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GOALS AND OBJECTIVES

The following goals are a desired result of implementation of an effective Accident
Prevention Plan.
 Effective involvement of each and every employee of the Edinburg CISD, to help
reduce employee injuries by 50%.


Elimination of any and all hazards (current and potential) that expose or create risk
of any nature.



An ongoing reduction of all work related incidents resulting in injury or illness to any
employee and other person(s) or property damage from such incidents.



An increased awareness of the overall safe operation of all facilities.



An increase in morale of all employees from knowing their work environment is
maintained, as free as possible, from any and all recognized hazards.



Through the effective implementation of this Accident Prevention Plan, elimination
of all work related injuries and illnesses, property damage, and all losses
associated with such incidents.

The following objectives have been established and will be instrumental in achieving the
goals and projections we have set forth for this school district.
 Communication and Implementation of an Accident Prevention Plan by Principals,
Department Heads and Supervisors/Directors.


Commitment for ongoing support from each and every level of management and
personnel.



Assigned responsibilities and accountability for the safety program.



Allocation of resources to the safety program.



Establish lines of communication involving management and employees at all
levels for safety and health concerns.



Effective records and documentation maintenance review.



Completion of comprehensive surveys and periodic self-inspections.



Establish effective measures for hazard identification, correction and control



Implementation of effective orientation and training programs.



Implementation of regular safety program review and revision procedures.
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AUTHORITY AND ACCOUNTABILITY
The Superintendent of Schools accepts the responsibility for providing resources and
guidance for the development and implementation of the safety and health program for
the District.
The Superintendent of Schools is ultimately responsible and accountable for the overall
implementation of the working accident prevention plan. Every Principal/Department
Head also have the authority to discipline those employees that violate established safety
policies, procedures, or rules.
The administrators, directors, principals, risk managers (District Safety/Risk Management
Program Facilitators) and department heads are responsible and will be held accountable
to ensure that all employees under their control follow safety and health policies,
procedures, and rules established by the Edinburg CISD. They are also responsible for
administering training and guidance to employees under their direction. The
administrators, directors, principals, and department heads have the authority to
reprimand and recommend disciplinary actions against employees that violate the safety
and health policies of the Edinburg CISD.
Employees of the Edinburg CISD are responsible and will be held accountable for
providing this school district with commitment to the safety and health program, abiding
by the policies, procedures, rules set forth by the program, and becoming actively
involved in the program to assist in providing a safe and healthful workplace for all
involved.
Employers of outside contractors that provide or perform services at any location in the
District, are responsible to ensure that all employees and service provided by employees
are performed and delivered in a manner that is consistent with our commitment to safety
and health. The Accident Prevention Plan will be made available for review to all
contractors.
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IMPORTANT
PLEASE READ CREFULLY TIHE FOLLOWING EXCERPTS FROM
EDINBURG CISD BOARD POLICY


All District employees shall perform their duties in conformity with District policy,
ethical standards for professional educators, and state and federal law.
[Reference DH (LEGAL)]



All employees must follow District safety rules and regulations and must report
unsafe conditions or practices to the appropriate supervisor. [Reference DH
(LOCAL)]



Employees must comply with the standards of conduct set out in this policy and
with any other policies, regulations, and guidelines that impose duties,
requirements, or standards attend to their status as District employees. Violations
of any policies, regulations, and guidelines may result in disciplinary action,
including termination of employment. [Reference DH (LOCAL)]
For more information, call the ECISD Personnel Department at 956-289-2312.
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JOB-RELATED INJURIES TO EMPLOYEES
1. All employees are covered by provisions to Texas Workers’ Compensation Law,
effective January 1, 1991.
2. Employees who are injured while on duty are encouraged to see the school nurse
as soon as possible to obtain the necessary first aid and evaluation of need for
further medical attention.
3. District administrative regulations require the employee report an accident/incident
to his/her supervisor within 24 hours of the date of the accident/incident.
4. District administrative regulations require the employee to complete an Employee’s
Report of accident/incident as soon as possible and give it to his/her immediate
supervisor promptly.
5. Texas Department of Insurance/Workers’ Compensation Division rules require that
on-the-job injuries be reported within a 30 day period from the date of the accident.
6. District administrative regulations require that if an injury requires a physician’s
attention, the employee provide a completed Employee’s Authorization for Work
Related Illness or injury (available from the Workers’ Compensation Office),
medical bill(s) and/or a physician’s release to the Principals/Department Head
within 72 hours following treatment.
7. District administrative regulations require the employee contact the Workers
Compensation Office at least once a week during the term of disability.
8. District administrative regulations require the employee contact the Workers
Compensation Office prior to returning to work.
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EMPLOYEE COMMITMENT AND RESPONSIBILITIES
We recognize the success of any district-wide endeavor is largely dependent upon the
entire work force. The Edinburg CISD also recognizes the value of employee
involvement to assist in realizing the goals we, as a district, have set for ourselves.
The Superintendent of Schools and Risk Managers (District Safety/Risk Management
Program Facilitators) aggressively solicits from all employees the assistance for and
commitment to the implementation of the Accident Prevention Plan.
All employees are encouraged and expected to become involved in all aspects of
implementation of the Accident Prevention Plan.
All employees will be expected to perform their job duties in a manner that is safe
to themselves as well as those around them.
We will require all employees to abide by all safety and health policies, procedures, and
rules established by the Edinburg CISD.
All employees of the Edinburg CISD will adhere to the safety and health regulations
established by federal, state, and local agencies.
Adhering to the safety and health program of the Edinburg CISD is not optional, it
is expected and required. Initial and continued employment with the Edinburg
CISD is contingent upon recognizing and abiding by the safety and health policies,
procedures, and rules established by the Edinburg CISD.

_________________________________
Employee’s Signature
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EMPLOYEE INVOLVEMENT
Management encourages employee involvement in each part of the implementation
process for the ongoing safety and health program of this district. We solicit this
involvement by affording each employee an opportunity to participate and be responsible
for implementation of the safety program for their respective areas.
CAMPUS/DEPARTMENT SAFETY MEETINGS
The Principals/Department Heads will ensure that employees meet at least monthly to
discuss safety and health issues or concerns and increase employee awareness of the
safety and health program. The intent of the regular meetings is to keep the program
active in the minds of the employees and offer an avenue for employees to voice concern
regarding workplace safety and health.
Administrator in charge of Campus or Department will keep meeting minutes and
attendance records on file. Minutes will contain all safety items and/or procedures
discussed as well as the date and time of the meeting.
SAFETY COMMITTEE
From time to time, employees of the district will be asked to participate as members of the
District Safety Committee as representatives for their campus or department. The
committee will meet at least monthly to review safety material to be distributed to the
employees they represent. The responsibility for having and maintaining a safe working
environment and keeping the employees injury-free will ultimately rest with the principal
and/or department head.
REPORTING OF HAZARDS AND UNSAFE CONDITIONS
As a condition and requirement of employment, employees are required to report hazards
and unsafe conditions in the workplace to their immediate supervisor. He/she will take
prompt and appropriate action to determine if a hazard exists. If it is determined that a
hazard does, in fact, exist it will receive immediate attention for correction or interim
protective measures until it can be alleviated. Regardless of whether or not a hazard is
determined, the reporting employee will be notified of the corrective action or the
procedures that lead to the conclusion that no hazard existed. If practical, this information
will be shared with all employees of the facility.
DOCUMENTATION
All reports of hazards and corrective measures/action taken will be documented and
recorded. Principals/Department Head and District Safety/Risk Management Program
Executive Committee Facilitators will review this documentation. Pertinent information will
be made available to employees and for safety committee review.
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DISCIPLINARY POLICY
The Edinburg CISD has developed a disciplinary policy that will apply to the safety and
health program of this school district. The disciplinary policy will be a tool to ensure
enforcement of the rules and procedures for a safe and healthful working environment.
The disciplinary policy will apply to all employees of this school district. [Reference DH
(LOCAL) & DH (LEGAL)]
VERBAL WARNINGS
Principals/Department Heads or supervisors may issue verbal warnings to employees
that commit minor infractions or violations of the safety rules or safe work practices.
Continued violations or serious violations that pose severe hazards to other employees
will lead to more stringent action.
WRITTEN WARNINGS
Principals/Department Heads or supervisors may issue written warnings for any of the
following:
* Repeated minor violations of safety rules or procedures.
* Single serious violations of a rule or procedure that could have potentially resulted in
injury to themselves, another employee, or could have caused damage to school district
property.
* Activities that could potentially result in injury or property damage.
DISCIPLINARY LEAVE
Principals/Department Heads may recommend and The Superintendent of Schools may
institute disciplinary leave for any of the above reasons and any of the following:
* A single serious violation of a rule or procedure that results in injury to an employee or
property damage.
* Repeated violations or non-conformance of established safety rules or procedures.
TERMINATION
Supervisors may recommend and The Superintendent of Schools may concur on the
termination of any employee for repeated violations of any of the above circumstances.
DOCUMENTATION
The Principals/Department Heads and Workers Compensation Specialist (If it involves an
injury) will establish employee files. Violations of school district rules and/or safety rules,
regulations or procedures will be documented by filling out a counseling report form on
the employee. The report will state the type of violation and corrective action taken. The
employee must read and sign the report acknowledging that they understand the
seriousness of the violation.

revised: 11/2/11

10

EDINBURG CONSOLIDATED INDEPENDENT SCHOOL DISTRICT
DISTRICT SAFETY/RISK MANAGEMENT PROGRAM
Organizational Chart
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ANALYSIS COMPONENT
The District Safety/Risk Management Program Executive Committee will review injury records,
TWCC-1 forms, insurance company loss runs and accident investigation reports to identify
injury trends and recommend corrective measures. Inspection reports and hazard reports will
be reviewed to determine hazard trends and safety program deficiencies. This review will be
conducted on a quarterly basis during the months of January, April, July, and October. The
review will focus on injury and hazard analysis and recognition of developing trends.
Trend analysis will identify recurring accidents and near miss incidents resulting in or
potentially involving injury, illness, or property damage. The analysis will also recognize
repeatedly identified hazards/violations needing corrective action to establish what program
component is failing that allow the hazard to exist.
District Safety/Risk Management Program Administrators will provide administrators, directors,
principals, and department heads with information and recommendations regarding corrective
measures for accident injury trends developing in their areas of responsibility.
Employees will be made aware of developing trends and hazard exposures as they are
recognized by management.
Trends of accidents or hazard recurrences will be a focal point for corrective action and
employee training as needed.
Corrective measures will be followed up by inspection of each location until the causing factor
has been eliminated or controlled.
Employee training records will also be reviewed biannually during January and July to ensure
an adequate and effective training program is maintained. Employees will also be interviewed
from time to time to establish retention of training and determine when information should be
supported or repeated.
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SAFETY/RISK MANAGEMENT PROGRAM
Number of Staff
Amount
Campus/Department
Base Pay
0 – 10
$10.00
11 – 25
$25.00
26 - 50
$50.00
51 – 75
$75.00
76 – 100
$100.00
101 – 125
$125.00
126 – 150
$150.00
151 – 175
$175.00
176 – 200
$200.00
201 – 225
$225.00
226 – 250
$250.00
251 – 275
$275.00
276 – 300
$300.00
301 – 325
$325.00
326 – 350
$350.00
These are the base pay for an accident if an employee has an accident, goes to see the
doctor and returns to work the same day without restrictions. If your campus/department
was injury free (no accidents at all), the base pay doubles for that month. If you
campus/department has an accident and that employee misses work due to the injury, this
mean you had loss time and for that month, your campus/department does not get any
amount at all. Exclude cafeteria workers and school police staff from your staff counts.
These departments get their own incentives.
EXAMPLE: Austin Elementary School
Staff Total: 47; less 6 cafeteria workers = 41 Total Campus Count
This campus would fall under total employees 26 – 50.
Scenario:
One accident and employee goes to doctor & comes back to work.
Employee has an accident, goes to the doctor and is absent from the
workplace due to doctors order because of the injury.

Amount
Awarded
$50.00
?????

SAFETY INCENTIVE AWARDS PROGRAM
The Safety Incentive Awards Program is intended to reward each campus/department for
their effort in improving safety and reducing the number of injuries and loss days as a result
of the injuries. The amount of incentive pay will be determined by the number of employees
in the campus/department and whether they had no accidents or accidents with no loss
time. At the beginning of each school year, the District will set the amount to be awarded for
accident with no loss time. This amount may be doubled for campuses/department that are
accident free. The District will issue a check to be deposited in the campus/department
activity fund each December and May.
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RECORDKEEPING COMPONENT
The Edinburg CISD believes that the only valid means of reviewing and identifying trends and
deficiencies in a safety program is through an effective record keeping program. The record
keeping element is also essential in tracking the performance of duties and responsibilities
under the program.
This school district is committed to implementing and maintaining an active, up-to-date recordkeeping program.
INJURY AND ILLNESS DATA
The Risk and Insurance Managers, and payroll department will maintain records of all workrelated injuries and illnesses to our school district employees.
The following records are applicable only to work related injuries and illnesses.
Applicable forms or records:
 Division of Workers’ Compensation (DWC) Form 1, First Report of Injury, Loss runs
from carrier.


Record of first aid or other non-recordable accidents/incidents.

All data pertaining to injuries or illnesses that did not require medical treatment or were,
otherwise, not recordable on the above mentioned documents will be maintained in written
record form. This will include first aid treatment of any kind.
All injury and illness documentation and records will be reviewed during the month of January
by Safety Risk/Management Executive Committee and Campus Principals/Department Heads
to analyze occurrences, identify developing trends, and plan courses of corrective actions.
These records will be maintained for a minimum of five years.
 Modified Duty – [Reference DEC (LOCAL)]
SAFETY AND HEALTH SURVEYS AND INSPECTIONS/PROGRAM EVALUATION
The Safety Risk/Management Executive Committee will maintain and review records of all
safety audits and inspections that are conducted within or that affect the school district, our
employees, or facilities.
Applicable forms and records:
 Comprehensive survey reports and records of action taken.


Documented checklists of self-inspection and records of action taken.



Hazard Report/Safety Suggestion Form

Reports generated as a result of comprehensive surveys conducted by Insurance Carrier
Representative and outside professional agencies will receive immediate attention and
consideration. All hazards identified and any other recommendations will be acted upon in a
timely manner. All methods of addressing the issue contained in the reports will be
documented in writing and a copy maintained with the survey report. This documentation will
revised: 11/2/11
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also show the date corrections were made or actions taken. These reports and all associated
documentation will be maintained for record and periodic review to ensure hazard corrections
and implemented recommendations are maintained. Administrative Staff that receive these
reports will ensure and be responsible for the actions to be taken as a result of this
identification process.
Checklists will be developed as part of the periodic self-inspection process. Checklists will be
utilized and maintained including the name of the person performing the evaluation and the
date the inspection takes place. The self-inspection checklists and mobile equipment
inspection reports will be reviewed by administrative staff affected upon completion. All
discrepancies identified will be evaluated as soon as possible. The periodic self-inspection
checklists will be reviewed and evaluated to ensure current applicability. This review will be
performed throughout the workplace with input from supervisors and employees. The
checklist along with other applicable data will be retained for review. The list will be developed
with the assistance of professionals providing comprehensive surveys (insurance reps, local
fire inspectors, DWC, etc). The hazards and recommendations noted in the comprehensive
surveys will be given consideration for additions to the periodic self-inspection checklist. Area
supervisors will be responsible for requisitioning and assisting in the correction process.
The formal Accident Prevention Plan components will be reviewed in January each year to
identify insufficiencies or component failure. Each will be audited individually with the findings
documented and recorded. This documentation will be utilized to identify trends in the
program element deficiency and to track improvement modifications. This documentation will
be maintained for 5 years.
SAFETY OR OTHER RELATED MEETINGS
The Principals/Department Heads and the Safety/Risk Management Executive Committee will
maintain accurate records of all proceedings associated with the safety and health program of
this school district. (Reference organizational charts, page 11)
Applicable forms and records:
 Minutes and other records or data resulting from safety meetings or other gatherings in
which discussion occurs that affects the safety and health program.
An accurate record of all proceedings affecting the safety and health program of this school
district will be maintained and appropriate action take by management or other designated
staff. These records will include the name of the presenter, date, a list of attendees or those
present, and details of the topics discussed and action or corrective measures suggested,
recommended, or taken. The purpose for documentation is to ensure that decisions affecting
the safety and health program of this school district are carried out and implemented and that
results are tracked.
A person will be designated to be responsible for keeping minutes or records at each function
meeting. During each subsequent meeting, the record of minutes for the previous meeting will
be reviewed, discussed, or resolved and the document will be closed with an authorized
signature designating all entrees are correct and approved.
TRAINING RECORDS
The Campus Principals/Department Heads designee will document and maintain records and
revised: 11/2/11
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sign in sheets of all safety and health related training.
Applicable forms or records:
 Copies of all training activity will be forwarded to the Safety/Risk Management
Executive Program Committee facilitator’s office for proper disposition.
 Agendas
 Inspections Forms
 Sign-In Sheets
 Training Materials
All safety and health related training provided will be documented. This documentation will be
maintained as proof of attendance and review to assist in determining the need for additional
or repeated training for employees on an individual basis. Records and documentation of
training will include the presenter's name, date of training, topic or subject, legible identification
of the attendee, and attendee's signature. The person providing the training is responsible for
generating the documentation. The training record will become part of the employee's
permanent file and will be maintained by the person responsible for human resources at the
Campus/Department.
ACCIDENT INVESTIGATION
The District Safety/Risk Management Program Executive Committee will ensure proper
records and documentation of all accident and incident investigation activities are maintained
and reviewed.
All applicable forms and records:
 Accident investigation forms and supporting data including photographs.
 Records of corrective action or preventative measures implemented.
Accidents and near miss incidents resulting in injury or illness to a person, property damage of
any magnitude, or the potential for either will be investigated and documented. All items of the
designated accident investigation form will be addressed in detail as soon as possible
following the incident. The information acquired will be utilized and reviewed by administrative
staff, supervisors, and affected employees to establish all contributing factors and causes.
From the investigation, a plan of corrective action will be established to prevent recurrence of
the incident. The plan of corrective action and implementation will be documented and
reviewed by management to ensure execution.
EQUIPMENT INSPECTION AND MAINTENANCE
Directors and other administrative staff will maintain records and data pertaining to equipment
inspection and maintenance programs for vehicles and other equipment.
Applicable forms and records:
 Inspection and maintenance records.
 Work order requisition and disposition thereof.
 Documentation of repair and replacement of parts for equipment.
Directors and other administrative staff will maintain accurate records involving all routine
inspections and maintenance procedures performed on equipment and all vehicles. The
documentation will be utilized to determine an effective, ongoing equipment maintenance
revised: 11/2/11
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program and to ensure compliance with regulations that require inspections on certain
equipment. The Safety/Risk Management Program Executive Committee will review
inspection documents at least quarterly.
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SAFETY AND HEALTH EDUCATION AND TRAINING COMPONENT
The Edinburg CISD is committed to providing safety and health related orientation and training
to employees at all levels in the school district. The District Safety/Risk Management Program
Executive Committee will develop, implement, and maintain an aggressive safety and health
orientation and training program to educate and familiarize employees with safety and health
procedures, rules, and work practices thru the District’s Safety Committees, Principals, and
Department Heads. The administration of Edinburg CISD will require involvement and
participation of all administrators, directors, principals, department heads, managers,
supervisors, and employees in the implementation of the accident prevention plan.
Furthermore, the executive level will support the orientation and training program with
allocations in funding, staff, resources, and time to develop and implement this program.
TRAINING PROGRAM DEVELOPMENT
The training subjects and materials are developed utilizing industry and cite specific criteria
relating to identified and potential hazards, accident and incident data, and training required by
state and federal regulations. The orientation and subsequent training sessions will include,
but not be limited to the following:
 Hazard associated with the work area.


Hazard of the job or task assignment.



Emergency procedures.



Personal protective equipment.



Specific equipment operation training and inspection



Employee reporting requirements.



Accident investigation (supervisors and other designated personnel).



Any federally required training not included or addressed above.



Accident Prevention Plan

The training program shall be administered in two phases consisting of new employee or
reassignment orientation and regular periodic training and refresher sessions. Aside from the
formal safety and health related training classes, employees will receive guidance and
instruction on safe operating procedures of each assigned job or task.
ORIENTATION
The orientation training will be administered to new employees prior to the initial work
assignment and to employees being assigned to new or different tasks or jobs. The
orientation will consist of required training programs as well as job and site safety and health
information. All new employees will be afforded a tour of the facility and an opportunity to
pose questions to expedite the familiarization process. New employees will not be released to
an individual job assignment until it has been determined by administrators, directors,
principals, and department heads that the individual has retained the minimal acceptable
revised: 11/2/11
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elements of the training provided and pertinent information to safely perform the assigned
duties.
ONGOING TRAINING
All administrators, directors, principals, department heads, managers, supervisors, will conduct
ongoing safety training. Employees are required to participate and become involved in the
ongoing safety and health-training program. The frequency, repetitiveness, and subject matter
will be determined by training assessments and audits to be performed by District Safety/Risk
Management Program Executive Committee and will be at intervals that ensure demonstration
of adequate training. The assessments and audits will, for the most part, be informal
questions and observations of employees and work areas. At some point, a more formal
survey, such as a written examination may be required. Employees attending a training
session must demonstrate competency and retention of the minimal acceptable information
prior to returning to any job assignment. The administrators, directors, principals, and
department heads have the authority to assess training effectiveness and are responsible for
enforcing implementation of criteria requirements of all training.
DOCUMENTATION
Any safety and health related training administered or provided by administrators, directors,
principals, department heads, or their designee will be documented with at least the following
information:
 Date of training session


Provider (name of person conducting training and affiliation, if not an employee of the
school district).



Subject matter.



Legible signatures of name of attendee(s) and supplemental identification is needed
and required.

All training records and documentation will become a permanent part of each employee
record as well as a master record that is to be used to determine that all employees are
participating in the program. Individual training records will be maintained for the duration of
employment, plus five years, by the Principal, Director or Department Head. Make up
Safety Training will be required and documentation will be kept by designated person(s) to
ensure that information is properly disseminated to employees who did not attend safety
training.
INSPECTION COMPONENT
The Edinburg CISD has implemented an inspection to identify, correct, and control hazards on
an ongoing basis. This program will utilize multiple resources to ensure effectiveness.

COMPREHENSIVE SURVEYS
The District Safety/Risk Management Program Executive Committee will arrange for
each location of operation to receive a comprehensive safety and health audit form to
revised: 11/2/11
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be filled out by the principals, department heads and/or their designee on a monthly
basis. These audits will help identify existing and potential hazards and non-compliance
issues that should be addressed. The findings of the safety surveys will be discussed and
recommendations for corrective actions suggested. Audits will also be conducted to evaluate
the overall effectiveness of the Accident Prevention Plan and employee training aspects.
Recommendations will be made to enhance the performance of the safety and health
program. All reports will be forwarded to District Safety/Risk Management Program
Facilitators Office for review.
SAFETY AND HEALTH SELF-INSPECTIONS
The administrators, directors, principals, department heads and/or their designee at each
location of operation will conduct weekly in-house safety and health inspections that will cover
their entire facility and equipment. Monthly inspection forms will be filled out and turned in to
District Safety/Risk Management Program Office by the 5th day of each month. Records will
be kept of campuses and departments participating in self-inspection. The Superintendent of
Schools will be made aware of the names of the administrator, directors, principals and
department heads who don't turn in a monthly inspection form to the District Safety/Risk
Management Program Office.
All inspections will be conducted on an ongoing basis without interruption. Management will
allocate adequate time and resources for designated employees to perform the safety
surveys.
Each location will develop and maintain an inspection checklist(s) specific to their operation,
including vehicles and equipment. The list will be developed utilizing a general inspection
checklist and will be evaluated and updated with hazards that are identified during the
inspections and other pertinent data as it is acquired. The contents of this checklist will be
reviewed during each inspection to ensure that it is current and updated. The checklist will
become a part of the permanent record of the inspection and will serve as a conformation of
the audit. Each checklist will indicate the location or specific site or area surveyed, name
and title of the inspector, date of inspection, and corrective action taken for identified
hazards or violations. The inspection report will be used in trend analysis and record
keeping. The District Safety/Risk Management Program Executive Committee,
Principals/Department Heads will review the inspection checklists and any other established
documentation to ensure that a course of corrective action and timeline has been
established for eliminating each deficiency.
INSPECTION COMPONENT
HAZARD CORRECTION AND CONTROL
District Safety/Risk Management Program Executive Committee, is committed to and will
correct or control hazards identified through any of the avenues of recognition established.
Identified hazards will receive a timely response.
HAZARD CORRECTION
Whenever possible and feasible, hazards identified at facilities will be corrected by means of
revised: 11/2/11
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eliminating the cause of the hazard at the source. This will include but not limited to the
following:
 Discontinuation or removal from use all equipment until replaced or repaired.


Correction of any unsafe acts or conditions in existence by service or training.

HAZARD CONTROL
When identified hazards cannot be eliminated due to feasibility or other reason, the hazard will
be effectively controlled by engineering, administrative procedures, work practices, personal
protective equipment, or any suitable combination of these measures.
Engineering controls will include but not be limited to the following:
 Isolation of employee exposure to the hazard


Guarding or displacement of employee exposure to the hazard.



Preventing employee maintenance and repair of machinery and equipment.

Administrative procedures will include but not be limited to the following:
 Written programs to establish administrative guidelines for safe work practices.


Established and implemented work rules and procedures.

Work practices will include but not be limited to the following:
 Careful planning and performance of each assigned job, duty, or task.


Reduction in duration of employee exposure to hazards.



Adherence to establish safety and health rules and procedures.

Personal protective equipment will be the control of last resort when all other means of
eliminating the hazards have not provided adequate protection to the employee. When
personal protective equipment is issued, the employee will be informed on the requirements,
use, and limitations of the equipment. Hazard Reports and safety suggestion forms will be
provided to Principals, Department Heads and Directors by the District Safety/Risk
Management Program for use by employee to report unsafe conditions, unsafe actions or
making a safety suggestion. Forms will be presented by employees to Principals/Department
Heads who will address concerns and in turn forward documents to District Safety/Risk
Management Program Facilitators and Maintenance and Facilities Department, and kept on
file by each campus or department.
ACCIDENT INVESTIGATION
The immediate supervisor will investigate and report to District Safety/Risk Management
Program and all work related accidents and near miss incidents involving employees or school
district property to develop preventive measures and implement corrective actions.
EMPLOYEE REPORTING
revised: 11/2/11
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All employees are required to report any of the following to their immediate supervisor who will
forward information to District Safety/Risk Management Program Office on proper forms.
 Accidents or incidents resulting in injury or illness of any magnitude (including first aid
related cases).


Accidents or incidents resulting in property or equipment damage of any magnitude.



Any near miss incidents that could potentially have resulted in injury or illness to an
employee or property damage.

EMPLOYER REPORTING
The Workers Compensation Specialist will report the following accidents to insurance carrier,
local, state, and federal agencies as required:


Following DWC Injury Reporting Rules.



Fatalities and accidents involving three (3) or more injuries will be reported within 8
hours.



Lost workday cases other than fatalities.



No- fatal cases without lost workdays which result in transfer to another employment or
require medical treatment other than first aid, or involve loss of consciousness or
restriction of work or motion. This category also includes any diagnosed occupational
illnesses, which are reported to the employer, but are not classified as fatalities or lost
workday cases.

ACCIDENT INVESTIGATION
The Administrators, Directors, Principals, and Department Heads will be responsible for
accident investigations for incidents that occur in their areas of responsibility or that affect
employees under their supervision. Upon notification of an accident or near miss incident, the
responsible supervisors will begin investigative proceedings to determine the following:
 How the accident or incident occurred.


Special circumstances involved.



Underlying, indirect, or associated causes.

 Corrective actions or preventive measures and controls. [Ref. attachment A & B]
Accidents and incidents involving situations where multiple supervisors are affected such as
an employee of one department injured in another area will be investigated as a joint effort
with the supervisor of the area where the incident occurred taking charge of and being held
accountable for the investigation to help prevent recurrence.
DOCUMENTATION
All activities and findings of the investigators will be documented and recorded for
review. A copy will be sent to the Safety/Risk Management Program Office.
revised: 11/2/11
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PERIODIC REVIEW & REVISION OF COMPONENTS
The District Safety/Risk Management Program and the District Safety Committee will review
and revise the components of the Accident Prevention Plan for effectiveness and
implementation each January. Special attention will be devoted to areas and criteria that
demonstrate failure in program components, introduction of new procedures, processes, or
equipment. Corrective measures will be taken as needed to re-emphasize or restructure the
Accident Prevention Plan to perform at the optimum effectiveness.
Information will be solicited from area supervisors and employees to determine effectiveness
of each individual program component as well as for assistance in developing adjustments
and corrections.
Texas Workers’ Compensation Program
If an employee sustains an injury while performing his/her assigned duties, please follow
these steps:
1. Employee notifies his/her supervisor
2. Supervisor notifies ECISD Workers’ Compensation Office
3. Supervisor and nurse fill out the “Notification of on the Job Injury” form
4. Employee takes “Notification of on the Job Injury” form to the ECISD Workers’
Compensation Office, if the injury is of an emergency nature, skip step “4” and
fax notification form to the ECISD Workers’ Compensation Office
5. Employee obtains the paperwork at the ECISD Workers’ Compensation Office
to see the doctor
6. Employee’s Supervisor submits, within 48 hours, the Accident Investigation
Form to the office of Safety/Risk Management
7. After seeing the doctor, the employee will hand carry, from the doctor’s office
to the ECISD Workers’ Compensation Office, the Work Status Report Form,
DWC-73
8. A copy of the Work Status Report will be taken by the employee to their
supervisor
9. If the doctor, under regular or light/modified duty, returns the employee to
work, a clearance form must be filled out at the ECISD Workers’ Comp. Office
and a copy will be taken by the employee to their supervisor
10.Employee’s Supervisor will place employee back to work with the restrictions
indicated on the Work Status Report, DWC-73
revised: 11/2/11
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The return to work program on Light/Modified Duty applies to the Workers’ Comp. Program
only as outlined in the ECISD Workers’ Compensation Regulation. Employees who are
injured outside the scope of their assigned duties are not covered under the Workers’
Compensation Program.
Employees who are injured while on the job may be eligible for Workers’ Compensation.
This is a state regulated insurance program that pays for your medical bills, medication, and
replace a portion of your loss wages. Workers’ Compensation is not an employee’s benefit,
but rather an insurance funded by the district to assist employees who are injured on the
job.
Division of Workers’ Compensation Program
Supervisor’s Responsibilities
1.

Supervisor develops written Incident/Injury Reports from information provided by
employees under his/her supervision.

2.

Supervisor notifies immediately the ECISD Workers’ Comp Office of any injuries.

3.

Supervisor investigates all Incidents/Injuries.

4.

Supervisor submits a Supervisor’s Incident/Injury Investigation Report to the
Workers Comp Office for each Incident/Injury within 24 hours of the Incident/Injury.

5.

Supervisor reviews the Work Status Report, DWC-73 submitted by injured employee
after each doctor’s visit.

6.

Supervisor assigns Light/Modified duties to employees who have been released to
return to work with restrictions, if any, according to the Work Status Report, DWC-73
and Board Policy DEC (Local).

The return to work program on Light/Modified Duty applies to the Workers’ Compensation
Program only as outlined in the ECISD Workers’ Compensation Board Policy DEC (Local).
Employees who are injured outside the scope of their assigned duties are not covered under
the Workers’ Compensation Program.
Employees who are injured while on the job assigned will be provided with Division of
Workers’ Compensation Insurance to assist the employee during the period of recovery.
Workers’ Compensation is not an employee benefit but rather an insurance to assist injured
employees who were actually hurt while on their assigned duty.
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SAFETY PROGRAM RULES DISTRIBUTION
The purpose of these rules is to further explain the school district’s safety procedures
for employees. Not all the safety rules presented in this manual apply to every specific
occupation within the EDINBURG Consolidated Independent School District. However, all
the rules can be of benefit to an employee who is safety conscious, whether he is on-the-job
or not.
The following list has printed next to each particular job title a list of the safety rules
that should be studied and reviewed by any person occupying that particular job or position.
The letter or letters that precede the title of each particular set of rules in the table of
contents designates the rules.
It is the responsibility of each employee to become thoroughly familiar with each set
of rules that are applicable to the type of work the employee performs for the school district.
Employee will work in the safest manner possible to prevent injury to himself/herself and
others.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
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Teachers, Counselors, Principals, Administrators: A, B, C, H, HH
Clerical Personnel: A, B, C, H, HH
Teacher Aides: A, B, C, H, HH
Assistant Director of Maintenance: A, B, C, D, E, F, G, H, I, J, K, L, M, N, O, P, Q, R,
S, T, U, V, W, X, Y, Z, AA, BB, CC, EE, HH
Maintenance Foreman: A, B, C, D, E, F, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U, V,
W, X, Y, Z, AA, BB, CC, EE
Transportation Assistant Director: A, B, C, G, H, I, K, W, X, Z, AA, CC, EE, HH, TEA
School Bus Driver Manual
Transportation Department Foreman: A, B, C, G, H, I, K, X, Z, AA, CC, EE, HH, TEA
School Bus Driver Manual
Assistant Director of Food Services: A, B, C, D, E, F, G, H, J, K, X, Z, AA, CC, EE,
GG, HH,
Food Service Manager: A, B, C, D, E, F, G, H, J, K, W, X, Z, AA, CC, EE, GG, HH
Electricians; Supervisor: A, B, C, D, E, H, I, J, K, M, Q, S, V, W, X, AA
Electrician: A, B, C, D, E, H, I, J, K, M, Q, S, V, X, AA
Electrician Helper: A, B, C, D, E, H, I, J, K, M, Q, S, V
Air Conditioner Supervisor: A, B, C, D, E, H, I, J, K, Q, S, W, X, Z, AA
Air Conditioner Service Man: A, B, C, D, E, H, I, J, K, Q, S, W, X, Z, AA
Air Conditioner Repairman: A, B, C, D, E, H, I, J, K, Q, S, V, X, Z, AA
Air Conditioner Helper & Filter Man: A, B, C, D, E, H, I, J, K, Q, S, X, Z, AA
Auto Mechanic Foreman: A, B, C, H, I, J, K, Q, S, T, U, V, W, X, Y, Z, AA
Auto Mechanic Worker: A, B, C, H, I, J, K, Q, S, T, U, V, W, X, Y, Z, AA
Bus Driver: A, B, C, H, I, K, W, Z, AA, CC, EE, TEA School Bus Driver Manual
Custodian Supervisor: A, B, C, D, E, F, G, H, I, J, K, W, X, Z, AA, CC, EE, HH
Day/Night Custodian Supervisor: A, B, C, D, E, F, G, H, I, J, K, X, Z, AA, CC, EE, HH
Custodian and Grounds Foreman: A, B, C, D, E, F, G, H, I, J, K, X, Z, AA, CC, EE
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23. Custodian and Grounds Assistant Foreman: A, B, C, D, E, F, G, H, I, J, K, X, Z, AA,
CC, EE
24. Day/Lead Custodian Campus: A, B, C, D, F, G, H, I, J, K, X, Z, AA, CC, EE
25. Night Campus Custodian: A, B, C, D, F, G, H, I, J, K, X, Z, CC, EE
26. Day Custodian: A, B, C, D, F, G, H, I, J, K, X, Z, CC, EE
27. Carpenter: A, B, C, D, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U, V, W, X, Z, AA, CC,
EE
28. Construction Helper: A, B, C, D, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U, V, W, X, Z,
CC, EE
29. Plumber: A, B, C, F, G, H, I, J, K, L, M, N, Q, S, T, V, W, X, Z, AA
30. Plumber Helper: A, B, C, F, G, H, I, J, K, L, M, N, Q, S, T, V, W, X, Z
31. Maintenance Engineer – High School: A, B, C, D, E, F, G, H, I, J, K, L, N, N, O, P, Q,
R, S, T, U, V, W, X, Y, Z, AA, BB, CC, EE, HH
32. Locksmith: A, B, C, H, I, J, K Q, S, V, Z, AA
33. Maintenance Security Officer: A, B, C, D, G, H, I, J, K, W, X, Z, AA, EE
34. Security Installation Man: A, B, C, D, G, H, I, J, K, W, X, Z, EE
35. Security Installation Helper: A, B, C, D, G, H, I, J, K, W, X, Z, EE
36. Painter: A, B, C, D, G, H, I, J, K, X, Z, AA, CC
37. Welder: A, B, C, G, H, I, J, X, Y, Z, AA
38. Yardman Supervisor: A, B, C, D, G, H, J, V, X, Z, AA, BB
39. Yardman: A, B, C, D, G, H, J, V, X, Z, AA, BB
40. Maintenance Shop Tool Man: A, B, C, D, F, G, H, I, J, K, L, M, N, O, P, Q, R, S, T, U,
V, W, X, Y, Z, AA, BB, CC, FF, HH
41. Roofer: A, B, C, D, E, G, H, I, J, M, Q, S, U, V, X, Z, AA
42. Delivery Route Man: A, B, C, D, G, H, I, J, K, X, Z, AA, EE
43. Cement Block-layer: A, B, C, D, H, J, W, X, AA
44. Maintenance Worker: A, B, C, D, F, G, H, I, J, K, X, Z, AA, CC, EE
45. Food Service Supervisor: A, B, C, D, F, G, H, J, K, W, X, Z, AA, CC, FF, GG, HH
46. Cook, Central Kitchen: a, B, C, G, H, J, K, X, Z, GG
47. Cafeteria Receiving and Inventory Clerk: A, B, C, D, G, H, J, X, Z, AA GG
48. Salad Preparation Cook: A, B, C, G, H, J, K, Z, GG
49. Snack Bar Preparation Cook: A, B, C, G, H, J, K, Z, GG
50. Cafeteria Equipment Repairman: A, B, C, D, E, F, G, H, I, J, K, Q, V, W, X, Z, AA,
CC, EE, GG
51. Food Packer, Central Kitchen: A, B, C, D, G, H, X, Z, GG
52. Driver, Central Kitchen: A, B, C, G, H, I, J, K, X, Z, AA, GG
53. Dishwasher, Central Kitchen: A, B, C, D, F, G, H, J, K, X, Z, GG
54. Cafeteria Worker: A, B, C, D, G, H, J, K, X, Z, CC, GG
55. Part-Time or Substitute Cafeteria Worker: A, B, C, D, G, H, J, K, X, Z, CC, GG
56. Print Shop Personnel: A, B, C, H, Z, FF
57. Business Machines/Computer Technician: A, B, C, H, J, K, L, Z, AA, CC
58. Media Specialists: A, B, C, H, J, K, L, Z, AA, CC

revised: 11/2/11

29

A
GENERAL SAFETY RULES
On-the-job accident prevention is required of all school district employees. You make it
happen through full cooperation and teamwork between and among yourselves, supervisors,
and managers. It is a goal of this safety manual to assist employees in working in the safest
manner possible to prevent injury to themselves and others.
Here are some important general safety rules and practices that you are required to
follow regardless of your work assignment.
1. Lift properly.
CORRECT LIFTING TECHNIQUES

Hold
Load
as close to
body
as
possible

Squat
Close
To
Load
Keep
Back
Straig
ht As
Possib
le

Lift by
pushing
up with
strong
leg
muscles

Grip
Object
Firmly

Here are the eight basic steps to be followed in any type of lifting procedure:
A
Use your thigh muscles.
B
Keep your spine straight.
C
Divide the weight between both hands.
D
Obtain firm natural footing.
E
Get as close to the object as possible.
F
Bend your knees, and then straighten with the weight on legs and thighs.
G
Do not twist with a load; turn your feet.
H
Bring the weight against your body.
Here are some additional rules to reduce the possibility of strains:
A
Get help with heavy loads.
B
Use mechanical handling aides wherever possible.
revised: 11/2/11
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C
D
E
F
G
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Avoid lifting above waist level or below ankle level.
Avoid rapid and jerky movements.
Lift with the legs and bend you knees.
Keep in good physical condition.
Reduce the size and weight of lifted items.
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A
Take care of your back!
A. Push, don’t pull:

Whenever you have to move something that’s on a cart, a dolly, a
handtruck, or in a bin with wheels, push the load. Pushing puts
less strain on your back.

B. Move, don’t reach:

revised: 11/2/11

You may not realize it, but over-reaching many times
throughout the day will eventually take its toll on your back. If
you can, arrange your workstation so that the things you work
with most are within easy reach. Move things closer to you or
move your entire body closer to them.
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A
C. Squat, don’t bend:

Whenever you have to reach down low, you should squat
down, bending at the knees, rather than bending your back. If
you have to reach into a deep container, prevent injury by resting
your free hand on the top edge of the container for support. As
you straighten up, push down on the container edge to push
yourself back up.

D. Turn, don’t twist: Twisting is not the thing to do. Sudden twists are responsible for
lots of back injuries. Instead of twisting, turn your whole body in
the direction that you want to go.

revised: 11/2/11
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Source: Bureau of Business Practice : Facts about backs.
Waterford, Connecticut: Author
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A
2. Wipe up all spills, leaks, mud, rain water, etc., on all floors, hallways, or steps
immediately, even if you are not the one that caused the spill. Wipe the floor dry.
Never leave the area unmarked or unguarded, even for a moment.
3. Wear low-heeled shoes with good slip—resistant soles and heels. Avoid wearing high
heels, open toes, sandals, thongs, or shoes that are worn thin so that they can be
easily penetrated by nails or tacks.
4. Haste makes waste and causes accidents. Do not run and watch your step. Keep
your footing and balance at all times.
5. Sweep up broken glass and/or pick up broken glass with a pan or dampened paper
towel or gloves. Never use your bare hands!
6. Obtain instructions and authority for operating any machinery. Always follow the safety
instructions for operating a machine. Do not take chances or cut corners. Do not leave
equipment or use it where someone may stumble over it. Never yank out any cords,
but grasp the plug. Put all equipment and tools back in their proper place.
7. Never use chairs, carts, garbage cans, wheelbarrows, tables, counters, boxes, filing
cabinets, or milk crates as substitutes for proper ladders or work platforms equipped
with railings.
8. School property, including buildings and grounds is no place for horseplay, fighting,
teasing, practical jokes, or startling your fellow workers.
9. Do not lubricate, oil, grease, or service moving equipment. Never leave a machine
plugged in and unattended.
10. Do not take any of the following on the job or eight hours minimum prior to coming on
the job: alcoholic beverages, amphetamines, narcotic drugs or derivatives thereof, or
tranquilizers. If you are on prescribed medication, report this to your supervisor before
working hours. Do not have drugs or alcohol in your possession or in your vehicle.
11. Be mentally alert and physically fit at all times; and, if you feel ill, report this to your
supervisor before working hours.
12. Know your school fire and emergency escape plan and the location of all fire
extinguishers.
13. Report defective tools, hazardous conditions, hazardous substances, or broken
equipment immediately to your principal or supervisor in writing. The principal or
supervisor should frequently “double check” and take action to have defective items
replaced or repaired.
14. Inspect all ladders before use and set up the ladder properly. Never stand on the top
step of a stepladder. See special ladder rules.
revised: 11/2/11
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15. Never store combustible or flammable liquids in a janitor’s closet, boiler room, utility
closet, or electrical equipment room. Store these outside or in an approved cabinet or
room, and always use approved safety containers.
16. Never overload electrical circuits.
17. Never use gasoline as a cleaning agent. Use the proper solvents.
18. Use handrails when using the stairways, and keep to the right.
19. Avoid wearing loose clothing, jewelry, necklaces, and gloves around rotating
machinery.
20. Let sharp objects such as knives, glass objects, scissors, cutters, or hedge trimmers
fall. Trying to catch them may cause serious cuts.
21. Never remove machine guards unless authorized, except for repairing, adjusting, or
cleaning. Then immediately replace them.
22. Avoid distracting or disturbing others. Do not talk to persons while they are operating
equipment or machines. This includes vehicles, especially in fast moving or congested
traffic.
23. Do not attempt to repair anything, such as wiring and equipment, unless you are
qualified.
24. Report all injuries, however minor, immediately to your principal/school nurse or
immediate supervisor. Delayed reporting of injuries is inexcusable.
EDINBURG
EMERGENCY/AMBULANCE

911

EDINBURG FIRE DEPARTMENT

911

EDINBURG POLICE DEPARTMENT

911

EDINBURG HOSPITAL
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POISON CONTROL CENTER

1-800-764-7661

RISK MANAGEMENT OFFICE

316-7543
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B
PORTABLE LADDER SAFETY RULES
1. Completely inspect periodically and before each use all hardware and fittings especially
if the ladder has been tipped over, or in a fire, or has been abused.
2. Inspect all ropes and cables and replace them if defective.
3. Do not used defective ladders, but report them immediately to your supervisor and get
another ladder.
4. Portable ladders are designed as one man working ladders, based on a 200-pound
load. Do not overload a ladder.
5. Do not use metal ladders while working near electrical wires or electrical equipment.
Use a wood or fiberglass ladder.
6. If your shoes are muddy or otherwise slippery, clean them before you climb.
7. Do not raise a ladder from the bed of a truck to the roof. Set the ladder base firmly on
the ground. Ladders must not be placed on boxes, barrels, wheelbarrows, or other
unstable bases.
8. Do not climb a ladder if you are ill or afraid of heights.*
9. Do not paint wooden ladders, as this hides possible cracks. Use linseed oil.
10. Do not store wooden ladders where they will be exposed to the elements; store them
where there is good ventilation.
11. Do not use a ladder which has been tagged “Dangerous – Do Not Use”.
12. Do not set up a ladder behind an unlocked door, doorway, or without someone
standing guard.
THE FOLLOWING RULES APPLY TO STRAIGHT EXTENSION LADDERS IN
ADDITION TO THOSE ABOVE (portable nonself-supporting)
13. Never stand on the top three rungs.
14. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at
the top at both side rails or to a proper-sized single support attachment and by
choosing a ladder equipped with non-slip safety feet. Since the ladder usually must be
climbed to secure the top, someone should stand at the bottom and hold the ladder
while this is being done. If the job is of short duration, it may not be feasible to tie the
top. If this is the case, another person should hold the ladder until the job is completed
and the other person is safely on the floor. Only when the top is secured should
someone work from the ladder alone. When ladders with no safety shoes are used on
hard, slick surfaces, a foot ladder board or cleat should be used against the base.
revised: 11/2/11
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15. Do not reach out from a ladder even when it is being held. Move the ladder instead.
16. Keep your shoes and the ladder rungs free from grease, mud, ice, etc. Clean oily or
greasy ladders with a safety solvent, or steam clean.
* Do not use ladders if you tire easily, are subject to fainting spells, are using
medication or have used alcohol/drugs, or are

physically handicapped.

B
17. Do not use ladder sections upside down. Always use right side up. The extension
ladder should always be erected so that the upper section is resting on the bottom
section.
18. When working from a position on the ladder, always brace your knees against the
side rails near the end of the ladder rungs to increase stability.
19. Do not climb ladders when wearing high heels, sandals, or thongs.
20. Position straight ladders so that the base of the ladder is a distance equal to onefourth the vertical height away from the wall. This is approximately equal to a 75 1/2
pitch. If the ladder base is too close, it can tip backwards. If it is too far away, the
ladder may break.
21. Ladders must be 3 ½ feet taller than the building top.

LOCK
SPREADERS
BEFORE CLIMBING
KEEP STEPS DRY AND
CLEAN
WEAR SLIP-RESISTANT
SHOES
KEEP BODY CENTERED
BETWEEN
BOTH
SIDERAILS
READ
ADDITIONAL
INSTRUCTIONS
ON
LADDER
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B
THE FOLLOWING SAFETY RULES PERTAIN TO
STEPLADDERS IN ADDITION TO FIRST 21 ABOVE
22. Select a stepladder tall enough to reach the work. Never stand on the top two steps
or on the bucket shelf.
23. Be sure that the stepladder is fully spread and the spreaders are locked; be sure that
the spreader is not bent or loose.
24. The bracing on the back legs of stepladders is designed for stability and not for
climbing.
25. Always have someone hold your stepladder if you are climbing higher than four feet.

revised: 11/2/11
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C
ELECTRICAL SAFETY RULES
1. Inspect electrical equipment, leads, and wiring regularly for meeting the National
Electrical Code Standards, especially in wet areas; i.e., when steam cleaning wash
areas, laundries, or swimming pools, assure proper grounding and ground fault circuit
protection.
2. Do not use electrical tools or extension cords that are defective. Check the continuity
and do not use frayed cords. Check to see that the strain relief is proper.
3. Do not remove ground prongs or disconnect ground wires of any electrical
equipment.
4. Do not use electrical tools if the area is wet. If absolutely necessary, use a high
resistance rubber type glove and boots and have a ground fault circuit interrupter in
the circuit.
5. Use double-insulated tools if maintaining an approved ground is not possible.
6. Do not remove the insulating discs from the plug caps.
7. “Lock Out” all equipment before repairing, cleaning, adjusting. The work crew
foreman is responsible for keeping the key and to sound the “all clear” before startup.
8. Keep at least 30 inches clear in front of all electrical switches, switch gear, etc., and
maintain one access way.
9. Do not overload circuits.
10. Do not work closer than 10 feet to any power lines.
11. Do not put liquids or containers of liquids on electrical equipment, such as
transformers, wiring ducts, switch boxes, etc.
12. Do not bypass fuses with coins or nails.
13. Do not try to catch electrical hand tools if you lose your grasp. Let them drop.
14. Cover all junction boxes, outlets, switches, and fittings. If you have to remove any
covers, put them back when you are finished.
15. Ground all metal fixed electrical wiring equipment.
16. Label all circuit breakers, electrical switches, and fuse panels as to their use.
revised: 11/2/11
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17. Be careful of circuits, which may have “back feeding”.
18. Do not run flexible cords or cables through holes in walls or ceilings or through
doorways or windows.
19. If you have to remove any guards on equipment drives, put them back when you are
finished.
20. Be sure to report instances of fuses blowing frequently or circuit breakers tripping.
21. Be cautious with electrical power cords. Worn cords can cause short circuits, shocks,
and fires. Always be sure you are using the right type of cord for the right job. Use
heavy-duty cords for tools, moisture resistant for outdoors, and always use 3-wire
type cords. A cord that is fine for a lamp is not large enough in conductor size for a
portable heater.
22. Extension cords must not be affixed to a wall with metal staples.
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C
23. Do not place cords under rugs or across the driveway because damage can occur to
the insulation.
24. Do not wrap cords around steam pipes, metal or warm appliances; keep them away
from heat and water.
25. Pull the plug, not the cord, to disconnect from a wall outlet and check the cord often
for wear at plugs and connections.
26. Never turn on an electrical tool or use it when standing on a wet floor.
27. Do not put any electrical parts in water.
28. Do not touch plumbing or metal objects and electrical tools at the same time.
29. Do not touch electrical tools or appliances with wet hands.
30. Turn off any tool that sparks or stalls.
31. Always disconnect electrical power tools before cleaning.
32. Always keep clothing, curtains, and paper away from lamps and other heat sources.
33. If a fuse blows or a circuit breaker trips, try to find the cause – such as a short circuit
or overload – to correct the problem. Pull the main switch and replace the burned-out
fuse with a fresh one of the same size and turn on the main switch again. If the fuse
should blow again, recheck for the cause. If you cannot locate the problem, call an
electrician.
34. If the lights go out due to heavy windstorms, fallen trees or branches, or vehicle
accidents to utility pokes, keep calm. Keep flashlights, extra batteries, and bulbs, as
well as a battery-operated transistor radio in a spot where you can easily find them.
Do not try to remove or touch downed wires whether they are sparking or not. Do not
gamble that the wire is dead.
35. Do not use metal ladders or scaffolds around electricity, especially power lines or live
outdoor wires, even for changing light bulbs. Electricity is conducted by aluminum;
when you are carrying a metal pole or ladder, etc., look up and look out for power
lines.
36. First aid for electrical emergencies:
A. If the victim is in contact with live indoor low voltage electricity, shut off the
power if possible and pull the plug or turn off the main switch. If not possible,
free the victim by using a dry rope or stick. Be sure your hands are dry and
that you are on a dry surface. Do not endanger yourself. By touching a
person who is still in contact with a live wire, you can also be harmed with the
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electrical current causing contraction of chest muscles, paralysis of nerve
centers, interruption of heart rhythm, hemorrhages, destruction of tissue,
nerves, and muscles.
B. If the victim is in contact with live outdoor wire, the only safe procedure is to
call the electric company and let them turn off the power. Should you be able
to free the victim, use these first aid techniques:
Asphyxiation – Mouth to mouth resuscitation, chest pressure/arm lift, or
artificial respiration.
Shock – Get medical aid now! Dial emergency telephone number.
victim warm and place head lower than feet.

Keep

Burn – Cut away loose clothing. Cover burned areas with sterile dressings to
keep out air. Treat for shock and get medical aid at once.
C. In case of electrical fire:
Unplug the equipment or electrical tool or appliance if possible. Use a
recommended fire extinguisher or throw on common baking soda. Know the
location of fire extinguishers. Never use water on live wires.
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SPECIAL SAFETY RULES FOR SCAFFOLDS
1. The span-scaffold platform is designed to carry a maximum distributed load of
500 pounds with a safety factor of four. Do not exceed this 500-pound load. The
maximum static load is 25 pounds per sq. ft. on any platform and 3000 pounds
total on any base section or 1600 pounds with legs extended.
2. The horizontal brace of the span scaffold should never be installed at the same
level as the intersection of the diagonal braces. Always install it either higher or
lower than this intersection point.
3. Never climb a span-scaffold that does not have at least two diagonal braces and
one horizontal brace properly installed in the bottom section. Double-width spans
require double bracing.
SCAFFOLDS
Do not use scaffolds unless you have read and are familiar with all of these
important safety rules:
1. Lock all caster brakes before climbing the scaffold.
2. Never move a scaffold when anyone or any material is on it.
3. If in doubt as to the ability of a scaffold to handle a job, write or telephone the
manufacturer for instructions.
4. Never use a scaffold that is damaged or improperly erected. Do not force parts
that do not fit freely.
5. Be sure the scaffold is level at all times. When the leg is adjusted, be sure to
push the locking collar completely over the expanding nut and below the safety
locks. (See the instructions below.) Never make leg adjustments when anyone is
on the scaffold.
6. Do not try to stretch the platform height with the adjustable legs. When additional
height is required, add more scaffold sections. Save the leg adjustment for
leveling the scaffold.
7. Never lean a ladder against a scaffold. Never place a ladder on the platform of a
scaffold. Never push or pull or lean against a wall or ceiling when standing or
sitting on a scaffold, unless it is securely tied to the building.
8. Make sure all locking hooks are firmly in position and that the spring-loaded
locking pins have functioned properly. These hooks appear at each end of the
separate horizontal and diagonal braces and at the upper end of stairways.
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9. Before using a scaffold with folding braces, be sure that the latches of all locking
hinges are locked.
10. Always install a safety railing and toe boards when a platform is to be used at
heights of 4 feet or over.
11. When the height of a scaffold platform is going to exceed two times (or 12 ft) the
minimum base dimension, the base must be enlarged by using outboard
supports.
12. Do not climb or stand on diagonal braces. Work only while standing on one of the
platforms. When climbing the scaffold lower end frame, be careful to go over the
top. Never swing around the outside of the ladder.
13. Never use any scaffold in the vicinity of a live electrical apparatus or near
machinery in operation. Do not work/carry/set up equipment within 10’-0” of
energized power lines. Look up and live.
14. The columns of each scaffold section are furnished with interlock clips parked in
the lower of a pair of holes at the upper ends. As an upper section is inserted, the
interlock clips of the section below are moved to the upper of the two holes,
engaging the matching holes in the upper section bushings, interlocking the two
sections. Never erect a scaffold without interlocking the sections in this manner.
If interlocking clips are damaged or lost, replace them immediately.
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E
AIR CONDITIONING
There is not another place in the District where so many unsafe possibilities exist in
so compact a space as is found in and around air conditioning refrigeration machinery.
Where else will you find high speed rotating machinery and pumps circulating liquids and
gases at high temperatures, pressures, and velocities and utilizing both high voltages and
currents? Unless these possibilities are recognized and treated accordingly, serious
accidents to both personnel and equipment can result.
Refrigeration can only be accomplished economically through the proper application
of temperatures and pressures. Since changing these items would destroy the system, air
conditioning equipment operators must know the principals of refrigeration and understand
safe working habits around this type of machinery.
GENERAL PRECAUTIONS:
1. Watch your step at all times: do all work operations from floor or use a ladder.
Stay off equipment if at all possible.
2. Do not do any work operation without first thoroughly familiarizing yourself with the
system. Be certain before proceeding and be safe.
ROTATING MEMBERS (COMPRESSORS, MOTORS, AND PUMPS)
1.
2.
3.
4.
5.

These shall be securely fastened to base.
Exposed rotating members shall be guarded.
“Caution – Automatic Start” signs shall be used on automatic starting equipment.
Guards shall be provided and in place over belts, chain drives, and rotating shafts.
Insofar as possible, all projecting lugs, bolts, and other items of this nature should
be placed so as to avoid accidental contact by operating personnel, or should be
guarded so that the possibility of accidental contact is diminished.
6. Operating personnel should avoid wearing long ties and long sleeves when
working in or around rotating machinery.
7. Pull switch and fuses, if necessary, before performing work operations.
PIPING AND VALUES:
1. Piping exterior shall be clean and marked as to identify contents.
2. Valves shall be clearly marked.
3. Piping and valves should not be used as a convenient hanging place for cleaning
rags, mops, etc.
4. No pipe connection should be opened unless the operator is thoroughly familiar
with the system and only then in connection with a definite work operation.
5. Valves should only be regulated, opened, or closed by a mechanic thoroughly
familiar with the system.
EQUIPMENT SPACE:
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1.
2.
3.
4.
5.

It shall be properly ventilated and lighted.
The floor shall be clean and free of debris or waste products.
The equipment space shall not be used as a storage room.
Rubber gloves shall be provided.
Rubber matting shall be placed where needed.

E
CONTROLS, GAUGES, AND ELECTRICAL WIRING:
1.
2.
3.
4.
5.
6.
7.

These shall be accessible and in working order.
Gauge cutoff cocks, where provided, shall be closed when gauge is not in use.
Regulations shall be made only by someone familiar with the system.
Fuses shall be properly sized.
Controls, panels, and gauges shall be clearly stenciled.
Schematic diagrams shall be easily accessible.
Electrical leads shall be properly sized (no overheating).

TOOLS AND EQUIPMENT:
1. Proper type of tools shall be provided.
2. Eye protection shall be provided and worn when handling refrigerant.
3. Storage place shall be provided; tools shall not be left lying around on floor or
equipment.
4. Surplus refrigerant drums shall be provided, where required.
AIR HANDLING EQUIPMENT:
1. Plenum chambers shall be tight, well lighted, and clean.
2. Fan blades shall be clean and tight on shaft.
3. Proper instructions shall be followed for opening plenum so as not to interfere with
other equipment.
4. The fan unit will be stopped during work operations.
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PLUMBING SAFETY RULES
1. Eye protection of an approved type should be worn when engaged in welding or
cutting operations, grinding, chipping, or working on steam or chemical lines, or any
type of work where an eye hazard exists.
2. Hard hats should be worn by all persons working in areas where tools, materials, or
objects may fall from above.
3. Safety belts and life lines should be used when it is necessary to work at elevations
where scaffolds or staging is not practical, such as running pipes or ducts along
members of open roof trusses, and when working on unguarded catwalks.
4. Gloves should be worn when handling pipes, sheet metal, or other materials having
rough edges.
5. Wear adequate clothing, which includes long sleeves, and keep the cuffs buttoned
when welding, cutting, or working on chemical and steam lines.
6. Observe the proper safe-lifting rules. See the section on lifting.
7. Care should be exercised when handling pipes, ducts, or other materials to avoid
catching fingers and hands between the materials and the floor or other objects.
8. Be considerate at all times of the safety of your fellow workers and the general public,
including the students in the school.
9. Use only tools and equipment that are in first-class condition.
10. Examine the tools periodically to make sure they are in good working order.
11. All electricity driven power tools and machinery should be properly grounded
12. Check torches to determine that no leaks exist and that they are in good operating
condition. Refer to the special section on rules for cutting, welding, or braising.
13. Be careful of torches and do not place them where surrounding material could be
ignited. Never leave any lighted torches unattended.
14. Split or loose hammers and handles should be replaced.
15. Do not use chisels with mushroom heads. The head should be “ safe-ended” before
being used.
16. Do not leave tools on ledges, tops of stepladders, on beams, or near edges of
scaffolds.
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17. Stillson wrenches, chain togs, or flat wrenches should be of the proper size for the
work. Avoid using cheaters. Make sure the jaws are in good condition to prevent
slipping and when using a wrench, place the jaws so they face the direction of pull.
18. Chain tongs or other large tools should not be carried on shoulders when you are
going through passageways or up and down stairways being used by others.

F
19. Inspect all ladders before using them. See the special section on ladder usage. Also
see the special section on scaffold usage.
20. Passageways, halls, stairs, and sidewalks should not be obstructed.
21. Store all material in a safe orderly manner.
22. Material should not be stored in such quantity as to exceed the safe carrying capacity
of the floor or platform.
23. Pipes or ducts should be securely tied and latched to prevent movement or shifting
when being transported on elevators or material hoists.
24. When hoisting pipe or ducts when using a rope line, they should be secured by a
double hitch, well-spaced to prevent shifting.
25. Hoists and block and tackle should be of sufficient size and strength to safely raise or
lower the load for which it is intended.
26. Remove or bend down nails in any lumber removed from crates, etc., and stack the
lumber carefully. Do not leave it strewn about the floor.
27. Remove all piping from stockpiles. This should be done carefully to prevent sudden
movement or shifting of other pipes.
28. When work is to be performed in underground vaults, manholes, tanks, or other
confined spaces, i.e. closets, rooms, low lying areas, trenches, etc., covers should be
removed and proper ventilation established before entering.
29. The sides of trenches should be shored or braced to prevent cave-ins or collapse
when excavated to a depth of 4 feet or more, where soil is likely to crumble, or where
hydrostatic pressure exists and the sides are not sloped to the angle of repose.
30. Substantial barricades should be erected around pits and trenches to protect
employees, the public, and students.
31. Do not force “roto rooters” or other powered sewer augers, especially if there is too
much distance between the auger and the drain.
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G
CUSTODIAL – JANITORIAL SAFETY RULES
1. Use caution when mopping floors. Wear proper footwear. Do one-half of the hallway
at a time, wait for that side to dry, and then do the other half. Post caution signs
indicating “Caution - - Wet Floor” etc., if you cannot mop after hours.
2. Use care in handling crates, broken glass, jagged wires, etc. Use gloves.
3. Never store metal items or anything flammable or combustible in a storeroom where
electrical equipment is located. Do not block the pathways. Keep the storeroom and
boiler rooms clean and roomy.
4. Always mix and apply waxes according to the label. Always use “UL Approved”
nonslip waxes or floor coatings. Proper floor cleaning is vital for keeping floors from
becoming slick. Do not pour unused amounts of water-wax back into the container
for later reuse. This could possibly contaminate the wax. Rinse floors clean after
stripping the wax prior to applying new wax.
5. Store and use acid or caustic drain cleaners properly. Keep caustics away from
chlorine cleaners and use eye protection as directed. Always get the information
regarding precautionary measures off the label.
6. Use extension handles on dust mops, etc., to reduce the need for climbing to get to
high places.
7. Use handrails when using stairways. If your hands are full, use a cart and keep the
load light. Do not let the load obstruct your vision when moving a loaded cart in
hallways or stairways.
8. Use furniture-moving equipment when necessary to move office equipment around.
9. Always put tools, equipment, and machines back in their proper place after use.
10. Store folding tables and pallets, etc., flat rather than on edge.
11. Use a short piece of garden hose approximately 3 to 4 feet long attached to the sink
faucet to fill buckets to reduce the need for lifting them.
12. Hold buffing machines with both hands when starting. Check to see that the switches
are “off” before plugging the machine in.
13. Do not hitch rides on tractors, tow motors, forklifts, etc. To ride in a pickup, get into
the cab or sit down in the back; wait for the truck to stop before getting in or out.
14. There should never be more than three people in the cab of a regular pick-up truck.
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15. Do not allow sand or dirt to accumulate under “walk-off” mats. The floor below the
mat, as well as the back of the mat itself, must be cleaned frequently to prevent
accumulations of dirt acting like numerous ball bearings which can cause the mat to
slide around.
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16. Do not store flammable or combustible materials such as paper products, gasoline
cans, aerosol cans, mops with wooden handles, etc., in the vicinity of the boilers or
other sources of heat such as gas water heaters.
17. Never overload electrical circuits.
18. If in doubt, ask your supervisor.
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HAZARDOUS CHEMICAL OR SUBSTANCE SAFETY RULES –
FLAMMABLE, TOXIC, OR BOTH
1. Receive training, as all employees must be aware of all hazards. Follow the literature
and instructions on labels regarding precautionary measures and safe practices when
using, handling, or storing chemicals. A current notebook of “Material Safety Data
Sheets” should be kept handy. The material safety data sheet contains emergency
medical information: antidotes and basics on what to do and what not to do when
working with chemicals.
2. Handle acids and caustics carefully. Know the location of eye wash stations and
deluge showers. Flush for 15 minutes.
The one exception is calcium oxide or quick lime, which generates
considerable heat with water. Remove lime particles with oil and grease before
the lime is wetted; a rapid stream of water directed at the area immediately can
be used to remove the particles.
3. Know the location and use of fire extinguishers.
4. Check the operation of the emergency eye wash stations daily.
5. Store flammables in a fireproof area - - not in the building.
6. Post emergency phone numbers.
7. If an emergency arises, keep calm and act responsibly.
8. If someone catches on fire, roll him or her in dirt, or throw sand on the person to
suffocate the fire.
9. Label all chemicals properly. Do not use unlabeled chemicals. Dispose of unknown
chemicals properly.
10. Wipe up spills immediately and wipe the area dry.
11. Make sure exhaust hoods or fans are operating properly before using chemicals,
which give off dangerous smoke, dust, vapors, or mists.
12. Avoid creating or breathing dusts, especially from plastic body fillers. Wear dust
masks. Ventilate.
13. If an emergency arises, know and apply first aid. Some work areas are too far away
from the nurse’s office. Keep calm.
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14. Check operation of exhaust fans using a smoke tube or other means.
15. Remove oil, flammable liquid, or chemical-soaked clothing. Clean properly.
Wet or uncured epoxy resins and the chemicals used to harden, thin, strengthen, or
make the resin flexible should be regarded and handled as hazardous materials.
Dermatitis, an inflammation of the skin, is a disease that most often attacks workers
handling epoxy resin and the chemical used to manufacture them. Some of the
symptoms of dermatitis are: redness, itching, swelling, and blisters. Oozing,
crusting, and scaling of the skin can also occur.
H
Respiratory, and nose and throat irritations, headache, nausea, intestinal upsets, and
other conditions may result from breathing the vapors or dusts from the various epoxy
manufacturing processes. The eyes may also be affected by vapors or by direct contact.
Outbreaks of dermatitis and other diseases can be avoided by following these basic
rules:
1. Inform workers of possible hazards.
2. Provide ventilation to control vapors produced while mixing the resins and
hardeners as well as to control the glass and epoxy particulates during tooling.
3. Maintain shop and personal hygiene through good housekeeping procedures,
appropriate hand cleaners, protective clothing, and, where needed, protective
creams.
GUIDELINES FOR HANDLING OF BODY FLUIDS IN A SCHOOL SETTING
THE BODY FLUIDS OF ALL PERSONS SHOULD BE CONSIDERED POTENTIALLY
HAZARDOUS. While the risk of infection from several different organisms is present, the
exact risk depends on a variety of factors. Body fluids include blood, semen, drainage from
cuts and scabs, skin lesions, urine, feces, vomit, nasal discharge, and saliva.
It is best to avoid direct skin contact with body fluids. The use of disposable gloves is
recommended for caregivers who anticipate assistance in first aid when body fluids are
present (i.e. cleaning cuts and scrapes, helping with bloody nose). The use of gloves is
encouraged for those who clean surfaces soiled by body fluids.
Any articles used to clean body fluid spills should be handled with gloved hands and
disposed of in a plastic bag. If an absorbent agent is used, sweepings should be disposed
of in a similar manner. Brooms and dustpans should be cleaned with disinfectant.
CUSTODIAL GUIDELINES
1. Apply absorbent powder or crystals to large spills and pick up fluids with a counter
brush or broom and dustpan. Throw contaminated absorbent material into a plastic
bag and dispose of away from students.
2. Spray area with a germicidal detergent or bleach.
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3. It may be necessary to vacuum the area when it is dry.
4. All tools and supplies must be cleaned (disinfected) before returning them to the
custodial closet for the next emergency.
5. Re-stock supplies for next emergency.
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VEHICLE MAINTENANCE SHOP SAFETY RULES
1. Report any injury to your supervisor immediately.
2. Do not indulge in horseplay, practical jokes, or scuffling in the shop or washroom at
anytime.
3. Wear proper work clothes, with no open shirt cuffs or shirttails left hanging out. Roll
up your sleeves and avoid loose clothing.
4. Do not have long hair around rotating fan blades or other rotating machinery such as
brake drum lathes, wheel balances, and dynamometers. If you want to wear long
hair, tie it back or wear a hair net.
5. Do not run in the shop or up and down stairs.
6. Remove rings, watches, necklaces, and ID chains with metal bands, especially when
working on engines or when testing electrical circuits and parts.
7. Do not put sharp, pointed tools in your pockets.
8. Chain up all compressed gas bottles.
9. Always wipe up spills, oil, or grease off the floor immediately and wipe the area dry,
or cover with oil absorbent material.
10. Avoid using refrigerants, aerosols, adhesives, propellants, or any toxic or flammable
liquids or gases in a tight or closed area. Do not create dust and/or avoid breathing
the dust, especially body fillers-plastics.
11. Do not smoke; keep flames and sparks away from “nonflammable” propellants or
refrigerants as a toxic gas can be produced. A partial list of such chemicals are:
antifreeze compounds, corrosion inhibiters, windshield washer antifreezes,
penetrating oils, spot removers, vinyl dressings, starting fluids, undercoating sprays,
rubber cements, and casing compounds. (See special section on Hazardous
Chemicals or Substances).
12. Be sure to wash hands after handling acids or batteries to avoid getting chemicals on
your skin, mouth, or into eyes.
13. Always use mechanical handling or lifting devices whenever possible and get help
when pushing vehicles.
14. Carry all objects in such a manner that you can see clearly where you are going.
15. Be sure to report to your supervisor any loose or missing guards on power
equipment.
16. Always use the right tool for the job. Never use a file as a pry bar. Keep tools in
proper working order. Do not use “struck” tools with mushroomed heads. Safe-end
them.
17. Keep tools off floors.
18. Do not leave creepers on the floor.
19. Always position the jack handle to its highest point. Never allow a jack handle to stick
out from under a vehicle.
20. Be sure to place safety jack stands under the vehicle after it has been raised.
Never overload a lift, hoist, or jack and never use concrete blocks as jack stands.
21. Keep legs under a vehicle when working under it.
22. Never lift or lower a vehicle with someone under it.
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23. Do not point an air blowgun at others. Never use compressed air to spin bearings, to
blow dust or dirt off clothes. The maximum pressure allowable at the nozzle is 30
PSI.
24. Lock ignition and remove key before working on an engine.
25. Always disconnect battery ground cable before starting to work on an engine.
26. Use protective goggles and face shields when drilling, using wire brushes, bench
grinders, brake drum lathes, valve grinders, or when using caustics. Also use
protective eye equipment when cutting off mufflers or tail pipes or while working
under a vehicle.
27. Use a good step stool with nonslip tread bearing surface to gain access to high
vehicles. Use stools with a wide base. Do not climb on bumpers or fenders as you
may have grease or oil on your shoes.
28. Use ladders properly. (See the special safety rules on ladder usage.)
29. Do not run an engine in a closed room. Provide a means to vent the exhaust to the
outside.
30. Do not stand in front of a car when it is being started.
31. Be careful when removing a radiator cap from a hot radiator. Use a heavy cloth or let
the radiator cool down.
32. Remove gas or fuel tanks and drain the gasoline before welding near them. Do not
repair any tanks that have held any fuel or oil unless it has been thoroughly “gasfreed” and steamed and tested with an “explosimeter”.
33. When removing a battery always disconnect the ground cable first.
34. Always carry a battery with a carrier strap.
35. Always hold the battery away from the body when carrying.
36. Place extension cords where they will not be tripped over.
37. Always place oily rags, oily waste materials, or solvent soaked rags in closed metal
containers with tight fitting covers to prevent spontaneous combustion.
38. Know the location of fire extinguishers and how to use them.
39. When working on fuel lines or fuel pumps, clean up all spills immediately and dispose
of the rags properly. Do not smoke around combustible fuels.
40. Always store gasoline in safety cans that have a spring-loaded vented cap. Never
carry flammable liquids in open containers or glass containers.
41. Prevent flash fires by using safety type “high flash” solvents, by controlling vapors, by
keeping vats covered and avoiding spills, by having plenty of ventilation, and by
avoiding sparks around battery-charging areas.
42. Always report any broken or damaged tools or equipment.
43. Always keep hands and tools free of oil and grease.
44. Do not pour gasoline into a carburetor while the engine is being turned over. Don’t
use your hand to “choke” a carburetor.
45. Always turn the power switch off before removing battery charge cables. When using
cables, make the last connection to a part of the vehicle far away from the battery to
avoid explosions if a spark occurs.
46. Do not form large groups around equipment.
47. Do not lay tools on machines in operation.
48. Keep hands away from moving parts. Use adequate lighting and do not put your
hand into dark shadows without knowing what is there first.
49. Always keep the work area clean, especially underneath and on top of benches.
50. Do not get under raised objects on a chain hoist.
51. Always wind up the droplight when you are finished with it.
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52. Always return special tools, testing machines and battery charger to the specified
place.
53. Do not throw tools (or anything else).
54. Do not use electrical power tools when your feet are wet. (See special Electrical
Safety Rules.)
55. Be extremely careful when using a ½ inch electrical drill. Always have a firm grasp.
Be sure the drill switch requires constant pressure and stops if released.
56. Before starting the engine, make sure the vehicle is out of gear.
I
57. Before moving a vehicle, make sure it has brakes. Do not “hot rod” or “show off”
in any vehicle, especially when the vehicle is being tested.
58. Keep hands out of doorjambs.
59. Handle brake fluid carefully so that it does not splash in the eyes.
60. Clean spray room filters regularly.
61. Keep all chemicals, solvents, etc., properly sealed and labeled. (See Solvent Rules.)
62. Keep all traffic lanes, parking stalls, zones, and aisles properly marked and
illuminated.
63. Sound horn before passing through entrance or exit doors.
64. Use a tire safety gauge when inflating tires with split rims. Use good lock rings and
double check the fit of the ring before inflating. Only authorized persons should be
working on tires with split rims.
65. Stand to one side when inflating any tire. Do not inflate a split rim tire if it is on a
vehicle - - remove it first and have it repaired.
66. Report leaking hydraulic jacks.
67. Do not cut, weld, or use a welding torch unless authorized. (See the special list of
Welding Safety Rules.)
68. Get help by having someone give you signals when backing up a vehicle.
69. Never stand directly behind a vehicle when giving signals; that is, stand to one side.
70. Post a list of emergency phone numbers near the telephone.
71. Never use gasoline as a cleaning agent. (See special Hazardous Chemical or
Substance Safety Rules.)
72. Do not breathe sprayed or atomized oils while lubricating springs, etc.
73. Wear rubber boots with nonskid treads in the wash rack area.
74. Do not jump-start any vehicle without proper safety instructions and/or authorization.
Report defective equipment in time so that it can be repaired to avoid need for jumpstarting.
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GENERAL SHOP SAFETY RULES
Employees will be expected to observe the following rules while working with
machinery:
1. Start or operate machines only if you are trained and authorized to do so. Have
each intended operation on the machines checked by the supervisor and get his
permission before turning on the power. This is especially important for “special
machine setups.” Check to see if “all and everyone are cleared.”
2. Use hand tools and processes rather than machines for unimportant operations and
for work on small pieces of stock.
3. Wear goggles or face shields whenever there is danger from flying particles or other
eye hazards.
4. Do not wear gloves, ties, loose clothing, long hair, or open shirt cuffs. Do secure or
remove loose clothing before operating a machine.
5. Remove rings, wristwatches, necklaces, and bracelets before operating a machine.
6. Refrain from talking while operating a machine.
7. Never allow visitors to congregate around a machine that is in use.
8. Avoid making unusual noises that may startle the operator of a machine.
9. Stay outside of the safety zone while another person is operating a machine.
10. Refrain from scuffling and playing pranks. These are absolutely forbidden in the
shop.
11. Never “Start” or “Stop” a machine for another employee, even if trying to be helpful.
12. Keep fingers and hands away from the moving parts of machines.
13. Avoid getting into awkward positions when operating a machine. Stand erect, keep
both feet on the floor and use proper hand positions on the machine and the stock.
14. Never stand in line with a revolving tool or flywheel.
15. Clear the floor of scraps before starting to work.
16. Turn on the light if there is one on the machine.
17. Keep all safety guards in proper position before turning machine on or while the
machine is on operation.
18. Fasten all adjustments securely before the power is turned on.
19. Remove all wrenches, tools, and extra materials from the machine before the power
is turned on.
20. Shut off the power and notify the foreman at once if the machine is not working
properly.
21. Turn off the power immediately if any unusual noise develops.
22. Never use a cutting blade that is dull. Report dull knives on planers, jointers, saw
blades, etc.
23. Inspect wood carefully for nails, screws, paint, or loose knots before machining.
24. Never feed a machine until it has reached full momentum.
25. Never force stock into a machine faster than it will normally cut.
26. Never hurry when working at a machine.
27. Never attempt to stop a machine after the power has been turned off by catching
moving parts or by applying friction with the hand or rag.
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28. Allow the machine to come to a dead stop before oiling, cleaning, or adjusting. Lock
out electrical, mechanical, hydraulic, pneumatic, spring-loaded, or other forms of
energy.
29. Use a brush to clean cuttings from machine after machine stops.
30. Never leave a machine until it has come to a dead stop.
31. Never leave a machine running unattended.
J
32. Never use makeshift repairs.
33. Never reach across, through, over or under a machine in motion. Don’t reach into
shadows without knowing what is there.
34. Never climb onto or near a machine in operation.
35. Never operate a machine under the influence of any medication, alcohol, drugs, etc.
36. Never operate a machine if you are subject to fainting spells, dizziness, or loss of
balance.
37. Place the machine in a normal position and condition when finished.
A. Remove any special setups.
B. Put waste stock in the scrap box.
38. Wear approved dust-type respirators when buffing, grinding, or sanding which
produces harmful dust.
39. All machines, except portables, should be securely fastened to the floor to prevent
“walking”.
40. Use eye protection and dust masks during cleanup.
41. If in doubt, ask your supervisor.
42. Never use gasoline as a cleaning agent.
43. Use machines only for the use intended and designed.
MACHINERY AND MACHINE GUARDING
Specific Examples for Machine Guarding
GRINDERS
1. Wheel Guard – Safety guards must cover spindle end, nut, and flange projections.
The exposed area of the grinding wheel and sides for the safety guards should not
exceed more than one-fourth of the entire wheel.
When measuring the guard opening, the visors or other accessory equipment is not
included as part of the guard unless this accessory equipment is as strong as the
guard.
2. Work or Tool Rests – These rests must be of strong construction and designed to
be adjustable to compensate for wheel wear. Work rests must be closely adjusted to
the wheel, with a maximum clearance of 1/8 inch, to prevent the work from becoming
jammed between the wheel and the work rest.
3. Exposure Adjustment or Tongue Guards – This safety guard must be constructed
so that it can be adjusted to the constantly decreasing diameter of the wheel. The
distance between the tongue guard and the wheel must never be more than ¼ inch.
4. Face Shield or Goggles – These must be worn by the operator.
FANS
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If fans are located within seven feet of the floor, they must be guarded with grille or
mesh limiting openings to no more than ½ inch.
CIRCULAR SAWS
Circular saws must be provided with a hood that covers the saw at all times to the
depth of the teeth. The hood must adjust itself automatically to the thickness of, and
remain in contact with, material being cut. A spreader should be provided. The exposed
part of the saw underneath the table must be guarded.

J

BAND SAW
Band or band resaw wheels must be completely enclosed and all portions of the
blade must be guarded, except for the working portion between the guide rolls and the table.
RADIAL SAW
In addition to a hood enclosing the blade, an adjustable stop must be provided to limit
toward travel and the head must automatically return to the starting position. When used for
ripping wood, a nonkick-back device must be provided.
AIR COMPRESSORS
Air compressors must have their flywheel and drive pulley fully enclosed.
COMPRESSED AIR
Beware of compressed air; it can be dangerous. Alternate methods of cleaning
surfaces should be sought. Compressed air should never be used to blow debris from a
person. Compressed air may be used if no alternate method of cleaning surfaces is
acceptable. The downstream pressure of compressed air must remain at a pressure level
below 30 PSI whenever the nozzle is dead-ended and then only when effective chipguarding and personal protective equipment are used.
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SAFETY INSTRUCTIONS FOR HAND TOOLS
1. Keep all cutting tools sharp. A sharp tool will cut into the material as it should, but a
dull tool requires excessive pressure and may slide over the work and out of control.
Cut away from yourself.
2. Know name of each tool and its capacity for doing work.
3. Learn to select and used the proper tool in the proper way. It is safer and the job can
be done faster and better.
4. Examine tools before using them. Report faulty tools immediately.
5. Do not use tools with excessively mushroomed heads. Hitting such tools with a
hammer may cause a piece of steel to break off and fly like a bullet.
6. Never use a hammer with a loose or split handle or chipped face. Keep hammer face
well-dressed at all times to reduce the hazard of nails flying.
7. Never pound on hardened metal or tools with a hard-faced hammer. Do not use a
carpenter’s or claw hammer to strike heavier objects such as cold chisels due to
balance and depth of the face design.
8. Beware of all eye hazards. If coping saw blades, drills, or other articles made of tool
steel are bent or twisted, they may snap and send off flying particles.
9. File standard screwdriver tips to fit the screw, as dull, rounded tips will slip out easily.
10. Do not hold the part you are working on in your hands when using a screwdriver.
11. Never use a file without a handle. Never use a file as a pry bar.
12. Keep fingers away from the handsaw blade when sawing (except when starting the
cut). The saw may jump out of the kerf and skid into the hand.
13. When using a wrench, place it on the nut so that it is pulled onto the nut, rather than
off when force is applied.
14. Never put sharp-edged tools into your pockets.
15. Place tools in a safe position when they are not in use.
16. Use only the tools that are needed to do the job.
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SAFETY INSTRUCTIONS FOR PORTABLE POWER TOOLS
All portable power tools should be electrically grounded when they are in use. On
some machines this is done by the use of a three-wire cord and plug, which fits a three-hole
receptacle. The receptacle is grounded to the circuit ground. On others there is a threewire cord with a small tail, which should be screwed to the junction box, thus grounding it to
the conduit.
Electrical accidents are not frequent but can be fatal should they occur. Use the
grounds provided on your machine. Do not cut ground prongs off plugs. (See Electrical
Safety Rules.)
Be sure all portable machines are held in safe position with the switch off when the
plug is put into the electrical circuit. Keep cord suspended off floor or protected by wooden
strips.
ELECTRICAL HAND DRILL
1. Use only sharp, straight bits of the size intended for the machine. Unplug before
inserting or changing bits.
2. Never try to use a square tang auger bit.
3. Auger bits for use in this tool must have the lead screw filed smooth and the square
tang cut off.
4. Keep eyes away from fan vents, or better still, wear an eye shield or goggles to keep
dust from being blown into your eyes.
5. Lay a coasting drill down with the bit pointing away from the operator.
6. Do not drill through cloth.
7. Severe injury may result if a live or coasting bit contacts the operator’s trousers.
8. When using attachments, follow the instructions.
9. Do not try to hold small pieces of material with the fingers.
10. Always use the screwdriver attachment in such a way that it cannot injure the
operator if it slips off the work.
PORTABLE BELT SANDERS
1. Always hold the handle of the sander when plugging it into the electrical circuit. This
is good insurance against possible damage from the sander starting and running off
the bench.
2. The supervisor should inspect the tracking of the belt whenever a new belt is put on.
3. Wear eye protection when using the portable belt sander. The fan vents may blow
dust into the eyes.
4. Keep both hands on the handles provided on the belt sander. Severe injury can
result from touching the work ahead of the belt sander. It may catch a hand and run
over it.
5. Arrange the electrical cord so that it cannot be caught by the belt. The drive wheel
on some machines is spaced out so that the cord may be drawn in between the
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wheel and the housing. This may cut the cord and electric shock or short-circuiting
can result.
POWER HAND SAW
1. Be sure the switch is off and the saw lying or held in a safe position when the plug is
inserted.
2. Be sure the switch is off when changing or handling the blade.
L
3. The cutting of short pieces is dangerous. The piece may be turned by the saw and
the thumb pulled into the blade.
4. Holding the short board with the foot is equally as dangerous.
5. Care should be taken to prevent the electric cord from contacting the blade.
6. The blade should be set in such a manner as to prevent binding and to allow the saw
to turn enough to follow the line of cutting.
7. In a diagonal cut the guard may catch. Do not try to release it with the fingers unless
it has a handle for this purpose.
8. Do not stand directly in the saw line of this or any other saw. If the blade binds, it has
a tendency to kick the saw back out of the cut. Legs have been severely cut when
this occurs.
9. These machines are provided with two handles. Keep both hands on these handles
when operating this saw. Holding work with one hand and cutting with the other is
dangerous.
10. Sawing through loose knots may cause the saw to kick. Defective material may
break under the weight of the saw when cut, allowing the saw to strike the leg of the
operator.
HAND ROUTER
1. Wear eye protection when using this tool.
2. Be sure the fence or pilot is securely locked.
3. Feed the machine so that the leading edge of the knife is biting in as the router is
pushed along (See Shaper Rules.)
4. Keep both hands on the handles when using this machine.
5. Lay the machine down with the cutter pointing away and beware of a coasting router.
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SAFETY INSTRUCTIONS FOR THE CIRCULAR SAW
Recommended Table Height 36” (Hand Fed); 33” (Power Fed)
1. Always keep the guard down over the saw while the machine is in operation. Use
auto kick-back device and spreader when ripping.
2. Use a saw blade that is designed and properly conditioned for the work intended.
Select lumber that will reduce binding.
3. Never allow the saw blade to project more than one-fourth inch above the stock to be
cut.
4. Bring the saw blade to the front of the table.
5. Do not use a saw that is dull or in need of setting.
6. Do not stand directly behind or in line with the saw blade.
7. Do not use the ripping fence for a stop when crosscutting unless a clearance block is
attached to the fence. (This is very important.)
8. Stop the saw for all adjustments.
9. Be sure all adjustments are secure and that the ripping fence or the crosscutting
guide is fastened properly before the power is turned on.
10. Keep the fingers clear of the track of the saw and never allow the hands to cross the
line of the saw while the machine is in operation.
11. Turn on the sawdust exhaust before starting the machine.
12. Be sure that you know specifically what you are going to do before turning on the
power.
13. See that no fence or setup is in the line of the saw before turning on power.
14. Be sure that the tilting arbor saw, when tilted, will clear the table, the fence, the
crosscutting guide, and other special setups before turning on power.
15. Do not reach over the saw.
16. Never attempt to clear scraps from the blade while it is running. Stop the machine, if
this is necessary, and use the push stick to remove scraps.
17. Arch the fingers while feeding instead of laying the hands flat.
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18. Do not allow the left hand to pass the front edge of the saw.
19. Always use the splitter guard with the ripsaw.
20. Use a push stick when ripping stock that is less than 4 inches wide.
21. Rip no stock unless one edge is true. Place that edge against the ripping fence.
22. Do not cut cylindrical stock unless a special jig is used.
M
23. Never attempt re-sawing without first getting special permission.
24. Never attempt to lower stock over the saw. This operation requires special setup and
the attention of your supervisor.
25. Never make freehand cuts on the circular saw.
26. Do not saw warped stock on the circular saw.
27. Use care in sawing through knots. Never saw loose knots.
28. Remember, when helping to “tail off” on the saw, that the only purpose is to support
the stock while the operator pushes it through the saw.
29. Do not leave the machine until it comes to a dead stop.
30. Lower the saw below the table level before leaving the machine.
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SAFETY INSTRUCTIONS FOR THE BAND SAW
Recommended Table Height 46”
1. Make all adjustments before the power is turned on.
2. Set the saw guard and guide within one-fourth inch of the stock being cut.
3. Be sure that the radius of cutting on curves is not too small for the blade. Make radial
relief cuts.
4. Place stock on the saw table so that it lies flat and firm. Do not saw into the toe of a
long level cut, unless the toe is on the table.
5. Plan the sawing procedure so that there will be maximum forward feed and a
minimum of backing out. Number the order of cuts and make necessary relief cuts.
6. Do not back out of stock unless the blade is at a dead stop.
7. Do not use the fingers to remove scrap.
8. Keep the fingers at least two inches from the moving table.
9. Do not place the hand across the line of the saw.
10. Don’t stand on the right side of the saw when the blade is in motion. If the blade
should break, it has a tendency to be thrown out on the right side of the machine.
11. Never cut cylindrical stock on the band saw. Cutting of cylindrical stock requires the
use of special holding jigs.
12. Do three things if the blade breaks:
A. Keep clear
B. Turn off the power
C. Notify the supervisor
13. Do not try to stop the saw with any kind of force.
14. Stay with the machine until it comes to a dead stop.
15. Never turn the band saw on with the band wheel covers off.
16. Keep the saw table well lighted, but free from glare.
17. Install a clear plastic shield guard that is adjustable.
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18. Examine blades periodically for cracks and broken teeth.
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SAFETY INSTRUCTIONS FOR RADIAL ARM SAW
Recommended Table Height 39”
1. Push the saw back against the stop before turning off the power. Be sure the blade
is not touching any wood when power is turned on.
2. Be sure the wood is firmly against the fence.
3. Never put one piece of wood on top of another to be cut on this saw. The top piece
may kick over the fence.
4. Employees must remember that this saw pulls itself into the work, and in some
hardwoods it is necessary to hold back on the handle to prevent the saw from
choking.
5. Do not pull a coasting saw out and let it grab the edge of a board. This may damage
the machine seriously.
6. Avoid working across the saw line with hands and arms. This action is known as
cross-arming and must never be done.
7. Avoid reaching over the saw line to pull stock into place for cutting.
8. When using the saw in a ripping operation, be sure to feed against the cutting edge.
9. Never leave the saw hanging at the end of the arm. Push it back against the post to
be ready for the next cut.
10. Never use the molding head without carefully studying the instructions for the shaper.
All setups except straight cut off work must be approved by the supervisor.
11. If the saw carriage vibrates away from the post, the machine is out of order and
should not be operated until the condition is corrected.
12. Keep underslung or floating guard on at all times.
13. Use an antikick-back device if this saw is used for ripping.
14. Raise front legs slightly to provide a backward tilt.
15. Mark the blade rotation on the saw hood and, when ripping, the direction of the
rotation must be upward toward the operator.

revised: 11/2/11

72

P
SAFETY INSTRUCTIONS FOR THE PLANER
Recommended Table Height 39”
1. Make certain that the stock has no large cracks, loose knots, nails, screw, dirt, paint,
or varnish on any of the surfaces.
2. Turn the shaving exhaust on before starting the machine.
3. Never run stock through the planer if it is less than 18” long.
4. Limit the depth of the cut to one-eight inch for narrow stock and one-sixteenth inch for
stock of full planer width.
5. Do not plane stock that is less than one-fourth inch thick unless it is placed on a thick
board for support.
6. Do not allow the hands to come near feed rolls, and be alert with boards that are
gripped by the feed rolls.
7. Never attempt to shift a board after the feed rolls have gripped it.
8. Do not change the depth of a cut while a board is going through.
9. Never plane two boards side by side. One board may be thinner than the other and a
serious kickback may result.
10. Do not plane the edge of a board in the planer.
11. Never attempt to look into the planer while it is in operation.
12. Never allow the planer to run unattended.
13. Do not stand directly in line with the rotation of the planer head or directly behind the
board that is being fed.
14. Anchor the planer to a solid foundation to reduce vibration.
15. Wear ear and eye protection.
16. Enclose the cutter heads completely.
17. Keep feed roll guards on and properly adjusted.
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SAFETY INSTRUCTIONS FOR THE JOINTER
Recommended Table Height 39”
1. Keep the “leg-of-motion” guard closed over the knives at all times while the jointer is
being operated. Do not pull the guard open with your fingers!
2. Check the stock carefully to make sure that it has no large cracks, loose knots, nails,
screws, sand, or paint on any of the working surfaces.
3. Adjust for the depth of cut before the power is turned on.
4. Never change the adjustment of the out-feed table unless the supervisor has asked
that it be done.
5. Have special setups, inspected and approved by the supervisor, before the power is
turned on.
6. Never run the end grain of a piece of stock over the jointer.
Note: Special instructions will be given for jointing end grain of wide stock.
7. Never cut deeper than one-eight inch without first getting special permission from the
supervisor.
8. Never use stock that is less than one inch wide or less than twelve inches long on the
jointer.
9. Make light cuts when facing.
10. Use a push shoe when jointing narrow or flat pieces of stock.
11. Never lean stock against the jointer or pile stock on the bed.
12. Change the position of the hands so that they do not pass directly over the cutters
when feeding, and never drag the thumb or fingers behind the stock.
13. Hold the stock firmly on the table or against the fence as it is run over the jointer.
14. Turn the power off and allow cutter head to coast to a dead stop before leaving the
jointer.
15. Do not attempt to run odd-shaped pieces over the jointer. Stock must lie flat on the
table, and it must have a straight edge that follows the fence.
16. Do not stand directly behind the jointer when using the machine.
17. Cover the cutter head with a back guard if the fence is moved across the bed.
revised: 11/2/11

74

18. Keep your eyes and your mind on your job.
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SAFETY INSTRUCTIONS FOR THE DRILL PRESS
1. Check to make certain that the bit is properly sharpened and securely fastened in the
drill chuck before starting the machine.
2. Adjust the belt to the proper pulley combination for the required speed. The belt
guard must be in place before operation of the machine.
3. Hold stock securely on the table.
A. Clamp it on the table if it cannot be held by hand.
B. Place small pieces in a vice or jig to hold them in position for drilling.
4. Place the hold in the center of the table directly under the drill to prevent the drill from
striking the table.
5. Set the depth stop to the required depth if the hole is not being drilled through the
stock.
6. Withdraw the bit frequently when drilling deep holes to prevent “burning” and
“freezing” of the bit in the stock.
7. Make all adjustments while the machine is stopped.
8. Check to make certain that the key, drifts, and wrenches are all removed before
starting the machine.
9. Follow the safety suggestions for the particular machine you are adapting the drill
press to replace when using the drill press for routing, shaping, mortising, sanding, or
other special jobs.
10. Locate centers for holes in metal by center-punching.
11. Never attempt to use a wood bit for drilling in metals or plastics.
12. Do not allow the drill press speed to exceed 3,000 RPM when boring holes up to
three-fourths inch in diameter.
13. Reduce the speed when boring deep holes to keep the bit from heating.
14. Reduce the speed when boring into hardwood to keep the bit from heating.
15. Bore large diameter holes at the slowest drill press speed.
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SAFETY INSTRUCTIONS FOR THE SHAPER
Recommended Table Height 36”
1. Purchase only the best shaper steel obtainable for the knives.
2. Set up the machine so that the unused portion of the knife will be below the table.
This is always possible where the machine is equipped with a reversing switch.
3. Where possible, mill the bottom of the stock, thus covering the knives completely.
4. Set the fence and be sure it is safely locked in place.
5. Use all guards and hold down devices provided for the machine, removing them only
when machine adjustment is necessary.
6. See that spindle turns freely before turning on power. If it vibrates or chatters, turn it
off.
7. Examine all wood to be run over the shaper for knots, wane, splits, checks, wind, and
curly grain. Any of these defects can be a source of danger.
8. Remove all wrenches or other tools used in setting up the shaper from the table
before turning on power.
9. Determine the direction of rotation by snapping the switch on and off and watching
the knives come to rest. The cutting edge should be leading and the bevel trailing.
Be certain of this direction. The direction of the feed must oppose the direction of
rotation. Feed against the cutting edge. Think these two points out very clearly as an
error here may have disastrous results.
10. Hold the board being shaped down and against the guide with the palms of the
hands, not the extended fingers. Fingers should be together and lying on the board
out of the path of the cutter. Use special jigs on stocks less than six inches. Hold
work against a fence or guide pins.
11. End grains of boards less than seven or eight inches in width should not be run over
the shaper unless the shaper is provided with a sliding guide and clamp for the board.
12. Where contour work is to be done, the setup involves the use of a collar instead of a
fence. This means that the operator must drop in on the knives until the collar comes
in contact with the work.
13. When dropping in, it is well to be in motion toward the direction of feed. While you
are opposing the knives they are also opposing you, and the least backing at the
start may allow the knives to walk on uncut wood, kicking the board from your hands.
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14. In collar work there must be some of the edge uncut for the collar to run on. If the
molding cut will cover the entire edge, a pattern must be attached to the wood for the
collar to run on.
15. Where the collar is used, do not start the cut on a corner. The knife may walk
around the corner to the uncut wood and a vicious kick will result.
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16. Think each shaper operation out carefully. Try to figure the directions of possible
kick, and so place your hands that they will be kicked away from the knife rather than
dragged into it.
17. Use a long-handled brush to remove chips and scraps after machine stops.
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SAFETY INSTRUCTIONS FOR THE JIG SAW
1. Check the following points before turning on the power:
A. Has the correct blade been selected?
B. Is the blade installed correctly?
C. Has the saw guide been adjusted to support the blade?
D. Is the speed setting proper for the work?
E. Has the pulley been turned over by hand to check blade adjustment?
2. Never cut cylindrical stock on the jig saw.
3. Feed the stock so that the hands are not in line with blade.
4. Keep the fingers at least 2 inches from the moving blade.
5. Make turn cuts slowly.
6. Plan cuts to eliminate need to back out curves.
7. Clean table with a long-handled brush after the blade has stopped.
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SAFETY INSTRUCTION FOR THE DISK SANDER
Recommended Table Height 36”
1. Select correct grade of abrasive sheet.
2. Table fence and guide must be correctly adjusted and tight. The clearance between
sanding disk and table or rest should not exceed one-sixteenth of an inch.
3. Goggles and respirators must be worn.
4. Sand only on the down-stroke side of disk.
5. Do not hold small pieces in hand. They have a tendency to rotate with the attendant
danger of pulling your fingers against the revolving disk. A few small pieces should
be sanded by hand; for a large number, devise a jig to hold them securely.
6. If you must leave the sander before finishing the job, turn off the power. Do not be
responsible for injuring another.
7. Stop sander to make adjustments.
8. Never touch a moving sanding disk.
9. Stop the sander by shutting of power and sanding a scrap piece of wood.
10. Never operate the disk sander if the paper is loose. Report the condition to your
supervisor.
11. Move the work about to avoid heating and burning a section of the paper.
12. Turn on the exhaust hood.
13. Properly adjust the work rest (minimum clearance).
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SAFETY INSTRUCTIONS FOR THE BELT SANDER
Recommended Table Height 36”
1. Select correct abrasive belts.
2. Check to be sure that all guards are in place and that all adjustments are locked
before turning off power.
3. Never hold small pieces in hand.
Devise a holding jig for small work.

They may shift and pull fingers into the belt.

4. Never use a ragged, cracked, torn, or excessively worn belt.
5. Sand on the down-stroke of the belt.
6. Keep hands away from the belt.
7. Wear clean goggles.
8. Keep guards at each in-running nip point.
9. Keep belt taut enough to prevent slipping on the drum when material is brought into
contact with the moving belt.
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SAFETY INSTRUCTIONS FOR THE GRINDER
1. Wear clean goggles that shield the eyes from all directions when grinding.
2. Keep the tool rest as close to the wheel as possible. Under no conditions should the
distance between the tool rest and the wheel exceed one-eighth inch.
3. Apply work gradually to a cold wheel.
4. Avoid grinding on the side of a light wheel. Side grinding must be done only on a
wheel that is designed and built for side grinding.
5. Keep the fingers clear of the stone. Get prompt first aid if a grinding stone injures
you.
6. Keep the path of the wheel travel clear of any obstruction.
7. Do not rub the face or eyes with hands that are soiled with emery dust.
8. Do not stand in line with the wheel when starting the grinder. Faulty grinding wheels
usually break on START.
9. Hold small pieces securely in a proper holder. It is unsafe to hold small pieces in the
hand as they might get away and follow the wheel into the guard.
GUARDING: Straight and tapered wheels used in stationary bench and pedestal
grinders should have a guard opening of not more than 90° with the top of the guard
opening not more than 65° above the center line.
Special type grinders, such as cylindrical, swing and surface grinders, and cutting-off
machines may have guards with large openings.
Guards must enclose both sides and the periphery.
Guards must be strong enough to withstand the shock and contain the fragments of a
burst wheel.
Standard guards should be equipped with an adequate tool rest located above the
centerline of the wheel, and adjusted to with 1/8” of the face of the abrasive wheel.
Guards must be equipped with an adjustable tongue at the upper opening or the
guard must be adjustable so the exposure angle can be controlled. This tongue or
opening must be maintained at ¼” or less at the face of the abrasive wheel.
WHEEL IDENTIFICATION: All grinding wheels should be labeled as to operating
speed and material to be ground to provide immediate identification.
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Identifying labels should never be removed, defaced or altered.
SELECTION: Determine and specify proper type of abrasive, bond, and operating
speed for the material to be ground.
Check the label to be sure the wheel corresponds to the job requirements.
WARNING: Never exceed shaft speeds set by the manufacturer. Check
carefully to see that the RPM rating of the wheel is not less than the RPM
of the grinder.
W
INSPECTION: Inspect each wheel visually for external cracks or chips, upon receipt
and before use.
Ring test the wheel before mounting by tapping it lightly at the points indicated in the
drawing. Tapping should be done with a wooden mallet, wooden hammer handle or
screwdriver handle.
MOUNTING: Use approved metal flange with a diameter equal to 1/3 or more of the
wheel diameter. Flanges should be balanced with no rough surfaces.
Blotters (compressible washers) must be used between flanges and wheels, and
must be of equal or greater diameter than flanges.
Single End Nut – The single end nut should only be tightened sufficiently to drive the
wheel and prevent slippage.
Special purpose wheels should be mounted as recommended by the manufacturer.
OPERATION: All guards should be in place and secure prior to starting. All new
abrasive wheels should be run without load for at least one minute at full speed prior
to use.
Always wear approved eye protection when using grinding equipment.
REFERENCES: ANSI B7.1 – Safety Code for the Use, Care, and Protection of
Abrasive Wheels.
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SAFETY RULES FOR THE FORKLIFT
LOADING DOCK – MATERIAL HANDLING
1. Before loading and unloading a truck, set the brakes.
2. Do not move trucks until all persons are properly seated or protected should the load
shift during transfer.
3. Do not hot rod forklifts, pallet jacks, or other materials’ handling equipment.
4. High lift rider trucks must be provided with an overhead guard.
5. Know the location of emergency eye wash stations when handling batteries to be
charged.
6. Post “ No Smoking” signs in battery charging areas.
7. Keep vent caps off batteries to prevent buildup of gases.
8. Cover vent openings with a cloth.
9. Always pour acid into water, not water into acid.
10. Treat acid burns with baking soda and water. Treat alkaline burns (alkaline batteries)
with vinegar and water. Only trained and authorized persons shall operate the trucks
or forklifts.
11. Lower the forks to the ground when the truck is unattended, i.e., when the operator is
more than 25 feet away from the forklift.
12. Always travel with a low load.
13. Check trucks daily or after each shift.
14. Travel backwards if the load obstructs the view to the front.
15. When entering trailers or railroad cars with a lift, provisions must be made to chock
the wheels.
16. Portable dock boards must be secured into position.
17. Do not overload hoists, lifts, etc.
18. Keep out from under all loads.
19. Do not jump off docks, pickup trucks, railroad cars, or other elevated areas.
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20. Keep aisles unobstructed.
21. Stow pallets flat.
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EYE AND FACE PROTECTION SELECTION GUIDE
Recommended Protectors for Use in Industry, Schools, and Colleges
This Selection Chart offers general recommendations only. Final selection of eye and
face protective devices is the responsibility of management and safety specialists. (For
laser protection, refer to American National for Safe Use of Lasers, ANSI Z136.1-1976)

1. GOGGLES,
Flexible
Fitting,
Regular Ventilation
2. GOGGLES,
Flexible
Fitting,
Hooded Ventilation
3. GOGGLES, Cushioned Fitting,
Rigid Body
4. SPECTACLES, without Sideshields
5. SPECTACLES,
Eyecup
Type
Sideshields
6. SPECTACLES, Semi Flat-Fold
Sideshields
7. WELDING GOGGLES, Eyecup
Type, Tinted Lenses (illustrated)
7A.
CHIPPING
GOGGLES,
Eyecup Type, Clear Safety Lenses
(Not illustrated)
8. WELDING GOGGLES, Coverspec
Type, Tinted Lenses (Illustrated)
8A.
CHIPPING
GOGGLES,
Coverspec Type, Clear Safety
Lenses (Not illustrated)
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WELDING GOGGLES, Coverspec
Type, Tinted Plate Lens
FACE SHIELD, Plastic or Mesh
Window (see caution note)
WELDING HELMET

APPLICATIONS
OPERATION
ACETYLENE – BURNING
ACETYLENE – CUTTING
ACETYLENE – WELDING
CHEMICAL HANDLING

HAZARDS
HARMFUL

PROTECTORS

SPARKS,
RAYS,
MOLTEN
7, 8, 9
METAL, FLYING PARTICLES
SPLASH, ACID BURNS, FUMES 2 (For severe exposure add 10)

CHIPPING

FLYING PARTICLES

1, 3, 4, 5, 6, 7A, 8A
11 (In combination with 4, 5, 6, in
SPARKS, INTENSE RAYS, MOLTEN
ELECTRIC (ARC) WELDING
tinted lenses,
METAL
advisable)
FURNACE OPERATIONS
GLARE, HEAT, MOLTEN METAL 7, 8, 9 (For severe exposure add 10)
1, 3, 5, 6 (For severe exposure add
GRINDING – LIGHT
FLYING PARTICLES
10)
1, 3, 7A, 8A, (For severe exposure add
GRINDING – HEAVY
FLYING PARTICLES
10)
CHEMICAL
SPLASH,
GLASS
LABORATORY
2 (10 when in combination with 5, 6)
BREAKAGE
1, 3, 5, 6 (For severe exposure add
MACHINING
FLYING, GLARE, SPARKS, SPLASH
10)
7, 8 (10 in combination with 5, 6 in
MOLTEN METALS
HEAT, GLARE, SPARKS, SPLASH
tinted lenses)
1, 3, 4, 5, 6 (Tinted lenses advisable,
SPOT WELDING
FLYING PARTICLES, SPARKS for severe
exposure add 10)





CAUTION
Face shields alone do not provide adequate protection.
Plastic lenses are advised for protection against molten metal splash.
Contact lenses, of themselves, do not provide eye protection in the industrial sense and shall
not be worn in a hazardous environment without appropriate covering safety eyewear.

Source: National Safety Council (1988). Accident prevention manual for industrial
operations: Administration and programs. Chicago: Author.
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SAFETY RULES FOR WELDING, CUTTING, AND BRAZING
1. Light acetylene first.
pressure oxygen.

This prevents back-pressuring the acetylene with higher-

2. Stow all cylinders away from radiators or other sources of heat.
3. Keep cylinder caps in places when cylinders are not in use. Keep cylinders upright.
4. Leave a special wrench in position on the valve stem so the fuel gas flow can be shut
off in an emergency.
5. Be sure all oxygen-acetylene rigs are equipped with antirreverse flow check valves
installed in line at both hoses near the torch.
6. Keep cylinders secured with chains to prevent accidental tripping.
7. Store no more than 2000 cubic feet or 3000 pounds of compressed liquified
petroleum gas (LPG) or acetylene inside buildings.
8. Report worn or leaking hoses.
9. Report damaged arc-welding cables immediately.
10. Secure the ground lead firmly.
11. Do not join cables without proper connectors.
12. Wear a welding helmet with the proper shade of lense (see the eye and face
protection selection guide).
13. Protect others in the vicinity by using screens or shields or booths.
14. Wear clean, fire-resistant gloves and clothes with collar. Keep sleeves buttoned.
15. Do not arc weld in wet areas or when it is raining.
16. Do not weld or cut on any tanks which have or may have contained flammable liquids,
oils, or poison - - especially if the tanks or cylinders, etc., are closed. Remove
residues or gases from tanks/cylinders first.
17. Make sure the atmosphere in the welding area is free of flammable gases or vapors
before igniting.
18. Move all combustible and flammable materials away before welding.
extinguishers handy.
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Keep fire

19. Provide local exhaust ventilation when the ceiling is less than 16 feet high or when
welding in confined spaces.
20. Use respirators when you are going to do prolonged welding or when ventilation is not
provided, or when welding on metals or coated metals such as those painted with
lead paint or on cadmium-plated metals or plastics that can produce toxic fumes.
21. Mark on any hot metal with soapstone to warn other workers.
Y
22. Do not get oil or grease on oxygen hoses, regulators, or fittings.
23. Never use oxygen as a substitute for compressed air.
24. Report defective gauges. Keep acetylene pressure less than 15 PSI at all times.
25. Do not carry disposable butane lighters in shirt or pants’ pockets as these can be
burned by welding sparks and could possibly explode.
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SOLVENT SAFETY RULES*
(Flammable, nonflammable, or combustible liquids)
*This also means paints, which have flammable liquids in them, thinners, aerosol spray cans,
adhesives, glues, rubber cements, or other flammable school laboratory chemicals.
Small Volume User Suggested Check List
1. Where a number of solvents are used, a brochure describing recommended safe
practices should be prepared, distributed, and reviewed with all employees. In
addition manufacturers’ literature and labels should be reviewed and their
precautionary measures followed.
2. Solvent storage and mixing areas should be of fire-resistant construction, wellventilated, and separated from other areas by approved fire doors or clear spaces.
3. Solvent storage tanks should be effectively and permanently bonded and grounded.
4. Solvent containers of all sizes should be labeled to show contents and the
precautions to be observed. Federal, state, and local labeling laws governing warning
labels should be followed.
5. Small volumes of solvent stored outside should preferably be undercover.
6. Where flammable solvents are stored or used, the electrical installation should comply
with the National Electrical Code or as modified, or as amended by local authorities
having jurisdiction.
7. Small amounts of solvents should be kept and transported in recognized safety cans.
8. Funnels and containers for flammable liquids should be electrically bonded and
effectively grounded when solvents are transferred.
9. Where solvent operations are performed only occasionally and local ventilation is not
feasible, proper respiratory protective equipment should be worn.
10. Pumping solvents from drums into proper containers is preferred to filling them by
gravity flow.
11. Solvents should not be disposed into sewage or drainage systems. Plans for the safe
and approved disposal of solvent waste should be established for the protection of
personnel and property.
12. Clothing which has become saturated with a solvent should be removed immediately
and the parts of the body involved promptly washed with soap and water.
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13. Solvent drums should be thoroughly cleaned before being repaired or put to any other
use. Solvent drums should be steamed, filled with water, or other equivalent
protection before cutting or welding operations are performed.
14. Proper fire protection should be provided in areas where solvents are stored or used.
Solvent fires are regarded a Class B fires.

Z
15. Chlorinated solvents should be kept away from open flames, high temperatures,
and/or ultra violet energy sources because of their probable decomposition into toxic
or corrosive products.
16. Good housekeeping should be maintained throughout all storage and handling areas.
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DRIVING SAFETY RULES
1. Drivers will not use alcoholic beverages eight (8) hours before or during work hours
(or as mandated by Department of Transportation regulations). The use of
narcotics or alcoholic beverages at any time during working hours will be grounds for
immediate dismissal.
All bus drivers must notify their doctor that their occupation is driving a school bus and
question the doctor whether the medication or drugs prescribed will impair their driving
ability. Drivers who are on medication that will impair their driving ability must
report to their supervisor (or as mandated by Department of Transportation
regulations).
2. Never drive when you are greatly fatigued, not fully alert, or when you are physically
ill, physical deficient, or have severe emotional problems.
3. Drive defensively and be prepared to compensate for the unpredictable actions of
other less skillful drivers. Keep your route plan flexible so that alternate routes may
be readily used to avoid dangerous, unsafe conditions in the roadway, dangerous
intersections, and known hazardous streets, or to avoid parking your vehicle so that
backing is necessary. Backing up should be avoided if at all possible by using the
“pull-through” technique. If you must back up, a responsible individual must be
assigned to help guide you.
4. Obey all traffic laws, signs, and signals and understand them and the vehicle weight
and size limitations, which apply to operating a commercial vehicle. For any laws,
signals, and signs about which you are unsure, request prompt explanations from
your supervisor.
5. Observe the legal speed limits; generally, the speed should be governed by existing
traffic, weather, and road conditions.
6. Always position your vehicle in the proper lane well in advance of the turn location in
order that turns can be accomplished after proper signals with due regard for other
vehicular traffic. Always keep your wheels straight ahead so that if struck from the
rear, you are not forced into oncoming traffic.
7. Always follow at a safe distance. Drivers who follow too closely are putting themselves
and other drivers in serious jeopardy. It is advisable to follow the “two-second” rule,
which means as you are traveling, watch the rear of the vehicle ahead and count oneone thousand, two-two thousand after he passes some point, like a telephone pole, and
if you pass that same point within two seconds, you are following too closely.
8. Avoid excessive lane changing and use good judgment in overtaking and passing.
Pass other vehicles moving in the same direction only when assured of sufficient
space to do so. Passing on curves or crests of hills, or near sideroads or
intersections, is extremely dangerous.
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9. Always yield the right of way.
10. Always avoid distractions while operating a motor vehicle.
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11. Do not smoke or have open flames near while fueling or siphoning, and never siphon
gasoline or other motor fuels by mouth.
12. Tools and equipment should be secured, especially when in the same compartment
with passengers or drivers.
13. Never abuse or hot rod or “show off” with or in any vehicle. Report unsafe drivers to
your supervisor (employees) or to the police department (public).
14. Always plan your routes and schedules properly so that you can start in plenty of time.
Do not wait until the last minute.
15. Inspect your vehicle daily before and after driving: check operation of all lights,
signals, cleanliness of windshield/windows/mirrors, brakes, condition of tires, fluid
leads, steering, emergency equipment, etc.
16. Follow the District’s vehicle driver inspection/reporting program.
17. Complete a vehicle condition report on all District vehicles regardless of whether or
not a defect is found.
18. Drivers and all passengers are required to use seat belts, if provided.
19. Report all vehicle accidents immediately to your supervisor. Within 24 hours, prepare
an accident report following procedures to be used when in a vehicle accident.
20. Do not jump-start any vehicle without proper safety instructions and/or authorization,
and never pour gasoline into a carburetor while the engine is running. Report
defective equipment in time so that it can be maintained to avoid need for jumpstarting.
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BB
SAFETY RULES FOR MOWING
1. Keep gasoline in an approved safety can and properly labeled. These safety cans are
the type with spring-loaded and vented caps.
2. Do not fill tanks of mowers indoors.
3. Do not operate unless you have been properly instructed and authorized.
4. Keep hands and feet from under machine.
5. Do not leave mowers running unattended.
6. Do not use mowers to trim hedges.
7. Wear dust masks and ear protection.
8. Pick up rocks, wire, etc., before mowing. Watch for other obstacles.
9. Use drop chains on tractor-towed mowers and be sure that the chains are within onehalf inch of the ground. Watch slopes. Go slow with no hot-rodding or showing off.
10. Use proper “kill” switch to stop the engine.
11. Do not attempt to repair riding mowers without making sure they cannot start
unexpectedly. Report defects to your supervisor.
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PAINTING SAFETY RULES
1. Have the spray booth ventilation system in operation during every spraying operation.
2. Use the proper type of respirator at all times when spray-painting with toxic paints.
3. Regulate the air pressure on the spray gun before starting to work.
4. Clean spray gun and other equipment thoroughly after each use.
5. Follow all rules governing safe-handling of combustible materials.
6. Exercise caution in the handling of compressed air equipment.
7. Read and follow the manufacturers’ directions carefully when using finishing
materials. This is especially important when using lacquer, enamel, or paint in
pressurized cans. Spray 20 feet away from possible sources of ignition.
8. Store flammable paints and thinners, etc., in approved storerooms with explosionproof wiring or a metal storage cabinet.
9. Never have more than one day’s supply of flammable paint outside of an approved
storage area.
10. Clean up all spills promptly.
11. Store thinners in UL approved safety cans. These are the type with the spring-loaded
and vented lids.
12. Dispose of oily paint or solvent-soaked rags in metal containers with tight-fitting lids.
13. Bond metal containers when transferring flammable liquids, especially those that are
known as Class I flammable liquids.
14. Use properly designed and erected ladders, scaffolds, elevated mobile work
platforms, etc., when painting at heights and when an extension handle cannot be
used. Do not work within 10 feet of power lines or carry set-up equipment within 10
feet of energized line. “Look up and live.”
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SAFETY RULES FOR THE LAUNDRY
1. Check the operation of the door safety interlock for proper operation.
2. Do not defeat the purpose of door safety interlocks. Use properly.
3. Report defects, excessive chatter or vibration, etc.
(These rules apply to extractors, washers, and driers.)
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GLASS SAFETY RULES
1. Window glass or other sheet glass should be handled with gloves or hand leathers
and the wrists and forearms should be covered with long leather sleeves.
2. Carry only one pane at a time unless the panes are small; walk carefully. Never carry
these under the arm as a severed artery could result if you fall.
3. Pick up panes carefully and carry them with the bottom edge resting on the palm
turned upward, and with the other hand holding the top edge to steady it.
4. When carrying large panes a considerable distance, an A-frame truck should be used.
5. Plate glass should not be carried in such a way that it will bend.
6. Mark large panes of plate glass with labels, tape, or grease pencils so that they can
be seen.
7. Large panes of glass should be handled by two or more men.
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SAFETY INSTRUCTIONS FOR PRINT SHOP PERSONNEL
Basic safety instructions for the print shop are as follows:
Dressing for Work
1. Wear a half-sleeve shirt tucked in and sturdy, nonslip shoes.
2. Do not wear neckties and scarfs, cuffs on trousers, or jewelry.
3. Use additional protective equipment required for the job being performed.
Housekeeping in Pressroom
1. Use safety containers for solvents, metal containers with covers for oily rags and
waste, and waste containers for paper.
2. Do not leave tools on the press.
3. Keep floor, platform, and steps free of grease, oil, and ink cans.
4. Pile skids in approved storage areas, placing one up and one down so the pile is
stable.
5. Provide adequate ventilation and illumination; maintain clear aisles.
Press Operations
1. Pull main switch and lock it out when oiling, greasing, cleaning, and adjusting press.
2. Replace all guards immediately after completing any repair or adjustment, and be
sure guards are in proper position before starting press.
3. Presses should be equipped with approved starting, stopping, running, and warning
controls.
4. Be sure everyone is in the clear before starting press.
5. Do not reach into a moving press for any reason.
6. Do not leave the press running, if you must leave it for any reason.
Cleaning and Adjusting
1. Use only approved press wash for cleaning rollers – nontoxic and flammable solvents.
Make sure you know the properties of the solvents being used, use as little as
possible to do the job, and keep solvents from spilling on the floor.
2. Keep cleaning solvents in a safety can, and keep cleaning rags in a covered metal
can. Use soft, clean rags - - with no loose ends - - for washing rollers.
3. Press switch should be locked out when rollers are being removed from or placed in
the press. Watch finger clearance when handling rollers.
Guillotine Paper Cutter
1. Machine should be lubricated and inspected regularly for proper operation.
2. Do not block out the two-hand safety control, for any reason, or attempt to catch trim
or straighten a fallen pile.
3. Use back-up board for control of labels and small cuttings.
4. Report all unsafe conditions of the machine, brake failures, and peculiar motor
sounds to your supervisor immediately.
5. Keep wiping rags, oil cans, wrenches, and other tools off the machine.
6. Keep the floor around and under machine clear of oil, scrap paper, and other material
to avoid slipping against or around the machine.
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7. Follow manufacturer’s recommended procedures in changing knives.
8. Never talk to anyone while operating the cutter.
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FOOD SERVICES DEPARTMENT SAFETY RULES INTRODUCTION
This handbook was prepared in keeping with the spirit of the adopted District policy on
employee safety. The Food Services Department supports this policy in every way. This
handbook is one of the steps in communicating the specific safety rules and regulations that
are to be observed by all employees in the department.
These rules are made for your protection. They are necessary because many
employees have been seriously hurt when failing to follow proper safe working procedures.
Since no one list can contain all possible rules, you are invited to add or suggest
improvements by talking it over with your immediate supervisor. Your practical or
reasonable suggestions will be considered for adoption.
These important safety rules are made to be followed. We encourage you to observe
them all the time, even off the job. At work, however, you will be cautioned to correct any
safety infractions. Failure to follow safe working directives or procedures could subject you
to disciplinary action. Repeated infractions of work safety rules will be documented and can
lead to termination from continued employment with the EDINBURG Public Schools. The
department will provide safe conditions, so it’s up to you to accept your part of the
responsibility – safe acts.
GENERAL INFORMATION
1. Safety is everyone’s business. Your responsibility for safety to yourself, as well as
your fellow workers, has been delegated to you all the way from the superintendent
and Board of Trustees. Report any unsafe conditions you observe immediately to
your supervisor.
2. Anyone seeing foreign matter on floors should either mop it or pick it up, and if it
cannot be done immediately, post a “Wet Floor” sign and warn others who may be
walking toward that area. Spills should be dried up immediately.
3. Report all injuries, no matter how slight, and secure immediate first aid.
4. Walk; don’t run, especially in halls or on stairs. Keep to the right, use special caution
at intersections.
5. A kitchen is no place for horseplay, fighting, or practical jokes.
6. When in doubt, ask your supervisor (manager).
7. Do not consume the following on the job or prior to coming on the job: Alcoholic
beverages, amphetamines, narcotic drugs or derivatives thereof.
8. Know your school’s fire safety plan.
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9. Defective or broken equipment should be reported immediately to your supervisor
(manager).
10. Pull all carts through doors using two people. Never push them through.
11. Use dry cloth, mitts, potholders, or pan lifters to pick up hot containers.

GG
12. Before cleaning steam tables, electrically-powered machines, or dish machines, make
certain that the steam and/or electricity has been shut off and the equipment is cool
enough to handle.
13. When filtering cooking oil, do not trap yourself in case of a spill. Warn other persons.
14. Remove a cover from a pot or pan so that the steam will be directed away from you.
15. Before cleaning any electrical appliance, shut off the switch and pull the plug. Wait
until the machine comes to a full stop.
16. Report all leaks or unusual noises in equipment.
17. Return knives to their proper place with points and blades to the rear. Racks or
sheaths should be provided and used.
18. Store heavy utensils or stacks of dishes on the lower storage shelves for safer
handling.
19. Place cooking utensils so handles do not protrude beyond the edge of the range or
table.
20. Guards on kitchen equipment are for your protection and should never be removed
except for cleaning, and then immediately replaced before turning machine on.
21. Use caution in lighting ovens or gas stoves and follow instructions for use for specific
equipment. Keep oven doors closed when not in use.
22. Use a hook if pans are to be placed or removed from the back of the oven.
23. Use carts to move large quantities of food rather than carrying them by hand. Pay
close attention that pans are not filled to the rim.
24. Use care in handling produce crates and avoid slivers, nails, or jagged wires.
25. Keep all crates and boxes 8 inches off the floor on wooden platforms or shelves.
26. Cover all containers stored in coolers or storage spaces. Label each container with
contents and date of storage.
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27. Observe sanitation rules. Wash hands thoroughly. Personal hygiene is of the utmost
importance.
28. Get assistance in lifting heavy loads.
29. Avoid wearing jewelry, necklaces, or loose clothing while working around rotating
machinery.
30. Use pushers when operating food choppers, grinders, slicers, etc. Get a firm grip.
31. Keep slicer guard on “zero” when not in use. Clean only with a brush and safety
gloves, never with a damp cloth or bare hands. Unplug first.
32. Keep all moisture/water from splashing into hot oil or grease since it can explode.
GG
33. Never leave a machine running unattended such as mixer, slicer, etc.
34. Never reach across, through, over, or under a machine in motion.
35. Never operate a machine if you are subject to fainting, loss of balance, or are on
medication, etc.
36. Never start/stop a machine for anyone while he or she is near it.
37. Report illnesses, any sores, or if you are on medication, etc., to your supervisor
before reporting to work.
HH
OFFICE SAFETY RULES
Furniture and Equipment
1. Furniture, equipment and electrical appliances should be arranged to obtain
maximum service from installed facilities in the room such as lighting, electrical
outlets, telephones, etc. Main aisles should be at least four feet wide.
2. Desks, chairs, file cabinets, etc., should be kept in safe condition and positioned
so that drawers do not open into halls and walkways. Desk and file drawers
should not be left open.
3. Use lower file cabinets’ drawers for heaviest loads so that top drawers are not
disproportionately heavy. One drawer should be opened at a time. If possible,
secure file cabinets to the floor, wall, or bolt several together. Use the handles
when closing file drawers.
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4. Furniture should not be used as stepping stools or ladders.
5. Keep desk chair in safe, working condition. Insure that rollers operate properly
and have a smooth, even surface on which to operate.
6. Do not attempt to move heavy objects such as file cabinets. Get help from the
maintenance or custodial department.
Aisles and Floors
1. Maintain a minimum clear aisle of four feet for two-way traffic within a room or
office. Unobstructed access to all parts of room should be maintained.
2. Floors, aisles, halls, and stairways should be properly lighted, clear of loose
objects, extension cords, wastebaskets, pencils, bottles, etc.
3. Electrical or telephone outlets in the floor should be protected by arrangement of
furniture or other means to minimize tripping hazards.
4. Carpet should be secured and not have curled edges or torn places, which can
cause tripping.
5. Ramps, inclines, steps, or normally wet areas should have a slip-resistant
surface. Abrasive strips can be added if the floor is smooth. Unusual
changes in the walking surface should be highlighted with yellow paint, or
yellow/black stripes.
6. Stairways should have handrails. The leading edge of the tread should be slipresistant and firm.
Electrical Equipment
1. Office machines should be grounded if they are equipped with a ground wire or
three-prong plug. New equipment should have grounded connections.
2. Electrical cords and plugs should be in safe repair. Check for loose plugs, worn
insulation, and defective outlets.
HH
3. If an adapter must be used to insert a grounded plug into an ungrounded
receptacle, attach the pigtail to a grounded object.
4. Electrical extension cords should be 3-wire grounded type.
arranged so as not to cross walkways.

They should be

5. Wall outlets should not be overloaded by connecting additional appliances with
adapters or extension cords.
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6. Do not attempt any electrical repairs; call the maintenance department.
Supplies
1. Supplies should be stored and maintained in an orderly condition. Heavier items
should be stored on lower shelves and lighter items or less frequently used items
on higher shelves.
2. The tops of filing cabinets or bookcases should not be used to store materials
and supplies.
3. Flammable liquids should be kept at a minimum and stored in approved metal
containers.
4. Get help or use materials-handling equipment for heavy objects.
Doors
1. Glass doors or glass panels should have bars or a conspicuous design to prevent
someone from walking or running through them. Plants or furniture can be
placed in front of glass panels next to doors.
2. Solid doors should have a clear panel at eye level to help prevent them from
being opened into someone on the opposite side. A sign warning to “open
slowly” will help if clear panels are not installed. Approach closed doors
cautiously.
3. Lockers should be arranged so that doors do not open into traffic.
4. Room doors that open into halls should be opened slowly in case someone
walking in the hall is near the edge of the door. Barriers or lockers can be
arranged in the hall to prevent someone from walking next to the wall.
Lighting
A lighting intensity of from 70 to 150 foot-candles is recommended for most
schoolroom and office work. Use of natural light should be maximized by
arrangement. Light-colored ceilings and walls can increase lighting levels. The
foot-candles of light decreases with the square of the distance from light sources,
so arrangement of fixtures or furniture can improve the lighting in a work area.
Specialized Equipment (Projectors, Recorders, Reproduction, etc.)
1. All moving parts of machine should be properly guarded.

HH
revised: 11/2/11

106

2. The person operating the equipment should be trained in its operation and should
check instructions prior to using it. Equipment should be used as it was designed
to be used.
3. Report any defects noted during operation of equipment.
4. Replace equipment in proper storage. Get help, if heavy.
5. Duplicating machines that use ammonia, methanol, or other toxic liquids should
be ventilated. Fans or other mechanical ventilation may be necessary.
Miscellaneous
1. If you must reach a high place or do any climbing, use a safe, secure ladder or a
stepstool. Do not climb on bookcases, cabinets, chairs, shelves, file cabinets,
etc.
2. Wear shoes with moderate heels. Serious ankle injuries may result from falling
off shoes with high platform soles.
3. Glass soft drink bottles and other glassware should be placed in appropriate
containers and not left where they will create a hazard.
Fire
1. Employees should be trained in how to use a portable fire extinguisher.
2. Fire extinguishers should be securely mounted on walls. The location of the
mounting should be marked.
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