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SCCPSS Maintenance & Operations Dept. Safety Handbook 

 
All employees are responsible for their own safety and adherence to the Savannah Chatham County 
Public School System Maintenance & Operations Department safe work methods, rules, and procedures. 
All employees share in the responsibility of creating a safe work environment and for ensuring 
employees/contractors are working safely.  As such, in the event that safe work methods, rules, and/or 
procedures are violated, any individual being a party to the violation shall be held accountable.  

Safety violations of any type are serious and must be dealt with appropriately. However, confirmed 
violations of certain safe work methods, rules, and procedures can result in death or serious injury to 
employees and shall be subject to (based on management evaluation) discipline up to and including 
termination.  

Serious violations include the following:  

• INVESTIGATION INFORMATION - Knowingly providing false or intentionally incomplete 
information during a safety investigation.  

• INTERVENTION - Failure to intervene and correct Cardinal Rule violations of coworkers by not 
correcting the hazard and/or stopping the work activity.  

• HORSEPLAY/FIGHTING - Engaging in physical horseplay or fighting.  

• FALL PROTECTION -Failure to use appropriate fall protection equipment when working at 
heights as specified in the company's fall protection procedures.  

• CRANES/FORKLIFTNEHICLE OPERATION -Operating cranes, forklifts, or commercial motor 
vehicles without proper training, certification (if required) or established qualifications.  

• CONFINED/ENCLOSED SPACE -Entering a confined space that does not have a valid permit or 
Confined Space Entry Classification Checklist posted per procedural requirements.  

• CLEARANCE, SWITCHING, AND TAGGING - Failure to comply with the personnel protection 
provisions of the company's clearance and tagging procedures.  

100 - Introduction  

1. The safety rules in this manual are for your protection, and you shall be familiar with them. The basic 
responsibility for safety is yours; it is in your hands.  

2. Your life and the lives of others may depend on your ability to make safe decisions on the job. To do 
this, you must know and follow accident prevention rules at all times. The habit of working safely and 
having a safety attitude are the best allies on the job.  

3. A safety-conscious attitude includes recognizing unsafe conditions connected with your work and the 
work of those around you and recognizing unsafe acts by people in your area. You shall anticipate and 
prevent accidents by recognizing potentially unsafe situations, thereby saving yourself, your fellow 
employees, and the public from being exposed to danger.  
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4. If a problem exists that makes your job or jobs of others unsafe, stop the job, correct the problem, 
and then proceed. Intervening in these situations is always better than letting an accident happen. 
NEVER bypass or shortcut safety provisions that could place you or others in danger. The safe way is the 
only way.  

5. Common sense and good judgment shall be exercised. The fact that all safety rules are not written 
does not in any way relieve those responsible from using good judgment while working. 

 

101 - Employee Responsibilities 

1 . As a SCCPSS Maintenance & Operations Department employee, you are responsible for performing 
work in a safe and efficient manner without endangering yourself or others. Compliance with industrial 
safety and industrial hygiene related procedures, instructions, guidelines, and applicable requirements 
of the Fleet Safety program is mandatory. You are accountable for compliance. You are also responsible 
for challenging others you observe violating safety rules, procedures, or safe work practices. Unsafe 
work practices may be subject to disciplinary action.  

2. In addition to the job planning performed by your supervisor or person in charge of the activity, you 
are responsible to establish a necessary safe work environment. When conditions change or if 
unforeseen circumstances become apparent, employees shall reevaluate the work and follow the 
appropriate safe work practices.  

3. You shall obtain necessary safety equipment, protective devices, barriers, and any other necessary 
equipment. If you have any questions concerning the job planning, you shall ask your supervisor.  

4. You are responsible for looking for safety hazards. If you locate a hazard, correct it if you can. If you 
cannot correct the hazard, take appropriate actions to protect other workers and report the hazard 
immediately to your supervisor for correction.  

5. You shall keep yourself in a physical and mental condition that permits you to perform your duties 
safely. You shall notify your supervisor when you do not feel fit to perform your assigned duties. Should 
you experience an injury on the job, you shall report the event and the nature of the injury to your 
supervisor immediately.  

6. If you are not actively involved in the industrial work environment and enter a work location, you shall 
position yourself a safe distance away from the work being performed.  

7. If you have been assigned to perform work that you feel unqualified to perform safely, you shall notify 
your supervisor prior to starting work. Your supervisor shall decide whether you are qualified prior to 
proceeding with the work as planned.  

8. You shall not operate equipment if any of its safety features are inoperable or have been removed, 
unless adequate provisions, supervisory approval, and precautionary measures are taken so that 
continued operation of the equipment would not endanger you or others. 
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102 - Supervisor Responsibilities 

 

1. Each Supervisor is responsible for the general safety of the employees under his or her supervision. 
This supervisory responsibility shall in no way relieve any employee from individual responsivity to 
perform work safely. Its fs the specific responsibility of the supervisor to ensure that safe methods of 
completing the various jobs performed by each employee under his or her supervision are 
communicated and used. The supervisor shall also ensure that any employee assigned a job has been 
properly trained to safely do that job. 6  

2. In the event of an injury to an employee under your supervision, notify your supervision, the shift 
manager, and the site Medical and FFD Services staff immediately and ensure that an "Employee 
Injury/Illness Report" is completed and forwarded to the site Medical and FFD Services normally within 
24 hours.  

3. The supervisor shall perform and document a safety review at least annually on each employee who 
works on or is directly associated with the operation and/or maintenance of the electric power 
generation process and on each employee,  who works on or is directly associated with the installations 
such as fuel handling, water and steam installations, chemical systems, and electrical test sites. The 
safety reviews shall determine that each employee covered by the OSHA Standard 1910.269 is 
complying with the safety-related work practices associated with his or her job.  

4. The supervisor shall ensure each job is planned, briefed, and conducted with safety in mind. 

 

SECTION I GENERAL SAFE WORK REQUIREMENTS FOR ALL WORK AREAS  

 

200 - Minimum Safe Work Standards and Employee Conduct  

1. Acts that jeopardize your safety or the safety of others are prohibited.  

2. Do not remove safety or fire equipment from designated locations without proper authority. 
Provisions must be made to replace emergency equipment as soon as possible.  

3. If you have medical restrictions or limitations, you are prohibited from knowingly exceeding the 
imposed restrictions or limitations.  

4. You shall inform your supervisor if you are using prescription or nonprescription medications which 
may cause drowsiness or adversely affect work performance. Any non-occupational injury or medical 
condition that could result in restricted work activity must also be reported to your supervisor.  

5. Whenever you are uncertain about proper work procedures, you shall ask your immediate supervisor 
for instructions rather than take unnecessary chances.  

6. If you feel that you cannot continue to work safely because of fatigue, illness, or some other reason, 
you shall promptly report the condition to your immediate supervisor.  
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7. Off-duty employees visiting the plant shall comply with all plant safety rules and regulations.  

8. Loose clothing, jewelry, and other items such as non-breakaway lanyards shall not be worn when 
working in the vicinity of moving or rotating equipment or in an environment, such as climbing ladders, 
where items could be entangled or caught.  

9. Hair shall be worn in such a manner that will prevent it from being caught when working around 
moving machinery.  

10. In the event of fire or emergency alarms/ announcements, only those employees who have been 
trained to respond to the scene shall do so.  

11 . All warning signs, barricades, and barriers shall be strictly observed.  

12. You shall use the personal protective equipment specified for each job.  

13. Prior to performing activities on or near equipment where the unexpected energization, startup, or 
release of stored energy could occur and cause injury, all potentially hazardous energy sources shall be 
isolated, tagged out, and otherwise disabled to protect personnel.  

14. When working on or above a steel grated floor, a suitable covering shall be placed over the grating 
to prevent a falling object hazard below, or the danger area below shall be barricaded.  

15. Employees shall ride only in areas specifically designed for personnel occupancy on an cranes, 
bulldozers, forklifts, locomotives, or other mobile units.  

16. The use of explosive actuated tools is prohibited without approval of the site EHS department.  

17. All tools and equipment, regardless of ownership, shall be of a proper type for the job and 
maintained in good condition.  

18. Tools and equipment shall only be operated in accordance with manufacturers guidelines or 
recommendations.  

19. Job-made tools are only an owed if a manufactured tool is not available. The design of all job-made 
tools shall be reviewed and approved by an engineer. This review and approval shall be documented by 
a condition report (CR).  

20. You are responsible for knowing the load limits of the equipment you use and not exceeding those 
limits. Examples include harnesses, lanyards, ladders, personnel lifting devices, and so forth.  

21. Walk; do not run. Use handrails and ascend/descend stairs one. step at a time (certain training, drills, 
and emergency situations are excluded).  

22. Do not stand in front of closed doors; they may open suddenly.  

23. Do not read hand held items while walking.  

24. Ladders or other safe supports shall be used to reach material on high shelves or similar locations. 
Boxes, crates, chairs, or similar items shall not be used to gain access.  
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25. When going to sit in a chair do not assume that the chair is in the proper position but ensure the 
chair will be where you intend to sit by gaining positive control of the chair.  

26. Use proper body position when sitting in a chair. Be particularly careful when sitting in chairs with 
castors, which can slip out from underneath you if you shift your body weight too far forward. Keep 
chair legs on the floor and do not prop feet up on your desk.  

27. Be careful when using swivel chairs. Do not lean back in them without testing your weight gradually.  

28. Watch for telephone and office machine cords, wastebaskets, and other hazards underfoot that may 
cause tripping.  

29. Use handles when closing file cabinets, desk drawers, and safe or vaults doors.  

30. Keep file cabinets, desk drawers, and locker doors closed when not in use. Open only one file or desk 
drawer at a time. See that file cabinets are properly secured after use.  

31. Check office furniture regularly for sharp edges, splinters, and loose casters or bolts.  

32. Sharp objects such as knives and scissors shall be properly stored.  

33. Do not adjust or clean power-driven office machines when they are in operation.  

34. Electrical repairs shall be made by qualified personnel only.  

35. The contents of file cabinets shall be arranged so that the load is evenly distributed to help prevent 
the cabinet from toppling if a drawer is fully extended.  

36. When it is necessary to vertically stack file cabinets, they shall be properly secured.  

37. Storage racks shall be secured to walls or other substantial supports unless designed to be 
freestanding under load.  

38. Material stored on top of racks or shelves shall not be stored within 18 in. of the ceiling, light 
fixtures, light bulbs, or sprinkler heads.  

39. Heavy objects shall be placed far enough away from the edges of desks or tables so that they will not 
fall or be knocked off accidentally.  

40. Cords to electrically operated equipment shall not be routed across aisles or passageways unless the 
cords are covered to prevent damage to cord and to eliminate tripping hazard.  

41. Electrically operated office equipment provided with a grounded cord shall not be placed in outlets 
or extension cords not equipped with a ground.  

42. Where approved for use, portable heaters shall be maintained at a safe distance away from 
combustible materials. Portable heaters shall be equipped with a tip over switch and shall be turned off 
when unattended.  

43. Extension cords shall be a minimum size of 14 AWG.  

44. Extension cords should not be strung through windows, ceilings, or doors unless the doorway is 
secured in the open position.  



6 | P a g e  
 

45. When using extension cords and power strips to power appliances, such as refrigerators, 
microwaves, or coffee stations, do not exceed the manufacturer's rating.  

46. Surge protector (power strip) type cords and cables shall not be ganged or "daisy-chained” together. 

 

201 - Clothing  

1. You shall wear clothing suitable for your type of work.  

2. Long pants shall be worn. Scrubs (top). coveralls and shirts shall have a minimum 3-in. sleeve covering 
the upper arm and shall be worn while performing work in the industrial work environment.  

3. High-visibility clothing meeting Federal Highway Administration requirements shall be worn when 
working within the limits of highway rights-of-way.  

4. Modesty clothing such as scrubs and shorts may be worn in the industrial environment while in 
transition to or from a work area.  

5. Proper arm covering, such as a long sleeve shirt. Kevlar sleeve, or other appropriate covering, shall be 
worn to protect against a burn hazard.  

6_ Qualified employees who are authorized to work on or near exposed electrical equipment shall not 
wear clothing containing polyester, acetate, nylon, polypropylene, or rayon or blends of the same unless 
they have been treated to make them arc flash rated. Only clothing made of cotton, wool, silk, or a 
blend of these materials or an approved flame-retardant fabric shall be worn. 

202 - Housekeeping  

1. Good housekeeping is an important part of accident and fire prevention. You are responsible for 
keeping your work area clean, orderly, and free of tripping hazards. Waste materials shall be disposed of 
in containers or receptacles provided for that purpose.  

2. Chairs, wastebaskets, or other articles shall not be left in aisles, passageways, or work areas where 
they may cause a tripping hazard.  

3. Spills shall be cleaned up immediately or posted until they can be cleaned up. 

 4. All equipment and materials shall be placed in safe locations and in such a position that prevents any 
damage to them and does not create a hazard.  

5. Broken glass or other sharp-edged objects shall be disposed of in rigid, puncture-proof type 
containers or otherwise protected and identified for proper disposal.   

6. Temporary power cables, water lines, and air lines shall be placed to the side of walkways or 
otherwise protected or covered to prevent tripping.  

7. You shall not store materials on top of any handrail. 
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203- Fires and Emergencies  

1. You are responsible for knowing the emergency telephone numbers for reporting fires or other 
emergencies at your work location.  

• Report all emergencies to work control room by dialing 912-395-5563.  
• At other locations or when traveling, report emergencies by dialing the local emergency 

services at 911.  

2. When reporting fires or other emergencies, identify yourself, give the location of the emergency and 
the material or equipment involved, and if conditions permit, stay on the line until you are released by 
the person receiving your call.  

3. You may fight fires or help with other emergencies as your qualifications and equipment permit. If 
you are not trained to fight fires or assist in other emergencies, evacuate the area to a safe place and 
help direct emergency personnel if possible. 

 

204 -Accident and Injury Reporting  

The following forms MUST be filled out and returned to Risk Management 

 

Vehicle Accident Report 
RECEIVED: _______________  

RISK MGMT USE ONLY   PROCESSED: _______________  

IMMEDIATELY FWD ALL DATA TO RISK MANAGEMENT: TOI DUNCAN - (912) 395-1070 
latoyia.duncan2@sccpss.com REVISED: July 2019  

         VEHICLE ACCIDENT / INCIDENT INFORMATION (PLEASE PRINT CLEARLY)  

SCCPSS VEHICLE INFORMATION:  

VEHICLE # ___________ DATE ___________ TIME __________ WEATHER CONDITIONS ____________ 
DRIVER ___________________________________ EE ID# __________  

DEPARTMENT _________________    

ACCIDENTLOCATION__________________________________________________________________                                                              
(STREET, HIGHWAY, INTERSECTION, SCHOOL ETC.) REPORTING POLICE DEPT ______________  

CASE # _______________ OFFICER____________________  

DETAILED DESCRIPTION OF INCIDENT * * * INDICATE BOARD VEHICLE AS # 1 AND OTHER VEHICLE AS # 
2, # 3 ETC. * * *    

COMPLETE IF APPLICABLE: STUDENTS ON BUS? (Y/N) _______ IF YES, HOW MANY? ________ 
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SCHOOL? ______________________ 

(SUBMIT UPDATED TRANSFINDER LIST OF STUDENTS BOARDED & CONTACT NUMBER) INJURIES?  

(Y/N) ______ INJURED TRANSPORTED? (Y/N) ______ HOSPITAL NAME _______________  

(LIST INJURED STUDENT(S)’ NAME, ADDRESS, AND CONTACT NUMBER)  

 ____________________________________________________________________________________ 

                                                                  OTHER VEHICLE INFORMATION:  

 DRIVER / PROPERTY OWNER _______________________________________ PHONE (______) 
_________          (LIST BOTH IF APPLICABLE) ADDRESS 
________________________________________________ STATE _________   ZIP _____________ 
VEHCILE/ PROPERTY DESCRIPTION 
____________________________________________________________________________________                                                                                                  
(IF VEHICLE, INCLUDE DETAILS BELOW) YEAR ________ MAKE _____________ MODEL _____________ 
TAG# _____________ COLOR _________  

INSURANCE INFO (NAME, POLICY#) _____________________________________________________ 

PASSENGERS? (Y/N) ____ INJURED? (Y/N)____ TRANSPORTED? (Y/N) ____ WHERE ______________  

PASSENGERS / WITNESS INFORMATION (IF ANY):  

 PASSENGER / WITNESS (CIRCLE ONE) NAME _________________________________  

ADDRESS ______________________________  PHONE ________________________________  

PASSENGER / WITNESS (CIRCLE ONE) NAME _________________________________  

ADDRESS ______________________________  PHONE ________________________________  

(USE A SEPARATE PAPER FOR ADDITIONALS)  

                                   PHOTOGRAPHS/VIDEO FOOTAGE NEEDED:  

 LOCATION (VIEW OF SCENE)  VHCL/UNIT#  DAMAGES TO VHCLS / OTHER PROPERTY  

  

 TAG/LICENSE PLATES  (BOTH VHCLS)  IF VIDEO UNAVAILABLE, INDICATE REASON        

 

1. All injuries, no matter how minor, shall be reported to your Supervisor immediately. Employees 
must also report job-related incidents in which no signs of injury are immediately present, but 
indications exist that an injury may develop or be aggravated by additional work.  

2. If your supervisor is not available, the injury shall be reported to available management.  

3. The Supervisor shall immediately contact Risk Management.  
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RISK MGMT USE ONLY                                                                                         PROCESSED: _______________  

*************************************************************************************  

REVISED: July 19       

                                                     DRIVER INCIDENT/ACCIDENT STATEMENT      

Name:  _______________________________________________          

                                                   (Print)  

Bus/Vhcl #: _________________     Route #: ___________________   School/Site:  _________________    

Date of Incident:___________________     Time of Incident (approx.):____________________ 

AM/PM (circle one)  

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

REMEMBER:  

Do not discuss facts w/general public.  

If students boarded, list names and note  if any injuries.  

If other witness, obtain name, address  & phone# or license#.  

  

Driver:   ________________________________________________                            

                                                        (Signature)  

  

 Date:  _________________________________________________        
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                              Vhcl Accident / Incident Check List  
Vhcl Accident Information (completed/signed by direct supervisor)  

___Driver Statement  

___Pictures from scene (can be emailed to latoyia.duncan2@sccpss.com)  

___Location   

___Vhcl/Unit#  

___All Damages  

___Tag/License plates (all)  

___If Applicable ̽ Witness(es) statements  

___Video surveillance ̽ Students boarded list (names & attending school)  

___Police Report (or case number) ̽ If on SCCPSS property, Campus Police must be contacted  

  

                       RETURN PACKET AND ADDITIONAL DOCS TO  

                                                      TOI DUNCAN   

               TRANSPORTATION (INTERCHANGE COURT) ROOM 116 
REVISED July 19 
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205 - Travel Safety  

1. Maintain high situational awareness at all times.  

2. Do not walk alone at night unless absolutely necessary.  

3. Use well-lighted streets and pathways.  

4. Park as close to your destination as possible in a well-lighted area.  

5. When leaving your vehicle, lock all doors and lock valuables in the trunk or out of sight.  

6. Motorcycles are prohibited for company travel purposes.  

7. Personnel operating vehicles shall have a valid driver's license.  

8. If your vehicle becomes disabled, pull well off to the side of the road, tum on your emergency 
flashers, and raise the hood (the universal sign of distress). If you have a cell phone, call and request 
assistance. Stay in the vehicle with the doors locked. Wait for police or a tow truck.  

9. Do not accept a ride from a stranger, and do not start out on foot. Do not pick up hitchhikers. If a 
vehicle accident occurs, immediately report it to your Supervisor.  

11. When checking into a hotel, familiarize yourself with the safety and emergency procedures for that 
establishment. Look for the escape routes before an emergency occurs.  

12. Traveling by foot for business purposes on a public road where there is no defined sidewalk or 
crosswalk is prohibited except during emergency situations. 

 

206 - Walking and Working Surfaces  

1. A safe walking path shall be provided and used. The fastest path may not be the safest.  

2. Use extra care every time when walking on wet surfaces such as grating.  

3. Ensure you have good footing before stepping off a curb.  

4. Keep your eyes on the path you are walking to avoid tripping hazards.  

5. If you identify a concern or hazard in a walkway, mark or eliminate the hazard and discuss with your 
supervisor.  

6. Be aware of the areas in your location where cell phones, radios, or PD as may interfere with 
equipment or communications.  

7. Use proper access to a flatbed trailer, such as a ladder, platform, or stairs.  

8. When placing water coolers or other water dispensing devices in the plant, ensure that the device 
does not create a slip hazard due to condensation or dripping of the dispenser. Matting may be 
required.  

9. Employees shall be protected from tripping in or stepping into or through holes.  
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10. Every open-sided floor or platform 4 ft or more above adjacent floor or ground level shall be 
guarded by a standard handrail on air open side! except where there is entrance to a ramp, stairway, or 
fixed ladder. If no handrail is installed, then fall protection equipment shall be worn when working on 
the unguarded floor or platform until the proper handrails Gan be installed. 

 

SECTION II ELECTRICAL 

300 - Electrical Operations General  

1. Only qualified employees shall work on or near exposed energized electrical circuits and equipment. 
Other work activities such as painting, housekeeping, and mechanical work near exposed energized or 
de-energized lines or equipment shall be evaluated by you and your supervisor as necessary to 
determine safe working distances and conditions.  

2. Ensure that equipment and circuits associated with the planned activity are cleared and tagged as 
appropriate before beginning work and each shift thereafter until the clearance is released or the work 
is completed.  

3. Consider each circuit energized and potentially dangerous until proven or tested otherwise.  

4. Use extreme caution when working on or near electrical equipment while wearing any wet clothing or 
working in wet or damp areas.  

5. Do not wear loose clothing that may increase contact with exposed electrical par1s when perf arming 
electrical work.  

6. Electrical cords and cables shall be routed to avoid creating a tripping hazard and protected from 
crimping, crushing, or other damage.  

7. The use of extension cords shall be kept to a minimum and are not intended to serve or substitute for 
permanent wiring.  

8. No receptacle fitting shall be installed in an extension cord between the normal end fittings.  

9. Electrical supply cords and extension cords shall not have any conductive parts exposed whenever the 
cords are connected for use.  

10. Prior to connecting electrical connectors, ensure product compatibility, such as construction outlet 
to construction plug and household outlet to household plug. This may be accomplished by using 
manufactured adaptors.  

11. Rings, jewelry, watches, watch bands, bracelets, or neck chains shall not be worn, and metal frame 
safety glasses shall be restrained by a nonconductive tether/strap while working on or near exposed 
electrical equipment (ENERGIZED OR DE-ENGERIZED).  

12. You shall inspect the work area prior to beginning the work to ensure electrical hazards are 
identified and all necessary safeguards are present.  
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13. Safeguards such as warning lights, danger signs, barricades, and/or roped areas shall be used as 
appropriate for the safety of those persons close to but not actively engaged in the activity.  

14. Safeguards established shall be maintained until normal conditions are restored.  

15. The work area shall be kept clear of waste materials and other debris. Such materials shall be 
promptly collected and removed from the area.  

16. An adequate working space of at least 3 ft shall be maintained in front of electrical panels. The 
working space shall not be used for storage.  

17. Conductive tools and equipment that are no insulated shall not be used when working on or near 
exposed electrical circuits or equipment  

18. Rubber-type or nonconductive plastic flashlights shall be used when working on or near electrical 
circuits or equipment.  

19. Cables, ropes, or conductive equipment shall not be used to raise equipment or material near 
energized lines.  

20. Fiberglass booms and baskets on insulated aerial devices shall be kept clean and maintained as a hot 
line tool using approved methods to preserve their insulating qualities when such equipment is used to 
isolate the employee.  

21. Only qualified employees shall install or remove temporary safety grounds.  

22. When an unqualified person ( as defined by OSHA) is working near overhead lines or plant electrical 
parts/equipment, neither the person nor the longest conductive object that he or she is using shall come 
closer to any unguarded energized overhead lines or exposed energized parts or equipment than the 
following distances:  

Voltage Range              Minimum Approach Distance 

50 kV or Lower          10 ft  

Over 50 kV                     10 ft plus 4 in for every 10 kV over 50 kV  

24.  When high voltage transformers located within 25 ft of walkways not protected by fire resistant 
panels show evidence of abnormal conditions that could lead to fire or explosion walkways shall be 
closed until an assessment is performed and appropriate measures put in place to ensure the safety of 
all employees. 
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301 – Lock Out Tag Out / Electrical 

Lockout/Tagout Compliance Guide 

This standard applies to the control of energy during servicing and/or maintenance of machines or 
equipment.  Normal production operations are not covered by this standard.  Servicing and/or 
maintenance which takes place during normal production operations is covered by this standard if:    

 1. An employee is required to remove or bypass a guard or other safety device; or  

 2.   An employee is required to place any part of his or her body into an area on a machine or piece of 
equipment where work is actually performed upon the material being processed (point of operation) or 
where an associated danger zone exists during a machine operating cycle.  

Applications not covered:   

Minor tool changes and adjustments which take place during normal production operations are not 
covered by the standard if they are routine, repetitive and integral to the use of the equipment for 
production, provided that the work is performed using alternative measure which provide effective 
protection.         

• Cord and plug connected electrical equipment when the employee performing the service or 
maintenance controls energization by unplugging the equipment from the energy source.           
Hot tap operations involving transmission systems from substances such as gas, steam, water or 
petroleum, when they are performed on pressurized pipelines.  

  

Group Lockout/Tagout Procedure:  

If more than one authorized employee is required to lockout or tagout equipment, the following 
organizational procedures/structure shall be followed:    

1. A primary authorized employee shall be designated to exercise primary responsibility for 
implementation and coordination of the lockout/tagout of hazardous energy sources and for the 
equipment to be serviced.  

2.  The primary authorized employee would coordinate with equipment operators before and after 
completion of servicing and maintenance operations that require lockout/tagout.  

3. A verification system would be implemented to ensure the continued isolation and deenergization of 
hazardous energy sources during maintenance and servicing operations.  

 4.  Each authorized employee will be assured of his/her right to verify individually that the hazardous 
energy has been isolated and/or deenergized.   5.  When more than one crew, craft, department, etc. is 
involved, each separate group of servicing/maintenance personnel would be accounted for by a 
principal authorized employee from each group.   Note: The principal authorized employee is an 
authorized employee who oversees or leads a group of servicing or maintenance worker such as 
plumbers or electricians.   Each principal authorized employee is responsible to the primary authorized 
employee for maintaining accountability of each worker in that specific group.  No authorized employee 
may attach or remove another authorized person's lock/tag. 
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The lockout/tagout process for each authorized employee shall include:  

1.  Each authorized employee shall place his/her own personal lockout device or tagout device on the 
energy isolating device(s).  

2.  When an energy isolating device cannot accept multiple locks or tags, a multiple lockout or tagout 
device (hasp) may be used.  

3.  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 the box or cabinet.  

4.  Each authorized employee will then use his/her own lock to secure the box or cabinet.  

5.  As each authorized employee no longer needs to maintain his/her lockout protection, that person 
will remove his/her lock from the box or cabinet and verifies or observes deenergization of the 
equipment.    

Training:  The employer shall provide training to ensure that the purpose and function of the energy 
control program are understood by employees and that the knowledge and skills required for the safe 
application, usage, and removal of the energy controls are acquired by employees.  

Each "authorized employee" shall receive training in the following:  

• The recognition of applicable hazardous energy sources.   
• The type and magnitude of the energy available in the workplace.   
• The methods and means necessary for energy isolation and control.  

Each "affected employee" shall be instructed in the purpose and use of the energy control program.  

All "other employees" whose work operations are or may be in an area where energy control 
procedures may be utilized, shall be instructed about the procedure, and about the prohibition relating 
to attempt to restart or reenergize machines or equipment which are locked out or tagged out.  

Retraining shall be provided for all authorized employees and affected employees whenever:    

• There is a change in their job assignments.  
• A change in machines, equipment or processes that present a new hazard.  
• When there is a change in the employer's Lockout/Tagout program. 

Additional training shall also be conducted:    

• Whenever a periodic inspection reveals noncompliance.    
• Whenever the employer has reason to believe that there are deviations from or inadequacies in 

the employee’s knowledge or use of the energy control procedures.  

The employer shall certify that employee training has been accomplished and is being kept up to date.   
When a tagout system is used, the employees shall also be trained in the limitations of tags.  
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Definitions:   

Affected Employee - an employee whose job requires him/her to operate or use a machine/equipment 
on which servicing, or maintenance is being performed under lockout or tagout.  

Authorized Employee - an employee who locks out or tags out machines or equipment in order to 
perform servicing or maintenance on that machine or equipment.  

Energy Isolating Device - a mechanical device that physically prevents the transmission or release of 
energy. Manually operated disconnect switches, line valves, blocks and slide gates are examples of 
energy control devices that provide visible indication of the position of the device. “On/off” buttons, 
selector switches and other control circuit devices are not energy control devices.  

Energy Sources - any electrical, mechanical, hydraulic, pneumatic, chemical, nuclear, thermal or other 
energy.  

Lockout - The placement of a lockout device on an energy isolating device, in accordance with an 
established procedure, ensuring that the energy isolating device and the equipment being controlled 
cannot be operated until the lockout device is removed.  

Lockout Device - a device that utilizes a positive means, such as lock, either key or combination, to hold 
an energy isolating device in a safe position and prevent energization of a machine or equipment.  

Tagout - the placement of a tagout device on an energy isolating device, in accordance with an 
established procedure, to indicate that the energy isolating device and the equipment being controlled 
may not be operated until the tagout device is removed.  

Tagout Device - a prominent warning device, such as a tag and a , which can be securely fastened to an 
energy isolating device in accordance with an established procedure, to indicate that the energy 
isolating device and the equipment being controlled may not be operated until the tagout device has 
been removed. 
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400 - Eye and Face Protection  

1. Approved safety eyewear and side protection (including corrective lens safety glasses) shall be worn 
when engaged in or directly exposed to the industrial work process and for all jobs where a hardhat is 
required.  

2. Workers needing reading glasses shall wear the appropriate type safety eyewear. Removing  safety 
glasses to use reading glasses in the industrial work area will not provide appropriate protection.  

3. You shall use safety eyewear when, in the judgment of you or your supervisor, a potential for eye 
injury exists. Safety eyewear shall be worn while in or on any moving vehicle without a front windshield.  

4. Safety eyewear shall not be altered, modified, or used in any manner that would decrease the degree 
of protection that the eyewear was initially designed to provide.  

5. Safety eyewear shall be inspected for defects before each use. Defective or damaged safety eyewear 
shall be replaced. Defective eyewear shall be discarded.  

6. Tinted, mirrored, or hybrid type lenses (dark on top and clear on bottom of lenses), including side 
shields, shall not be worn indoors unless approved by Medical and FFD Services.  

7. The wearing of contact lenses by employees exposed to the industrial work process is permitted 
provided they do not create an added potential for eye injury.  

8. The use of transition type lenses, which are defined as lenses that change the level of tint based on 
light conditions, is acceptable if approved by the employee's supervisor. 

 

401 - Hand Protection  

1. Appropriate hand protection shall be worn when there is a risk of the hands being burned, cut, 
mashed, or punctured, including inside the RCA. See glove matrix below in this section for glove type 
examples used for different tasks.  

2. Work gloves shall be worn at all times when the hands are being used in the work process, for 
example, using hand tools such as wrenches, hammers, snips, and side cutters, offloading or 
manipulating materials including wood/metal products, working with glass/metal shavings, pulling fire 
hoses, handling rigging slings, building scaffolding, handling compressed gas cylinders, doing repetitive 
tasks that could cause blisters, and climbing ladders. This includes when working in the RCA.  

3. All employees shall have work gloves with them while working in an area requiring PPE with the 
general exception of work in contaminated areas. Workers do not have to have work gloves with them 
at all times when transiting through radiological control area (RCA). In cases where work in 
contaminated areas poses a notable risk to the hands as identified in items 1 and 2, the worker shall 
wear substantial hand protection.  

4. Employees shall remain aware that when handling supplies, foreign objects could be imbedded in the 
material that can cut or abrade the hands. c5. The't1Se' of cut-resistant gloves shall always be 
considered prior to beginning work with any type of hand-held cutting tool. The cut resistant glove must 
be ANSI cut level 3 or higher.  
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6. Cut-resistant gloves shall always be worn when cutting in the line of fire cannot be avoided.  

7. For special situations such as using a chemical resistant glove to handle a hazardous material, glove 
selection and inclusion shall be an integral part of pre-job planning and the preconstruction brief. The 
same is true for electrical-insulated gloves.  

8. where chemical-resistant gloves are worn with a chemical-resistant coat, special consideration must 
be given to wearing the gloves under the coat to reduce the potential of hazardous chemicals entering 
the glove cuff.  

9. There are a few situations when a glove can become hazardous such as around rotating equipment. In 
this case, gloves can be removed. Gloves may also be removed when special dexterity is needed to do 
the job such as operating switches or instruments. 

 

402 - Foot Protection  

1. Safety-toed footwear is defined as safety shoes or boots having a protective toe cap meeting the 
performance requirements of ASTM F2413, ASTM F2412 or ANSI 241. Any ASTM/ANSI 241 approved 
safety-toed footwear is acceptable. Steel toes are acceptable, but composite (nonmetallic) safety-toed 
footwear is recommended so they do not have to be removed each time when transitioning through 
metal detectors. Airport friendly safety shoes (typically marked with an airplane) are designed to be free 
of a metal sole shank which can sometimes be in a composite-toed safety shoe.  

2. Safety-toed footwear shall be worn by all personnel that are performing industrial work activities on 
site (inside and outside the Protected Area).  

Work activities include:  

• Maintenance activities.  

• Construction areas/activities.  

• Warehousing activities.  

• Moving compressed gas cylinders.  

• Electrical activities where employee's feet are exposed to electrical hazards.  

• Lifting heavy equipment, containers, boxes, and so forth. • Training activities that present foot 
hazards   due to falling or rolling objects.  

• Using carts, dollies, hand trucks, and so forth for the purpose of moving materials.   

• Carrying heavy tools such as pneumatic wrenches, torque tools, valve wrenches, and so forth. 

• Carrying containers ( cans, pails, drums, and cases) of lubricants, chemicals, and so forth.  

• Grounds activities such as operating mowers, brush cutters, weed eaters, chain saw, or similar 
equipment.  

• Rigging activities.  
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• Powered equipment operation.  

• Forklift operations.  

• Providing field supervisory oversight of these example work activities. 

 

403 - Hearing Protection  

1. Hearing protection shall be worn in designated high-noise-level areas, in temporary high-noise level 
work situations, or as designated by management.  

2. Permanent high-noise areas greater than 85 db. are posted as requiring hearing protection and 
include power block buildings (including turbine/generator area, the reactor/containment areas, intake 
structures, and diesel buildings). For permanent high-noise areas where double hearing protection ( 
earplugs plus ear muffs) is required the area will be posted with this requirement.  

3. The site EHS representative can repost permanent high-noise areas during outages as not requiring 
hearing protection if a noise survey shows noise levels are less than 85 db.  

4. Temporary high-noise areas greater than 85 db may be posted as required hearing protection.  

5. It is your responsibility to keep hearing protectors in sanitary condition and replace them as needed. 

 

404 - Respiratory Protection  

1. Procedures/instructions shall be used to determine the selection, use, and care of respirators. Ask 
your supervisor if respiratory protection is required for a specific task.  

2. A respirator shall be selected based on the hazard to which you are exposed (for example, SCBA for 
fire-fighting, respirator with organic vapor cartridges for work with solvents, and so forth).  

3. You shall be instructed and trained in the proper use of respirators and their limitations prior to use of 
a respirator.  

4. You shall be medically evaluated prior to using respiratory protection equipment to determine if you 
are physically able to perf arm the work and use the equipment.  

5. Non disposable respirators shall be cleaned and sanitized after each use and stored in a sanitary 
location.  

6. Only NIOSH-approved respirators shall be used.  

7. For workers who must wear respiratory devices as part of regular work activity or during emergency 
operations, hair, including facial hair, shall be worn in a manner that does not interfere with the seal of 
the respiratory protection devices.  

a. Controls such as special connecting devices shall be in place to prevent inadvertent supply of 
irrespirable gases for breathing air. 
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405 - Fall Prevention/Protection  

1. Fall prevention methods shall be used when working at heights where there is a fall potential of more 
than 6 ft, which is measured from the work surface to the next lower level (for example when building 
scaffolds, accessing pipe racks, and so fo1ih).  

2. Employees required to work at heights shall be trained on fall prevention methods.  

3. Fall protection equipment shall be inspected by the user before each use. Equipment found to be 
degraded, damaged, or missing the manufacturer's tag or the annual inspection tag/marking shall be 
immediately removed from service.  

4. Fall protection equipment shall be stored in a clean, dry area free of exposure to any corrosive 
substance, heat, or manner that could degrade the equipment.  

5. The weight limit of the personal fall arrest system shall not be exceeded.  

6. At the end of the task, clean the equipment, if needed, and return the fall protection to its designated 
storage location.  

 

SECTION III TOOLS AND EQUIPMENT 

500- Hand Tools  

1.Defective tools shall be removed from service and repaired / replaced prior to returning to service. 

2. Tools shall not be thrown. Tools shall be transpor1ed in such a manner to prevent dropping or falling 
and secured from being dislodged. Power cords, water hoses, and air supply hoses shall not be used for 
hoisting, carrying, or lowering tools.  

3. When working in elevated positions, all tools shall be secured or stored to prevent them from falling.  

4. Tools shall not be left where they may cause a person to trip or stumble.  

5. Non-sparking tools shall be used in locations where sources of ignition may cause an explosion or fire.  

6. Positive pressure controls or triggers on portable tools shall be maintained in good operating 
condition and shall not be rendered inoperative by locking devices at any time. 

 

501 - Compressed Air, Pneumatic and Hydraulic Tools  

1. Eye protection and other necessary PPE shall be worn when using compressed air equipment.  

2. Air/fluid hoses, hose connections, and hydraulic and pneumatic tools shall be visually inspected 
before each use.  

3. Pneumatic and hydraulic tools, including hydraulic jacks, shall be operated per the manufacturer's 
instructions.  
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NOTE: All pneumatic and hydraulic tools, including hydraulic jacks, shall be secured to prevent 
kicking out or becoming a flying object.  

4. Air/fluid hoses shall be routed without posing a tripping hazard.  

5. All hoses must have a safety chain or pin to prevent the sections from coming apart under pressure. 
Additionally, hose sections shall be secured by lanyards, chains, whip restraints, or other appropriate 
devices.  

6. Twist-type fittings shall have securing mechanism attached to one side of the fitting at a minimum.  

7. Air hose couplings, such as Chicago fittings, shall be attached to the hose by use of crimped bands or 
other approved methods. Water hose clamps shall not be used.  

8. Compressed air shall not be directed at any part of the body or at any other person.  

9. Compressed air shall not be used for cleaning purposes except where reduced to less than 30 psi. If a 
3-ft air lance is used, air pressures above 30 psi are permitted.  

10. The airflow shall not be stopped by kinking the hose. Airflow shall be controlled by valves.  

11. Before making adjustments or changing air tools that are not equipped with quick-change 
connectors, the air supply valve shall be closed at the source. The hose shall be bled at the tool before 
breaking the connection.  

12. Safe operating pressures for tools, hoses, and valves shall not be exceeded. Pneumatic rotating tools 
shall be speed tested when maintenance or repair work is performed on the tools.  

13. Pneumatic power tools shall be secured to the air supply hose by a self-locking or other positive 
means to prevent the tool from being accidentally disconnected.  

14. A tool retainer shall be used, where provided, on pneumatic impact tools to prevent attachments 
from being accidentally ejected.  

15. Pneumatic power-operated hand tools supplied by air hoses exceeding ½-in. inside diameter shall 
have a safety device at the source of supply or branch line to shutoff or reduce pressure in the event of 
hose failure. 

 

501 Portable Electric Tools  

1. All power tools shall be inspected before use to ensure serviceability and the presence of all safety 
devices.  

2. Worn or damaged power tool cords or extension cords shall not be used.  

3. Extension cords shall be routed in a manner that will not create tripping hazards, tool handling 
problems, or damage to the cord itself.  

4. Power tools shall be used only within their design capability and in accordance with manufacturers' 
instructions.  
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5. Extension cords shall not be fastened by staples, hung from nails, or suspended by wire.  

6. Portable hand lamps or temporary lighting used in wet locations or closed vessels (for example, 
drums, tanks, and feedwater heaters) shall be operated at 12 V or less or operated using ground fault 
circuit interrupter (GFCI) protection.  

7. Hand lamps shall be equipped with a substantial guard over the bulb and a ground attached to the 
handle. Metallic guards shall be grounded by means of an equipment ground conductor run within the 
power supply cord.  

8. GFCIs shall be used for all 120 VAC grounded and double-insulated hand tools.  

9. Requirements for the use of GFCIs shall apply whether powering directly or by means of extension 
cords from permanent receptacle outlets or temporary power supplies.  

10. When using a GFCI plug the GFCI into the outlet or as close to the power source as possible and then 
plug in the tool. When an extension cord is required, plug the GFCI in first, plug the extension cord into 
the GFCI, and then plug the tool into the extension cord.  

11. GFCIs shall only be reset once. After a second trip, the GFCI and the portable equipment plugged into 
the GFCI must be checked by a qualified electrician.  

12. A portable electric hand tool is generally considered to be one in which the user physically holds a 
tool containing a motor in his or her hands during operation, or one in which the part of the tool the 
user holds is metal and there is potential electrical conductive path from the tool motor (such as side 
grinder, portable drill, metal vacuum cleaner with metal hose and handle, or metal radiation hand 
monitor).  

NOTE: Portable test equipment is not considered to be a portable hand-held tool, provided the 
equipment does not have a potential current path from the power source to the employee using the 
equipment.  

 

502 - Gasoline/Diesel Powered Equipment  
 

1. Gasoline/diesel powered equipment shall not be refueled when the engine is running. All fuel shall be 
transported in approved safety cans. Fuel shall not be poured from one container into another or into 
the fuel tank of equipment within 50 ft of an ignition source.  

2. Employees operating gasoline/diesel powered equipment such as chain saws or trimmers shall wear 
safety shoes, a hard hat, and eye protection. Full-face protection and gloves shall be worn when the tool 
used produces flying fragments such as metal shavings or wood chips.  

3. Gasoline/diesel powered equipment shall be used only in well-ventilated areas. Use of this type of 
equipment in buildings or enclosures shall be avoided. Continuous monitoring shall be conducted for 
carbon monoxide when using this equipment in buildings or enclosures.  

4. Prior to making adjustments (other than carburetor adjustments), inspections, or repairs, the 
equipment shall be turned off, allowed to come to a complete stop, and the spark plug wire removed.  
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5. All gasoline powered equipment, such as chain saws, trimmers, and power mowers, shall be operated 
in a safe working condition in accordance with manufacturers' instructions and shall have all safety 
features in place and operational.  

6. Chain saws shall be equipped with a positive pressure control or trigger that cannot be locked in the 
ON position. Any control or trigger locking device shall be made inoperable, except those required to 
start the engine.  

7. When transporting a chain saw by hand, the saw's engine shall be turned off and the saw shall be 
carried below waist level.  

8. Chain saws shall not be used directly overhead or at a distance that would require the operator to 
relinquish a safe grip on the saw. Where possible, chain saws shall not be operated above shoulder 
height. 

 

503 - Shop Equipment  

1. Shop equipment shall be operated only by authorized employees.  

2. All mechanical guards and other safety features shall be in place and in good working order, except 
when removal is required for maintenance or testing.  

3. Machinery shall not be lubricated or cleaned while in motion unless so designed.  

4. Use proper clearance procedures prior to performing maintenance or lubrication.  

5. Scrap material shall not be allowed to accumulate around machinery.  

6. Machines with moving parts that are in motion shall not be stopped by operator action such as using 
your hands or placing an object against the moving parts.  

7. Tool rests on bench grinders shall be adjusted to a maximum of 1/8 in. from the wheel. The distance 
between the wheel periphery and the adjustable tongue at the top shall not exceed 1 /4 in. Adjustments 
shall not be made with the wheel in motion. 
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504 -  Ladder Safety  

1. All ladders shall be used in accordance with the manufacturers' recommendations.  

2. You are required to use a ladder-climbing device on permanent ladders so equipped. The use of the 
ladder-climbing safety device is optional when they are provided on ladders where the ladder is less 
than 20 ft in length or when a safety cage is installed.  

3. When working from a fixed or portable extension ladder, maintain three-point contact. Follow 
requirements for fall protection if limitations noted in paragraph 4 of this section cannot be followed.  

4. When working from a fixed, step, or portable extension ladder, fall protection is not required at any 
height for work activities not requiring significant physical force if they can be performed in a stationary 
position and without overextension. Use the belt buckle rule and keep the center of the body between 
the ladder side rails. Examples of work not requiring significant strength include reading gauges, turning 
hand wheels, hanging tags, and replacing light bulbs.  

5. Strenuous work is not permitted at all from a fixed ladder or portable extension ladder at any height. 
Examples include using power grinders/drills, manipulating stiff valves, and repositioning heavy boxes.  

6. Strenuous work is permitted from a step ladder without fall protection if the employee fall potential is 
less than 6 ft.  

7. Strenuous work is permitted from a step ladder where the employee fall potential is more than 6 ft if 
the following requirements are met: building a scaffold is not practical or feasible; suitable tie off point 
is available for fall protection; employee is wearing fall protection harness and is tied off; and supervisor 
approves the work practice. Employees shall write a CR when a tie off point is not available or it is not 
reasonably accessible.  

8. When climbing or descending ladders, always maintain three points of contact.  

9. Both hands shall be free of tools, paperwork, material, and so forth while climbing ladders. Tools shall 
be raised or lowered by a rope or handed to one another. Also, if tool bags are to be used, they shall be 
raised or lowered in the same manner.  

10. Portable extension ladders shall be placed against a stable support and shall be held by another 
employee unless they are secured. Secure portable straight/extension ladders as close to the top 
support as possible using at least one wrap of > 3/8 in. rope, > 1 in. flat nylon webbing, or > #9 tie wire 
or equivalent around a ladder rung close to each side rail. The tie off can be either a single tie off that 
includes both rails or a separate tie off for each rail.  

11 . All ladders shall be inspected prior to each use and shall be removed from service when structural 
damage or other hazardous defects are found. Ladders shall not be painted, taped, or otherwise 
covered in any way that would cover defects. 

12. Only one employee shall work from a single ladder at the same time unless the ladder is an approved 
two-person ladder.  

13. When a ladder is to be placed where the opening of a door may displace it, the door shall be locked 
or otherwise guarded.  
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14. When ascending, descending, or working from a ladder, always face the ladder.  

15. Be sure that shoes are free of mud and grease or other substances that could cause a slip or fall.  

16. Ladder rungs shall be kept free of oil and grease.  

17. Items such as boxes, crates, and chairs shall not be used as a substitute for a ladder.  

18. Portable all-metal ladders shall not be used except with special approval of the site EHS department  

19. Ladders shall be selected and placed so that the side rails extend at least 36 in. above the upper 
landing such as a platform, roof, or other similar point of dismount, unless grab rails extend 36 in. above 
the upper landing.  

20. Ladders shall not be used as a horizontal scaffold member, guy, skid, or for any purpose in which it 
might be damaged. Hook ladders designed for that purpose may be used in a horizontal position.  

21. Portable ladders shall not be placed on boxes, barrels, or other unstable bases to obtain additional 
height.  

22. Portable extension ladders shall be placed, when possible, so that the distance from the foot of the 
ladder to the base of the wall or other support is approximately one-fourth the working length of the 
ladder.  

23. Portable extension ladder overlap requirements are 3 ft for up to 36 ft extended feet of ladder, 4 ft 
for 36 to 48 extended feet of ladder, and 5 ft for ladders extended over 48 ft.  

24. Sections of portable extension ladders shall not be separated and used as straight ladders without 
safety feet.  

25. The top and last step of a stepladder shall not be used as a work platform unless specifically 
designed to do so (short stepladders).  

26. Stepladder legs shall be fully spread and locked open when the ladder is in use.   

27. The bracing for the back legs of a stepladder shall not be climbed or stood upon.  

28. Stepladders shall not be used as a straight ladder.  

29. Stepladders shall not be used to access an elevated work platform/surface due to the potential for 
the step ladder to tip when side loaded.  

30. While working from a platform accessed from a fixed ladder, ensure a swing gate has been installed 
or the use of fall protection/prevention equipment is used within 8 ft of the ladder opening. In instances 
where a swing gate cannot be installed, a permanent sign shall be used to denote the need for fall 
protection or fall prevention equipment. 
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505 - Scaffolds  

1. Construction, inspection, and use of scaffolds shall meet the requirements of applicable procedures.  

2. Scaffolds shall not be moved until all loose tools, materials, and equipment are removed or secured. 
Personnel shall not ride scaffolds as they are being moved.  

3. Scaffolds shall rest on stable footing or be securely suspended and shall stand or hang level. Scaffolds 
with wheels shall have the  casters or wheels locked or blocked to prevent movement prior to beginning 
work.  

4. Built-up scaffolds shall be tied off or otherwise secured to provide stability and to prevent tipping.  

5. Scaffolds shall be locked together vertically by pins or other suitable means at each connecting point 
of subsequent upper sections.  

6. A ladder or equivalent safe means shall be used for direct access, such as portable, hook-on, 
attachable stairway-type, or build-in scaffold ladders, stair towers, or ramps, to and from scaffold 
platforms. Climbing scaffold rungs is not considered safe access.  

7. Tools, material, and debris shall not be allowed to accumulate on scaffolds in quantities that will 
cause a hazard, for example, slip, trip, or fall hazard.  

8. Scaffolding walkways shall have a walkway clearance of 24 in. No materials may block this 24-in. 
walkway clearance. Storage of materials on the scaffold is prohibited if the scaffold is less than 24 in. 
wide.  

9. Motorized platforr.1s shall be used in accordance with the manufacturers' instructions.  

10. Ensure employees under the scaffold are protected from the potential from dropped objects. 
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506 - Elevators  

1. Materials carried on elevators shall fit in the confines of the car and shall not extend through the work 
hatch of the car.  

2. The load carrying capacity of elevators shall not be exceeded.  

3. Freight and equipment shall not be transported in passenger elevators without taking special 
precautions to ensure that passengers are protected from the potential hazards created by the freight. 

 

509- Knives  

1. Do not use personal pocket knives for industrial uses. 2. Utility knives shall be considered for use in 
the following order:  

• First choice shall be a utility knife with a self-retractable blade.  

• Second choice shall be a regular utility knife with a locking blade. When a regular utility knife is 
not in use, the blade will be retracted. If this is not suitable for the task, other knives shall be 
selected based on task demands and safety features of the knife. 

 2. Cut-resistant gloves of at least an ANSI cut level 3 shall be worn when using cutting tools such as 
knife-edged type tools, utility knives, box cutters, and so forth.  

NOTE: Cutting in the line of fire should be avoided. 

 

600 -  Hazardous Chemicals  

1. Chemicals shall be used in accordance with the instructions on the manufacturers' Safety Data Sheet 
(SOS), labels, and procedures.  

2. Always know the chemical you are using and be familiar with the hazards and special precautions to 
be taken.  

3. When handling acids, caustics, or other hazardous chemicals, suitable protective equipment shall be 
worn. Your supervisor or the appropriate site procedure shall be consulted for instructions regarding 
personal protective equipment.  

4. Appropriate berms shall be provided for chemicals stored outside.  

5. Do not begin cutting or welding operations on any piping or vessel that has contained chemicals until 
the proper clearance has been obtained and safe work procedures established.  

6. Emergency showers and eyewash fountains are to be checked periodically for proper operation. If you 
get chemicals in your eyes or on your skin, flush thoroughly with water for a minimum of 15 minutes and 
seek medical attention.  

7. Clear pathways shall be maintained to the emergency showers and eyewash fountains.  
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8. Waste chemicals shall not to be mixed without proper authorization. Chemicals retained in the 
radiologically controlled area for analysis of radioactivity shall never be mixed.  

9. Each plant site's Hazard Communication Plan is on file and available for your review.  

10. SDSs for all chemicals shall be obtained from vendors and be available at each plant in hard copy or 
in the online database.  

11 . Approved procedures shall be followed, or the site environmental specialist shall be contacted for 
instructions regarding the appropriate disposal of any chemicals to be discarded. 

 

601 - Compressed Gas Cylinders  

1. Compressed gas containers including valves, pressure relief devices, and markings shall not be 
modified or repaired.  

2. All containers, unless specifically designated to do so and intended for that use, shall be refilled by a 
vendor.  

3. Unlabeled containers shall not be used. If there is any doubt about container contents, the container 
shall not be used.  

4. Non-refillable containers shall not be refilled.  

5. All compressed gas cylinders, full or empty, shall be secured in a vertical or horizontal position to 
prevent falling or rolling at all times whether in storage or in transport.  

Exception: Cylinders containing acetylene must be stored or transported in a secure vertical position. 

6. Cylinders shall be secured by means sufficient to ensure they cannot readily be knocked over. 
Examples of materials to sufficiently secure cylinders would include ¾-in. rope, #9 tie wire, chain, or 
equivalent approved by the Fleet Safety department or site Environmental, Heath, and Safety 
department.  

7. Cylinders shall always be considered as full and handled with appropriate care. 8. Empty cylinders 
shall be tagged or marked EMPTY. The valve shall be closed, and the valve protection cap replaced (if 
designed for a protection cap). Hand wheels or wrenches provided by the vendor shall be used to 
operate cylinder valves.  

9. Before a regulator is removed from a container, the valve shall be closed, and the regulator pressure 
shall be discharged.  

10. Before making connection to a cylinder valve outlet, except that of a hydrogen cylinder1 open the 
valve slightly to clear particles, dust1 or dirt from the opening.  

11. Compressed gas cylinders are considered in-use whenever actually in use or connected for use. Refer 
to Fleet Safety Position Statement 3004 for additional information.  
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12. Compressed gas cylinder caps, if designed for a protection cap, shall be in place except when 
cylinders are attached to dispensing equipment. They shall be sealed according to the manufacturer's 
specifications.  

13. Type of gas1 pressure, and serial number information located on the shoulders of cylinders is 
required by regulation and shall not be obscured by tape or paint.  

14. A mechanical device1 such as a hand truck1 shall be used for transporting cylinders whenever 
possible. Cylinders may be rolled on end, but safe lifting techniques must be used whenever manually 
moving cylinders. 15. Gas cylinders shall not be hoisted or lowered using a sling directly attached to the 
cylinder or by using an electric magnet or the valve protection cap. Hydraulic tailgates or other approved 
methods shall be used in lowering cylinders from trucks. 16. Personnel shall not ride on elevators or 
remain inside the personnel airlock while transporting compressed gas cylinders. This requirement does 
not apply to breathing air cylinders.  

17. Due to the hazard of fire and explosion, take precautions to keep grease and oil away from oxygen 
cylinders, valves, regulators, hoses, and other fittings.  

18. When storing cylinders containing oxidizers, they shall be separated from combustible materials 
and/or fuel and gas cylinders by a minimum distance of 20 ft or by a 5-ft-high barrier having a half-hour 
fire rating.  

19. Flammable gas containers, including propane cylinders, stored inside of buildings shall be kept at 
least 20 ft from flammable liquids, highly combustible materials and oxidizers, and not near arcing 
electrical equipment, open flame, or other sources of ignition. 20. Small propane and other fuel gas 
cylinders shall be stored in a flammable storage cabinet. 21. Fuel gas cylinders may be stored together in 
flammable storage cabinets but not with other flammable material or flammable aerosols.  

22. Flammable gas containers stored in gas cabinets rated for the gas being stored.  

23. Compressed gas-containing bulk storage areas shall be posted with the types of gases stored. Full 
and empty containers shall be stored separately. Storage location temperatures shall not exceed 125 °F.  

24. Cylinders containing chlorine, propane, or hydrogen shall not be stored in a general storeroom. They 
shall be stored in separate, well ventilated, and fireproof areas.   

25. A sign reading DANGER - NO SMOKING, MATCHES, OR OPEN LIGHTS or equivalent wording shall be 
conspicuously posted in rooms or at entrances to areas where fuel, flammable gas, or oxygen is stored.  

26. Gas cylinders shall be kept a safe distance from heat and f ram welding or cutting operations where 
sparks could contact the cylinders.  

27. Moving of a compressed gas cylinder with the regulator installed shall only be accomplished when 
the cylinder valve and regulator are assured of protection from damage and the cylinder is moved in an 
erect or nearly erect position on a compressed gas cylinder hand truck. 
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700 -Vehicular Operations  

Only trained and authorized persons shall be permitted to operate company vehicles. 2. All drivers of 
vehicles (company/rental/personal) designed for use on public roads and used on company business 
shall comply with the provisions of city ordinances, state traffic regulations, and common sense rules of 
the road. The use of radar detectors in vehicles used on company business is prohibited.  

Drivers shall be familiar with and practice the principles of defensive driving as follows:  

Principles of Defensive Driving:  

• Ensure you are focusing not only on the area immediately in front of your vehicle, but also on 
the road farther in front of you.  
• Maintain situational awareness around you. Know what is going on beside you, in front of you, 
and behind you. • Be prepared for the unexpected from other drivers. Leave yourself an out if 
you must make a quick maneuver to avoid an accident.  
• Ensure other drivers are aware of your presence. Avoid driving in another vehicle's blind spot. 

1. While operating vehicles while on SCCPSS property, drivers shall comply with all site traffic signs and 
special instructions. Operators of vehicles shall give pedestrians the right of way when operating a 
vehicle.  

2. All drivers of vehicles designed for use on public roads shall have a valid state driver's license.  

3. Expectations of employees involved in a vehicle collision on public roadways while engaged in 
company business are as follows: 

• Ensure calls are made for emergency assistance if injuries are involved -  DIAL 911.  

• Notify police of injury or property damage.  

• Provide appropriate information to emergency personnel and police. • Do not make 
statements as to fault or personal/ company liability for damages.  

• Notify your Supervisor as soon as possible.  

• Supervisor to notify Tio Duncan with Human Resources at 912-395-1070 or Logann Haynes at 
912-395-5576 as soon as posible.  

• Maintenance & Operations employee driving the vehicle must take a drug test. 

• Do not drive any SCCPSS owned vehicle until you are cleared by risk Management to drive. 

 

6. Employees are prohibited from texting or sending emails while driving a motor vehicle on company 
business on public roads or on BOE property.  

7. Mobile phone use is restricted to hands-free devices to send and receive calls and to push-to-talk 
devices when answering a call. This applies to employees operating company-owned vehicles, company 
supplied rental vehicles, or use of a personal vehicle while on company business.  
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NOTE: CDL operators must refer to the N MPFLS-004 (Requirements for Operating a Commercial Motor 
Vehicle) for specific driving requirements.  

7. All occupants shall use seat belts and shoulder harnesses properly where provided on vehicles and 
equipment whenever the vehicle is in motion.  

8. The number of occupants shall not exceed the number of seat belts provided in passenger vehicles, 
such as cars, trucks, and vans.  

9. Employees shall not be permitted to ride on any part of any vehicle other than factory installed seats 
when traveling on public roadways.  

NOTE: No one is allowed to ride in the back of vans, pickup trucks or box trucks.  

10. Anyone riding in or on a vehicle must keep his or her body within the confines of the vehicle.  

11 . Utility carts and trucks shall be operated at a safe speed. These vehicles shall not be overloaded 
with personnel or material. Personnel riding in carts shall remain within the outer boundary of the carts.  

12. No modifications or additions shall be made to any vehicle that affects the capacity, safety 
equipment, or structural characteristics without the manufacturer's prior written approval.  

13. All vehicles that must be driven at night must have operating headlights and the headlights must be 
on during movement.  

14. Extreme caution shall be exercised when driving any vehicle in reverse. All vehicles, including 
pickups, designed or loaded in such a way that prevents the driver from clearly seeing conditions at the 
rear of the vehicle shall be guided while in reverse. Vehicles larger than a pickup truck shall have a 
person to direct movements when in reverse. The person shall use hand signals and stay to one side in 
clear view of the driver. Vehicles, such as road graders, front end loaders, or earth movers, shall require 
a person to help direct movement in congested areas or where obstructions exist but not when 
operated in areas of the plant, such as landfill, roadways, or where personnel are not working in the 
immediate area.  

15. All loads shall be loaded securely. Binders, ropes, chains, and so forth shall be used to secure any 
materials or equipment to the vehicle if there is any danger of it shifting, tilting, or falling. 16. In addition 
to the regular hitch, safety chains, where present, on trailers, air compressors, dollies  either loaded or 
unloaded, shall be secured to the vehicle.  

17. Personnel shall not jump on or off vehicles while the vehicles are in motion.  

18. Employees shall not position themselves immediately in front of or behind a vehicle while it is being 
started.  

19. Defects that can affect safe operation shall be repaired prior to continued vehicle operation.  

20. All vehicles equipped with outriggers and/or stabilizers and where pads are provided shall have pads 
placed under outriggers and stabilizers when they are lowered. All outriggers and/or stabilizers shall be 
extended and lowered in accordance with manufacturers' instructions prior to perf arming a lift and/or 
moving the boom to an approved travel position.  
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21. All dual wheels and heavy vehicles that are parked shall not depend on parking brakes to hold the 
vehicle; chocks shall be placed firmly under rear wheels when such vehicles are parked on an incline or if 
the vehicle is running.  

22. A SAFETY CIRCLE WALK shall be completed before entering the vehicle to ensure the vehicle can be 
moved safely.  

23. Permission must be obtained from the appropriate manager/management representative prior to 
any vehicle entering the low-voltage switchyard.  

24. Tools and material shall be secured to prevent movement when transported in the same 
compartment with personnel.  

25. Employees working within 25 ft of earthmoving equipment in operation shall wear a brightly-colored 
upper body garment when there is a possibility of being struck by the equipment. When poor lighting 
exists, the garment must also be reflective.  

26. When the driver of a vehicle exits the vehicle, the driver shall apply the parking brake while their 
foot is on the brake and then turn off the engine. Several circumstances, for example, pump trucks and 
emergency response vehicles, require the engine to remain running with the operator outside the 
vehicle in order to perform work. These vehicles are exempt from the requirement to turn off the 
engine. These vehicles must have the parking brake engaged as well as use all safety devices as 
equipped, for example wheel chocks.  

27. Employees shall not work under order pickers, forklifts, JLGs, bucket trucks, and so forth. Hazard 
warnings shall be designated per section 206 unless administrative controls are in place. 

 

701 - Forklift Operations  

1. Forklifts and similar material handlers shall only be used in accordance with the manufacturer's 
instructions. Forks shall not be used to support platforms or other job-made structures not specifically 
allowed by the manufacturer.  

2. When forklifts are driven in and out of trucks or trailers during loading or unloading operations, the 
trucks and trailers shall have the brakes applied and adequate wheel chocks in place to prevent the 
truck/trailer from moving. Chocks are not required if the vehicle is secured at a loading dock by a device 
that is designed to prevent vehicle movement. When forklifts are driven in and out of a semitrailer that 
is not coupled to a tractor, supports may be needed to prevent the trailer f ram upending or the corners 
from tipping.  

3. Only qualified operators shall be permitted to operate a forklift No one but the operator shall be 
allowed to ride on the forklift.  

4. Hard hats are not required to be worn when operating an industrial forklift, provided the forklift is 
equipped with a means of protecting the operator from overhead hazards.  A hard hat shall be available 
on the forklift for wear by the operator when required.  

5. The loads handled by a forklift shall not exceed the rated capacity.  
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6. Keep the forks down when the forklift is moving. You should not operate your forklift with the forks 
raised above minimum height to clear obstructions.  

7. If a load is too high or too wide to see around, operate the forklift in reverse.  

8. When parking a forklift or leaving the cab, lower the forks to the ground, set the parking brake and 
remove the keys.  

9. Back down a ramp or incline.   Always use low gear and never turn sideways on an incline. 

10.  Forklifts shall have an audible alarm or beacon to indicate the vehicle is in reverse gear.  

11.  A designated person shall provide guidance to help direct movement in congested areas or where 
obstructions exist.  

 

702 - Rigging  

1 . Lifting and rigging equipment shall be returned to the appropriate issue point upon job completion.   

2. When not in use, equipment in containment should be returned to the tool crib, an approved storage 
box, or a designated decontamination location if contaminated.   

3. Rigging shall be performed by qualified personnel. 

703 - Hand Trucks, Carts, and Similar Equipment   

1. Loads shall be secured before moving.  

2. Wheeled carts/trucks shall only be moved over surfaces level and smooth enough to prevent loads 
from falling. Movement across sloping surfaces and abrupt changes in elevation shall be performed after 
reviewing measures to prevent uncontrolled movements of the load or cart/truck.  

3. The loading capacity of the transporting equipment shall be posted and shall not be exceeded. 
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SECTION IV SPECIAL WORK ACTIVITIES  

 

800 - Asbestos-Containing Materials   

1. Asbestos may be found in insulation, cement-asbestos fill sheets, vehicle brake linings, and some 
types of valve packing, floor tile, and ceiling tile.  

2. The use of asbestos-containing materials shall be avoided whenever feasible. The availability of 
substitutes for asbestos-containing materials shall be investigated prior to using an asbestos-containing 
material.  

3. Only trained employees shall be allowed to work with asbestos-containing materials. 

 

801 - Heat Stress Protection  

1 . Ask your foreman/supervisor about safe work practices for these areas.  

2. Coworkers in hot areas shall watch each other for symptoms of heat stress-related problems.  

3. Employees working in extremes of heat and humidity can best judge when to take a break. Ability to 
withstand extreme conditions of heat and humidity depends on the tolerance of the individual. Take 
frequent breaks, and do not stay in the area longer than needed. Self-determination of potential harm 
always takes precedence over stay times.  

4. Employees working in extremes of heat and humidity should avoid drinking caffeine and carbonated 
drinks since these act as diuretics and cause the body to release fluids.  

5. When performing work in a heat stress area, the supervisor shall determine appropriate stay times. 
Stay times shall not be exceeded.  

6. Any employee who has to leave a high heat work area due to heat exhaustion shall not reenter the 
area the remainder of the shift. 

 

802 - Confined Spaces  

A. Confined Space - A space that:  

• Is large enough and so configured that an individual can bodily enter and perform assigned 
work.  

• Has restricted means for entry or exit.  

• Is not designed for continuous occupancy.  

B. Permit-Required Confined Space -A confined space that has one or more of the following 
characteristics:  
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• Contains or has the potential to contain a hazardous atmosphere.  

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

• 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.  

• Contains any other "recognized serious safety and health hazard."  

1. A determination shall be made by testing to ensure that the atmosphere is safe prior to entering a 
confined space.  

2. Never enter a confined space without a complete Confined Space Entry Classification checklist and 
permit (for a permit-required confined space). Entry is considered to have occurred as soon as any part 
of the entrant's body breaks the plane of the opening into the space.  

3. When testing is performed, the atmosphere shall be measured for oxygen content and then for the 
presence of explosive gases or toxic atmospheres.  

4. Entry supervisor, entrants, and attendant shall be aware of changing risks and hazards in the space 
and take appropriate action.  

5. Respiratory protection shall be provided when work in confined spaces causes the generation of toxic 
dust, fumes, or mists which cannot be controlled by forced ventilation.  

6. Emergency entry into confined spaces or areas where an unsafe atmospheric condition exists shall 
require the use of a positive-pressure, self-contained breathing apparatus or an air-line system with a 
self-contained escape unit. 

 

803 -Welding, Cutting, and Grinding  

NOTE: For the purposes of this section, grinding is defined as the use of handheld power grinders using 
grinding wheels or abrasive cutting discs on materials where sparks would be produced by the 
operation.  

1. Welding, cutting, and grinding shall be performed only by appropriately qualified personnel.  

2. Outer garments worn while performing welding, cutting, and grinding shall be flame resistant, leather 
or other materials providing equivalent protection from ignition. It is permissible while welding and 
cutting to wear fabric blends and synthetic clothing as under garments provided a flame resistant outer 
garment completely covers the undergarment to prevent potential ignition.  

3. It is acceptable to wear 100 percent natural fiber clothing for hot work provided employees 
performing the work can position themselves in a manner that the possibility of slag falling on clothing is 
minimal. 
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4. All combustible debris shall be removed prior to welding or cutting. When welding or cutting in an 
elevated position, precautions shall be taken to prevent sparks or hot metal from falling onto people or 
flammable material below.  

5. When welding, cutting, or grinding is being performed over grating, the grating shall be covered by a 
fire-resistant material or the danger area below shall be barricaded.  

6. All welding, cutting, and grinding equipment shall be inspected prior to use. If damaged or defective 
equipment is found, it shall be removed from service, repaired, or replaced.  

7. Welding or cutting activities shall have a fire extinguisher readily available in that work area.  

8. Welding, cutting, and grinding is prohibited in explosive atmospheres.  

9. Torches shall be lit using only devices designed for that purpose, such as strikers.  

10. Welders and their helpers shall not carry matches or butane lighters when engaged in welding or 
cutting operations.  

11. Forced air ventilation or respiratory equipment may be required while welding, cutting, or grinding 
in confined spaces or in areas with restricted airflow.  

12. Welding screens or other devices shall be used to restrict welding flash whenever other personnel 
are exposed to the arc of the welding operation.  

13. Safety glasses must be worn by welders when welding and when the welding hood is raised, and 
flying metal or other particles are present.  

14. The frame or case of all electric welding machines must be properly grounded. Grounding 
connections shall be checked before welding.  

15. Electrical shock hazards shall always be taken into consideration before welding. Do not stand in 
water or kneel directly on the ground unless precautions are in place to prevent electrical shock. 
Welding gloves shall always be kept as dry as possible. 

 

804 - Open Pits and Holes  

1. An open pit is an opening measuring 12 in. or more in its least dimension in any floor, platform, 
manhole, valve box, pull box, and so forth by which a person could trip in, step into, or fall through due 
to it being unguarded.  

Excavations, Core Drilling, and Concrete Cutting.  

2. Protection shall be provided as the pit is opened. Employees shall be protected from falling into pits 
by personal fall arrest systems, covers, guardrail systems of standard height (200-lb force in any 
direction), metal chains (200-lb force in any direction), or constantly attended by someone. The use of 
an attendant shall be a temporary measure until a more permanent measure can be used.  

NOTE: If chains are used, they shall be secured to each support, taut at all times, and shall not sag more 
than 3 inches.  
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3. Entry into the temporary guardrail shall be restricted with an exit/entry point(s). 4. The hazard 
information shall be posted per section 206. 5. Ensure employees in a pit or hole are protected from the 
potential from dropped objects by placing safety netting around the pit. Refer to Section 811. 

 

805 - Working Over or Near Water  

1. Where a danger of drowning exists and when working over or within 6 ft of water less than 8 ft below 
a working surface not equipped with proper handrails. employees shall wear appropriate fall 
prevention/protection or wear a U.S. Coast Guard approved life jacket. If the water level is greater than 
8 ft, the employee shall be protected from the fall.  

2. Docks and walkways shall be maintained in good condition and clear of all obstructions.  

3. Consideration shall be given to a means of egress and/or rescue from a water hazard ( ring buoys with 
attached line, ladders. and so forth). 

 

806 -Material Handling by Hand  

 1. For employees whose jobs require them to lift heavy loads - the maximum recommended weight 
they may lift is 50 lbs.  

2. If the lifting is repetitive in nature (at least one lift per minute for at least one hour) then contact the 
site EHS department for an evaluation of the lifting task.  

3. Estimate the weight of an object before attempting to lift it. If the object is known to weigh over 50 
lbs. or is estimated to weigh over 50 lbs., then the employee shall use assistance.  

4. Get help when handling objects that are too heavy or use a mechanical lifting device.  

5. When lifting or walking with a load, keep it as close to the body as possible.  

6. Bend knees and lift the load straight up without jerking, twisting, or slipping.  

7. Select the best path to carry heavy or awkward loads. Carry a load the shortest possible distance 
before setting it down using the reverse of the lifting procedure.  

8. When two or more people carry a heavy object, prearranged signals shall be used to coordinate 
activities and one person shall take the lead in directing the lift.  

9. When two or more people carry one object, each person, if possible, should face the direction in 
which the object is carried.  

10. Manually handling material or equipment weighing over 200 lbs. will be avoided. 


