Town Hall
18 Depot Hill Road
Henniker, NH 03242

Tel: (603) 428-3221
Fax: (603) 428-4366

Incorporated November 10, 1768
“Only Henniker on Earth”

TOWN OF HENNIKER, NEW HAMPSHIRE

Safety Committee Meeting Agenda

Thursday August 10, 2023
9:00 AM

3" Quarter Meeting

Minutes: Approve minutes from 6/29/23

. Continued Business:

a. Review Primex Joint Loss Management Committee Guidelines
b. Review Henniker Employee Safety Program
New Business:
a. Postpone inspection of Transfer Station to later date.
b. Suggested Rules of Procedure
c. Inspection Schedule:
Incident/Accident Report:
Next Meeting: Thursday October 12, 2023



ex

NH Public Risk Management Exchange

Joint Loss Management Committee Guidelines

I. Purpose and Intent

Joint Loss Management Committees are not just another layer of forced
bureaucracy. Their purpose is to bring workers and management together in a
non-adversarial, cooperative effort to promote workplace safety. They have the
potential to significantly improve workplace safety and productivity, enhance
employee relations, morale and health, and provide significant financial savings
in Workers’ Compensation.

The Primex’ Risk Management Services Department continues to advocate the
establishment of joint loss management committees. These guidelines may help
to answer some of the inevitable questions associated with forming and
operating a joint loss management committee. The variables that impact each
employer’s decisions are too numerous to allow “ironclad” information to be
presented.

During the decision making process, consider the following points:

* Intent. What is your intent? Are you trying to incorporate something into
your safety process that will positively impact the health and safety of the
employees? If so, you are probably on the right track.

*  Effectiveness. Will what you are contemplating doing work? If so, further
consider it. If not, find something that will work. This is one area where the
result may be more important than the process used to achieve it.

The 1994 Workers” Compensation reform legislation introduced the term “joint
loss management committee” into our vocabulary. The purpose was to have a
more descriptive name for what is intended to be a more balanced,
comprehensive version of a safety committee. For many Primex’ members, the
existing safety committee may be able to be transformed into a joint loss
management committee.

II. Organization of Committee
A. Size

Employers with 20 or fewer employees need a minimum of 2 members,
while employers with more than 20 employees need a minimum of 4
members.

The size and structure of the committee will be impacted by the overall size
of the organization and the services provided. The committee should be sized
so that all members can be active, and special sub-committees can be
appointed, if needed.
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B. Membership and Structure:

1.

2.

Committees are required to have equal numbers of employer and
employee representatives.

Employee representatives shall be selected by the employees according
to the following guidelines:

a. Where the employees are represented by a single, exclusive
bargaining representative, the bargaining representative shall
designate the members

b. Where the employees are represented by more than one labor
organization or where some but not all of the employees are
represented by a labor organization, each bargaining unit of
represented employees and any residual group or unrepresented
employees shall have a proportionate number of committee
members based on the number of employees in each bargaining
unit or group;

Committee members must be representative of the major work activities
of the employer.

“Major work activities” is open to interpretation, but the easiest

delineation would appear to be by department. However, work

activities could easily cross departmental lines. For example, one
representative of the administrative support activities (computer
input, filing, etc.) can probably represent the interests of all
employees involved in those operations.
Any employee who participates in committee activities in his/her role as
a committee member, including, but not limited to, attending meetings,
training activities, and inspections, shall be paid at his/her regular rate of
pay for all time spent on such activities;
The committee is required to elect a chairperson. The position of
chairperson must be rotated between employee and employer
representatives.

The law does not address the length of the term that the committee

chair can or should serve. Therefore, the rotation between employee

and employer representatives must only occur when the chairperson
changes.

Our recommendation is that the chairperson change every two years.

That gives someone a chance to “learn the ropes” and have an

impact prior to the expiration of their term, yet also allows that

required rotation to occur.

C. Sample Agenda

AW =

Call to order.

Roll call by secretary.

Introduce any visitors, if allowed.
Read minutes of previous meetings.
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I11.

9.

Review any new rules or regulations issued since last meeting, and/or
any correspondence received.

Address any unfinished business.

Review any noted safe practices, behaviors, or ideas.

Review all personal and property accidents and “near misses” and define
preventive measures to be taken.

Discuss safety inspections and recommendations to be submitted to the
employer.

10. Bring up new business. Include any outside programs of interest.

11.

Adjourn the meeting. Indicate date, time, and location of next meeting.

Duties and Responsibilities

N —

(98]

9.

10.

11.

. General

Meet at least quarterly.

Be strong advocates for the promotion of safety values, procedures,

policies, and programs at all levels.

Develop and disseminate to all employees a committee policy statement.

Maintain clearly established goals and objectives of the committee, and

disseminate them to all employees.

Review workplace accident and injury data to help establish the

committee’s goals and objectives.

Provide an open forum for free discussion of both accident problems and

preventive measures.

Establish specific safety programs which include, but are not limited to,

the following:

a. Designation, by name and title, of a person who shall be
knowledgeable of site specific safety requirements and be
accountable for their implementation and adherence;

b. Provisions for health and safety inspections at least annually for
hazard identification purposes;

c. Performance of audits at least annually regarding the inspection
findings;

d. Communication of identified hazards, with recommended control
measures, to the person(s) most able to implement controls;

e. Written response, by the employer, to recommendations made by the
committee.

During the inspections, discover unsafe conditions and practices, and

determine their remedies.

Instruct those in an affected work area how to recognize, control and

eliminate unsafe conditions and practices.

Ensure that the required training and familiarization is provided for all

employees so they may perform their work in a safe and healthy manner.

Assist with the identification of temporary, alternate tasks.
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B. Recordkeeping

1.

Minutes of all committee meetings must be kept.

As the committee is a functioning body of and for all employees, the
minutes of each meeting must be made available to all employees.
Format of minutes should be decided by the committee. Minutes should
be constructed so that they are of benefit to all employees but should be
sensitive to issues that may have been discussed during the meeting.

IV.Tips Offered By Those With Experience

A. Management

1.

(98]

6.

Personally accept responsibility for and be concerned with their own
health and safety, as well as their employees’.

Recognize and commend safe, healthy behavior.

Fully support and commit to the safety and health process.

Fund the joint loss management committee in the budget to enhance the
credibility of the process and committee.

Approve and issue written, comprehensive general safety and health
policies, programs and procedures and ensure that acceptance and
enforcement is equal in all departments.

Make safety performance a part of the performance appraisal system.

B Supervisors

1.

2.

e

Personally accept responsibility for and be concerned with their own
health and safety, and their employees’.

Clearly define and promote safety and health responsibilities and
behaviors.

Jointly conduct worksite inspections, employee training, and department
safety meetings, if any.

Recognize and commend safe, healthy behavior.

Consistently enforce rules and regulations.

C. Employees

l.

(8]

Personally accept responsibility for and be concerned with their own,
and their co-workers’, health and safety.

Feel free to note safety and health problems and take the initiative to
correct them.

Support the concept and activities of the loss management process.
Recognize and commend safe, healthy behavior.
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D. Committee

1. Involve the entire workforce including part-time and temporary
employees. Listen to and welcome input from everyone.

2. Schedule regular meetings. If the schedule varies, communicate the
reason.

3. Recognize limitations in authority and qualifications and know when to
request assistance. Avoid becoming focused on superficial problems -
this will cripple the committee and destroy its credibility.

4. Make recommendations to management for improvements to the safety
and health process. Be prepared to present and justify these
recommendations.

5. Act immediately on any reported unsafe condition(s). Never blame
inadequate staffing or financial shortages or unavailability as the reason
for not effecting corrective action.

6. Ensure that member replacements occur at intervals as defined in the
policy. Encourage employees to serve on the committee. Stagnation
can result with the same people serving on the committee.

7. Promptly publish meeting minutes and communicate findings to
employees.

E. Compliance

The New Hampshire Department of Labor, through their Safety Office, has
responsibility and authority for determining compliance with these

provisions of the Workers’ Compensation Statute. If you have questions
regarding compliance, call their office at (603) 271-6850 or 271-7822.

Primex’ cannot make determinations regarding compliance. What we can

offer you is guidance on designing a process that is well intentioned,
functional, and able to achieve positive results.
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Section 1
INTRODUCTION

Every employee desires and has the right to a workplace free from occupational safety and health
hazards. The goal of the Henniker Employee Safety Program is to prevent, reduce and eliminate
accidents and illnesses within the work environment. The program is designed to be effective
throughout the planning, organization, leadership and day-to-day functioning of the Town of
Henniker. The Employee Safety Program, as required by Title XXIII, RSA 281-A:64, is
established jointly between employees and management. In addition to adhering to all policies and
guidelines established within The Employee Safety Program, all employees are encouraged to not
only work safely and report unsafe conditions, but to also take an active role in safety and health by

actively participating in and contributing to the ongoing implementation of the program.

Henniker Employee Safety Program
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Section 11
STATEMENT OF COMMITMENT AND PURPOSE

The Town of Henniker values the health, welfare, and safety of every employee and intends to
provide a safe and healthful workplace. Accidents cause untold suffering and financial loss to our
employees, volunteers and their families resulting in unnecessary suffering, both physical and
mental, disruption of work schedules, loss of wages, disability, and increased expenses. Therefore,
it is the policy and responsibility of the Town of Henniker to provide and support an effective town-
wide employee safety program.

The purpose of the Employee Safety Program is to provide safe working conditions for our
employees and to provide a safe environment for our service to the public. The goal of the
Employee Safety Program is to prevent, reduce and eliminate accidents and illnesses within the
work environment.

Regard for the safety of our employees, volunteers, the general public, and our vendors is the
responsibility of all levels of our organization. Therefore, the prevention of property damage, injury
and illness is a goal well worthy of our achieving. A safe work place is a well-organized and
efficient environment that enhances our professional service to the community.

We acknowledge that all management, supervisory and employee personnel must fully support the
implementation of the Henniker Employee Safety Program and not impede or hinge the success of
the Program, and that:

1. Prevention of accidents and protection of all resources are guiding principles;

2. All operational decisions affecting safety must receive the same consideration as
those affecting production or quality;

3. Safe working conditions and methods are of prime importance and take precedence

over shortcuts and quick fixes;

4. Town of Henniker will comply with all safety laws and regulations;

Feedback will be welcomed from all employees; and

6. All employees will follow all safety rules, take no unnecessary chances, use all
safety guards and equipment, and make safety an integral part of their work.

b

Each of us shares a responsibility for the prevention of accidents and we expect that everyone will
participate to the fullest extent to ensure that the Town of Henniker continues to maintain high
standards in regards to occupational safety.
Adopted by Henniker Board of Selectmen August 5, 2008

Thomas Watman Joseph Damour Cheryl Morse

Leon Parker Ronald Taylor
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Section II1
RESPONSIBILITIES

Everyone shall be fully responsible for implementing the provisions of the Employee Safety
Program within their respective jurisdictions. The responsibilities listed are minimal, and are not
intended to limit any individual from initiating, creating and implementing more comprehensive
procedures to control losses.

A. EMPLOYEES: As members of the organization, employees are expected to exhibit safe
behavior at all times and are required, as a condition of employment, to exercise active
concern in the course of their work to prevent injuries to themselves and to their fellow

workers.

1. Understand and observe all work rules and regulations. If an employee does not
understand a work rule or regulation, they must notify their immediate supervisor.

2. Take immediate actions to correct unsafe acts and conditions, and inform the
supervisor of actions taken.

3. Wear required personal protective equipment, including seat belts.

4. Operate only machines and equipment that they have been properly trained (licensed,
if applicable) and authorized to operate.

5. Follow all accident and incident reporting procedures.

B. SUPERVISORY PERSONNEL / DEPARTMENT HEADS: Supervisors are leaders and
they play an essential role in the success of this process. They have the authority and share
the responsibility in maintaining a safe and healthful work environment and work practices,
including the following:

1.
2.

3.

o

10.

Exhibit leadership, provide guidance and set the tone for safe behavior.
Implement and model department-specific safety work practices that, at a minimum,
comply with State of NH LAB 1400 Safety Rules.
Ensure that all employees within their area of responsibility understand and comply
with the Employee Safety Program and observe all work rules.
Conduct an employee orientation by completing the Employee Orientation Signature
Page (see Section XI).
Educate employees within their jurisdiction in the following:

a. Nature of hazards involved;

b. Necessary precautions to be taken; and

¢. Use of required personal protective equipment.
Ensure that all employees within their jurisdiction have been formally trained on the
operation of machinery and equipment prior to use.
Meet with employees to review accidents that have occurred and discuss initiatives
to minimize re-occurrence.
Correct any unsafe conditions brought to your attention.
Support the Safety & Loss Prevention Committee to enhance the credibility of the
Employee Safety Program.
Acquire any necessary safety equipment, protective gear and training as required.

Henniker Employee Safety Program
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11.  Regularly conduct workplace inspections to identify and correct unsafe equipment,
conditions or actions.

12.  Include and evaluate an employee’s safety record during formal performance
evaluations.

13. Report accident, incidents and near misses as outlined in Section VII, Reporting and
Recordkeeping.

14.  Maintain an accessible stocked first aid kit at all times, including single-use
disposable gloves.

15. Develop and post an emergency evacuation route specific to the department building.

MANAGEMENT

1. Insure that all supervisors and employees are made aware of the town Employee
Safety Program.

2. Correct any unsafe conditions brought to your attention.

3. Ensure that required resources are available when necessary including funding for
safety and personal protective equipment.

4, Approve and issue written, comprehensive general safety and health policies,
programs and procedures to ensure that acceptance and enforcement are equal in all
departments.

5. Support the Safety & Loss Prevention Committee to enhance the credibility of the
Employee Safety Program.

6. Respond in writing to recommendations made by Safety & Loss Prevention
Committee.

7. Demonstrate overall support, direction and commitment. Actively participate in the
process whenever possible.

8. Provide for regular inspection of all alarms, panic buttons, and monitoring systems to
ensure proper functioning.

9. Designate, by name and title, the person responsible for reporting and recordkeeping

duties as outlined in Section VII, Reporting and Recordkeeping.

SAFETY / LOSS PREVENTION COMMITTEE:

1. Statement of Purpese: The purpose of the Safety & Loss Prevention Committee, as
required by Title XXIII, RSA 281-A:64, is to bring workers and management together to
work cooperatively to promote workplace safety, assist the employer and make
recommendations for change. Committee responsibilities have been developed in order to
comply with the guidelines set forth in the N.H. Code of Administrative Rules Chapter Lab
600.

2. Goals & Objectives:

a. Provides an open forum for free discussion of both accident problems and
preventive measures.

b. Encourages participation and suggestions from all employees.

C. Meets no less than quarterly.

d. Makes minutes of all meetings available to employees.

Henniker Employee Safety Program
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e. Develops a committee policy statement, goals and objectives and disseminates
them to all employees.

f. Reviews workplace accident and injury data, including all Slips, Trips & Falls
logs, to establish goals and objectives.

g. Assists with accident investigations and makes recommendations for prevention
of future occurrence.

h. Shall be composed of a minimum of 4 members and be representative of the
major work activities of the Town.

i. Should be composed of equal numbers of employer and employee
representatives whenever possible. Employee representatives are to be selected
by employees.

j. Elects a chairperson and rotates the position between employee and employer
representatives.

k. Establishes an annual inspection process to identify potential or existing hazards.

1. Use the State of New Hampshire Department of Labor Administrative Rules for
Safety and Health, Chapter LAB 1400 as a guide for annual inspections.

m. Audits, no less than annually, the findings of such inspections.

n. Communicates hazard identification and recommends action steps to department
heads and management.

o. Assists with identification of safety and health training for employees.

p. Assists, upon request, with identification of temporary, alternate tasks.

Any employee who participates in committee activities in his/her role as a committee member,
including, but not limited to, attending meetings, training activities and inspections, shall be paid at
his/her regular rate of pay for all time spent on such activities.

Henniker Employee Safety Program
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Section IV
SAFETY AND HEALTH COMMUNICATIONS

All employees will be required to read and acknowledge receipt of the written Safety Program. See
“Signature Page.”

All unsafe conditions, incidents or accidents should immediately be reported to an immediate
supervisor. All employees are welcome and encouraged to submit suggestions, concerns, or
questions regarding safety to their immediate supervisor. Employees may also contact a member of
the Safety & Loss Prevention Committee concerning any safety-related topic or concern. Such
contact may be done anonymously, verbally or in writing. The committee will review concerns and
make recommendations to the Town Administrator or Department Head accordingly. All
employees are welcome to attend a committee meeting.

Minutes of all Safety & Loss Prevention Committee meetings will be made available to all
employees through distribution to department heads and posting at Town Hall. In addition, the
Safety & Loss Prevention Committee will distribute to each employee a committee policy
statement, goals and objectives.

Section V
TRAINING

Safety education and training raises the employee’s level of safety awareness, and also provides
management with an opportunity to demonstrate concern for the welfare of the employees.

All town employees will be oriented to the Employee Safety Program through the reading and
understanding of the written program.

Employees will be instructed by the supervisor in the proper method of performing each job, the
hazards associated with the job, the required personal protection equipment, and any necessary
emergency procedures. This will be done upon hiring, when changes in the job occur, or whenever
deemed necessary by the supervisor or employee.

Employees may only operate machines and equipment that they have been properly trained
(licensed, if applicable) and authorized to operate.

Specific trainings, as identified by the employer, department head, supervisor or Safety & Loss
Prevention Committee, may be offered periodically to enhance employee knowledge and
understanding of various safety procedures.
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Section VI
EMERGENCY RESPONSE

Everyone is expected to exercise sound judgment based upon circumstances. If there is any question
or doubt about the seriousness of an emergency, call (9-1-1).

Department-specific evacuation plans are to be exercised in the event of a fire or similar need for
evacuation. All personnel are to meet at a department-specific location as outlined in their
evacuation plan.

Panic alarms may be provided in customer service areas, giving employees direct access to
emergency response in the event of a threatening situation.
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Section VII
REPORTING AND RECORDKEEPIN G

A. ALL INCIDENTS: All accidents, incidents, and near misses are to be reported to an
immediate supervisor.

1.

Near Miss: A near miss is an unplanned event that did not result in injury, illness,
or damage - but had the potential to do so. Only a fortunate break in the chain of
events prevented an injury, fatality or damage. Although human error is commonly
an initiating event, a faulty process or system invariably permits or compounds the
harm, and is the focus of improvement. Other familiar terms for these events is a
"close call", or in the case of moving objects, "near collision".

Slips, Trips and Fall Prevention:

L. Purpose: The purpose of this policy is to reduce and/or eliminate the incidence of
employee and citizen slip, trip, and fall-related events and injuries.

II. Discussion: Slips, trips and falls are among the leading causes of injury and lost
work time to employees, and to members of the public visiting municipal property.
Accidents often occur from a lack of due diligence to report and address existing
conditions that can contribute to these types of events. Therefore the Town of
Henniker and its employees will take a proactive approach to managing the risks
associated with slip, trip, and fall related conditions,

It is the policy of the Town of Henniker that its employees will be required to
monitor, report, and whenever reasonably possible, correct conditions that have, or
are likely to cause a slip, trip, and fall related event if corrective action is not taken.

III. Procedures:

a. A Slip, Trip and Fall Log shall be maintained at every public facility

b. Unsafe conditions shall be reported to the appropriate contact for that
location immediately for corrective action. If the conditions present an
immediate threat to the safety of employees or the public, the employee
will take reasonable steps to prevent injuries until the appropriate
personnel arrive.

c. Employees shall wear footwear appropriate for the conditions.

d. Itis recommended that employees wear slip-on traction devices such as
YakTrax provided by the Town of Henniker when operating in inclement
weather conditions (i.e. ice and snow). Employees shall follow the
guidelines for use as set forth by the manufacturer.

e. Sidewalks, parking lots, stairs, and other areas that employees and the
public utilize shall be properly maintained to ensure that no tripping
points, ice and snow build up, or other conditions that could contribute to
a slip, trip, or fall exist.

f. Interior hallways, stairs, floors, and other areas of foot travel shall be
clear of obstructions such as boxes, power cords, frayed carpeting, or
weathered matting. Proper signage shall be used to signal wet floors or
hazardous conditions which could contribute to a slip, trip, or fall.
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IV. Evaluation and Reporting: All slip, trip, and fall related incidents/injuries will
be documented in the Slip, Trip and Fall Log. Each incident and the log itself will
be reviewed by the appropriate shift supervisor, building and grounds supervisor, and
the Joint Loss Management Committee (i.e. Safety and Loss Prevention Committee).
Slip, Trip , and Fall Logs shall be kept in a centralized file or spreadsheet to monitor
results, identify emerging trends, and to maintain documentation for potential claims.

MINOR FIRST AID: Each department is encouraged to maintain a First Aid Log. Minor
injuries that require only first-aid should be recorded in the first-aid log to aid in potential
investigations of loss-management claims.

INJURY: Whenever an employee is injured or becomes ill due to work related causes, said
employee shall notify his/her supervisor immediately and file a worker’s compensation
claim form within seventy-two (72) hours of said injury or illness. Such claims are to be
filed with the Finance Director or, in his/her absence, the Town Administrator,

1. Investigation: All accidents where personal injury results shall be investigated and
reviewed by the appropriate supervisor and Town Administrator. A written report
must be executed by the supervisor or Town Administrator. In certain instances the
Safety & Loss Prevention Committee may be asked to participate in the
investigation. The intent of the investigation is to put in writing what happened, why
it happened, and how such an incident can be prevented in the future. Interviewing
of witnesses and victims as soon as possible after occurrence are highly encouraged.
Photographs, sketches and samples may be taken.

2. State Notification: For any injury requiring treatment beyond common first aid, the
Town Administrator (or his’her designee) must complete a State of NH Department
of Labor Employer’s First Report of Injury form within five (5) calendar days of the
employee’s notice to the employer.

3. Annual Log: An annual log is to be kept by the Town Administrator (or his/her
designee) of all submitted Employer’s First Report of Injury forms. This log must be
made available for inspection upon request by the State of New Hampshire and must
include, at a minimum:

Date of injury;

Name of employee;

Occupation of employee;

Description of injury/illness;

Whether lost time was involved;

Date employee returned to work.

thO D TP

DEATH OR HOSPITALIZATION: In the event of any death or in the event that three (3)
or more persons are hospitalized, the State of New Hampshire must be notified within eight
(8) hours of the occurrence by calling (603) 271-6297, 271-6850, 271-3699, or 271-3170.

BIENNIAL REPORTING: The Town Administrator (or his/her designee) shall file a

Safety Summary Form every other year (biennially) on or before January 1st with the State
of New Hampshire Department of Labor.
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F. TEMPORARY ALTERNATIVE / TRANSITIONAL DUTY WORK POLICY:

I Policy: In compliance with RSA 281-A:23-b, the Town of Henniker will provide temporary
alternative / transitional work opportunities to all employees temporarily disabled by a
work-related injury or illness.

IL. Purpose: The Town of Henniker adopts the principle that it is important to provide
meaningful work during the time of healing and strengthening following a work-related
illness or injury; to retain the knowledge and expertise of the employee and maintain the
dignity and respect of the employee associated with their respective positions.

Temporary Alternative / Transitional Duty is meant to be temporary and transitional in
nature to return the employee back to full duty. This program will last as long as the
employee continues to transition back to the position at full duty, but not longer than 18
months. Once the transition stops, the department head, or his/her designee, will reevaluate
the temporary/transitional program the employee is participating in.

This program is not intended to address those situations in which an employee has been
deemed to be permanently disabled and unable to resume their previous position.

III. Procedure:

a) The injured employee shall have the treating physician complete the NH Workers’
Compensation Medical Form (75 WCA-1), based on the findings during the initial
examination. Upon completion, the injured employee will be responsible for returning
the form to his/her department head/designee.

b) The department head/designee will work with the employee to facilitate a safe return to
work program with limitations listed by the treating physician. If a job description,
essential task analysis, is needed for the treating physician to determine limitations, the
employee will notify the department head/designee. The department head/designee shall
be responsible for providing that job description essential task analysis to the treating
physician. If necessary, the department head/designee may contact the treating
physician if additional information is needed regarding the employee’s limitations.

¢) The employee will be responsible for obtaining an updated medical form completed by
the treating physician following every medical appointment, but in no longer intervals
than thirty (30) days, and returning the form to his/her department head/designee.

d) Additional modifications will be made to the temporary/transitional alternate duty
program as necessitated by the treating physician’s NH Workers Comp Medical Form.
The department head/designee will be responsible for reviewing the appropriateness of
continuing the program or duty assignments as necessary.

e) Steps A through D may be repeated until such time as the employee is able to return to
his/her normal position or has been deemed to be permanently disabled.

IV. Appeals:

Any grievance which claims a violation to this policy may be filed in accordance with the
established grievance procedures.
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The provisions of this TAD Policy are intended to comply with RSA 281-A:23-b, Alternative Work
Opportunities as adopted into law on February 8, 1994, and LAB 504.4. To extend that this policy
is ambiguous or contradicts the RSA or DOL regulations, the language of the RSA or DOL
regulations will prevail.
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Section VIII
SAFETY STANDARDS AND RULES

GENERAL SAFETY STANDARDS: Employees are to observe all town safety
standards, rules, and polices and apply the principles of accident prevention in day-to-
day duties. In addition, all department-specific Standard Operating Procedures are to be
followed at all times, the more stringent safety standard always superceding other
standards.

1. Observe all hazard warnings and No Smoking signs.
2. Promptly report hazardous conditions (e. g. unsafe equipment, floors, materials) and
unsafe acts to an immediate supervisor, Town Administrator, or member of the

Safety & Loss Prevention Committee.

3. Keep aisles, walkways and working areas clear of slipping/tripping hazards and
observe good housekeeping habits.

4. Know the location of fire/safety exits and evacuation procedures.

5. Keep all emergency equipment such as fire extinguishers, fire alarms, fire hoses, exit
doors and stairways clear of obstacles.

6. All department heads (or his/her designee) shall maintain a stocked first-aid kit,
including single-use disposable gloves.

7. Do not report to work under the influence of alcoholic beverages or drugs, nor
consume them while on town property.

8. Refrain from fighting, horseplay or distracting behavior.

9. Observe safe operating procedures for all equipment that he/she is authorized to
operate.

10. Follow proper lifting procedures at all times.

11. Do not wear frayed, torn or loose clothing, jewelry, or long, unrestricted hair near
moving machinery or other sources of entanglement, or around electrical equipment.

12. Be alert to see that all guards and other protective devices are in their proper places
prior to operating equipment.

More stringent department-specific SOPs
(Standard Operating Procedures)
always supersede other safety standards.
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ADMINISTRATIVE RULES: All department heads are to have readily available a
copy of State of New Hampshire Department of Labor Administrative Rules for Safety
and Health, Chapter LAB 1400. The Lab 1400 Rules contain state safety rules that must
be adhered to in all municipal places of employment. At a minimum, department heads
are responsible for implementing department-specific Standard Operating Procedures in
compliance with LAB 1400 rules. Whereas private companies are under the jurisdiction
of OSHA for occupational safety, municipalities are under the jurisdiction of State
Department of Labor for occupational safety. In addition, there may be other
organizations that govern or guide occupational safety in various departments, such as
fire, rescue, and police. In addition to department-specific Standard Operating
Procedures, all departments shall comply with the written employee safety program
policies.

BLOOD-BORNE PATHOGENS: All human blood and body fluids are to be treated
as if known to be infectious. In responding to emergencies, disposable medical gloves
must be worn. Hands must be washed after the removal of gloves. Personal protective
equipment, such as eyewear, masks or splashguards, shall be worn when necessary.

FLAG PERSONS:

1. Flag persons must be certified except during emergency situations.

1. Flag persons must be provided at work sites on or adjacent to a roadway where signs,
signals and barricades do not provide protection from traffic.

2. Flag persons shall wear a highly visible warning garment while flagging. During
low-light or night-time conditions, the garment must be equipped with retro-
reflectorized material that is visible through the full range of the flag person’s body
motions.

3. Flag persons must utilize a Stop/Slow paddle while flagging. The paddle must:

a.Be highly visible;
b.Be no less than 18” in height and width; and
c.Contain letters no less than 6” high.

LOCKOUT / TAGOUT: In the event that a piece of equipment or machinery must be
serviced, the equipment must be isolated from all potential hazardous energy through the
following lockout/tagout steps. Lockout/tagout of machinery and equipment protects
employees while performing service or maintenance activities where the unexpected
enerigization, start-up or release of stored energy could cause injury.

1. All affected employees are to be notified of the lockout/tagout and the reason.

2. Prior to performing maintenance, isolation or service to any machinery or equipment,
all stored energy sources shall be locked out, released or rendered non-hazardous.
Such energy sources include hydraulic systems, pneumatic pressure, springs,
elevated machine members, rotating flywheels, and air, gas, steam or water pressure,
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electrical, etc. Specialized lockout devices, such as padlocks, may be needed for
effective implementation.

The equipment must then be tagged out by attaching a prominent warning tag to the
equipment, or in immediate proximity, indicating that the locked-out device is not to
be operated.

The operating buttons and controls should be tested to be certain the equipment will
not operate. Only once such a test has been performed, and all operating controls are
returned to the “neutral” or “off” position, is the equipment considered locked and
tagged out.

Only the individual who is working on the equipment shall be allowed to remove the
lockout device.

G. PERSONAL PROTECTIVE EQUIPMENT: The purpose of Personal Protective
Equipment (PPE) and devices is to protect the eyes, face, head, respiratory tract and body
extremities from potentially hazardous conditions. All employees exposed to hazards shall
be properly equipped for personal protection. Department heads or their designee shall be
responsible for assessing the hazards and providing the appropriate PPE. PPE includes
safety goggles, respirators, life jackets, chaps, earplugs, hard hats, safety vests, etc. .

1.
2.

SAFETY VESTS: At a minimum safety vests must be rated ANSE Class L

EYE-WASH STATIONS: An emergency eye-wash station shall be supplied in
areas where employees are working with hazardous materials, chemicals, welding
equipment, etc. Said station shall offer a minimum 15-minutes of continuous flow.
The emergency eye-wash station shall be posted with a visible emergency-
identification sign. Department heads or their designee shall periodically test the
unit and maintain a log of testing dates attached to the station,

NOISE EXPOSURE and HEARING CONSERVATION: Adequate hearing
protection (defined as properly-fitting earplugs or muffs) shall be provided and used
when any employee is subject to noise at or in excess of 90 decibels, unless the use
of such hearing protection would create an additional hazard to said person.

Noise level monitoring may be conducted to determine the need for protective
equipment. Such monitoring equipment is currently available through the town Fire
Department.

RESPIRATORY PROTECTION: Department heads (or their designee) shall
insure that proper protective respiratory devices, based on the hazard to which the
employee is exposed, shall be provided. Instruction on the selection, use and
maintenance of respirators shall be provided. All respirators shall be maintained,
checked, cleaned and disinfected regularly and stored in a sanitary manner.
Emergency-use respirators shall be inspected monthly and after each use.
Employees expected to wear respirators shall be fit-tested.

WATER SAFETY: Any employee working over or near water, where the danger
of drowning exists, shall wear a properly-fitted personal flotation device (PFD).
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H. POTABLE WATER: A regular supply of potable water must be provided in all regular
places of town employment. Potable drinking water that is contained must be able to be
closed tightly and equipped with a tap.

I. SEAT BELTS: All town employees are required to wear seatbelts while operating or riding
in any vehicle or equipment while on town business. This applies to personally owned
vehicles when being used for town business. In addition, passengers in vehicles operated by
town staff while on town business are required to wear seatbelts. This requirement shall not
apply in the case of vehicles in which the manufacturer has not installed seatbelts.
Employees are forbidden from disengaging or otherwise disarming automatic seatbelt
systems or alarms. Source: Henniker Personnel Policies and Procedures Manual.
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Section IX
CONFINED SPACE ENTRY

DEFINITION. Confined Space as defined in NH Lab 1402.02 and as used in this

chapter, means a space that meets the following criteria:

1. Large enough and so configured that an employee can bodily enter and
perform assigned work; and

2. Has limited or restricted means for entry or exit; and

3. Is not designated for continuous employee occupancy; and

4. Contains or has a potential to contain a hazardous atmosphere; or

5. Contains a material that has the potential for engulfing an entrant; or

6. 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; or

7 Contains any other recognized serious safety or health hazard.

POSTING OF DANGER: The employer shall post danger signs at confined
spaces, warning employees and contractors of dangers.
TRAINING: Per NH Lab 1403.14 (g), the employer shall provide training so that
all employees whose job duties involve confined space procedures acquire the
understanding, knowledge and skills necessary for safe performance of duties
assigned to them.
IDENTIFYING DUTIES ASSOCIATED WITH JOB TITLES: Supervisors
shall identify employees as Attendant, Authorized Entrant, and Entry Supervisor and
document that the employee can perform the job duties as required.
PERMIT: A “Town of Henniker Confined Space Entry Permit” (see Appendix A),
shall be:

1. Completed prior to entry;

2. Posted at entry site for the duration of the entry;

3. Maintained throughout entry with logging of meter readings;

4. Cancelled once operation is complete; and

5. Maintained by Department Supervisor for minimum of one (1) year.
EMERGENCIES: All attempts should be made to avoid an emergency situation.
If an emergency does arise the observer should first contact the Henniker
Fire/Rescue by calling 911. Under no conditions should the attendant/observer enter
the confined space. Rescue attempts should be made from outside the confined
space whenever possible. Entry for rescue should be made only when sufficient help
has arrived at the scene.

Always assume the presence of hazardous atmospheres when performing a rescue.

Never enter a confined space for rescue without a Self Contained Breathing
Apparatus (SCBA).

When not possible to use a mechanical retrieval device and the employee wears a
harness with a safety rope attached, there must be a sufficient amount of employees
available to conduct a non-entry rescue.
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G.

ATMOSPHERIC TESTING

1. Continuous Monitoring: Per NH Lab 1403.14 (c), conditions in the

confined space shall be tested before entry operations and monitored
while employees are in the confined space.

a. Prior to each confined space entry, the atmosphere shall be tested
for the minimum acceptable levels as stated below. The test for
oxygen concentration shall be made before test for other
contaminates. The atmosphere shall be tested throughout the
confined space prior to entry. Meter readings shall be recorded on
the Entry Permit.

b. The space shall be monitored continuously when employees are in
the confined space.

c. Test instruments shall be calibrated in compliance with
manufactures instructions.

d. Only qualified personnel shall perform atmospheric testing.

. Testing for Conditions: Per NH Lab 1403.14 (d), testing shall include

testing atmosphere with a calibrated direct reading instrument, for the
following conditions in order listed: 1) Oxygen; 2) Flammable gases and
vapors; and 3) Potential toxic air contaminants.

a. Oxygen content: Anything outside the range of 19.5-23.5%
oxygen content is considered hazardous. (Fresh air usually has an
oxygen content of 20.9%).

b. Flammable gases and vapors: Combustible gas concentrations
shall not exceed 10% of the lower explosive limit (LEL) of any
combustible material existing or introduced onto the confined
space. 10% is the alarm set point and any reading 10% or above
LEL is considered hazardous atmosphere. When 10% or more of
the LEL of combustible gas is detected in any confined space the
following steps shall be taken:

i.  All persons shall exit to a safe location.
ii.  Call the Fire/Rescue Department by dialing 911 for
assistance to ventilate the space.

iii. Do not enter space.

iv.  Steps shall be taken to improve ventilation or reduce
contaminants and increase frequency of gas testing to
insure improvement of the air quality.

v.  No work shall proceed in any confined space when the
atmospheric level of combustible gas exceeds 10% of the
LEL.

vi.  All electrical apparatus, except those certified as
intrinsically safe or explosion-proof, shall be disabled or
removed until the gas concentration has been reduced to
less than 10% LEL.

c. Potential toxic air contaminants (toxic substances)

i.  Concentration shall not exceed 10 ppm hydrogen sulfide
or 35 ppm carbon monoxide.

ii.  Any other specific toxic substances that are suspected to
be present should be tested for and no entry should be
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made when levels constitute a threat of death, injury, acute
illness, or disablement.

H. OBSERVER / ATTENDANT:

1.

2.

©w A

I

6.

A trained observer shall be located so that communication can be
maintained with persons in a confined space at all times.

The observer shall be physically capable of removing or extracting the
worker in the event of an emergency.

. Under no circumstance should the observer leave his station without an

equally trained replacement or the worker exiting the confined space.
The observer should not enter the confined space for any reason.

The observer shall prevent the entry of any unauthorized or improperly
equipped persons (including rescuers). Be aware rescuers may not
recognize the hazards.

RETRIEVAL SYSTEMS:

Per NH Lab 1403.14 (f), all entrants shall use appropriate personal
protective and retrieval equipment. The retrieval equipment shall allow
for attendant/observer non-entry rescue. Workers shall remain attached
to their retrieval device for the duration of the confined space work.
Rescue attempts should be made from outside the confined space, using
the retrieval system attached to the worker.

Per OSHA 1910.146, a "Retrieval system" is defined as the equipment
(including a retrieval line, chest or full-body harness, wristlets, if
appropriate, and a lifting device or anchor) used for non-entry rescue of
persons from permit spaces.

Retrieval systems or methods shall be used whenever an authorized
entrant enters a permit space, unless the retrieval equipment would
increase the overall risk of entry or would not contribute to the rescue of
the entrant (1910.146(k)(3)).

10. Retrieval systems shall meet the following requirements:

a. Each authorized entrant shall use a chest or full body harness, with a
retrieval line attached at the center of the entrant's back near shoulder
level, above the entrant's head, or at another point which the employer
can establish presents a profile small enough for the successful
removal of the entrant. Wristlets may be used in lieu of the chest or
full body harness if the employer can demonstrate that the use of a
chest or full body harness is infeasible or creates a greater hazard and
that the use of wristlets is the safest and most effective alternative
(1910.146(k)(3)(3)).

b. The other end of the retrieval line shall be attached to a mechanical
device or fixed point outside the permit space in such a manner that
rescue can begin as soon as the rescuer becomes aware that rescue is
necessary. A mechanical device shall be available to retrieve
personnel from vertical type permit spaces more than 5 feet (1.52 m)
deep (1910.146(k)(3)(ii)).
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IDENTIFYING PERSONAL PROTECTIVE EQUIPMENT (PPE) AND
RETRIEVAL SYSTEM NEEDS:

Department supervisors are responsible for:

a. Conducting a job hazard analysis to identify the hazards

b. Selecting and assigning the appropriate PPE and Retrieval Systems required for
their work area.

c. Documenting that employees have been trained in the selection, use and care of
assigned PPE and Retrieval Systems.

See also APPENDIX A - Confined Space Entry Permit
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Section X
DISCIPLINARY POLICY

A. PURPOSE AND INTENT: It is the Town of Henniker’s policy to place as few restraints on
personal conduct as possible. We are justifiably proud of our employees and volunteers and the
manner in which they conduct themselves. We rely on individual good judgment and sense of
responsibility. Each employee and volunteer is expected to act in an appropriate manner. However,
for the protection of our property, business interests, and other employees and volunteers, we have
established a written safety program. Violations of any rule cannot be ignored.

These rules are provided for your information and to minimize the likelihood of any employee or
volunteer, through misunderstanding or otherwise, becoming subject to any disciplinary action. It is
only fair that you should be familiar with those rules the town considers to be important. It is also
fair that you be apprised of the procedures to be used should any disciplinary action be required.

We believe in using a process that is fair to all, yet maintains employee and volunteer responsibility.
For these reasons we use a progressive discipline model for handling disciplinary/ performance
issues. This model is designed to bring deficiencies to the attention of the employee or volunteer in
as non-confrontational a manner as possible. Department heads and/or supervisors are responsible
for counseling employees or volunteers as problems occur involving adherence to the policies,
procedures and rules of the town and departments.

B. DISCIPLINE PROCEDURES: The following establishes the town’s disciplinary process for
violations of safety rules and regulations only. Discipline may be initiated at any step in the process
depending on the seriousness of the offense. In all cases, the rule, policy or procedure that was
violated will be reviewed with the employee to reinforce the behavior expected.

1. Verbal Warning: Any safety infraction will warrant a verbal warning from the employee’s
immediate supervisor. In giving the warning the supervisor must inform the employee of
the specific nature of the violation(s), remedial action(s), and the consequences of further
violations, which may include, but not be limited to, a written warning, suspension and/or
discharge.

2. Written Warning: Any subsequent or serious safety violation may result in a written
warning. A written warning is a more serious form of discipline and is specifically designed
to alert the employee to the seriousness of his/her deficiencies and potential action for
further violation of the policies, procedures and rules. The employee will be given the
opportunity to explain his/her actions prior to the imposition of the discipline. The
employee will be asked to sign the warning to acknowledge receipt and understanding of the
contents.

3. Suspension: Any subsequent or serious safety violation may result in the suspension of the
employee. The department supervisor may suspend the employee for up to three A3)
working days without pay. Suspensions of a longer duration must be approved by the Town
Administrator. The employee will be given the opportunity to explain his/her actions prior
to the imposition of the discipline.

4. Termination: Employees may be terminated from employment for a single serious
violation of the safety rules, policies or procedures, and/or for repeated violations of the
rules, policies or procedures. An employee need not have been suspended for any previous
violations before being terminated if the nature of the infraction is serious enough to warrant
said action. The employee shall be advised in writing of the recommendation to terminate
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and be given the opportunity to explain his/her actions prior to termination. The Board of
Selectmen shall take action regarding the recommendation within fourteen (14) calendar
days of its receipt.

A copy of all written warnings, suspensions or terminations shall be provided to Town
Administrator.
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Section XI
SUBCONTRACTORS

The responsibility to maintain a safe and healthy environment belongs to each employee of the
Town of Henniker. To that end, the town asks that subcontractors conduct all operations in a
manner which does not compromise the safety and/or health of any employee or citizen.

The following are the expectations placed on each subcontractor hired to perform work for the

town:

A.

Comply with all applicable federal, state and local safety and health laws,
regulations, administrative rules and agency directives.

Comply with the town’s rules, policies and procedures as outlined in its safety and
health programs, guidelines and directives,

Supply the town with copies of site-specific company safety programs and policies
upon request.

Provide information on any hazardous substances ordered or used on town property.
Supply the town, upon request, with copies of Chemical Inventories and Material
Safety Data Sheets (MSDS).

Immediately report to the town all accidents and injuries that have occurred on town
property. Report existing unsafe conditions to the town.

Provide information about any anticipated and/or potential hazardous conditions
which may result directly from work done by any subcontractor representative.

Notify the town immediately in the event of an inspection and/or oral or written
directive by a federal, state or local agency in regards to safety and/or health issyes.
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Appendix A
CONFINED SPACE ENTRY PERMIT

otb‘!llr .
i TOWN OF HENNIKER

Pl oard of

i CONFINED SPACE ENTRY PERMIT " Seecmen /372008
Date of entry: Expected duration of entry (minutes):
Name of person entering space: Name of Attendant:
Location of confined space: (include street address)
Purpose of entry:
Type of confined space:
Hazards of space to be entered:
Name of person currently serving as entry supervisor: (printed) (signature)
Mode of communication to be nsed between Entrant and Attendant to maintain contact during entry:
Emergency & Rescue Services that can be summoned: Henniker Fire/Rescue by calling 91]
Pre-entry Chechdlist Protective Equipment Used:
Date of last calibration for gas meter: YES NO N/A
Date of last field calibration: Harness/Lifeline

Tripod & Wincher
YES NO N/A Hard Hat
1, Person entering space properly trained? Gloves Leather/Rubber
2. Attendant in place and trained? Fire Extinguisher
3. Electrical equipment locked out? Ventilator
4, Valves closed and tagged? Sign Package
5. Atmosphere tested and tesults Traffic Control Cones/Flaggers
recorded belaw? Hearing Protection -
6. Atmosphere being monitored continuously? Eye Protection
7. Ventilation required? SCBA
8. Ventilation being provided continuously? _ Other: L
Inltial and Periodic Atmospheric Tests (Meter Readings)
Time Space Entered: Time Space Exited:
1. OXYGEN 2. COMBUSTABLES 3. TOXINS
Time % Initials Time % Initials Time % Initials
Pre-Entry Pre-Entry* Pre-Entry*
Anything outside 19.5-23.5% Oxygen *10%+ L.EL.=HAZARD *Excess of 10 PPM hydrogen sulfide

content = HAZARD

or 35 PPM carbon monoxide = HAZARD

Cancellation of Entry Permit

___ Operations covered by this permit have been completed.
___ Permit cancelled due to conditions that arose in or near permitted space.
Explanation:

Problems encountered during entry operation:

Initials of person currently serving as entry supervisory (as listed on this permit):
Date:

CANCELLED PERMITS TO BE MAINTAINED BY DEPARTMENT SUPERVISOR FOR MINIMUM OF 1 YEAR.
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Appendix B
NEW EMPLOYEE ORIENTATION

This checklist is to be completed by the Supervisor and the new employee upon hire and filed with
the Town Administrator’s personnel files.

Employee Name: Department:

Job Title: Date of Employment:

Supervisor:

Issue copy of written Safety Program

Explanation of Safety & Loss Prevention Committee
First Aid Kit

First Aid Log

Reporting of all incidents or injuries

Reporting of unsafe conditions

Emergency Contacts/Phone Numbers

Evacuation Procedures

Fire Extinguisher Locations

Emergency Exit Locations

Designated Smoking Areas

Explanation of Personal Protective Equipment (Use, Care, and Mandatory Use)
Appropriate Clothing/Footwear for the Job

Review Vehicle Safety and Seatbelt Policies

Check Valid Drivers License (if applicable)

Review any Special Hazards of Job

S iy o o Y o I Y A e I A Y |

Comments:

I have completed the above checklist with my supervisor. I have received the written Henniker
Employee Safety Program and have had the opportunity to ask questions. I agree to abide by the
written safety rules and procedures provided to me. In addition, I understand that violation of such
policies could result in disciplinary action up to, and including, termination.

Employee’s Signature Date

Supervisor’s Signature Date

Henniker Employee Safety Program
Page 27



This page was intentionally left blank.

Henniker Employee Safety Program
Page 28



Appendix C
SIGNATURE PAGE

Henniker Employee Safety Program

I have received the written Henniker Employee Safety Program and have had the opportunity to ask
questions.

Employee’s Name (First, MI, Last)

Please print clearly.

Employee’s Signature Date
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EMPLOYEE SAFETY COMMITTEE
ACCIDENT REPORT REVIEW

Department: Supervisor:
Address: Phone:
Date of Accident: Time of Accident:

Cause of Accident if determined:

Conditions at time of Accident:

Property Damaged:

Estimated amount: $

Injury reported:

Loss of work if any determined:

Safety Committee Comments / Recommendations

Signed:




SELF-INSPECTION CHECK LIST

This checklist should be used only as a guide to developing your own inspection
checklist that addresses concerns you may have in your individual workplace. Itisby no
mean all-inclusive and does not cover all standards or regulations that may apply to
your business.

Recordkeeping

a

Areall occupational injuries or illnesses, other than minor first aid
treatments, being recorded?

Are all operating permits and records up-to-date for such items as
elevators, air pressure tanks etc?

Do you have a*“ Joint Loss Management Committee?

Are minutes of the committee meetings kept and made available.

Is one person clearly responsible for overall activities of the safety &
health program?

Are all accidents and incidents reported?

Do you have disciplinary procedures for violations of your safety &
health rules?

Medical and First Aid

Are emergency phone numbers posted ?

Arefirst aid kits easily accessible to each work area, with the necessary
supplies available?

Have your first aid kit supplies been approved by a physician,, indicating
that they are adequate for a particular area or operation?

Are means provided for aquick drenching or flushing of the eyes and
body in areas where corrosive liquids or materials are handled/

Fire Protection

[ W S

O

If you have afire alarm system, isit tested at least annually?

If you interior stand pipes and valves, are they inspected regularly?
Arefire doorsin good operating condition?

Are fire doors unobstructed and protected against obstruction, including
their counterweights?

Arefire door fusible linksin place?

Are portable fire extinguishers provided in appropriate types?



a

a

Are fire extinguishers recharged regularly and so noted on the inspection
tag?

Are employees periodically instructed in the proper use of portable fire
extinguishers and fire protection procedures?

Personal Protective Clothing and Equipment

Q

Are protective goggles or face shields provided and worn where thereis a
danger of flying particles or corrosive materials?

Are approved safety glasses required to be worn at al timesin areas
wherethereisarisk of eyeinjuries?

Are protective gloves, aprons, shields or other means provided and
required where employees could be cut or where there is a reasonably
anticipated exposure to corrosive liquids, chemicals, blood, or other
potentially infectious materials?

Are hard hats provided and worn when there is a danger of falling
objects?

|'s appropriate foot protection required where thereisarisk of foot
injuries from hot or corrosive materias, falling objects, or crushing or
penetrating injuries?

Are approved respirators provided for regular or emergency use as
required?

Isall personal protective equipment maintained in a sanitary condition
and ready for use?

Do you have an eye wash station for quick drenching of the eyesin areas
where employees are exposed to corrosive materials?

|'s protection against occupational noise exposure provided when the
sound levels exceed limits/

General Work Environment

Areall work areas clean, sanitary and orderly?

Arework surfaces kept dry or appropriate means taken to assure the
surfaces are dlip-resistant?

Is combustible scrap, debris and waste stored safely and removed from
the worksite promptly?

Are accumulations of combustible dust routinely removed from the work
areas?

Are covered metal waste cans used for oily and paint-soaked rags?

Are paint spray booths, dip tanks and spray areas cleaned regularly?



Q
Q
Q

Areall toilets and washing facilities clean and sanitary?
Areall work areas adequately illuminated?
Are pits and floor openings covered or otherwise guarded?

Walkways

0O 0o o0

O

a

Are aisles and passageways kept clear?

Are aisles and walkways marked as appropriate?

Are wet surfaces covered with anon-dlip material?

I's there safe clearance for walking in aisles where motorized or
mechanical handling equipment is operating?

Are spilled materias cleaned up immediately?

Are standard guardrails provided wherever aisle or walkway surfaces are
elevated above any floor or ground

Are bridges provided over conveyors and similar hazards?

Floor and Wall Openings

Are floor openings guarded by a cover, guardrail?

Aretoeboards installed around the edge of permanent floor openings
(where persons may pass below the opening)?

Are unused portions of service pits or pits not in use covered or protected
by guardrails or equivalent?

Arefloor or wall openingsin fire resistive construction provided with
doors or covers compatible with the fire rating of the structure and also
provided with self-closing devices?

Stairs and Stairways

Q

Are standards stair rails or handrails provided on all stairways having 4
or more risers?

Do stairway handrails have at least 3" of clearance between therail and
thewall or surface they are mounted on?

Are stairways at least 22" wide?

Are step risers on stairs uniform from top to bottom?

Are stairway handrails capable of withstanding aload of 200 pounds,
applied within 2" of the top edge, in any downward or outward direction?

Elevated Surfaces




Are signs posted, when appropriate, showing the elevated surface load
capacity?

Areall surfaces elevated more than 30" above the ground provided with a
standard guard?

Is material on elevated surfaces piled, stacked or racked in a manner to
prevent it from tipping, falling, collapsing or rolling?

Are dockboards or bridge plates used when transferring materials
between aloading dock and truck or rail car?

Exiting or Eqgress

a

Areall exits marked with an exit sign and illuminated by areliable light
source?

Isthe direction to exits, when not immediately apparent, marked with
visible signs?

Are doors, passageways or stairways, that are neither exits not access to
exits and which could be mistaken for exits, marked “Not An Exit”?
Are all exits kept free from obstructions?

Arethere sufficient exits to permit prompt escape in the event of an
emergency?

Are specia precautions taken to protect employees during construction or
repair operations?

Exit Doors

Are doors which are required to serve as exits designed and constructed
such that the way of exit is obvious/

Are exit doors operable from the direction of exit travel without the use
of akey or any special knowledge or effort?

Are doors on cold storage rooms provided with an inside release
mechanism, which will release the latch and open the door even when it
Is padlocked or otherwise locked on the outside?

Where exit doors open directly to any street, aley or other area where
vehicles may be operated, are adequate barriers and warnings provided to
prevent employees from stepping into the path of traffic?

Are doors that swing in both directions and are located between rooms
where there is frequent traffic, provided with viewing portsin each
door?



Portable Ladders
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Are all ladders maintained in good condition?

Are non-dlip safety feet provided on each ladder?

Are ladder rungs and steps free from grease or oil?

Isit prohibited to place aladder in front of doors opening toward the
ladder except when the door is blocked, locked or guarded?

Isit prohibited to place ladders on boxes, barrels, or other unstable bases
to gain additional height?

Are employees instructed to face the ladder while ascending or
descending?

Are employees prohibited from using ladders that are broken, missing
steps, rungs or cleats, or otherwise defective?

Are employees instructed not to use the top step of the stepladder asa
step?

When portable ladders are used to gain access to elevated platforms,
roofs, etc., does the ladder always extend at least 3' above the elevated
surface?

Are all laddersinspected periodically for damage?

Arethe rungs of ladders uniformly spaced at 12" center to center?

Hand Tools and Equipment

Are all tools, used by the employees at the workplace, in good condition?
Are hand tools such as chisels, & punches, which may develop
mushroomed heads during use, reconditioned or replaced as necessary/
Are broken or fractured handles on hammers, axes and similar tools
replaced immediately?

Areworn or bent wrenches replaced as necessary?

Are appropriate safety glasses, face shields, etc., used while using hand
tools or equipment which might be subject to breakage or could result in
flying parts such as metal from chisels?

Aretools stored in dry, secure locations where they won't be tampered
with?

Are grinders, saws and similar equipment provided with appropriate
safety guards?

Are power tools used with the correct shield, guard or other attachment
as recommended by the manufacturer?

Are portable circular saws equipped with guards above and below the
blade?



Are portable circular saws checked to assure that the guard is not wedged
in the up position?

Are rotating or moving parts of equipment guarded to prevent physical
contact?

Are all cord-connected, electrically operated tools and equipment
effectively grounded or of the approved double insulted type.

Are effective guards in place over belts, pulleys, chains, sprockets, and
gears?

Are portable fans provided with full guards or screens with openings not
larger than %2’ ?

I's hoisting equipment available and used for lifting heavy objects, and are
ratings and characteristics appropriate for that task?

Are ground fault circuit interrupters provided on all temporary electrical
15 & 20-ampere circuits used during periods of construction?

Abrasive Wheel Equipment- Grainders

Isthe work rest adjusted to within 1/8” of the face of the abrasive wheel?
I's the adjustable tongue guard on the top side of the grinder used and kept
adjusted to within %2’ of the wheel?

Do side guards cover the spindle end, nut and flange and 75% of the
wheel diameter?

Are bench and pedestal grinders permanently mounted?

Are goggles and or face shields worn while grinding?

Is the maximum RPM rating of each abrasive wheel compatible with the
RPM rating of the grinder motor?

Arefixed or permanently mounted grinders connected to their supply
system with metal conduit or other permanent wiring?

Does each grinder have it’s own on-off control?

Before new abrasive wheels are mounted, are they visually inspected and
ring tested/

Machine Guarding

o Isthereatraining program to instruct employees on the safe methods of

machine operation?

o Istherearegular program of inspection to assure the safe operation of

machinery and equipment?

o Issufficient clearance provided around and between machinesto allow

for safe operations, set up and servicing?



0O 0o o0

Is there a power shut-off switch within reach of the operator’ s station?
Can all power sources to each machine be locked out for safe

mai ntenance or set-up?

Areall non-current carrying metal parts of electrically operated
equipment properly grounded/

Are foot-operated switches guarded or arranged to prevent accidental
operation from personnel or falling objects?

Are all emergency stop buttons colored red?

Areall pulleys and beltswithin 7 of the floor properly guarded?

Are all moving chains and gears guarded?

Are methods provided to protect the operator and other employeesin the
machine area from hazards created at the point of operation?

Are machine guards secure and so arranged so that they do not pose a
hazard by their use?

Are provisions made to prevent machines from automatically re-starting
following arestoration of power after a power outage?

Are saws used for ripping equipped with an anti-kick back device and
spreader bar?

Areradia arm saws so arranged so that the cutting head will gently
return to the back of the table when released?

L ockout/Tagout Procedures

a

Is there a program that describes the procedures for safely locking out
machinery and equipment prior to repairs, routine maintenance and set-
up?

Are employees properly trained in the correct lockout techniques?
Does the lockout program include all energy sources such as electrical,
pneumatic, hydraulic, and all other stored energy?

Welding, Cutting and Brazing

Q

Are only authorized and trained personnel permitted to use welding,
cutting and brazing equipment?

Are compressed gas cylinders regularly examined for obvious signs of
defects, rusting or leakage?

Are cylinders kept away from heat sources?

Are all hoses, regulators and valves checked periodically for wear or
defects?

Are electrodes removed from the holder when not in use?
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Are firewatchers assigned when welding or cutting is performed in
locations where there is a danger of fires starting?

I's eye protection worn whenever welding or cutting operations are
performed?

Compressed Gas Cylinders

Q

Are compressed gas cylinders stored in the upright position and secured
to prevent them from being knocked over?

Arefuel cylinders and oxygen cylinders stored at least 20 feet apart or
separated by a non-combustible petition at least 5 high and with afire
rating of at least ¥2 hour?

Are valve protection capsin place when cylinders are transported, moved
or stored?

I ndustrial Trucks — Forklifts

a
a
a

Areonly trained employees allowed to operate powered industrial trucks/
Areforklifts trucks with extended lifts equipped with an overhead guard?
Areforklift trucks maintained in good operating condition and are repairs
performed in atimely manner?

Spraying Operations

Q
Q

|s adequate ventilation assured before spray operations begin?

Is mechanical ventilation provided when spraying operations are
conducted in confined areas?

Isthe spray area at least 20’ feet from any flames, sparks, operating
electric motors or other ignition sources?

Are“No Smoking” signs posted in any spray area or booth?

I's approved respiratory equipment provided and used when spraying
operations are undertaken?

Are spray booth filters checked on aregular schedule and replaced when
necessary?

Confined Space Entry

a

Isthere a plan for assuring the safety and health of employees when they
are required to enter into any confined workspace?



Areall the provisions of the Confined Space Entry program strictly
adhered to by all employees?

Are employees trained in the hazards of working in confined spaces?
|s documentation kept to assure that the correct procedures have been
followed whenever anyone has had to enter into a confined space?

Flammable & Combustible Materials

a

Are proper containers used for storage and handling of flammable and
combustible materials?

Are drums of flammable liquids grounded and bonded to containers when
dispensing?

Do storage rooms for flammable and combustible liquids have explosion-
proof wiring and lights?

Isthere a portabl e fire extinguisher, rated at least 6% BC, located within
75 of any refueling area?

Hazardous and Toxic Substances

Are all employees who might be exposed to hazardous materials during
the course of their work, properly trained as required by the Worker’s
Right To Know Law”?

Are Materias Safety Data Sheets (MSDS'), available for all hazardous
materials used in the facility?

I's proper personnel protective equipment available and utilized to protect
employees working with hazardous or toxic materials?

Do employees understand the reasons for use and limitations of the
personnel protective equipment?

Are all containers of such materials properly labeled to indicate their
content?

Electrical Reguirements

Q

Arelive parts of al electrical equipment operating at 50 volts or more
adequately guarded to prevent accidental contact?

Are all metal non-current carrying parts of fixed equipment grounded?
Are exposed non-current carrying metals parts of cord & plug connected
equipment grounded?

Isflexible cord being used in place of required fixed wiring?

Are disconnectsin electrical service panelslegibly marked to indicate
their purpose?



a
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Are flexible cords used free from splices, cracksin insulation and
fraying?

Are ground fault circuit interrupters used on all 15-20 ampere circuits for
construction sites that are not a part of the permanent wiring of the
building or structure?

Are flexible cords connected to devices and fittings so that strain relief is

provided which will prevent pull from being directly transmitted to the
joints or terminal screws?
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