General Safety and Health

Hazard Communication Program


The City of San Angelo has a Hazard Communications (HAZCOM) Program in place because of our work with and exposure to hazardous materials in the workplace.  Important elements of this program are: a written HAZCOM program explaining what the program is about; a master listing of hazardous materials in the workplace; material safety data sheets (MSDS); labeling requirements of chemical containers; and training for all employees on the program and its elements.  Employees are encouraged to review this program at any time.


Hazard Communication training is available to all City of San Angelo employees.  The Texas Department of Health (TDH) requires HAZCOM training to be conducted annually for any person who works with, in the area of, or has potential exposure to hazardous materials.

Training


Training and education can not be over-emphasized as a means of learning a healthful and safe approach to employee work effort.  Knowledge of the safety rules and how and when to function under the rules, supplemented by compliance, is essential to safety.

· Employees scheduled for any safety and health training should attend such training

· New employees will be provided orientation training and will be furnished information and literature covering the City of San Angelo’s safety policies, rules, and procedures.  This training should be conducted prior to the employee’s exposure to the work environment.
· Individual job/task training will be provided to all employees.

· On-going safety training sessions will be conducted to provide information and training of new equipment, new procedures, new chemicals, refresher/remedial training in specific areas, or meet annual requirements.  Such training may be held in conjunction with the safety briefings/meetings addressed elsewhere in this program.

· Various individual City of San Angelo safety programs specify that training be provided to employees.  Supervisors should ensure their employees are scheduled and provide this training as required.  Examples of specific training include (but not limited to):

· Fire extinguisher training

· Confined space entry

· Respirator care and use

· Hazard Communication

· Lockout/tagout procedures

· Forklift operation

· Electrical work

All training should be documented and maintained in a master training record.

Inspection Guidelines


This listing includes items, areas, and categories that may be looked at during health and safety inspections of the workplace.  It is generic and not all inclusive, but provides a guideline of areas to be surveyed or developed into a checklist for use during the inspection.  Department personnel are encouraged to conduct in-house safety inspections as frequently as necessary.  Risk Management, in conjunction with department staff will conduct a facility inspection at least annually.
· First aid safety and health equipment

· Posters and signs

· Accident reporting records

· Employee training provided

· Equipment and tools: condition and use

· Protective guards and devices

· Housekeeping

· Lighting: for adequacy and safety

· Sanitation: water, etc.

· Noise hazards and hearing protection

· Ventilation

· Availability of PPE

· Fire protection and prevention

· Temporary buildings, trailers, and sheds

· Open yard storage

· Storage of flammables and combustible liquids

· Temporary heating devices

· Fall protection 

· Openings in floor and walls

· Stairways and railing

· Electrical systems

· Ladders

· HAZCOM compliance

· Scaffolds

· Lockout/tagout procedures

· Machines and equipment: condition and guards

· Forklifts

· Other items as appropriate

General Workplace Safety Rules

· Report unsafe conditions to your immediate supervisor.
· Promptly report all accidents/injuries/incidents to your supervisor.
· Use eye and face protection where there is danger from flying objects or particles or from hazardous chemical splashes.

· Dress properly.  Wear appropriate work clothes, gloves, and shoes or boots.  Loose clothing and jewelry shall not be worn when they can create a hazardous situation.

· Operate machines or other equipment only when all guards and safety devices are in place and in proper operating condition.

· Keep all equipment in safe working condition.  Never use defective tools or equipment.  Report any defective tools or equipment to immediate supervisor.

· Properly care for and be responsible for all PPE.  Wear or use PPE as required.

· Lockout or tagout or disconnect power on any equipment or machines before any maintenance, unjamming, and adjustments are made.

· Do not leave materials in aisles, walkways, stairways, work areas or other points of egress.

· Practice good housekeeping at all times.

· Training on equipment is required prior to unsupervised operation.

Housekeeping

· Proper housekeeping is the foundation for a safe work environment.  It definitely helps prevent accidents and fires, as well as creating a professional appearance in the work area.

· All work areas, floors, aisles, and stairways should be kept clean and orderly, and free of tripping and slipping hazards.  Spills should be cleaned immediately.

· Combustible scrap, debris, and garbage should be removed from the work area at frequent and regular intervals.

· Stairways, walkways, exit doors, in front of electrical panels, or access to fire fighting equipment should be kept clear of storage, materials, supplies, trash, and other debris at all times.
· Overhead storage areas should be used only when necessary.  Objects made of metal or glass or any liquid container should not be stored about eye level of the user.

Lockout/tagout

· Before any work or maintenance is performed on any machine, equipment, tool, or electrical system, they will be made totally safe by removing any source of energy or power to them, such as electrical, air/hydraulic pressure, spring/stored energy, or thermal.

· Lockout/tagout procedures, as established in the City of San Angelo Lockout/tagout Program should be used by all employees to ensure the machine or equipment is stopped, isolated from all potentially hazardous energy sources, and locked out before performing any servicing or maintenance.

Electrical Safety

The most common physical and fire hazards come from electrically-powered devices.  Electrically powered equipment is used routinely in offices, labs and shops.  The majority of injuries associated with electrically powered equipment occur from electrical shock.  Electrical equipment can also serve as an ignition source for combustible materials and flammable or explosive vapors.  Many of the risks can be minimized by following rules for safe use of electricity and proper maintenance of electrical equipment.

· Live electrical parts shall be guarded against accidental contact by cabinets, enclosures, location, or guarding.  Open circuit breaker openings or knock out holes, broken receptacles/switches, missing cover plates, etc., should be reported to supervisor for repair or replacement.

· Working and clear space around electric equipment and distribution boxes should be kept clear and assessable.

· Circuit breakers, switch boxes, etc. should be legibly marked to indicate its purpose.

· Extension cords and electric powered tools (except double insulated) should be grounded.  Ground prongs should not be removed.  Electrical cords and extension cords should be free of cracks and splices.

· Lamps below seven feet used for general illumination should have the bulbs protected against breakage.
Guarding

· All flywheels, shafting, pulleys, belts, gears, sprockets, chains, and fan blades should be guarded/enclosed when located below seven feet above the work platform.

· Guards installed on machinery and equipment should not be removed.  Guards removed for servicing should be replaced upon completion of the work and prior to removing lockout/tagout devices.

Compressed Gas Cylinders


Compressed and liquefied gases have the potential for creating hazardous working environments.  Mishandled cylinders may rupture violently, release their hazardous contents or become dangerous projectiles.

· All gas cylinders should have their contents clearly marked on the outside of each cylinder.

· Cylinders should be transported, stored, and secured in an upright position.  They should never be left laying on the ground or floor, nor used as rollers or supports.

· Cylinder valves should be protected with caps and closed when  not in use.

· Oxygen cylinders and fittings should be kept away from oil and grease.  Oxygen cylinders should be stored at least 20 feet from any fuel gas cylinder, or separated by a fire barrier at least five (5) feet high.

· When cylinders are hoisted, they should be secured in a cradle, sling-board, or pallet.  Valve protection caps should not be used for lifting cylinders from one vertical level to another.

Ladders

Select the right ladder for the task.  The ladder’s type is determined by how much weight it can support.  The ladder should be selected to be sufficient for your weight plus the weight of any tools and materials you are carrying.
-     Type 1A - extra heavy industrial ladder will support 300 lbs

· Type 1 - heavy duty industrial ladder will support 250 lbs.

· Type 2 - medium duty commercial ladder will support 225 lbs.

· Type 3 - light duty household ladder will support 200 lbs.

Step ladders should be fully opened and the spreaders locked.  The top two rungs should not be used for standing or sitting.
Extension ladders should have proper overlap, depending on their length

· Three foot overlap for 32-foot ladder

· Four foot overlap for 32- to 36-foot ladder

· Five foot overlap for 36- to 47-foot ladder

· Six foot overlap for ladders 48-foot and greater
Carefully raise the ladder before extending it with the help of a co-worker.  Secure the foot of the ladder firmly on a level surface before extending it.  The base of the ladder should be ¼ of the distance from the ladder’s top support to its bottom support.  The ladder should extend 3 feet above the ladder’s working surface.
Barricade or set up cones at the ladder’s base when using a ladder in an aisle or corridor. 

Use both hands when climbing.  Hoist tools up when needed or wear a tool belt.

Don’t stretch in order to reach something.  Climb down and move your ladder.  Overextending body weight from the center of the ladder can result in ladder shifting or a fall.

Keep the ladder in good condition and inspect regularly.  Look for broken rungs, split side rails and loose connections

Tag-out defective ladders and remove from service until repaired or replaced.

Only one person should be on a ladder at a time.


Flammable and Combustible Liquids

Only approved safety cans, original containers, or portable tanks should be used to store flammable or combustible liquids.  Above ground storage tanks should be separated from each other by a minimum of three (3) feet.  Tanks should be maintained in containment facilities.

Cranes/Hoists
All cranes/hoists should be inspected prior to each use/ during use to ensure it is in safe operating condition.  All hooks, running ropes, and hoist chains should also be inspected prior to use.  The rated load of the crane/hoist should be plainly marked on each side of the crane. If the crane has more than one hoisting unit, each rating should be marked on the unit or its load block.

Loads should never be swung over the heads of workers in the area.  Tag lines should be used to control loads and keep workers away.  Job or shop hooks or other makeshift fasteners using bolts, wire, etc. should not be used.

Slings should be inspected each day before use.  Damaged or defective slings will be immediately removed from service.

Welding and Brazing

Welding helmets and goggles should be worn for eye protection and to prevent flash burns.  Eye protection should be worn to guard against slag while chipping, grinding and dressing of welds.

Welding screen should be used and in proper position to protect nearby workers from welding rays.

Cables, leads, hoses, and connections should be placed so that there are no fire or tripping hazards.  Cables should not be wrapped around the welder’s body.

Ventilation is prerequisite for welding in any confined space.

Tools

Hand tools with broken/cracked handles, mushroomed heads, or other defects should not be used.  Files should have handles installed.

Special precautions should be taken when using power tools.  Defective tools should be removed from service.  Power tools should be turned off and motion stopped before setting tool down.  Tools should be disconnected from power source before changing drills, blades or bits, or attempting repair or adjustment.  A running power tool should never be left unattended.  Power saws, table saws, and radial arm saws should have operational blade guards installed and used.  Anti-kickback teeth and spreaders should be used when rip sawing.

Portable abrasive side-winder grinders should have guards installed covering the upper and back portions of the abrasive wheel.  Wheel speed ratings should never be less than the grinder RPM speed.  Pedestal grinders should be permanently mounted, tool rests installed and adjusted to with 1/8 inch of the wheel, tongue guards installed and adjusted to with ¼ inch of the wheel, and side spindle/nut guards installed.

Compressed air should not be used for cleaning purposes except when pressure is reduced to less than 10 PSI by regulating or use of a safety nozzle, and then only with effective chip guarding and proper PPE.

Safety railings and Other Fall Protection

Open sided floors and platforms four (4) feet or more above adjacent floor/ground level should be guarded by a standard railing (top and mid rail, toeboard if required).  All stairways of four or more risers should be guarded by a handrail, or stair rails on the open side.  Handrails or stair rails should be provided on both sides if the stairs are more than 44 inches wide.
When a hole or floor opening is created during a work activity, a cover or a barricade should be installed immediately.

Safety harnesses, belts, lanyards, lines, and lifelines may be used in lieu of other fall protection systems to provide the required fall protection.  Adjustment of lanyards must provide for a not more than a six (6) foot fall, and all tie off points must be at least waist high.

Scaffolds

Scaffold platforms more than ten feet above the ground, floor, or lower level should have standard guardrails, consisting of top rail, mid rail, and toeboard, installed on all open sides and ends of platform.  Planking should be laid tight, overlap at least 12 inches, and extend over end supports 6 -12 inches if design allows.  Mobile scaffolds shol not be overloaded beyond their design loadings.

Forklifts and Aerial Lifts
Only authorized and trained employees should operate forklifts and other industrial trucks.  Safe speeds, load handling, turning, and other safe driving practices should be followed at all times.  Operators should ensure loads are stable and/or secure before moving.  Employees should not operate any forklift that is in need of repairs, defective, or unsafe.  Such forklifts should be removed from service for repair.  Operators should not allow passengers on the forklift unless the equipment design allows for multiple seating.
Only trained employees should operate aerial lifts (cherry pickers, extensible and articulating boom platforms).  A body belt or harness should be worn and a lanyard attached to the boom or basket when working from an aerial lift.  Employees should stand firmly on the basket floor, and not sit/stand/climb on the edge of the basket.  Planks, ladders, or other devices should not be used for additional elevation.  Aerial lift trucks should not be moved with workers in an elevated basket.  Lift controls should be tested each day prior to use.

Excavations and Trenches

Any excavation or trench five (5) feet or more in depth (or less than five feet and showing potential of cave-in) should be provided cave-in protection through, shoring, sloping, benching, or the use of trench shields.  Specific requirements of each system are dependent upon the soil classification as determined by a competent person.  A competent person should inspect each excavation/trench daily prior to start of work, after every rainstorm or other hazard increasing occurrence, and as needed throughout the shift.

Means of egress should be provided in trenched four (4) feet or more in depth so as to require no more than 25 feet of lateral travel for each employee in the trench.  
Spoil piles and other equipment should be kept at least two (2) feet from the edge of the trench or excavation.

Employees should never be allowed to work in any trench or excavation while equipment is in operations overhead.
Confined Space
Any enclosed space in the workplace is considered a confined space if it has three specific features:


The space must have a size and shape that allows a person to bodily enter it and perform assigned work.  Small machine enclosures or inspection portals with room only for an employee’s head or shoulders do not qualify as confined space.


It must have limited or restricted openings that could make it difficult for a person to enter and leave it.  Doorways you can walk through are not considered limited openings since they would not prevent rapid evacuation.


It must be a space that is not designed for continuous human occupancy.  This generally limits confined spaces to spaces entered infrequently or periodically for inspections, maintenance, cleaning or repair.

There are two types of confined spaces; a non-permit confined space and a permit-required confined space.



A non-permit confined space contains no physical hazards capable of causing death or serious physical harm.  In addition, the department must document in writing that a non-permit space has no possibility of containing any atmospheric hazards.

A permit-required confined space is a confined space with at least one of the following four characteristics:



Contains or has the potential to contain a hazardous atmosphere.



Contains a liquid or finely divided solid material, such as sand, fine dirt, or 

sewage, that could surround or engulf and entrant.



Has an internal shape, such as inwardly converging walls or floor that 


slopes downward and tapers to a smaller cross section, which could cause 


an entrant to be trapped or asphyxiated.



Has any other characteristic that is recognized as a serious safety or health 


hazard.

If a department has either a non-permit or permit-required confined space, those work areas need to be documented in writing.  All affected employees need to be aware of the confined spaces and trained on the hazards and how to avoid those hazards.  All training relating to a confined space should be documented and maintained as long as the confined space exists.  Permit-required confine space training should cover the following topics:
· Preventing unauthorized entry

· Identifying permit-required confined space hazards

· Safe entry practiced

· Equipment use and maintenance

· Testing for acceptable entry conditions

· Providing permit-required confined space attendants

· Attendant emergency response procedures

· Training and duties of entry personnel

· Rescue and emergency personnel

· Written permit system

· Concluding entry

The City of San Angelo Confined Space Entry Program contains all the necessary information and actions required to ensure employee safety.
