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H.A SACK COMPANY SAFETY PROGRAM

To:  All H.A. SACK COMPANY EMPLOYEES:

It is the policy of the H. A. Sack Company to strive for the safest possible 

performance on each of our job sites. 

The attached safety and loss control guidelines represent a wealth of practical 

experience tested in the safety-conscious environment of many successful projects. 

Implementing these procedures will protect the well-being of our employees and Company 

resources from any harm or financial loss caused by accidents. Therefore, as a condition of 

employment by H. A. Sack Company, each employee is required to understand and abide by 

these procedures. 

Because each construction project is unique, some of these procedures may need 

to be refined or expanded to meet the site-specific safety and loss control needs of a particular 

project. 

The job superintendent may refine or expand these procedures as needed with my approval. 

For more information on complying with specific safety policies and procedures, please contact 

me or the project manager. Safety is as critical to H. A. Sack Company’s operations as planning, 

scheduling or billing: It is an integral part of our routine operations. Furthermore, we believe 

that accidents are preventable, and that it is up to each of us to ensure that we practice safety 

as a routine part of our daily work. 

H. A. Sack Company is committed to maintaining safe and healthful workplaces and 

to protecting the public against any potential hazards caused by our operations. 

Sincerely, 

Paul Roesel

President (Signature on File)
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MANAGEMENT SAFETY RESPONSIBILITIES

1. Senior Management

A. Is responsible for application of the company’s Loss Control (Safety) Program.

B. Will emphasize accident prevention management utilizing safety staff 

meetings, supervisor meetings, employee contacts etc. 

C. Will delegate the responsibility for accident prevention to the supervisors, 

holding them accountable for positive action within their area. 

D. Will establish with field management and field personnel safety goals and 

objectives and will evaluate completion of assigned objectives on an annual 

basis. 

E. To make management’s position clear in regard to accident prevention, the 

following points will be emphasized when discussing the Loss Control 

Program: 

1. The importance management attaches to accident prevention. 

2. The integral part of accident control in daily operation. 

3. The need to cooperation between management supervisors, and 

employees. 

F. To keep abreast of predominant accident problems, management will: 

1. Review accident records on a periodic basis. 

2. Review investigations of serious accidents and near-miss accidents. 
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3. Will discuss accident problems with department heads, supervisors, 

and safety personnel. 

2. Supervisors

A. Accepts responsibility for accident occurring in the area under their 

supervision. 

B. Are responsible for having a thorough knowledge of the hazards involved in 

every operation within his craft and how the hazards can be controlled. 

C. Instructs all employees under their supervision in the safe and correct 

method of performing the work. Particular emphasis should be placed on 

instruction to new employees and those transferred from other jobs. 

D. Follow ups on training to make sure employees work in accordance with 

instructions. Improper work habits should be corrected as soon as detected. 

E. Maintains good housekeeping on the jobsite or workplace. 

F. To avoid accidents, the supervisor must insist on proper use of machinery,

equipment and tools. 

G. Makes sure that physical and mechanical hazards are promptly corrected. If 

corrective action is beyond his/her scope of authority, the condition should 

be reported to their supervisor. 

H. To obtain a thorough knowledge of accident problems within their 

department and the solutions, the supervisor should: 

1. Thoroughly investigate all accidents and near-misses which occur in their 

department. Determine causes and corrective action to reduce the 

occurrence of similar type losses. 

2. Complete a job safety analysis of any operations that have produced, or 

are likely to produce accidents. 
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I. Makes a practice of discussing safety with at least one of their employees per 

day and all of their employees every Monday morning before work begins. 

J. Sets a good example by following good safety practices in all activities, 

particularly in the use of guards and personal protective equipment. 

K. Sees that injuries, no matter how slight, are reported promptly to first aid. 

L. Notifies immediately the project manager/estimator of a serious injury or 

dangerous condition.

M. Requires personal protective equipment be used in accordance with needs 

and established procedures. 

N. Inspects there area of accountability daily to make sure physical and 

mechanical hazards, as well as work habits and procedures, are properly 

controlled. 

O. In assuming the above responsibilities, the supervisor must remember that 

when they do not correct unsafe conditions or practices, they are, in the eyes 

of employees, approving them, thereby undermining their own effectiveness 

and authority. 
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EMPLOYEE RESPONSIBILITIES

Each H. A. Sack Company employee has a personal responsibility in accident 

prevention. Each employee has a responsibility to their family, to themselves, to their fellow 

workers, and to their employer. In the performance of his/her duties, therefore, he/she shall be 

expected to observe safe practice rules, as well as instructions relating to the efficient handling 

of his/her work. Violations of safety instructions and policies could result in disciplinary action 

and /or dismissal. 

This manual is not meant to cover all of the rules and regulations of safety, or to 

provide all of the pertinent data concerning safety equipment. It is each employee’s 

responsibility to ask questions when in doubt. 

Some of the employee’s responsibilities are: 

Incorporate safety in every job procedure. No job is done efficiently unless it has been done 

safely. 

1. Knows and obeys safe practice rules and general rules. 

2. Reports unsafe job conditions to a supervisor.

3. Reports all injuries to a supervisor. 

4. Follows instructions given by a supervisor. 

5. Cautions fellow workers when they perform unsafe acts. 

6. Refrains from TAKING CHANCES. 

7. Ask questions of supervisor when there is any doubt concerning jobsite safety 

instructions.

8. Refrains from tampering with anything which they do not understand. 

9. Refrains from horseplay or other acts of carelessness. 

10. Will not be under the influence of, consume, or dispense during working hours, or at 

anytime while on or near the jobsite, any alcoholic beverages, illegal drugs, or 

controlled drugs (prescription medicine) taken in excess of the dosage prescribed by a 

physician.

11. Will attend and participate in scheduled safety meetings. 
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ASK YOUR SUPERVISOR FOR HELP WHENEVER NEEDED!

SAFETY COMMITTEE RESPONSIBILITIES

A safety committee will be established to facilitate the uniform 

implementation of company safety policies and objectives and to ensure that 

employees have a safe plant in which to work. 

The committee will consist of management representatives. 

A quarterly meeting shall be held and should include:

1. Accidents of the last quarter should be discussed. 

2. Jobsites safety check should be conducted prior to each meeting. 

Recommendations should be identified with month and year of 

submission. 

3. Corrective actions shall be reviewed on accidents and recommendations. 

All outstanding recommendations should be resubmitted. 

4. Conduct a review of hazard reports for merit with respect to the Loss 

Control Program. 

5. Review program effectiveness and recommend solutions to correct loss 

control problem deficiencies. 

6. Minutes shall be kept and maintained by the company secretary for 

review and further distribution. 
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HIRING/SELECTION AND TRAINING OF EMPLOYEES

A. PLACEMENT OF EMPLOYEES:

Prior to work assignment, the employee will be familiarized with: 

1. The company policy toward safety and the purpose of the Safety Program. 

2. The duties of the employee in regard to the Safety Program.

3. An explanation of safety rules. 

4. An explanation of rules regarding personal protective equipment. 

5. A review of any physical restrictions in light of the potential assignment. 

6. An emphasis on the necessity of prompt, complete reporting of any accidents 

and the locating of the first aid station. 

B. INSTRUCTIONS AND TRAINING: 

The Superintendent will be responsible for the indoctrination of new employees 

in the following areas:

1. General work rules of the craft. 

2. Potential job hazards and the consequences of disregarding established safe 

work practices.

3. Safe work practices. 

4. Frequently recheck the employees performance and immediately correct any 

unsafe habits observed. 

5. Frequently checks will be made with the employees to ensure that proper 

work procedures and safety requirements are understood.
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6. It is imperative that the supervisor set a good example and clearly 

demonstrate the importance of job safety. 

7. Formal employee training programs will be in place for the following: 

a. Hazard Communication

b. Forklift Operators (Powered Industrial Trucks)

c. Respirators

d. Emergency Preparedness

e. Hearing Conservation

f. Lockouts

Special Note:

All of the above mentioned formal training programs are addressed in this Loss Control 

Manual. 

Refer to the table of Contents. 
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REPORTING AND INVESTIGATION OF ACCIDENTS

SPECIAL NOTE: 

It is important that accident investigation be directed at fact finding and 

not fault finding. If workers feel that the investigator is trying to fix blame, they 

might with hold information to protect themselves or fellow workers.  The 

constructive purpose of an accident investigation is to find out the causes and to 

determine how these causes may be eliminated or controlled. 

Also it must be kept in mind that the occasion of an accident is a trying 

time for all concerned. People react to the pressure of the situation in various ways. 

Some become nervous, shy, and apprehensive, fear recrimination, or become 

resentful or hostile. It is necessary for the investigator to show empathy, the ability 

to put oneself in another’s position. This is essential in order to understand the 

information being provided. 

The term “accident” is used for the sake of convenience. In reality, there is a 

distinction between an accident and an injury. When an accident occurs, it may or 

may not result in an injury (or property damage). Also, a true accident is an 

unpredictable condition and is quite predictable.  The point of accident 

investigation is to uncover and correct these acts, conditions, and the faults in the 

system which allows them to occur. 
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REPORTING AND INVESTIGATION OF INJURIES AND ILLNESSES

Note: Before any investigation is made, all emergency steps should be taken to 

prevent further injury, illness or property damage. 

A. REPORTING

1. All injuries shall be reported to direct supervision promptly and receive 

treatment immediately to avoid infection or complications. 

B. INVESTIGATION

1. All work injuries must be investigated to determine their cause. 

2. The investigation should be made by the injurer’s immediate supervisor. The 

supervisor making the investigation should get help from other qualified and 

experienced personnel when, in his judgment, the injury and circumstances are 

unusual.

3. An injured employee should not be subjected to extensive questioning by 

personnel other than that of his immediate supervisor. 

4. In finding accident causes, all pertinent facts must be gathered from which an

analysis can be made and the cause and responsibility determined. When 

gathering the facts, use the form provided- Supervisor’s Accident Investigation 

Report. This report must be filed within 24 hours of the accident. 

a. What was employee doing (i.e. lifting, standing, walking etc.)?

b. How was the employee injured? 

c. What was done unsafely? 

d. What was defective or failed to function?

e. What safeguards were used? (I.e. guards, limit switches, etc.)?

f. What protective equipment was used? 
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Answers to these questions should give some indication of the injury cause 

and what steps are necessary to remove the cause.

5. Investigating report to be filled out by the supervisor and turned over to the 

company safety director for review, corrective follow up, claims handling, OSHA 

record keeping, senior management, and safety committee review, etc. 
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ENFORCEMENT AND DISCIPLINE

An effective Safety Program must include realistic rules, regulations, and standards 

which are followed by all personnel. Each supervisor is responsible for being 

familiar with the applicable safety procedures and safety standards for his area of 

responsibility, ensuring that employees are properly informed and trained and 

enforcing safety policy. Every employee is responsible for incorporating safety into 

their everyday work practices and following safety rules, regulations, and standards. 

In most instances, employees will accept their safety responsibilities, work as safely 

as they can, and follow the applicable safety rules and regulations. In exceptional 

cases, however, when an employee does not follow safety rules or regulations, 

disciplinary action may be necessary.  In such circumstances, the following 

procedure shall be observed:

1. Prompt, thorough investigation shall be conducted to determine all 

the facts concerning the incident. 

2. If it is determined that an employee is at fault for not having 

followed instructions and safety rules or regulations and that an 

injury was caused or potential for injury existed, the appropriate 

disciplinary action shall be taken. 

Disciplinary action should be considered only after other methods, such as training and 

instruction, have been used and found to not be effective. Our objective is not to 

punish, but to encourage personnel to work safely and eliminate occupational injuries. 
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OFFICE SAFETY

Typical office hazards include tripping, cuts, punctures, electrical shock, improper 

illumination, fire, poor ventilation, and unstable office furniture. The biggest office 

hazard, however, is the belief that there are no hazards. 

The following minimum standards apply for control of these hazards:

1. Aisles shall be kept clear of obstructions and debris.

2. Cords and wires should not be strung across the floor. 

3. To eliminate the possibility of a file cabinet being pulled over, heavier 

materials shall be stored in the lower drawers, and only one drawer shall 

be opened at a time. Single file cabinets should be secured to the wall or 

floor, and where there are two or more, should be bolted together. 

4. File cabinet and desk drawers shall be kept closed when not in use to 

eliminate tripping and bumping hazards. 

5. Desks should be arranged to eliminate tripping hazards caused by floor-

mounted electrical and telephone outlets. 

6. Slipping hazards, such as water or coffee on the floor, should be cleaned 

up immediately.

7. Supervisors shall ensure that employees are aware of the location of fire 

extinguishers in their area and are familiar with the instructions for usage 

which are printed on each extinguisher. 

8. Handrails should always be used when ascending and descending stairs 

to eliminate the possibility of falls. 

9. Doors, which serve two-way pedestrian traffic, should be used with care 

to avoid striking personnel approaching from the opposite direction. 

10. Ashtrays shall be used when smoking. All matches and smoking materials 

should be out and cold before dumping them in a wastebasket. 



17

11. Broken glass, razor blades, and other sharp-edged materials shall not be 

placed in waste-baskets unless properly wrapped or packaged to enclose 

sharp edges. 

12. Office furniture shall be kept in good repair to eliminate splinter injuries. 

13. Employee lockers or cloakrooms shall not be used for storing flammable 

materials or liquids. 

14. Electrical cords on office equipment shall be kept in good repair, free 

from cuts, abrasions or improper splices which may cause accidental 

shock. Cords shall be places where they are not subject to damage.

15. Mechanical guards on office equipment shall not be removed, except for 

maintenance purposes, and shall be replaced before the equipment is 

put back into operation. 

16. All electrical fans shall be equipped with guards completely enclosing 

blades. Guards shall have an opening of no more than ½”.

17. When work involves the use of fluids, which give off dangerous or 

unpleasant odors, special ventilation is required (see manufacturer’s 

instructions for materials being used).

18. Lighting in office areas shall be sufficient to eliminate fatigue and 

accidents.
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HAZARDOUS MATERIALS

The use of hazardous or potentially hazardous materials is becoming more and 

more commonplace throughout industry.  These can present hazards not only to 

the user, but also to others in the immediate work area if adequate measures are 

not taken. 

Material Safety Data Sheets (MSDS) on all chemicals used by H. A. Sack Company 

have been prepared and placed in special textbooks which have been delivered to 

each job foreman. These MDSDS’s explain the characteristics and potential health 

hazards of each chemical used. These MSDS’s manuals are always available for use 

by the employee. No chemical can be used on site without a proper MSDS 

being made available to employees. 

GENERAL

Before a material is put to use, it shall be checked to determine what safety hazards 

might be encountered. All standard chemicals have a description of potential 

hazards on the label. Many manufacturers, however, use trade names, and it may 

be necessary to contact the manufacturer to find out what, if any, hazardous 

substances might be involved. Material Safety Data Sheets (MSDS) for each 

substance used should be obtained from the manufacturer and kept on file in the 

MSDS textbook.

Chemicals may come in the form of gases, liquids, powders, or solids and may be 

classed as harmless, irritants, absorptive, corrosive, toxic or poisonous and 

flammable or non-flammable. Hazardous materials shall be stored and handled in 

proper containers, such as sealed drums, approved safety cans, or other approved 

well ventilated areas, or on safe shelves or pallets. They shall never be stored near 

an open flame or excessive heat. The use of protective equipment is extremely 

important when working with hazardous chemicals. This equipment may include 

face shields, goggles, safety glasses, aprons, gloves, boots and respirators. 

(See ‘Personal Protective Equipment’ section). 
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Some general guidelines to be followed when working with hazardous materials 

include: 

1. Chemical goggles, face shields, respirator equipment, rubber aprons or suits and 

chemical –resistant gloves shall be worn as appropriate when working with corrosive 

or toxic chemicals. 

2. Because of the possibility of a hazardous interaction between two or more 

chemicals they shall be mixed only under controlled conditions and according to 

manufacturer’s recommendations. 

3. All chemical containers shall be properly identified to avoid misuse and to prevent 

mixture of non-compatible chemicals. Non-compatible materials shall not be mixed 

during disposal operations. 

4. If hazardous chemicals are spilled on clothing, the clothing should be removed 

immediately. All chemical burns should be washed with fresh water, and then 

treated as any burn would be treated.

5. Hazardous liquids should never be siphoned from a container by mouth. 

GASES

There are many types of gases, some lighter than air, others heavier, and most are 

flammable or toxic. Some hydrocarbon gases, such as butane and propane, may 

create a serious problem when released into the atmosphere.  Vapors heavier than 

air tend to settle to ground or floor level and travel until dissipated or until they 

reach an ignition source. Other hazardous gases, such as ammonia, chlorine, 

hydrogen sulfide, sulfur dioxide, and nitrogen oxides, are very toxic even in 

relatively low concentrations. 

SOLVENTS

Solvents are solutions used to clean, degrease, or dissolve unwanted materials from 

tools, equipment, etc. Common solvents include naphtha, kerosene, Stoddard

solvent, trichloroethylene, acetone and alcohol.

Most solvents are toxic to some degree and must be used with adequate ventilation 

and possibly respiratory protection. All solvents, even those considered harmless, 

can potentially be harmful to the skin if used excessively over an extended period of 

time. Protective gloves and clothing shall be worn to prevent extended contact of 

solvents with the skin. Protective creams or other appropriate measures shall be 
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used where there is a possibility of contact. If accidental skin contact is experienced, 

washing soap and water will usually prevent harmful effects. 

LIQUIDS

Many liquids encountered in our operations are flammable. The flash point of a 

liquid is the lowest temperature at which it gives off enough vapor to form an 

ignitable mixture with air and produce a flame when a source of ignition is 

present. The use, storage and degree of hazard associated with flammable liquids 

are dependent upon the temperature and flash point of liquid. 

STORAGE

Material storage can involve both hazardous and non-hazardous supplies. The 

supervisor in charge will ensure that a hazard evaluation is completed and that 

appropriate precautions are established and maintained. Minimum safety 

requirements include: 

1. Storage racks shall not be loaded in excess of their rated capacities. 

2. Paints and solvents shall be stored in acceptable locations. In areas not approved for 

such storage, only working amounts of pains and solvents shall be brought into the 

area for a specific job. 

3. Flammable liquids shall only be stored in safe, closed containers and shall be 

handled in approved safety cans. 

4. Material shall be stored in a safe and orderly manner on a level surface. Top-heavy, 

lopsided tiers shall be avoided. 

5. Heavier objects shall be stored as low as is practical. 

6. Special caution shall be used when materials are stored above waist level. No object 

shall be thrown or pushed to attain height. 

7. At least 8” shall be maintained between fire sprinkler systems and stored materials. 

8. Material containing sharp protrusion shall be stored so it will not constitute a 

personnel hazard. If this is impractical, a protective barrier shall be erected. 

9. Toxic and corrosive chemicals shall be stored in a well-ventilated location. They shall 

be stored so the containers are not likely to break or spill.

10. A list of hazardous materials known to be on the worksite will be posted in the front 

of the MSDS notebook. 
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11. Personnel will be trained to handle hazards that may be encountered during non-

routine tasks by a qualified person prior to beginning the task. 

12. If other contractors are working on the same construction site, it shall be H. A. Sack 

Company supervisor’s responsibility to deliver a copy of his hazardous materials list 

and MSDS’s to all other contractors and to obtain the same from them. 

13. Labels on hazardous material containers shall not be removed and defaced. Labels 

should be legible. 

14. Employees shall be trained on all new hazards introduced into the work 

environment. New MSDS’s shall be included in the notebook and the training 

documented. The new material will be added to the hazardous material inventory 

and if applicable other contractors notified. 
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HOUSEKEEPING

Good housekeeping is one of the most basic and important requirements in the 

prevention of accidents. All working areas shall be maintained in a clean and orderly condition 

as an effort to prevent tripping, slipping, falling and fires. The following general housekeeping 

rules shall be maintained and strictly enforced: 

1. Sidewalks, aisles, catwalks and all other walkways used by employees shall be free of 

material and hazardous obstructions. 

2. Drips and spills shall be cleaned up immediately. 

3. Stairs, steps, and ladders shall be kept clean and free of all obstacles or slippery 

materials. 

4. Area around fire equipment and control panels shall be kept clear at all times 

5. Materials shall be stored only in designated areas and in an orderly fashion. 

6. Tools, fixtures and other equipment shall be kept in their proper places when not in 

use. 

7. Oily rags and other flammable wastes shall be placed in covered metal containers. 

8. Smoking shall be controlled according to the hazard potential of the work area or in 

accordance with the requirements of the customer. In all cases, smoking materials 

shall be thrown in noncombustible containers and not on the ground. 

No job is complete until all materials, tools, debris, and spills have been totally 

cleaned up by the employees performing the job. 
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PROTECTIVE CLOTHING AND EQUIPMENT, 

PERSONAL LIFTING TECHNIQUES

A. HEAD

1. Approved hard hats that meet ANSI standards must be worn by all employees, 

visitors, and vendors during working hours. “Bump” caps and metal hard hats 

are not permitted.

2. Do not alter suspension or punch holes in hard hats. 

3. Only approved decals, name markings, and tape are authorized on the hard 

hat. 

4. Hard hats will be worn with the brim in front except for authorized operations. 

B. EYES AND FACE

NOTE: The following chart shall be used as a guide in the selection of eye and face 

protection for hazards and operation noted. The chart provides several options for 

different work applications. Only one is needed to perform the work unless 

indicated by a double asterisk. All equipment must meet ANSI standards:

BASIC EYE PROTECTION

1. Goggles- flexible fitting, regular ventilation

2. Goggles- flexible fitting, hooded ventilation

3. Goggles- cushioned fitting, rigid body

4. Spectacles- metal frame with side shields 

5. Spectacles- plastic frame with side shields

6. Spectacles- metal-plastic frame with side shields

7. Welding Goggles- eyecup type, tinted lenses

a. Welding Goggles – cover spec type, tinted lenses

8. Chipping Goggles – cover spec type, clear safety lenses

a. Chipping Goggles- cover spec type, tinted lenses
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9. Welding Goggles- cover spec type, tinted plate lens

10. Face Shield- (available with plastic or mesh window)

11. Welding Helmets

12. Fresh air supplied abrasive blast hood
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EYE PROTECTION IS REQUIRED FOR ANY OF THE JOB OPERATIONS LISTED 

BELOW OR WHEN WORKING NEARBY.

BASIC EYE/FACE PROTECTION CHART

OPERATIONS RECOMMENDED PROTECTORS

1. Pipe Threading 1, 3, 4, 5, 6, or 10 (10 must be worn in 

combination with 4, 5, or 6)

2. Concrete 1, 2, 3, 4, 5, or 6

3. Sandblasting 12

4. Acetylene- welding 7, 8 or 9

5. Acetylene- burning 7, 8, or 9

6. Acetylene – cutting 7, 8, or 9

7. Chemical handling 2 (for **corrosive liquids, add 10 over 2)

8. Chipping, wire brushing, overhead 

drilling, overhead form wrecking, 

powered sanding, any impacting on 

creosoted materials 

1, 3, 7A, 8A, (or **4, 5, or 6 worn under 10)

9. Electric (arc) welding 11 ( in combination with 4, 5, 6 with tinted 

lenses if available

10. Furnace operations 7, 8, or 9 (** for severe exposure- add 10)

11. *Grinding- light

Any of the following must be worn under 10:

1, 3, 4, 5, or 6 

12. * Grinding- heavy Any of the following must be worn under 10:

1, 3, 4, 5, or 6

13. Laboratory 2 or 10 **(10 must be worn in combination 

with 4, 5, or 6)

14. Drilling or Machining 1, 3, 4, 5, 6, 10 ** (10 must be worn in 

combination with 4, 5, or 6)

15. * Molten Metals Any of the following must be worn under 10: 

4, 5, 6 with tinted lenses 7, 8

*Basic Eye protection must be worn with face shields. SAVE YOUR EYES!
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1. Industrial prescription and non-prescription safety glasses with side 

shields are required in all construction and shop areas. 

2. Visitors and employees shall wear safety goggles over their glasses if their 

glasses do not meet ANSI standards. 

3. Know the location of portable or permanent eye wash stations for 

flooding chemicals from the eyes or face. 

4. Report to First Aid for all types of eye or face injuries. DO NOT TRY TO 

REMOVE FOREIGN OBJECTS FROM YOUR EYES. 

5. Welders shall wear additional eye protection under their welding hood. 

C. HEARING PROTECTION

1. Ear plugs or muffs are required in certain operating areas when using 

certain tools and equipment as indicated by signs or barricades or 

stickers on equipment. 

2. If a noisy work area or operation is not identified by proper signs or 

instructions, contact your supervisor. 

D. FINGERS, HANDS AND WRISTS

1. Gloves shall be worn when handling objects or substances that could cut, 

tear and burn or otherwise injure the hands. 

2. Special gloves are required when handling solvents, acids or chemically 

treated material.

3. Di-electrically tested rubber gloves shall be used on all power line work and 

where there is possible contact with energized circuits. Visually inspect 

before using. Check with supervision for proper storage. 

4. Do not wrap a tag line around your hands or body. 

5. Careful consideration must be given prior to using gloves around operating 

tools and machinery. Consult the operating instructions. 

6. Protect hands and fingers from pinch or nip points. 

E. BACK

1. Approach the load and size it up (weight, size and shape). Consider your 

physical ability to handle the load
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2. Place your feet close to the object and far enough apart to maintain balance. 

3. Bend your knees and get a good handhold. Do not bend at the waist. 

4. Lift the object into a carry position. Do not make any turning or twisting 

motion until the lift is completed. 

5. Turn your body with changes in foot position. Do not bend at the waist. 

Check path before proceeding, making sure path is clear of any obstacles 

such as material, equipment, tools, or slippery surfaces. 

6. Setting it down is just as important as picking it up. Bend the knees and lower 

the object carefully to the ground. 

7. Two persons lifting must coordinate movements so they start and finish the 

lift action at the same time and perform moving actions together. 

8. Two persons carrying a long object should try and keep the object level and 

carry on the same side to avoid any twisting motion. 

9. Whenever possible, try to use mechanical aids to reduce the amount of 

lifting that you are required to do. 

F. ABDOMEN

1. Do not lean on pointed objects to maintain balance. 

2. Do not pull sharp items toward you, such as knifes, screwdrivers, etc. 

3. An anti-kick-back device is required while ripping material on radial arm 

saws, table saws, and similar power machines. 

G. LEGS, THIGHS, KNEES, SHINS, ANKLES

1. Pointed tools shall not be carried in pockets. A canvas or leather tool sheath 

hung from the belt is recommended with all points down. 

2. Shin guards, chaps, etc., are to be considered when using some special 

equipment as, chain saws, brush hooks, and where snakebites are possible. 

Contact your Supervisor for more information as needed. 

3. Consider stability before stepping into spots where material could shift and 

pin the legs or feet. 

4. Use knee pads for concrete finishing and other work operations that require 

extended activity on the knees. 

5. Walk with care on uneven terrain or walkways. 
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H. FEET AND TOES

1. Steel toe safety shoes shall be worn at all times. 

2. Metatarsal guards on shoes offer additional protection to the upper foot, 

particularly for shop work or when handling heavy materials. 

3. Rubber boots shall be used on jobs subject to chemically hazardous 

conditions such as concrete work or when required by operations process 

area activities. 

4. Metatarsal guards shall be worn when using whackers, compactors, 

jackhammers, or when there is a potential for injury to the foot from impact. 

I. RESPIRATORY PROTECTION

1. Employees shall wear respiratory protection as directed by the subcontractor 

or Health Protection (HP) in operations areas or as required by safety 

regulations or procedures. 

2. HP shall be contacted before performing work in operations areas involving 

chemicals, confined spaces, welding operations, painting, lead, asbestos, etc. 

3. Employees shall be medically cleared, properly trained, and respirator fit 

tested before wearing a respirator. 

4. Plastic suit use requires a medical clearance. 

5. Respirator qualifications shall be renewed annually. 

6. Disposable respirators are not permitted. 

J. SKIN

1. Skin creams should be used when exposed to certain chemicals such as 

creosote or other irritants. 

2. Protect your skin from extreme heat or cold conditions by wearing 

appropriate clothing such as long sleeve shirts, gloves and welding leathers. 

K. Employee work clothes shall be comprised of full-length pants or trousers and a 

shirt or blouse with sleeves that extend at least 3 inches below the shoulder and 

that does not expose any portion of the torso from the neck to the waist. 

L. LIFTING SAFELY

Mostly material handling injuries are caused by incorrect lifting. You can injure 

yourself almost as easily by lifting small objects as you can by lifting large ones. 

These injuries generally take the form of strained or torn back muscles, hernias, 
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fractures and dislocations, any one of which could limit your leisure activities as 

well as your ability to earn a living. If you use your body parts correctly, your 

material handling job will be made easier as well as safer. 

The entire body must be used when lifting correctly, the muscles of the arms and 

legs, the ability of the backbone to bend and twist in several directions, the 

power of the hands and feet, and most importantly the head. Checking the load, 

planning the lift and surveying the path of travel are essential elements of all 

safe material handling activities and these are done by using your head before 

the other parts. 

The untrained person often does a job the hard way. This is the person who tires 

most easily, slows down production most often and is most prone to injury. 

Lifting is one of the jobs that are done wrong more often than right and this is 

why it is so important that you know what you are doing. 

There are nine fundamental elements of proper lifting. They are as follows:

1. Check the load and survey the path of travel. 

2. Be sure that you are balanced and your footing is secure. 

3. Place your feet as close to the base of the object to be lifted as good balance 

will allow. 

4. Bend your knees and squat, keeping the back as straight and as nearly as 

possible. 

5. Take a good firm hold on the object so it won’t slip out of your grasp. 

6. Start pushing up with your legs, keeping the load as close to your body as you 

can as you rise. 

7. Lift the object to the carrying position, being careful not to twist or turn the 

body with changes in foot position. 

8. When stacking, place the load on the edge of lower material then push 

forward with the arms or body. 
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9. When placing a load on the floor, bend the knees and with a straight back 

and load close to the body, lower the load with the arm and leg muscles. 

• REMEMBER, LIFT WITH THE STRONG LEG MUSCLES RATHER THAN THE WEAKER 

BACK MUSCLCES. SOON, YOU WILL BE LIFTING PROPERLY WITHOUT EVEN 

THINKING ABOUT IT. SEASONED WORKERS KNOW THAT WORKING STEADILY 

AND SAFELY IS WISER IN THE LONG RUN. 
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ELECTRICITY

Electricity is the power supply for much of the mechanical equipment used on the 

construction jobs today. Temporary lighting wires are found strung throughout the 

jobs during construction. Electricity is very dangerous. There is nothing to show that 

electrical power is flowing through the wires except when a light is burning or a 

motor is turning. The electricity is there whether it is used or not. Great care must 

be taken not to touch any bare wire or to create any condition where the current 

can flow through your body to a ground. Wet scaffolds, metal pipe, and wet ground 

and concrete are dangerous, as the wetness or mass of metal improves the 

grounding condition, permitting a greater flow of current to pass through the 

body. This causes severe shocks, burns, and possible death. 

If current is flowing through a person’s body, extreme caution should be observed. 

Never touch the person directly. Try to remove the conductor or equipment 

creating the problem by pushing or lifting it off with a dry piece of wood. Shut 

off the electricity immediately, if possible. Quickly secure medical help for the 

injured person. 

1. Do not attempt to use any electrically powered tools or equipment without knowing 

their principles of operation, methods of use, and general and special safety 

precautions. 

2. Make sure all power tools are either of the approved double insulated type or that 

they have non-defective, three-wire grounded type cords. Properly made power 

tools are approved by Underwriters’ Laboratories (UL).

3. Use only adequately sized three-wire extension cords with a three prong plus to 

carry the required load. Undersized wire may cause a fire due to overheating or may 

cause the tool motor to burn out when operating under a heavy load. Inspect all 

extension cords frequently to see that they are in good condition. Use of 

ungrounded connectors is not permitted. 

4. Do not leave extension cords lying where they will be pinched in doors or run over 

and damaged by equipment or scaffold wheels. Do not allow extension cords to 

kink. Keep them out of water. Extension cords must no t be suspended from wire or 

hung with nails and staples. 

5. Extension cords and tool power cords are not to be used to raise and lower the tools 

from ladders or scaffolding. 

6. Never connect electrical equipment to a power source unless the switch is in the 

OFF position. 

7. Report defective power tools and remove them from the job site. 
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8. Personnel using extension cords and power tools shall be protected through the use 

of GFCI devices at the power supply point. This applies to cords plugged into existing 

structure receptacles and temporary wiring. At no time will an employee use 

unprotected cords or tools. 
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ELECTRICAL EQUIPMENT

Installation and maintenance of electrical equipment must comply with the 

pertinent provision of the National Electrical Code. All electrical work shall be 

performed by competent personnel who are familiar with code requirements and 

qualified for the class of work to be performed. All applicable electrical wire, 

apparatus, and equipment shall be of the type approved by Underwriters 

Laboratories, Inc., Factory Mutual Engineering Corp., or any other nationally 

recognized testing laboratory. 

Listed below are some minimum requirements concerning safe work procedures 

which shall be followed when working with electrical apparatus: 

1. A basic way to safe guard employees from the hazards of electricity is to assure that 

the exposed non-current carrying parts of tools and equipment, which are capable 

of becoming energized, are grounded or double-insulated. 

2. When electrical equipment is defective or being serviced, the power to the 

equipments shall be locked out and a “DO NOT OPERATE” tag shall be place on any 

control device affecting the equipment or circuits concerned. 

3. Insulated tools adequate for the specific job shall be used when employees are 

working on energized electrical equipment. 

4. The round ground prong on a three-prong plug must never be cut off to permit use 

in a two-prong receptacle. If only two-prong receptacles are available, a two-prong 

adapter should be used, which will allow attachment of a grounding wire to an 

external ground. 

5. The doors or covers of electrical control cabinets, cubicles, safety switches, circuit 

breakers, and all similar enclosures shall be kept closed at all times, except when 

opened by authorized personnel for maintenance, adjustment, or inspection. 

6. Protective equipment, such as approved rubber-insulated gloves, insulated blankets, 

and dielectric hard hats, shall be used when working on energized equipment. Eye 

protection shall be worn if there is a possibility of arcing or sparking. 

7. When it is necessary to touch electrical equipment (for example, checking for 

overheated motors), the back of the hand should be used; thus, if accidental shock 

were to cause muscular contractions, the hand would not “freeze” to the conductor. 

8. Air-powered or low-voltage tools should be considered for jobs in hazardous areas. 



34

9. When a fuse blows or a circuit trips, it usually means an overload or a short. 

Equipment should be inspected by a qualified electrician before it is put back into 

service. 

HAND TOOLS AND POWER TOOLS

PURPOSE

To provide safety standards to be followed when using hand tools and power tools. 

GENERAL

1. All tools should be used in the manner and on work for which they are 

designed. Avoid the use of makeshift tools. 

2. While not in use, tools shall be stored in a safe place, such as racks, shelves, 

or in tool boxes. 

3. All tools should be checked periodically and kept in safe working condition by 

the employee responsible for them. 

4. If using any tool, assume a position that will not result in injury if tool should 

slip or fall. 

5. Cheater bars should not be used, except in cases where it is absolutely 

necessary. Employees using cheaters should expect and prepare for possible 

sudden release or tool failure. 

6. Approved eye protection shall be worn while operating power tools. 

7. Power tools shall be properly guarded and shall not be operated unless 

guards are in place. 

DO NOT ATTEMPT TO USE ANY TOOL WITHOUT THE PROPER TRAINING!

1. Always focus your full attention on the work. 

2. Use the right tool for the job. Use not only the proper tool, but also the 

correct size. Use good quality tools and use them for the job they were 

designed to accomplish. 

3. Learn how to use the tool properly. Study your tools- learn the safe way of 

working with each tool. Never use tools beyond their capacity. Don’t be 

afraid to ask questions on the proper and safe use of a tool. 

4. Keep tools in their best condition. Always inspect a tool before using it. Do 

not use a tool that is in poor or faulty condition. Use only safe tools. Chisels 
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and caulking irons should be sharp; tool handles should be free of cracks and 

splinters and fastened securely to the working part. 

5. Batter-heads of metal tools must be kept ground smooth and square to avoid 

mushrooming. When the head of a mushroomed top is struck, bits of metal 

often break loose, causing serious injuries. Be sure you wear goggles or a 

face shield. 

6. Do not strike hardened metal or tools with a hard-faced hammer (such as 

carpenter’s claw hammer). Chips of metal may break loose and cause injury. 

7. Pipe wrenches should be in good condition and have good jaws. Use the right 

size pipe wrench or chain tongs for the size of pipe being worked on. Always 

place the pipe in the center of the wrench jaws, and facing in the direction of 

the pulling force. Do not use a pipe wrench as a hammer. 

8. Always use a handle on a file. Otherwise the tang may cut into your hand. 

9. Soldering and welding torches should be inspected daily to see that they are 

in good operation condition and do not leak.

10. Work a safe distance from other workers to prevent hitting them if you 

should slip or miss with a hammer blow, or if your wrench should suddenly 

slip from the pipe. 

ELECTRICAL TOOLS

1. All electrical power tools shall be effectively grounded or double-insulated.

2. Electrical power tools shall not be operated by personnel in damp or wet 

locations unless adequate ground fault interrupters with an earthen ground 

are use. 

3. Electrical sources for electrical tools shall be from outlets or connector boxes 

of the grounded three-prong type. 

PNEUMATIC TOOLS

1. Care shall be used when connecting or disconnecting any tool from a hose 

line. In extreme high pressure uses, the hose line valve shall be shut off and 

pressure released from the hose before disconnecting it from any tool or 

connection. 

2. Leaking or defective hoses shall be removed from service and repaired or 

replaced. 

3. Hoses shall be laid in such a manner as to avoid creating a tripping hazard. 

4. Compressed air shall not be used for blowing dust from the body or clothing 

and should not be used on a routine basis for cleaning equipment and floors. 
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5. Compressed air may be used for equipment and floor cleaning only if the air 

pressure is reduced to 30 psig, or less and employees in the area are 

protected by appropriate personal protective equipment. 

RAILINGS

PURPOSE

To provide safety standards to be followed when designing and installing railing 

protection.

FLOOR OPENINGS AND OPEN SIDES

1. Every stairway and ladder way floor opening shall be guarded by a standard railing 

with standard toe board on all exposed sides except at the entrance. For 

infrequently used stairways, the guard may consist of a hinged cover and removable 

standard railings. The entrance to ladder way openings will be guarded to prevent a 

person walking directly into the opening. 

2. Every hatchway and chute floor opening shall be guarded by a hinged floor opening 

cover equipped with standard railings to leave only one exposed side, or a 

removable railing with toe board on not more than two sides and fixed standard 

railing with toe boards on all other exposed sides. 

3. Every floor hole into which persons can accidentally walk shall be guarded by either 

a standard railing with standard toe board on all exposed sides, or a floor hole cover 

that should be hinged in place. While the cover is not in place, the floor hole shall be 

attended, or shall be protected, by a removable standard railing. 

4. Every open-sided floor, platform, or runway 4’ or more above adjacent floor or 

ground level shall be guarded by a standard railing with toe board on all open sides, 

except where there is entrance to a ramp, stairway, or fixed ladder. Runways not 

less than 18” wide, used exclusively for special purposes, may have the railing on 

one side omitted where operating conditions necessitate. 

5. Regardless of height, open-sided floors, walkways, platforms, or runways above or 

adjacent to dangerous equipment shall be guarded with a standard railing and toe 

board. 

RAILING DESIGN

1. A standard railing shall consist of top rail, intermediate rail and posts, and shall have 

a vertical height of 42” from upper surface of top rail to floor, platform etc. 
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FLOOR AND WALL OPENINGS

1. Floor and wall openings pose a threat when left un-barricaded or unattended. Any 

floor opening over 8” in diameter should be barricaded with stationary type 

barricades of wood or metal at least 42” high with an intermediate railing half that 

distance. Smaller openings should be provided with removable covers of suitable 

material to support necessary traffic. Signs should be provided with barricade. Toe 

boards should be installed with each barricade. 

2. Wall openings should barricaded with stationary barricades of wood or metal at 

least 42” high with intermediate railing half that distance and if not in use, should be 

covered with removable cover of 5/8” minimum plywood or material of equal 

strength. 

3. Material being hoisted to the roof of buildings should be performed by machinery 

capable of extending well beyond the edge of the roof. Persons working near the 

edge of the roof should wear safety belts with lanyards attached to a safety line 

anchored at some suitable stationary points. 
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POWERED INDUSTRIAL TRUCKS/FORKLIFTS

PURPOSE

To set forth safety requirements relations to the design, maintenance and use of 

forklift trucks, tractors, platform lift trucks, motorized hand trucks, and other 

specialized industrial trucks powered by electric motors or internal combustion 

engines. 

Be familiar with your forklift and know its weight carrying capacity and capabilities. 

1. GENERAL PROVISION: 

Modifications and additions which affect capacity and safe operation shall 

not be preformed.

a. All name plates and markings should be in place and in legible condition. 

b. All forklifts should have a horn, a backup signal (horn or lights) and an 

overhead guard. 

2. OPERATOR TRAINING:

Only trained and authorized operators shall be permitted to operate a powered 

industrial truck. 

3. BEFORE OPERATING A FORKLIFT:

a. Check the oil and hydraulic reservoirs for proper fill level. 

b. Check fuel level for proper level. 

c. Check forks for distortion or cracks. 

d. Check the tilt cylinders for loose lock nuts. 

e. Check the floor underneath the forklift for signs of leaking hydraulic fluid, 

coolant or fuel. 

f. Check the lift chains for equal tension, broken pins and wear. 

g. Check the over head guard and backrest for loose bolts and cracks, or other 

signs of wear. 

h. Check for loose hub nuts. 

i. Check tired for cracks and other signs of wear and proper inflation (if 

pneumatic). 

j. Start the forklift and check all the gauges for proper operation. 
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k. Check the parking brake for proper operation. 

l. Hold the foot brake for 10 seconds to check for signs of leak down. 

m. Check the steering wheel for free play. 

n. Make sure the horn and back up warning works.

o. Make sure the mast and forks move smoothly. 

p. Make sure the clutch engages properly. 

If anything is found to be wrong, tag the forklift and do not move it until it 

has been repaired. 

4. TRUCK OPERATIONS: 

Drivers shall at all times operate the equipment in a safe and cautious manner, 

observing the following rules: 

a. Never carry passengers on the forklift or its forks. 

b. Make smooth, slow stops and starts. Never exceed the load carrying capacity 

of the forklift. As you raise a load, the weight carrying capacity of your lift 

decreases. Never drive with the load more than a few inches above the floor, 

if the load blocks your view, drive backwards. 

c. Never raise the load until you are at the point you intend to come to a 

complete stop before you raise or lower the load, never raise or lower your 

load while moving. 

d. Sound your horn whenever you are approaching a corner, approaching 

people or backing up. 

e. When approaching a corner or blind spot, remain on the right- hand side of 

the aisle, slow down, and begin to sound your horn before you enter the 

blind spot or corner. 

f. When diving on an incline always proceed straight up and down the incline. If 

you are carrying a load always travel with your load facing up the incline. 

Make sure your forks are raised just high enough to clear the incline. 

g. Avoid oily or wet spots. If you must travel through a wet area, slow down so 

you can control your lift. 

h. Before entering a trailer or railroad car, check that the wheels of the trailer 

or railroad car are blocked to keep it from moving. Inspect the floor to make 

sure it will support the forklift. 



40

i. When crossing a railroad track, cross only at approved crossings and cross it 

only with one wheel at a time. 

j. When leaving a forklift, set the parking brakes and lower the forks all the way 

to the floor. 

k. When leaving a forklift, set the parking brakes and lower the forks all the way 

to the floor. 

l. The vehicle, when unloaded, shall never be operated at a speed greater than 

five miles per hour (5 mph is approximately equivalent to a fast walk.)

m. When loaded, the maximum speed shall be reduced to three miles per hour 

(3 mph is approximately equivalent to a medium walk).

n. Forklifts shall not be left unattended with the fork in a lifted position, 

whether loaded or unloaded.

o. An operator shall immediately report to his or her supervisor any property 

damage or injury caused during the operation of a forklift. 

p. A forklift operator shall immediately report to his or her Supervisor any 

malfunction in the operation of a forklift. 
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HANDLING MATERIALS-GENERAL

PURPOSE

To establish general guidelines for the safe handling of all materials. 

1. General Provisions- Where mechanical handling equipment is used, sufficient safe 

clearances shall be allowed for aisles at loading docks, through doorways, and 

wherever turns or passages must be made.  Aisles and passageways shall be kept 

clear and in good repair, with no obstruction across or in aisles that could create a 

hazard. Permanent aisles and passageways shall be appropriately marked. 

2. Storage- Storage of material shall not create a hazard. Bags, containers, bundles, 

etc., stored in tiers shall be stacked, blocked, interlocked, and limited in height so 

that they are stable and secure against sliding or collapse. 

3. Housekeeping- Storage areas shall be kept free from accumulation of materials that 

constitute hazards from tripping, fire, explosion, or pest harborage. Vegetation 

control will be exercised when necessary. 

4. Clearances- Clearance signs to warn of clearance limits shall be provided. 

5. Openings on Walking Surfaces- Covers and/or guardrails shall be provided to protect 

personnel from the hazards of open pits, tanks, vats, ditches, etc. 
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LOCKOUT PROGRAM

POLICY/PURPOSE

It is the responsibility of each person engaged in installing, constructing, repairing, 

adjusting, inspecting or maintaining equipment to adhere and comply with the 

following lockout procedures. These standards establish only the minimum 

requirements for lockout of energy sources that could cause injury to personnel. 

This procedure establishes the minimum requirements for the lockout or tag out of 

energy isolating devices. It shall be used to ensure that the machine or equipment is 

isolated from all potentially hazardous energy, and locked out or tagged out before 

employees perform any servicing or maintenance activities where the unexpected 

energy, start- up or release of stored energy could cause injury (Type(s) and 

Magnitude(s) of Energy and Hazards). 

RESPONSIBILITY

Managers, supervisors, and others in operating managements are responsible to 

supervisory management for satisfactory performance in accordance with 

procedures outlined for locking out machinery and equipment while work is being 

performed on it. 

TRAINING REQUIREMENTS

All individuals, as identified by the Safety Lockout Policy, shall be specifically 

instructed in the lockout procedure. Each individual will receive training in 

recognition of the hazardous energy sources and in the methods and means for their 

isolation. It is the responsibility of the field supervisors, with assistance from the 

management, to train individuals. 

Education and training will be through safety meetings utilizing this manual. 

Lockouts will be the subject of at least one supervisory safety meeting per year. 

Hourly employees will be required to have had a minimum of two safety meetings 

per year with the subject being lockouts. 

PROCEDURES

1. WHAT IS TO BE LOCKED OUT?
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Any electrical, mechanical, hydraulic, pneumatic, chemical, nuclear, thermal, 

or other energy source that could cause injury to personnel.

2. WHERE AND HOW IS THE ENERGY SOURCE LOCKED OUT?

Where: A physical device that prevents the transmission or release of energy, 

including, but not limited to, the following: A manually operated electrical 

circuit breaker, a disconnected switch, a manually operated switch, a slide 

gate, a slip blind, a line valve, blocks, and similar devices with a visible 

indication of the position of the device. (Push buttons, select switches, and

other control circuit type devices are not energy isolating devices.) 

How: A device that utilizes a lock and key to hold and energy-isolating device 

in the safe position for the purpose of protecting personnel. 

3. WHO LOCKS OUT?

A knowledgeable individual (i.e., one who knows the effect of operating the 

controls or equipment) to whom the authority and responsibility to perform 

a specific assignment has been given. 

4. SAFE JOB PROCEDURE (SJP)

1. The following general procedure should be utilized when locking out 

energy sources. These steps should be followed in the sequence 

described. 

a. All personnel affected by the lockout should be notified. Mutual 

understanding of the specific equipment to be locked out and the 

estimated time of the outage should exist. 

b. Where the equipment complexity or other conditions warrant, a 

lockout sequence or plan should be developed and/ or reviewed 

with all affected personnel.

c. All operating controls must be turned off or returned to neutral. 

Energy-isolating devices should not be operated under load unless 

specifically designed to do so. 

d. Locate and identify the appropriate energy-isolating device (i.e., 

switch, valve, etc.).

e. SHUT OFF (i.e., open switch, close valve, bleed accumulations, 

etc.) ENERGY-ISOLATING DEVICE AND LOCK IN THE 

“OFF”POSITION.
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f. Return to operating controls and test each relevant controller 

(push button, lever, switch, etc.) to determine that the energy 

source is indeed isolated. 

CAUTION:  SHOULD THE ISOLATION BE INCOMPLETE, THE EQUIPMENT MAY 

OPERATE CAUSING INJURY OR DAMAGE, THEREFORE, ALL PERSONNEL MUST 

BE KEPT CLEAR WHEN MAKING THESE TESTS. 

CAUTION: BE SURE ALL CONTROLLERS ARE IN THE “OFF” OR “NEUTRUAL” 

POSITION AFTER EACH TESTS.

1. When several persons or groups are working on a job, a “multiple” lockout 

device should be used. 

2. The person obtaining the multiple lockout device is responsible for the proper 

use of the device and adherence to the general lockout procedure. 

3. When several members of a group are working on equipment, they should all 

place their individual locks on the system, where practical. When a group of 

personnel, who are not normally assigned a safety lock, are working on or 

around a piece of equipment, the supervisor is responsible for adherence to the 

general lockout procedure and should place their individual lock on the system. 

4. When several groups are working on equipment, each member of each group, 

or a designated responsible individual from each group, must place his lock on 

the system. 

5. Should a repair job continue into the next shift, the oncoming crew must lock 

out the system prior to starting any repair activities. If it is necessary for a crew 

to leave a work area before an oncoming crew arrives, it is the responsibility of 

the team supervisor/leader to assure the lockout remains in effect. 

6. Any employee or group of employees, who leave a work area with a job in 

progress and leave the job unprotected, will be subject to discipline.

7. Any employee or group of employees, who leave a work area after completion 

of a job and do not remove the lockout, will be subject to discipline. 

8. Should an employee leave a lockout in place after completion of a job and it is 

necessary for the team supervisor, leader to remove the lock using the “spare 

key”, the team supervisor/leader should report the incident to the department 

manager and the Safety Department. The team leader should document the 

incident. 
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5. LOCKS AND KEYS

1. All maintenance personnel, team supervisors/leaders and others 

involved in inspection, adjustment, installation and maintenance of 

equipment will be issued one safety lock. 

2. Each lock will be provided with two keys. The spare key will be 

maintained by team leaders or coordinators. 

3. Each team leader and team coordinator will be issued one multiple 

lockout device. 

4. The locks and multiple lockout devices will be distributed through the 

central storeroom. 

5. Each lock will be indentified as a safety lock. 

6. Each department will be responsible for a reasonable supply of spare 

locks and keys. 

7. Each individual is responsible for the lock and key assigned to 

him/her. He/She may not loan or transfer the lock and key to any 

other employee. Nor may he/she use it for any other purpose other 

than that intended by this procedure. 

8. Any employee who accidentally damages a lock or key may obtain 

another lock and key upon return of the damaged item. 

9. Any lock and key that is lost or misplaced will only be replaced at the 

employee’s expense. A one-time-only exception may be appropriate 

at the discretion of the team leader or team coordinator. 

10. Failure to properly use the lock and key will be considered serious 

employee misconduct, and discipline will be applied according to 

established procedures. 

11. Any employee who removes the lock of another employee from a 

locked out system will be subject to discipline. 

RESTORING MACHINES OR EQUIPMENT TO NORMAL PRODUCTION 

OPERATIONS
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1. After the servicing and/or maintenance are complete and equipment 

is ready for normal production operations, check the area around the 

machines or equipment to ensure that no one is exposed. 

2. After all tools have been removed from the machine or equipment,

guards have been reinstalled and employees are in the clear, remove 

all lockout or tag out devices. Operate the energy-isolating devices to 

restore energy to the machine or equipment. 

6. PROCEDURE INVOLVING MORE THAN ONE PERSON

In the preceding steps, if more than one individual is required to lockout or tag 

out equipment, each shall place his/her own personal lockout device or tag out 

device on the energy-isolating device(s). When an energy-isolating device cannot 

accept multiple locks or tags, a multiple lockout or tag out device (hasp) may be 

used. If lockout is used, a single lock may be used to lockout the machine or 

equipment, with the key being placed in a lockout box or cabinet, which allows 

the use of multiple locks to secure it. Each employee will then use his/her own 

lock to secure the box or cabinet. As each person no longer needs to maintain 

his/her lockout protection, that person will remove his/her lock from the box or 

cabinet. 

7. BASIC RULES FOR USING LOCKOUT OR TAG OUT SYSTEM PRCEDURE

All equipment shall be locked out or tagged out to protect against 

accidental or inadvertent operation when such operation 

could cause injury to personnel. Do not attempt to operate any 

switch, valve, or other energy-isolating device when it is locked or 

tagged out. 

8. PROGRAM COMPLIANCE PERFORMANCE/RECORD KEEPING

A. Estimators will be responsible for maintaining compliance to this Lockout 

Program. Therefore, each estimator or department manager is to:

1. Maintain documentation of lockout safety meetings. 

2. Maintain records of lock and key serial numbers and to whom they 

were issued. 

3. Maintain records of name(s)/job title(s) of employees authorized for 

lockout or tag out. 



47

9. AUDITS

The Safety Department will be responsible for the inspection and audit of 

locks and lockout procedures. Reports of audit results will be forwarded to 

the highest appropriate management. 

10. UNAUTHORIZED REMOVAL

Anyone removing a lock without authority will be subjected to appropriate 

disciplinary action. 
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FIRE PREVENTION

PURPOSE

The basic objective of this program is to prevent personal injury and loss of life first, 

then property. The purpose of this section is to prescribe a company policy on fire 

suppression and to outline the requirements in light of that policy. 

POLICY

It is the policy of the company that when a fire emergency occurs, any employee may 

remove a fire extinguisher from its resting place and use it to suppress the fire. 

However, if at any time the fire is out of control and to remain in the area could result in 

personal injury, employees are to be instructed to leave the area via the nearest exit or 

according to a plant emergency procedure. Firefighting should be limited to incipient 

stage fires only. Structural fires should be fought by the local fire department.

PROCEDURE:

1. Fire Extinguishers

a. Fire extinguishers shall be available and operable in all areas where fire 

hazards exist 

b. Fire extinguishers should be inspected monthly and records of inspections 

should be maintained. By the 10
th

of each month, the Fire Extinguisher 

Inspection form (found in the Forms Section of this manual) is to be 

completed and sent to H.A. Sack Safety Director. 

c. Extinguishers should be serviced and retagged annually by an outside fire 

extinguisher contractor. 

d. Fire extinguishers shall not be used for anything other than firefighting. 

e. Do not remove fire extinguishers from stations in emergencies and notify the 

Safety Department of empty extinguishers. 

f. Fire extinguishers should be unobstructed at all times. 

g. MAKE SURE FIRE EXTIGUISHERS ARE VISABLE AND AVAILABLE FOR USE. 

h. ANY FIRE EXTIGUISHER FOUND TO BE DEFECTIVE ARE TO BE REMOVED. 

USE THE PROPER FIRE EXTINGUISHER FOR THE JOB: 

CLASS A: WOOD, PAPER, TRASH

CLASS B: FLAMMABLE LIQUIDS, GAS, OIL PAINTS, GREASE, ETC.

CLASS C: ELECTRICAL EQUIPMENT

CLASS D: COMBUSTIBLE MATERIALS

2. Fixed Extinguishing Systems
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a. All fixed extinguishing systems, including automatic sprinkler systems, should 

be inspected monthly and records should be maintained document these 

inspections. 

b. System control valves should be unobstructed at all times. 

c. Systems taken out of service must be reported immediately to the safety 

manager. 

3. Specific Procedures for All Employees To Follow

a. Do not smoke or use open flame in storage areas for combustibles and 

flammables such as gasoline, kerosene, thinners, etc. Obey “No Smoking” signs 

whenever posted. 

b. Cigarette butts must be properly extinguished before discarding. Never empty 

ashtrays into the wastebasket before you go home. Ignition of paper after the office 

is secure for the day can cause a serious fire. Empty ashtrays daily. 

c. Keep your working area free from unnecessary accumulations or combustible 

materials (e.g. paper, oil, rags, waste, etc.). Never use open lights or flames in 

places where explosive gases may accumulate, such as tanks, pits, sewers, etc. 

d. Do not store or pile materials so as to block access materials so as to block access 

to firefighting equipment. Instant access must be maintained at all times.

e. Know the location of fire extinguishers in your working area. Each extinguisher is 

marked to indicate the type of fires for which it is to be used. Be sure to use the 

proper extinguisher.

f. If you have used a fire extinguisher, always notify your supervisor so that it can be 

replaced with a full one. Never return a used extinguisher to its place of storage. 

Turn it over to your supervisor or the warehouse man for refilling. 

g. Should you spot a fire, do not shout or become unduly excited. Act calmly; 

immediately call for help. If you can put out the fire alone, do so with the use of the 

right kind of fire extinguisher. When in doubt, get help. Firefighting should be 

limited to incipient stage fires. 

h. Never throw water on fires involving electrical equipment or flammable liquids. 

Use the special extinguishers provided for such type fires. 

i. When other employees are firefighting, do not crowd the area to become an 

onlooker. Your presence as an onlooker can only be a hindrance to those who must 

act. Render help as requested by those in charge of fighting the fire. 
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j. Deposit combustible trash into metal containers only. Such containers should also 

be equipped with a metal lid. 

k. All employees shall assist in eliminating fire hazards through good housekeeping 

practices, storage, and control of flammable liquids and materials and job planning. 
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H.A. SACK COMPANY

HOT WORK PERMIT PROGRAM

1. INTRODUCTION

A. Purpose 

The purpose of this policy is to prevent any fires that may 

result from the “hot work” processes. 

B. Scope

1. For the purposes of this policy, “hot work” is defined as 

any temporary operation involving open flames or 

producing heat and/or sparks. This includes, but is 

not limited to, grinding, cutting, brazing, soldering, 

thawing frozen pipes by torch, torch applied roofing 

and welding.

2. This policy applies to all personnel who are involved 

with in construction and maintenance activities 

and/or who may be involved in “hot work” activities 

at any H.A. Sack Company work site.

3. If the hot work can be performed outside the 

facility, a hot work permit will not be required. 

However, if hot work is performed inside of a facility 

or on the roof of a building, then a hot work permit 

is required and must be approved prior to the start 

of work. If determined necessary by the appropriate 

Manager during pre- inspection, a manned fire 

watch may also be required. 

2.  RESPONSIBILITIES
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A. Departmental Managers

The ultimate responsibility and authority for compliance with the H. A. 

Sack Company Hot Work Permit Program rests with the Departmental 

Managers. It is their responsibility to ensure that the hot work permit 

program is carried out within their area of authority. 

B. Supervisors, Project Managers (Hot Work Permit Authority)  

Individuals who have supervisory responsibility play a key role in the hot work 

permit program. It is their responsibility to ensure that:

1. Individuals working under their direction are trained and 

understand the applicable provisions of the hot work 

program and that all requirements of any hot work permit 

are fulfilled before work is performed. 

2.  An approved Hot Work Permit is obtained from the 

Supervisor. A copy of the Hot Work Permit is returned to 

the Supervisor upon completion of the work.

3. Property trained fire watches are assigned when required 

by the Hot Work Permit. 

C. Hot Work Site Pre- Inspection

1. A pre-inspection of the area where work is to be done is the 

responsibility of the individual having supervisory responsibility. 

This is required to: 

a. Assess the risks associated with the work areas, 

(i.e. whether the work area is cluttered, houses 

combustible materials or flammable liquids). 

b. Determine whether additional safeguards may be 

required.

c. Determine whether a fire watch is necessary. 

D. Individuals Performing Hot Work
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Individuals performing the hot work, play what is perhaps the most important 

role in the program they are responsible for:

1. Obtaining written approval from the appropriate supervisory personnel 

for the hot work to be conducted on the work site or from their 

supervisor. 

2. Ensuring that conditions are safe before commencing the hot work. 

3. Ensuring that the hot work permit is posted in a conspicuous area at 

the work site.

4. Being prepared to contact supervisory personnel should conditions 

change or warrant reassessment during the hot work project.

5. Using appropriate personal protective equipment (PPE) while 

performing hot work (welding, helmets, gloves, jackets, etc.)

6. Completing the appropriate section(s) of the hot work permit. 

7. Posting the hot work permit at the site.  

E. Fire Watches Are Responsible For: 

1. Being aware of the inherent hazards involved in the hot work. 

2. Ensuring that safe conditions are maintained during the hot 

work. 

3. Ensuring that appropriate fire extinguishers are readily 

available. 

4. Knowing how to report a fire or other emergency situation. 

5. Maintaining a watch for at least 60 minutes after the work is 

completed. 

6. Using the appropriate PPE.

7. Completion of the appropriate section of the hot work permit. 

8. Returning the completed hot work permit to the Hot Work Permit 

Authority.
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F. Managers shall recognize their responsibility for the safe usage of cutting 

and welding and other spark or flame producing equipment and shall be 

responsible for:

1. Establishing designated areas for welding, cutting, brazing and 

torch soldering and grinding operations where the potential fire danger 

is limited. (At the manager’s discretions, hot work conducted in these 

areas may occur under a general hot work permit, to be reissued 

monthly).

2. Establishing procedures for hot work in other areas. 

3. Designating at least one trained individual responsible for 

authorizing (i.e. issuing) the hot work permit in areas not specifically 

designed for such operations. 

4. Requiring supervisors and employees performing hot work to be 

suitable trained in the safe operation of the equipment. 

5. Advising all contractors about flammable materials or hazardous 

conditions of which they may not be aware in areas where they will 

be working. 

G. Supervisors and Project Coordinators are Responsible for: 

1. Maintaining cutting or welding equipment in safe operation 

condition. 

2. Issuing a Hot Work Permit for any cutting, welding, brazing, torch 

soldering, grinding or open flame, heat or spark producing 

operations occurring outside of the designated areas.

3. Ensuring the precautions listed on the Hot Work Permit are 

understood by the person(s) performing the permitted cutting, 

welding, or brazing operations.

4. Informing subcontractors of the expectation that they will follow 

all OSHA requirements. 

5. Verifying that subcontractors have a Hot Work permit if one is 

required for the work being conducted. 

H. Hot work procedures
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1. Hot Work Permit Forms

The H. A. Sack Company Hot Work Permit included in this 

manual is the system of choice. 

2. Prior to Hot Work several tasks shall be performed. These include, but 

are not limited to: 

A. Inspect the hot work are to identify any fire hazards. 

B. Remove all flammable or combustible materials to an appropriate 

distance for the activity being performed whenever possible. 

C. Properly shield combustibles that cannot be removed from the 

area with non-combustible materials. 

D. Seal all cracks and openings through which hot sparks or slag may 

enter. As an alternate means, a fire resistant shield may be used to 

block the openings.

E. Sweep floor of all loose combustible debris. 

F. Placing non-combustible or flame screens so as to protect 

personnel in adjacent work areas from heat, flames, radiant energy 

and welding splatter. 

G. Protect conveyer systems that may carry sparks of slag to other 

parts of the building. 

H. Mark the area so as to warn nearby personnel of the activity being 

performed. 

I. Cover sprinkler heads directly above the hot work area with wet 

rags or other non-combustible materials so they will not be triggered 

during the work. 

J. Isolate smoke detectors at planned work area or cover smoke

detectors located in close proximity of the work area. 

3. During Hot Work there are other precautions that must be taken: 
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A. Appropriate fire extinguishing equipment shall be maintained in 

close proximity to the hot work for its entire duration, plus 60 

minutes. 

B. Combustible floors shall be kept wet during the hot work. 

C. Store acetylene and other fuel cylinders in a secure and upright 

position. 

D. Place hoses so that they will not be crushed or damaged. 

4. Additional Responsibilities that must be undertaken after hot work is 

completed:

A. The fire watch shall be maintained for at least 60 minutes following 

the completion of the hot work. 

B. Fire extinguishing equipment must remain accessible in the area 

until the fire watch is secured. 

C. Remove any covers from sprinkler heads immediately upon 

completion of the hot work. 

D. Reinstate smoke detectors.

E. Remove caution signs.

5. Prohibited Hot Work Areas

A. Areas equipped with sprinkler systems that are out of order.

B. Areas, including those with confined spaces, where atmospheres 

of explosive gases, vapors, or dusts exist or could accumulate.

C. On metal walls, ceilings or roofs built of composite, 

combustibles and sandwich-type panel construction or 

having combustible coverings. 

D. On containers where flammable liquids, solids or vapor may be 

present.
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E. On pipes that are in contact with combustible walls, ceilings, roofs 

or partitions where heat by conduction can cause ignition. 

I. Record Keeping

1. Hot Work Permits

All hot work permits shall be returned to the Home Office for their record 

retention. Records of hot work permits on file should be reviewed 

for one calendar year. Hot works permits on file should be reviewed for 

program improvement or modification purposes prior to disposal. 

2. Training

Copies of records of all program related training should be maintained in 

the department personnel files. 

Approved by:   

Paul F. Roesel  

President

Signature (On file) _________ Date 1-20-04
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WARNING!

HOT WORK IN PROGRESS
WATCH FOR FIRE!

WARNING!

IN CASE OF EMERGENCY:

CALL: ________________________________________________

AT: __________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________
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OXYACETYLENE WELDING AND CUTTING SAFETY

The oxyacetylene torch is found on almost all large construction jobs and is a very useful 

tool. However, if care is not taken in storage and movement of oxygen and acetylene 

cylinders, they are potential fire and explosion hazards. The careless use of the welding 

and cutting attachments could cause fires and burns. 

1. Store cylinders in an upright position in an area away from extreme heat, fire 

hazards, and traffic. Chain or rope the cylinders to a column or wall to keep them 

from tipping. The acetylene cylinder must always be in the upright position except 

when it is being moved. 

2. The cylinder cap should always be on a tank when it is being stored or being 

moved (whether empty or full) unless it is on the welding cart. 

3. Never move a cylinder by dragging, sliding, or rolling it on its side. Avoid 

striking against any object that might create a spark. There may be just enough gas 

escaping to cause an explosion. To move a cylinder, roll it on its bottom edge.

4. When in use, the cylinders should be on a suitable welding cart or chained or tied 

off in such a way that they cannot fall.

5. Inspect all hoses, regulators, tips, and tanks daily for obvious defects. Do not 

attempt to use faulty equipment. Get it fixed. No attempt should ever be made to 

repair cylinder valves. If the valves do not function properly, or if they leak, the 

supplier should be notified. 

6. Blow the cylinder valve out (open the valve quickly and then close it) to remove any 

dirt before attaching the regulators. 

7. Release the regulator adjusting screws before opening the cylinder valves. 

8. Open the valves slowly after the regulators are attached and stand to the side of the 

regulator. 

9. Do not use oil on the regulators or fittings. Oxygen plus oil equals an explosion. 

10. Purge the oxygen and acetylene hoses separately before lighting the torch. 
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11. Never use acetylene gas in the free state at more than 15 pounds of pressure. An 

explosion could result. 

12. Oxygen should never be used as a substitute for compressed air to operate 

pneumatic tools, blow out pipe lines, or dust off clothing. A serious accident may 

result. 

13. Light the torch with only the acetylene gas turned on. 

14. Light the torch only with a friction lighter. Do not use matches or hit surfaces to light 

the torch. 

15. The cylinders should be turned on only when they are in use.

16. Always wear the proper gloves and welding goggles when doing any cutting or 

welding. 

17. Keep the welding area clear of any debris that could catch on fire. 

18. Always have a fire extinguisher at hand when welding or cutting. 

19. Oxygen and acetylene cylinders shall be stored at least 20’ apart. 

20. Check valves shall be used on all torch hose sets to prevent flashback. 



61

CONFINED SPACE ENTRY

Policy

It is the policy of H. A. Sack Company to protect all employees who may be required 

to work in or near a confined space. Toward that end, and in accordance with the 

requirements set forth in the Occupational Safety and Health Administrations 

permit—required confined spaces standard (29 CFR 1910-146), we have established 

this plan for the protection of all employees. The purpose of this plan is to identify 

all confined spaces, identify all who will be included in the task of entering a 

confined space and implement training programs and provisions necessary to 

protect those employees. The policy shall provide for the removal, prior to a 

confined space entry, of all possible contaminants, the assurance of normal 

breathing air; protect against mechanical, thermal, electrical, chemical or other 

personnel hazards; the proper instruction of all concerned in the potential hazards 

of the job and the precautions to be taken. 

Scope

This program is applicable to all H. A. Sack Company facilities and regulates human 

entry in to all confined spaces, such as tanks, vessels, excavations, bale press and 

elevator pits, boilers, vats, autoclaves, furnace fire boxes, ducts, silos, storage bins, 

hoppers, vaults, or any other space which is large enough and so configured that an 

employee can bodily enter and perform assigned work. In order to qualify as a 

“confined space”, the area of concern is not designed for continuous employee 

occupancy. A distinguishing characteristic of such a space is a limited means of 

entry or exit. 

Purpose

The purpose of this program is to insure that certain minimum safety requirements 

are met before human entry in to a confined space is allowed at any H. A. Sack 

Company locations, that the required tasks are performed in a safe manner and 

that means are available to insure safe and efficient escape and/or rescue of 

employees assigned such jobs in the event of an emergency situation. 
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Definitions

A.   Entry and work conducted in a “Confined Space” having only the characteristics 

as defined in the Scope section above, shall be subject to special 

precautionary procedures which will be posted at the work site, and verbally 

communicated to involve employees by the permit supervisor prior to 

commencement of work in each case. Such precautionary procedures will involve 

required personal protective equipment, special locking and tagging 

requirements and specific instruction as to action to be taken in the event of 

emergency conditions peculiar to the job itself.

B.   Entry and work conducted in a “Confined Space” which has one or more of the 

characteristics listed below shall be termed a “Permit Required Confined Space” and, 

as such, will be subject to all the requirements of the Procedures section below. 

1. Contains or has the potential to contain a hazardous atmosphere. 

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

3. Has an internal configuration such that an entrant could be trapped or 

asphyxiated by inwardly converging walls or by a floor which slopes 

downward and tapers to a smaller cross section. 

4. Contains any other recognized potentially serious safety or health 

hazard. 

Note: In making a determination as to whether a confined space should be 

classified as a: “Permit Required Confined Space,” consideration is given to the 

conditions. If any of the conditions outlined above are common in routine 

operating conditions, it will be presumed that the potential exists when the 

equipment is shut down for repairs, maintenance or cleaning. Consideration 

must also be given to the kind of work involved within the space such as the 

introduction of additional potential hazards due to cutting and welding 

operations (oxy-acetylene) or potentially hazardous cleaning agents. 

All such space will be identified by a sign reading “DANGER- PERMITS

REQUIRED CONFINED SPACE. DO NOT ENTER” or similar language. 
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Procedures for Permit Required Confined Spaces

The Confined Space permit will be requested by the Superintendent from their 

Project Manager. The Project Manager will compile all necessary information 

and give that information to H.A. Sack Safety Director. The permit will be 

issued by the Safety Director. 

Procedures as listed below will detail methods for decontaminating the space 

involved, isolating equipment and machinery in preparation for entry, methods 

to be used for testing the confined space atmosphere prior to and during entry 

activities, duties of all involved employees, rescue plans and procedures and 

education and training activities required. Permit procedures must be developed 

for the permit required confined space. 

A. The “Permit Supervisor” will insure that a permit is issued and posted 

at the jobsite in all cases before human entry are permitted. The permit 

procedure will provide for the thorough investigation of the proposed 

work, determination that all safety requirements have been met and 

the instruction and understanding of all concerned in the procedure to 

be followed. The Permit Supervisor shall satisfy himself that all 

precautions have been taken and that the proposed work can be 

done safely. His signature is required to validate the permit. 

B. The contents of the confined space will be drained, pumped, or 

removed by an appropriate means to a safe point of disposal. Repeated 

washing with water or hot condensate or steaming may be required to 

help dislodge and remove sludge, incrustation, etc. In the 

decontamination process, the following conditions must be considered: 

1. If it is desirable to leave a connection at the bottom of a 

confined space open to facilitate draining and to aid in 

ventilation, care must be taken to insure that this can be 

done without the possibility of vapor contamination. 

2. Steaming may introduce the hazard of static electricity, 

which must be dealt with if the confined space had 

contained flammables. Steam flowing from a 

nozzle at high velocities can generate sufficient static 

electricity to case sparking. Low velocities shall therefore be 

used, with the steam discharge nozzle electrically bonded to 
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the frame of the confined space or vessel to equalize 

potential. 

3. If steam or hot water is used for clearing the confined 

space, it must be allowed to cool to a temperature that will 

not result in shall remain open to prevent implosion from

vacuum after steaming has been discontinued. 

C. All possible contaminants will be removed by appropriate methods of 

purging, and adequate ventilation will be provided. All mechanical or 

electrical internal equipment will be deactivated and locked out. Any 

mechanical apparatus in the space, such as motor-driven mixers, paddles, or 

similar devices must be deactivated during entry and occupancy. Master 

electrical switches supplying current to any such devices shall be tagged and 

padlocked in the “off” position.  

NOTE: LOCKING A LOCAL PUSH-BUTTON STATION OR SWITCH AT THE 

APPARATUS OR EQUIPMENT IS NOT ADEQUATE. 

1. Air ventilation must be provided so that sufficient continuous 

fresh air movement occurs. This may be provided by portable 

blowers or air movers, or in the case of vertical columns, chimney 

effect, with natural bottom-to-top air movement, may be all 

that is required. 

2. If electrical ventilation equipment is used, the national Electrical 

Code should govern the equipment, which must be adequately 

grounded. The use of venture-type air movers, like the 

Lamb Air Mover, requires adequate grounding and bonding due to 

static electricity generation. 

A. Such air movers must be powered by a dependable source of clear 

air, inert gas or other gas shall not be used for this purpose under 

any circumstances. The air intake of any mechanical ventilation 

equipment must be so arranged that contaminated air is not drawn 

into the vessel. Mechanical ventilating equipment must not interfere 

with openings which would be used for escape or rescue in 

emergency situations. In a confined space in which there are not 

enough openings for adequate ventilation by natural or mechanical 

means, a lower pressure air hose, discharging in to the stagnant air 

space may provide sufficient air movement, or a collapsible duct 

could be used to introduce the flow of air. 



65

3. If electrical tools, including flashlights and battery powered 

monitoring equipment must be used in conjunction with flammable 

gases or vapors, or combustible dusts, they must meet the electrical 

hazard classification for use with those materials. It is generally 

preferable to use air powered tools; in any event, the possibility of 

sparking or electrical shock must be guarded against.

4. All portable electric tools must have their frames electrically 

grounded by means of a 3- conductor cord and grounded receptacle, 

by means of a grounded wire with clip, or by the use of a Ground Fault 

Interruption device. All cord- supplied lights must be shielded and 

guarded against bulb breakage, and the attendant danger of sparks or 

short-circuiting. Only low-voltage lights, not to exceed 32 volts should 

be used to reduce the hazard to personnel in case of a frayed or 

accidentally cut power cord. In-line low voltage transformers are 

recommended for this purpose.

5. Bottles or cylinders of flammable or inert gas should not be 

taken inside confined spaces. In case of a leak, the interior of the 

space could be made hazardous very quickly. It is safer to introduce 

oxygen and acetylene used in cutting or welding operations through 

hoses from cylinders located outside the confined space. Hoses periods 

and/or when welding equipment is not in use. Hoses and torches to be 

used inside the space shall be checked for leaks. 

D. All chemicals piping containing liquid or gas, inert gas steam lines 

and lines containing corrosives, acids and other potentially harmful 

materials shall be: 

1. Physically disconnected by removal of valves or fittings, with 

suitable flanges over the openings. 

2. Misaligned or sections of lines, pipes or ducts removed. 

3. Blanked off by the use of suitable slip blinds. If blinds are used they 

shall be of such design as to clearly indicate their presence in the line, 

and shall be such material and thickness as to resist corrosive attack 

by the material in question and deformation or destruction by the 

pressures to which they may be exposed. In all cases, blinds must 
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have proper gasket and bolt in place to effect sealing of the 

connection. 

4. As a last resort, where lines cannot be physically disconnected or 

blinded, they may be double blocked and locked, with an open 

bleeder between. These provisions shall only be allowed when 

continual surveillance of the opened and locked bleeder line can be 

maintained by the attendant. The only exception to this provision is 

where the lines in question do not carry hazardous substances, are of 

low pressure and low temperature such that personnel would not be 

burned or injured by contact with the material.

E. The Permit Supervisor shall check the exterior area of the confined 

space and the interior of the confined space for the presence of 

harmful contaminants and the adequacy of the breathing air prior to 

the entry by employees. He shall make periodic retests of the air 

inside the space or instruct the Attendant to do so as necessary to 

determine that recontamination has not occurred. 

1. An oxygen meter shall be used to determine the percentage of 

oxygen present in all areas of the confined space. This analysis is 

made from outside the space using an extension hose connected to 

the monitor pump. Percent oxygen shall be the same as ambient air 

outside the enclosure. 

2. A flammable gas indication instrument shall be used to check for 

the presence of flammable vapor from outside the confined space 

as described by the oxygen test procedures above.  Entry shall not be 

allowed when the instrument measures any detectable level in terms 

of percent Lower Explosive Limit (LEL). 

3. If the confined space contained any materials considered 

Immediately Dangerous to Life or Health (IDLH), for example, 

hydrogen sulfide, hydrogen cyanide or carbon monoxide, special 

detectors shall be used to check for the presence of these agents. 

Entry shall not be allowed if quantities are detectible at or above 

their permissible Exposure Level (PEL). 

NOTE: UPON DETECTION OF LEVELS OR CONDITIONS OUSIDE OF 

THOSE NOTED ABOVE, THE PERMIT SHALL BE IMMEDIATELY 

INVALIDATED AND THE EMPLOYEE(S) ORDERED TO EXIT THE 

CONFINED SPACE. 
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4. If the confined space is large of is part of a continuous system 

(such as a sewer), entry conditions shall be continuously monitored 

in the areas where authorized entrants are working. 

5. The Entry Supervisor is responsible for insuring that all testing 

instruments are properly field checked and calibrated. 

F. The Attendant shall be continuously present outside the access 

opening into a confined space while any person is inside. The

attendant will have no additional job functions. Duties are as follows: 

1. Maintain contact with the personnel within the confined space. 

2. Summon aid if trouble develops.

3. Warn personnel inside of hazards developing on the outside

4. Invalidate the permit in case of any condition which does not 

meet the provisions of the permit procedure and call for an 

immediate evacuation of the confined space.

5. Immediately initiate non-entry rescue activities in the event of 

an entrant is incapacitated or is suspected of becoming 

incapacitated due to atmospheric contamination of the space.

6. Monitor behavioral effects of Authorized Entrants and take 

appropriate action accordingly. 

G. The Authorized Entrants’ duties are as follows:

1. Have knowledge of potential entry hazards including the mode, 

signs, symptoms and consequences of exposure to agents or 

materials peculiar to the entry job at hand. 

2. Properly use equipment provided for the entry job.

3. Communicate with the Attendant as necessary to enable 

Attendant to monitor Entrant status. 

4. Alert attendant as to developing dangerous situations or 

prohibited conditions. 

5. Immediately evacuate the confined space in the event of the 

following situations: 

a) When ordered by Attendant or Entry Supervisor
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b) When a symptom of exposure is recognized

c) Upon detection of a prohibited condition

d) When evacuation alarm is activated. 

Rescue Provisions

A. Provision for safe entry to and exit from all confined spaces will be 

maintained. If a portable ladder is required, it will be anchored or tied 

and left in place during the entire period of entry. 

B. Each entrant will be equipped with and required to use a retrieval 

system consisting of a retrieval (life) line, a chest or full-body harness 

and /or wristlets when the depth of the confined space exceeds five 

feet. The retrieval line will extend to the outside, through the access 

opening and be tied to a fixed object near the Attendant. Where 

feasible special tripods and hoisting devices will be provided. 

C. H.A. Sack Company employees will be restricted to non-entry rescues 

only. H. A. Sack Company employees will be prohibited from entering a 

space which may be contaminated. As the non-entry rescue is being 

attempted, an employee will be instructed to call the Fire Department, 

Medical Services and Paramedics. 

D. It shall be the responsibility of the Company Safety Department to 

familiarize outside rescue and fire department personnel with the 

various confined space situations throughout the company and to 

coordinate annual simulated rescue operations with these agencies as 

required by OSHA regulations.

Contract Employees

When H. A. Sack Company arranges to have employees of another employer 

(contractor) perform work that involves permit space entry, the Company shall:

A. Inform the contractor that the work place contains permit spaces and 

that permit space entry is allowed only through compliance with a permit 

space program meeting the requirements of 29 CFR 1910-146

B. Apprise the contractor of the elements, including the hazards identified 

and the Company’s experience with the space, that make the space in 

question a permit space. 

C. Apprise the contractor of any precautions or procedures that the 

Company has implemented for the protection of employees in or near 

permit spaces where contractor personnel will be working. 
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D. Coordinate entry operations with the contractor, when both H.A Sack 

Company personnel and contractor personnel will be working in or near 

permit spaces. 

E. Debrief the contractor at the conclusion of the entry operations 

regarding the permit space program followed and regarding any hazards 

confronted or created in permit spaces during entry operations. 

Training

A. Training will be provided for management, assigned permit Supervisors, 

Attendants and Authorized Entrants. 

B. Training will be provided for all affected employees:

1. Before the employee are first assigned duties. 

2. Before there is a change in assigned duties. 

3. Whenever there is a change in permit space operations 

that presents a hazard about which an employee has 

not previously been trained. 

4. Whenever the Company has reason to believe either 

that there are deviations from the permit space entry 

procedures or that there are inadequacies in the 

employees’ knowledge or use of these procedures. 

C. The Training shall establish employee proficiency in the duties required 

and shall introduce new or revised procedures, as necessary.

D. H. A. Sack Company will certify that the training required by OSHA 

regulations has been accomplished. The certification will contain each 

employee’s name, the signatures of the trainers, and the dates of 

training. The certification will be available for inspection by 

employees and their authorized representatives. 

Permit System

A. The Permit Supervisor shall be responsible for coordinating all aspects of 

the confined space work and for communicating to all affected 

employees as well as key manufacturing management personnel the 

reason for and the anticipated duration of the work to take place.

B. The Permit Supervisor will complete all sections of the Confined Space 

Entry Permit Form, post a copy at the job site prior to commencement of 

work, provide a copy for Manufacturing Management, a copy for the 
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Corporate Safety Director, and maintain a copy of file for at least one 

year. 

C. The permit shall be non-transferable; a shift change requires 

reinvestigation and new approval. Any appreciable interruption of work, 

such as lunch periods or other work stoppage, requires reinvestigation, 

including testing of the confined space atmosphere. 

D. Entry Supervisors shall review all cancelled permits for entries occurring 

during a 12 month period as a review of the confined space program and 

revise the procedures in force if required. 

Confined Space Entry Permits can be found in the Forms Section of this 

manual. 
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LADDER SAFETY

Purpose

This section is intended to prescribe rules and establish minimum requirements 

for the care and use of ladders. 

Inspection

All portable ladders shall be visually inspected frequently by the user and by 

supervisors of the areas in which the equipment is being used. Any ladder with 

cracked or broken rungs, side rails or hardware shall not be used. Any ladder 

which is found to be in an unsafe condition shall be tagged with a “DANGER-DO 

NOT USE” tag. All ladders found to be unsafe shall be either repaired or 

scrapped.

Use of Ladders

All employees who use ladders hall be properly instructed and observe 

the following safe practices:

a. All portable ladders should be used at such a pitch that the 

horizontal distance from the base to the vertical plane of the support is 

approximately ¼ the ladder length between supports. 

b. The ladder shall be so placed as to prevent slipping. 

c. All non self-supporting ladders when in use shall be lashed or tied 

to prevent unintentional movement. 

d. Users of ladders shall be cautioned to take proper safety 

measures when they are used near electric circuits (i.e., shut and 

lockout power supply)

e. Do not place ladders against window sash. 

f. Ladders shall not be place on boxes, barrels, or other unstable 

bases to gain additional height.

g. Do not use ladders in a horizontal position as runways or 

scaffolds.

h. Short ladders shall not be spliced together to provide long 

sections. 

i. Tops of ordinary step ladders shall not be used as steps.
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j. A ladder shall not be used to support more than one man at a 

time. 

k. Never place a ladder in front of a door unless the door is blocked 

or guarded.

l. Areas under ladders shall be restricted by roping off by the use of 

signs, etc. 

m. When going up or down straight ladders, keep both hands free. 

n. Hand lines on canvas bags shall be used for raising or lowering 

tools and materials while working off straight ladders. 

o. Warning tapes or ropes shall not be used for tying off or as hand 

lines. 

p. Ladders shall be inspected periodically so that ladders meet all 

OSHA requirements.

q. When using a straight ladder to climb on a roof or platform, the 

top ofthe ladders shall extend approximately 4’ above the roof or 

platform. Never climb over the top of the ladder. 

r. Step ladders shall have legs fully spread and locked before using 

s. All step ladders over 6’ must be tied off or held.

t.        Both hooks on an extension ladder shall be secured over rung 

before using. 

u.       Extension ladders shall have a minimum overlap of 3’.
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LADDER INSPECTION CHECKLIST

GENERAL

ITEM TO BE CHECKED

• Loose steps or rungs (considered loose if they can be moved)

• Loose nails, screws, bolts or other metal parts

• Cracked, split, or broken uprights, braces, steps or rungs

• Slivers on uprights, rungs, or steps

• Damaged or worn nonslip bases

STEPLADDERS

• Wobbly (from side to side)

• Loose or bent hinge spreaders

• Stop on hinge spreaders broken 

• Broken, split or worn steps

• Loose hinges 

EXTENTION LADDERS

• Loose, broken or missing extension lock

• Defective locks that do not seat properly when the ladder is extended

• Deterioration of rope from exposure to acid or other destructive agents

TROLLEY LADDERS

• Worn or missing tires

• Wheels that bind

• Floor wheel brackets broken or loose

• Floor wheels and brackets missing

• Ladders binding in guides
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• Ladders and rail stops broken, loose or missing

• Rail supports broken or section of rail missing

• Trolley wheels out of adjustment

TRESTLE LADDERS

• Loose hinges

• Wobbly

• Loose or bent hinge spreaders

• Stop on hinge spreader broken

• Center section guide for extension out of alignment

• Defective locks for extension 

SECTIONAL LADDERS

• Worn or loose metal parts 

• Wobbly

FIXED LADDERS

• Loose, worn or damaged rungs or side rails

• Damaged or corroded parts of cage

• Corroded bolts and rivet heads on inside of metal stacks

• Damaged or corroded handrails or brackets or platforms

• Weakened or damaged rungs on brick or concrete slabs

• Base of ladder obstructed

FIRE LADDERS

• Markings illegible 

• Improperly stored

• Storage obstructed
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SCAFFOLDING SAFETY

Mechanics quite frequently find it necessary to work from scaffolding to erect their 

work in ceiling areas. Scaffolds are handier than ladders because scaffolds can be 

safely erected to heights that are impractical to reach from ladders. There is a 

platform at the working level where tools and fittings can be kept close at hand and 

more than one person at a time can safely work on a scaffold platform. 

The three main hazards while working on or under scaffolds are falling, dropping 

tools or materials and faulty scaffolding. Always watch your step, keep your balance 

and handle your tools and equipment carefully. 

The majority of a mechanics work from scaffolding will be done from tubular steel 

scaffolding; this scaffolding often has wheels for movement along the length of the 

work being installed. Steel scaffolds can be built any height and are adaptable to all 

types of conditions. These scaffolds can be purchased or rented and the supplying 

companies give technical services on needs and types best suited for each job or 

condition. 

They type usually used for low heights is made up of prefabricated frames and cross 

braces. 

A factor in safety of not less than four times the load is required. Care must be used 

in erection of the scaffold so that it rests on a base and is kept plumb and level as it 

is assembled. It must be inspected daily. Care must be taken to keep the frames 

from damage or from rusting so that they do not lose part of the design strength. 

Rules for metal scaffolding, recommended by the Steel Scaffolding Shoring 

Institute, is shown on the following sheet. 

Rolling steel scaffolds should be equipped with large, strong wheels provided with 

locking devices. Never move a rolling scaffold while workers are on the scaffold. 

Always clean the floor ahead of the move so that the wheels will not be blocked by 

an obstruction that might cause the scaffold to tip over. All planks on rolling 

scaffolds should be securely fastened so they cannot slide off while the scaffolds are 

moved. 
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SCAFFOLDING SAFETY RULES 

(As Recommended by)

SCAFFOLDING AND SHORING INSTITUE

Following are some common sense rules designed to promote safety in the use of steel 

scaffolding. These rules are illustrative and suggestive only and are intended to deal only 

with some of the many practices and conditions encountered in the use of scaffolding. 

The rules do not purpose to be all-inclusive or to supplement or replace other additional 

safety and precautionary measures to cover usual or unusual conditions. They are not 

intended to conflict with, or supersede, any state, local, or federal statute or regulation; 

reference to such specific provisions should be made by the user 

I. POST THESE SCAFFOLDING SAFETY RULES in a conspicuous place and be sure 

that all persons who erect, dismantle or use scaffolding are aware of them. 

II. FOLLOW ALL STATE, LOCAL, AND FEDERAL CODES, ORDINANCES AND 

REGULATIONS pertaining to scaffolding. 

III. INSPECT ALL EQUIPMENT BEFORE USING- Never use any equipment that is 

damaged or deteriorated in any way. 

IV. KEEP ALL EQUIPMENT IN GOOD REPAIR. Avoid using rusted equipment – the 

strength of rusted equipment is not known. 

V. INSPECT ERECTED SCAFFOLDS REGULARLY to be sure that they are maintained in 

safe condition. 

VI. CONSULT YOUR SCAFFOLDING SUPPLIER WHEN IN DOUBT- scaffolding is his 

business. NEVER TAKE CHANCES.

A. PROVIDE ADEQUATE sills for scaffold posts and use base plates. 

B. USE ADJUSTING SCREWS instead of blocking to adjust to uneven grade condition. 

C. PLUMB AND LEVEL ALL SCAFFOLDS as the erection proceeds. Do not force braces to fit-

level the scaffold until proper fit can be made easily.

D. FASTEN ALL BRACES SECURELY. 

E. DO NOT CLIMB CROSS BRACES. An access (climbing) ladder, access steps, frame 

designed to be climbed or equivalent safe access to the scaffold shall be used. 

F. ON WALL SCAFFOLDS PLACE AND MAINTAIN ANCHORS securely between structure and 

scaffold at least every 30 feet of length and 25 feet of height.
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G. WHEN SCAFFOLDS ARE TO BE PARTIALLY OR FULLY ENCLOSED, specific precautions must 

be taken to assure frequency and adequacy of ties attaching the scaffolding to the 

building due to increased load conditions resulting from effects of wind and weather. 

The scaffolding components to which the ties are attached must also be checked for 

additional loads. 

H. FREE STANDING SCAFFOLD TOWERS MUST BE RESTRAINED FROM TIPPING 

I. EQUIP ALL PLANKED OR STAGED AREAS with proper guardrails, mid rails and toe boards 

along all open sides and ends of scaffold platforms. 

J. POWER LINES NEAR SCAFFOLDS ARE DANGEROUS- use extra caution and consult the 

power service company for advice. 

K. DO NOT USE ladders or makeshift devices on top of scaffolds to increase the height. 

L. DO NOT OVERLOAD SCAFFOLDS. 

M. PLANKING: 

1. Use only lumber that is properly inspected and graded as scaffold plank.

2. Planking shall have at least 12 inches of overlap and extend 6 inches beyond 

center of support or be cleated or restrained at both ends to prevent sliding off 

supports. 

3. Fabricated scaffold planks and platforms unless cleated or restrained by hooks 

shall extend over their end supports not less than 6 inches or no more than 12 

inches. 

4. Secure plank to scaffold when necessary.

N. FOR ROLLING SCAFFOLD THE FOLLOWING ADDITIONAL RULES APPLY: 

1. DO NOT RIDE ROLLING SCAFFOLDS. 

2. SECURE OR REMOVE ALL MATERIAL AND EQUIPMENT from platform before 

moving scaffold. 

3. CASTER BRAKES MUST BE APPLIED at all times when scaffolds are not being 

moved 

4. CASTER WITH PLAIN STEMS shall be attached to the panel or adjustment screw 

by pins or other suitable means. 

5. DO NOT ATTEMPT TO MOVE A ROLLING SCAFFOLD WITHOUT SUFFICIENT HELP-

watch out for holes in the floor and overhead obstructions.
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6. DO NOT EXTEND ADJUSTING SCREWS ON ROLLING SCAFFOLDS MORE THAN 12 

INCHES. 

7. USE THE HORIZONTAL DIAGONAL BRACING near the bottom and at 20 foot 

intervals measured from the rolling surface. 

8. DO NOT USE BRACKETS ON ROLLING SCAFFOLDS without consideration of 

overturning effect. 

9. THE WORKING PLATFORM HEIGHT OF A ROLLING SCAFFOLD must not exceed 

four times the smallest base dimension unless stabilized.

O. For “PUTLOGS” AND “TRUSSES” the following additional rules apply: 

1. DO NOT CANTILEVER OR EXTEND PUTLOGS/TRUSSES as side brackets without 

thorough consideration for loads to be applied. 

2. PUTLOGS/TRUSSES SHOULD EXTEND AT LEAST 6 FEET BEYOND POINT OF 

SUPPORT. 

3. PLACE PROPER BRACING BETWEEN PUTLOGS/TRUSSES when the span of 

putlog/trusses is more than 12 feet. 

P. ALL BRACKETS SHALL BE SEATED CORRECTLY with aide brackets parallel to the frames 

and end brackets and 90 degrees to the frames. Brackets shall not be bent or twisted 

from normal position. Brackets (except mobile brackets designed to carry materials) are 

to be used as work platforms only and shall not be used for storage of material or 

equipment. 

Q. ALL SCAFFOLDING ACCESSORIES shall be used and installed in accordance with the 

manufacturers recommended procedures. Accessories shall not be altered in the field. 

Scaffolds, frames and their components, manufactured by different companies shall not 

be intermixed. 
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SAFE WORK IN TRENCHES

A large portion of the pipe that a plumber installs is laid below ground level in 

trenches. Since the apprentice plumber will be working in trench excavations below the 

ground level a safe trench must be recognized. A trench cave-in can be a plumber’s 

grave!

Trenches can be very dangerous places to work. A trench may fail in a variety of 

ways: The side walls may toggle in, the bottom of the trench walls may slide in, the 

bottom of the trench my heave up because of pressure from the weight of the side walls

or surface water may boil up into the bottom of the ditch, filling it with mud and water. 

Proper sheeting and bracing (shoring) will prevent trench failures. 

In addition to a failure of the trench itself, there are dangers from excavated 

material falling back into the trench. The worker may fall when entering or leaving the 

trench and may encounter fumes and/gases in the trench. 

To understand the terms associated with trench excavations, the apprentice should 

study the glossary of trenching definitions on the following sheet. These terms will be 

easier to understand if the apprentice studies the drawings in Figures 2-5 (angle of 

repose), 2-6, and 2-7 (illustrations of trench shoring). Table 2-1 lists the minimum sizes 

of shoring materials used with the trench shoring methods illustrated in Figures 2-7 and 

2-7. It is not necessary to memorize wither Table 2-1 or the trench illustrations shown, 

but the apprentice should know they exist for his reference when working in trenches. 

The following are some basic rules for safe work in trenches: 

1. Locate all underground utilities before starting to dig. 

2. Remove all trees, boulders, or other surface objects that are going to create a 

hazard to the trench. 

3. Do not pile the excavated material on sidewalks, walkways, or within two feet of 

the trench excavation. 

4. Do not stand below the load of dirt being removed from the excavation by the 

digging equipment or below any material being lowered into the trench. 

5. Trenches more than five feet deep in hard or compact soil must be shored or 

sloped to the angle of repose of the soil. 

6. Trenches less than five feet deep in ground where hazardous conditions exist 

(loose sand, wet soil, old fill, etc) must also be shored or sloped to the angle of 

repose of the soil. 



80

7. Portable trench boxes or sliding trench shields may be used instead of shoring or 

sloping the trench, if they provide equal or better protection compared to 

shoring. 

8. All trench shoring must be done with good quality material free from defects. 

9. All trench shoring and portable trench boxes should be designed by a qualified 

person. 

10. When working in trenches more than four feet deep, a ladder must be provided 

for entering or leaving the trench at every 25 feet of trench. 

11. All slopes, shoring and grading should be inspected daily and after every 

rainstorm. 

12. Never work alone in a trench and when working with others, work at a safe 

distance from the next worker to prevent injuring one another. 

DEFINITIONS

ANGLE OF REPOSE- The greatest angle above the horizontal plane at which a 

material will lay without sliding. 

CLEATS (SCABS) - Pieces of wood that solidly connect the crosspieces to the 

horizontal members (Wales).

EXCAVATION- Any man made cavity or depression in the earth’s surface, 

including its sides, walls or faces, formed by earth removal and producing 

unsupported earth conditions by reasons of the excavation. If installed forms or 

similar structures reduce the depth-to-width relationship, an excavation may 

become a trench. (Put another way, a trench is always and excavation, but an 

excavation is not necessarily a trench. 

SHEETING- Material (wood, steel, or concrete, which may form a continuous line) 

placed in close contact and providing a wall to resist the lateral pressure of 

water, adjacent earth, or other materials. 

SPOIL- The material resulting from an excavation. 

STRUTS (BRACES) – The horizontal members of the shoring system whose ends 

bear against the uprights or stringers. 
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TIGHT SHEETING – Sheeting that is butted close together to form a continuous 

slid wall to resist the lateral pressure of earth, water, or other material.

TRENCH- A narrow excavation made below the surface of the ground. In general, 

the depth is greater than the width, but the width of a trench is not greater than 

15 feet. 

TRENCH SHIELD- A shoring system composed of steel plate and bracing, welded 

or bolted together, which support the walls of a trench from the ground level to 

the trench bottom, and which can be moved along as the work progresses. 

WALES (STRINGERS) - The horizontal members of a shoring system whose sides 

bear against the uprights or earth. 
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SITE EXCAVATION

1. An excavation is any man-made cut, cavity, trench, or depression in the Earth’s surface 

formed by earth removal. 

2. A trench is referred to as a narrow excavation made below the surface of the ground in 

which the depth is greater than the width – the width not exceeding 15 feet. 

3. A competent person means one who is capable of identifying existing and predictable 

hazards in the surroundings, or working conditions which are unsanitary, hazardous, or 

dangerous to employees, and who has authorization to take prompt corrective 

measures to eliminate them. 

4. The estimated location of utility installations such as sewer, telephone, fuel electric, 

water lines, or any other underground installations that may be encountered during 

excavation work must be determined prior to opening an excavation. Utility companies 

must be contacted within established or customary response times, advised of the 

proposed work, and asked to establish the location of the utility underground 

installation prior to the start of actual excavation. When utility companies or owners 

cannot respond to a request to locate underground 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 work my proceed provided it is done with caution 

and provided detection equipment or other acceptable means to locate utility 

installations must be determined by safe and acceptable means. While the excavation 

is open, underground installations must be protected, supported, or removed as 

necessary to protect employees. Note the following paragraph for all excavations 

involving blasting or excavating with mechanized excavation equipments. The 

provisions of the following paragraph are not applicable to sewage and water lines.

5. The “Utilities Protection Center” is a corporation formed to provide a joint telephone 

number (1-800-282-7411) notification service for the purpose for receiving advance 

notifications from persons planning to blast or excavate and distributing such 

notification to its affected utility members. Do not commence, perform, or engage in 

blasting or in excavating with mechanical excavating equipment in any tract or parcel of 

land in any county of Georgia unless and until the person planning the blasting or 

excavating, at least 72 hours prior to commencement of the work, excluding hours 

during days other than business days, has given verbal notice to the Utilities Protection 

Center. The Utilities Protection Center will provide all necessary information and 

guidance as to how to proceed from that point. 

6. A competent person shall inspect, on a daily basis, excavations and the adjacent areas 

for possible cave-ins, failures of protective systems and equipment, hazardous 

atmospheres, or other hazardous conditions. If these conditions are encountered, 
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exposed employees must be removed from the hazardous area until the necessary 

safety precautions have been taken. Inspections are also required after natural (e.g., 

heavy rains) or man-made events such as blasting that may increase the potential for 

hazards. 

7. OSHA requires that in all excavations employees exposed to potential cave-ins must be 

protected by sloping, or benching the sides of the excavation; supporting the sides of 

the excavation, or placing a shield between the sides of the excavation and the work 

area. 

8. Sloping (Sloping System) means a method of protecting employees from cave-ins by 

excavating to form sides of the excavation that are inclined away from the excavation 

so as to prevent cave-ins. The angle of the incline required to prevent a cave-in varies 

with differences such as factors as the soil type, environmental conditions of exposure, 

and application of surface loads. One method for simple slope excavations 20 feet or 

less in depth is to slope the sides to an angle not steeper than one and one-half 

horizontal to one vertical (34 degrees measured from the horizontal). A slope of this 

gradation or less is considered safe for any type of soil. 

9. Benching (Benching System) means a method of protecting employees from cave-ins by 

excavating the sides of an excavation to form one or a series of horizontal levels or 

steps. Usually with vertical or near-vertical surfaces between levels. 

10. Sloping or benching for excavations greater than 20 feet deep shall be designed by a 

professional engineer. 

11. Shoring (Shoring System) means a structure such as a metal hydraulic, mechanical or

timber shoring system that supports the sides of an excavation and which is designed 

to prevent cave-ins. 

12. Shield (Shield System) means a structure that is able to withstand the forces imposed 

on it by a cave-in and thereby protect employees within the structure. Shields can be 

permanent structures or can be designed to either pre-manufactured or job-built in 

accordance with OSHA standards. Shields used in trenches are usually referred to 

“trench boxes” or “trench shields”. 

13. Bell-Bottom pier hole means a type of shaft or footing excavation, the bottom of which 

is made larger than the cross section above to form a belled shape.  Employees 

entering bell-bottom pier holes, or other similar deep and confined footing 

excavations, shall wear a harness with a lifeline securely attached to it. The lifeline shall 

be separate from any line used to handle materials, and shall be individually attended 

at all times while the employee wearing the lifeline is in the excavation. 

14. Employees shall not work in excavations in which there is accumulated water, or in 

excavations in which water is accumulating, unless adequate precautions have been 

taken to protect employees against the hazards posed by water accumulation. The 
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precautions necessary to protect employees adequately vary with each situation, but 

could include special support or shield systems to protect from cave-ins, water removal 

to control the level of accumulating water, or use of a safety harness a life line. If water 

is controlled or prevented from accumulating by the use of water removal equipment, 

the water removal equipment and operations shall be monitored by a competent 

person to ensure proper operation. 

15. Where oxygen deficiency (atmospheres containing less than 19.5 percent oxygen) or a 

hazardous atmosphere exists or could reasonably be expected to exist, such as in 

excavations in landfill areas or excavations in areas where hazardous substances are 

stored nearby, the atmospheres in the excavation shall be tested before employees 

enter excavations greater than 4 feet in depth. Adequate precautions shall be taken to 

prevent employee exposure to atmospheres containing less than 19.5 percent 

providing proper respiratory protection or ventilation in accordance with OSHA 

standards. 

16. The OSHA standard does not require the installation and use of a protective system 

when an excavation (1) is made entirely of stable rock, or (2) is less than 5 feet deep 

and a competent person has examined the ground and found no indication of a 

potential cave-in. 

17. Safe access and egress must be provided to all excavations. According to OSHA 

regulations, when employees are required to be in trench excavations 4 feet deep or 

more, adequate means of exit such as ladders, steps, ramps, or other safe means of 

egress, must be provided and be within 25 feet of lateral travel. If structural ramps are 

used as a means of access or egress, they must be designed by a competent person if 

used for employee access or egress, or a competent person qualified in structural 

design if used by vehicles. Also, structural members used for ramps or runways must be 

uniform in thickness and joined in a manner to prevent tripping or displacement. 

Structural ramps used in lieu of steps shall be provided with cleats or other surface 

treatments on the top surface to prevent slipping. 

18. Employees must be protected from excavated or other materials or equipment that 

could pose a hazard by falling or rolling into excavations. Protection must be provided 

by placing and keeping such materials or equipment at least 2 feet 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. 
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FLAMMABLE LIQUIDS STORAGE AND HANDLING PROGRAM

PURPOSE

The purpose of this program is to minimize the possibility of an injury or property 

loss due to the improper storage or handling of flammable liquids. 

SCOPE

This program covers the storage and handling of flammable and combustible liquids 

in all areas. 

RESPONSIBILITIES

The administration and enforcement of this program will be the responsibility of 

the Safety Manager. 

All employees are responsible and will be held accountable for complying with this 

program. 

DEFINITIONS

COMBUSTIBLE LIQUIDS– Any liquid having a flash point at or above 

100 deg F (37.8 deg C)

FLAMMABLE LIQUID- Any liquid having a flash point below 100 deg F (37.8 deg C)

SAFETY CAN- An approved closed container of not more than five gallons capacity, 

having a flash-arresting screen, spring-closing lid, and spout cover and so designed 

that it will safely relieve internal pressure when subjected to fire exposure. 

STORAGE OF FLAMMABLE LIQUIDS

The following rules apply to the storage of flammable liquids:

1. Designated Storage- Flammable and combustible liquids not in use will be 

stored in the designated storage areas. 

2. Electrical Equipment- The electrical equipment in the flammable liquid 

handling areas was designed for Class 1 hazardous locations and should 

not be altered or defeated. No new electrical equipment should be 

introduced into these areas unless it is designed and properly installed for 

Class 1 hazardous locations. 

3. Smoking- Smoking is only permitted in designated areas. 
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4. Ventilation- Ventilation in flammable liquid areas should be maintained in 

good working order and should be used for removal or dilution of vapors 

presenting potential health and/or flammability hazards. 

5. Storage of Dispensing Drums- Dispensing drums stored on metal racks 

should be positioned with end bung openings toward the front aisle and 

side bung openings on top. Dispensing drums may also be stored outside 

in a curbed storage area. 

6. Bung Vents, Faucets, and Drip Cans- All active drums should be equipped 

with safety bung vents and self-closing safety faucets. Safety drip cans 

should be placed under all dispensing faucets. 

7. Seawalls- Three foot wide aisle ways should be maintained at all times in 

flammable liquid storage areas. 

8. Stacking of Containers – Containers over 30 gallons capacity should not be 

stacked one upon the other. 

9. Grounding- All tank and drum storage should be properly grounded at all 

times. Continuity ground testing will be conducted annually to assure the 

integrity of the ground. 

10. Verification Equipment- Verification equipment should be maintained in 

good working condition and should be immediately accessible when 

dispensing, transferring or handling flammable and combustible liquids.

DISPENSING OF FLAMMABLE LIQUIDS

1. Dispensing System- Dispensing should be by approved pump or self 

closing faucet only.

2. Bonding – Flammable liquid dispensing and receiving containers should 

be electrically interconnected (bonded) before pouring to reduce 

voltage potential that can result in static electrical sparks capable of 

igniting flammable vapors. Bonding wires and clips should be used 

between all containers, including mixers, safety cans, drums etc. 

3. Spills- All flammable and combustible liquids spills should be contained 

and cleaned up immediately. Packaging, labeling and disposal of waste 

should comply with all applicable environmental regulations. 
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4. Disposal – All solvent waste, oily rags and flammable liquid waste should 

be kept in fire-resistant, covered containers until removed from the 

plant. 

HANDLING OF FLAMMABLE LIQUIDS

1. Safety Cans- Only approved containers (safety cans) should be used for 

transferring and handling of flammable and combustible liquids in the 

plant. For quantities one gallon or less, only the original container or 

approved metal safety can should be used for handling of flammable. 

2. Open or Glass Containers- Open or glass containers are not permitted to 

be used for the transferring or handling of flammable liquids. 

3. Covered Containers- Flammable and combustible liquids should be kept 

in covered containers when not actually in use. 

4. All flammable and combustible liquids transferred through the plant 

should be in safety cans colored red. 

5. Labeling- The contents of all safety cans should be clearly identified with 

yellow lettering. 

6. Areas of Use – Flammable and combustible liquids should be used where 

there are no open flames or other ignition sources within the possible 

path of vapor travel. 

7. Waste- Combustible waste materials and residues should be kept to a 

minimum, stored in approved, closed metal waste containers, and 

disposed of in accordance with applicable environmental regulations. 

INSPECTIONS

An inspection of the flammable liquids storage areas will be conducted at least 

monthly. 

TRAINING

All employees involved with the handling of flammable liquids will receive formal 

flammable liquids safety training. 

This training may coincide with the Hazard Communication Training Program.  
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FIRST AID

PURPOSE 

To treat all minor injuries and to provide emergency care for severe injuries until 

professional medical attention is available. 

TRAINING

First aid and CPR training will be made available every two years to all employees 

volunteering for such training. It is our goal to have at least one trained employee on each 

shift or in each major work area.

GENERAL FIRST-AID RULES

1. First–aid facilities and supplies will be maintained at all times so they are 

readily available in case of emergency. 

2. First-aid and CPR should be administered by a trained employee. 

3. Employees should not treat themselves for an injury. 

4. All first-aid cases should be treated as soon as possible and must be 

reported on the first-aid log no matter how minor the injury or 

treatment. Completion of the first-aid kit is a requirement of the 

insurance company. 

5. Important: Copies of all first aid logs must be forwarded to the safety 

manager no later than the 10
th

of each month. 

Note:  Complete the Weekly First Aid Kit inspection form found in the Forms 

section of this manual. Fax form to the H.A. Sack Safety Director. 
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GENERAL SAFETY AND HEALTH RULES

The following rules apply to all persons on company premises:

1. All injuries or illnesses shall be reported to the immediate supervisor as 

soon as possible for proper treatment. 

2. Job tasks and use of equipment shall be limited to authorize personnel 

only.

3. Any employee who questions the safety of any operation, condition, or 

action must report it immediately.

4. All safety signs must be obeyed.

5. All passageways, corridors, exits, and accesses to emergency equipment, 

such as fire extinguishers, eyewash stations, and fire doors, shall be kept 

clear of obstructions. 

6. All discarded rags, glass, solvents, metals, and similar waste material shall 

be in designated containers. No materials shall be left in compactor 

overnight. 

7. No jewelry, long hair or loose clothing shall be worn by personnel closely 

exposed to moving machinery. 

8. Horse play is prohibited. 

9. No one shall be under the influence of alcohol or drugs while on a jobsite, 

in a company vehicle, operating company equipment, or while on 

company grounds.

10. Running is prohibited. 

11. Smoking is permitted in designated areas only. 

12. There shall be no food or drinks in the production area.

13. Safety-type shoes must be worn on all jobsites by field personnel.

14. Personal protective equipment, such as eye shields and respirators, will 

be issued to employees. If these items are lost or destroyed through 

negligence on the part of the employee, the employee will be required to 

reimburse the company for a new unit. 

15. Good housekeeping must be maintained in all areas. 
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VESSEL ENTRY PROCEDURE

SCOPE

Unusual and often surprisingly acute hazards may be encountered when 

personnel must enter a tank or other enclosed space. Typical of such hazards 

are:

• Accidental starting of powerful agitators

• Release of dangerous fluids into the enclosed space

• Unexpected exposure to asphyxiating, toxic, corrosive, 

flammable or radio-active materials or insufficient oxygen 

for life.

Certain fundamental precautions and procedures should be observed for 

positive accident prevention. 

It is the responsibility of the job superintendent to inform, train and direct their 

personnel so that they are familiar with and follow vessel entry instructions that 

apply to each type of vessel and its contents. 

Only employees designated by the job superintendent or the job supervisor may 

sign entry tags. They may do so only after having personally observed that all 

necessary precautions have been taken. 

The job superintendent or supervisor who signs a tag assumes the responsibility 

for the welfare and possibly the life of several men.

Every employee entering the “vessel” must sign in and sign out on the back of 

the tag as well as follow the “Safe Work Procedures” explicitly 
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DESCRIPTION

Employees must enter enclosed spaces to clean, inspect, repair and perform 

other duties associated with either the equipment or the process. Enclosed 

spaces which are potentially hazardous include:

1. Enclosures with limited access openings for personnel, such as closed 

storage tanks, tank cars and trucks, process vessels (usually with only a 

manhole for entering).

2. Tanks, pits, tubs, vats, vessels, or other confined spaces with one side open 

to the air, but so deep as to require entrance and aid of an assistant in case 

of emergency.

3. Confined spaces, such as ventilation or exhaust ducts, sewers, 

underground tunnels or pipe lines.

4. The word “vessel” will be used elsewhere in the procedure to generally 

define any of the above. 
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RESPONSIBILITY

It is the responsibility of the Project manager/Estimators to: 

1. Inform, train, and direct their foreman and supervisors so that they are familiar 

with and follow vessel entry instructions that apply to their departments. 

2. Only employees so designated by the Project Manager/Estimator may sign tags 

(authorized closed vessel personnel).They may do so only after having personally 

observed that all necessary precautions have been taken.

3. The authorized Foreman or Supervisor who signs a tag assumes the responsibility 

for the welfare, and possibly the life of several employees.

4. Every employee entering the “vessel” must sign in and sing out on the back of 

the tag as well as follow the “safe work procedures” explicitly.

EMERGENCY AND RESCUE

A body harness or safety belt with life line attached must always be used when 

entering a vessel. There must be an outside observer when anyone is in the 

vessel. The outside observer may pass tools, but will have no other duties which 

will take his attention away from the situation in the vessel or will hamper his 

ability to take action in an emergency. 

In case of an emergency, the outside observer is to summon help immediately, 

attempt to remove the victim by use of the life line, and perform any other 

necessary functions. The outside observer must never leave his post for other 

than summoning help. The outside observer must never enter the vessel. 

No one is to enter the vessel for rescue work until the nature of the emergency is 

known and adequate protection and safety equipment is available and in use to 

enable safe entry and exit of the vessel for the rescue purpose. 

When emergency assistance arrives, the outside observer may assign his duties 

to another man, who then becomes the outside observer. 
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VESSEL PREPARATION

The following guidelines must be followed in vessel preparation: 

• Cleaning a Tank- The vessel to be entered should be cleaned of chemical 

contamination by flushing with water, steaming, or air purge. The vessel should be 

cleaned thoroughly

• Ventilation - The vessel should be thoroughly ventilated, using positive mechanical 

methods wherever possible. The ventilation should be maintained while work is in 

progress. 

• Isolation- All process flow lines entering and leaving a vessel must be closed, 

locked, and tagged with a DANGER tag. Where valve leakage could allow 

dangerous gases or liquids to enter the vessel, the line must be disconnected or 

blanked. 

• Lock Out- Line disconnect switches supplying power to all mechanical equipment 

associated with the vessels (pumps, agitators, conveyors) must be locked and 

tagged in the OFF position. Locking a pushbutton of any type is not adequate 

protection. The Lockout/Tagout Procedure will be followed in detail. 

• Vessel Entry Form-Tanks and enclosed vessels that may require entry have custom-

prepared vessel entry forms noting specifically what must be secured before entry. 

An example of this form is in the form section of this manual. A form must be 

completed and posted at the entrance to the vessel. The form is only valid for one 

shift and must be renewed by the relief shift. For enclosed vessels that are not 

specifically numbered, a generic form must be used. 

• Testing- All vessels will be tested for oxygen content and explosive gases at least 

once per shift. Additional or special tests should be made as often as necessary 

while work is in progress.
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CONCRETE AND MASONRY

1. Equipment and tools for working concrete should be used only by competent, 

qualified personnel familiar with the relative dangers of the misuse of such 

equipment especially power tools such as concrete saws, finishing machines, 

etc.

2. Tools should be inspected on a regular basis. Electrical connections and any 

safety devices should be properly installed and operating correctly. Hoses for 

air-operated tools should be free of cuts, tears or abrasions and properly 

secured to the tool with a safety wire or similar connection. Air sources should 

be equipped with pressure relief valves. Compressed air should never be 

directed at an individual. 

3. Care should be taken in the placement of concrete. Trucks should have 

backup sounding devices that energize when the truck is in reverse. Protective 

clothing should be worn such as rubber boots to protect feet from concrete 

acidity. Eye protection should also be worn to protect against splatter. Concrete 

reinforcing steel should be carefully installed using gloves, safety glasses, 

leather boots and hard hats for personal protection. 

4. Lift-slab and precast concrete construction should employ the same 

consideration as any heavy equipment lifting installation. Proper rigging and 

equipment suitably sized for the lifting requirements should be utilized. In 

addition, for concrete lifting, the embedded lifting inserts should be carefully 

inspected to insure that they are properly installed, properly sized and securely 

embedded in sound concrete. Area should be barricaded and tag lines 

employed.

5. Care should be taken in brick/block construction to insure the safety of others 

as well as those actually installing the brick or block. Entire area should be 

barricaded. Scaffolds should be inspected according to scaffolding section. 

Material should be lifted to scaffold height by mechanical means and care 

should be taken not to exceed recommended weight distribution for material 

placed on scaffold. Hardhats should be worn at all times and eye protection 

should be used as a safeguard against splatter or chips.
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6. Grouting should emphasize the same care as the placement of concrete 

especially personal protection such as boots and safety glasses. 

7. Forms for caissons and columns should be carefully inspected before pouring. 

They should be well supported and braced securely. Pump truck connections 

should be examined by a qualified person and all safety devices tested. Only 

experienced personnel should conduct these activities. 
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STEEL ERECTION

1. The erection of steel structures should only be carried out by experienced, well 

qualified mechanics of the trade. Components should be identified as to location 

and dimensionally verified by a competent supervisor. Flooring material should be 

carefully inspected to meet design requirements and job particulars should be 

discussed before actual construction begins. 

2. The structural steel assembly should be installed plumb and level with no stress on 

bolts or riveting. Reinforcing steel and bracing should be installed as the structure is 

erected and should fit without forcing. 

3. Workers above ten feet should employ safety belts and lanyards with safety lines 

installed for tying off. Tool belts and bolt pouches should be provided for the 

erectors with lanyards to secure against dropping. 

4. Safety nets designed to catch small objects as well as personnel should be used 

whenever it becomes necessary for work to be performed beneath the erectors. 

Personal safety protection such as hard hats, safety glasses, leather boots and 

gloves should be emphasized.

5. Welding, cutting and cadwelding should be performed under much care to insure 

that no structure-weakening is caused by the process, that sparks and hot metal are 

shielded from falling on flammable material or equipment and the burner or welder 

himself is protected by the use of personal protective clothing, hard hats and 

glasses. Fire watchers should be posted at all times. 

6. Access should always be provided to each elevation as the structure is erected by 

properly secured ladders to lower elevations and by stairs or temporary 

construction elevators to higher elevations. Sufficient access should be maintained 

for quality control and safety inspections as well as for the removal of injured 

persons. 
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DEMOLITION

1. Any demolition is potentially dangerous. Thorough research should be 

undertaken before commencement of work by competent personnel to 

or pipe lines. Discussion and instructions should take place concerning 

tools to be used, methods of handling and removing, environmental 

concerns (spillage, etc.). Isolation points should be located and tagged 

and all involved parties informed.

2. Potential fire hazards should be noted and discussed with fire prevention 

methods emphasized. Fire extinguishers should be placed near the work 

area in a highly visible, easy access location. If water is available, hoses 

should be connected to water sources and lengthy enough to reach all 

areas of potential hazards. Fire watches should be posted whenever and 

wherever cutting is performed.

3. Personal protective equipment such as gloves, goggles, steel toe boots 

and hard hats should be worn at all times. The entire area under 

demolition should be barricaded.

4. All sections on rigging, scaffolding and heavy equipment should be 

emphasized during demolition.
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BLASTING AND EXPLOSIVES

1. Blasting and the use of explosives should only be attempted by the 

most highly trained personnel. Certificates of training and scope of 

expertise should be required of anyone performing such operations, 

and a thorough background check should be conducted. Extent of blast 

should be researched and the work area evacuated. Barricades, signs 

and sentries should be employed to prevent accidental entries into the 

area

2. Powder actuated tools should only be used by experienced personnel 

familiar with such tools or by personnel under direct supervision of 

such a person. Instructions should be given as to proper loading, 

handling and discharge. Personal protective equipment should be worn 

at all times when using such tools. Powder actuated tools, though not 

as potentially dangerous as the demolition-type explosive is an 

explosive just the same and should be treated as such. 
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CRANES, DERRICKS, HOISTS, ELEVATORS, CONVEYORS

1. Cranes and derricks should never be attached to a work load 

until every function has been checked by operation to 

determine if it is functioning properly. Cables should be 

inspected daily for frays or kinks, hoses should be checked for 

leaks, for wear and abrasions. Machinery with faulty hoses or 

cables should be used for hoisting until faulty sections have 

been replaced. Check lists and certifications of maintenance 

should be provided and made readily available to inspection 

personnel. 

2. Operators of hoisting equipment should be experienced, well 

trained individuals and should provide certification of training 

and scope of expertise. 

3. When operating equipment in close proximity of electrical 

piping, fences, structures, etc., care should be taken to 

determine swing and lift radius and ascertain clearance before 

any load is attached. In very close proximity, a lookout should 

always be posted. 

4. Rigging should be accomplished only by experienced, 

competent riggers or by persons under direct supervision of 

such persons. Rigger should be advised of weight and pertinent 

information and should be knowledgeable of proper rigging 

sizing and arrangement. 
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MAJOR EQUIPMENT AND RENTAL- OPERATIONS CONTROL AND 

INSPECTION

“Major equipment” for the purpose for this procedure, shall include all power 

driven equipment or manually operated equipment which because of its size, the 

nature of its work, or method of operation, excludes it from the hand-tool 

category; some examples: cranes, trucks, forklifts, and backhoes. 

GENERAL

1. “Contractors, as used in this procedure, refer to all tiers, whether contracted 

directly to H.A. Sack or as subcontractors to a prime contractor. 

2. All contractors are required to comply with OSHA regulation regardless of 

where they are physically working. 

3. Contractors are required to be knowledgeable with OSHA regulations, state 

and local regulations and rules contained in the bid documents dealing with the 

contractor operations. 

4. Whenever contract work involves use of contractor’s major equipment, it is 

the contractor’s responsibility to certify that this equipment has been inspected 

in accordance with OSHA and in accordance with the requirements of this 

procedure. 

5. The requirement of completion of the Inspection Report forms is a 

contractual requirement and shall not relieve the contractor of his responsibility 

to maintain and operate his equipment in a safe manner or condition.

6. The prime contractor shall be responsible for notifying H.A. Sack in advance 

of equipment to be used by their subcontractors and when it is scheduled to 

arrive on site. The prime contractor shall also furnish H.A. Sack with 

appropriately completed Inspection Report forms for major equipment to be 

utilized by their subcontractors. 

7. Tower cranes shall be inspected in accordance with the manufacturer’s 

recommendations and ANSI B-30.3 and B-30.4.
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8. The Operator Qualification form shall be completed by the contractor and 

furnished to H.A. Sack Company prior to any crane work.

9. The requirement for completion of the Operator Qualification forms is a 

contractual requirement

10. The prime contractor shall furnish H.A. Sack Company with appropriately 

completed Operator Qualification forms for equipment to be utilized by 

their subcontractors. 

11.  All major equipment must receive a safety inspection by a qualified inspector 

prior to being delivered to the site. 

12. Rental cranes and contractor’s cranes capacities shall be restricted to 75%

where tipping governs. A value to comply with this restriction may easily be 

obtained by reducing capacities on the posted crane chart by 10%.

CRANE OPERATION

1. Cranes shall be operated only by qualified personnel.

2. Continuous contact, visual or vocal, shall be maintained between the 

crane operator and one signalman. If for any reason contact is lost, the 

crane operator shall stop all operations and shall not resume any crane 

function until full contact is restored. 

3. The crane shall be of sufficient capacity and proper type (crawler or 

transit, mechanical or hydraulic) to fulfill all requirements of the work 

without endangering personnel or equipment.

4. Outriggers on all truck cranes shall be set and the crane leveled for all 

lifts. 

5. Rough terrain cranes operated in stationary position shall have

outriggers fully extended and set before any lift is made.

6. Pick and carry loads with rough terrain cranes should be avoided. 

Where necessary to do so, the following shall apply:
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a. Investigate the route to be followed for solid and 

level footing. 

b. Tie the load to the frame of the crane. 

c. Personnel shall not touch the load for any reason. 

Tag lines must be used if control of the load in 

addition to Item 6b is required. 

d. Use the load chart on rubber.

e. Travel speed shall be restricted to maintain control 

of the load.

f. Where possible, outriggers should be extended and 

set within a few inches of ground level.

7. Weight of the load shall be positively established prior to handling. 

Check brakes and machine stability when the load is still only inches 

above the ground. 

8.  The operator shall not attempt any lift for which he feels conditions are 

inadequate. 

9. A procedure for changing or disassembling of crane booms shall be 

developed by the contractor and include a checklist to be used and 

signed by the foreman supervising the work. Consideration should be 

given to having the manufacturer’s representative present. 

10. When leaving the control station of a machine the following 

precautions shall be observed:

a. Disengage the master clutch or shut off the engine.

b. Lower the bucket or crane load to the ground.

c. Set safety pawls on all drums where these are operated manually.

d. Set the swing lock or swing brake and both traction brakes and /or 

locks to prevent machine movement

11. Avoid sudden stops and starts.
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12. The hoist line shall be vertical before starting the lift. 

13. At no time shall personnel be positioned beneath suspended 

loads. 

14. No one is permitted to ride the hook or load. 

15. The boom hoist drum pawl shall be engaged at all times except

when lowering the boom.

16. Do not get on or off a machine when it is in motion. No 

adjustment, repair, or lubrication permitted on moving 

machinery. 

17. Work within 15 feet of electric lines requires special approval by 

H.A. Sack Company.

18. A tag line is required on all loads handled by stationary cranes

19. Tool boxes, oil cans, choker racks, water coolers, or similar 

additions shall not be placed in the radius of the swing of the 

counterweight where a person could conceivably be crushed. 

20. The swing radius of the counter weight shall be barricaded

21.    Lifts associated with steel erection and concrete bucket 

handlings are the only crane operations where free-fall 

may be used. Any deviation requires special approval by H.A. 

Sack Company.

22. Assure that annual inspections of lifting equipment as required 

by OSHA are kept current.

23. All crane capacities shall be based on the manufacturer’s 

recommendation. 

24. All hooks shall have safety latches in working order. 
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RIGGING

A. HOOKS, SHACKLES, AND BEAM CLAMPS

1. Only ONE eye in a hook. Use a shackle to hold two (2) or 

more eyes.

2. All hooks shall have a safety latch or be moused (shake out 

hooks are exceptions). 

3. Always place a load in the center of a hook- never on the 

point.

4. Never rig from any structural member until you are sure it 

will support the load being raised. 

5. Never use plate grips, tongs, pip clamps, etc., as substitutes 

for beam clamps.

6. Hooks, shackles, and beam clamps shall be inspected 

visually before use. Make sure that the capacity is marked 

on the equipment. 

7. Hooks shall be replaced when inspection shows spread 

distortion, wear or fracture. 

8. Pin of shackle shall be placed in the bowl of the hook with 

the eyes of the chokers bearing on the shank of the shackle. 

9. Rigging systems or components shall not be loaded beyond 

their rated capacity. 

B. CHAIN FALLS AND HOISTS

1. A chain hoist shall be used within its rated capacity.

2. Do not leave an unsecured and unattended load hanging on 

a hoist or a chain fall. 

3. Do not stand or have any part of the body below a load s

suspended on a chain hoist. 

4. Do not wrap the load chain around the load to be lifted. 



105

5. Every chain hoist shall be inspected visually before making a 

lift. 

Your visual check should include 

(1) hooks for any irregularities, (2) chain for wear or damage, and (3) housing and 

sheaves for any signs of damage from abusive treatment. 

6. Use softeners, where possible, to obtain a “bite” on 

material being rigged and to protect rigging from sharp 

edges. 

7. A minimum of three (3) wire rope clips shall be used when 

forming loop eye splices

or lapped splices. As rope diameter increases, the number 

of clips and spacing requirements increase. 

8. Check for current inspections in accordance with 

subcontractor’s safety program and manufacturer’s 

inspection requirements. 

C. ROPE

1. Wire rope must not be used on hoisting equipment after 

exposure to fire or extreme heat, if burned from contact 

with electricity, or when visual inspection shows damaged 

strands, corrosion, or when more than `0% of the wires 

broken in one lay. 

2. Never exceed the safe working capacity of wire rope. 

3. The use of nylon slings to pick and carry loads by crane 

across the site shall be avoided where possible due to the 

shock loading that can be created. 

4. Nylon slings shall not be used when the color band in the 

webbing indicates excessive wear. 
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5. Dirt in the webbing sharply increases wear. Slings shall be 

stored on racks or in gang boxes and not on the ground. 

6. Sunlight reduces the strength of nylon. Although it is 

impractical to keep slings out of the sun, they shall be store, 

when not in use, in a protected area. 

7. Nylon slings shall not be knotted or connected together 

through the eyes. Knotting reduces the strength of a sling by 

over 50%. 

8. Inspect slings for any damage prior to use. 

9. See C.3 for disposition of slings.

10. Ensure the at sling identification marking with rated load 

capacity is on the sling and legible. If the marking is not 

legible or it is missing, turn it in to your supervisor. 
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MOTOR VEHICLES AND MECHANIZED EQUIPMENT

1. Motor vehicles should only be operated by licensed operators with acceptable safety 

records. 

2. Vehicles should be properly maintained with inspection certificates available. Daily 

checks should be made for exhaust leaks, oil seepage, worn tires, as well as inspections 

of brakes, lights, wipers, horn, etc. 

3. Windows and mirrors should be kept clean at all times and rear view mirrors arranged 

for maximum visibility. De-fog equipment should be operational.

4. Horns should be operational and should be sounded at least three (3) times before 

backing up.

5. Parking brakes shall be engaged while vehicle is parked.

6. Seatbelts shall be worn at all times while vehicle is moving. 

7. Riding on equipment or in back of trucks is prohibited.
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HEALTH PROTECTION

1. Cool, clean drinking water shall be provided from clean tamper proof containers. Water 

shall be changed daily and tamper proof lids installed to prevent any contamination.

2. Clean, sanitary toilet facilities shall be provided near work area. Toilets shall be cleaned 

and disinfected on a regular basis. 

3. Eating areas shall be kept clean and free of trash and debris. 

4. Containers with lids shall be provided for trash and garbage disposal and shall be 

emptied at least weekly. 

5. Work areas shall be well illuminated with OSHA candle power requirements maintained.

6. Respiratory protection shall be provided and worn whenever work requires personnel to 

be in dusty areas or areas where fumes or vapors are a present hazard. Frequent 

random inspections shall be conducted by a qualified individual to determine that 

respirators are properly selected, used, cleaned and maintained. 

7. Hearing protection shall be provided and worn whenever working around or near loud 

machinery or equipment. Supervisors shall be responsible for determining the need for 

hearing protection according to OSHA standards and to implement its use when 

required. 
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SIGNS, SIGNALS AND BARRICADES

1. Signs, signals and barricades are essential to any safe job. They give a constant visual 

reminder of potential hazards. Accident prevention signs shall be implemented in the 

work place. They shall be a constant reminder of the need for employees to conduct

themselves in a safe manner and to report unsafe conditions immediately to the proper 

authority. 

2. Warning, caution and notice signs shall be obtained for the varying situations and 

erected as applicable in a highly visible manner. 

3. Workers shall be trained in rigging signals and flagging signals and provided with written 

literature as reminders. Only skilled signal men or flag men should give signals to 

equipment operators but all employees shall receive briefing on proper signal 

identification. 

4. Whenever barricades, either permanent or temporary are installed, signs shall be 

attached to identify the hazard.

5. Each workplace will be provided necessary lockout tagging for mechanical, electrical, 

pneumatic, hydraulic, etc. Lockouts and supervisors will be responsible for 

implementing their use. 
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FALL PROTECTION

WHY?

Falls are the number one killer/crippler in construction. Fall protection should always be 

provided to prevent bodily injury while working in fall hazardous situations. 

WHEN AND WHERE?

Fall protection utilizing safety belts and lanyards should be implemented at all times whenever 

working on: 

1. All sloping roofs.

2. Flat roofs without guardrail within six(6) feel of the edge or roof opening

3. Floats, boatswains, chairs or other suspended scaffolding or working platform.

4. Pick/painters staging or temporary staging of a similar nature even though guardrails 

are installed. 

5. Baskets of man lifts or crane suspended work platforms. 

6. All scaffolds with incomplete guardrails or decking. 

7. Ladders, when working in any direction other than facing the ladder. 

8. Placement and securing of “Q” decking. 

9. An elevation ten (10) feet or more from ground of floor level without protection of a 

completely enclosed scaffold or platform with approved guardrails and midribs. 

10. Any platform, scaffold, etc. that is not completely enclosed with guardrails and midribs 

at any height where there is a potential to be impaled from a fall. 

11. Scaffold erection and dismantling at heights over ten (10) feet.

12. Steel erection and bolting up. Check with supervisor concerning limited exemption for 

connectors. 
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GENERAL SAFETY RULES

MISCELLANEOUS SAFETY REQUIREMENTS

A. EQUIPMENT

1. You shall always operate equipment in a safe manner. It is 

your responsibility to inspect your equipment before using 

it. If the effective in any way, place a “CAUTION-DEFECTIVE-

DO NOT USE” tag on it and take it out of service.

2. Operations’ equipment shall not be used by 

Subcontractors unless the operations’ custodian grants 

permission and the Subcontractor inspects the equipment 

to ensure safe operating condition.

B. SAFETY BELTS AND LANYARDS

1. Safety belts and lanyard shall be worn and tied off when 

working on:

a. All sloping roofs

b. Flat roofs without guardrail within six (6) feet of the 

edge or roof opening. 

c. Floats, boatswains, chairs or other suspended 

scaffolding or working platform. 

d. Pick/painters staging or temporary staging of a 

similar nature even though guardrails are installed. 

e. Baskets of ma lifts or crane suspended work 

platforms. 

f. All scaffolds with incomplete guardrails or decking. 

g. Ladders, when working in any direction other than 

facing the ladder.

h. Placement and securing of “Q” decking. 
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i. An elevation ten (10) feet or more from ground or 

floor level without protection of a completely 

enclosed scaffold or platform with approved 

guardrails and mid rails.

j. Any platform, scaffold, etc., that is not completely 

enclosed with guardrails and mid rails at any height 

where there is a potential to be impaled from a fall.

k. Scaffold erection and dismantling at heights over ten 

(10) feet.

l. Steel erection and bolting up. Check with supervisor 

concerning limited exemption for connectors. 

2. Safety belts should be used as follows:

a. Lanyards shall be properly secured overhead to an 

immovable object or lifeline and as short as possible 

to other as permanent plant equipment with a “D” 

ring at the wearer’s back.

b. Lanyards shall not be secured to scaffold guardrails on 

rolling scaffolds or where there is a possibility of 

tipping the scaffold. 

c. Lanyards shall not be secured to uninsulated steam 

lines or any process line without prior approval from 

the STR.

d. Lanyards shall not be secured to electrical conduit or 

panels without the approval of the STR.

e. Lanyards are not to be used for support or as a 

lineman’s belt.

3. Employees shall visually inspect the safety belt and 

lanyard for defects prior to use each day. If defects are 

noted, turn bests in immediately to supervisor.
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4. Safety belts and lanyards shall be stored in gang boxes or 

other protected enclosures in a way to protect them from 

damaging chemicals, tools and sharp objects.

C. LADDERS

1. General Information

a. Inspect before use. Subcontractors will inspect all ladders in 

storage or in use semi annually as required on the SRS.

b. Ladders shall not be painted except for numbering purposes. 

c. Do not use ladders for skids, braces, workbenches, or any 

purpose other than climbing. 

d. It is necessary to place a ladder in or over a doorway, 

barricade the door and post warning signs. 

e. While ascending or descending a ladder, do not carry 

anything. Use a hand line to raise or lower materials. 

f. Keep both feet on the ladder rungs. Change the position of 

the ladder as often as necessary.

g. Face a ladder when working from it. A safety belt is required 

if it is necessary to work backward form a ladder. 

h. Only one person is allowed on a ladder, unless “two-man” 

stepladders are in use. 

i. Metal ladders shall not be used for electric welding, or near 

any electric lines or services. 

j. Ladders may be used on scaffolds only if secured and user 

ties off with a safety belt.

k. Job made ladders shall be constructed to conform to

established OSHA standards.

l. The areas around the top and base of a ladder shall be free of 

tripping hazards such as loose materials, trash, cords, etc. 
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m. Manufactured ladders shall be rated for industrial or heavy 

duty work. 

n. Ladders shall not be placed against movable objects. 

o. Short ladders shall not be spliced together to make longer 

ladders. 

p. Broken or damaged ladders shall not be used. Ladders to be 

repaired shall be reported to your supervisor, tagged out, and 

removed from service. 

q. Shoes shall be free of mud, grease, or any slippery substance 

when ascending or descending a ladder. 

2. Straight and Extension Ladders

a. Place ladder so distance (A) is one forth distance (B) in the 

illustration. 

b. Ladders shall be equipped with a tie-off rope and non-skid 

safety feet. 

c. Ladders shall be adequately tied off.

d. Top of ladder shall extend at least three (3) feet beyond the 

supporting object or a grab rail shall be provided. Ladders 

shall be secured when used as access to an elevated work 

area. 

e. After extension section has been raised to desired height, 

check to see that safety dogs or latches are engaged and 

extension rope is secured to a rung on the base section of 

ladder. 

f. Extension ladders shall be overlapped a minimum of three 

(3) rungs. 

g. Do not take extension ladders apart to use either section 

separately.

3. Stepladders
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a. Always open, set level on all four feet, and lock spreaders in 

place.

b. Do not use as a straight ladder.

c. Never stand on the platform or the top step of a stepladder. 

d. Do not place tools or material on steps or platform.

e. Get specific STA before using two-man stepladders. 

NOTE: All types of portable ladders over eight (8) feet in height shall be 

tied off or held by another person while in use. Ladders shall be held in 

place by another person while being tied or untied. 

D. SCAFFOLDING

1. General Information

a. Employees shall ensure that guardrails, mid rails, toe boards, 

and decking are in place. 

b. Locking pins shall be in place on each frame post. 

c. Personnel shall be tied off on any scaffold platform not 

equipped with standard guardrails, mid rails, or complete

deck regardless of height. 

d. Do not change or remove scaffold members unless 

authorized. 

e. Do not climb on, or work from the guardrail, mid rail, or brace 

members of a scaffold. Use the ladder as means of 

access/egress. 

f. All scaffolds shall be erected level and plumb, on a firm base. 

g. The entire scaffold shall be tied to and securely braced 

against the building at intervals not to exceed 30 feet 

horizontally and 26 feet vertically. 

h. All scaffold platforms shall be equipped with approximately 

42-inch high guardrails rigidly secured (not wired), 

approximately 21-inch high mid rails, completely decked with 
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wood planks or manufactured scaffold decking, and rigidly 

secured toe boards, all four sides. A scaffold meeting all these 

requirements will have a “Green” tag attached. 

i. An incomplete scaffold not meeting requirements in (h) will 

have a “Red” tag attached. Follow instructions noted on the 

tag.

j. Adjusting or leveling screws shall not be used on scaffolds 

equipped with wheels. Adjusting screws shall not be 

extended more than 12 inches. 

k. Be sure you know the safe working loads on all scaffolds. 

l. Do not alter any scaffold member by welding, burning, and 

cutting, drilling or bending. 

m. Keep scaffolds clear of accumulations of material, debris and 

excess tools. 

n. Do not use a scaffold as a rigging platform or support without 

consent from a civil engineer. 

o. Check for “Green or Red” scaffold inspection tag. DO NOT 

CLIMB ON AN UNTAGGED SAFFOLD. 

p. Barrels, boxes, kegs, and similar unstable objects shall never 

be used as work platforms or to support scaffolds. 

q. Where persons are required to work or pass under a scaffold, 

a screen of 18 gauge, ½ inch mesh or equivalent protection 

shall be used between the toe board and the guardrail.

r. Overhead protection form a mobile scaffold you must ensure 

the floor or surface is within three (3) degrees of level, and 

free from pits, holes or obstructions.
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2. Manually Propelled Mobil Scaffolds

a. Before moving or working from a mobile scaffold you must 

ensure the floor or surface is within three (3) degrees of 

level, a free from pits, holes or obstructions. 

b. All wheels shall be in the locked position before working off 

the scaffold.
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BLOODBORNE PATHOGEN

EXPOSURE CONTROL PLAN FOR H.A. SACK CO., INC.

PURPOSE:

The purpose of this procedure is to establish guidelines to protect the employees of 

H. A. Sack Company from exposure to blood or other potentially infectious material 

during treatment of injured co-workers, or clean up at the scene of a job-related 

injury. 

SCOPE:

This procedure applies to all employees of H. A. Sack Company who have been 

assigned to duties to render first aid treatment to injured co-workers on the job. It 

also applies to those employees who are responsible for the cleanup of areas where 

a job- related injury involving blood or other potentially infectious material is 

present. 

APPLICATION:

Effective immediately, all affected employees shall receive training in and comply 

with the guidelines established in this procedure.

Definitions Applicable to this Procedure:

1. Blood means human blood, human blood components and products made from 

human blood.

2. Bloodborne Pathogens means pathogenic microorganisms that are present in 

human blood can cause disease in humans. These pathogens include, but are not 

limited to Hepatitis B (HBV) and Human Immunodeficiency Virus (HIV or AIDS).

3. Contaminated means the presence or the reasonable anticipated presence of 

blood or other potentially infectious materials on an item or surface. 

4. Decontamination means the use of physical or chemical means to remove, 

inactivate or destroy bloodborne pathogens on a surface or item to the point 

where they no longer capable of transmitting  infectious particles and the 

surface is rendered safe for handling, use or disposal. 

5. Exposure Incident means a specific eye, mouth, other mucus membrane, non-

intact skin, or parental contact with blood or other potentially infectious 

material that results from the performance of an employee’s collateral first-aid 

or clean-up, duties. 
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6. Other Potentially Infectious Materials means, for the purpose of this procedure, 

any fluid excreted from the human body. 

7. Personal Protective Equipment means specialized clothing or equipment (gloves, 

masks, goggles etc.) worn by an employee for protection from a hazard. General 

work clothes not intended to function as protection against a hazard are not 

considered to be personal protective equipment. 

8. Universal Precautions means an approach to infection control. According to the 

concept of Universal Precautions, all human body fluids are treated as they are 

known to be infectious for Hepatitis B, HIV or other bloodborne pathogens. 
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PROCEDURE- METHODS OF COMPLIANCE:

GENERAL

Universal Precautions shall be observed to prevent contract with blood or other 

potentially infectious materials. For the purpose of this procedure, all body fluids are to 

be considered “Other Potentially Infectious Materials.”

1. FIRST-AID TREATMENT

a. No employee covered by this procedure shall provided first-aid treatment where 

there is the potential for exposure to blood or other potentially infectious 

materials, unless the proper personal protective equipment is worn.

b. Immediately, or soon as possible, after first aid treatment is rendered, the first-

aid provider shall thoroughly wash his/her hands and any other skin exposed 

with soap and running water. In the absence of soap and running water, the 

employee shall use an antiseptic hand cleaner in conjunction with a clean cloth, 

paper towels or antiseptic towelettes to clean hands and other exposed areas of 

the body. Washing with soap and running water shall be done as soon as 

feasible. 

c. Immediately, or as soon as possible after the treatment of any injury that has 

involved blood or other potentially infectious material, the provider of first aid 

shall notify H.A. Sack Co. management. It is mandatory that this notification be 

made within the same work shift as the occurrence. The first-aid provider shall 

also complete and forward immediately to management, an “Exposure Incident 

Form”.

2. FIRST-AID KITS

a. All first aid kits shall be equipped with the appropriate personal protective 

equipment (latex gloves, goggles, masks, etc.) to protect employees from the 

hazards associated with blood borne pathogens. Additionally, a copy of this 

procedure and the forms it establishes shall be maintained in each first-aid kit. 

b. All materials used for the treatment of injuries shall be replaced in the first-aid 

kits immediately, or as soon as possible. 

c. It shall be the responsibility of the person who routinely provides first-aid to 

ensure, through regular inventory inspection, that the first-aid kit is adequately 

stocked. 

d. In addition to first aid supplies, personal protective equipment and Bio Medical 

disposal bags, each first aid kit shall contain a bottle of undiluted bleach. This 

bleach shall be diluted to a 1:10 solution with water, and used for 

decontamination. 
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H.A. SACK COMPANY, INC. 

WRITTEN COMPANY OSHA HAZARD COMMUNICATION PLAN

As required by the 

OSHA Hazard Communication Standard

(29 CFR 1910.1200)
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H.A. SACK COMPANY POLICY

WRITTEN COMMUNICATION PLAN

The employees of this company are our most valuable asset. 

It is express policy of this company to protect the health, safety and welfare of our 

employees in every conceivable way. To this end, we have prepared this company safety 

policy or “Written Communication Plan” regarding hazardous chemicals to make all 

employees aware of the potential hazards of the chemicals in the work place. All current 

employees will be trained in the use of these chemicals.

Strict compliance with the procedures in this program is required of all employees. 

Failure to comply will be grounds for termination. 

A copy of this Written Communication Plan with all Material Safety Data Sheets 

(MSDS’s) will be kept in the main office and will be available for inspection by any of our 

employees during the normal business days and hours. 

The Management

H.A. SACK COMPANY, INC
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HAZCOM COORDINATOR

HazCom Coordinator is _____________________________

(For current Coordinator contact H.A. Sack at: 912-871-8771)

This person is responsible for administering and overseeing that the Company 

Hazardous Written Communication Plan is initiated and carried through. In the event 

this person is unable to perform his duties, another capable person will be immediately 

appointed by company management to assume these duties. 

It shall be the duties of this person to:

1. Develop an initial inventory of all hazardous chemicals that workers may be exposed to 

during normal work procedures or in the case of emergencies such as leaks and spills. 

He must continually update this inventory to insure that it is current at all times. 

2. Insure that as chemicals are purchased, they are added to the inventory list, properly 

labeled and MSDS’s are properly filed with this Plan. 

3. Insure that all containers of hazardous chemicals are properly labeled containing the 

following information: 

• The identity of the hazardous chemical

• The appropriate hazard warnings and safety precautions

• The name, address and phone number of the supplier

• First Aid instructions

• Container disposal methods if the contents are corrosive, toxic or 

caustic

4.  Insure that a file of MSDS’s are maintained with this Plan on all hazardous chemicals, 

current and future. 

5. Insure that there is clear communication between the purchasing and receiving 

departments and the HazCom Coordinator. 

6. Develop and conduct an employee training program to instruct employees on the use of 

hazardous chemicals maintain a file of employees trained and conduct annual training 

sessions. 

7. Periodically check employment records to insure that all new employees have received 

training. 

8. Hold annual review training courses for all employees.
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HOW TO READ AND UNDERSTAND AN MSDS

Manufacturers, importers, distributors and suppliers are required to provide you with 

Material safety Data Sheets (MSDS’s) for each of their hazardous chemicals. As a 

contractor, you are required to maintain a file of MSDS’s for the hazardous chemicals 

you use. According to OSHA, you will be able to determine a hazardous substance by 

referring to the MSDS and the label. The OSHA standard specifies the information 

required on each data sheet, and all information must be written in English. 

An MSDS must precede or accompany the initial shipment but does not have to be 

physically attached to it. If you receive subsequent shipments of the same item, a new 

MSDS is not required to be sent to you unless the chemical make-up of the product 

changes. 

Review the MSDS’s you receive for accuracy and completeness, you make sure you 

have the latest version on file. When an MSDS includes new information on a 

substance you use or a new compound has been added to it, additional employee 

training will be required. 

To ensure proper record keeping and maintenance of MSDS’s you should:

1. Make sure any employee who purchases supplies for your company is on the lookout 

for MSDS’s. 

2. Include a request for an MSDS and a label that meets the requirements of the Hazard 

Communication Standard on all purchase orders. 

3. Ask for an MSDS for any material bearing a label indicating it is a hazard unless an 

MSDS is already on file. (See the sample letters in Chapter Ten). 

4. To deal with the multi-employer situation, you may request information from other 

contractors on the site about hazardous substances and chemicals known to be at the 

site. 

While MSDS’s will appear in many different formats, they will contain essentially the 

same information. The information on an MSDS tracking OSHA Form 174) would offer 

the following information:

Section 1- Identification

1. Chemical name: as it appears on the label. 

2. Manufacturer’s name and address. 

3. Emergency telephone number in the event of an emergency involving a 

substance. 

4. Date prepared and the signature of the preparer. 
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Section II- Hazardous Ingredients

1. Hazardous Components: Contains the specific chemical identity, its formula, 

and any common names it is known by. 

2. OSHA Permissible Exposure Limits (PEL): PEL is the permissible maximum 

amount of the chemical a person may be safely exposed to without harm. 

3. American Conference of Governmental Industrial Hygienist Threshold Limit 

Value (TLV):

TLV is the concentration of a chemical in the air that can be breathed for five 

consecutive eight-hour workdays by most persons without harmful effects. It is 

generally expressed in parts per million.

4. Other limits recommended: Any other recommended limitation on the use of 

chemical by any agency, scientific group, or organization should be included. 

Section III- Physical/Chemical Characteristics

1. Boiling Point: The temperature at which a liquid boils. 

2. Vapor pressure (mm Hg): Vapor pressure measures a liquid’s tendency to 

evaporate. 

3. Vapor Density: Indicates the weight of the vapor compared with the weight of 

an equal volume air. If a vapor is heavier than air (vapor density greater than 

1), it will sink to the ground. If it is lighter than air (vapor density less than 1), it 

will rise. For example, with flammable materials, when the vapor density is 

greater than 1, vapors tend to collect in the lowest spot. A contractor must be 

alert to vapors traveling to an ignition source, then flashing back to the vapor 

source. Care must also be taken to ensure that vapors do not displace oxygen. 

4. Solubility in Water: Indicates whether the chemical can mix with water in any 

ratio without separating. 

5. Appearance and Odor: A brief description of the chemical’s color and smell.

6. Specific Gravity: Ratio of the weight of the material to the weight of an equal 

volume of water. The specific gravity determines whether the material floats or 

sinks in water. Specific gravity values less than or equal to 1 indicate that water 

should not be used to extinguish a fire involving the substance unless the water 

comes from automatic sprinklers. 

7. Melting Point: indicates the temperature at which a solid changes to a liquid. 

8. Evaporation Rate (Butyl Acetate= 1): Indicates the temperature at which a 

substances.
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Section IV- Fire and Explosion Hazard Data

1. Flash Point: Indicates the lowest temperature at which a liquid gives off enough 

vapor to ignite in air when exposed to a flame. When the flash point is between 

100 and 110 degrees Fahrenheit, extra care must be taken in hot 

environments. The liquid’s temperature could be high enough to be ignitable if 

an ignition source is introduced. Such sources might be cigarette smoking, 

electrical equipment and wiring, cutting and welding, or static electricity. A red 

diamond is required on all liquids classified by OSHA as flammable (flash point 

values of 99.9 degrees F or below)

2. Flammable limits: Indicates the range of vapor concentrations which will 

explode when an ignition source if present. The “Lower Explosive Limit” (LEL) is 

the minimum amount of vapor in the air that can be ignited. The “Upper 

Explosive Limit (UEL) is the maximum amount of vapor in the air that will 

sustain fire. 

3. Extinguishing Media: Materials suitable for putting out a fire involving the 

identified chemical. These fire lighting agents are water fog, foam, alcohol 

foam, carbon dioxide, and dry chemical. The four classes of fires are: 

Class A- paper, wood, straw, cloth

Class B- flammable and combustible liquids

Class C- fire involving energized electrical equipment

Class D- combustible metals

Testing of laboratories classify fire extinguishers based on the class of fire they 

are designed to put out. For example:

Class A fires can be fought with water

Class B fires with carbon dioxide, foam or dry chemical

Class C fires with carbon dioxide or dry chemical

Class D fires with special extinguishing compounds

4. Special Fire Fighting Procedures: Indicates the chemical’s special characteristics 

when it comes in contact with fire, such as whether it is difficult to put out; 

whether it will re-ignite spontaneously; whether it is extinguished by water or 

other firefighting agents. This subsection will also indicate any required protective 

equipment needed when fighting the fire, as well as evaluate any toxicity of the 

material on anyone fighting the fire. 

5. Unusual Fire and Explosion Hazards: Indicates any special types of hazards 

requiring attention. The description will indicate whether the chemical is difficult 
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to extinguish, will re-ignite spontaneously, and how it reacts with water and other 

extinguishing agents. For example, if water is applied to a combustible liquid with 

a flash point above 212 degrees F, it may foam violently or boil over, endangering 

workers and fire fighters.

Section V- Reactivity Data

1. Stability: Indicates conditions that contribute to stability or instability of a 

chemical when it is exposed to heat, pressure, or excessive shock during 

storage, misuse or transport. Look to this section to identify specific conditions 

to be avoided. These warnings, for example; may “reacts violently with water” 

or “avoid sudden shock”. 

2. Incompatibility (materials to avoid): Indicates various materials or conditions 

you must keep the chemical away from to avoid adverse reactions. For 

example, substance which ignites or explodes when it comes contact with 

chemical. 

3. Hazardous Decomposition or By-products: Indicates gases or vapors which are 

released when the chemical is burned or decomposes. It tells you what hazard 

substances your employees may be exposed to as result of heating, working or 

burning the chemical.

4. Hazardous Polymerization: Polymerization is a chemical reaction where 

molecules of the chemical combine with molecules of another material to form 

different material. This reaction is accompanied by the release of large 

amounts of energy which can produce fire or other hazards. Polymerization can 

occur if the chemical comes in contact with certain plastic, rubber or coatings. 

This section of the MSDS indicates possible storage conditions which could 

react to polymerization. It will also indicate any inhibition- chemicals which can 

be added to prevent or de-polymerization- and the expected time period which 

an inhibitor is used up. 

Section VI- Health Hazard Data

1. Route(s) of Entry: A chemical may enter the body either through inhalation, by 

contact with the skin, eyes or by being swallowed. 

2. Health Hazards: indicates any long-term (chronic), short term (acute) effects of 

a chemical on the human body.

3. Carcinogenicity: Indicates whether the chemical causes cancer. It is important 

that your employees understand that not all hazardous substances cause 

cancer when the individual is exposed to them. 
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4. Signs and symptoms of Exposure: Indicates and describes the effects of 

exposure to the chemical, such as an employee’s appearance, and the most 

common resulting sensations, for example, headache, dizziness or nausea.

5. Medical Conditions Severely Aggravated by Exposure: Indicates how the 

chemical will affect any pre-existing medical condition. 

6. Emergency and First Aid Procedures: Indicates first procedures to use in order 

to reduce the hazardous effects of the chemical. The techniques covered to 

deal only with inhalation of the chemical, and skin or eye contact with it.  You 

must emphasize that these are emergency procedures only, and an exposed 

employee should be examined by a doctor as soon as possible. 

Section VII- Precautions for Safe Handling and Use

1. Steps to be Taken in Cast Material is Released or Spilling: Indicates precautions 

such as avoid breathing gases and vapors; avoid contact with liquids and solids; 

remove ignition sources; use of special equipment for clean ups. This section 

also gives recommended techniques to use in controlling land or water spills.

2. Waste Disposal Methods: Indicates proper disposal of chemical and 

contaminated materials. 

3. Precautions to Take in Handling and Storing: Indicates safe handling and 

storage procedures to be taken to avoid hazardous reactions. This section will 

emphasize incompatibility or polymerization problems which could occur 

during storage or handling of the chemical. 

4. Other Precautions: Indicates special precautions to use in handling or disposing 

of chemical. 

Section VIII- Control Measures

The measures indicated in this section should be taken whenever the 

chemical is handled or disposed of during normal use. They are not measures 

to be used solely during emergencies or accidental spills. 

1. Respiratory Protection: If needed, specifies type of respirators required by 

OSHA when the chemical is used; even as a precautionary measure in non-

emergency situations. 

2. Ventilation: Indicates ventilating systems needed to prevent overexposure to 

the chemical. “Local exhaust ventilation” is a system with high speed and low 

volume that will capture a chemical quickly after it has been released. The 

objective is to prevent the substance from reaching the employee’s breathing 

zone. “Mechanical (general) ventilation” is the regular ventilation system used 

to heat and/or cool an enclosed area in a permanent facility. 
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3. Protective Gloves: Indicates whether or not gloves must be worn when the 

chemical is handled. If gloves are required for skin protection, the type of 

material the gloves should be made if will be indicated. 

4. Eye Protection: Indicates appropriate eye protection such as face shields, safety 

goggles or glasses. 

5. Other protective Clothing or Equipment: Indicates protective equipment, such 

as aprons or boots, and the materials they should be made of to effectively 

prevent skin contact. 



130

LABELING SYSTEM

Manufacturers, importers and distributors are required to provide hazard information 

on each container label. We are required to make sure each label remains clearly 

readable while it is in our workplace. If anyone notices that a label is no longer visible

or readable, they should notify the HazCom Coordinator who should insure that a new 

label is placed on the container immediately. 

If a hazardous chemical is transferred to a smaller container, that container must have 

a label with the same information as the original container. The person making the 

transfer must insure that a label is placed on the smaller container. This should be 

obtained from the HazCom Coordinator. 

All hazardous substance container labels must have the following information:

• the identity of the hazardous chemical

• the appropriate hazard warning and safety precautions

• the name, address, and phone number of the supplier/manufacturer

• first aid instructions 

• container disposal methods if he contents are corrosive, toxic or caustic

MATERIAL SAFETY DATA SHEETS (MSDS’S)

MSDS’s provide you with specific information on the chemicals you use. The HazCom 

Coordinator will maintain a binder in his office with an MSDS on every substance on the 

list of hazardous chemicals. The MSDS will be a fully completed OSHA Form 174 or equivalent. 

The HazCom Coordinator will ensure that each work site maintains and MSDS for hazardous 

materials in that area. MSDS’s will be made readily available to all employees. 

The HazCom Coordinator is responsible for acquiring and updating MSDS’s. He will contact the 

chemical manufacturer or vendor if additional research is necessary or if an MSDS has not been 

supplied. All new procurements of the company must be cleared by the HazCom Coordinator. A 

master list of MSDS’s is available from the HazCom Coordinator. 
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STANDARD LETTER REQUESTING ADDITIONAL LABELS

DATE:______

DEAR SUPPLIER:

In accordance with The Hazard Communication Standard 29 CFR 1910-

1200, as proposed by the Occupational Safety and Health Administration (OSHA), I 

would like to request additional hazardous warning labels for the following products we 

purchased from your company: 

(Product purchased)

These chemicals are being placed in smaller containers and in 

accordance with the OSHA Standards these containers must carry the same label as the 

original container. Please send these to the attention of our Hazard Communication 

Coordinator as soon as possible. 

Thank you,

H.A. SACK COMPANY

____________________

(Insert Current HazCom Coordinator)

Hazard Communication Coordinator 

cc: MSDS Requests File
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EMPLOYEE TRAINING

Each employee of this company will be properly trained at the time of their initial 

assignment and whenever a new hazard is introduced in the: 

1. Information- The Law and Its Requirements

Explain the requirements of the Hazard Communication Standard

2. Potential Hazards

Explain any operations in their work where hazardous chemicals are present and 

which hazardous chemicals they might be exposed to while working. Show them 

our Written Communication Plan containing the inventory list of hazardous 

substances and MSDS’s and let them know where it is kept. 

3. Physical and Health Hazards

Explain the physical and health hazard associated with these chemicals. 

Identify which hazards they are most likely to encounter in their specific worksites. 

Also, explain the hazards of non-routine jobs, such as cleaning storage tanks and 

containers and pipes. 

4. Methods of Detecting Hazards

Explain the methods that can be used to detect the presence or release of 

hazardous chemicals, such as odor, color and appearance. 

5. Safety Procedures

Explain the proper safety precautions and procedures for handling and storage of 

each chemical, including protective clothing and equipment. 

6. Emergencies

Explain procedures for emergencies, such as leaks or spills. Outline precautions for 

cleanup or disposal of spills and any hazard presented by large volume 

exposure, such as increased fire potential or air contamination beyond the 

capacity of the existing ventilation system. In the event of an emergency or non-

routine occurrence such as a leak or spill, depending on the severity:

1. Contact the Company HazCom Coordinator and explain when, where, how and 

the severity.
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2. Obtain a copy of the MSDS for the chemical or substance in question. Read the 

MSDS to see the specific instructions or precautions to follow. Insure that you 

pay close attention to protective clothing. 

3. If it is significant problem, you may need to contact the local OSHA office, the 

State Environmental Protection Agency, the fire department and Emergency 

Medical Service. Refer to the enclosed list of telephone numbers. 

7. Labels

Explain the important information found on hazardous chemical warning 

labels. Be sure they understand your labeling system and how to read all labels 

used in your workplace. It is their responsibility to be alert for damaged labels so 

the labels can immediately replaced. 

8. MSDS’s 

Explain what the MSDS forms are, the information they contain and where 

they are located in your workplace. Make sure all employees understand how to 

read and interpret relevant safety and precautionary information on 

MSDS’s. Explain how they may obtain copies of MSDS’s. 

9. Review Your Written Communication Program

Review the details of our Written Communication Program. Explain the steps you 

are taking to comply with your responsibilities under the Standard. Explain how the 

employee’s responsibilities for making the compliance effective, such as taking the 

training and compliance efforts seriously, using appropriate personal protective 

equipment, and asking questions when unclear about any aspect or procedure. 

10. New Employees

As new employees are hired they will be given a training course in the above 

listed areas prior to them coming in contact with hazardous chemicals. 

11. New chemicals in the Workplace

As new hazardous chemicals are introduced into the workplace our employees will 

be notified and training as outlined above will be updated. 

12. Annual Training



134

All employees will receive training no less than once each year to insure that all 

employees have been trained on hazardous chemicals. 

13. Importance of Employee Input

Training is extremely important to the employee and to our company. This Plan 

was written to explain the OSHA standard and protect the health, safety and 

welfare of our employees. Employees are encouraged to participate openly in this 

training and offer any input they feel relevant or worthwhile. 

NOTE: Training Verification forms are in the Forms section of this manual. 
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OUTLINE FOR RESPONSIBILITIES FOR PERSONNEL

Ordering-Storing-Using-Disposal-Handling Chemicals

1. Persons who will be responsible for ordering various chemicals shall be trained for their 

particular responsibilities as each job dictates. These responsibilities shall include: 

A. Checking each container to insure that each container of hazardous 

chemicals is properly labeled. 

B. This should list: 

• The contents of the container

• Appropriate hazards warnings 

• The name and address of the manufacturer, importer, or 

other responsibility party. 

C.  Proper storage of containers- Containers should be provided 

with manufacturer’s recommended storage procedures. Receiving 

personnel should read these instructions carefully and follow them 

explicitly. 

2.  Persons who will be using chemicals should read the provided labels carefully, 

identifying the hazards, and requesting MSDS sheets if necessary from their 

supervisor. MSDS sheets will be located at a convenient location on site and all 

employees will be made known of their whereabouts. 

3.  Supervision will be responsible to see that chemicals are handled properly. His or 

her responsibility includes the examination of all containers, reading the labels, 

determining the hazard and providing a detailed, comprehensive procedure for the 

user, and the 100% compliance to the procedure. 

4.  The disposal of excess chemicals and their containers will be discussed and 

determined before commencement of any new job. Appropriate customer clientele 

will be involved in this determination. If on-site areas are available for disposal of 

waste, the appropriate designation will be decided upon; a procedure will be 

formulated, approved by proper authority and implemented into scope of work by
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supervision. Supervision will be directly responsible for conveying information to 

individual employees and their compliance. 

NON-ROUTINE TASKS

Employees must be informed of the hazards of non-routine jobs and the hazards associated 

with various chemicals involved, the protective/safety measures the employee can take, 

measures the company has to lessen the hazards, including ventilation, respirators, presence of 

another employee, and emergency procedures. In the event we become aware of a task which 

is non-routine and is hazardous, the supervisor will notify the affected employees immediately 

and personally instruct them on the hazards involved and how best to deal with the hazard. If 

the supervisor has a question about how this is to be handled he must consult with other 

management personnel and the HazCom Coordinator for assistance. In the event that questions 

remain, the local U.S. Department of Labor OSHA office will be called for assistance. 

MULTIPLE ON-SITE EMPLOYERS

If a workplace has multiple employers, the following procedure should be followed by the 

HazCom Coordinator: 

1.  Obtain a list of all subcontractors on the project and the names of their supervisors 

on the job site form the General Contractor. 

2.  Notify these supervisors and the General Contractor by written memo of the 

availability and location of your: 

A. Hazardous Chemical Inventory List

B. MSDS’s

C. Written Communication Plan

1) All of these will be located at our field office on the job site an 

additionally at our main office location. 

2) If any questions arise about this information, they should contact 

our HazCom Coordinator at 912-871-8771.

3) In addition to notifying the other contractors, a notice will be 

placed on the bulletin board at our field office which is accessible 

to all employees on the job site giving the location of this 

information.



137

NOTICE FOR FIELD BULLETIN BOARD

TO

ALL EMPLOYEES, EMPLOYERS, CONTRACTORS, SUPPLIERS AND 

OTHERS

REFERENCE 

HAZARD COMMUNICATION PLAN

In accordance with the OSHA Hazard Communication Standard (29 DFR 1910-1200), 

we want to notify you and all other contractors and employees working on the 

above referenced project of the following:

All of following will be located at our field office on the job site and additionally at 

our main office location at, 3302 Zell Miller Parkway, Statesboro, GA 30458.

A. Hazardous Chemical Inventory List

B. MSDS’s 

C. Written Communication Plan

D. Labeling System 

2. If any questions arise about this information, they should contact our HazCom Coordinator at 

H.A. Sack, 912- 871-8771.
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MOLD CONTROL PROCEDURES

The following procedures should be conducted to assure mold/mold damage is 

controlled. 

Procedure 1- Delivery and Storage

The following steps should be completed by the wall and ceiling contractor from the 

time materials are delivered to the time they are installed. The steps will verify that the 

contractor has taken appropriate protective measures at the job site. 

• Materials should be inspected when received. Materials should be in dry 

condition, and free of visible mold. 

• The set down area should be dry and protected from weather and construction 

process water. 

• Any wet or mold-damaged material should be returned or quarantined pending 

resolution. 

• All materials should be stored off the floor and protected with tarpaulins. 

• The storage area should be ventilated. 

• Assure there is no penetration of wrapping material prior to start of 

construction. 

• Assure there is no visible water damage or mold prior to installation. 

Procedure II- Pre- Installation Condition of Building

The following steps to inspect the work area prior to construction should be completed 

by the wall and ceiling contractor. This will verify that the job site is dry and free of mold 

at the beginning of the wall and ceiling installation. 

• Assure the work area is dried in with all penetrations appropriately sealed or 

closed. 

• Make sure that all wet applied materials, including concrete, fire proofing and 

insulation are dry to specifications. 

• Make sure substrate or framing are dry to specification. 
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• Assure there is no visible evidence of leaks, condensation, or mold. 

• Make sure all wall cavities and ceiling spaces are free of debris. 

• Check to assure all materials ready for installation are in dry condition, free of 

mold, and no visible water or moisture damage noted. 

Procedure III- Installation

The following steps should be completed to inspect the work are on a daily basis at 

the beginning and ending of a shift. This is to verify that the job site is dry and free 

of mold during the wall and ceiling installation. 

• Assure the work area is dried in with all penetrations appropriately sealed or 

closed. 

• Assure all previously identified problems are resolved. 

• Assure that there are no additional we-applied materials (e.g., concrete, fire 

proofing or insulation) in active construction area.

• Assure substrate or framing is dry to specifications. 

• Assure work area is ventilated continuously as per plan.

• Assure HVAC system protective measures are in place. 

• Check for any visible evidence of spills, leaks, condensation, or mold. 

• Assure all wall cavities and ceiling spaces remain free of debris. 

Procedure IV- Protecting Installed Work

The general contractor should inspect the work area upon completion of wall and 

ceiling construction and routinely thereafter. The is will verify that the job site is 

protected from water damage moisture accumulation and mold until it is turned

over to the owner. 

• Assure the work area remains dried in with all penetrations appropriately 

sealed or closed. 

• Assure there is no visible evidence of spills, leaks, condensations, or mold.

• Assure HVAC system protective measures are in place. 



140

• Assure work area is ventilated continuously as per plan.

• Assure the work area is conditioned to specified temperature. 

• Assure wet applied materials are dried to specifications. 

• Assure the remaining contractors on site follow procedures for control of water 

and moisture. 

Procedure V- Delivery of Completed Building

The following steps should be completed by the general contractor to inspect the 

building upon completion of the project, typically at the time of the final walk-

through. This will verify that the jobsite is protected from water damage, moisture 

accumulation and mold until it is turned over to the owner. 

• Assure there is no visible evidence of spills, leaks, condensation or mold. 

• Assure the building architectural features properly protect penetrations, shed 

water and moisture. 

• Assure the HVAC system operated effectively. 

• Assure the owner is informed of appropriate operations and maintenance 

procedures. 

Procedure VI- Warranty Resolution

The following steps should be completed by the general contractor to close out the 

warranty period. This will verify that the building is free of water damage, moisture 

accumulation and mold at the conclusion of the warranty period. 

• Assure all complaints are tracked and resolved. 

• Assure there is no visible evidence of leaks, condensation or mold from 

construction defect. 

• Assure the owner is informed of appropriate operations and maintenance 

procedures. 
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H. A. SACK COMPANY AND SCM, INC. SAFETY ORIENTATION

All Sack Company and SCM, Inc. employees are required to follow all current OSHA industry 

regulations outlined in 29CFR1926(Construction Industry Regulations). If any General 

Contractor or state/local requirements are more stringent, those requirements shall apply. 

Additionally, all subcontractors must adhere to these regulations and must read and agree prior 

to performing any work.

The safe and efficient completion of all projects requires a spirit of teamwork and cooperation 

from all workers and trades. All Sack Company, SCM, Inc., subcontractors and their employees 

who fail to comply with the project safety rules shall be deemed unacceptable and shall be 

removed from the site. Such workers who are removed from any project for noncompliance 

with project safety rules shall not be eligible for re-employment on the project.

Project: ________________________________________

Project location: _________________________________

Project #: _______________________________________

1. General

A. Emergency phone numbers are posted in Sack Company and SCM, Inc. office trailers.

B. Sexual harassment shall not be tolerated.

C. Fighting, gambling, horseplay and other misconduct are not permitted, nor shall 

threatening another worker be tolerated.

D. This project prohibits the manufacture, possession, sale or use of illegal substances and 

alcohol in the workplace.

E. Report all unsafe practices or conditions to your supervisor at once. All site personnel 

are encouraged to approach other personnel with regard to safety infractions. As well, 

all subcontractor employees are encouraged to proactively correct another person upon 

observing any unsafe act without fear of reprisal.
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F. Workers are required to park in designated areas only whenever applicable.

G. Be alert for and heed all warning alarms as well as traffic signs at all times.

H. Do not smoke in areas marked “No Smoking” or near flammable or combustible 

materials.

I. All Contractors are responsible to immediately correct any unsafe conditions they 

create.

J. All workers must be fully trained in the use of tools, devices or machines prior to use or 

operation.

K. All temporary power circuits will be GFCI protected.

L. All fuel storage and compressed gas cylinder storage areas must be authorized by Sack 

Company or SCM, Inc. project superintendents when applicable.

2. Disciplinary Action Policy

A. Disciplinary measures will be at the discretion of the Sack Company or SCM, Inc.       

Superintendent and enforced per the current Sack policy. Please consult with your 

superintendent regarding this policy or the current Sack Personnel Policy and Procedure

Manual.

B. A subcontractor employee or supervisor can be removed from site at any time if the 

violation is flagrant or involves a serious offense.

3. Hazard Communication/Material Safety Data Sheets (MSDS)

A. A chemical inventory list and material safety data sheets will be located in the Sack 

Company or SCM, Inc. office trailer whenever applicable.

B. Be sure to review the MSDS prior to the use of any hazardous chemicals.

4. Injuries/Incidents

A. All incidents and accidents (including serious near misses) shall be IMMEDIATELY 

reported to the Sack Company or SCM, Inc. Superintendent. A written accident report 

shall be completed within 24 hours of the event.

B. Submitting false or fraudulent information regarding and accident/injury shall not be 

permitted and will result in removal from the site.
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C. Any injury resulting in the need for outside medical attention will require a post 

accident/incident drug test.

5. Personal Protective Equipment

A. Approved hard hats (stamped ANSI Z89.1) (no bump caps), and safety glasses with side 

shields (stamped ANSI Z87.1) must be worn while in the construction area. Appropriate 

eye protection must be worn as required by site specific requirements. Dark glasses 

shall not be worn while working indoors.

B. Metal hard hats are not permitted on any Sack Company or SCM, Inc. job sites. 

Additionally, over the counter sunglasses are not acceptable and shall not be worn on 

job sites.

C. Sturdy work shoes or boots with steel toes are required for foot protection on all sites. 

This includes all subcontractors.

D. Shirts and long pants are required. T-shirts with a minimum 4” sleeves are required.

E. In addition to safety glasses (or goggles) face shields are required when using grinders, 

partner saws, steel chop saws or any other type of abrasive cutting equipment.

F. Hearing protection is required when noise levels exceed OSHA acceptable levels.

G. Personal Protective Equipment (PPE) shall be worn in all operations where there is an 

exposure to hazardous conditions or where the use of such equipment will reduce the 

hazard.

H. Proper burning goggles, welding hoods or dark face shields shall be worn when 

performing hot work. Dark lens safety glasses are not acceptable for proper eye 

protection for hot work.

6. Excavations

A. All contractors performing excavation activities shall be responsible for knowing, 

understanding and applying appropriate OSHA standards as well as all applicable safety 

regulations.

B. All trenches and excavations will have a barricade installed around the outside of the 

excavated area.

C. A Sack Company, SCM, Inc. or subcontractor’s competent person shall inspect each 

excavation 4 feet and greater prior to allowing workers to enter or as conditions change 

throughout the daily operations (i.e. – accumulation or rain, snow, vibration, etc.).

D. A proper ladder or ramp shall be used for access/egress when depth is greater than 4 

feet and every 25 feet of lateral travel.
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E. Trenches/Excavations greater than 4 feet will be properly benched, sloped or protected 

by a trench box.

F. Spoils will be maintained at least 2 feet from the edge of the excavated area.

7. Fall Protection

A. Proper fall protection is required for all trades and work processes at and above 6 feet. 

This includes, but is not limited to: structural steel erection, decking operation, roofing 

and work performed from scaffolding.

B. A COMPLETE fall arrest system will require the worker to wear a harness with 2 

lanyards. Before the worker can detach one lanyard, the other must be secured to an 

approved anchorage point (100% Fall Protection).

C. All anchorage points must be capable of supporting 5,000 pounds PER PERSON.

D. Harnesses shall be worn with lanyards attached to an approved anchorage point when 

operating any type of aerial platform. This includes scissor lifts.

E. Guard rails shall be 2” x 4” (or equivalent) and installed between 39” and 45” with a mid 

rail installed midway. Wire rope may be used in lieu of lumber.

F. Toe boards (or equivalent) shall be installed to prevent tools/materials from falling to 

lower levels.

G. Covers or barricades shall be used to close openings on the walking surface. Covers 

must be capable of supporting the maximum potential load, secured to prevent 

displacement and properly marked with “Cover” or “Hole”.

H. Fall Protection and Fall Arrest Systems shall be inspected by a Sack Company, SCM, Inc. 

or subcontractor’s competent person on a daily basis or as conditions change.

I. Fall protection shall be used when erecting or dismantling scaffolds unless a Sack 

Company or SCM, Inc. competent person determines that it is infeasible or creates a 

greater hazard.

8. Scaffolds

A. All scaffolds shall be inspected daily and properly tagged by a qualified person prior to 

use.

1. Green Inspection Tag – meets all OSHA and Project Requirements for a “Complete” 

scaffold.

2. Yellow Inspection Tag – Denotes a scaffold that can only be used when certain 

conditions are met (i.e. – additional fall protection needed).

3. Red Inspection Tag – unsafe scaffold, do not use.
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B. Damaged components of a scaffold shall not be used.

C. Scaffolds shall not exceed four times the minimum base dimension.

D. Scaffolds will be secured to a structure or building at intervals not to exceed 30 feet 

horizontally and 26 feet vertically.

E. Guard rails/Mid rails are required when a scaffold meets or exceeds 6 feet in height. 

Exception: a 4 foot high scaffold having a minimum horizontal dimension of less than 

45” in either direction shall have standard guard rails installed on all open sides (“baker 

type” scaffold).

F. All scaffold platforms (“Scaffold Grade” planking) shall be  at least 2 planks wide (each 

plank will be at least 2” x 10” or equivalent).

G. Planking material will extend at least 6”, but not more than 12”, over the end of the 

supports.

H. Access ladders shall be provided for each scaffold. Climbing off the end frames unless its 

design incorporates an APPROVED ladder.

I. Base plates shall be used to prevent damage to scaffold bucks.

J. Secured mudsills shall be used when erecting scaffolds on any foundation other than 

concrete or asphalt.

K. Barrels, boxes, kegs, over turned buckets or similar unstable objects shall not be used as 

work platforms or to support scaffolds.

9. Ladders

A. Fall protection must be provided for employees climbing or working on fixed ladders 

above 24 feet. Additionally, no work over 6 feet will be performed from a portable 

ladder and without the use of fall protection while working close to a leading edge 

exposing the employee to a fall greater than 6 feet or more.

B. Straight/Extension ladders must extend at least 3 feet above the landing and be 

secured.

C. Broken or damaged ladders must not be used.

D. Aluminum ladders are ONLY permitted at the discretion of a Sack Company or SCM, Inc. 

superintendent.

E. Aluminum ladders shall not permitted around electrical installations.

F. Straight ladders must be erected with a 4:1 ratio (i.e.- for every 4 feet of working height,

the base must extend 1 foot from a perpendicular line drawn from the top resting 

point).

G. Straight ladders should be used for access only.

H. Step ladders should not be used as a straight ladder. Step ladders should only be used 

when fully opened and the spreaders locked. Personnel are prohibited from standing 

on/ working from the top 2 steps of a step ladder. All work must be performed while 

facing the ladder. Do not turn around on the step.
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10. Aerial Work Platforms

A. Any worker operating an aerial work platform will be properly trained and shall carry an 

Operator’s card.

B. Harnesses and lanyards are to be used when operating any type of aerial work platform, 

including scissor lifts.

C. Steps, ladders, boxes, platforms, etc., shall not be placed in the basket to gain additional 

height.

D. Aerial work platforms shall not be used as a crane to hoist materials.

E. Gates must be closed and chains attached when lifts are in use.

F. Workers feet must remain on the floor at all times. Basket rails shall NOT at any time be 

used to gain additional height.

11. Tools

A. Damaged/defective tools and equipment shall be removed from service and disposed 

of, or tagged “Unsafe – do not use”.

B. There will be no unauthorized use or possession of tools, equipment or materials owned 

by others.

C. Do not use makeshift or “jury-rigged” tools or equipment to perform your job.

D. Grinders and other similar tools must be equipped with functioning protective guards. If 

a guard is not in place, DO NOT use the tool. It should be removed from service or 

tagged “Unsafe – do not use.

E. Face shields are required (in addition to personal eye protection) when using grinders, 

partner saws, steel chop saws or similar equipment.

F. Loose clothing and jewelry should not be worn when using power tools.

G. Leather work gloves may be required to protect hands from hazardous conditions.

12. Housekeeping

A. Housekeeping is the responsibility of everyone on our job sites.

B. Floors and stairs must be kept clean and clear of power cords and debris whenever 

possible.

C. Tools, equipment and material will be kept clear of all edges and openings.

D. Materials must be kept in neat stockpiles for easy access.

E. Aisles, stairways, fire exits and doorways must be kept clear of materials, debris and 

electrical whenever possible.
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F. Flammable and/or combustible material will be separated from all oxidizers and sources 

of ignition.

G. Shafts will be cleared of all debris immediately.

13. Fire Protection

A. Workers must be advised as to the location of fire extinguishers and their operation and 

the location of alarm boxes or emergency signaling devices.

B. Only approved containers and portable tanks may be used for the storage and handling 

of flammable and combustible liquids or solid chemicals. Flammable materials shall not 

be transported in plastic containers.

C. All firefighting equipment must be inspected on a monthly basis.

14. Electrical/Lockout/Tagout

A. All workers will comply with The Sack Company’s established control of hazardous 

energy policy for isolating and energizing equipment, lines, circuits, etc. Please see a 

Sack Company or SCM, Inc. competent person on site for a copy of this policy.

15. Heavy Equipment

A. All heavy equipment such as back hoes and dump trucks will only be operated by 

authorized personnel.

B. All heavy equipment shall have a functioning back-up alarm.

C. Unauthorized persons are not permitted to ride in the cabs of heavy equipment.

D. Lower any movable buckets when you stop the vehicle.

E. Always block any movable bucket if it is being inspected or having maintenance.
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F. Report all operating malfunctions immediately.

G. If the operator’s compartment is designated a high noise level area, hearing 

protection must be worn.

H. Maintenance or repairs must NOT be done with the engine running.

The aforementioned information is intended for the safety of all Sack Company, SCM, Inc. 

employees and our subcontractor’s employees. Each construction site is unique and some of 

this information may need to be modified, refined or expanded to meet site safety 

requirements. If you have further questions regarding safety after reading this information, 

please consult with your superintendent or other direct supervision.
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H.A. SACK COMPANY AND SCM, INC. SAFETY ORIENTATION

Please sign and date below as an acknowledgement and receipt of this training.

H.A.Sack Company/SCM, Inc. Training Administrator:

Print Name: _________________________ Signature: ___________________________

Date: _______

Employee:

Print Name: _________________________   Signature: __________________________

Company: ___________________________ Date: ______
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MEMORANDUMS 
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H.A. SACK COMPANY, INC. 

MEMORANDUM

DATE: 6/08/1998

TO: ALL JOB SUPERINTENDENTS

SUBJECT: WORK RELATED ACCIDENTS OR INJURIES

This is a reminder to you that when one of our employees is injured on the job, it is 

important that you direct the injured employee to a local Panel Physician and notify the 

office immediately so that the insurance company can be notified. Of course, if a Panel 

Physician is not available or it is an emergency situation, it is understood that we must 

get the employee to the closest emergency room. It is also a requirement of our injury 

policy that when an employee is injured, regardless of the type of injury, that the 

employee receive a Drug Test when he/she goes to the doctor for initial treatment. 

We are having a number of incidents where employees are saying they hurt themselves 

on the job but decided not to go to the doctor. Then the next day or next week they 

change their mind. We want to send every employee who complains of an injury 

(beyond first aid) for treatment the minute he/she complains. This is for the protection 

of the employee to ensure he/she does not further aggravate an injury. In all cases the 

injured employee who is treated by a medical doctor must be drug tested. 

One last note, if an employee is injured and the doctor prescribes medication, have the 

employee ask the doctor for an over-the-counter medication that could be used in lieu 

of a prescription. The reason being for example; if a person has a minor injury such as a 

muscle strain, he/she could normally take an over-the-counter medication, it usually is 

not a recordable injury. But when they have to take a prescription medication, 

regardless of how minor the injury is, the injury automatically becomes a recordable 

injury which hurts our workmen’s compensation mod.

Your help in carrying out these policies helps your company. Please let us know if you 

have any questions concerning this memo. 

Paul Roesel (Signature on File)

President
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SAMPLE MEMO TO THE GENERAL CONTRACTORS ON SITE

MEMORANDUM

TO: The General Contractor on this Project

Project Name and Number ___________________________

FROM: Company HazCom Coordinator

RE:    HazCom Communication

DATE: 

In accordance with the OSHA Hazard Communication Standard (29 CRF 1910-1200), we 

want to notify you and all contractors working on the above referenced project 

of our Hazard Communication Information. 

To this end, I would like to ask you to send me a complete list of all contractors working 

on this jobsite, as well as the supervisor in charge at this site so that they may be 

properly notified. Please send company name, supervisor’s name, company address and 

phone number. 

cc: Written Communication Plan
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SAMPLE MEMO TO RECEIVING DEPARTMENT

MEMORANDUM

TO: Purchasing Department

FROM: HazCom Coordinator

SUBJECT: HazCom Communication Policy

Date: 

Whenever chemicals are received  which could conceivably be hazardous please it is 

your responsibility to send me a  copy of the purchase order so that it may be kept in 

the company Hazardous Chemical Communication Policy. You must check to insure 

that: 

1. These chemicals are properly labeled on the original container.

2. Other labels are provided by the manufacturer and that these labels are placed on 

any container in which these chemicals are placed. 

3. The manufacturer provides Material Data Sheets (MSDS) for every chemical we 

purchase from them. It is your responsibility to see that the MSDS’s are given to me 

as soon as they are received. If they are not provided with the shipment, I must be 

immediately informed so that I might write to request these forms. 

cc: Purchasing Department
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SAMPLE MEMO TO PURCHASING DEPARTMENT

MEMORANDUM

TO: Purchasing Department

FROM: HazCom Coordinator

SUBJECT: HazCom Communication Policy

Date: ____

Whenever chemicals are purchased which could conceivably be 

hazardous please send me a copy of the purchase order so that it may be kept in the 

company Hazardous Chemical Communication Policy. It is most important that: 

1. These chemicals are labeled on the original container. 

2. Other labels be provided by the manufacturer since we will be dispensing these 

chemicals from smaller containers and

3. The manufacturer provides Material Data Sheets (MSDS) for every chemical we 

purchase from them. 

cc: Receiving Department
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FORMS

PLEASE COPY FORMS AS NEEDED. DO NOT REMOVE FORMS 

FROM MANUAL



ABORTED CONFINED SPACE INCIDENT REPORT

This report is to be completed when a confined space entry permit is aborted due to the 

premature termination of action/operation occupancy of the confined space due to equipment 

failure, inadequate procedure, medical or other emergency that requires immediate departure 

from the space. 

EntrySupervisor_____________________________________Date_____________WCP#___

Phone/Beeper ___________________Site Address_____________________________

Incident Date ____________ Confined Space Name/Number_____________________

Incident Time___________ Incident Location_________________________________

Reason for Aborted Confined Space Circle YES Or NO

Undesirable Atmosphere Reading YES NO

Equipment Failure YES NO

*If YES, has equipment been taken out of service YES NO

Fire YES NO

Inadequate Procedures YES NO

Medical YES NO

Hazardous Energy Control Violation YES NO

Other YES NO

Was Rescue Procedure Utilized YES NO

YES NO

Employees Involved Witnesses

Name/Social Security # Name/ Social Security #

_________________________________________________________________________

Details of Incident

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Specific Rescue Problems

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Forward a copy to the Area Safety Engineer, Facility Manager, and OSP&A Manager, 992W-2



ONFINED SPACE IDENTIFICATION CHECKLIST (PAGE 1/4)

Date ___/___/___  

Confined Space Name______________________________________________

Confined Space # _____________________________________

Not numbered__________________________

Building #_______________________________NA_________

Not numbered___________________________

Building 

Name_______________________________________NA_______________________________

_____

Confined Space Facility 

Administrator___________________________________________________________

Phone_________________________Address_________________________________________

____________

Building Facility Administrator (if different) 

______________________________________________________

Phone_________________________Address_________________________________________

____________

Facilities/Area 

Manager______________________________________________________________________

Phone_________________________Address_________________________________________

____________

IDENTIFICATION OF CONFINED SPACE

Facility Manager or Designee will conduct a complete walk down of their responsible facility or 

their responsible facility or area for identification of confined spaces. Common examples 

include tanks, sewers, vaults, vessels, tank cars, HVAC ducts, pipes, pipelines, silos, boilers, 

furnaces, pits, and interstitial ceiling spaces or crawl spaces with process lines. When evaluating 

the space, check it against each listed OSHA definitive characteristic below.

CIRCLE

YES     NO 1. Is large enough and so configured that an employee can bodily enter and 

perform assigned work; as well as has limited or restricted means for entry or exit; and it is not 

designed for continuous employee occupancy. 

YES     NO 2. Contains or has a potential to contain a hazardous atmosphere. 

YES     NO 3. Contains a material that has the potential for engulfing an entrant
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YES     NO 4. Has an internal configuration such that an entrant could be trapped or 

asphyxiated by inwardly converging walls or by a floor which slopes downward 

and tapers to a smaller cross-section. 

YES    NO 5. Contains any other recognized serious safety or health hazards.

If any YES is circled: 

DANGER 

CONFINED SPACE 

ENTER BY PERMIT ONLY

Sign was posted on 

Date____/____/______
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1. Location ____RCA ____Non RCA

2. Access _____By Tool ____By Key _____Coded 

_____Locked ____Unlocked _____Needs Lock

3. Hatch/Door/Access ______Good Condition ______Poor Condition

______Severely Rusted ______Needs Repair

______Needs Replacement 

Comment______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

4. Lighting _____Illuminated _______Illumination Not Available. 

5. Electrical Hazards     _____Wiring on GFCI _______Low Voltage _____High Voltage

6. Structural Condition of Space      _____Good Condition ________Poor Condition

_____Rust Prevalent (Rust Depletes Oxygen)

_____Condition Unknown

7. Space Ventilated   _____Natural Ventilation Poor

_____Natural Ventilation Adequate

_____Mechanical Ventilation Poor

_____Mechanical Ventilation Adequate

_____Ventilation Unknown

8. Potential Hazards of Space _____Gas hazards Unknown

_____Gas Hazards Known (please list)___________

____Potentially Oxygen Deficient

____Combustible/Explosive/Flammable Gas

____Toxic(s)

____Contains Corrosives ____Dust

____Contains Acid(s)     _____Contains Caustic(s)

____Liquid____ Mist____ Liquid ____Mist

____Physical Hazards Unknown

____Air Inside Hot (>85 F and 60% Humidity)

____Air Inside Extremely Cold

____Standing Water Inside

____Engulfment Material Stored

(Sand, Soil, Coal, Powder, Granules, Beads)                                                                    
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______High Noise

______Spider Webs, Wasps Nests, Vermin

______Severely Rusted Ladders, Steps, Equipment

______Wall/Floor/or Ceiling Damaged or 

Collapsing

______Employee Falling Hazard

______Stream Lines

_____Process Lines

_____Other_____________

9. Emergency Equipment /Rescue Equipment Available _______YES                _____NO

C. PERSONNEL TRAINING

CIRCLE

YES NO Custodian Confined Space Trained to OSHA

YES NO Entry Supervisors confined Space Trained to OSHA

YES NO Authorized Entrants Confined Space Trained to OSHA

YES NO Attendants Personnel Confined Space Trained to OSHA

YES NO Emergency/Rescue Personnel Trained and Qualified

Yes NO Monitoring Personnel Confined Space Trained to OSHA

If any NO is circled training is needed. 

Other Remarks 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

After identifying the confined space, post the correct sign. If you are uncertain of a particular 

space, please call your Area Safety Engineer and/or Industrial Hygienist for assistance. 

Send this completed survey to your Area Safety Engineer.

Facility Manager/Designee

________________________________________________ ______________

Signature Date
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INSTRUCTIONS PLEASE PRINT

1) Complete permit before work begins.  2) Post at entrance to confined space until the work is complete. 

3) Send permit to safety coordinator to review within 24 hours of completion of the work in confined space.

GENERAL INFORMATION

Job site: Date: Time: AM/PM

Permit Begins: Date: Time: AM/PM

Permit Expires:

Location & Description of Confined Space: 

Purpose of Entry: 

NAMES OF AUTHORIZED INDIVIDUALS: PLEASE PRINT Will he/she supervise entry: Yes/No

AUTHORIZAED ENTRY SUPERVISOR:

AUTHORIZED ATTENDANTS AUTHORIZED ENTRANTS

1) 1)

2) 2)

3) 3)

4) 4)

METHOD OF COMMUNICATION

Describe: 

EQUIPMENT FOR ENTRY RESPIRATORS REQUIRED FOR ENTRY

Are Respirators Required? YES/NO  If YES, What type: 

Hard Hats YES NO

Coveralls YES NO Air - Purifying: 

Half-

Mask Full Face

Boots YES NO Type of Filters

Safety Glasses YES NO Air - Supplied: and/or

Safety Goggles YES NO

Air 

Bottles Compressor

Face Shield YES NO and/or

Ear Protection YES NO Egress Bottles

Encapsulated Suit YES NO Self- Contained Breathing Apparatus (SCBA):

Gloves YES NO

Safety Lights YES NO Note: Air- Supplied respirators with egress bottle or SCBA

Lockout Devices YES NO respirators are required for atmosphere that are Immediately

Warning Signs YES NO Dangerous to Life or Health(IDLH)

Fire Extinguisher YES NO

Ventilator/Blower YES NO EMERGENCY SERVICES:

Non-Spark Tools YES NO IDENTIFY:

Rescue Equipment YES NO

METHOD OF 

COMMUNICATION:

Other: PHONE NUMBER: 
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YES NO YES NO

SCBA Tripod/Man Lift

Harness Winch

Wristlets First-Aid Kit

Stretcher

ISOLATION REQUIREMENTS (Please circle the appropriate method, check YES OR NO, AND INITIAL)

YES NO INITALS

Electrical : DISCONNECT - LOCKOUT- TAGGED - OTHER:

Mechanical Moving Parts: LATCH-CHAIN-CHOCK-BLOCK-OTHER:

Hydraulics: BLANKED -BLEED - DISCONNECT - OTHER:

Pipelines: BLANKED - BLEED - DISCONNECT -OTHER:

Valves: LOCKOUT - DISCONNECT - TAG -

OTHER: 

Belt drives: DISCONNECT - TAG - OTHER: 

Chain Drives: DISCONNECT - TAG- OTHER:

Shaft Drives: DISCONNECT - TAG - OTHER

Space Purged: INERT GAS- WATER-OTHER:

Other: 

Other: 

ACCEPTABLE ENTRY CONDITIONS

Oxygen: % Flammable /Combustibles: % LEL OTHER:

Hydrogen Sulfide: PPM Carbon Monoxide: PPM OTHER:

TESTING AND MONITORING CHECKLIST

Make, Model &Serial # of Testing 

Equipment:

Date Equipment Calibrated: 

Intermittent 

Testing: Continuous Monitoring: 

Test 1 Test 2 Test 3 Test 4 Test 5 Test 6 Test 7 Test 8

Date:

Time AM/PM AM/PM AM/Pm AM/PM AM/PM AM/PM AM/PM AM/PM

Oxygen % % % % % % % %

LEL: % % % % % % % %

CO: PPM PPM PPM PPM PPM PPM PPM PPM

H2S: PPM PPM PPM PPM PPM PPM PPM PPM

Tox:

Tested 

by:
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CONFINED SPACE HAZARDS CHECKLIST (Please check Yes /No)

YES NO If Yes, How is Hazard Controlled:

Oxygen Deficiency (<19.5 %)

Oxygen Enriched (>22%)

Toxic Atmosphere

Flammable/Combustible Atmosphere

Electrical

Mechanical

Pipelines

Bacteria/Infectious

Insects/Rodents

Temperature

Falls

Other:

Other:

HOT WORK PERMIT

IS A HOT WORK PERMIT 

REQUIRED YES NO IF YES, IS IT ATTACHED TO THIS PERMIT    YES NO

SIGNATURE OF ATTENDANTS AND ENTRANTS

The confined space job and it's safety aspects have been explained to us and we have read and understand the

Permit. We consider it safe to proceed with the confined space entry work. (Please sign, date and initial below.)

ATTENDANTS DATE INITALS ENTRANTS DATE INITIALS

1) 1)

2) 2)

3) 3)

4) 4)

SIGNATURE OF ENTRY 

SUPERVISOR: DATE: TIME AM/PM

CANCELLATION OF PERMIT

DATE CANCELED: TIME CANCELLED: AM/PM CANCELLED BY: (Signature)

REASON PERMIT WAS CANCELLED:

EVALUATION: (Review within 24 hours of completion of the work in the confined space.)

EVALUATED BY: (Signature) Date: Time: AM/PM
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CONFINED SPACE NAME:

_____________

CSP#______

AREA:_______

BUILDING: ___________

RESCUE EQUIPMENT 

REQUIRED Available.

SCBA

Hoist/Fall protection

Mechanical Means of Rescue

Ladders

Gloves

Lighting

Life Lines

Safety Harnesses

Chemical Suit- Type

Safety Coveralls

Rope

Stokes Stretchers

Other:
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Confined Space Entry 

Permit

DETAILED WRITTEN RESCUE PLAN 

EMERGENCY 

#

1) ATTENDANT DOES NOT ENTER CONFINED SPACE
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Confined Space Name: _____________________________

SP # ______________

Area:________________

Building:_____________

NAME OF AUTHORIZED ENTRANT

Print Name Signature Date

SS 

#

Time 

in

Time 

Out



OPERATOR QUALIFICATION

OPERATORS NAME_______________________________

COMPANY______________________________________

1.  In accordance with ANSI B30.5, SEC. 5-3.1.2 and local site requirements, the above named 

individual meets the following physical requirements. 

____  Has vision of at least 10/30 Snellen in one eye, and 10/50 in the other, with or 

without glasses.

____ Is able to distinguish re, green and yellow; regardless of position of colors, if color 

differentiation is required for operation. 

____ Has adequate hearing, with or without hearing aid, for operating assigned crane. 

____ Does not have a history of epilepsy or of a disabling heart condition. 

____ Does not have a history of high blood pressure and is not currently taking 

medication for high blood pressure. 

2. The above named individual has completed the following reviews and tests satisfactorily:

____ Has read the Crane’s Operating Manual.

____ Has demonstrated proper check-out. 

___Pre-shift check-out fluid levels, all tires, windows, proper rope condition 

and reeving. 

___ Start-up crane, checking gauges and pressure. 

____ Has tested all controls for proper function. 

____ Has reviewed and understands load chart which is available to him while he is at the 

crane controls. He understands the crane capacity shall not exceed 75% where 

tipping governs. 

____ Has demonstrated the following operation procedures: 

___ Move crane into position and level crane. 

___Drop headache ball in 55 gallon drum located at radius of 25 % of boom 

length. 

____ Control coordination- with a 4 foot long strap hanging from the hook he keeps strap 

in contact with the ground following a course outline. Verified by: 

__________________________ Date: ______________________

Operators Signature: ___________________________________



H.A. SACK COMPANY, INC. 

EXPOSURE INCIDENT REPORT

Location__________________________________________ Date of Incident_______________

Name of First-Aid Provider________________________________________________________

Name of Injured Employee________________________________________________________

Name of Injury (describe in detail)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Was personal protective equipment used?

__Yes                      ___No

Was contaminated material properly disposed of in Bio-Medical bags?

___Yes                    ___No

Was any other employee exposed to blood or OPIM?

__Yes ___No

If yes, give names of those exposed: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employee’s Signature_____________________________________Date___________________

______________________________________________________Date____________________

Note: H.A. Sack Co. management must be notified immediately (by phone) when any incident 

occurs which involves blood or other potentially infectious material. This form shall be 

completed and forwarded to management immediately after incident occurs. 



H.A. SACK COMPANY INC. 

EXPOSURE TREATMENT WAIVER 

I, _____________________, certify that, as a result of providing first-aid treatment to 

__________________________________________on ______________________________

a potential exposure to blood or other potentially infectious materials occurred. I also certify 

that the management of _________________________________has, within 24 hours of that 

exposure, offered me inoculations of Hepatitis B vaccine. By my signature below, I waive my 

right to receive treatment through this vaccination. 

Signature of First-Aid provider: __________________________________________

Witness: ___________________________________________________

Date: __________________________________________________



TRAINING VERIFICATION 

It is necessary that we document the fact that training has been held in the area of hazardous 

chemicals. Each employee must sign the following statement. 

HAZARDOUS CHEMICAL TRAINING

DATE OF TRAINING: __________________________

By placing my signature below, I am certifying that I have received training in the proper 

recognition and use of the hazardous chemicals used by our company. The classes included 

training in emergency and first aid procedures to use in the event of an accident. 

PRINT NAME OF EMPLOYEE SIGNATURE

___________________________________________ _______________________________________

___________________________________________ _______________________________________

___________________________________________ _______________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

____________________(Make copies of this form for additional space and additional meetings.)



EMERGENCY TELEPHONE NUMBERS

BELOW ARE THE TELEPHONE NUMBERS OF VARIOUS EMERGENCY PERSONNEL. PLEASE ADD OTHER NUMBERS FOR VARIOUS JOB 

SITE LOCATIONS. 

LOCATIONS AMBULANCE/EMS FIRE POISON CONTROL



H.A.Sack Company and SCM, Inc.
Weekly First Aid Kit Inspection

Job Location: 
Superintendent:

NAME OF INSPECTOR ANY MISSING ITEMS DATE DATE
DATE OF INSPECTION 

AND
Please Print IF SO PLEASE LIST AND ORDER ORDERED RECEIVED SIGN

*THIS FORM MUST BE PLACED INSIDE EACH KIT OR POSTED BY EACH KIT

*PLEASE REMOVE ANY MEDICATIONS UPON INSPECTION (I.E. - ASPRIN OR COUGH DROPS, ETC.)

THIS FORM MUST BE SENT TO THE SAFETY DIRECTOR BY THE 10TH OF EACH MONTH.



H.A SACK CO. & SCM INC. Job Location ___________________________

MONTHLY FIRE EXTINGUISHER INSPECTION: SEND COMPLETED 

FORM TO SAFETY DIRECTOR BY THE 10
TH

OF THE MONTH. Superintendent ________________________

NOTE: All fire extinguishers are subject to annual inspection by an authorized source.

PLEASE INDICATE BELOW IN SPACE PROVIDED THE MONTH FOR REQUIRED ANNUAL INSPECTION.

CHECK APPROPRITE MONTH & INITIAL AFTER YOU HAVE INSURED PIN IS SECURE; GAUGE READS GREEN, TURNED OVER AND SHAKEN IT.

FIRE EX. # FIRE EX. # FIRE EX. # FIRE EX. # FIRE EX. # FIRE EX. # FIRE EX. # FIRE EX. #

Annual Inspection

Month for each fire 

extinguisher.

JAN. 

FEB.

MARCH

APRIL

MAY

JUNE

JULY

AUGUST

SEPTEMBER 

OCTOBER

NOVEMBER

DECEMBER
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INSTRUCTIONS: 

A Hot Work permit must be completed for all operations performed within a confined space that require workers to weld, cut,

or use other open-flame or spark producing devices in a confined space. 1) Complete permit and eliminate or control all hazardous 

conditions before entry. 2) Hot Work Permit must be signed by the person authorizing entry. 3) Attach signed permit to the Confined

Space Entry Permit and post both at entrance to confined space. 4) Send permit to safety coordinator for review within 24 hours of

completion of the work in confined space. 5) Note : Do not cut, weld or use other open-flame or spark producing equipment until the 

proper precautions have been taken. 

GENERAL INFORMATION

JOBSITE:

PERMIT BEGINS: DATE: TIME: AM/PM

PERMIT EXPIRES: DATE: TIME: AM/PM

LOCATION &DESCRIPTION OF CONFINED SPACE:

PURPOSE OF ENTRY:

TYPE OF HOT WORK CUT WELD GRIND REPAIR OTHER

Is an air sampling meter used to monitor the presence of flammable/combustibles? YES NO

Does the confined space contain a flammable/ combustible material or atmosphere? YES NO

(Flammables/combustibles must not exceed 10% Lower Explosive Limit (LEL)

Does the confined space contain combustible dust or ignitable residue? YES NO

Have cutting, welding, and other flame/spark producing devices been inspected YES NO
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Have flammable/combustible materials been removed? YES NO

Is a fire extinguisher of the proper type available and has it been inspected? YES NO

Is a fire watch posted? YES NO

Is electrical equipment (lights, air sampling instruments, blowers, etc.)  safe (explosion proof) YES NO

Have sewer and drain openings been covered? YES NO

Is general ventilation of sufficient capacity (6 air changes per minute) provided and in use? YES NO

Is local ventilation for welding and cutting arranged so as to remove fumes and smoke at all times? YES NO

Are respirators, of the proper type, available and in use when required? YES NO

Have precautions been taken to protect workers from electrical shock? YES NO

Are welding machines and other equipment safety located, grounded, and spark controlled? YES NO

Have all workers been trained to work safely? YES NO

Have all workers completed a pre-entry briefing? YES NO

Have all workers been trained in emergency procedures? YES NO

Have all workers been trained in use of fire extinguishers? YES NO
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Have all workers been instructed not to bring gas cylinders into the confined space? YES NO

Have all workers been instructed to remove welding hoses and leads from the confined space when not

in use? YES NO

FIRE WATCH:  NAME:

PERSON(S) PERFORMING HOT WORK (PLEASE PRINT NAMES) 

1) 2) 3)

SINGATURE OF ENTRY SUPERVISOR: 

CANCELLED 

BY: 

CANCELLATION OF PERMIT: DATE: TIME: AM/PM

REASON FOR CANCELLATION: 



VESSEL ENTRY 

FORM

LOCK OUT AND TAG

1 2

3 4

EQUIPMENT NEEDED FOR TANK ENTRY

TANK ENTRY PROCEEDURE

ANY EMPLOYEE ENTERING A VESSEL MUST FIRST ACCOMPLISH AND CHECK OFF EACH 

OF THE FOLLOWING ITEMS.

ELECTRICAL EQUIPMENT

PROCESS VALVES CLOSED

ENSURE THAT THE VESSEL IS EMPTY

VESSEL CLEANED AND INSPECTED

BODY HARNESS AND LIFE LINE IN PLACE

SELF CONTAINED BREATHING APPARATUS IN PLACE

AIR CHECKED FOR:

OXYGEN AND DANGEROUS GASES

VENTILATED

OBSERVER PROPERLY INSTRUCTED

THE TANK IS SAFE TO ENTER




