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Management Safety Commitment and Involvement Policy 

Statement 

 
Albritton Williams, Inc. is committed to providing employees with a safe and healthful 

workplace.  It is the policy of this organization that employees report unsafe conditions and 

do not perform work tasks if the work is considered unsafe.  Employees must report all 

accidents, injuries, and unsafe conditions to their job superintendent.  Reporting such a 

condition will not result in retaliation, penalty, or other disincentive. 

 

Employee recommendations to improve safety and health conditions will be given thorough 

consideration by management.  Management will give top priority to and provide the 

financial resources for the correction of unsafe conditions.  Similarly, management will take 

disciplinary action against an employee who willfully or repeatedly violates workplace safety 

rules.  This action may include verbal or written reprimands or even fines and may ultimately 

result in termination of employment. 

 

Senior management will be actively involved with employees in establishing and maintaining 

an effective safety program.  Our safety officer, myself, or other members of management 

will participate with you or your employee representative in ongoing safety and health 

program activities, which include: 

 

 Promoting safety committee participation; 

 Providing safety and health education and training; and 

 Reviewing and updating workplace safety rules. 

 

Therefore the policies set forth in these documents will be changing and improving to 

provide the employees of Albritton Williams, Inc. the safest workplace possible.  It is each 

employee’s responsibility to be familiar with the most current safety policies in place to 

protect himself as well as those around him. 

 

This policy statement serves to express management's commitment to and involvement in 

providing our employees a safe and healthful workplace.  This workplace safety program will 

be incorporated as the standard of practice for this organization.  Compliance with the safety 

rules will be required of all employees as a condition of employment. 

 

Sincerely, 

 

 

James F. Chason, President 

Albritton Williams, Inc. 
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Safety Procedures 

 

SAFETY COMMITTEE 

AW is committed to providing and maintaining a safe work environment.  To promote safety 

among all employees, a Safety Committee shall establish procedures for workplace 

inspections, accident investigations, safety rules and training procedures. 

 

This committee shall be made up of at least two hourly employees, a job superintendent, and 

the safety officer.  All hourly employees shall select the two hourly employees.  AW 

management shall select the superintendent and the officer.  These selections shall be for a 

period of two years. 

 

The committee will meet quarterly or at any time any committee member so requests.  At 

least three members of the committee must be present to have a meeting.  Each committee 

member will be compensated at his or her hourly wage when engaged in safety committee 

activities.  The safety officer will maintain the minutes of each meeting and the minutes will 

be available to all employees.  All safety committee records will be maintained for not less 

than three calendar years. 

 

All employees are encouraged to bring issues of safety to the attention of a committee 

member.  A committee member will request a committee meeting to review a safety 

complaint made to him by any employee.  Such a complaint will be formalized in writing.  

Either the problem will be corrected or an explanation will be given as to why it is not a 

safety problem (or at least within OSHA guidelines). 

 

The safety committee will be responsible for assisting management in updating the workplace 

safety program by evaluating employee injury and accident records, identifying trends and 

patterns, and formulating corrective measures to prevent recurrence.  In addition, the 

committee will be responsible for assisting management in evaluating employee accident and 

illness prevention programs, and promoting safety and health awareness and coworker 

participation through continuous improvements to the workplace safety program. 

 

The committee may make recommendations for purchases of personal protective equipment, 

machine guards, etc.  AW management reserves the right to approve all recommended 

purchases.  In addition, the committee may make rules affecting employee’s conduct and 

behavior concerning safety. 

 

The committee will establish training procedures for new employees as well as current 

employees.  Safety committee members will participate in safety training and be responsible 

for assisting management in monitoring workplace safety education and training to ensure 

that it is in place, that it is effective, and that it is documented. 
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WEEKLY SAFETY MEETINGS 

An important part of providing a safe work environment is to have knowledgeable and safety 

conscious employees.  To train employees, safety meetings shall be held weekly at every 

jobsite. 

 

The Weekly Safety Meeting shall be held at the jobsite at 10:00 AM on each Monday.  It is 

the intent of AW, Inc. that each employee be present at a Weekly Safety Meeting regardless 

of what job he is working on.  Therefore it is required to have Weekly Safety Meetings held 

concurrently on all jobs. 

 

Additionally, special meetings should be held whenever a new operation is started or a new 

machine or tool unfamiliar to the employees is introduced to the jobsite.  A record of all 

meetings will be kept at the jobsite and a copy will be sent to the main office. 

 

The topic of these meetings shall be as outlined in the Weekly Safety Meeting Forms that 

shall be distributed to each job at the beginning of each month.  The Job Superintendent is 

responsible for reviewing this form and for conducting the meeting on his job.  Attendance by 

all employees is mandatory and active participation by all employees is encouraged.  If an 

employee does not understand an issue, he should ask the superintendent to elaborate! 

 

SAFETY AND HEALTH TRAINING 

Safety and Health Orientation 

Workplace safety and health orientation begins on the first day of initial employment or job 

transfer.  Each employee has access to a copy of this safety manual, through his supervisor, 

for review and future reference.  Supervisors will ask questions of employees and answer 

employees' questions to ensure knowledge and understanding of safety rules, policies, and 

job-specific procedures described in our workplace safety program manual.  All employees 

will be instructed by their supervisors that compliance with the safety rules described in the 

workplace safety manual is required. 

 

Job-Specific Training 

Supervisors will initially train employees on how to perform assigned job tasks safely. 

 

Supervisors will carefully review with each employee the specific safety rules, policies, and 

procedures that are applicable and that are described in the workplace safety manual. 

 

Supervisors will give employees verbal instructions and specific directions on how to 

perform the work safely. 

 

Supervisors will observe employees performing the work.  If necessary, the supervisor will 

provide a demonstration using safe work practices, or remedial instruction to training 

deficiencies before an employee is permitted to perform the work without supervision. 
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All employees will receive safe operating instructions on seldom-used or new equipment 

before using the equipment. 

 

Supervisors will review safe work practices with employees before permitting the 

performance of new, non-routine, or specialized procedures. 

 

Periodic Retraining of Employees 

All employees will be retrained periodically on safety rules, policies and procedures, and 

when changes are made to the workplace safety manual. 

 

Individual employees will be retrained after the occurrence of a work-related injury caused by 

an unsafe act or work practice, and when a supervisor observes employees displaying unsafe 

acts, practices, or behaviors. 

 

ACCIDENTS 

For life threatening injuries, the employee should be taken to the nearest Emergency 

Treatment Provider, or call 911 for an ambulance.  A map to the nearest Emergency 

Treatment Provider should be posted in the job office.   

 

For injuries that do not require emergency treatment, a Managed Care Provider must be 

selected.  A list of Managed Care Providers along with a map to the nearest Managed Care 

Provider should be posted in the job office.  A CNA/MetraComp authorization letter should 

accompany the injured worker to the managed care provider. 
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ACCIDENT INVESTIGATION 

To insure consistency and accuracy, an accident investigation will be performed by the Safety 

Officer at the location where the accident occurred.  The Safety Officer is responsible for 

carefully completing the Accident Investigation Report, and for seeing that the 

recommendations are being addressed.  Superintendents will assist with the investigation of 

all accidents, injuries, and occupational diseases using the following investigation 

procedures: 

 

 Implement temporary control measures to prevent any further injuries to 

employees. 

 Review the equipment, operations, and processes to gain an understanding of the 

accident situation. 

 Identify and interview each witness and any other person who might provide clues 

to the accident's causes. 

 Investigate causal conditions and unsafe acts; make conclusions based on existing 

facts. 

 Complete the accident investigation report. 

 Provide recommendations for corrective actions. 

 Indicate the need for additional or remedial safety training. 

 

If the Safety Officer is not available, the accident investigation report must be 

submitted by the Superintendent to the office within 24 hours of the accident.  See the 

Accident Investigation Report form or call the office for a form and instructions. 

 

RECORD KEEPING PROCEDURES 

The Safety Officer will control and maintain all employee accident and injury records.  

Records are maintained for a minimum of three (3) years and include: 

 

 Accident Investigation Reports 

 Workers' Compensation Notice of Injury Reports 

 Log & Summary of Occupational Injuries and Illnesses OSHA 200 

 

These records are available for review by any employee during normal business hours.  Form 

OSHA 200 shall be posted from February 1 to March 1.  The combined summary for the 

entire company will be posted at the main office and the summary for each job shall be 

posted at that job’s office trailer. 
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Safety Summary 

 
The Occupational Safety and Health Act of 1970 provides that each employer has the basic 

duty to furnish his employees with a place of employment that is free from recognized 

hazards that are causing, or are likely to cause, death or serious physical harm.  Regardless of 

this Act, Albritton Williams, Inc. is and has always been committed to providing and 

maintaining a safe work environment.   

 

The OSH Act places specific responsibilities on Albritton Williams, Inc. and subjects us to 

penalties if we fail to meet those responsibilities.  It is important that each employee be aware 

of the responsibilities contained in the Act.  However, it is impractical for each employee to 

study the Act. 

 

Albritton Williams, Inc. simply asks each employee to use his best judgment and common 

sense while working on the job.  If there is a question about the safety of a procedure, tool, 

machine, jobsite, etc., get the question resolved before proceeding!  Do not place yourself or 

other employees in danger! 

 

An important part of our Safety Program is the rules implemented by the Occupational Safety 

and Health Administration.  These rules are contained in Occupational Safety and Health 

Standards for the Construction Industry (29 CFR PART 1926).  A copy of this book is 

available at each jobsite. 

 

A list of the 25 most overlooked OSHA rules appears on the following pages.  Every 

employee should review these rules, as they are common to most employees and/or jobsites.  

Since these rules are easily overlooked, each employee should be on the lookout for these 

(and other) violations. 

 

In addition to the OSHA rules, other safety rules contained in the following pages have been 

prepared to protect you in your daily work.  The rules supplement OSHA requirements and 

address areas that may not be covered by current federal guidelines.  These areas can also 

result in on-the-job injuries.  Employees are to follow these rules, review them often, and use 

good common sense in carrying out assigned duties. 
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Most Frequently Cited OSHA Violations 

 

1. RULE 1926.500(d)(1) 

Guardrails not provided for open-sided floors or platforms 

Every open-sided floor or platform 6 feet or more above adjacent floor or ground 

level shall be guarded by a standard railing, or the equivalent, as specified in 

paragraph (f)(1) of this section, on all open sides, except where there is an entrance to 

a ramp, stairway, or fixed ladder.  The railing shall be provided with a standard toe 

board wherever, beneath the open sides, persons can pass, or there is moving 

machinery, or there is equipment with which falling materials could create a hazard. 

 

2. RULE 1926.100(a) 

No head protection from impact, falling or flying objects and electrical 

burns 

Employees working in areas where there is a possible danger of head injury from 

impact, or from falling or flying objects, or from electrical shock and burns shall be 

protected by protective helmets. 

 

3. RULE 1926.404(b)(1)(i)  

Ground fault protection not provided 

The employer shall use either ground fault circuit interrupters as specified in 

paragraph (b)(1)(ii) of this section or an assured equipment grounding conductor 

program as specified in paragraph (b)(1)(iii) of this section to protect employees on 

construction sites.  These requirements are in addition to any other requirements for 

equipment grounding conductors. 

 

4. RULE 1926.404(f)(6) 

Electrical path to ground missing or discontinuous 

Grounding Path.  The path to ground from circuits, equipment, and enclosures shall 

be permanent and continuous. 
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5. RULE 1926.652(a)(1) 

Protective systems for trenching/excavating 

Each employee in an excavation shall be protected from cave-ins by an adequate 

protective system designed in accordance with paragraph (b) or (c) of this section. 

 

6. RULE 1926.451(d)(10) 

Guardrail specifications for tubular welded frame scaffolds 

Guardrails made of lumber, not less than 2 x 4 inches(or other material providing 

equivalent protection), and approximately 42 inches high, with a midrail of 1 x 6 inch 

lumber(or other material providing equivalent protection), and toeboards, shall be 

installed at all open sides and ends on all scaffolds more than 10 feet above the 

ground or floor. Toeboards shall be a minimum of 4 inches in height.  Wire mesh 

shall be installed in accordance with paragraph (a)(6) of this section. 

 

7. RULE 1926.28(a) 

Appropriate PPE used for specific operation 

The employer is responsible for requiring the wearing of appropriate personal 

protective equipment in all operations where there is an exposure to hazardous 

conditions or where this part indicates the need for using such equipment to reduce 

the hazards to the employees. 

 

8. RULE 1926.1052(c)(1) 

Stair rails required @30” change of elevation or 4 risers 

Stairways having four or more risers or rising more than 30 inches (76 cm), 

whichever is less, shall be equipped with at least one handrail and one stairrail system 

along each unprotected side or edge.  However, when the top edge of a stairrail 

system also serves as a handrail, paragraph (c)(7) of this section applies. 
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9. RULE 1926.152(a)(1) 

Approved containers of tanks for storing or handling flammable or 

combustible liquids 

Only approved containers and portable tanks shall be used for storage and handling of 

flammable and combustible liquids.  Approved metal safety cans shall be used for the 

handling and use of flammable liquids in quantities greater than one gallon, except 

that this shall not apply to those flammable liquid materials viscid (extremely hard to 

pour), which may be used and handled in original shipping containers.  For quantities 

of one gallon or less, only the original container or approved metal safety cans shall 

be used for storage, use, and handling of flammable liquids. 

 

10. RULE 1926.25(a) 

General housekeeping 

During the course of construction, alternation, or repairs, form and scrap lumber with 

protruding nails, and all other debris, shall be kept cleared from work areas, 

passageways, and stairs, in and around buildings or other structures. 

 

11. RULE 1926.651(k)(1) 

Daily inspection of physical components of trench and protection 

system 

Daily inspections of excavations, the adjacent areas, and protective systems shall be 

made by a competent person for evidence of a situation that could result in possible 

cave-ins, indications of failure of protective systems, hazardous atmospheres, or other 

hazardous conditions.  An inspection shall be conducted by the competent person 

prior to the start of work and as needed throughout the shift.  Inspections shall also be 

made after every rainstorm or other hazard increasing occurrence.  These inspections 

are only required when employee exposure can be reasonably anticipated. 

 

12. RULE 1926.451(a)(13) 

Safe access for all types of scaffolds 

An access ladder or equivalent safe access shall be provided. 
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13. RULE 1926.404(b)(1)(ii) 

Ground fault circuit interrupters (GFCI’s) 

All 120-volt, single-phase, 15-and 20-ampere receptacle outlets on construction sites, 

which are not part of the permanent wiring of the building or structure and which are 

in use by employees, shall have approved ground fault circuit interrupters for 

personnel protection.  Receptacles on a two-wire, single-phase portable or vehicle-

mount generator rated not more than 5kw, where the circuit conductors of the 

generator are insulated from the generator frame and all other grounded surfaces, need 

not be protected with ground-fault circuit interrupters. 

 

14. RULE 1926.701(b) 

Guarding of protruding steel rebar 

Reinforcing steel.  All protruding reinforcing steel, onto and into which employees 

could fall, shall be guarded to eliminate the hazard of impalement. 

 

15. RULE 1926.451(a)(4) 

General requirements for guarding scaffolds 

Guardrails and toeboards shall be installed on all open sides and ends of platforms 

more than 10 feet above the ground or floor, except needle beam scaffolds (See 

paragraphs (p) and (w) of this section).  Scaffolds 4 feet to 10 feet in height, having a 

minimum horizontal dimension in either direction of less than 45 inches, shall have 

standard guardrails installed on all open sides and ends of the platform. 

 

16. RULE 1926.651(j)(2) 

Spoil pile protection 

Employees shall be protected from excavated or other materials or equipment that 

could pose a hazard by falling or rolling into excavations.  Protection shall be 

provided by placing and keeping such materials or equipment at least 2 feet (.61 m) 

from the edge of excavations, or by the use of retaining devices that are sufficient to 

prevent materials or equipment from falling or rolling into excavations, or by a 

combination of both if necessary. 
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17. RULE 1926.350(a)(9) 

Securing of compressed gas cylinders 

Compressed gas cylinders shall be secured in an upright position at all times except, if 

necessary, for short periods of time while cylinders are actually being hoisted or 

carried. 

 

18. RULE 1926.350(j) 

Additional rules for welding/cutting as per ANSI Z49.1 - 1967 

Additional rules.  For additional details not covered in this subpart, applicable 

technical portions of American National Standards Institute, z49.1 - 1967, Safety in 

Welding and Cutting shall apply. 

 

19. RULE 1926.102(a)(1) 

Eye/face protection for operations which create exposure 

Employees shall be provided with eye and face protection equipment when machines 

or operations present potential eye or face injury from physical, chemical or radiation 

agents. 

 

20. RULE 1926.500(b)(1) 

Guarding of floor openings 

Floor openings shall be guarded by a standard railing and toeboards or cover, as 

specified in paragraph (1) of this section.  In general, the railing shall be provided on 

all exposed sides, except at entrances to stairways. 

 

21. RULE 1926.1053(b)(1) 

Ladder extended 3’ above landings 

When portable ladders are used for access to an upper landing surface, the ladder side 

rails shall extend at least 3 feet (.9 m) above the landing surface to which the ladder is 

used to gain access; or, when such an extension is not possible because of the ladder’s 

length, then the ladder shall be secured at its top to a rigid support that will not 

deflect, and a grasping device, such as a grabrail, shall be provided to assist 

employees in mounting and dismounting the ladder.  In no case shall the extension be 

such that ladder deflection under a load would, by itself, cause the ladder to slip off its 

support. 
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22. RULE 1926.651(c)(2) 

Egress from trench/excavation 

Means of egress from trench excavations.  A stairway, ladder, ramp or other safe 

means of egress shall be located in trench excavations that are 4 feet (1.22 m) or more 

in depth so as to require no more than 25 feet (7.62 m) of lateral travel for employees. 

 

23. RULE 1926.403(b)(2) 

Listed, labeled or certified equipment used in manner prescribed 

Listed, labeled, or certified equipment shall be installed and used in accordance with 

instructions included in the listing, labeling, or certification. 

 

24. RULE 1926.405(a)(2)(ii)(j) 

Flexible cords designated for hard or extra hard usage 

Extension cord sets used with portable electric tools and appliances shall be of three-

wire type and shall be designed for hard or extra-hard usage.  Flexible cords used with 

temporary and portable lights shall be designed for hard or extra-hard usage. 

 

25. RULE 1926.405(g)(2)(iv) 

Strain relief for cords 

Flexible cords shall be connected to devices and fittings so that strain relief is 

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

screws. 
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General Safety Rules for All Employees 

 

GENERAL 

 Do not place yourself or others in danger. 

 Do not engage in “horseplay” on the job. 

 Use common sense!  Injuries are prevented by you! 

 

LIFTING PROCEDURES 

 Plan the move before lifting; ensure that you have an unobstructed pathway. 

 Test the weight of the load before lifting by pushing the load along its resting 

surface. 

 If the load is too heavy or bulky, use lifting and carrying aids such as hand trucks, 

dollies, pallet jacks and carts, or get assistance from a coworker. 

 If assistance is required to perform a lift, coordinate and communicate your 

movements with those of your co-worker. 

 Position your feet 6 to 12 inches apart with one foot slightly in front of the other. 

 Face the load. 

 Bend at the knees, not at the back. 

 Keep your back straight. 

 Get a firm grip on the object using your hands and fingers.  Use handles when 

they are present. 

 Hold the object as close to your body as possible. 

 While keeping the weight of the load in your legs, stand to an erect position. 

 Perform lifting movements smoothly and gradually; do not jerk the load. 

 If you must change direction while lifting or carrying the load, pivot your feet and 

turn your entire body.  Do not twist at the waist. 

 Set down objects in the same manner as you picked them up, except in reverse. 

 Do not lift an object from the floor to a level above your waist in one motion.  Set 

the load down on a table or bench and then adjust your grip before lifting it 

higher. 

 Never lift anything if your hands are greasy or wet. 

 Wear protective gloves when lifting objects that have sharp corners or jagged 

edges. 
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VEHICLE/DRIVING SAFETY 

 Only employer authorized personnel may operate any company vehicle. 

 Do not operate a vehicle if you are ill or injured. 

 Do not operate a vehicle if you are taking medication whose container label 

indicates that the medication may cause drowsiness or other side effects. 

 Shut all doors and fasten seat belt before moving the vehicle. 

 Do not drive on the road shoulder. 

 Use side and rearview mirrors before making lane changes, turns and sudden 

stops. 

 Turn the vehicle off before fueling. 

 Do not smoke while fueling a vehicle. 

 Do not smoke in a company vehicle. 

 Keep cell phone usage while driving to a minimum. 

 Do not send or view text messages while operating any vehicle. 

 Do not perform any task which takes your concentration away from operating a 

vehicle safely. 

 

STAIRS 

 Use the handrails when ascending or descending stairs or ramps. 

 Do not store or leave items on stairways. 

 Do not run on stairs or take more than one step at a time. 

 

POWER CORDS 

 Do not use cords that have splices, cuts, exposed wires, or cracked or frayed ends. 

 Do not plug multiple electrical cords into a single outlet. 

 Do not remove the ground prong from electrical cords. 

 Do not use extension or power cords that have the ground prong or any other 

prong removed or broken off. 

 Do not use an adapter such as a cheater plug that eliminates the ground. 

 Do not run extension cords through doorways, through holes in ceilings, walls or 

floors. 

 Do not drive over, drag, step on or place objects on a cord. 
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Office Personnel Job Specific Rules 

 

GENERAL RULES 

 Do not stand on furniture to reach high places. 

 Use a ladder or step stool to retrieve or store items that are located above your 

head. 

 Do not jump from ladders or step stools. 

 Do not block your view by carrying large or bulky items; use a dolly or hand truck 

or get assistance from a fellow employee. 

 Do not smoke in the office or warehouse. 

 Do not throw matches, cigarettes or other smoking materials into trash baskets. 

 Do not tilt the chair you are sitting in.  Keep all chair legs on the floor. 

 Do not kick objects out of your pathway; pick them up or push them out of the 

way. 

 

DOORS 

 Keep doors in hallways fully open or fully closed. 

 Use the handle when closing doors. 

 

FILES 

 Open only one file cabinet drawer at a time.  Close the filing cabinet drawer you 

are working in before opening another filing drawer in the same cabinet. 

 Put heavy files in the bottom drawers of file cabinets. 

 Use the handle when closing drawers and files. 

 

PAPER CUTTER/SHREDDER 

 Position hands and fingers on the handle of the paper cutter before pressing down.  

Oil the blade. 

 Keep the paper cutter handle in the closed or locked position when it is not  being  

used. 

 Do not use paper cutting devices without the finger guard. 

 Do not place your fingers in or near the feed of a paper shredder. 

 

ELECTRICAL 

 Use a cord cover or tape the cord down when running electrical cords across 

aisles, between desks or across entrances or exits. 

 Turn the power switch to "Off" and unplug office machines before adjusting, 

lubricating or cleaning them. 
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FANS 

 Do not use fans that have excessive vibration, frayed cords or missing guards. 

 Do not place floor type fans in walkways or doorways. 

 

VIDEO DISPLAY TERMINAL ERGONOMICS 

 Take periodic rest breaks from repetitive or prolonged activities by standing up 

and stretching. 

 Use a chair that is padded, is stable, mobile, swivels and allows operator 

movement. 

 Adjust your seat height so your knees are about the same level as your hips. 

 Sit straight up in your chair and use a footrest that has an adjustable height and is 

large enough to allow operator movement. 

 Adjust your computer screen and keyboard so that they are directly in front of you.  

Use a table large enough to hold keyboard, the display screen and all necessary 

documents. 

 Place the keyboard low enough so that you are not required to reach up or out to 

the keys. 

 Keep wrists and hands in a straight position while keystroking by keeping 

forearms parallel to the floor and elbows at your sides. 
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Field Personnel Job Specific Rules 

 

PERSONAL PROTECTIVE EQUIPMENT 

 Wear hard hats at all times while on jobsite. 

 Do not drill holes in or paint your hard hat. 

 Do not wear hard hats that are dented or cracked. 

 Wear your safety glasses, goggles or a face shield while operating saws, torches, 

grinders, chippers, sanders, etc. 

 Wear chemical goggles when using, applying  or handling chemical liquids or 

powders from containers labeled "Caustic" or "Corrosive". 

 Do not continue to work if your safety glasses become fogged.  Stop work and 

clean the glasses until the lenses are clear and defogged. 

 Wear your ear plugs or ear muffs in areas posted "Hearing Protection Required" or 

when operating loud tools or equipment. 

 Wear proper clothing and shoes (shirt, long pants, work boots). 

 

WORKSITE CLEAN-UP SAFETY 

 Remove or bend nails or staples and inspect for splinters, burrs, jagged edges or 

pinch points before handling scrap/waste materials. 

 Wear protective gloves when lifting objects with sharp corners or jagged edges. 

 If the load feels too heavy or bulky, use lifting and carrying aids such as hand 

trucks, dollies, pallet jacks and carts, or get assistance from a coworker. 

 If assistance is required to perform a lift, coordinate and communicate your 

movements with those of your coworker. 

 Wear protective clothing as necessary when handling sharp objects, chemical 

substances or materials such as fiberglass, capable of causing adverse health 

effects. 

 When performing site clean-up activities, be alert to and aware of other 

operations/activities occurring on the site. 

 Do not toss scrap/waste materials over the side of the bed of a pick-up truck.  

Instead, place materials to be removed in bed of truck from rear/tailgate area to 

keep from lifting heavy objects higher than necessary and to prevent possible 

backlash or rebound action of flying debris. 

 Do not overload scrap/waste removal vehicle and try to evenly distribute the 

weight of the load. 

 When loading do not allow materials to hang over the sides of the scrap/waste 

removal vehicle and properly flag or mark materials extending beyond the tailgate 

or rear of the vehicle. 
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LADDERS AND STEP LADDERS 

 Read and follow the manufacturer's instruction label affixed to the ladder. 

 Do not use ladders that have loose rungs, cracked or split side rails, missing 

rubber foot pads, or are otherwise visibly damaged. 

 Keep ladder rungs clean and free of grease.  Remove buildup of material such as 

dirt or fluid. 

 Do not use a metal ladder on roof tops nor within 50 feet of electrical power lines. 

 Do not place ladders in a passageway or doorway without posting warning signs 

or blocking off the area with cones or ropes so pedestrian traffic can be diverted 

away from the ladder.  Lock the doorway that you are blocking with the ladder 

and post signs that will detour traffic away from your work. 

 Allow only one person on the ladder at a time. 

 Face the ladder when climbing up or down it. 

 Maintain a three-point contact by keeping both hands and one foot or both feet 

and one hand on the ladder at all times when climbing up or down the ladder. 

 When performing work from a ladder, face the ladder and do not lean backward or 

sideways from the ladder. 

 Do not stand on tables, chairs, boxes or other improvised climbing devices to 

reach high places.  Use a ladder or step stool. 

 Do not stand on the top two rungs of any ladder. 

 Do not stand on a ladder that wobbles, or that leans to the left or right of center. 

 When using a straight or extension ladder, extend the top of the ladder at least 3 

feet above the edge of the landing. 

 Secure the ladder in place by having another employee hold it if it cannot be tied 

to the structure. 

 Do not move a rolling ladder while someone is on it. 

 Do not place ladders on barrels, boxes, loose bricks, pails, concrete blocks or 

other unstable bases. 

 Do not carry items in your hands while climbing up or down a ladder. 

 Do not try to "walk" a ladder by rocking it.  Climb down the ladder, and then 

move it. 

 Do not use a ladder as a horizontal platform. 
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SCAFFOLDING 

 Handrails, midrails, and toeboards are required on scaffold more than four feet 

above the ground. 

 The footing shall be sound, rigid, and capable of carrying the maximum intended 

load. 

 No scaffold shall be erected, moved, dismantled, or altered except under the 

supervision of a competent person. 

 If over two lifts high, scaffolds must be tied off every 26 feet horizontally. 

 Ladders should be used to access scaffold.  Do not climb bracing. 

 Adjusting or leveling screws shall not extend more than one foot of thread. 

 Scaffolds shall be fully decked with no substantial holes or openings. 

 Defective scaffold material, such as split planks, bent or broken frames and 

braces, shall be replaced immediately.  Tell your supervisor about such items. 

 

HAND TRUCK SAFETY 

 When loading hand trucks, keep your feet clear of the wheels. 

 Do not exceed the manufacturer's load rated capacity.  Read the capacity plate on 

the hand truck if you are unsure. 

 Place the load so that it will not slip, shift or fall.  Use straps, if they are provided, 

to secure the load. 

 For extremely bulky or pressurized items such as gas cylinders, strap or chain the 

items to the hand truck. 

 Tip the load slightly forward so that the tongue of the hand truck goes under the 

load. 

 Push the tongue of the hand truck all the way under the load that is to be moved. 

 Keep the center of gravity of the load as low as possible by placing heavier objects 

below the lighter objects. 

 Push the load so that the weight will be carried by the axle and not the handles. 

 If your view is obstructed, ask a spotter to assist in guiding the load. 

 Do not walk backward with the hand truck, unless going up stairs or ramps. 

 When going down an incline, keep the hand truck in front of you so that it can be 

controlled at all times. 

 Move hand trucks at a walking pace. 

 Store hand trucks with the tongue under a pallet, shelf, or table. 

 

MACHINE GUARDING 

 Replace the guards before starting machines, or after making adjustments or 

repairs to the machine. 

 Do not remove, alter or bypass any safety guards or devices when operating any 

piece of equipment or machinery. 

 Read and obey safety warnings posted on or near any machinery. 
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ELECTRICAL POWER TOOLS 

General Rules 

 Do not use power equipment or tools on which you have not been trained. 

 Keep power cords away from the path of drills, saws, vacuum cleaners, floor 

polishers, mowers, slicers, knives, grinders, irons and presses. 

 Do not carry plugged-in equipment or tools with your finger on the switch. 

 Do not carry equipment or tools by the cord. 

 Disconnect the tool from the outlet by pulling on the plug, not the cord. 

 Turn the tool off before plugging or unplugging it. 

 Do not leave tools that are "On" unattended. 

 Do not handle or operate electrical tools when your hands are wet or when you are 

standing on wet floors. 

 Do not operate spark-inducing tools such as grinders, drills or saws near 

containers labeled "Flammable". 

 Turn off the electrical tool and unplug it from the outlet before attempting repairs 

or service work.  Tag the tool "Out of Service". 

 Do not use a power hand tool to cut wet or water soaked building materials or to 

repair pipe leaks. 

 Wear rubber-soled or insulated work boots when operating electrical equipment. 

 Do not operate a power hand tool or portable appliance while holding a part of the 

metal casing or while holding the extension cord in your hand.  Hold all portable 

power tools by the plastic handgrips or other nonconductive areas designed for 

gripping purposes. 

 

Circular Saw 

 Do not operate a saw unless all guards are in place. 

 Do not use a saw if the retractable guard does not automatically cover the blade 

after each cut. 

 Do not start a cut until the saw has reached full speed. 

 Advance the saw slowly and in a straight line.  Do not twist or turn the saw. 

 Stop cutting immediately if the blade binds or the machine or material begins to 

smoke. 

 Unplug the machine when changing blades or making adjustments. 
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HAND TOOL SAFETY 

General Rules 

 Do not continue to work if your safety glasses become fogged.  Stop work and 

clean the glasses until the lenses are clear and defogged. 

 Carry all sharp tools in sheath or holsters. 

 Tag worn, damaged or defective tools "Out of Service" and do not use them. 

 Do not use a tool if the handle surface has splinters, burrs, cracks or splits. 

 Do not use impact tools such as hammers, chisels, punches or steel stakes that 

have mushroomed heads. 

 When handing a tool to another person, direct sharp points and cutting edges away 

from yourself and the other person. 

 Do not perform "make-shift" repairs to tools. 

 Do not throw tools from one location to another or from one employee to another. 

 Transport hand tools only in tool boxes or tool belts.  Do not carry tools in your 

hand or clothing when climbing. 

 

Files/Rasps 

 Do not use a file as a pry bar, hammer, screwdriver or chisel. 

 When using a file or a rasp, grasp the handle in one hand and the toe of the file in 

the other. 

 Do not hammer on a file. 

 

Chisels 

 Use a chisel that has been sharpened; do not use a chisel that has a dull cutting 

edge. 

 Hold a chisel by using a tool holder if possible. 

 Clamp small work pieces in the vise and chip towards the stationary jaw when 

you are working with a chisel. 

 

Hammers 

 Use a claw hammer for pulling nails and for driving nails. 

 Do not strike nails or other objects with the "cheek" of the hammer. 

 Do not strike one hammer against another hammer. 

 Do not use a hammer if your hands are oily, greasy or wet. 

 

Saws 

 Keep control of saws by releasing downward pressure at the end of the stroke. 

 Do not use an adjustable blade saw, such as a hacksaw, if the blade is not taut. 

 Do not use a saw that has a dull blade. 
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 Oil saw blades after each use of the saw. 

 Keep your hands and fingers away from the saw blade while you are using the 

saw. 

 Do not carry a saw by the blade. 

 When using a hand saw, hold the work piece firmly against the work table. 

 

Screwdrivers 

 Always match the size and type of screwdriver blade to fit the head of the screw. 

 Do not hold a work piece against your body while using a screwdriver. 

 Do not put your fingers near the blade of a screwdriver when tightening a screw. 

 Use a drill, nail, or an awl to make a starting hole for screws. 

 Do not force a screwdriver by using a hammer or pliers on it. 

 Do not use a screwdriver as a punch, chisel, pry bar or nail extractor. 

 Do not use a screwdriver to test the charge of a battery. 

 When using a spiral ratchet screwdriver, push down firmly and slowly. 

 

Wrenches 

 Do not use wrenches that are bent, cracked or badly chipped or that have loose or 

broken handles. 

 Do not slip a pipe over a single head wrench handle for increased leverage. 

 Do not use a shim to make a wrench fit. 

 Use a split box wrench on flare nuts. 

 Do not use a wrench that has broken or battered points. 

 Discard any wrench that has spread, nicked or battered jaws or if the handle is 

bent. 

 Use box or socket wrenches on hexagon nuts and bolts as a first choice, and open 

end wrenches as a second choice. 

 

Pliers 

 Do not use pliers as a wrench or a hammer. 

 Do not attempt to force pliers by using a hammer on them. 

 Do not slip a pipe over the handles of pliers to increase leverage. 

 Do not use pliers that are cracked, broken or sprung. 

 When using diagonal cutting pliers, shield the loose pieces of cut material from 

flying into the air by using a cloth or your gloved hand. 
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Vises 

 When clamping a long work piece in a vise, support the far end of the work piece 

by using an adjustable pipe stand, saw horse or box. 

 Position the work piece in the vise so that the entire face of the jaw supports the 

work piece. 

 Do not use a vise that has worn or broken jaw inserts, or has cracks or fractures in 

the body of the vise. 

 Do not slip a pipe over the handle of a vise to gain extra leverage. 

 

Clamps 

 Do not use a C-clamp for hoisting materials. 

 Do not use a C-clamp as a permanent fastening device. 

 

Snips 

 Wear your safety glasses or safety goggles when using snips to cut materials. 

 Wear your work gloves when cutting materials with snips. 

 Do not use straight cut snips to cut curves. 

 Keep the blade aligned by tightening the nut and bolt on the snips. 

 Do not use snips as a hammer, screwdriver or pry bar. 

 Use the locking clip on the snips after you have finished using them. 
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Hazard Communication Program 

 
Albritton Williams, Inc. is committed to providing and maintaining a safe work environment.  

To this end, this Hazard Communication Program is an integral part of the company’s safety 

program and policies.  Of course, hazardous materials that are contained in consumer 

products are exempt from this program if they are used in similar quantity and frequency as 

by a consumer. 

 

CHEMICAL HAZARD LIST 

Albritton Williams, Inc. will maintain a list of all chemical hazards in use or stored at each 

jobsite and warehouse.  A copy of this list will be available at each jobsite and in the office.  

Any company employee purchasing materials not already on the list will notify the company 

Safety Officer or the Project Manager of the purchase and furnish a Material Safety Data 

Sheet. 

 

The Safety Officer shall review this list at least annually to insure its accuracy and that items 

no longer in the workplace are removed. 

 

NON-ROUTINE HAZARDS 

No employee will be allowed to perform work without first being oriented to the chemical 

hazards involved.  All employees are encouraged to review Material Safety Data Sheets 

before using any covered chemical for the first time. 

 

MATERIAL SAFETY DATA SHEETS 

Albritton Williams, Inc. will maintain at each jobsite Material Safety Data Sheets on all 

hazardous chemicals stored or in use at that jobsite.  In addition, these sheets will be 

maintained, at the main office, for materials present at each jobsite and the warehouse.  These 

sheets shall be maintained at the office for a period of 30 years.  These MSDS’s will be 

immediately available to any employee and a copy will be provided to any employee within 5 

days. 

 

It shall be stated on all Purchase Orders that vendor’s “Please furnish applicable Material 

Safety Data Sheets for this material as required by Florida's Right-To-Know Law, Chapter 

442, Florida Statutes”.  It is the responsibility of the Office Manager to see that these 

MSDS’s are provided. 

 

Albritton Williams, Inc. subscribes to the 3E Company service that provides hazardous 

materials information 24 hours a day, 7 days a week.  To have any MSDS faxed, simply call 

800-451-8346 and request the MSDS on the product. 
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OTHER CONTRACTORS 

Material Safety Data Sheets of Albritton Williams, Inc. will be available to all subcontractors 

working on each jobsite.  In addition, subcontractor’s MSDS’s will be available on the jobsite 

for all personnel working on the jobsite.  Therefore, all personnel will have access to 

MSDS’s of any material he may be exposed to while on Albritton Williams, Inc. jobsite 

regardless of who that material belongs to. 

 

LABELING 

Whenever possible, materials shall remain in original manufacturer labeled containers.  If this 

is not possible, MSDS’s shall be attached to the new containers to serve as labels, or the 

container shall be clearly marked in indelible writing as to the contents and potential hazards.  

In no case shall a chemical be stored in an unlabeled container. 

 

TRAINING 

All new employees shall be provided training in Material Safety Data Sheets, this policy, and 

the actual standard.  In addition, each employee shall receive generic training to cover the 

basic types of hazardous chemicals used. 

 

Before assigning any employee to a task requiring the use of hazardous materials, the Job 

Superintendent is required to review with them the information contained in the Material 

Safety Data Sheet.  This is not necessary for materials handled by the employee on a regular 

basis. 
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First Aid Procedures 

 

EMERGENCY PHONE NUMBERS 

Safety Officer:  John Chason  (850) 877-1191 

Poison: (850) 681-5411 

MSDS Information (3E Company): (800) 451-8346 

Emergency: 911 

 

MINOR FIRST AID TREATMENT 

First aid kits are kept in trucks, the job trailer and in the main office.  If you sustain an injury 

or are involved in an accident requiring minor first aid treatment: 

 

 Inform your supervisor. 

 Administer first aid treatment to the injury or wound. 

 

Access to a first aid kit is not intended to be a substitute for medical attention. 

 

NON-EMERGENCY MEDICAL TREATMENT 

For non-emergency work-related injuries requiring professional medical assistance, 

management must first authorize treatment.  If you sustain an injury requiring treatment other 

than first aid: 

 

 Inform your supervisor. 

 Proceed to the posted medical facility.  Your supervisor will assist with 

transportation, if necessary. 

 Provide details for the completion of the accident investigation report. 

 

EMERGENCY MEDICAL TREATMENT 

If you or a coworker sustains a severe injury requiring emergency treatment: 

 

 Call for help and seek assistance from a coworker. 

 Use the emergency telephone numbers and instructions posted next to the telephone 

in the job trailer to request assistance and transportation to the local hospital 

emergency room and/or notify your supervisor immediately to do so. 

 Provide details for the completion of the accident investigation report. 
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First Aid Instructions 

 

INTRODUCTION 

In all cases requiring emergency medical treatment, immediately call, or have a coworker 

call, to request emergency medical assistance. 

 

WOUNDS 

Minor:  Cuts, lacerations, abrasions, or punctures 

 Wash the wound using soap and water; rinse it well. 

 Cover the wound using clean dressing. 

 

Major:  Large, deep and bleeding 

 Stop the bleeding by pressing directly on the wound, using a bandage or cloth. 

 Keep pressure on the wound until medical help arrives. 

 

BROKEN BONES 

 Do not move the victim unless it is absolutely necessary. 

 If the victim must be moved, "splint" the injured area.  Use a board, cardboard, or 

rolled newspaper as a splint. 

 

BURNS 

Thermal (Heat) 

 Rinse the burned area, without scrubbing it, and immerse it in cold water; do not use 

ice water. 

 Blot dry the area and cover it using sterile gauze or a clean cloth. 

 

Chemical 

 Flush the exposed area with cool water immediately for 15 to 20 minutes. 
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EYE INJURY 

Small particles 

 Do not rub eyes. 

 Use the corner of a soft clean cloth to draw particles out, or hold the eyelids open and 

flush the eyes continuously with water. 

 

Large or stuck particles 

 If a particle is stuck in the eye, do not attempt to remove it. 

 Cover both eyes with bandage. 

 Seek medical attention. 

 

Chemical 

 Immediately irrigate the eyes and under the eyelids, with water, for 30 minutes. 

 

NECK AND SPINE INJURY 

 If the victim appears to have injured his or her neck or spine, or is unable to move his 

or her arm or leg, do not attempt to move the victim unless it is absolutely necessary. 

 

HEAT EXHAUSTION 

 Loosen the victim's tight clothing. 

 Give the victim "sips" of cool water. 

 Make the victim lie down in a cooler place with their feet raised. 
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Consultation Education and Training Division 

Michigan Occupational Safety and Health Administration 

Department of Labor and Economic Growth 

7150 Harris Drive PO Box 30643 

Lansing MI 48909 

www.michigan.gov/miosha 

517/322-1809 

 

 

 

http://www.michigan.gov/miosha
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SP #1 (Revised 2-05) 

 

 

 

 

 

 

 

SAMPLE CONSTRUCTION SAFETY PROGRAM 

 

 

 

NOTICE 

 

This sample program is provided to give assistance in developing a written 

construction safety program.  Because all construction firms differ in 

many aspects, each contractor should tailor their own program and 

formulate safety procedures and rules applicable to their own 

conditions/work environments. 

 

This is only a sample and should not be used as is.  Failure to develop a 

written construction safety program specific to your operation may result 

in a MIOSHA violation. 
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CONSTRUCTION SAFETY PROGRAM 

 

FOR 

 

 

___________________________________________                                                                       
(company name) 
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CONTRACTOR SAFETY PROGRAM 
 

 

SAFETY AND HEALTH POLICY 

 

 

                                                         Company believes that NO JOB OR NO TASK IS 

MORE IMPORTANT THAN WORKER HEALTH AND SAFETY. 

 

If a job represents a potential safety or health threat, every effort will be made to plan a safe 

way to do the task. 

 

Every procedure must be a safe procedure.  Shortcuts in safe procedures by either foremen or 

workers will not be tolerated. 

 

If a worker observes any unprotected job, which may pose a potential threat to their health or 

safety, he or she must inform management and management must take adequate precautions.   

 

IF A JOB CANNOT BE DONE SAFELY IT WILL NOT BE DONE. 

 

OUR FUTURES ARE ONLY BUILT THROUGH OUR PEOPLE.  WE AIM TO PROTECT 

THEM. 

 

 

 

                                        

___________________________________________                   

                                                                   (Signed) 
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SAFETY AND HEALTH OBJECTIVES 
 

 

                                                         company plans to achieve worker safety and health 

through the following: 

 

A. Using a qualified safety person. 

 

B. Making regular job site safety inspections. 

 

C. Enforcing the use of safety equipment. 

 

D. Following safety procedures and rules. 

 

E. Providing on-going safety training. 

 

F. Enforcing safety rules and using appropriate discipline. 
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JOB SITE INSPECTIONS 
 

 

The safety person or other designated person will tour each job site and observe potential 

safety/health hazards, including the potential hazards of confined spaces and develop a plan 

for safeguarding this company's workers which may include the following: 

 

1. Removing the hazard. 

 

2. Guarding against the hazard as required by MIOSHA. 

 

3. Providing personal protective equipment and enforcing its use. 

 

4. Training workers in safe work practices. 

 

5. Coordinating protection of workers through other contractors. 

 

 

A record of all safety inspections and correctional steps will be kept. 
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CONTRACTOR SAFETY PERSON 
 

 

 

_________________________________ 

Name 

  

is the designated person to administer the safety and health program for this organization.  

The responsibilities for this position are as follows: 

 

1. Being knowledgeable of potential job hazards. 

 

2. Assuring compliance with MIOSHA construction safety and health standard 

requirements. 

 

3. Making regular safety inspections. 

 

4. Establishing safety procedures. 

 

5. Correlating regular safety training with lead persons. 

 

6. Maintaining safety records. 
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PERSONAL PROTECTIVE EQUIPMENT 
 

 

1. Head protection will be worn on job sites when there are potentials of falling objects, 

hair entanglement, burning, or electrical hazards. 

 

2. Eye protection will be worn when there are potentials of hazards from flying objects 

or particles, chemicals, arcing, glare, or dust. 

 

3. Protective footwear shall be worn to protect from falling objects, chemicals, or 

stepping on sharp objects.  Athletic or canvas-type shoes shall not be worn. 

 

4. Protective gloves or clothing shall be worn when required to protect against a hazard. 

 

5. Harnesses and lanyards shall be utilized for fall protection as required in MIOSHA 

Construction Safety Standards. 
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SAFETY RULES 
 

 

ALL OF OUR SAFETY RULES MUST BE OBEYED.  FAILURE TO DO SO WILL 

RESULT IN STRICT DISCIPLINARY ACTION BEING TAKEN. 

 

1. Keep your mind on your work at all times.  No horseplay on the job.  Injury or 

termination or both can be the result. 

 

2. Personal safety equipment must be worn as prescribed for each job, such as:  safety 

glasses for eye protection, hard hats at all times within the confines of the 

construction area where there is a potential for falling materials or tools, gloves when 

handling materials, and safety shoes are necessary for protection against foot injuries. 

 

3. Precautions are necessary to prevent sunburn and to protect against burns from hot 

materials. 

 

4. If any part of your body should come in contact with an acid or caustic substance, rush 

to the nearest water available and flush the affected part.  Secure medical aid 

immediately. 

 

5. Watch where you are walking.  Don't run. 

 

6. The use of illegal drugs or alcohol or being under the influence of the same on the 

project shall be cause for termination.  Inform your supervisor if taking strong 

prescription drugs that warn against driving or using machinery. 

 

7. Do not distract the attention of fellow workers.  Do no engage in any act which would 

endanger another employee. 

 

8. Sanitation facilities have been or will be provided for your use.  Defacing or 

damaging these facilities is forbidden. 

 

9. A good job is a clean job, and a clean job is the start of a safe job.  So keep your 

working area free from rubbish and debris. 

 

10. Do not use a compressor to blow dust or dirt from your clothes, hair, or hands. 

 

11. Never work aloft if you are afraid to do so, if you are subject to dizzy spells, or if you 

are apt to be nervous or sick. 

 

12. Never move an injured person unless it is absolutely necessary.  Further injury may 

result.  Keep the injured as comfortable as possible and utilize job site first-aid 

equipment until an ambulance arrives. 
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13. Know where firefighting equipment is located and be trained on how to use it. 

 

14. Lift correctly - with legs, not the back.  If the load is too heavy GET HELP.  Stay fit.  

Control your weight.  Do stretching exercises.  Approximately twenty percent of all 

construction related injuries result from lifting materials. 

 

15. Nobody but operator shall be allowed to ride on equipment unless proper seating is 

provided. 

 

16. Do not use power tools and equipment until you have been properly instructed in the 

safe work methods and become authorized to use them.   

 

17. Be sure that all guards are in place.  Do not remove, displace, damage, or destroy any 

safety device or safeguard furnished or provided for use on the job, nor interfere with 

the use thereof. 

 

18. Do not enter an area which has been barricaded. 

 

19. If you must work around power shovels, trucks, and dozers, make sure operators can 

always see you.  Barricades are required for cranes. 

 

20. Never oil, lubricate, or fuel equipment while it is running or in motion. 

 

21. Before servicing, repairing, or adjusting any powered tool or piece of equipment, 

disconnect it, lock out the source of power, and tag it out. 

 

22. Barricade danger areas.  Guard rails or perimeter cables may be required. 

 

23. Trenches over five feet deep must be shored or sloped as required.  Keep out of 

trenches or cuts that have not been properly shored or sloped.  Excavated or other 

material shall not be stored nearer than two feet from the edge of the excavation.  

Excavations less than 5 ft may also require cave in protection in some instances. 

 

24. Use the "four and one" rule when using a ladder.  One foot of base for every four feet 

of height. 

 

25. Portable ladders in use shall be equipped with safety feet unless ladder is tied, blocked 

or otherwise secured.  Step ladders shall not be used as a straight ladder. 

 

26. Ladders must extend three feet above landing on roof for proper use. 

 

27. Defective ladders must be properly tagged and removed from service. 

 

28. Keep ladder bases free of debris, hoses, wires, materials, etc. 
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29. Build scaffolds according to manufacturers' recommendations and MIOSHA 

Construction Safety Standard Part 12 - Scaffolding. 

 

30. Scaffold planks shall be properly lapped, cleated or otherwise secured to prevent 

shifting. 

 

31. Use only extension cords of the three-prong type.  Use ground fault circuit interrupters at all times and when using tools in wet atmosphere (e.g. outdoors) or with any temporary power supply.  Check the electrical grounding system 

daily. 

 

32. The use of harnesses with safety lines when working from unprotected high places is 

mandatory.  Always keep your line as tight as possible. 

 

33. Never throw anything "overboard."  Someone passing below may be seriously injured. 

 

34. Open fires are prohibited. 

 

35. Know what emergency procedures have been established for your job site.  (location 

of emergency phone, first aid kit, stretcher location, fire extinguisher locations, 

evacuation plan, etc.) 

 

36. Never enter a manhole, well, shaft, tunnel or other confined space which could 

possibly have a nonrespirable atmosphere because of lack of oxygen, or presence of 

toxic or flammable gas, or has a possibility of engulfment by solids or liquids.  Make 

certain a qualified person tests the confined area with an appropriate detector before 

entry, that the necessary safety equipment is worn.  Standby person may be required to 

be stationed at the entrance. 
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JOB SAFETY TRAINING 
 

 

 

A. After inspecting a job site, the safety person or other designated person will identify 

and evaluate all potential hazards for: 

 

1. Injury Severity potential. 

 

2. Probability of an accident. 

 

 

B. This person will also appraise the skill and knowledge level of exposed workers. 

 

 

C. Appropriate Training will be given. 

 

1. Hazards will be pointed out. 

 

2. Necessary precautions will be explained. 

 

3. The higher the hazard the more detailed will be the training. 

 

 

D. Records will be maintained for all training sessions with descriptions of topics 

covered and names of workers trained. 
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. 

 

 

SAFETY DISCIPLINE 
 

 

A. Three-Step System 

 

 First violation: Written warning; copies to employee and 

employee's file. 

 

 Second violation: Written warning; suspension for 1/2 or full day 

without pay. 

 

 Third violation: Written report for file and immediate 

termination. 

 

 

 

B. Four-Step System 

 

 First violation: Oral warning; notation for personnel file. 

 

 Second violation: Written warning; copy for file or Personnel 

Office. 

 

 Third violation: Written warning; one day suspension without 

pay. 

 

 Fourth violation: Written warning and one-week suspension, or 

termination if warranted. 

 

 

C. A record will be maintained of all discipline. 
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POWER LOCKOUT PROCEDURE 
 

 

Lockout procedure for                                                                         Company. 

 

 

I. PURPOSE 

 

The purpose of this procedure is to assure that employees are protected from 

unintended machine motion or unintended release of energy which could cause injury.  

 

 

II. MANAGEMENT RESPONSIBILITIES 

 

A. Each supervisor shall train new employees and periodically instruct all of their 

employees regarding provisions and requirements of this lockout procedure. 

 

 B. Each supervisor shall effectively enforce compliance of this lockout procedure 

including the use of corrective disciplinary action where necessary. 

 

C. Each supervisor shall assure that the locks and devices required for 

compliance with the lockout procedure are provided to their employees. 

 

 D. Prior to setting up, adjusting, repairing, servicing, installing, or performing 

maintenance work on equipment, machinery, tools, or processes, the 

supervisor shall determine and instruct the employees of the steps to be taken 

to assure they are not exposed to injury due to unintended machine motion or 

release of energy. 

 

 

III. EMPLOYEES RESPONSIBILITY 

 

A. Employees shall comply with the lockout procedure. 

 

 B. Employees shall consult with their supervisor or other appropriate 

knowledgeable management personnel whenever there are any questions 

regarding their protection. 

 

 C. Employees shall obtain and care for the locks and other devices required to 

comply with the lockout procedure. 
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IV. GENERAL 

 

A. The power source of any equipment, machine, tool, or process to be set-up, 

adjusted, repaired, serviced, installed, or where maintenance work is to be 

performed and unintended motion or release of energy could cause personal 

injury, such a power source shall be locked out by each employee doing the 

work.  Sources of energy, such as springs, air, hydraulic and steam shall be 

evaluated in advance to determine whether to retain or relieve the pressure 

prior to starting the work. 

 

 B. Safety locks are for the personal protection of the employees and are only to 

be used for locking out equipment. 

 

 C. Safety locks, adapters, and "Danger Tags" can be obtained from a supervisor. 

 

 D. Equipment locks and adapters can be obtained from a supervisor.  The sole 

purpose of the "Equipment" lock and adaptor is to protect the equipment 

during periods of time when work has been suspended or interrupted.  The 

locks are not to be used as a substitute for the employee's personal safety lock. 

 

 E. Personal locks shall contain a tag with employee's name on it. 

 

 F. One key of every lock issued shall be retained by the employee to whom it was 

issued and the only other key to the lock shall be retained by the 

superintendent. 

 

 G. Employees shall request assistance from their supervisor if they are unsure of 

where or how to lockout equipment. 

 

 H. Any questions concerning the lockout procedure should be directed to the 

employee's supervisor. 

 

V. LOCKING OUT AND ISOLATING THE POWER SOURCE 

 

 A. Equipment, machines, or processing main disconnect switches shall be turned 

off and locked in the off position only after the electrical power is shut off at 

the point of operator control.  Failure to follow this procedure may cause 

arching and possibly an explosion. 

 

 B. Equipment/tools connected to over a 110 volt source of power by a plug-in 

cord shall have a locking device applied to the plug attached to the cord 

leading to the machine to be considered locked out. 
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 C. Equipment/tools connected to a 110 volt source of power by a plug-in cord 

shall be considered locked out if the plug is disconnected and tagged with a 

"do not start tag." 

 

D. After locking out power source, the employee shall try the equipment, 

machine, or process controls to ensure no unintended motion will occur; or 

test the equipment, machine or process by use of appropriate test equipment to 

determine that the energy isolation has been effective. 

 

 E. When two or more employees work on the same equipment, each is 

responsible for attaching his/her lock.  Safety locks and adapters are to be 

fixed on levers, switches, valves, etc. in the nonoperative (off) position. 

 

 F. An employee who is assigned to a job and upon arrival finds an "Equipment 

Lock," "Adaptor," and "Danger Tag" affixed to the equipment shall take the 

following action: 

 

  1. Affix his/her personal lock to the "Equipment Adaptor." 

 

  2. Determine who placed the equipment out of service and contact all 

parties who have locks on the equipment to determine if the 

assignment to be performed would affect their safety.  The assignment 

will proceed only if safe to do so with all parties involved. 

 

  3. Try the controls to ensure no unintended motion will occur before 

starting work or qualified personnel shall test the equipment, machine, 

or process by use of appropriate test equipment to determine that the 

energy isolation has been effective.  (Such testing equipment is only to 

be employed by trained qualified personnel.) 

 

 

VI. PERFORMING TEST AND ADJUSTMENTS DURING LOCKOUT 

 

 A. Power may be turned on when it is required to perform tests or adjustments.  

All of the rules pertaining to removing locks and restoring power shall be 

followed.  The equipment or process shall again be locked out if it is necessary 

to continue work after completing the test or adjustments. 

 

 B. If the employee leaves the job before its completion, such as job reassignment, 

the employee shall remove his/her personal lock and adaptor and replace it 

with an "Equipment" lock and adaptor.  In addition, the employee will prepare 

and attach a "Danger Tag" indicating the reason the equipment is locked out 

(should more than one employee be assigned to the job, the last employee 

removing his/her lock will be responsible for affixing the "Equipment" lock, 

adaptor and the "Danger Tag"). 
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 C. Upon completion of the work, each employee will remove his/her lock, 

rendering the machine operable when the last lock is removed. 

 

 

 

D. The employee responsible for removing the last lock, before doing so, shall 

assure that all guards have been replaced, the equipment, machine, or process 

is cleared for operation, and appropriate personnel notified that power is being 

restored.  This employee is also responsible for removing the "Equipment" 

lock and returning it to the supervisor. 

 

 

VII. EMERGENCY SAFETY LOCK REMOVAL 

 

 A. The superintendent, or other designated management person, will be 

authorized to remove an employee's lock under the following conditions: 

 

  1. Receipt of a written request signed by the appropriate supervisor which 

shall state the reason the employee is not able to remove the lock. 

 

  2. The supervisor is responsible for making certain all the requirements 

for restoring power are followed. 
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CONFINED SPACE ENTRY 

 

 

No employee shall enter areas defined below without authorization: 

 

1. A space that is NOT DESIGNED FOR CONTINUOUS employee OCCUPANCY; 

 and 

 

2. Is large enough and so configured that a person can bodily enter into and perform 

  assigned work; and 

 

3. Has LIMITED or RESTRICTED means for ENTRY or EXIT; and 

 

4. May have a POSSIBLE HAZARDOUS ATMOSPHERE that may expose 

 employees to the risk of death, incapacitation, impairment of ability to self rescue  

 caused by: 

 

 A. Flammable gas 

 B. Airborne combustible dust 

 C. Atmospheric oxygen concentration below 19.5 or above 23.5% 

 D. A toxic atmosphere or substance 

 E. Danger of engulfment 

 

UNTIL AN AUTHORIZED PERSON EVALUATES THE AREA AND AUTHORIZES 

ENTRY. 
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GENERAL CONFINED SPACE ENTRY PROCEDURE 

 

 

1. There shall be no unauthorized entry into a confined space by any person. 

 

2. An authorized person shall examine, test and evaluate a potential entry space and  

 determine if it is a "NON-PERMIT SPACE" and meets the following requirements: 

 

 A. It does NOT contain any atmospheric hazards or dangers of engulfment 

  capable of causing death or serious physical harm; 

 B. The space has been PROVEN SAFE, has been VERIFIED, DOCUMENTED,   

  and has a CERTIFIED GUARANTEE of a safe environment. 

 

3. If the conditions in #2 have been satisfied, the ALTERNATE ENTRY  

 PROCEDURE may be followed. 

 

4. If conditions in #2 are not met and has any of the following, the PERMIT ENTRY  

 PROCEDURE must be followed: 

 

 THE SPACE: 

 A. Contains or has a potential to contain a HAZARDOUS ATMOSPHERE. 

 B. Contains a material that has a potential for ENGULFING an entrant. 

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

  asphyxiated by inwardly converging wall or by a floor which slopes  

  downward and tapers to a smaller cross section; or 

 D. Contains any other recognized serious safety or health hazard. 
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EMERGENCY PROCEDURES 

 

 

 

In case of an emergency on site the following procedures should be instituted at each site: 

 

1. Method of communication should be determined at each site, telephone, radio, etc. 

 

2. Emergency telephone numbers should be posted: 

 

a. Police 

b. Fire 

c. Medical Response Team 

 

3. Post near communication station the address of your site. 

 

4. Post names of first aid responders on site. 

 

5. Designate person to direct emergency crews to site of emergency. 

 

6. Instruction to each employee if known harmful plants, reptiles, animals, or insects,  

 are present regarding all of the following: 

 

a.The potential hazards. 

b. How to avoid injury. 

c.Applicable first aid procedures to be used in the event of injury. 
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CARING FOR BITES AND STINGS 

 

 

 
Insect Bites 

Spider Bite / 

Scorpion Sting 

Marine Life 

Stings 

Snake Bites Animal Bites 

Signals 
Stinger may be 

present 

 

Pain 

 

Swelling 

 

Possible allergic 

reaction 

Bite Mark 

 

 

Swelling 

 

Pain 

 

Nausea and vomiting 

 

Difficulty breathing 

or swallowing 

Possible marks 

 

 

Pain 

 

Swelling 

 

Possible 

allergic 

reaction  

 

 

Bite Mark 

 

 

Pain 

 

 

Bite Mark 

 

 

Bleeding 

 

 

 

Care 
Remove stinger – 

scrape it away or 

use tweezers 

 

Wash wound 

 

Cover 

 

Apply a cold pack 

 

Watch for signals 

of allergic reaction 

 

 

 

 

 

 

Wash wound 

 

Apply a cold pack 

 

Get medical care to 

receive antivenin 

 

Call local emergency 

number, if necessary 

 

Initially, soak 

area in salt 

water 

 

Apply cold 

pack or paste 

of baking soda 

or meat 

tenderizer 

 

Call local 

emergency 

number, if 

necessary 

 

 

Wash wound 

 

Keep bitten 

part still, and 

lower than the 

heart 

 

Call local 

emergency 

number  

 

 

 

 

 

If bleeding is minor 

– wash wound 

 

Control bleeding 

 

Apply antibiotic 

ointment 

 

Cover 

 

Get medical 

attention if wound 

bleeds severely or if 

you suspect animal 

has rabies 

 

Call local 

emergency number 

or contact animal 

control personnel 
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 WRITTEN HAZARD COMMUNICATION PROGRAM 
 

 

GENERAL 

 

The following hazard communication program has been established for                       . 

This program will be available for review by all employees. 

 

I. HAZARD DETERMINATION 

 

                                              will be relying on Material Safety Data Sheets from 

suppliers to meet determination requirements. 

 

II. LABELING 

 

 A. The                                              will be responsible for seeing that all 

  containers coming in are properly labeled. 

 

 B. All labels shall be checked for: 

 

  1. Identity 

  2. Hazard 

  3. Name and address of responsible party 

 C. Each                                               shall be responsible for seeing that all portable 

containers used in their work areas are labeled with identity and hazard warning. 

 

III. MATERIAL SAFETY DATA SHEETS (MSDS) 

 

 A. The                                               will be responsible for compiling the  

  master MSDS file.  It will be kept                                                        . 

 

 B. Copies of MSDSs for all hazardous chemicals to which employees may be  

  exposed will be kept in a file at                                                           . 

 

 C. MSDSs will be available for review to all employees during each work shift.   

  Copies will be available upon request to                                                . 

 

 D. The                                                will be provided with the required  

  MIOSHA Right-To-Know posters and postings notifying employees of new or  

  revised MSDSs within five (5) days of receipt of new or revised MSDSs. 
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IV. EMPLOYEE INFORMATION TRAINING 

 

 A. The                                                    shall coordinate and maintain  

  records of training conducted for                                                         . 

 

 B. Before starting work, or as soon as possible thereafter, each new employee  

  will attend a safety class.  In that class, each employee will be given  

  information on: 

 

  1. Chemicals and their hazards in the workplace. 

 

  2. How to lessen or prevent exposure to these chemicals. 

 

  3. What the company has done to lessen or prevent workers' exposure to  

   these chemicals. 

   

  4. Procedures to follow if they are exposed. 

 

  5. How to read and interpret labels and MSDSs. 

  

  6. Where to locate MSDSs and from whom they may obtain copies. 

 

 C. The employee will be informed that: 

 

  1. The employer is prohibited from discharging, or discriminating against,  

   an employee who exercises the rights regarding information about  

   hazardous chemicals in the workplace. 

 

  2. As an alternative to requesting an MSDS from the employer the  

   employee may obtain a copy from the Department of Public Health. 

 

 D. Attendance will be taken at training sessions.  These records will be kept by 

                                               . 

 

 E. Before any new hazardous chemical is introduced into the workplace, each  

  employee will be given information in the same manner as during the safety  

  class. 
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V. HAZARDOUS NON-ROUTINE TASKS  (Delete entire section if not applicable) 

 

A. On occasion, employees are required to do work in hazardous areas (e.g. 

confined spaces).  Prior to starting work in such areas, each employee will be 

given information about the hazards involved in these areas. 

 

  This information will include: 

 

  1. Specific chemical hazards. 

 

  2. Protection/safety measures the employee is required to take to lessen  

   risks. 

 

  3. Measures the company has taken to lessen the hazards, including  

   ventilation, respirators, the presence of another employee, and  

   emergency procedures. 

 

 B. It is the policy of                                              that no employee will begin  

  work in a confined space, or any non-routine task, without first receiving a  

  safety briefing. 

 

VI. INFORMING CONTRACTORS 

 

 A. It is the responsibility of the                                               to provide any  

  other contractors with employees exposed to our chemicals with the following  

  information: 

 

  1. Hazardous chemicals with which they may come in contact. 

 

  2. Measures the employees should take to lessen the risks. 

 

  3. Where to get MSDSs for all hazardous chemicals. 

 

 B. It is the responsibility of the                                               to obtain 

  chemical information from contractors when they will expose our employees  

  to hazardous chemicals which they may bring into our workplace. 

 

VII. PIPE AND PIPING SYSTEMS 

 

A.   Information on the hazardous contents of pipe and piping shall be readily 

  available  
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____________________________________________________________________ 

 

VIII. LIST OF HAZARDOUS CHEMICALS 

 

 This is a list of the chemicals used by _________________________________                                                              

.   

MATERIAL (Name on label and MSDS)                        Page            of ______ 

 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

____________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________            
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Michigan Occupational Safety & Health Administration 

Consultation Education & Training Division 

7150 Harris Drive, P.O. Box 30643 

Lansing, Michigan 48909-8143 

 

For further information or to request consultation, education and training services  

call (517) 322-1809 

or 

visit our website at www.michigan.gov/miosha 

 

 

 

 

 

 

www.michigan.gov/dleg 

 

 

 

 

 

 

 

The Department of Labor & Economic Growth will not discriminate against any 

individual or group because of race, sex, religion, age, national origin, color, marital 

status, disability, or political beliefs. 

If you need assistance with reading, writing, hearing, etc., under the Americans with 

Disabilities Act, 

you may make your need known to this agency. 

http://www.michigan.gov/miosha
http://www.michigan.gov/dleg
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This document is available upon request in alternative accessible formats 

to individuals with disabilities.  For further information call: 

Voice (517) 322-1809,   TTY (517) 335-0191 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

 


