflation of the tire.
If a tire on a vehicle is under inflated, the tire may be inflated while the rim wheel is on the
vehicle provided remote control inflation equipment is used, and no one is in the trajectory
during inflation.
Inflate tires outside a restraining device only to a pressure sufficient to create an airtight seal
with the tire and the bead.
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•
•
•
•
•
•

Do not rest or lean any part of the body or equipment on or against the restraining device
whenever a rim wheel is in a restraining device.
Inspect the tire and wheel components after tire inflation but while still within the restraining
device to make sure that they are properly seated and locked. If further adjustment to the tire or
wheel is necessary, deflate the tire by removing the valve core before the adjustment is made.
Do not attempt to correct the seating of side and lock rings by hammering, striking or forcing
the components while the tire is pressurized.
Do not rework, weld, braze or heat cracked, broken, bent or damaged rims.
Stay out of the trajectory whenever multi-piece rim wheels are being handled.
Do not apply heat to a multi-piece wheel or wheel component.
Safe Operating Procedures – Single Piece Rim Wheels Requirements

•
•
•
•
•
•
•
•
•
•
•
•

Completely deflate tires by removal of the valve core before demounting.
Mount and demount the tire only from the narrow ledge side of the wheel. Take care to avoid
damaging the tire beads while mounting tires on wheels. Only mount tires on compatible
wheels of matching bead diameter and width.
Unless the manufacturer recommends against it, apply non-flammable rubber lubricant to bead
and wheel mating surfaces before assembly of the rim wheel.
When using a tire-changing machine, inflate the tire only to the minimum pressure necessary to
force the tire bead onto the rim ledge while on the machine.
If a bead expander is used, it shall be removed before the valve core is installed and as soon as
the rim wheel becomes airtight.
Inflate tires only when contained within a restraining device, positioned behind a barrier or
bolted on the vehicle with the lug nuts fully tightened.
Do not inflate tires when any flat, solid surface is in the trajectory and within one foot of the
sidewall.
Stay out of the trajectory when inflating a tire.
Do not inflate tires to more than the inflation pressure stamped in the sidewall unless the
manufacturer recommends a higher pressure.
Do not inflate tires above the manufacturer’s maximum pressure to seat the tire.
Do not heat a single piece wheel.
Do not rework, weld, braze or heated cracked, broken, bent or damaged wheels.
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Ontario County

Safety and Health Procedure 8.1
Subject: PERSONAL PROTECTIVE EQUIPMENT
Revised: April 30, 2013
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.132–1910.138, OSHA 3077 Personal Protective Equipment, Lab
Safety Supply EZFacts 125, 126, 140, 141, 142, 166, 190, 191, 195, 196, 232, 240, 241, 243, 172;
OSHA PPE Fact Sheet
Facility Coordinator: Department Head/Manager
Employee Training Frequency: At time of assignment to a job or in a work area requiring the use of
personal protective equipment, when changes in the workplace or in the personal protective
equipment used make it necessary, and when employee performance indicates that retraining is
required.
Inspection Frequency: Supervisors are responsible for observing and reinforcing or correcting
employee use of personal protective equipment at any time they are present in the workplace.
Summary: The use of personal protective equipment (PPE) is a last resort and should be employed
only when engineering controls, work rules and procedures, and administrative controls have failed
to reduce the workplace hazards to an acceptable level. The county considers it far more desirable
to prevent workplace injuries and illnesses by means that prevent employees from being directly
exposed to workplace hazards. However, when the decision is made to employ PPE, all personnel
at risk must use it consistently, properly, and appropriately.
The county will utilize a workplace hazard assessment to determine where, by whom, and what
type of PPE will be used. When that decision is made, employees will be trained in its use, asked to
demonstrate competence at using the information they have been provided, be given equipment
meeting national design standards, and expected to use the PPE provided as a condition of
employment.
Hazard Assessment: The county has conducted hazard assessments of all work areas and evaluated
injury and illness experience and has determined the areas where PPE is necessary. Those hazard
assessments are recorded on the form found in Appendix 1 and they may be reviewed in the facility
coordinator’s office. Guidelines for the hazard assessment may also be found in Appendix 1.
Training Key Points:
1. The nature of PPE—There are several points about PPE which the user must keep in mind.
They are:
•

The wearer must understand the hazard to be sure the PPE being used is actually effective
against that specific hazard (safety glasses do not protect against airborne dust, not all
gloves protect against cuts or certain chemical hazards, etc.)

•

PPE is a high maintenance hazard control.
o It must be used to be effective.
o It must be used even though the hazard it protects against may not always be present.
o It requires the active participation of the user.
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o It must always fit properly and be maintained in proper working condition.
•

It’s a “quick fix” which treats the symptom, not the cause.

•

Once applied, the hazard is still there—it does not eliminate the basic hazard. If the PPE
fails, exposure to the hazard will occur.

•

It may create a false sense of security…called “off-setting” behavior…which causes
wearers to think they can take more risk. PPE does not make the wearer invincible!

•

The bottom line is this—look for ways to eliminate the hazard so PPE is no longer
necessary, but if that can’t be done, use it…but with appropriate caution!
2. Types of PPE—PPE includes all clothing and other work accessories designed to create a
barrier against workplace hazards. They include:
•

PPE for eyes, face, head and extremities.

•

Protective clothing…such as fire retardant uniforms, chemical suits, etc.

•

Respiratory devices…from disposable dust masks to full-face air-supplied respirators.

• Protective shields and barriers…such as sun screens, poison ivy block, etc.
3. Hazards protected against—include environmental, chemical, radiological, and mechanical
which may cause injury or impairment through absorption, inhalation or physical contact.
4. Injury experience related to PPE use—See Appendix 2 for data from OSHA regarding injury
statistics and PPE.
5. OSHA-required training elements—The regulations specifically require that employees be
trained to know the following elements of PPE:
•

When is PPE necessary? When required by the hazard assessment. See 8 below.

•

What type is necessary? Specified on the hazard assessment. Where more than one type of
PPE is acceptable, the supervisor should discuss all possible options.

•

How is it to be worn? See 12 below. Generally, the manufacturer’s use recommendations
should be followed as to fit. The PPE should always be worn in the manner for which it was
designed. For example, hard caps should be worn with the bill in front over the face. Safety
glasses must be worn seated properly on the bridge of the nose, not on top of the head.

•

What are its limitations? See 1 above. Also see the manufacturer’s information sheet and the
information on the specific PPE in section 12 below.

•

Know proper care, maintenance, useful life, and disposal. See section 12 below. Also check
the manufacturer’s information sheet.
6. County provided PPE—As a matter of policy, the county provides, and pays for, all PPE, which
is unique, and not a customary part of work clothing. It also provides and pays for PPE which is
subject to rapid wear, damage, soiling or other conditions which require frequent replacement.
In some cases, such as with foot protection, the county will provide an allowance to cover a
portion of the cost of the PPE with the employee making up the difference.
7. Employee-owned PPE—If employees bring their own PPE to work, it must be adequate for the
work being done, consistent with county standards, and properly maintained in sanitary
condition. Supervisors are expected to enforce these provisions.
8. Use of county-provided PPE—In addition to use in the workplace, employees may utilize PPE
provided to them for their work safety while performing tasks at their home or property. The
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county takes this position recognizing that the protection of employees away from work is just
as critical as it is for them to be injury-free on the job. Employees taking PPE home must,
however, ensure that the PPE is returned to the workplace in good condition so that it is
available to protect them on the job.
9. The hazard assessment—The county is required to assess all areas and all jobs performed in the
workplace to determine if hazards have been effectively controlled. If hazards are found which
cannot be controlled or eliminated by engineering approaches or administrative controls and
PPE is found to be an effective control or protection, then it must be required for use by all
people who might be exposed to the hazard. This assessment is certified by the department
head/manager and is filed in the facility coordinator’s office. It is available for review by any
interested employee.
10. Refresher training—Must be given to affected employees under the following circumstances:
•

A new facility hazard assessment changes the requirements for PPE.

•

New or different PPE is placed into use.

•

Changes in the workplace have made the previous training obsolete.

•

Observation of an employee suggests that his/her understanding of PPE and the skills
necessary to wear it properly and appropriately have been diminished or are otherwise
lacking.
11. Obtaining equipment
•

Those individuals required to wear PPE on their job may draw their initial allowance and
any necessary replacements from the stock room on their own authority.

•

For items requiring an outside purchase (such as prescription safety glasses or safety shoes),
they should obtain the necessary paper work and authorization from their supervisor.

•

When first acquiring new PPE, ask for assistance with the fit to ensure that it is comfortable
and provides the full protection of the design.
12. Equipment maintenance
•

Always read and follow the manufacturer’s instructions.

•

It may not be altered unless specifically authorized by the equipment manufacturer and done
using the manufacturer’s guidelines.

•

Defective or damaged equipment may not be used and should be given to supervision for
repair or replacement.

•

PPE assigned to a specific employee must be kept clean and sanitary by the employee.
Cleaning should be in accordance with the manufacturer’s instructions.

•

PPE available for general use in the workplace (such as visitors eye protection, shop face
shields, certain respirators, etc.) must be cleaned after each use in accordance with
manufacturer’s instructions and be placed in a sealed plastic bag so that it is ready for the
next user.
13. PPE application in the hazard zone—Everyone (employees, managers, supervisors, staff,
contractors, vendors, visitors, etc.) must wear the appropriate PPE when in the hazard zone.
There are no exceptions!
14. Specific PPE—Detailed information on specific PPE is available from the manufacturers and
can also be found in OSHA pamphlet 3077, Personal Protective Equipment. These and other
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sources should be checked for helpful information at the time individuals are being trained on
the particular PPE.
a. Head protection
•

Required when there is potential for injury from falling or flying impact, bumping
against fixed objects, and electrical shock and burns. The head protection must resist
penetration and absorb the shock of a blow.

•

Must conform to ANSI Z89.1-1986 or current edition.

•

Hard hats protect against a blow from above. They are not designed to provide
penetration protection from the front, side, or rear. Industrial helmets should be worn if
this protection is needed.

•

Protective helmets work by way of compression of the shell and suspension which
dissipates the force outward and lessens the impact on the head and neck. For this
reason, there should be a space of 1.25 inches between the shell and the top webbing of
the suspension

•

Helmets should be replaced in accordance with the useful life set by the manufacturer.
This is often 5 years. Under harsh conditions, replacement may be as frequent as two
years (or even less). Always replace if subject to a strong or forceful blow since the shell
may have been damaged.

•

Most shells should not be painted or cleaned with solvents, since the chemicals may
react with the shell.

•

Do not drill the shell for any reason. If other fixtures (face shield, hearing protection,
etc.) need to be placed on the hard hat, use a hard hat specifically designed for the
purpose.

•

Do not sit on a hard hat or abuse it in any way.

•

Cleaning should be with warm (140° F) and a good detergent with light scrubbing and
rinsing in clear warm water.

•

Head protection should be inspected daily for damage (dents, cracks, penetration) to the
shell or damage or deterioration (shell stiff, brittle, faded, dull, chalky, crazed, flaky, or
delaminated). Inspect the suspension and headband for cracks, fraying, cuts, tears,
damaged adjustment slots, and loss of pliability. Replace if damage is found.

•

A good field test of the shell is to compress it inward from the sides about an inch and
then release the pressure. It should snap back quickly into its original shape. If unsure,
compare its elasticity to a new hard hat of the same make and design. If it’s not the
same, replace it.

•

Do not store in hot areas or in direct sunlight. If hard hats are subjected to high levels of
sunlight, heat, cold or chemicals, they should be replaced more frequently than normal.
b. Eye and face protection
•

Required for flying particles, molten metal, liquid chemicals, acids or caustic liquids,
chemical gasses or vapors, or potentially injurious light radiation.

•

Must conform to ANSI Z87.1-1989 or current edition.

•

Side protectors must be used when there is a hazard from flying objects.
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•

Goggles and face shields must be used when there is a hazard from chemical splash,
heavy dust, or airborne debris.

•

Face shields must only be worn over primary eye protection (safety glasses or goggles).

•

For employees who wear prescription lenses, eye protectors will either incorporate the
prescription in the design or fit properly over the prescription lenses. “Street wear”
glasses are not safety glasses and may not be used to substitute for safety glasses

•

Wearers of contact lenses must also wear appropriate eye and face protection devices in
a hazardous environment.

•

Equipment fitted with appropriate filter lenses must be used to protect against light
radiation. Tinted and shaded lenses are not filter lenses unless they are marked or
identified as such.

•

Inspect eye protection daily.

•

Eye protection must be kept clean. Use warm soap and water or a cleaning solution
made for eyeglasses.

•

Damaged (scratched, chemically etched, pitted, etc.) protection must be discarded and
replaced.

• Store in protective cases
c. Ear protection—See the county Hearing Conservation Program procedure
d. Respiratory protection—See the county procedure on respirator protection or consult the
OSHA Standard §1910.134. There are many special criteria and requirements which apply
only to respiratory protection.
e. Torso protection
•

Required for protection from heat, splashes from hot metals and liquids, impacts, cuts,
acids, and radiation.

•

Includes vests, jackets, aprons, coveralls, and full body suits.

•

Wool and fire-retardant cotton are both fire-resistant and comfortable.

•

Duck is closely woven cotton and good for light-duty protection when handling sharp or
rough material.

•

Synthetic disposable suits are often used for protection from dusts and splashes.

•

Be sure to inspect each time protective clothing is worn to ensure proper fit and
function. If damaged or contaminated with chemicals, replace them.
f. Arm and hand protection
•

Required when hands are exposed to hazards from skin absorption of harmful
substances, severe cuts or lacerations, severe abrasions, punctures, chemical burns,
thermal burns, and harmful temperature extremes

•

Selection of the protection should be based on evaluation of the performance
characteristics of the protection relative to the tasks being performed, the working
conditions present, the duration of use, and the hazards identified.

•

Also consider the dexterity required and the physical stresses imposed on the protection.

•

No glove protects against all hazards. Be sure to check the manufacturers documentation
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to be sure that the glove or protection meets standards for protecting the individual
against the specific hazard present in the work or task being done.
•

Gloves are very chemical-specific. Even though they may look like they will protect
against a liquid, only the manufacturers test data will confirm whether the glove is the
proper one for the material being handled.

•

Usually, any chemical resistant glove can be used for dry powders

•

Cheaper single-use gloves may be more cost effective than expensive reusable gloves
due to cleaning and contamination issues

•

Removal of the glove or protection without skin contamination is important. Carefully
grasp the cuff of one glove with the other hand and peal the glove off turning it inside
out. Then do the same with the other glove. This keeps the contamination inside the
reversed gloves and makes it less likely to contaminate bare hands.
g. Foot and leg protection
•

Required where there is danger of foot injury from falling or rolling objects, floor-level
pinch points, sharp objects, molten metal, hot surfaces, objects piercing the sole, wet or
slipper surfaces, and where feet are exposed to electrical hazards.

•

Foot guards may be aluminum, fiberglass or galvanized steel, which are worn over usual
work shoes. They may be satisfactory for short-term use or when protection higher on
the foot than the toe is needed. However, they may be bulky and cause tripping.

•

Leggings typically protect the lower leg from molten metal and welding sparks. They
are also effective protection during timber cutting and brush removal.

•

Safety shoes or boots have an impact-resistant toecap and may also have metal insoles
to resist puncturing. Keep in mind that the toe cap, while highly effective for most
workplace situations which could crush or injury the toes, does not protect the rest of the
foot to any extent. For added protection, metatarsal guards can be added.

•

Protective footwear must comply with ANSI Standard Z41-1991 or current edition.

•

Look for ANSI tag and 75 pound test certification inside the tongue when buying safety
shoes.
h. Protective shields—Barrier creams such as sun blocks, poison ivy blocks, and other skin
creams which may be useful in preventing dermatitis must be used whenever exposure to
the hazard may occur. In addition to creams, clothing which is designed to block UV rays or
sensitizing chemicals should be worn.
i. Other PPE—High-visibility suits, shirts or vests must be worn when within the highway
right-of-way or whenever work is being done in the vicinity of moving vehicles. Highvisibility clothing must be reflective when worn during periods of darkness and low
visibility. When working on or over water, Coast Guard-approved life jackets or buoyant
work vests are required.
Training Certification: Once employee training has been completed and supervisors are satisfied by
questioning and observation that those trained understood the training, a written certification will
be completed using the form shown in Appendix 3.
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Personal Protective Equipment Hazard Assessment and Certification
Work Area

Date
Risk Level

Primary Jobs

Assessment Team

High

4

2

1

Med

7

5

3

Low

9

8

6

Low

Med

High

Severity Potential
Hazard Category
see reverse

Location/Source/Task
see reverse

Score
above

PPE Type/Style

Certification of Hazard Assessment
I certify that I conducted the hazard assessment recorded above for
the purpose of determining compliance with OSHA §1910.132(d)(2)
Ontario County Safety and Health Procedure: Personal Protective Equipment, Appendix 1
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Assessment Guidelines
Assessment Scoring involves the determination of the probability of a hazard event occurring (the risk level) and the
determination of the consequences of the event if injury occurs (the severity potential)
Hazard Categories include:
Impact
Penetration
Compression (roll-over)
Chemical
Heat
Harmful dust
Light (optical) radiation

4Z\

Hazard Sources include:
Motion…machinery or processes where any movement of tools, machine elements or
particles could exist, or movement of personnel could result in collision with stationary
objects.
Sources of high temperatures…resulting in burns, eye injury or ignition of protective
equipment
Chemical exposure
Harmful dusts
Light-generating operations…welding, brazing, cutting, furnaces, heat treating, high
intensity lights
Areas where objects can fall or be dropped
Sharp objects which could pierce feet or cut hands
Rolling or pinching objects which could crush feet
Workplace layout
Proximity to other people
Electrical sources

Eye and Face Protection may be required when there is the potential for:
Impact from chipping, grinding, machining, masonry work, woodworking, sawing, drilling, chiseling,
powered fastening, riveting, and sanding.
Heat from furnace operations, pouring, casting, hot dipping, and welding.
Chemicals from acid and chemicals handling, degreasing, plating.
Dust from woodworking, buffing, and generally dusty conditions.
Light and/or radiation from arc welding, gas welding, cutting, torch brazing, torch soldering, glare.
Head Protection may be required when there is the potential for:
Impact and penetration from falling objects, where work is being done below other workers who are
using tools and materials which could fall, where work is being done around or under conveyor belts
which are carrying parts or materials, working below machinery or processes which could cause
material or objects to fall.
Electrical shock or burns from working on or near exposed energized conductors.

0
O
<D#

Foot Protection may be required when:
There can be impact from carrying or handling materials such as packages, objects, parts, or heavy tools
that could be dropped and for other activities where objects might fall on the feet.
There can be compression from fork truck or pallet truck tires, bulk rolls (such as paper or steel), around
heavy pipes, in pinch points formed by stationary objects, and from handling objects such as drums.
Punctures can occur from sharp objects such as nails, wire, tacks, screws, large staples, scrap metal

Hand Protection may be required when there is the potential for:
Cuts from sharp objects, tools, raw materials, glass.
Abrasions from rough surfaces such as wood, stone, concrete, and abrasives.
Burns from hot materials, pipes and conductors, and high-speed tools and equipment.
Skin contact with all manner of chemicals.
Hearing Protection and Respiratory Protection hazard assessments are not required by
the PPE standard since they are generally required when exposures are measured with
instrumentation and are found to exceed the threshold limit value of either the sound or
the specific chemical.
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HAZARD ASSESSMENT CERTIFICATION
(Insert Department)

OPERATION

POTENTIAL HAZARDS

PERSONAL PROTECTIVE EQUIPMENT

.

f

_

_

1 certify that i conducted the hazard assessment

Signed:

for the purpose of determining compliance with OSHA 1910.132(d)(2).
Dated:

.
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.v
’

’

-

&>;.

UV

*
;"’

’

What is personal protective
equipment?
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Personal protective equipment, or PPE, is
designed to protect employees from serious
workplace injuries or illnesses resulting from
contact with chemical, radiological, physical,
electrical, mechanical, or other workplace
hazards. Besides face shields, safety glasses,
hard hats, and safety shoes, PPE includes a
variety of devices and garments such as goggles,
coveralls, gloves, vests, earplugs, and
respirators.

What are your responsibilities as an
employer?
VI

OSHA’s primary PPE standards are in Title
29 of the Code of Federal Regulations (CFR ),
Part 1910 Subpart I, and equivalent regulations
in states with OSHA-approved state plans, but
you can find PPE requirements elsewhere in the
General Industry Standards. For example,
29 CFR 1 9 1 0. 1 56, OSHA’s Fire Brigades
Standard, has requirements for firefighting gear.
In addition, 29 CFR 1 926.95-1 06 covers the
construction industry. OSHA’s general PPE
requirements mandate that employers conduct a
hazard assessment of their workplaces to
determine what hazards are present that require
the use of PPE, provide workers with
appropriate PPE, and require them to use and
maintain it in sanitary and reliable condition.
Using PPE is often essential, but it is generally
the last line of defense after engineering controls,
work practices, and administrative controls.
Engineering controls involve physically changing a
machine or work environment. Administrative
controls involve changing how or when
employees do their jobs, such as scheduling work
and rotating employees to reduce exposures.
Work practices involve training workers how to
perform tasks in ways that reduce their exposure
to workplace hazards.
As an employer, you must assess your
workplace to determine if hazards are present
that require the use of PPE. If such hazards are

present, you must select PPE and require
employees to use it, communicate your PPE
selection decisions to your employees, and select
PPE that properly fits your workers.
You must also train employees who are
required to wear PPE on how do the following:
Use PPE properly,

Be aware of when PPE is necessary,

Know what kind of PPE is necessary,
Understand the limitations of PPE in
protecting employees from injury,

Don, adjust, wear, and doff PPE, and
Maintain PPE properly.
Can PPE protect workers from head

injuries?

Yes. Hard hats can protect your employees
from head impact, penetration injuries, and
electrical injuries such as those caused by falling
or flying objects, fixed objects, or contact with
electrical conductors. Also, OSHA regulations
require employers to ensure that workers cover
and protect long hair to prevent it from getting
caught in machine parts such as belts and chains.
How can PPE

protect workers from

foot and leg injuries?

In addition to foot guards and safety shoes,
leggings (e.g., leather, aluminized rayon, or other
appropriate material) can help prevent injuries by
protecting employees from hazards such as
falling or rollingobjects, sharp objects, wet and
slippery surfaces, molten metals, hot surfaces,
and electrical hazards.
Does PPE

help protect workers from

eye and face injuries?

Yes. Besides spectacles and goggles, PPE
such as special helmets or shields, spectacles
with side shields, and faceshields can protect
employees from the hazards of flyingfragments,

large chips, hot sparks, optical radiation,
splashes from molten metals, as well as objects,
particles, sand, dirt, mists, dusts, and glare.

What can PPE do to protect workers
from hearing loss?
Wearing earplugs or earmuffs can help prevent
damage to hearing. Exposure to high noise levels
can cause irreversible hearing loss or impairment
as well as physical and psychological stress.
Earplugs made from foam, waxed cotton, or
fiberglass wool are self-forming and usually fit
well. A professional should fit your employees
individually for molded or preformed earplugs.
Clean earplugs regularly, and replace those you
cannot clean.

Should workers wear PPE to help
prevent hand injuries?
Yes. Workers exposed to harmful substances
through skin absorption, severe cuts or
lacerations, severe abrasions, chemical burns,
thermal burns, and harmful temperature
extremes will benefit from hand protection.
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Why should workers wear PPE to
protect the whole body?
In some cases workers must shield most or all
of their bodies against hazards in the workplace,
such as exposure to heat and radiation as well as
hot metals, scalding liquids, body fluids,
hazardous materials or waste, and other hazards.
In addition to fire-retardant wool and fireretardant cotton, materials used in whole-body
PPE include rubber, leather, synthetics, and
plastic.

When should workers wear PPE for
respiratory protection?
When engineering controls are not feasible,
workers must use appropriate respirators to
protect against adverse health effects caused by
breathing air contaminated with harmful dusts,
fogs, fumes, mists, gases, smokes, sprays, or
vapors. Respirators generally cover the nose and
mouth or the entire face or head and help
prevent illness and injury. A proper fit is essential,
however, for respirators to be effective. Ail
employees required to wear respirators must first
undergo medical evaluation.
How can 1 get more information?
You can find more information about PPE,
including the full text of OSHA’s standards, on
OSHA’s website at www.osha.gov. In addition,
publications explaining the subject of PPE in
greater detail are available from OSHA.
Personal Protective Equipment (OSHA 3077)
and Assessing the Need for Personal Protective
Equipment: A Guide for Small Business
Employers (OSHA 3 1 5 1) are available on
OSHA’s website. For more information about
personal protective equipment in the construction
industry, visit http://www.osha-slc.gov/SLTC/
constructionppe/index.html.

To file a complaint by phone, report an
emergency, or get OSHA advice, assistance, or
products, contact your nearest OSHA office under
the "U.S. Department of Labor" listing in your
phone book, or call (800) 32 1-OSHA (6742);
teletypewriter (TTY) number is (877) 889-5627.
To file a complaint online or obtain more
information on OSHA federal and state programs,
visit OSHA’s website at www.osha.gov.

This is one in a series of informational fact sheets highlighting OSHA programs, policies, or standards. It does not impose
any new compliance requirements or carry the force of legal opinion. For compliance requirements of OSHA standards or
regulations, refer to Title 29 of the Code of Federal Reflations. This information will be made available to sensory-impaired
individuals upon request. Voice phone: (202) 693-1999. See also OSHA’s website at www.osha.gov.
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Fact Sheet No. OSHA 93-03
EYE PROTECTION IN THE WORKPLACE
Every day an estimated 1,000 eye injuries occur in American workplaces. The financial cost of these
injuries is enormous -- more than $300 million per year in lost production time, medical expenses, and
workers compensation. No dollar figure can adequately reflect the personal toll these accidents take
on the injured workers.
The Occupational Safety and Health Administration (OSHA) and the 25 states and territories
operating their own job safety and health programs are determined to help reduce eye injuries. In
concert with efforts by concerned voluntary groups, OSHA has begun a nationwide information
campaign to improve workplace eye protection.
Take a moment to think about possible eye hazards at your workplace. A 1980 survey by the Labor
Department's Bureau of Labor Statistics (BLS) of about 1,000 minor eye injuries reveals how and why
many on-the-job accidents occur.
WHAT CONTRIBUTES TO EYE INJURIES AT WORK?
-- Not wearing eye protection. BLS reports that nearly three out of every five workers injured were not
wearing eye protection at the time of the accident.
-- Wearing the wrong kind of eye protection for the job. About 40% of the injured workers were
wearing some form of eye protection when the accident occurred. These workers were most likely to
be wearing protective eyeglasses with no side shields, though injuries among employees wearing fullcup or flat-fold side shields occurred, as well.
WHAT CAUSES EYE INJURIES?
-- Flying particles. BLS found that almost 70% of the accidents studied resulted from flying or falling
objects or sparks striking the eye. Injured workers estimated that nearly three-fifths of the objects
were smaller than a pin head. Most of the particles were said to be traveling faster than a handthrown object when the accident occurred.
-- Contact with chemicals caused one-fifth of the injuries. Other accidents were caused by objects
swinging from a fixed or attached position, like tree limbs, ropes, chains, or tools which were pulled

into the eye while the worker was using them.
WHERE DO ACCIDENTS OCCUR MOST OFTEN?
-- Craft work; industrial equipment operation. Potential eye hazards can be found in nearly every
industry, but BLS reported that more than 40% of injuries occurred among craft workers, like
mechanics, repairers, carpenters, and plumbers. Over a third of the injured workers were operatives,
such as assemblers, sanders, and grinding machine operators. Laborers suffered about one-fifth of
the eye injuries. Almost half the injured workers were employed in manufacturing; slightly more than
20% were in construction.
HOW CAN EYE INJURIES BE PREVENTED?
-- Always wear effective eye protection. OSHA standards require that employers provide workers with
suitable eye protection. To be effective, the eyewear must be of the appropriate type for the hazard
encountered and properly fitted. For example, the BLS survey showed that 94% of the injuries to
workers wearing eye protection resulted from objects or chemicals going around or under the
protector. Eye protective devices should allow for air to circulate between the eye and the lens. Only
13 workers injured while wearing eye protection reported breakage.
Nearly one-fifth of the injured workers with eye protection wore face shields or welding helmets.
However, only six percent of the workers injured while wearing eye protection wore goggles, which
generally offer better protection for the eyes. Best protection is afforded when goggles are worn with
face shields.
Better training and education. BLS reported that most workers were hurt while doing their regular
jobs. Workers injured while not wearing protective eyewear most often said they believed it was not
required by the situation. Even though the vast majority of employers furnished eye protection at no
cost to employees, about 40% of the workers received no information on where and what kind of
eyewear should be used.
-- Maintenance. Eye protection devices must be properly maintained. Scratched and dirty devices
reduce vision, cause glare and may contribute to accidents.
WHERE CAN l GET MORE INFORMATION?
-- Your nearest OSHA area office. Safety and health experts are available to explain mandatory
requirements for effective eye protection and answer questions. They can also refer you to an on-site

consultation service available in nearly every state through which you can get free, penalty-free
advice for eliminating possible eye hazards, designing a training program, or other safety and health
matters.
Don't know where the nearest federal or state office is? Call an OSHA Regional Office at the U.S.
Department of Labor in Boston, New York, Philadelphia, Atlanta, Chicago, Dallas, Kansas City,
Denver, San Francisco, or Seattle.
-- The National Society to Prevent Blindness. This voluntary health organization is dedicated to
preserving sight and has developed excellent information and training materials for preventing eye
injuries at work. Its 26 affiliates nationwide may also provide consultation in developing effective eye
safety programs. For more information and a publications catalog, write Prevent Blindness America,
500 E. Remington Road, Shaumburg, IL 60173, 800-331-2020. www.preventblindness.org. Email
address of Sender...LCameron@PreventBlindness.org. Sender Name...Laura Cameron. Sender
Alternate Contact Information...Phone: 800-331-2020. Sender Company Information...Prevent
Blindness America.
EYE PROTECTION WORKS!
BLS reported that more than 50% of workers injured while wearing eye protection thought the
eyewear had minimized their injuries. But nearly half the workers also felt that another type of
protection could have better prevented or reduced the injuries they suffered.
It is estimated that 90% of eye injuries can be prevented through the use of proper protective
eyewear. That is our goal and, by working together, OSHA, employers, workers, and health
organizations can make it happen.
###

Ontario County

HEARING CONSERVATION PROGRAM - 8.2
Subject: Safety and Health Procedure – 8.2
Revised: May 1, 2005
Required by: OSHA and County Policy
Reference: OSHA Standard 1910.95
Coordinator: Department Head/Manager
Employee Training Frequency: At time of hiring, when noise levels increase to above action levels
and when requirements or procedures change. For each employee covered by the facility hearing
conservation program, the training must be repeated annually.
Inspection Frequency: Testing for noise exposure above 85 dBA will be conducted under the
following conditions:
•

Employee complaints about the loudness of noise.

•

Indications that employees are losing their hearing.

•

Noisy conditions which make normal conversation difficult.

• Other indicators that noise in the area or from a specific machine may exceed the action level.
Summary: Exposure to noise can have a significant and lasting adverse impact on people. In order to
avoid or control that impact in the workplace, this facility will routinely monitor workplace noise
levels and provide training on noise exposure and control to all employees who might be exposed.
Where workplace noise is found to be above action levels, a hearing conservation program will be
implemented. Individuals will be tested for current hearing sensitivity and any deterioration over
time and will be provided with appropriate protection from the noise.
Department Heads/Managers will initiate hazard recognition and controls for noise exposure.
Testing, medical evaluation and treatment, and other actions required by OSHA which require
special skills and qualifications will be administered by County employees or contractors so
qualified. As a result, this procedure will deal primarily with the actions required of management
and operating personnel and not with the special skills and knowledge provided by those trained
and qualified in noise exposure and hearing conservation.
As a matter of County policy, Department Heads/Managers will take all reasonable steps to reduce
noise below action levels through the use of engineering controls, followed by administrative
controls. Only after those efforts are explored will personal protective equipment be utilized as a
means of hazard control.
Noise Zones: (If there are noise zones, list the location and the noise level for each). As a result, all
steps required by the OSHA Standard (1910.95) and this procedure have been implemented and
will be maintained.
Hearing Conservation Program:
1. Action level—85 dBA
2. Monitoring—When information indicates that any employee's exposure may equal or exceed an
8-hour time-weighted average of 85 decibels, the County will develop and implement a
monitoring program. The sampling strategy will identify employees for inclusion in the hearing
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conservation program and enable the proper selection of hearing protectors. Where
circumstances such as high worker mobility, significant variations in sound level, or a
significant component of impulse noise make area monitoring generally inappropriate,
representative personal sampling will be used. All continuous, intermittent and impulsive sound
levels from 80 decibels to 130 decibels will be integrated into the noise measurements.
Monitoring will be repeated whenever a change in production, process, equipment or controls
increases noise exposures to the extent that:
•

Additional employees may be exposed at or above the action level; or

• The attenuation provided by hearing protectors being used is inadequate.
3. Employee notification— Any employee exposed at or above an 8-hour time-weighted average
of 85 decibels will be promptly notified of the results of the monitoring.
4. Observation of monitoring—Any employees affected may observe the noise measurements.
5. Audiometric testing program—For any employees exposed above the action level, audiometric
testing by qualified testing personnel will be made available to them at no cost.
•

Baseline audiogram—Within six months of first exposure at or above the action level, a
baseline audiogram will be conducted to be used for all future comparisons and to
determine any hearing impairment.

•

Annual Audiogram—For those at or above the action level.

•

Evaluation—The annual audiogram will be compared with the baseline audiogram to
determine if a standard threshold shift (10 dB) has occurred indicating a deterioration of
hearing in one or both ears. If problems are identified, the employee will be evaluated by a
qualified hearing specialist and will be given copies of the audiograms and the County
hearing conservation program.

•

Follow-up—If a standard threshold shift has occurred, the affected employee will be
notified in writing within 21 days. Unless the threshold shift is determined by a physician to
be unrelated to workplace noise exposure, the employee will be fitted with hearing
protectors, trained in their use, and required to wear them.

•

Standard threshold shift—An average change in the hearing threshold relative to the
baseline audiogram of an average of 10 dB or more at 2000, 3000, and 4000 Hz in either
ear, adjusted for age.
6. Hearing protectors—Will be made available at no cost, and replaced as necessary, to employees
exposed at or above the action level. Employees will be given the opportunity to select the
hearing protection they will wear from several styles and types made available by the company
so as to ensure they have the most comfortable and most effective protection.
7. Hearing protector attenuation—Whenever hearing protection is utilized, its effectiveness in the
actual work environment will be evaluated to ensure that the actual employee noise exposure is
reduced to 90 dB (or less) over eight hours. For employees who have experienced a standard
threshold shift, the reduction must be 85 dB or below. The evaluation methods will utilize the
NRR or NIOSH approaches covered in OSHA §1910.95, Appendix B.
8. Training program—The County program must cover all employees exposed above the action
level. Participation is mandatory. The annual program for each employee included in the
hearing conservation program will be updated consistent with changes in protective equipment
and work processes. The program will include:
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•

The effects of noise on hearing.

•

The purpose of hearing protectors.

•

The advantages, disadvantages, and attenuation of various types of hearing protection.

•

Instructions on selection, fitting, use, and care of hearing protectors.

• The purpose of audiometric testing, and an explanation of the test procedures.
9. Employee access to information—Employees may have their own copy of the OSHA Standard
on Noise Exposure (1910.95) and a copy of the standard must be posted in the workplace. They
also must receive informational materials pertaining to the standard, which has been prepared
by OSHA.
10. Recordkeeping—Since many of the records required by OSHA related to noise exposure are
medical in nature, all records giving individual data will be maintained in secure locations by
personnel well versed in their protection. They will not be released except as provided by the
OSHA standard or as necessary to administer the County hearing conservation program.
Records must be prepared and kept as follows:
•

OSHA Log entries—A one-time entry on the PESH 900 Log at the time a work-related
standard threshold shift (STS) of 10 dB has occurred and the employee’s total hearing level
is 25 dB or more above audiometric zero in the same ear(s) as the STS.

•

Exposure measurements—A record of all employee exposure measurements.

•

Audiometric tests—Records on all employee audiograms. This includes audiograms on any
individuals who may not be exposed to workplace noise above the action level, but on
whom audiograms may have been performed for some other purpose.

•

Record retention—Noise exposure measurement records must be kept for two years and
audiometric test records must be kept for the duration of the affected employee’s
employment.

•

Access to records—All records required to be kept will be provided to employees, former
employees, and designated employee representatives, upon request.
Training Key Points: Training in hearing conservation is mandatory for all those employees exposed
to workplace noise above the action level. In addition, all other employees will be provided this
training for information and awareness.
1. Noise awareness—The County intends to take all necessary and practical steps to ensure that
employees are not subjected to noises that may cause occupational hearing loss. Any employee
who believes he/she is being adversely affected by noise in the workplace is encouraged to tell
supervision promptly so that an evaluation can be made and necessary corrective or control
steps taken.
2. The nature of noise—Sounds are simply variations in air pressure, which the body’s auditory
system can detect. Noise is unwanted sound and high levels of it can damage hearing, making it
difficult to hear people talking and to hear warning sounds.
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•

•

Noise is measured on a logarithmic scale in decibels over a very
wide range of sound pressures. Since it’s logarithmic, an increase
of 10 dB means the sound has increased 10 times!
Sound is measured by both amplitude (intensity) which is
expressed in decibels (dB) and frequency (pitch), which is
expressed in hertz (Hz). The measurement of industrial noise
combines both loudness and frequency and is expressed as dBA.

•

Common sounds range from 0 to 140 on the decibel scale. Some
typical sound levels can be found in the chart at the right.
3. Noise definitions—For more detailed definitions, see OSHA
§1910.95, Appendix I

Leaf rustling

10

Quiet bedroom

22

Normal
conversation

50 to 60

Manual
machinery

80

Electric motor

90

Drill press

94

Table saw

100

Grinding

116

Jet overhead

120

Pain

127

Jet takeoff

140

•

Action level - An 8-hour time-weighted average of 85 decibels
measured on the A-scale.

•

Audiogram - A chart, graph, or table resulting from an audiometric test showing an
individual's hearing threshold levels as a function of frequency.

•

Audiologist - A professional, specializing in the study and rehabilitation of hearing.

•

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.

•

Hertz (Hz) - Unit of measurement of frequency, numerically equal to cycles per second.

•

Medical pathology - A disorder or disease. A condition or disease affecting the ear, which
should be treated by a physician specialist.

•

Noise 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.

•

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 timeweighted average sound level that is 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 Aweighted sound pressure to the square of the standard reference pressure of 20
micropascals, expressed in decibels (dB).

•

Sound level meter - An instrument for the measurement of sound level.

•

Time-weighted average sound level - That sound level, which if constant over an 8-hour
exposure, would result in the same noise dose as is measured.
4. Impact of noise on the body—OSHA documents tell us that, in addition to hearing loss, current
evidence links exposure to high decibel ranges with other added health effects. Studies have
shown that where consistent exposure to 95 decibels occurs, there exists a serious threat to the
cardiovascular system, more specifically an elevation in systolic blood pressure (hypertension),
digestive, respiratory, allergenic and musculo-skeletal disorders, as well as disorientation and
reduction of eye focus, potentially leading to the increase of accidents and injuries. The
negative effects associated with long-term hearing loss include decreased ability or inability to
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5.

6.

7.

8.

communicate, irritability, tinnitus (ringing in the ears), and frustration with personal/familial
relationships.
Measurement of noise —Noise will be routinely monitored and measured by competent and
qualified personnel and in accordance with the OSHA standard (1910.95) and this procedure.
Personnel impacted by workplace noise will be promptly informed and appropriate steps will be
taken to address any possible impact.
Noise action levels—When workplace noise to which employees are exposed over an eighthour workday averages 85 decibels (dB) or higher, the County must provide a hearing
conservation program for those exposed employees. If the noise exposure for the eight-hour day
reaches or exceeds 90 dB, then mandatory hearing protection
Permissible Noise Exposure
efforts must be employed. The table at the right shows the
Duration
Sound Level
permissible levels of noise to which employees can be exposed
hours/day
dBA
without hearing protection for various durations. Exposure to noise
8
90
at higher levels or for longer periods of time requires action.
6
92
Action levels and permissible exposure levels are based on ambient
4
95
noise without regard for any hearing protection worn.
3
97
Controls used to reduce noise exposure—When employees are
2
100
subjected to sound exceeding those listed in the table above,
1 1/2
102
feasible administrative or engineering controls will be utilized. If
those controls fail to reduce sound levels to acceptable levels as
1
105
shown in the table, personal protective equipment will be provided
1/2
110
and used to reduce sound levels within the levels of the table.
1/4 or less
115
About hearing protectors—Hearing protectors are designed to
block damaging noise, yet to allow sound in the frequency range of common speech to be heard
effectively. Typically, people working in high noise areas find it much easier to communicate
and pay attention to other critical sounds when they are using hearing protection. In all cases,
hearing protection should be assigned to the individual and kept for use only by that individual.
The level of noise the hearing protector is designed to reduce is normally found on the package
or in the product literature, which comes with the device. It is expressed as the noise reduction
ration (NRR) and gives a reasonable approximation of how the device will actually perform.
Hearing protective devices (HPD’s) include the following:
•

Insert-type earplugs—A device designed to provide an airtight seal with the ear canal. There
are three types of insert earplugs - premolded, formable, and custom earplugs. All have an
NRR in the range of 15 to 33 dBA.
a. Premolded earplugs—pliable devices of silicone, rubber or plastic and of fixed
proportions. Two standard styles, single flange and triple flange, come in various sizes,
and will fit most people. Personnel responsible for fitting and dispensing earplugs will
train users on proper insertion, wear, and care. While premolded earplugs are reusable,
they may deteriorate and should be replaced periodically.
b. Formable earplugs—come in one size. May be disposable and made of waxed cotton
(plain cotton is not acceptable for hearing protection) or acoustical fibers. Semidisposable are made of molded sponge or foam and will generally last for up to a week.
To insert, roll the plug between the fingers to compress it and then insert the compressed
plug into the ear while holding the ear lobe up in order to straighten the ear canal and
allow good penetration. Each earplug must be held in place while it expands enough to
remain firmly seated. Earplugs with a cord attached are also available. These earplugs
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may be washed and therefore are reusable, but will have to be replaced when they no
longer form an airtight seal when properly inserted or are soiled.
c. Custom Molded Earplugs —A small percentage of the population cannot be fitted with
standard premolded or formable earplugs. Custom earplugs can be made to fit the exact
size and shape of the individual's ear canal. Individuals needing custom earplugs will be
referred to an audiologist.
•

Canal caps—These are soft plugs mounted on a light headband which maintains tension on
the ears to keep them in place. They are a good choice for people who have trouble inserting
earplugs or who enter and leave a noise zone frequently. They typically have a NRR of 16
to 26 dBA.

•

Earmuffs—These are devices worn over the ear with cushions and held in place by a
headband. Their effectiveness depends on an airtight seal between the cushion and the head.
Typical NRR range from 16 to 33 dBA. However, earmuffs can be used in combination
with earplugs, which will give a higher effective NRR (more than one device along, but not
as much as the two NRR’s added).

•

Earmuff performance may be degraded by anything that compromises the cushion-tocircumaural flesh seal. This includes other pieces of personal protective equipment such as
eyewear, masks, face shields, and helmets.
9. Maintenance of Hearing Protective Devices
•

Reusable earplugs, such as the triple flange or formable devices should be washed in
lukewarm water using hand soap, rinsed in clean water, and dried thoroughly before use.
Wet or damp earplugs should not be placed in their containers. Cleaning should be done as
needed.

•

Earmuff cushions should be kept clean. The plastic or foam cushions may be cleaned in the
same way as earplugs, but the inside of the muff should not get wet. When not n use,
earmuffs should be placed in open air to allow moisture that may have been absorbed into
the cups to evaporate.
10. Hearing Protection Performance Information —The maximum sound attenuation one gets when
wearing hearing protection devices is limited by human body and bone conduction
mechanisms. Even though a particular device may provide outstanding values of noise
attenuation the actual noise reductions may be less because of the noise surrounding the head
and body bypasses the hearing protector and is transmitted through tissue and bone pathways to
the inner ear.
11. Use of portable headset entertainment devices—Studies by North Carolina State University
(NCSU) have shown that the typical commercial Walkman™ headset provided the following
A-weighted decibel levels for these volume settings: 64 dBA/25%, 81 dBA/50%, 91 dBA/75%,
and 96 dBA/100%.
•

In a North Carolina textile mill where the TWA was 87 dBA NCSU researchers found the
median Walkman™ level to be 84 dBA with 20% of the workers listening at 90 dBA or
greater.

•

The industrial hygiene department of GM found typical headset output levels of 99 to 100
dBA in autoworkers with a maximum exposure level of 117 dBA.

•

Most of the commercially available headsets for Walkman™ will produce 100 to 103 dB
SPL for an output voltage of 1 mV. Therefore, listening to a Walkman™ unit at more than
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50% to 75% rated output will generate sound levels in excess of the OSHA PEL creating a
threat to the wearer's hearing and this may also produce a safety hazard by masking
environmental sounds that need to be heard.
•

Walkman™-type devices do pose a hazard to hearing if they are played too loud for any
significant length of time whether on or off the job: The energy, not the esthetics, of sound
poses the threat to human hearing sensitivity.
12. Purpose of audiometric testing— Audiometric testing not only monitors the sharpness and
acuity of an employee's hearing over time, but also provides an opportunity for employers to
educate employees about their hearing and the need to protect it.
•

The important elements of an audiometric testing program include baseline audiograms,
annual audiograms, training, and follow-up procedures.

•

The audiometric testing program follow-up should indicate whether the employer's hearing
conservation program is preventing hearing loss.

•

A licensed or certified audiologist (specialist dealing with an individual having impaired
hearing), an otolaryngologist (physician specializing in the diagnosis and treatment of
disorders of the ear, nose, and throat), or a physician must be responsible for the program.
Both professionals and trained technicians may conduct audiometric testing.

•

The testing procedure is easy, painless, and non-invasive. The person being tested is placed
in a soundproof room with earphones and asked to indicate when he/she hears a tone or
sound in either ear. The tones or sounds are played at different frequencies to test the
hearing over the full range of sound heard by the human ear.
13. Medical assistance for noise exposure—The County will ensure that competent and qualified
medical personnel are available to see, treat, and counsel employees with hearing loss or
concerns about noise exposure in the workplace.
14. Non-mandatory use of hearing protection—The County recognizes that noise, even below the
action level, may be disruptive, distracting, and potentially stressful. For this reason, any
employee wishing to use hearing protection outside of mandatory noise zones may do so and
may use hearing protection provided by the County
15. Review of this procedure for any other points not already covered

Ontario County Safety and Health Procedure: Hearing Conservation Program
Page 7
© 2002 by L. H. Dawson, licensed to Ontario County Workers' Compensation Self Insurance Program participants for internal use only

Hearing Conservation
OSHA Publication 3074
1995 (Revised)
U.S. Department of Labor
Occupational Safety and Health Administration
Occupational Noise Exposure
Noise, or unwanted sound, is one of the most pervasive occupational health problems. It is a byproduct of many industrial processes. Sound consists of pressure changes in a medium (usually air),
caused by vibration or turbulence. These pressure changes produce waves emanating away from the
turbulent or vibrating source. Exposure to high levels of noise causes hearing loss and may cause other
harmful health effects as well. The extent of damage depends primarily on the intensity of the noise
and the duration of the exposure. Noise-induced hearing loss can be temporary or permanent.
Temporary hearing loss results from short-term exposures to noise, with normal hearing returning after
a period of rest. Generally, prolonged exposure to high noise levels over a period of time gradually
causes permanent damage.
OSHA's hearing conservation program is designed to protect workers with significant occupational
noise exposures from suffering material hearing impairment even if they are subject to such noise
exposures over their entire working lifetimes.
The following summarizes the required component of OSHA's hearing conservation program.
Monitoring
The hearing conservation program requires employers to monitor noise exposure levels in a manner
that will accurately identify employees who are exposed to noise at or above 85 decibels (dB) averaged
over 8 working hours, or an 8-hour time-weighted average (TWA.) That is, employers must monitor all
employees whose noise exposure is equivalent to or greater than a noise exposure received in 8 hours
where the noise level is constantly 85 dB. The exposure measurement must include all continuous,
intermittent, and impulsive noise within an 80 dB to 130 dB range and must be taken during a typical
work situation. This requirement is performance-oriented since it allows employers to choose the
monitoring method that best suits each individual situation. Monitoring should be repeated when
changes in production, process, or controls increase noise exposure. Such changes may mean that
additional employees need to be monitored and/or their hearing protectors may no longer provide
adequate attenuation.
Under this program, employees are entitled to observe monitoring procedures and they must be
notified of the results of exposure monitoring. The method used to notify employees is left to the
discretion of the employers.
Instruments used for monitoring employee exposures must be carefully checked or calibrated to ensure
that the measurements are accurate. Calibration procedures are unique to specific instruments.
Employers have the duty to ensure that the measuring instruments are properly calibrated. They may
find it useful to follow the manufacturer's instruction to determine when and how extensively to
calibrate.
Audiometric Testing
Audiometric testing not only monitors the sharpness and acuity of an employee's hearing over time, but
also provides an opportunity for employers to educate employees about their hearing and the need to
protect it.
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The employer shall establish and maintain an audiometric testing program. The important elements of
an audiometric testing program include baseline audiograms, annual audiograms, training, and followup procedures. Audiometric testing must be made available at no cost to all employees who are
exposed to an action level of 85 dB or above, measured as an 8-hour TWA.
The audiometric testing program follow-up should indicate whether the employer's hearing
conservation program is preventing hearing loss. A licensed or certified audiologist (specialist dealing
with an individual having impaired hearing), an otolaryngologist (physician specializing in the
diagnosis and treatment of disorders of the ear, nose, and throat), or a physician must be responsible
for the program. Both professionals and trained technicians may conduct audiometric testing. The
professional in charge of the program does not have to be present when a qualified technician conducts
tests, however. The professional's responsibilities include overseeing the program and the work of the
technicians, reviewing problem audiograms, and determining whether referral is necessary.
The employee needs a referral for further testing when test results are questionable or when problems
of a medical nature are suspected. If additional testing is necessary or if the employer suspects a
medical pathology of the ear is caused or aggravated by the wearing of hearing protectors, the
employee shall be referred for a clinical audiological evaluation or otological exam, as appropriate.
There are two types of audiograms required in the hearing conservation program: baseline and annual
audiograms.
Baseline Audiograms
The baseline audiogram is the reference audiogram against which future audiograms are compared.
Baseline audiograms must be provided within 6 months of an employee's first exposure at or above an
8-hour TWA of 85 dB. An exception is the use of mobile test vans to obtain audiograms. In these
instances, baseline audiograms must be completed within 1 year after an employee's first exposure to
workplace noise at or above a TWA of 85 dB. Employees, however, must be fitted with, issued, and
required to wear hearing protectors for any period exceeding 6 months after their first exposure until
the baseline audiogram is obtained.
Baseline audiograms taken before the effective date of the hearing conservation program (April 7,
1983) are acceptable baselines if the professional supervisor determines that the audiogram is valid.
Employees should not be exposed to workplace noise for 14 hours preceding the baseline test;
however, appropriate hearing protectors can serve as a substitute for this requirement and can be worn
during this time period.
Annual Audiograms
Annual audiograms must be conducted within 1 year of the baseline. It is important to test hearing on
an annual basis to identify deterioration in hearing ability so that protective follow-up measures can be
initiated before hearing loss progresses. Annual audiograms must be routinely compared to baseline
audiograms to determine whether the audiogram is valid and to determine whether the employee has
lost hearing ability--i.e., if a standard threshold shift (STS) has occurred. STS is an average shift in
either ear of 10 dB or more at 2,000, 3,000, and 4,000 hertz. An averaging method of determining STS
was chosen because it diminished the number of persons falsely identified as having STS and who are
later shown not to have had a change in hearing ability. Additionally, the method is sensitive enough to
identify meaningful shifts in hearing early on.
Audiogram Evaluation
If an STS is identified, employees must be fitted or refitted with adequate hearing protectors, shown
how to use them, and required to wear them. Employees must be notified within 21 days from the time
the determination is made that their audiometric test results showed an STS. Some employees with an
STS may need to be referred for further testing if the professional determines that their test results are
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questionable or if they have an ear problem of a medical nature that is thought to be caused or
aggravated by wearing hearing protectors. If the suspected medical problem is not thought to be related
to wearing hearing protection, employees must be informed that they should see a physician. If
subsequent audiometric tests show that the STS identified on a previous audiogram is not persistent,
employees whose exposure to noise is less than a TWA of 90 dB may discontinue wearing hearing
protectors.
An annual audiogram may be substituted for the original baseline audiogram if the professional
supervising the program determines that the employee's STS is persistent. The original baseline
audiogram, however, must be retained for the length of the employee's employment. This substitution
will ensure that the same shift is not repeatedly identified. The professional also may decide to revise
the baseline audiogram if an improvement in hearing occurs. This will ensure that the baseline reflects
actual hearing thresholds to the extent possible. Audiometric tests must be conducted in a room
meeting specific background levels and with calibrated audiometers that meet American National
Standard Institute (ANSI) specifications of SC-1969.
Hearing Protectors
Hearing protectors must be available to all workers exposed to 8-hour TWA noise levels of 85 dB or
above. This requirement will ensure that employees have access to protectors before they experience a
loss in hearing. Hearing protectors must be worn by (1) employees for any period exceeding 6 months
from the time they are first exposed to 8-hour TWA noise levels of 85 dB or above until they receive
their baseline audiograms in situations where baseline audiograms are delayed because it is
inconvenient for mobile test vans to visit the workplace more than once a year; (2) employees who
have incurred standard threshold shifts since these workers have demonstrated that they are susceptible
to noise; and (3) employees exposed over the permissible exposure limit of 90 dB over an 8-hour
TWA.
Employees should decide, with the help of a person who is trained in fitting hearing protectors, which
size and type protector is most suitable for their working environment. The protector selected should
be comfortable to wear and offer sufficient attenuation to prevent hearing loss.
Hearing protectors must adequately reduce the severity of the noise level for each employee's work
environment. The employer must reevaluate the suitability of the employee's present protector
whenever there is a change in working conditions that may cause the hearing protector being used to
be inadequate. If workplace noise levels increase, employees must be given more effective protectors.
The protector must reduce employee exposures to at least 90 dB and to 85 dB when an STS already
has occurred in the worker's hearing. Employees must be shown how to use and care for their
protectors and must be supervised on the job to ensure that they continue to wear them correctly.
Training
Employee training is very important. When workers understand the reasons for the hearing
conservation programs' requirements and the need to protect their hearing, they will be better
motivated to participate actively in the program and to cooperate by wearing their protectors and
taking audiometric tests. Employees exposed to TWAs of 85 dB and above must be trained at least
annually in the effects of noise; the purpose, advantages, and disadvantages of various types of hearing
protectors; the selection, fit, and care of protectors; and the purpose and procedures of audiometric
testing. The training program may be structured in any format, with different portions conducted by
different individuals and at different times, as long as the required topics are covered.
Recordkeeping
Noise exposure measurement records must be kept for 2 years. Records of audiometric test results
must be maintained for the duration of employment of the affected employee. Audiometric test records
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must include the name and job classification of the employee, the date, the examiner's name, the date
of the last acoustic or exhaustive calibration, measurements of the background sound pressure levels in
audiometric test rooms, and the employee's most recent noise exposure measurement.
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