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SAFETY AND OCCUPATIONAL HEALTH POLICY  
 

It is our policy to provide a safe, incident-free, and healthy work environment for everyone. 

However, excellent safe and healthy conditions do not occur by chance. They are the result of 

diligent work and careful attention to all company policies by everyone. Our safety and health 

program has been developed to assure this company's compliance with federal, state, and local 

regulations with emphasis on the Wyoming Occupational Health and Safety Rules and Regulations 

that apply to our operations. Your attention is also directed to the Health and Safety Protection On 

The Job poster you will find on the bulletin board.  

Safety demands cooperation on everyone's part. Thus, it is important that communication be kept 

open at all times between the management and employees. Workers who notice hazards or other 

safety problems, or feel that they need additional training, must notify their supervisor. Supervisors 

and management must address these concerns and take corrective action when warranted.  

Everyone is obligated to be knowledgeable of the standards applicable to their area or job, and just 

as important, to abide by them. Supervisors must instill a positive attitude and safety awareness in 

their subordinates through personal adherence, personal contact, training, and regularly scheduled 

safety meetings. It is the duty of all employees to perform their work with maximum regard for 

the safety of themselves and co-workers.  

Our safety policies are based on past experience and current standards, and are also an integral part 

of the company's personnel policies. This means that compliance with the policies is a condition 

of employment and must be taken seriously. Failure to comply is sufficient grounds for disciplinary 

action or for termination of employment.  

Safety and health are every bit as important in this organization as productivity and quality. In fact, 

they go hand in hand. Of course the best reason for you to observe these policies is because it's in 

your own self-interest to do so. Conscientiously following them can help you stay safe, healthy, 

and able to work, play, and enjoy life to its fullest.  

 

 

 

 

 

 

 

 

 



 

  



 

 

ENVIRONMENTAL POLICY     

Automation & Electronics is committed to complying with all applicable environmental 

legislation, requirements, codes of practice, internal standards and guidelines subscribed to by 

ourselves and/or our clients.  Automation & Electronics and our employees are committed to 

conducting our operations in a manner that actively prevents pollution. Automation & 

Electronics understands the importance of environmental and social responsibility, not only at a 

personal level but also at the organizational level, and we will foster this culture through ongoing 

training and education. 

Waste Management and Environmental Practices     

¶ Project waste, trash and/or scrap material will be considered and addressed before work 

begins. 

¶ Equipment must be in good working order and properly maintained to prevent spills or leaks. 

¶ Procedures for the draining of fluids from equipment must be documented and include adequate 

measures to ensure the protection of the environment. Containers must have waste labeling present 

on containers prior to filling. Collected fluid will be recycled for uses by third party. 

¶ Any spills or releases must be immediately reported to foreman or supervisor. A written report will 

be completed within 24 hours and documentation to be submitted as soon as practical, describing 

the incident and identifying the cause(s) and the corrective action(s) for preventing future incidents. 

Regulatory cleanup methods must be followed. 

Construction Debris Management 

¶ All scrap metal material not designated for reuse must be recycled. Collection containers will 

be placed on all construction sites. 

¶ Cutting or threading machines will have oil containment barriers with absorbent material to 

collect spilled oils. Oily products collected will be placed in separation units and oil will be 

collected for recycling by third party. 

¶ All tr ash to include but not limited to lamps, cardboards, rags and general debris must be 

separated and placed into approved and properly marked containers. During outdoor activities, 

receptacles must be covered to prevent dispersion of waste materials and to control the potential 

for run-off.  

¶ Employees are to be instructed at the onset of each project as to location of collection bins and 

on the proper disposal method for wastes. Third party waste collectors will be utilized 

whenever possible.  Independent construction waste will be removed from the site on a weekly 

basis.        Enviro. Page 01 

 



 

 



 

 

 

ALCOHOL, DRUG, FIREARM, TOBACCO  

FREE WORKPLACE ADDENDUM  

As of January 1, 2005, Automation & Electronics, Inc. adopts the following addendum to its Health 

and Safety Program: 

1. The unlawful use, possession, transfer, or sale of illegal drugs or controlled substances and the 

misuse of alcohol by employees during work hours are prohibited.  

2. It is prohibited to have alcohol, illegal drugs and firearms on your person or anywhere on 

company owned property. That is to include company vehicles, offices, structures or personally 

owned vehicles that are parked on company property. 

3. The consequences for violation of the substance free policy may include, but are not limited 

to, a referral for therapeutic help, discipline and/or discharge. 

4. A list of community resources that provide substance abuse treatment and prevention services 

is posted in a conspicuous place where they may be regularly viewed by A&E employees.  

Please note that the Department of Health also provides information on their website, or may 

be contacted directly. 

5. Encourage the designation of the totally or partially smoke free workplace. 

6. Management and Supervisors will be required to have at a minimum two hours of training to 

include substance abuse, reasonable suspicion and post-accident annually.  All employees will 

receive one hour of substance abuse training on a yearly basis.   
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Chapter 1 HEALTH AND SAFETY PROGRAM  

INTRODUCTION  

It is the policy of this Company to provide an incident-free and comfortable work environment by 

eliminating recognized hazards from the workplace.  Our health and safety program, and specific 

individual programs, have been developed to assure compliance with federal, state, and local 

regulations with particular emphasis on the Wyoming Occupational Health and Safety Rules and 

Regulations that apply to our operations. 

Safety begins at the top and goes downward throughout the company.  Our goal is to have an injury 

free work place.  This can be achieved by delegating responsibility and accountability to all 

involved in this companyôs operation. 

Responsibility: Having to answer for activities and results. 

Accountability:  The active measurement by management to ensure compliance or 

management doing something to ensure action. 

In other words, to reach our goal of a safe work place, everyone needs to take responsibility.  Then 

everyone will be held accountable. 

Benefits of achieving our goals are: 

¶ No fatalities; 

¶ No permanent disabilities; 

¶ The minimizing of all injury incidents; 

¶ Minimizing the loss to property and equipment; 

¶ Having the best Health and Safety conditions possible in the workplace. 

 

In order to maintain the safety standards desired by our company, it is necessary to actively pursue 

an incident prevention program through all levels of our company, from management through all 

employees.  Health and safety are functional responsibilities of each supervisor. 

Health and safety are of vital interest to everyone in the company: each level of our organization 

is accountable for safe performance.  Compliance with this program and safety and health rules is 

taken very seriously.  This means that failure to comply is sufficient ground for disciplinary action 

or for termination of employment.  These policies are an integral part of the company's personnel 

policies. 

OCCUPATIONAL  HEALTH  &  SAFETY ACT 

The Wyoming Occupational Health and Safety Act became effective January 1, 1974.  It provides 

that every employer engaged in business in the State of Wyoming shall: 
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a. Furnish to each employee a place of employment free from recognized hazards that are causing 

or likely to cause death or serious physical harm. 

b. Comply with occupational health and safety standards and rules, regulations and orders 

pursuant to the Act that are applicable to company business and operations. 

c. Comply with, and require all employees to comply with, occupational health and safety 

standards and regulations under the Act which are applicable to their actions and situations. 

d. Encourage employees to contact their immediate superior for information that will help them 

understand their responsibilities under the Act. 

HEALTH  &  SAFETY RESPONSIBILITIES  

Our goal is to protect employees from injury while working for our company.  This must receive 

top priority from everyone. 

Duties and responsibilities of all personnel under our health and safety program are in the 

following: 

Safety Administrator 

a. Provides assistance to all levels of management the services and technical advice needed for 

proper administration of the health and safety Program. 

b. Develops programs and technical guidance to identify and remove physical, chemical, and 

biological hazards from facilities, operations, and sites. 

c. Develops, recommends and administers approved changes to the incident prevention program. 

d. Assists management and supervisors in the health and safety training of employees. 

e. Conducts inspections to identify unhealthy or unsafe conditions or work practices. Prepares 

written reports of inspections. 

f. Maintains outside professional contacts. 

g. Recommends programs and activities that will develop and maintain incentives for and 

motivation of employees in health and safety. 

h. Recommends disciplinary procedures for repeated violators of health and safety rules. 

i. Maintains the state health and safety poster, emergency telephone numbers, OSHA Form 300, 

and other notices required by WOHS. Ensures this information is posted in places where 

employees can see them on each job. 
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j. Develops and maintains incident investigation and reporting procedures and systems.  

Coordinates investigation of serious incidents and takes action to eliminate incident causes.  

Ensures incident report forms are prepared within a timely manner after an incident.  

Reportable incidents consist of fatalities, lost work day cases, and without lost work days 

requiring medical treatment. 

k. Report occupational fatalities to WOHS at 777-7786 within 8 hours of occurrence. 

Production Manager/Superintendent and Management 

a. Familiarizes him/her-self with health and safety regulations related to his/her area of 

responsibility. 

b. Directs and coordinates health and safety activities within area of responsibility. 

c. Requires all employees supervised to use individual protective equipment and safety devices. 

d. Ensures that safety equipment is available, maintained, used, and stored correctly. 

e. Conducts frequent and regular health and safety inspections of work area.  Directs correction 

of unsafe conditions.  Informs company health and safety person of inspection results. 

f. Conducts weekly safety briefings with all supervisors and/or workers. 

g. Ensures that supervisors are aware of and comply with requirements for safe practices.  

h. Reviews all incidents with supervisors and workers involved.  Submits written incident reports 

to the health and safety manager.  Insures that corrective action is taken immediately to 

eliminate the cause of the incident. 

i. Requires all subcontractors and subcontractor personnel working within the company's 

facilities to comply with health and safety regulations. 

j. Provides "feedback" information and recommendations to health and safety manager 

concerning health and safety matters. 

k. Maintains copies of applicable programs and OSHA forms in the work area, IAW company 

practice and policy.  For example, the hazard communication program, material data safety 

sheets, OSHA 300 Injury Log if the work area is not located near/with the central office. 

l. Promotes Stop Work Authority. 

m. Reserves the right to send employees home who report to work ill. 

First Line Supervisor 

a. Be familiar with and enforce health and safety regulations that apply to company operations 

within his/her area of responsibility. 
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b. Assure that safety devices and proper individual protective equipment are used by persons 

under his/her supervision. 

c. Instructs and trains all persons within area of responsibility in job health and safety 

requirements. 

d. Conducts frequent and regular safety and health inspections of his/her work areas and ensures 

that no unsafe conditions exist in area of responsibility. Reports to the Production Manager/ 

Superintendent on any corrective actions needed which are beyond his/her control. 

e. Conducts weekly (or as often as needed) safety briefings with all workers under his/her 

supervision. 

f. Ensures that injuries and incidents including near misses and equipment damage are treated 

promptly and incident/injury reports are submitted to Health and Safety Manager upon 

completion. 

g. Investigates all incidents, obtains all pertinent data, files a complete report with the Safety 

Department and initiates corrective action. 

h. Promotes Stop Work Authority. 

i. Ensures daily JSA is completed for workers under their supervision 

Safety Manager 

a. Maintains all records, such as the OSHA Form 300 Injury/Illness Log or the OSHA Form 101 

Supplementary Record of Occupational Injuries and Illnesses or equivalent (Worker's 

Compensation Division Report of Occupational Injury or Disease), of incidents that have taken 

place during company operations. 

b. Processes all paperwork associated with incidents, on-site inspections and in-house audits.  

Maintains permanent record for company files. 

c. Maintains all medical records, evaluations and exposure monitoring records for a period of 30 

years. 

d. Maintain all training records for a minimum of 3 years. 

All Employees 

It is the duty of each and every employee of Automation & Electronics, Inc. to know the safety 

rules, and conduct his/her work in compliance.  Disregard of the safety and health rules shall be 

grounds for disciplinary action up to and including termination (See Disciplinary Action, page).  

It is the duty of each employee to make full use of the safeguards provided for their protection.  

Every employee will receive an orientation when hired and receive a copy of A&Eôs Health and 

Safety Program.  This is a partial list of these rules: 
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a. Be familiar with and comply with proper health and safety practices. 

b. Use the required safety devices and proper personal protective safety equipment. 

c. Notify supervisor immediately of unsafe  conditions/acts, incidents and injuries. 

d. Participate in daily Job Safety Analysis. 

e. Suitable work clothes will be worn (See your supervisor). 

f. Employees shall be aware of the location of first aid, fire-fighting and other safety devices. 

g. Attend any and all required safety and health meetings. 

h. Until they are properly trained, employees are not to perform potentially hazardous 

tasks, or to use any hazardous materials.  Employees are to follow all procedures when 

performing those tasks. 

i. All employees shall be provided with their choice of either an electronic or printed copy of the 

Safety Manual at a minimum annually.  This will be accompanied with, to sign, the Automation 

and Electronics acknowledgement of receipt, waiver and agreement indicating they were 

provided with said manual stating their responsibility to read, understand and abide by its 

contents.  

IF EVER IN DOUBT ABOUT SOMETHING, STOP AND ASK SOMEONE  

WORKERS COMPENSATION CLAIMS MANAGEMENT  

The following actions will be taken/followed on all injuries being submitted as a Workersô 

Compensation claim: 

a. Wyoming Statute defines ñInjuryò in part as follows:  ñInjuryò means any harmful change in 

the human organism other than normal aging and includes damage to or loss of any artificial 

replacement and death, arising out of and in the course of employment while at work in or 

about the premises occupied, used or controlled by the employer and incurred while at work 

in places where the employerôs business requires an employeeôs presence and which subjects 

the employee to extrahazardous duties incident to the business. 

b. All injuries shall be reported by the injured employee to their supervisor immediately and no 

later than 72 hours after having sustained an injury. 

c. Supervisors shall complete the appropriate Automation and Electronics Documented Report 

form within 24 hours of when the injury was reported and submit to the Safety Department 

and cooperate in the investigation of the incident including obtaining the necessary witness 

statements.   
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d. Incidents will be investigated to determine the facts and take corrective action to prevent 

recurrence. 

e. The incident investigation must confirm that the injury was job related for the resultant claim 

to be valid. 

f. The Workerôs Compensation Temporary Light Duty/Modified Work Agreement will be 
applied at the Safety Departmentôs direction to allow employees to continue working while 

recovering from a work related injury.  The Employer, Employee, Workersô Compensation 

Case Analyst, Medical Provider and other pertinent parties work together for the purpose of 

facilitating the employeeôs recovery and return to full duty.   

 

Last Revised 7/7 /17 

Training  

Training and education cannot 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. 

a. Employees scheduled for any safety and health training will attend such training. 

b. Training for our employees as detailed throughout this manual will include but is not limited 

to Hazard ID, Assessment and Control methods; appropriate selection, inspection and use of 

safety equipment; and job-specific training as applicable. 

c. New employees will be provided orientation training and will be furnished information and 

literature covering the company health and safety policies, rules, and procedures.  In addition, 

the supervisor will cover safety standards and procedures for the employeeôs particular job.  

This orientation training must be provided prior to the employee's exposure to the work 

environment. 

d. On-going safety training is important to provide information and training on new equipment, 

new procedures, refresher/remedial training in specific areas, or meet annual requirements. 

e. Various individual OSHA programs specify that training be provided to employees.  It should 

be noted that in some of these programs specific training requirements might be provided to 

the employee during orientation training.  Production managers and supervisors will ensure 

their employees are scheduled and provided this training as required.  Examples include hazard 

recognition and prevention, safe handling and use of flammables, poisons, or toxins, confined 

space entry, respirator care and use, hazard communication, lockout/tagout procedures, 

industrial truck operation, and electrical work, to name a few. 
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OSHA INJURY/ILLNESS  RECORDKEEPING  

The OSHA Form 300 log of all recordable occupational injuries and illnesses is maintained at each 

work facility.  In some cases, the log may be kept at the main office.  This involves posting the 

information from the initial incident report on a master form in the main office within six days 

after the incident has occurred.  The summary section of the OSHA Form 300 must be posted at 

each work facility/site by February 1st of the following year and remain in place until April 30.  

and be clearly visible to all  employees. The summary will be signed by a company official. All 

records will be maintained for 5 years. 

Hazard Identification, Assessment, and Control  

Hazard identification and elimination is not only an inherent responsibility of supervision in 

providing a safe workplace for employees, but also requires employee involvement.  As such, 

hazard evaluation and control shall be an on-going concern for all.  It is the responsibility of 

everyone (management, supervisors and all employees) to identify, report, and correct, all possible 

hazards. Reports should be made to the Health and Safety Manager or supervisor for appropriate 

action. 

This company has a procedure for conducting inspections of workplaces/jobsites for compliance 

with health and safety rules.  The purpose of the in-house inspection is to identify hazards and 

unsafe practices before they cause an injury or incident. 

The hazards identified during the hazard identification and assessment shall be controlled by the 

hierarchy of engineering controls, administrative controls and lastly, personal protective 

equipment.  Even though engineering controls may not eliminate the hazard, these engineering 

controls shall be instituted to the extent feasible. Hazards identified will be classified/prioritized 

and addressed based on risk associated with the task. 

Formal safety and health inspections will be conducted under the following minimum timelines 

(These inspections can be a combination of any of the following): 

a. Health and Safety Manager:  Monthly of all fixed facilities and shops. 

b. Production manager/superintendent:  Monthly of his/her area of responsibility.   

c. Daily jobsite or construction facility inspections are to be performed by Foreman. 

d. Supervisors:  Monthly of area of responsibility, not in conjunction with the above inspections. 

e. The company's health and safety program will be reviewed by the Health and Safety Manager 

on an annual basis. 

f. WOHS Technical Assistance and insurance company representatives may conduct on-site 

consultation and inspections, if desired and requested. 
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JSA - JOB SAFETY ANALYSIS PROGRAM  

JSAôs are created by separating the job into basic steps. Next, the hazards associated with each 

step are identified and documented on the form. Each hazard must have a mitigation measure that 

is also documented. A JSA is an effective tool to be used to evaluate jobs even when a Work Permit 

is not required.  It should be used to facilitate communication among crewmembers and foremen 

before and during work activities.  Its content should adapt to changing work conditions and it 

should always reflect the actual work being done.  JSAôs should account for people, processes, 

work conditions, environmental conditions, tools/equipment and materials involved.  

Communication is the essential element to successful application of this tool.  The JSA is a tool 

that can identify training and knowledge gaps.  Those issues must be addressed before work 

commences.  

JSA should be done:  

¶ Automation & Electronics will require that a JSA be done daily at the beginning of each 

shift by each non-administrative work group.   

¶ Any time there is an activity or task that has potential to be dangerous or poses hazards to 

personnel a JSA needs to be reviewed in detail before work begins.   

¶ The JSA shall be updated/reviewed as conditions or processes change. 

¶ Printed name and signature of each employee must appear on the JSA for the job site they 

are working. 

¶ Any deviation from company policy or job plan must be noted with a reason on the JSA.  

i.e., not wearing cut gloves in order to do a task that requires fine, finger-tip dexterity such 

as terminating extra small wire. 

¶ The Automation and Electronics JSA is Form HSE-01.0001 

 
Supervisor / Foreman will:  

¶ See that a job-specific JSA is written and reviewed for each shift by affected employees 

before work begins.  It shall be used as a communication and safe work planning tool 

throughout the day.   

¶ Instruct on the use, care and inspection of PPE and other safeguards required to mitigate 

any hazard. 

¶ Train employees in hazard identification and control. 

¶ Promote Stop Work Authority. 

¶ Discuss recognized hazards with employees/persons affected by the condition.  Invite their 

comments and suggestions. 
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¶ Follow up on and discuss changes, corrections and other actions necessary to the JSA to 

provide guidance for a safe operation. 

¶ Attach any applicable work permits to the JSA. 

¶ Make JSA(s) available to company health and safety personnel, guests, other contractor 

employees or customers to review and sign if they will be visiting or working in or around 

the job site.  

¶ Completed JSAôs shall be stored with Safety Department for minimum of three years. 

Employee(s) will: 

¶ Stop work when unsafe acts or conditions are observed. 

 

¶ Participate in daily JSA pre-job meetings and review/reference JSA as needed throughout 

the job. 

 

¶ Print and sign name on each JSA. 

 

¶ Actively look for hazards present in their work area and processes that involve hazards in 

order to account for them in safe job planning. 

 

¶ Notify any other personnel that is or could be affected by hazards associated with the job 

and make or assist foremen with updates to JSA.  This shall be done as work progresses 

in relation to changes in job scope, newly recognized hazards or changes in work 

conditions. 

 
Revised 7/17/15  

Disciplinary Action  

Employees who choose not to adhere to acceptable standards for job performance and behavior 

may be subject to disciplinary action.  The following is not as a progressive policy.  Steps may be 

skipped depending on the history of disciplinary action or the severity of the behavior.  Supervisors 

shall document violations showing overall lack of commitment to company safety goals and the 

course of discipline taken.  Foremen, Department Supervisors and Management are responsible 

for the enforcement of this program.  The observation of concerning behaviors may be revealed 

during workplace inspections to ensure employees are following safety rules and policies 

 

Employees demonstrating an apparent performance or safety problem shall be addressed by the 

supervisor or member of management and take the following action: 

¶ Meet to discuss the matter; 

¶ Inform the employee of the nature of the problem and what must be done to correct it; 

¶ Document the incident and the counseling session for his or her files. 
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If the problem continues or occurs again, the supervisor may take the following action: 

¶ Meet with employee to discuss the matter; 

¶ Give a written notice describing the problem and explaining what must be done to correct 

it; 

¶ Give employee a warning that a third incident may result in disciplinary action, up to and 

including termination; 

¶ Prepare and forward to the Personnel Department a written report describing the first and 

second incidents and subsequent counseling sessions. This information will be placed in 

the employeeôs files. 

 

A safety violation could be but is not limited to one of the following: 

¶ Not following verbal or written safety policy, procedures and guidelines 

¶ Horseplay 

¶ Failure to wear PPE 

¶ Knowingly creating unsafe conditions 

 

If no improvement is made, employees may be subject of discipline up to and including 

termination. 

Be advised that the falsification of verbal statements and or of the legal documentation process 

reflecting an incident occurrences will be grounds for immediate termination of employment. 

CHECKLIST  

This listing includes items and categories for health and safety inspections of the workplace and 

in the shop.  It is generic and not all inclusive, but provides a guideline to be developed into a 

checklist for use during the inspection.  Work groups shall complete a monthly self-inspection of 

their work area/site.  This form shall be sent to the Safety Department when complete.  It is Form 

HSE-01-0002. 

a. First aid safety and health equipment. 

b. Posters, signs required by WOHS and health and safety practices. 

c. Incident reporting records. 

d. Employee training provided, such as health and safety talks, worker orientation. Records 

maintained. 

e. Equipment and tools:  condition, use. 

f. Protective guards and devices - availability, use, proper maintenance and operating condition. 

g. Housekeeping, maintaining clean work areas free of trash/debris accumulation, tripping and 

slipping hazards. 
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h. Lighting:  for adequacy and safety. 

i. Sanitation:  water, toilets for cleanliness and proper operation. 

j. Noise hazards, hearing protection. 

k. Ventilation for gases, vapors, fumes, dusts. 

l. Availability of personal protective equipment:  Hard hats/head protection, respirators, safety 

belts, life lines, safety shoes, eye protection, gloves. 

m. Fire protection, prevention and control, use of fire protection equipment. 

n. Temporary buildings, trailers, sheds. 

o. Open yard storage. 

p. Storage of flammable and combustible liquids including service and refueling areas for 

vehicles. 

q. Temporary heating devices. 

r. Tools (hand, power, welding):  condition and use. 

s. Electrical system and devices; condition and use of cords; ground fault protection or assured 

grounding conductor protection. 

t. Openings - floor, wall, railings. 

u. Materials - handling equipment and elevators. 

v. Ladders:  condition and use. 

w. Hazard communication program and safety data sheets (SDS). 

x. Excavations and trenches:  protective systems. 

y. Scaffolds:  Safety railings, secured. 

z. Other items as appropriate.
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Chapter 2 HEALTH AND SAFETY INDIVIDUAL PROGRAMS 

In order for a health and safety program to be effective, it is vital that it be understood and 

implemented at all levels from management to all employees. 

The following are the primary Wyoming Occupational Health and Safety rules and regulations 

applicable to our operations that must be complied with by our company.  A complete set of 

standards may be found in the WOHS Rules and Regulations for General Industry. 

HOUSEKEEPING 

a. Proper housekeeping is the foundation for a safe work environment.  It definitely helps prevent 

incidents and fires, as well as creating a professional appearance in the work area. 

b. All work areas, floors, aisles, and stairways will be kept clean and orderly, and free of tripping 

and slipping hazards. Oils and other liquids will be immediately cleaned up if spilled. 

c. Combustible scrap, debris, and garbage shall be removed from the work area at frequent and 

regular intervals and stored appropriately. 

d. Stairways, walkways, exit doors, in front of electrical panels, or access to firefighting 

equipment will be kept clear of materials, supplies, trash, and other debris. 

e. Overhead storage areas will be marked as to maximum load rating. 

INDUSTRIAL HYGIENE AND OCCUPATIONAL HEALTH  

a. When no medical facility is reasonably accessible (time and distance) to the workplace, a 

person who has a valid certificate of first aid training and first aid supplies will be available at 

the workplace to render first aid. 

b. Employees exposed to noise levels above the permissible noise level will be included into the 

hearing conservation program.  Hazardous noise areas will be posted and hearing protection 

worn in those areas as required. 

c. Employees exposed to harmful gases, fumes, dust, and similar airborne hazards will be 

furnished protection through proper ventilation or personal respiratory equipment. 

d. Any demolition, renovation, or self-help work will be assessed for lead exposure, particularly 

if drywall or any painted surfaces or abrasive blasting/grinding is involved and asbestos 

exposure. 
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ELECTRICAL  SAFETY PROGRAM  

Only qualified and authorized individuals are permitted to perform electrical work.  A qualified 

person is one who has the required skills, knowledge and license to perform electrical work safely. 

Such individuals must be aware of the hazards associated with electrical work and the methods for 

reducing the risk of electrical incidents that can result from unsafe equipment, adverse 

environmental conditions and unsafe acts.  Unqualified personôs shall not perform tasks they have 

not been trained or authorized to perform. 

 

***See A&Eôs separate electrical safety program in alignment with 2018 NFPA 70E standards 

regarding hazard assessment, selection of PPE and qualification of electrical workers where 

energized work is concerned.  Unless otherwise more stringent that aforementioned program, the 

language within this section shall be referred to secondarily only until final revisions are complete 

10/21/2018. 

General: 

Safety ï related work practices shall be employed to prevent electric shock or other injuries 

resulting from either direct or indirect electrical contacts, when work is performed near or on 

equipment or circuits which are or may be energized. The specific safety-related work practices 

shall be consistent with the nature and extent of the associated electrical hazards. 

De-Energized Parts ï Live parts to which an employee may be exposed shall be de-energized 

before the employee works on or near then, unless the owner operator can demonstrate that de-

energizing introduces additional or increased hazards or is infeasible due to equipment design or 

operations limitations.  Live parts that operate at less than 50 volts to ground need not be de-

energized if there will be no increased exposure to electrical burns or to explosion due to electric 

arc. 

Energized Parts ï If the exposed live parts are not de-energized, other safety-related work practices 

shall be used to protect employees who may be exposed to the electrical hazards involved.  Such 

work practices shall protect employees against contact with energized circuit parts directly with 

any part of their body or indirectly through some other conductive object. Work practices that are 

used shall be suitable for the conditions under which the work is to be performed and for the 

voltage level of the exposed electrical conductors or circuit parts by a qualified person.  Work 

completed on Energized parts shall be avoided to every extent possible.  In the rare case that work 

while energized will be performed, permission to proceed shall be issued in writing by the 

customer safety representative and the job site supervisor and company safety administrator with 

specific justification. 

Approach Distance Refer to Table S5 as shown below:   

Voltage range (phase to phase) | Minimum approach distance 

300V and less ....................| Avoid  Contact 
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Over 300V, not over 750V .........| 1 ft. 0 in. (30.5 cm). 

Over 750V, not over 2kV ..........| 1 ft. 6 in. (46 cm). 

Over 2kV, not over 15kV ..........| 2 ft. 0 in. (61 cm). 

Over 15kV, not over 37kV .........| 3 ft. 0 in. (91 cm). 

Over 37kV, not over 87.5kV .......| 3 ft. 6 in. (107 cm). 

Over 87.5kV, not over 121kV ......| 4 ft. 0 in. (122 cm). 

Over 121kV, not over 140kV .......| 4 ft. 6 in. (137 cm) 

TRAINING  

Employees shall be trained in and be familiar with the safety-related work practices that pertain to 

their respective job assignments.  

Whenever possible, all circuits or equipment shall be de-energized before beginning any work. 

Work on energized circuits shall only be performed by authorized workers and these workers shall 

use: 

¶ Proper design, fabrication, installation, and documentation techniques. 

¶ Proper operational and maintenance procedures. 

¶ Electrical equipment approved by a nationally recognized testing laboratory (NRTL) 

¶ Proper personal protective equipment (PPE) 

 

Only qualified and authorized individuals are permitted to perform electrical work.  A qualified 

person is one who has the required skills, knowledge and license to perform electrical work safely. 

Such individuals must be aware of the hazards associated with electrical work and the methods for 

reducing the risk of electrical incidents that can result from unsafe equipment, adverse 

environmental conditions and unsafe acts.  Unqualified personôs shall not perform tasks they have 

not been trained or authorized to perform. 

Additionally the following precautions shall be observed to improve safety in the workplace: 

¶ Identify and report to your supervisor potential electrical hazards or unexpected 

occurrences or incidents, including near misses. 

¶ Anticipate potential electrical problems and hazards. 

¶ Do not rush to finish a job; never bypass approved procedures. 

¶ Plan and analyze for safety during each step of any electrical work. 

¶ Keep accurate records (e.g., as-built designs) of all pertinent work performed on a project. 

¶ Have significant safety-related work approved and verified by supervisors. 

¶ Uses properly rated test equipment, and verify its condition and operation before and after 

use. 
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¶ Know applicable emergency procedures. 

¶ Protective shields, protective barriers or insulating materials will be provided as necessary 

when working in confined or enclosed work spaces where electrical hazards exist to reduce 

the potential of electrical shock 

¶ When working with voltages of 480V or greater, a minimum of two qualified electrical 

individuals shall perform work together.   

¶ Clothing must be made from natural non-conductive materials. 100% cotton, wool or silk 

shall be considered acceptable, preferably in layers to assist with protection from arc flash 

burns. Synthetic clothing materials such as acetate, nylon, polyester, and or rayon either 

alone or in blends with cotton shall not be worn.   

¶ Conductive items such as jewelry or metal body adornments shall not be worn. 

¶ If an employee must handle piping in areas with exposed live parts, the use of insulation, 

guarding and material handling techniques shall be used to minimize hazard 

¶ Shock Hazard Analysis and Flash Hazard Analysis must be performed on any electrical 

part that has not been placed in an electrically safe condition.   

¶ Employees must use appropriate PPE (Arc Flash Protection) according to NFPA 70E 

Standard when working within the FPB(Flash Protection Boundary) to reduce electrical 

shock. 

¶ Ladders used when servicing energized electrical equipment must be non-conductive. 

 

NFPA 70E 
Employees must use appropriate PPE (Arc Flash Protection) according to NFPA 70E 

Standard when working within the FPB (Flash Protection Boundary) to reduce electrical 

shock. Limited Approach Boundary are to include evaluations anticipating unexpected 

events, all electrical parts are considered live until proven otherwise, work permits, 

electrical flash are hazard and any necessary PPE requirements. Refer to: NPFA 70E PPE 

Selector Chart. 

¶ Automation & Electronics will inform host owner client of any unique hazards presented 

outside scope of work and any unanticipated hazards found during scope of work which 

the owner/client had not mention or was aware of. Measures to correct any unnoted hazard 

will be reported to the owner/client to prevent such hazards from recurring in the future. 

¶ Unqualified persons shall not be permitted to enter spaces that are required to be accessible 

to qualified employees only, unless the electric conductors and equipment involved are in 

an electrically safe work condition. 

¶ Employees shall be trained in the skills and techniques to distinguish exposed energized 

electrical conductors and circuit parts from other parts of electrical equipment, to determine 

the nominal voltage of exposed parts, the approach distances specified and the decision 

making process necessary to determine the degree and extent of the hazard and the personal 

protective equipment and job planning necessary to perform the task safely. Employees 

shall be trained in safety-related work practices and procedural requirements as necessary 

to provide protection for electrical hazards associated with their respective jobs. Employees 

shall be trained to identify and understand the relationship between electrical hazards and 

possible injury. Refer to: Joint Apprentice Training Class Program, I.B.E.W (International 

Brotherhood of Electrical Workers), and National Electrical Code for ñUnionò Electrical 

Trade Upgrades and class training requirements. Licensing documentation shall be 
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maintained for duration of employee's employment and be carried on their persons at all 

times. 

¶ Retraining will be conducted when the employee is not complying with safety-related work 

practices or when workplace changes necessitate the use of safety-related work practices 

that are different from those that the employee would normally use. 

¶ Retraining shall be performed at intervals not to exceed 3 years. 

¶ Pre-job hazard analysis shall be conducted prior to work being done noting procedures to 

reduce severity, frequency, probability and avoidance to determine the level of safe 

practices that shall be followed during processes of work completion. 

¶ Each job and every individual employee involved shall attend a job briefing prior to the 

commencement of work, during which hazards associated with the work, work procedures 

involved, special precautions, energy source controls and PPE requirements will be 

discussed and documented.  PPE shall be compliant with 130.7(c)(14).  

¶ Test instruments and equipment shall be designed and rated for correct voltage 

measurement.   When using testing instrument to test for the absence of voltage on 

conductors or circuit parts the instruments shall be verified before and after an absence of 

voltage test has been performed. 

¶ Only qualified persons shall complete tasks such as testing, troubleshooting and voltage 

measuring within the limited approach boundary of electrical conductors or circuit parts 

operating at 50 volts or more where an electrical hazard exits. 

 

All insulating PPE must be inspected before each days use and immediately following any incident 

that can reasonably be suspected of have caused damage.  

¶ Insulating Blankets ï Shall be inspected before each use / every 12 months 

¶ Insulating Gloves ï Shall be inspected using air test before each use / every 6 months 

¶ Insulating Sleeves ï Shall be inspected before each use / every 12 months 

¶ Insulating Covers and Line Hose ï Shall be inspected if insulating value is suspect. 

 

Work on energized electrical conductors or circuit parts that are not placed in an electrically safe 

work conditions, shall be considered energized electrical work and shall be performed by written 

permit only. 

Live electrical parts shall be guarded against unintended contact by cabinets, enclosures, location, 

or guarding. Open circuit breakers opening or knock out holes, broken receptacles/switches, 

missing covering plates, etc., will be report to supervisors for repair or replacement. 

A clear working space (3ô minimum) shall be maintained in the front, back and on each side of 

electrical enclosures, equipment and distribution boxes for safe operation and to permit access for 

maintenance and alteration. 

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

Adequate illumination shall be provided for all working spaces around electrical equipment. 

Employees shall not enter spaces containing electrical hazards unless adequate illumination is 

provided that enables employees to perform work safety in working spaces around any electrical 
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equipment. Lack of illumination or an obstruction precludes observation of the work to be 

performed; employees shall not perform any task with the Limited Approach Boundary of 

energized electrical conductors or circuit parts at more than 50 volts or where an electrical hazards 

may exist.  Protective shields, protective barriers or insulating materials as necessary shall be 

provided. 

An annual inspection shall be conducted to evaluate the safe work practices and include policy 

training in energy control. 

 

Temporary Wiring  

Temporary wiring for electric power and lighting is permitted during periods of construction, 

remodeling, maintenance, repair, or demolition of equipment or structures and during emergencies. 

Temporary wiring does not mean a ñreducedò level of safety or quality, as this wiring must still 

conform to certain criteria for electrical work. Any applicable procedure should be followed. 

Temporary wiring shall have a temporary wiring tag attached to it with the following information: 

¶ Review / approval of field supervisor 

¶ Reason for the temporary wiring (i.e., emergency, construction, test) 

¶ Installation date 

¶ Name, phone number of the person responsible for the temporary wiring 

¶ Shall be approved in accordance with the rules prescribed in the current edition of NEC 

and 29 CFR 1919 and 1926. 

¶ Shall be protected from unintended damage such as pinches or abrasion. 

¶ Shall be terminated to afford strain relief to cords 

¶ Shall be removed as soon as the prescribed activity is completed 

 

OVER HEAD POWER L INES 

¶ Observe work area and identify the location of all power lines before moving or erecting 

any equipment  

¶ The use of metal extension ladders around power lines is forbidden 

¶ No part of any equipment can come within a minimum of 10 feet from power lines and 

greater if voltages are above 50kV 

¶ Equipment operation around overhead lines must only be performed by authorized and 

trained personnel 

¶ Unqualified employees shall maintain safe clearance distance (at least 10 ft) when working 

in an elevated position near energized overhead lines. 
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ASSURED EQUIPMENT GROUNDING CONDUCTOR PROGRAM  (GFCI)  

Responsibility 

The Project Superintendent will be responsible for seeing that the Assured Equipment Grounding 

Conductor Program is implemented on each project. They will include the designation of 

competent person to administer the program. These individual will have the authority to tag out-

of-service any electrical item that does not pass the test or inspection and return to the tool room 

for repairs. 

Purpose 

The purpose of this program is to ensure the proper connection, maintenance, and use of equipment 

grounding conductors on construction sites in order to minimize injuries resulting from electrical 

ground faults. 

Ground Fault Protection Assured Equipment Conductor Method 

Assured equipment grounding conductor system shall apply to construction sites covering all cord 

sets, receptacles not part of the permanent building wiring, and equipment connect by cord and 

plug which is used by employees. 

Requirements 

Each cord set, attachment cap, plug and receptacle of cord sets, and any equipment connect by 

cord and plug, except cord sets and receptacles which are fixed and not exposed to damage, shall 

be visually inspected by the user before each dayôs use for external defects, such as deformed or 

missing pins or insulation damage, and for indication of possible internal damage. Equipment 

found damaged or defective may not be used until repaired or otherwise is destroyed/disposed of. 

Tests 

The following tests shall be performed on all cord sets, receptacles which are not part of the 

permanent wiring of the building or structure, and cord and plug-connected equipment required to 

be grounded.  They shall be completed by a competent person designated by site supervisor. 

¶ All equipment grounding conductors shall be tested for continuity and shall be electrically 

continuous. 

¶ Each receptacle, attachment cap and plug, and receptacle of cord sets shall be tested for 

attachment of the equipment grounding conductor. The equipment grounding conductor 

shall be connected to its proper terminal 

¶ All required tests shall be performed, before first use, before equipment is used after any 

incident which can be reasonably suspected to have caused damage and at monthly 

intervals during construction phases. Documentation of testing must be given to the Safety 

Administrator monthly.  Use Form HSE-01 0002 Monthly Inspection Form. 
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¶ All equipment connected by cord and plug shall be tested for ground wire continuity with 

a volt-ohm meter or a continuity tester. 

¶ Appropriate tape indicating monthly color must be applied (see form in Job Safety Packet) 

¶ Cords will not be run through holes in doors, walls, windows, nor will they be fastened to 

walls, poles, equipment etc. 

¶ Only approved GFCI multi outlet boxes may be used and intended for outdoor, damp 

location rating. 

¶ A written description of the program including the specific procedures adopted by 

Automation Electronics, shall be made available at the job site for inspection and copying 

by state agencies or by any affected employee.  

GUARDING  

a. All flywheels, shafting, pulleys, belts, gears, sprockets, chains, and fan blades will be 

guarded/enclosed when located below seven feet above the floor or work platform. 

b. Guards installed on machinery and equipment, such as air compressors, conveyors, drill 

presses, etc., will not be removed when operating.  Guards removed for servicing or other work 

on the machine or equipment will be immediately replaced upon completion of the work. 

c. Woodworking equipment, such as power saws, radial arm saws, or table saws, nor portable 

abrasive grinders, will not be operated unless all required guards are in place.  Featherboards 

and pushboards will be used when necessary.  All safety devices such as automatic kill switches 

or protective guarding shall not be modified, removed or disabled. 

d. Guarding on rotating equipment and abrasive wheels shall be installed as per the manufacturer 

guidelines and shall not be removed except for maintenance or repair upon which the guard 

and cover will be re-installed.  Work rests on abrasive grinding wheels shall have no greater 

than 1/8ò gap between the wheel and rest.  Abrasive wheels shall be inspected prior to 

installation and use and installed per manufacturer guidelines.   

COMPRESSED GAS CYLINDERS  

a. All gas cylinders shall have their contents clearly marked on the outside of each cylinder. 

b. Cylinders must be transported, stored, and secured in an upright position. If a cylinder can only 

be transported laying down, allow sufficient time in the upright position for the gas to settle 

before use. Cylinders will never be left lying on the ground or floor, nor used as rollers or 

supports. 

c. Cylinder valves must be protected with caps and closed when not in use or when moving. 

These caps protect the valve in the event of a fall, do not try and catch a falling cylinder.   
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d. Oxygen cylinders and fittings will be kept away from oil or grease.  Oxygen cylinders will be 

stored at least 20 feet from any fuel gas cylinder, or separated by a fire barrier at least five feet 

high. 

e. When cylinders are hoisted, they will be secured in a cradle, sling-board, or pallet.  Valve 

protection caps will not be used for lifting cylinders from one vertical level to another.  

LADDERS 

a. Only non-conductive fiberglass ladders are to be used in all work situations.  They shall have 

non-conductive side rails.  The use of metal ladders will be prohibited.   

b. Ladders not belonging to A&E shall not be used without Safety Department authorization 

and those failing inspection shall be destroyed and disposed of. 
 

c. Ladder rungs, cleats, and steps shall be parallel, level, and uniformly spaced when the ladder 

is in position for use. Ladders not in use shall be placed horizontally as to not cause tripping 

hazards or stacked upright and chained securely as to not allow falling. 

d. Ladders will be inspected before each use and as part of the monthly inspections to identify 

any unsafe conditions.  Those ladders that have developed defects will be removed from 

service and at the supervisorôs discretion repaired or destroyed.  They will be tagged or marked 

as such until such action is taken. 

e. All manufacturerôs information and warning labels must always be present and legible. 

f. Portable ladders will be placed as to prevent slipping or if used on other than stable, level, and 

dry surfaces, will be tied off or held.  A simple rule for setting up a ladder at the proper angle 

is to place the base from the vertical wall equal to one-fourth the working length of the ladder 

ï 1:4 rule (one foot out for every four feet up) 

g. Portable ladders will extend at least three feet above the upper level to which the ladder is used 

to gain access. 

h. The top two steps of a stepladder will not be stood upon. 

i. Only one person will be on a ladder at a time. Ladders shall not be loaded beyond the maximum 

intended load for which they were built, nor beyond the manufacturerôs rated capacities which 

must always be clearly indicated on each ladder. 

j. Ladders shall be used only for the purpose for which they were designed. 

FLAMMABLE AND COMBUSTIBLE L IQUIDS  

a. Only approved safety cans, original containers, or portable tanks will be used to store 

flammable or combustible liquids. 
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b. Above ground storage tanks will be separated from each other by a minimum of three feet or 

1/6 the sum of their diameters.  Dikes or drainage to prevent unintended discharge from 

reaching adjoining property or waterways will be provided. 

c. No more than 25 gallons of Class IA and 120 gallons of Class IB, IC, II, or III liquids may be 

stored outside a storage cabinet or an inside storage room. 

d. An emergency shut off switch located 15 - 75 feet from the pumps and a fire extinguisher will 

be provided at company fuel servicing areas. 

CRANES/HOISTS ï L IFTING AND RIGGING  

a. Only designated employees authorized by management shall operate cranes including truck 

mounted and gantry cranes.  They shall have received task training on the proper operating 

methods of cranes. 

b. Training shall include familiarization with lifting equipment including slings, hooks, shackles, 

cranes and flagging signals.  It shall cover understanding load ratings and equipment capacities 

and equipment inspection including what to do with defective equipment. 

c. All cranes/hoists will be inspected prior to each use/during use to make sure it is in safe 

operating condition.  Also, a monthly inspection of hooks, running ropes, and hoist chains will 

be made and a certification record to include date, inspector signature, and hook/rope/chain 

identifier will be maintained.  Inspections including a load test by a qualified person shall be 

documented showing procedures and confirming repairs. 

d. Any equipment failing inspection criteria shall be reported and immediately removed from 

service. 

e. Cranes that have been inactive for over 1 year shall receive a thorough inspection of all 

components including full length of wire rope which will be documented. 

f. The rated load of the crane/hoist will be plainly marked with a substantial and durable chart on 

each side of the crane.  If the crane has more than one hoisting unit, each rating will be marked 

on the unit or its load block. 

g. Cranes will have a preventative maintenance program that is consistent with the 

manufacturerôs recommendations.  Inspections by qualified persons shall be documented and 

filed.  Any cranes found to be defective shall be tagged with and ñout of serviceò sign and 

removed from service until repaired.   

h. Loads will never be swung over the heads of workers in the area. 

i. Tag lines must be used to control loads and keep workers away. 
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j. Loads, booms, and rigging will be kept at least 10 feet of energized electrical lines rated 50 kV 

or lower unless the lines are de-energized.  For lines rated greater that 50 kV follow Wyoming 

Occupational Health and Safety rules and regulations. 

k. Job or shop hooks or other improvised fasteners using bolts, wire, etc. will not be used. 

l. All slings and lifting gear will be inspected each day before use.  Damaged or defective 

slings will be immediately removed from service.  Lifting gear shall also be inspected 

initially (after purchase), frequently (daily pre-use) and periodically (quarterly basis 

documented in monthly self inspection log.) 

m. Alloy steel chain slings, metal mesh slings, and synthetic web slings will have permanently 

affixed identification, markings, or coding to show rated capacities. 

n. Any specialized rigging equipment, when not in use, shall be removed from the immediate 

work area so as not to present a hazard to employees. 

o. Hooks on overhaul ball assemblies, lower load blocks, or other attachment assemblies shall be 

of a type that can be closed and locked, elimination the hook throat opening.  Alternatively, an 

alloy anchor type shackle with a bolt, nut and retaining pin may be used.  

p. Any lifting and rigging gear shall be stored in a safe place when not in use.  It shall not be left 

in the work area to be vulnerable to damage or unauthorized use. 

q. All liftin g gear shall be used never in excess of the stamped or labeled working load limit. 

r. A fire extinguisher shall be kept readily available while the crane is in use. 

s. At no time shall an employee place any part of their body beneath a suspended load. 

Revised 2/11/16 

WELDING , CUTTING AND  HOT WORK   
 
PURPOSE AND SCOPE 

A&E has developed this Welding and Hot Work Program to ensure that employees receive 

adequate information relevant to the possible hazards that may be involved with welding and hot 

work. For the purposes of this program, ñHot Workò is defined as welding, cutting, soldering, 

brazing, grinding, and other forms of torch operations that wil l introduce sparks or open flame to a 

work area and that produces a source ignition. This also applies to potential safety and health 

hazards that can result from the proximity of any ignition source to flammable or explosive gases 

and vapors, dusts and fumes, potentially present during hot work operations. 

 
This Hot Work Program is intended to: 

Å  Protect workers performing work near hot work operations 

Å  Ensure the safety of all occupants that may be present during hot work operations 
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Å  Limit losses from accidental ignition of materials in the vicinity of hot work operations 

Å  Prevent accidental activation of the premise fire detection system, if present. 
 

 

The following program outlines how this objective wil l be accomplished. This policy covers all 

potential work- place exposures involving hot work as defined by federal (29 CFR 1910.252 ï 

Welding, Cutting, and Brazing and 

1926.352 ï Fire Prevention), state and local regulations, and NFPA 51B ï Fire Prevention in Use of 

Cutting and Welding Processes. 
 
 

 RESPONSIBILITES  

 
Safety Administrator  

The Safety Director wil l: 

Å  Monitor this Welding and Hot Work Program. Coordinate any hot work activities performed by or  

      near Company employees with the Host Employer. Hot work performed by others has the      

       potential to affect Company employees. 

Å   Review requests submitted by supervisors for hot work and issue a Hot Work Permit where     

  needed. 
 

 

Supervisors 

Supervisors wil l: 

Å  Identify jobs where hot work wil l be performed and ensure a hot work permit is secured 

for the job. 

Å  Consult with the host employer and review the jobsite for hazards associated with the hot 

work. Provide this information to the Safety Director. 

Å  Recognize and control hazards as directed on the permit 

Å     Issue hot work permits 
 

 

Employees 

Employees wil l: 

Å  Follow all safety and health procedures described in this program 

Å  Consult Safety Data Sheets (SDSs), as needed, for additional safety and health precautions 

associated with hazardous materials used in hot work. 

Å     Actively identify hazards and proceed with work in a safe manner in accordance with this   

      policy. 

Å  Report all safety and health issues associated with hot work operations at the jobsite. Al l 

questions should be referred to the Safety Director or Supervisor. 

Å      Complete hot work permits as jobs necessitate. 
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HAZARD DETERMINATION 

 
Hot Work conducted in proximity to flammable and explosive materials or environments should 

be identified before work commences.  This information can be attained by the customer and by 

the hazard identification of each employee on site.  The JSA should reference any hazards 

associated with hot work. The Company wil l also rely on any hazard assessment information that 

can be provided by the Host Employer.  A hazardous environment could contain any of the 

following: 

Á Flammable gases, vapors, mists, and aerosols 

Á Combustible and flammable liquids 

Á Combustible solids 

Á Oil and gas well sites 

Á An enclosed confined space that could contain a hazardous atmosphere 

 
 

HOT WORK PERMIT AREAS  

 
Hot work areas wil l be inspected before hot work begins and/or during hot work activities. The 

fi re alarm systems or devices may be disabled as directed by the Host Employer.  Restrictions 

on duration of any hot work are usually at the discretion of the Host Employer.  Most hot work 

permits are: 

 
Å Specific to a hot work activity 

Å In the designated area 

Å For the designated time frame 

Å    Conditions of the permit must be met before work commences 

Å    Valid only for the work shift issued and non-transferrable 

Å    To be suspended when any hot work task has concluded  
      

 

Where hot work activities are to be performed, the Safety Director or his/her designee wil l meet 

with the Host Employer to discuss any additional precautions that may have to be implemented 

to protect the safety and health of Company employees who may be working in the vicinity of 

the hot work activities. This could include using barrier tape to designate the area(s) 

where special clothing or personal protective equipment is required to work within the 

designated area. If it is decided that special precautions are necessary to protect Company 

employees, the affected employees wil l be notifi ed and given an opportunity to discuss their 

concerns during the job briefing. 

 

Hot work may commence if atmospheric monitoring in potentially explosive environments or 

classified areas meets levels referenced in Table 1.  If the monitoring readings fall within the 

parameters of table 2, Hot Work shall not commence.   

 

Table1:  Accept able Atmospheric Test Parameters  
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Gas Test  Level  Comment  

Oxygen  Greater than 19.5% 
but less than 23.5%  

Atmosphere is considered safe for breathing and does not 
present an increased fire or explosion risk.  

LEL or LFL  Does not exceed 10%   Proceed with Hot Work  

Toxics  Less than OSHA 
Permissible Exposure 
Limit (PEL) or other 
established exposure 
limit.  

No action required.   

Note:  Many toxic compounds are also flammable and 
should be evaluated for flammability hazard.  

 

 

    Table 2: Required Actions for Atmospheres Outside of Acceptable Work 
Parameters  

Gas Test  Level  Comment  

Oxygen  Less than 19.5%  

 

 

Less than 19.5% oxygen is immediately dangerous to life 
and health (IDLH). The atmosphere must be returned and 
maintained at a safe level through ventilation or occupants 
will need supplemental breathing air.  

Oxygen  Greater than 23.5%  

 

Oxygen greater than 23.5% presents a fire and explosion 
hazard and controls will be required to reduce O 2  levels.  

LFL or LEL  Greater than 10%  Hot work is to be suspended at an atmosphere above 10% 
of the LEL.  

Á Evaluate the source of the flammable material.  

Á Isolate the material and purge the job of any 
flammable materials until the concentration is less than 
10% LEL/LFL.  

Á Monitor continuously to ensure  LEL/LFL remains below 
10%.  

Á Except under special conditions which require the work 
to be supervised on the scene by the 

Inspector/Supervisor  

Toxics  Greater than OSHA 
Permissible Exposure 
Limit (PEL) or other 
established exposure 
limit.  

Greater than the P EL will require engineering, 
administrative or PPE control to eliminate or minimize 
employee exposure. Note: Many toxic compounds are also 
flammable and should be evaluated for flammability hazard.  

 

 

ISSUING HOT WORK PERMITS 

 

Al l employees working in the vicinity of and/or participating in hot work shall review the hot 

work permit along with the site JSA.  The permit shall be issued by the site supervisor.   
 

Å The supervisor shall issue the permit 
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Å  The person performing the hot work shall have a current and open permit prior to  

            commencing the work 

Å        Atmospheric monitoring shall be conducted from work commencing and on an ongoing basis  

       and recorded on the permit every 15 minutes.   

Å        Closure of the permit shall be completed by the site supervisor and signed off by the person  

       completing the work. 

Å        The permit is A&E From HSE-02.0001 Hot Work Permit 

 

 TRAINING 

 
Al l employees working in the vicinity of hot work activities wil l be informed of the: 
 

Å Health and safety hazards of an employee associated with the type of hot work that may 

occur 

Å Proper selection of protective clothing and personal protective equipment that may be 

required to work in the vicinity of hot work activities 

Å Elements of this Hot Work Guidance Program. 

Å     Proper set up and use of gas monitoring equipment 

Å     Escape/evacuation procedures 

Å     Methods of recognizing hazards of Hot Work 

Å     Equipment that may not create an ignition source. 

Å     Supervisors, welders and cutters must be suitably trained in the safe operation of their |     

       equipment and the safe use of the process.  

Å   Workers in charge of oxygen or fuel gas equipment must be instructed and judged to be   

       competent in such work performances. 

Å    Any personnel performing arc welding or using arc welding equipment must be properly   

       instructed and qualified to operator such equipment.  Any worker assigned to operate or         

       maintain are welding equipment shall be acquainted with the requirements of Sections  

     (1910.254) and with 1910.252(a)(b) & (c). 

a. Operators of equipment should report any equipment defect or safety hazards and discontinue 

use of equipment until its safety has been assured. Repairs shall be made only by qualified 

personnel. 

General Welding and Cutting and Spark Creating Task Requirements  

a. Basic precautions, special precautions and delineation of the fire prevention and protection 

responsibilities of welders and cutter, their supervisors (including outside contractors) and 

those in management on whose property cutting and welding is being performed.   These basic 

precautions for welding or cutting work are: 

b. Combustible material will be cleared for a radius of 35 feet from the area around cutting or 

welding operations.  If the combustible material cannot be cleared or the work cannot be 

moved, then the welding/cutting will not be done. 
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c. Fire watchers shall have fire extinguishers readily available. A fire watch shall be maintained 

at least one half (1/2) hour after the welding cutting operations was completed.  They shall be 

trained in the use of fire extinguishing equipment and the method to sound alarm in an event 

of a fire.  Fire watch shall be used where other than a minor fire might develop, combustibles 

closer than 35 feet or farther than 35ô and easily ignitable or holes in floor within 35ô. 

d. Before cutting or welding is permitted the area shall be inspected by supervisor for granting 

authorized welding and cutting operations.  Precautions that are to be taken shall be in the form 

of a written hot work permit. 

e. Welding helmets and goggles will be worn for eye protection and to prevent flash burns.  Eye 

protection will be worn to guard against slag while chipping, grinding and dressing of welds. 

f. Cables, leads, hoses, and connections will be placed so that there are no fires or tripping 

hazards.  Cables will not be wrapped around the welder's body. 

g. Oxygen cylinders will be stored in an upright, secured position at least 20 feet from fuel gas 

cylinders, or separated by a non-combustible firewall with a one-half hour rating at least five 

high. 

h. Valve protection caps will be in place on cylinders not in use and cylinders will be stored in 

an upright position. 

i. Use caution when welding or cutting near compressed gas cylinders, the smallest amount of 

heat damage to a cylinder could compromise it and render it useless.  

j. Fire extinguisher shall be provided to employee on fire watch and be trained in the use of fire 

extinguishing equipment and familiar with the facilities for sounding an alarm in the event of 

a fire. 

k. Guards (employee monitors) shall be used if fire hazards cannot be removed. 

l. Only qualified personnel are authorized to operate equipment and must be trained in the safe 

use of equipment. 

m. Welding and cutting shall not be performed if stated requirements cannot be met. 

n. First aid equipment shall be readily available at all times. 

o. Any welding, cutting or burning of lead base metals, zinc, cadmium, mercury, beryllium or 

exotic metals or paints shall have proper ventilation and or respiratory protection. NOTE:  

when welding or cutting on such materials increased rates of ventilation may be required. Ref;  

1910.252 
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Work in Confined Spaces 

Automation & Electronics does not perform welding, cutting or brazing work within permit-

required confined space.  Further clarification, Automation & Electronics generally does not 

perform work in relatively small or restricted spaces such as tank, boiler, vessels etc.   

Revised 1/5/2018 

HAND AND POWER TOOLS 

a. Take special precautions when using power tools.  Defective tools or unsafe tools shall be 

tagged and removed from place of operations and service.  Proper P.P.E. will be required at 

all times when operating any tools. 

b. Power tools will be turned off and motion stopped before setting tool down. 

c. Tools will be disconnected from power source before changing drills, blades or bits, or 

attempting repair or adjustment.  Never leave a running tool unattended. 

d. Power saws, table saws, and radial arm saws will have operational blade guards installed and 

used.  Anti-kickback teeth and spreaders will be used when rip sawing. 

e. Portable abrasive sidewinder grinders will have guards installed covering the upper and back 

portions of the abrasive wheel.  Wheel speed ratings will never be less than the grinder RPM 

speed. 

f. Pedestal grinders will be permanently mounted, tool rests installed and adjusted to within 1/8 

inch of the wheel, tongue guards installed and adjusted to within 1/4 inch of the wheel, and 

side spindle/nut guards installed. 

g. Guards shall be in place and operable at all times while the tool is in use. The guards may not 

be manipulated in such a way that will compromise its integrities or compromise the protection 

in which is intended. Guarding shall meet ANSI requirement B15.1. 

h. Air compressor receivers will be drained frequently to prevent buildup of water in the tank. 

i. Compressed air will not be used for cleaning purposes except when pressure is reduced to less 

than 30 psi by regulating or use of a safety nozzle and then only with effective chip guarding 

and proper personal protective equipment. 

j. Whether furnished by the employer or the employee-tools of any nature must be maintained in 

a safe condition and meet all OSHA and ANSI requirements. 

k. Gloves should not be worn while operating rotating power tools and equipment. 
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SAFETY RAILINGS  

a. All open sided floors and platforms four feet or more above adjacent floor/ground level 

be guarded by a standard railing (top and mid rail, toeboard if required).  If guarding is 

not possible, an appropriate fall protection system shall be utilized such as a fall restraint 

system. 

b. All stairways of four or more risers will be guarded by a handrail, or stair rails on the open 

side.  Handrails or stair rails will be provided on both sides if the stairs are more than 44 inches 

wide. 

c. When a hole or floor opening is created during a work activity, a cover or a barricade must be 

installed immediately. 

SCAFFOLDS 

a. Standard guardrails (consisting of top-rail, mid-rail and toe-board) will be installed on all open 

sides and ends of platforms (even on one section of scaffold which is 5 feet tall).  

b. Erection / dismantling and modification of scaffolding must be supervised by foreman / job 

supervisor, who will perform daily inspections of scaffolding prior to employee usage and also 

provide field safety training on scaffold hazards and proper use of scaffolding. A competent 

person must ensure scaffolds are safe prior to and during use.   

c. Mobile scaffolds will be erected no more than a maximum height of four times their minimum 

base dimension. 

d. Planking will be laid tight, overlap at least 12 inches, and extend over end supports 6 to 12 

inches. 

e. Fall protection must be worn beginning at two sections, which is 10 feet (remember, never tie 

yourself off to the scaffolding itself). 

f. Scaffolds will not be overloaded beyond their design loading. 

g. Unsafe equipment must be tagged out by competent person and not used or dismantled and 

removed from the worksite.  See example: 

 

h. Employees who perform work while on a scaffold will be trained by a person qualified in the 

subject matter to recognize the hazards associated with the type of scaffold being used and to 

understand the procedures to control or minimize those hazards.  Training includes: 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwid6KXE1q_NAhVGK1IKHQ_2Bg0QjRwIBw&url=http://www.safetysign.com/products/p8358/danger-out-of-service-tag&bvm=bv.124817099,d.aXo&psig=AFQjCNGQRC7-7l2-UmXa5TjxclefIjGIJA&ust=1466274017544005
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¶ The nature of any electrical hazards, fall hazards and falling object hazards in the work 

area. 

¶ Correct procedures for dealing with electrical hazards and for erecting, maintaining and 

disassembling the fall protection systems and falling object systems being used. 

¶ Employees shall be trained in the proper use of the scaffold, and the proper handling of 

material on the scaffold. 

 

i. If the employee lacks the skill or understanding needed for safe work involving the erection, 

use or dismantling of scaffolds, A & E will retrain each employee so that the requisite 

proficiency is regained.  Retraining is required in at least the following situations. 

 

¶ Where changes at the worksite present a hazard about which an employee has not been 

previously trained 

¶ Where changes in the types of scaffold, fall protection, falling object protection, or other 

equipment present a hazard that the employee has not be previously trained. 

¶ Where employee demonstrates inadequacies that indicate that he/she has not retained 

scaffold training knowledge; retraining must be further provided.  Repeated instances may 

result in further disciplinary action. 

EXCAVATIONS AND TRENCHING  

PRE-DIG AND DIG REQUIREMENTS:  

a. Important definitions:  
i. "Excavation" or "excavates" means any operation in which earth, rock or 

other materials on or below the ground is moved or otherwise displaced by 
means of hand or power tools, power equipment or explosives or other 
means, and includes grading, trenching, digging, ditching, drilling, auguring, 
tunneling, boring, plowing -in, pulling-in, ripping, scraping and cable or pipe 
installing, except tilling of soil and gardening or agricultural purposes  

 
ii. "Excavator" means any person or entity that excavates or conducts 

excavation activities; 
b. For all excavating that is regulated by Wyoming State Statute, excavators shall adhere to 

WS 37-12-302 and protocol as referenced in the One Call Of Wyoming Excavator Handbook.  
When operating in other states, excavating activities shall adhere to the state and local 
regulations to be attained prior to commencing work.   Trenching and excavating work shall 
be done at the direction and oversite of the foreman who may personally make locate 
requests or delegate to his designee. 

c. Making a Utility Locate Request in Wyoming:  Only a person with the appropriate 
understanding of location description and work details should be assigned to call in locate 
requests.  A minimum of two (2) full business days prior to excavating,  request a Utility 
Locate ticket, either by calling the Notification Center (811 or 800 -849-2476) or 
electronically by visiting www.onecallofwyomin g.com   Provide the following to the 
notification center:  

http://www.onecallofwyoming.com/
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a. Your name, company phone number, company address, company contact and phone 
number 

b. Fax Number 
c. Intended start date and time and duration of excavation  
d. Whether an on-site meeting appointment is requested 
e. The county where the work is taking place and the nearest town in that county.  
f. Specific location by legal description or other reliable method that allows for current 

means of identifying geographic location including street name/number, GPS 
coordinates, township, range, section. 

g. Type of work, Depth of excavation, customer name and description of work site.  
h. Identify who the primary contact should be to receive any correspondence regarding 

the confirmation number and any other subsequent communicat ions. 
d. Excavate ONLY within the area described on the ticket that has been marked. 
e. Wait 2 business days for confirmation and locate ticket.  One call will provide a 

confirmation/ticket number which is to be retained as a reference by the excavator.  The 
process is not complete until the Excavator receives the location request ticket or number 
from the issuing entity.   If known utilities have not been located after the allocated 48 hour 
submission, excavation will not begin until the utilities have be en marked. 

f. Before excavation commences, the excavator shall complete FORM HSE-03.0001 EXCAVATION 
SITE INSPECTION CHECKLIST.   

g. The excavator shall also enter the dig details in the A&E Trench log located on the googledocs site 
at:  
https://docs.google.com/spreadsheets/d/1wh3lcsepeHLrNXUY6v2kuOmTS46fy7Hp_YFt0yN04_4/ed
it#gid=37133425  This document shall track the initiation and expirations of one-call confirmations.   

h. For excavation on active construction sites:  Excavations will not begin on a site until all 
known existing utilities have been located and marked and confirmation number is in hand . 
The excavator shall be responsible for having knowledge of new utilities which have been 
added after the one call ticket has become active. During excavation, one call tickets shall 
be resubmitted and relocated as deemed necessary by on site personnel to prevent line 
strikes. 

i. If multiple contractors or excavators are working on a single site or large project, each 
excavator shall request a separate locate ticket by notifying the Notification Center prio r to 
commencing any excavating activity.  A&E excavators shall not break ground on another 
contractorôs locate confirmation. 

j.  Industry best practices recommend the excavator should mark the proposed excavation 
with white marks or white flags to show the location, route and boundary of the work area.  

k. If damage of any kind is discovered, or if a facility has been physically contacted with the 
excavating equipment, it is the excavatorôs responsibility to directly and immediately notify 
the A&E Safety Department, their supervisor and the facility operator , Notification Center. 

l. Exposing Existing Utilities: When exposing known and marked utilities, powered excavating 
equipment shall not be used to locate lines without prior consent from the controlling utility. 
Hand digging must be used for excavation without prior consent within 24" in any direction 
of marked lines. When the depth of a line is unknown, powered excavating equipm ent shall 
not be used within 5ô of marked lines.  The operator shall utilize a spotter to visually monitor 
digging progress and help prevent line strikes. 

m. A site plan shall be completed by the excavator after an excavation and utility installation is 
complete. The site plan will include approximate locations of all new underground lines 

https://docs.google.com/spreadsheets/d/1wh3lcsepeHLrNXUY6v2kuOmTS46fy7Hp_YFt0yN04_4/edit#gid=37133425
https://docs.google.com/spreadsheets/d/1wh3lcsepeHLrNXUY6v2kuOmTS46fy7Hp_YFt0yN04_4/edit#gid=37133425
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installed by Automation Electronics, denoting distances from existing landmarks and line 
depths. 

n. All personnel who operate equipment for excavations shall be trained and deemed 
competent to use the specific equipment used on site. 

o. Every effort shall be made to avoid leaving an open trench beyond the w orking shift.   If 
sections must be left open, flag the trench run.  

p. Wyoming Statute states:  Compliance with this section does not excuse an excavator from 
exercising reasonable care in complying with this act nor does compliance with this section 
excuse an excavator from liability for damage or injury for failure to so act. When 
excavating, reasonable care shall require hand digging, as necessary, to protect the 
underground facility.  
 

APWA UNIFORM COLOR CODE  (Uses ANSI Standard Z535.1 Safety Color Code)  
WHITE  Proposed Excavation 
PINK   Temporary Survey Markings 
RED   Electric Power Lines, Cables, Conduit and Lighting Cables 
YELLOW  Gas, Oil, Steam, Petroleum or Gaseous Materials 
ORANGE  Communication, Alarm or Signal Lines, Cables or Conduit 
BLUE   Potable Water 
PURPLE Reclaimed Water, Irrigation and Slurry Lines 
GREEN  Sewers and Drain Lines 

 

COMPETENT PERSON: 

a. A competent person shall: 

a. Be capable of identifying existing and predictable hazards in the surroundings, or 

b. Working in conditions which are unsanitary, hazardous or dangerous to employees, and  

c. Who has authorization to take prompt, corrective measures to eliminate them. 

b. Any excavation or trench five feet or more in depth (or less than five feet and showing potential 

of cave-in) will 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. 

c. Determination of soil types and special considerations must be done. The structure and 

composition of earth type testing will allow either visual testing or manual testing when 

classifying soil types. 

d. A competent person will inspect each excavation/trench daily prior to start of work, after every 

rainstorm or other hazard increasing occurrence and as needed throughout the shift. Where a 

competent person finds evidence of a situation that could result in a possible cave-in, 

indications of failure or protective systems, hazardous atmospheres, or other hazardous 
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conditions, exposed employees shall be removed from area until the necessary corrective 

actions have been taken to ensure their safety. 

e. Means of egress will be provided in trenches four feet or more in depth so as to require no 

more than 25 feet of lateral travel for each employee in the trench.  

¶ Stairways, ladder, ramp or other safe means of egress shall be located in trench excavation 

of 4 feet or more in depth.  Ladders shall be secured in a manner to prevent movement 

while in use and shall extend 3 feet over the trench top. 

¶ An earth ramp may be considered a safe means of egress only if employees are able to walk 

the ramp in an upright manner when entering or exiting the trench. 

¶ Shielding or trench boxes are not normally used at Automation & Electronics, however 

should an employee be exposed to trench depth where such devises are necessary  to 

perform, employees must be restricted from being in the shield when installing, removing 

or re-positioning the shield takes place. 

 

f. Spoil piles and other equipment will be kept at least two feet from the edge of the trench or 

excavation. 

 

g. Underground installations shall be determined before excavation begins.  Call for a locate first 

ï DO NOT PROCEED WITHOUT A LOCATE! 

h. Employees should not work under loads of digging equipment where loads may fall. 

i. Testing for hazardous atmospheres shall be conducted in trenched depths greater than 4 feet. 

j. Any accumulation of water in trenches shall be inspected by competent person.  Employees 

shall be protected from water accumulations. 

k. Employees should be protected from the hazards of materials or equipment falling, rolling or 

sliding in trench or excavation. The edges of all open trenches must be protected from falling 

items.  Walkways shall be provided where employees are permitted to cross over excavation. 

l. When employees are exposed to high public traffic while working in or around open trenches, 

employees shall be provided with high visibility reflective vests or clothing.  Employees shall 

also be protected from vehicular traffic. 

m. Any crossings over excavations shall have guardrails installed on any walk-ways to protect 

against falls. 

Severe Weather Operations 

Lightning  and thunder storms:   
  

Working outside in a thunderstorm is not a safe place to be. It is very important to get to a safe 

place at the first signs of a thunderstorm. Stop what you are doing and seek safety in a substantial 

building or vehicle. Lightning can travel long distances through metal, which is an excellent 
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conductor of electricity. Stay away from all metal objects, equipment, and surfaces that can 

conduct electricity.   

 

Seek fully-enclosed, substantial buildings with wiring and plumbing. In modern buildings, the 

interior wiring and plumbing will act as an earth ground. A building is a safe shelter as long as 

you are not in contact with anything that can conduct electricity (e.g., electrical equipment or 

cords, plumbing fixtures, corded phones). Do not lean against concrete walls or floors (which 

may have metal bars inside). 

 

Supervisors and employees are to take action after hearing thunder, seeing lightning or 

perceiving any other warning signs of approaching thunderstorms.  Work activity should be 

stopped if you see lightning, hear thunder or the skies look apparently threatening.  Employees 

should, without delay, go to the nearest available substantial building and notify their supervisor 

who will ensure all crew members are notified and act.  A vehicle is an acceptable alternative if 

nothing else is available.  It is recommended that employees wait 30 minutes after hearing last 

thunder before resuming outdoor work activities or an all clear is given on the part of the top 

A&E site management or the customer.  The foreman or his designee shall be responsible for 

observing the weather conditions and monitoring the area forecast.  Employees should also 

always be observing their weather conditions.  Any employee may cease work activities as a 

function of Stop Work Authority if they observe the above listed weather conditions, however it 

should also be directed by the site foreman when to stop work.   

 

  



Automation & Electronics, Inc.    3-1  

Chapter 3 WRITTEN HAZARD COMMUNICATION PROGRAM  

GENERAL  

The following written hazard communication program has been established for Automation & 

Electronics, Inc. Presently no procedures need addressed on communications of hazards to non-

English speaking employees as all employees speak and understand English as stated here within 

the written Hazard Communication Program.  Appropriate measures will be taken in the event a 

language barrier presents itself. 

The program will be available at each office and the main office for review by all employees.  It 

shall be administered by the Safety Administrator or his designee by training and appropriate 

resources as compliant with the OSHA standard. 

Administrative Controls  

Shipping and Receiving will distribute received Safety Datasheets to the appropriate department.  

Shipping /Receiving Department will provide copies of all Safety Data Sheets to the IT 

Department where they will be placed on Automation & Electronics server for electronic access.  

Each department supervisor will review and provide training to employees on any new hazardous 

material as it arrives.  Each departmental supervisor will maintain their SDS booklets in a 

conspicuous location accessible by employees: keeping index pages current with changes or 

updates.   

Individual supervisor within each department will provide to the Safety Manager any updated 

sheets or correction that has been made thereby insuring that the Master copy in file has been 

updated. 

Master Copy of all SDS departmental booklets will be kept by the safety department electronically 

for reference. 

CONTAINER LABELING  

The Safety Manager will verify that all containers received for and used by Automation & 

Electronics, Inc. will : 

1. Be clearly labeled as to the contents. 

2. Secondary containers have been properly labeled 

3. Words, pictograms, symbols or combination thereof may be used to identify warnings. 

4. Note the appropriate hazard warnings. 



Automation & Electronics, Inc.    3-2  

5. Labels shall be replaced if defaced or removed.  They shall include the Signal word; Hazard 

Statement; Pictograms; Precautionary Statements; Manufacturer full contact info. 

6. Sample Label for Acetone: 

 

No containers will be released for use until the above data is verified. 

SAFETY DATA SHEETS 

It will be the responsibility of the Safety Manager to obtain necessary SDSôs for hazardous 

materials so a comprehensive SDSôs file can be maintained.  All employees will be informed of 

the location of the written hazard communication program in their individual department and be 

informed of the Master Copy File of the SDSôs. 

a. Copies of the SDSôs for all hazardous chemicals to which, employees may be exposed will be 

kept in the Safety Manager's office or the job site trailer / office in alphabetical order and will 

be readily available for review to all employees during each work shift. 

b. Subcontractors working on the jobsite are required to bring copies of all SDS's for hazardous 

materials they are bringing on the jobsite to the employer's office so the information is 

accessible to all employees.  It would be preferable to have each subcontractor bring their 

hazardous material program and SDSôs in a binder labeled with the contractor's name and 

identified as a hazardous material communication program.  Upon leaving the jobsite and 

taking all hazardous materials with them, they may take their information with them. 

c. A recommendation to all employees to take a copy of the applicable SDSôs to the medical 

facility if emergency treatment is necessary due to exposure. 

TRAINING  

All employees will be provided with information and training on this program and hazardous 

chemicals present in their work areas. Training is to be formal on-the-job and presented prior to 

first exposure to the hazardous material. Employee training must cover: 

¶ The location and availability of the written hazard communication program, chemical 

listing, and the SDS file 

¶ Which operations and products are hazardous, and what are the physical and health hazards 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjntc387KrNAhVI0oMKHQ0XCKgQjRwIBw&url=http://movies-in-theaters.net/acetone-ghs-label-sample.html&psig=AFQjCNHD53-qw_jcBdL75SU_ulul90UPcA&ust=1466108240002685
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¶ What controls are in place to protect them; what they should do to protect themselves; and 

what personal protective equipment to use when working with these products. 

¶ Methods and observations that are in place or may be used to detect the presence or release 

of a hazardous chemical in their workplace. 

¶ Refresher training will be presented to employee yearly. 

If an employee is instructed to handle a hazardous material which he has not been trained to handle, 

it is the responsibility of the departmental supervisor to properly train the employee prior to 

introducing the employee to any hazardous material.  It will be the employer's responsibility to 

notify the employees as to his/her responsibilities during hazardous material usage, what PPE shall 

be used and to ensure engineering controls are in place. 

After attending the safety meeting or individual instruction, each employee will complete the 

training sign in sheet and testing that covers the safety training received on the hazardous material 

and are aware of their responsibilities. 

L IST OF HAZARDOUS CHEMICALS  

A chemical inventory of hazardous materials will be maintained by the employer and kept with 

the SDS's and this program. 

NON-ROUTINE HAZARDOUS TASKS 

Since many tasks are not done on a routine basis, they will be handled through specific training.  

It will be the responsibility of the Project Supervisor or Foreman to provide training on 

performance of specific hazardous non-routine tasks. 

SUBCONTRACTORS AND OTHER EMPLOYEES  

The employer will inform the subcontractor entering the jobsite, of the written hazardous material 

program and where to locate SDSôs.  It will be the responsibility of that employer to properly train 

his employees in the avoidance or emergency procedures for these materials. 
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Chapter 4 CONFINED SPACE ENTRY PROGRAM  

This company and its associated work places may have confined spaces that due to various 

physical properties may cause death or serious injury to employees who may enter them.  This 

Confined Space Entry Program is developed and established to identify, evaluate, and control such 

spaces, and more important, to detail procedures and responsibilities for entering and working 

within confined spaces. 

Adherence to the policies and directives contained in this program is mandatory for all supervisors 

and employees of this company.  Supervisors and employees failing to follow this program are 

subject to disciplinary action and/or dismissal. 

DEFINITIONS  

Confined Space.   A space that: 

¶ Is large enough and so configured that an employee can bodily enter and perform assigned 

work; 

¶ Has limited or restricted means for entry or exit; and, 

¶ Is not designed for continuous employee occupancy. 

 

Permit Required Confined Space.  A confined space that: 

¶ Contains or has a potential to contain a hazardous atmosphere;  or, 

¶ Contains a material that has the potential for engulfing an entrant;  or, 

¶ Has an internal configuration such that an entrant could be trapped or asphyxiated by 

inwardly converging walls or by a floor which slopes downward and tapers to a smaller 

cross section;  or,  

¶ Contains any other recognized serious safety or health hazard. 

 

Acceptable Entry Conditions.  The conditions that must exist in a permit space to allow entry 

and to ensure employees can safely enter into and safely work within a permit required confined 

space. 

Entry .  The action by which a person passes through an opening into a permit required confined 

space.  Entry is considered to occur as soon as any part of the entrant's body breaks the plane of 

an opening into the space. 

Entry Permit .  The written or printed document provided by this company to allow and control 

entry into a permit space. 

Entry Supervisor.  The person responsible for determining if acceptable entry conditions are 

present at a permit space where entry is planned, for authorizing entry and overseeing entry 

operations, and for terminating entry. 
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Hazardous Atmosphere.  An atmosphere that may expose employees to the risk of death, 

incapacitation, impairment of ability to self-rescue, injury, or acute illness from one or more of the 

following conditions: 

¶ Flammable gas, vapor, or mist in excess of 10 percent of its lower flammable limit (LFL); 

¶ AirBorne combustible dust at a concentration that meets or exceed its LFL. (this may be 

approximated as a condition in which the dust obscures vision at a distance of 5 feet or 

less); 

¶ Atmospheric oxygen concentration below 19.5 percent or above 23.5 percent; 

¶ Atmospheric concentration of any substance for which a dose of permissible limit is 

published (in Subpart G  Occupational Health and Environmental Control; or Subpart Z 

Hazardous and Toxic Substances); 

¶ Any other atmospheric condition that is immediately dangerous to life or health. 

 

Non-Permit Confined Space.   Is a confined space that does not contain, or with the respect to 

atmospheric hazards, have the potential to contain any hazard capable of causing death or serious 

physical harm.  

Prohibited Condition.   Any condition in a permit space that is not allowed by the permit during 

the time when entry is authorized. 

Testing.  The process by which the hazards that may confront entrants are identified and evaluated.  

Testing includes specifying the tests that are to be performed in the permit space. 

CONFINED SPACE LOCATIONS  

Workplaces within this company have been surveyed to identify any confined spaces that may be 

present.  Although there are no confined work spaces on the premises, the employee must verify 

locations which are defined as confined space entry on each job site.  Coordinate any entries with 

the customer safety representative.  If you are not sure if an area is a confined space, do not enter 

until the status of the area has been determined by the appropriate customer safety representative. 

MULTI -EMPLOYER JOB SITES W ITH CONFINED SPACE E NTRY  

Where there are more than one employer whose employees are entering the confined space, A&E 

employees shall have a pre-job safety briefing with representatives of the other employer(s) to 

coordinate safe entry and exit of all employees working in the space.  This shall include referral to 

policy and sharing JSAôs.   

Responsibilities 
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Employers 

a. Will evaluate the work place and identify permit required confined spaces. 

b. Inform exposed employees of the existence, location of, and the danger posed by the permit 

space by posting danger signs or by any other equally effective means. 

c. Determine if employees will or will not enter permit required space.  If not, take effective 

measures to prevent employees from entering the permit spaces. 

d. Provide and document training for entrants, attendants, entry supervisors, and (if used) in-

house rescue personnel. 

e. Designate the appropriate supervisor(s) as entry supervisor(s). 

f. Provide all specified equipment required for entry in a permit required confined space as 

outlined in this and the Wyoming OSHA program at no cost to the employees, maintain that 

equipment properly, and ensure that employees use that equipment properly. 

g. When acting as host employer for a contractor performing permit space entry work, shall: 

h. Inform contractor of permit space entry program; 

i. Apprise contractor of hazards of particular permit spaces and precautions and procedures 

implemented for protection of employees in or near permit spaces. 

j. Coordinate entry operations with contractor when both will be working in or near permit spaces 

and debrief contractor after entries. 

k. Obtain information from contractor of permit program to be followed and coordinate multiple 

entry operations. 

l. If necessary, reclassify a non-permit confined space as a permit space when there are changes 

in use or configuration. 

Employees 

a. Will not enter any permit required confined space unless specifically authorized by an entry 

supervisor and only in full accordance with this and the Wyoming OSHA program. 

b. Attend and complete any scheduled training required by his/her supervisor and this program. 

c. When selected as an entrant, attendant, or entry supervisor, perform those duties as outlined in 

this program. 
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PERMIT REQUIRED CONFINED SPACE ENTRY PROGRAM AND 

PROCEDURES 

All permit required confined spaces will be identified by supervisors, department heads, safety 

manager, or customer site safety managers.  Exposed employees will be informed of such spaces 

through posting with warning signs or other equally effective means, such as facility maps or 

training. 

Only trained and qualified employees will be authorized as permit space entrants, attendant, or 

entry supervisor. 

No employee shall enter a permit space without having a properly completed entry permit signed 

by an entry supervisor.  Those persons shall be specifically authorized by having training and 

permission by the supervisor to perform the functions of Entrant, Attendant and Supervisor. 

Entry Permit Procedures 

a. Entrants will obtain authorization and an entry permit from the site safety manager prior to 

entry of the space. 

b. The entrant will accomplish all pre-permit actions required for entering the space, such as 

atmospheric testing, provide for attendant and rescue services, etc. 

c. Complete all items on the permit. 

d. The entry will be authorized and the permit will be signed only by an authorized entry 

supervisor.  If any item on the permit is checked as "NO" (meaning not yet completed or 

available), the permit will not be signed.  

e. Entry may proceed.  A copy of the entry permit will be placed outside the confined space prior 

to any entry.  If isolation of the space is infeasible because the space is large or part of a 

continuous system (such as a sewer), entry conditions will be continuously monitored where 

entrants are working. 

f. Continuous ventilation will be conducted before and during all entries. 

g. Test or monitor the permit space as necessary to determine if acceptable entry conditions are 

being maintained during the course of entry operations. 

h. When testing for atmospheric hazards, test first for oxygen, then for combustible gases and 

vapors, and then for toxic gases and vapors.  Parameters for non-hazardous atmospheres are: 

¶ Oxygen between 19.5 and 23.5 percent; 

¶ Flammability less than ten percent of the lower flammability limit (LFL).  

¶ Toxicity less than the permissible exposure limit times.  The attendant will not be assigned 

any other duties that may interfere with his attendant duties.  Attendant duties are outlined 

on the next page. 



Automation & Electronics, Inc.    4-5  

 

i. Additional monitoring may be requested by employees at any time or space may be re-

evaluated if there is reason to believe changes have occurred. 

Equipment required for permit required confined space entry includes that equipment required for 

testing and monitoring; ventilating; communications between the entrant and attendant, and for 

summoning rescue; personal protection; lighting; barriers/shields for openings;  means of ingress 

and egress; and any other equipment necessary for safe entry and rescue.   

Rescue and Emergency Services 

Should host facility (client/owner) be utilized for rescue in IDLH atmosphere ï it must be agreed 

upon by both parties involved.  Should outside services be utilized for rescue, they must be given 

the opportunity to examine the entry site, practice rescue and decline as appropriate. 

a. Non-entry rescue is the preferred method for rescue of personnel from a permit required space.  

Employees will not enter a permit space for rescue unless they have been specifically trained 

and equipped for such rescue. 

b. To facilitate non-entry rescue, retrieval systems or methods shall be used whenever an 

authorized entrant enter a permit space, unless the retrieval equipment would increase overall 

risk of entry or would not be of value to any rescue.  Retrieval system requirements are: 

¶ Each entrant shall use a chest or full body harness, with a retrieval line attached at the 

center of the back near shoulder level, or above the head. 

¶ Other end of retrieval line shall be attached to a mechanical device or fixed point outside 

of permit space enabling immediate use.  A mechanical device will be used to retrieve 

personnel from vertical type permit spaces more than five feet deep. 

¶ If injured entrant is exposed to any substance with a required MSDS or similar document, 

that MSDS or document will be made available to the medical facility treating entrant. 

 

c. If rescue should become necessary, the attendant will: 

 

¶ Notify and summon the rescue team/service; 

¶ Attempt non-entry rescue procedures to the extent possible by the circumstances. 

¶ Monitor the situation and be ready to give rescuers information on how many victims are 

involved and verify whether this rescue service will be performed by customer teams or 

other teams trained for the purpose.  MSDS sheets should be available for rescue teams. 

DUTIES 

Entrant  

a. Know the hazards that may be faced, including the mode, signs or symptoms, and 

consequences of the exposure; 
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b. Properly use equipment as required; 

c. Communicate with the attendant as necessary to enable the attendant to monitor entrant status 

and to alert entrants of the need to evacuate the space. 

d. Alert the attendant whenever  the entrant recognizes any warning sign or symptom of exposure 

to a dangerous situation; 

¶ An order to evacuate is given by the attendant or the entry supervisor, or an evacuation 

alarm is activated. 

¶ The entrant recognizes any warning sign or symptom of exposure to a dangerous situation, 

or detects a prohibited condition. 

¶ The entrant may request additional monitoring at any time. 

Attendant / Entry Supervisor 

a. Know the hazards that may be faced during entry, including the mode, signs or symptoms, and 

consequences of the exposure.  

b. Is aware of possible behavioral effects of hazard exposure. 

c. Continuously maintain an accurate count and identity of authorized entrants. 

d. Remain outside the permit space during entry operations until relieved by another attendant 

e. Communicate with entrants as necessary to monitor entrant status and to alert entrants of the 

need to evacuate. 

f. Monitor activities inside and outside space to determine if safe for entrants to remain in space 

and orders evacuation when necessary. 

g. Summon rescue and emergency services when assistance for emergency exit from permit space 

is necessary. 

h. Take the following actions when unauthorized  persons approach or enter a permit space while 

entry is underway: 

¶ Warn them to stay away, or exit immediately if they have entered. 

¶ Inform the entrants and entry supervisor if unauthorized persons enter the permit space. 

 

i. Perform non-entry rescues as specified by company procedure. 

j. Perform no duties that might interfere with their primary duty to monitor and protect authorized 

entrants. 

k. Attendants will not be allowed to monitor more than one confined space entry at time. 
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TRAINING  

Only trained and qualified employees may be authorized as entrant, attendant, entry supervisor, or 

in-house rescue team members.  The training will establish proficiency in the duties required by 

this program so that the employee acquires the understanding, knowledge, and skill necessary for 

the safe performance of his/her duties.   

Training must be completed before employee is assigned duties under this program, before there 

is a change in assigned duties and, whenever a supervisor has reason to believe either that there 

are deviations from permit space entry procedures or inadequacies in the employee's knowledge 

or use of this program. 

Supervisors will certify that this training has been accomplished.  The certification will contain 

the employee's name, signatures or initials of the trainers, and the dates of training.  The 

certification will be kept on file. 

Training and practice rescues must be performed at least every 12 months.  Training shall be 

documented to include the trainee, date, instructor and proficiency completed. 

Employees acting as standby attendants or persons responsible of entry rescue shall be trained in 

CPR, Emergency First Aid and Respiratory Protection Program. Where atmospheres are defined 

as IDLH (Immediate Danger to Life / Health) employee will be required to where supply air or 

SCBA (self contained breathing apparatus) for reuse. 

P.P.E. worn or required to perform entry, rescue or any work relating to a confined space entry, 

will be provided to the employee at no cost. 

ALTERNATE ENTRY PROCEDURES 

Alternate entry procedures may be used when the only hazard is an actual or potential hazardous 

atmosphere.  If alternate entry procedures are used, no permits are needed, no attendant or 

supervisors are required, and rescue provisions need not be used.  Training and a written 

certification are required.  

Conditions to be met to Qualify for Alternate Procedures 

a. The only hazard posed by permit space is an actual or potential hazardous atmosphere. 

b. Continuous forced air ventilation alone is sufficient to maintain safe permit space. 

c. Monitoring and inspection data that supports above demonstrations have been developed and 

documented. 

d. If initial entry is necessary to obtain above data, it shall be performed in accordance with this 

program. 

e. Documented determinations and supporting data will be made available to entrants. 
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Entry must be in accordance with the following requirements: 

a. Any condition making it unsafe to remove an entrance cover shall be eliminated before 

removing cover.  When entrance covers are removed, the opening shall be promptly and 

effectively guarded. 

b. Before and during entry, internal atmosphere shall be tested with a calibrated direct-reading 

instrument, for the following conditions in the order given and made available to the entrant: 

¶ Oxygen content 

¶ Flammable gases and vapors 

¶ Potential toxic air contaminants 

 

c. There may be no hazardous atmosphere within the space whenever any employee is inside the 

space. 

d. Continuous forced air ventilation shall be used as follows: 

¶ Entry not permitted until hazardous atmosphere is eliminated. 

¶ Ventilation shall be directed to immediate areas where employees are or will be present 

and will continue until all employees have left the space; 

¶ Air supply shall be from a clean source and may not increase hazards in space. 

 

e. Atmosphere within space shall be periodically tested as necessary to ensure that ventilation is 

adequate.  If hazardous atmosphere is detected during entry: 

 

¶ Each employee shall leave space immediately; 

¶ Space shall be evaluated to determine how hazardous atmosphere developed; and 

¶ Measures taken to protect employees from hazardous atmosphere before any 

subsequent entry. 

 

f. The entry supervisor will verify that the space is safe for entry and that all of the above 

requirements have been met.  Such verification will be in writing to include the date, location 

of the space, and the signature of the person providing the certification, and shall be made 

available to each employee before entry. 

 

g. The entrant, attendant and supervisor shall participate in the review of the permit prior to entry. 

PERMI T SPACE RECLASSIFICATION  

A permit space may be reclassified as a non-permit space: 
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a. If there are no actual or potential atmospheric hazards and if all hazards within permit space 

are eliminated without entry, space may be reclassified  for as long as the non-atmospheric 

hazards remain eliminated. 

b. Hazards may be eliminated by such actions as purging or inerting tank/vessels of contaminants, 

emptying material from hoppers/bins, use of company lockout/tag procedures for 

electrical/mechanical hazards.  The control of atmospheric hazards through forced air 

ventilation does not constitute elimination of that hazard (it only controls the hazard:  the 

preceding Alternate Entry Procedures must be used in such cases). 

c. If entry is required to eliminate hazards, it shall be according to regulations and the space may 

be reclassified for as long as the hazards remain eliminated. 

d. Entry supervisors will certify in writing that all hazards in permit space have been eliminated 

and make this document available to each entrant. 

e. If hazards arise in declassified permit space, employee(s) shall exit and the employer shall 

determine whether to reclassify space. 

WRITTEN PERMIT  

The following information should be included in the request for a written permit.  The customer 

safety manager should ask for this information.  The permit must be a standardized format for each 

entry. 

a. The permit space to be entered. 

b. The purpose of the entry. 

c. The date and the authorized duration of the entry permit. 

d. The authorized entrants within the permit space, by name or by such other means. 

e. The personnel, by name, currently serving as attendants. 

f. The individual, by name currently serving as entry supervisor, with space for signature or 

initials. 

g. The hazards of the permit space to be entered. 

h. The measure used to isolate the permit space and to eliminate or control permit space hazards 

before entry. 

i. The acceptable entry conditions. 

j. The results of initial and periodic tests, with the names or initials of the testers and when the 

tests were done. 
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k. The rescue and emergency services that can be summoned and the means for summoning them. 

l. The communications procedures used by authorized entrants and attendants to maintain contact 

during the entry. 

m. Equipment (such as personal protective equipment, testing, communications, alarm system, 

and rescue equipment) to be provided for compliance with this section. 

n. Any other information whose inclusion is necessary in order to ensure  employee safety. 

o. Attached to permit any additional permits, such as for hot work, that have been issued for work 

in the permit space.  

PERMIT CANCELLATION  

The following reasons will be cancel a permit: 

¶ An unauthorized entry  

¶ Recognition of an previously un-recognized hazard 

¶ Injury 

¶ Near miss 

¶ Employee complaints of symptoms consistent with potential hazards 

RESCUE 

Rescue services must be on site for immediately dangerous to life and health (IDHL) situations 

while work is being performed.  Automation & Electronics does not work in confined spaces 

where IDHL conditions are present.  Automation will rely on owner operators to perform all 

aspects of permit required confined space entry. 

ENTRY CLOSURE / REVIEW  

Upon closure or completion of entry the entry supervisor will terminate and cancel the entry 

permit. The entry supervisor shall verify with his signature that the entry permit has been 

successfully completed and terminated. The entry supervisor must forward copies of terminated 

entry permits to Automation & Electronics main office, retain one copy for job site files and submit 

a copy to the owner/client. 

All entry operations will be reviewed within one year after each entry to revise the program as 

necessary to ensure potential hazards that may not have been identified or  not covered on the 
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original permit can further eliminating hazards that could lead to serious near misses or possibly 

fatal incidents. If no entries are performed during a 12 month period, no review will be necessary.  
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CONFINED SPACE ENTRY PERMIT  

Date & Time Issued___-___-___/__________Date & Time Expires___-___-___/__________ 

Permit Space ID:______________ Purpose Of Entry___________________________________ 

Entrants' Names/Team ID:________________________________________________________ 

Attendant(s):____________________________Entry Supervisor________________________ 

All Entrants, Attendant(s), & Entry Supervisor Verified Trained For Duties. 

Hazard(s) of Space:    

Atmospheric_____   Engulfment_____   Electrical_____   Mechanical_____  

Other_______________________________ 

         DATE TIME  N/A 

Method to Eliminate/ Ventilation     _____ _____ _____ 

Control Hazard(s)  Lockout/Tagout   _____ _____ _____ 

Completed:   Line(s) Broken-Capped-Blanked _____ _____ _____ 

    Purge-Flush-Vent   _____ _____ _____ 

    Other_________________________ _____ _____ _____ 

 

Equipment Available:  

N/A YES NO    N/A YES NO 

  Calibrated Gas Monitor   ( )    ( )   ( ) Protective Clothing    ( )    ( )   ( ) 

  Safety Harnesses & Lifeline   ( )   ( )   ( ) Ventilation    ( )    ( )   ( ) 

  Emergency Retrieval Line   ( )    ( )   ( ) Communication   ( )    ( )   ( ) 

  Hoisting Equipment    ( )    ( )   ( ) Lights & Tools   ( )   ( )  ( ) 

      Explosion Proof Breathing Apparatus   ( )    ( )   ( ) 

  

Communication Procedures -  Entrant <> Attendant:_______________________________ 

Rescue:  Non-Entry Retrieval    Means of Summoning:_____________________________ 

TESTING & MONITORING:           Periodic______  Continuous______  N/A______ 

        Pre-entry  Others 

  Percent of Oxygen:  19.5% - 23.5% _____ _____ _____ _____ _____ 

  Flammability: <10% LFL (_________) _____ _____ _____ _____ _____ 

  Concentrations: < PEL (__________)    _____ _____ _____ _____ _____ 

  Tester's Initials _____ _____ _____ _____ _____ 

Additional Work Permits (Hot-work, etc) Attached:  Yes_____  No_____  N/A_____. 

Entry cannot be approved if any entries are marked in the "No" column.  This permit is not valid 

unless all items are completed. 
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All entry conditions have been met. Entry is authorized. ________________________ 

                (Entry Supervisor) 

Or: 

Alternate Entry Procedures:  I certify that all pre-entry measures required by this program have 

been completed and that the space identified above is safe for entry following Alternate Entry 

Procedures. _____________________________________ 

       (Entry Supervisor) 

Or: 

Reclassification To Non-Permit Space.  I certify that all hazards have been eliminated from the 

space identified above and that the space is reclassified as a non-permit 

space._____________________________________ 

 (Entry Supervisor) 
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Chapter 5 RESPIRATORY PROGRAM  

PURPOSE 

Automation & Electronics, Inc. (A&E) has determined that some employees are exposed to 

respiratory hazards during routine operations. These hazards include dust, particulates, and vapors, 

and in some cases represent Immediately Dangerous to Life or Health (IDLH) conditions.  The 

purpose of this program is to ensure that all A&E employees are protected from exposure to these 

respiratory hazards. 

Engineering controls, such as ventilation and substitution of less toxic materials, are the first line 

of defense at A&E; however, engineering controls have not always been feasible for some of our 

operations, or have not always completely controlled the identified hazards.  In these situations, 

respirators and other protective equipment must be used.  Respirators are also needed to protect 

employeesô health during emergencies.  The work processes requiring respirator use at A&E are 

outlined in Table 1 as an appendix of this program. 

Some employees wish to wear respirators during certain operations that do not require respiratory 

protection.  As a general policy A&E will review each of these requests on a case-by-case basis.  

If the use of respiratory protection in a specific case will not jeopardize the health or safety of the 

worker(s), A&E will provide respirators for voluntary use.  As outlined in the Scope and 

Application section of this program, voluntary respirator use is subject to certain requirements of 

this program. 

SCOPE AND APPLICATION  

This program applies to all employees who are required to wear respirators during normal work 

operations, and during some non-routine or emergency operations such as a spill of a hazardous 

substance.  All employees working in these areas and engaged in certain processes or tasks (as 

outlined in the Table 1) must be enrolled in the companyôs respiratory protection program.  This 

includes employees in the departments identified in Table 1. 

In addition, any employee who voluntarily wears a respirator when a respirator is not required (i.e., 

in certain maintenance and coating operations) is subject to the medical evaluation, cleaning, 

maintenance, and storage elements of this program, and must be provided with certain information 

specified in this section of the program.  Employees who voluntarily wear filtering face pieces 

(dust masks) are not subject to the medical evaluation, cleaning, storage, and maintenance 

provisions of this program. 

Employees participating in the respiratory protection program do so at no cost to them.  The 

expense associated with training, medical evaluations and respiratory protection equipment will 

be paid by the company. 
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RESPONSIBILITIES  

Program Administrator  

The Program Administrator shall be the Safety Administrator or his designee, is responsible for 

administering the respiratory protection program. 

Duties of the program administrator include: 

¶ Identifying work areas, processes or tasks that require workers to wear respirators, and 

evaluating hazards. 

¶ Selection of respiratory protection options. 

¶ Monitoring respirator use to ensure that respirators are used in accordance with their 

certifications. 

¶ Arranging for and/or conducting training. 

¶ Ensuring proper storage and maintenance of respiratory protection equipment.  

¶ Conducting qualitative fit testing with irritant smoke or other approved protocol. 

¶ Administering the medical surveillance program. 

¶ Maintaining records required by the program. 

¶ Evaluating the program. 

¶ Updating written program, as needed. 

 

The Program Administrator for Automation & Electronics, Inc. is Brandon Juday, the Safety 

Administrator 

Supervisors 

Supervisors are responsible for ensuring that the respiratory protection program is implemented in 

their particular areas.  In addition to being knowledgeable about the program requirements for their 

own protection, supervisors must also ensure that the program is understood and followed by the 

employees under their charge.  Duties of the supervisor include: 

¶ Ensuring that employees under their supervision (including new hires) have received 

appropriate training, fit testing, and annual medical evaluation. 

¶ Ensuring the availability of appropriate respirators and accessories. 

¶ Being aware of tasks requiring the use of respiratory protection. 

¶ Enforcing the proper use of respiratory protection when necessary. 

¶ Ensuring that respirators are properly cleaned, maintained, and stored according to the 

respiratory protection plan. 

¶ Ensuring that respirators fit well and do not cause discomfort. 

¶ Continually monitoring work areas and operations to identify respiratory hazards. 

¶ Coordinating with the Program Administrator on how to address respiratory hazards or 

other concerns regarding the program. 
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Employees 

Each employee has the responsibility to wear his or her respirator when and where required and in 

the manner in which they were trained.  Employees must also: 

¶ Care for and maintain their respirators as instructed, and store them in a clean sanitary 

location. 

¶ Inform their supervisor if the respirator no longer fits well, and request a new one that fits 

properly. 

¶ Inform their supervisor or the Program Administrator of any respiratory hazards that they 

feel are not adequately addressed in the workplace and of any other concerns that they have 

regarding the program. 

¶ Complete annual fit testing and medical evaluation. 

¶ Complete annual Respiratory Protection Training. 

PROGRAM ELEMENTS  

Selection Procedures 

The Program Administrator will select respirators to be used on site, based on the hazards to which 

workers are exposed and in accordance with all OSHA standards.  The Program Administrator will 

conduct a hazard evaluation for each operation, process, or work area where air borne contaminants 

may be present in routine operations or during an emergency. The hazard evaluation will include: 

a. Identification and development of a list of hazardous substances used in the workplace, by 

department, or work process. 

b. Review of work processes to determine where potential exposures to these hazardous 

substances may occur. This review shall be conducted by surveying the workplace, 

reviewing process records, and talking with employees and supervisors. 

c. Exposure monitoring to quantify potential hazardous exposures. Monitoring will be 

contracted out to Occupational Health Testing or conducted by qualified employees when 

needed. 

d. Respirators shall be NIOSH certified and correspondent to the exposure levels.   

 

The results of the current hazard evaluation are attached as Table 2. 

While A&E notes that respiratory protection is not required in certain areas, the company 

recognizes employee concern about breathing vapors and about having to work in an unpleasant 

environment.  Accordingly, employees may voluntarily choose to wear a half-facepiece APR with 

organic vapor and particulate combination cartridges when working in this area. 

Updating the Hazard Assessment 

The Program Administrator must revise and update the hazard assessment as needed (i.e., any time 

work process changes may potentially affect exposure).  If an employee feels that respiratory 

protection is needed during a particular activity, he/she is to contact his or her supervisor or the 
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Program Administrator.  The Program Administrator will evaluate the potential hazard, arranging 

for outside assistance as necessary.  The Program Administrator will then communicate the results 

of that assessment back to the employees.  If it is determined that respiratory protection is 

necessary, all other elements of this program will be in effect for those tasks and this program will 

be updated accordingly. 

NIOSH Certification  

All respirators must be certified by the National Institute for Occupational Safety and Health 

(NIOSH) and shall be used in accordance with the terms of that certification. Also, all filters, 

cartridges, and canisters must be labeled with the appropriate NIOSH approval label. The label 

must not be removed or defaced while it is in use.  

Voluntary Respirator Use 

Automation & Electronics, Inc. will provide respirators at no charge to employees for voluntary 

use for the following work processes: 

¶ Employees may wear half-facepiece APRs with ___________________ cartridges while 

working in the ___________________ area. 

¶ Employees may wear half-facepiece APRs with ___________________ cartridges while 

working in the ___________________ area. 

 

The Program Administrator will provide all employees who voluntarily choose to wear either of 

the above respirators with a copy of Appendix D of the standard.  (Appendix D details the 

requirements for voluntary use of respirators by employees.)  Employees choosing to wear a half 

facepiece Air Purifying Respirator (APR) must comply with the procedures for Medical 

Evaluation, Respirator Use, and Cleaning, Maintenance and Storage. 

The Program Administrator shall authorize voluntary use of respiratory protective equipment as 

requested by all other workers on a case-by-case basis, depending on specific workplace conditions 

and the results of the medical evaluations. 

Medical Evaluation 

Employees who are either required to wear respirators, or who choose to wear an APR voluntarily, 

must pass a medical exam before being permitted to wear a respirator on the job.  Employees are 

not permitted to wear respirators until it has determined that they are medically able to do so.  Any 

employee refusing the medical evaluation will not be allowed to work in an area requiring 

respirator use. 

A licensed healthcare professional at Occupational Health Testing facility, where all company 

medical services are provided will provide the medical evaluations.  Medical evaluation 

procedures are as follows: 

¶ The medical evaluation will be conducted using the questionnaire provided in Appendix C 

of the respiratory protection standard. The Program Administrator will provide a copy of 
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this questionnaire to all employees requiring medical evaluations.  The questionnaire is 

attached to this program. 

¶ To the extent feasible, the company will assist employees who are unable to read the 

questionnaire (by providing help in reading the questionnaire).  When this is not possible, 

the employee will be sent directly to the Professionally Licensed Healthcare Provider 

(PLHCP) for medical evaluation. 

¶ Employees may complete the questionnaire and evaluation during normal working hours, 

as convenient to the employee as possible and confidentially.  The employee may discuss 

the PLHCP regarding the results. 

¶ All affected employees will be given a copy of the medical questionnaire to fill out, along 

with a stamped and addressed envelope for mailing the questionnaire to the company 

PLHCP.  Employees will be permitted to fill out the questionnaire on company time. 

¶ Follow-up medical exams will be granted to employees as required by the standard, and/or 

as deemed necessary by the medical clinic PLHCP. 

¶ All employees will be granted the opportunity to speak with the PLHCP about their medical 

evaluation, if they so request. 

¶ The Program Administrator has provided the PLHCP with a copy of this program, a copy 

of the Respiratory Protection standard, the list of hazardous substances by work area, and 

for each employee requiring evaluation: his or her work area or job title, proposed 

respirator type and weight, length of time required to wear respirator, expected physical 

work load (light, moderate, or heavy), potential temperature and humidity extremes, and 

any additional protective clothing required. 

¶ Any employee required for medical reasons to wear a positive pressure air-purifying 

respirator will be provided with a powered air-purifying respirator. 

 

After an employee has received clearance and begun to wear his or her respirator, additional 

medical evaluations will be provided under the following circumstances: 

¶ Employee reports signs and/or symptoms related to their ability to use a respirator, such as 

shortness of breath, dizziness, chest pains, or wheezing. 

¶ The medical clinic PLHCP or supervisor informs the Program 

Administrator that the employee needs to be reevaluated; 

¶ Information from this program, including observations made during fit testing and program 

evaluation, indicates a need for reevaluation; 

¶ A change occurs in workplace conditions that may result in an increased physiological 

burden on the employee. 

 

A list of A&E job descriptions currently included in medical surveillance is provided in Table 2 

of this program.  

All examinations and questionnaires are to remain confidential between the employee and the 

PLHCP.  Employee shall have opportunity to discuss results with PLHCP. 
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Fit Testing 

Fit testing is required for all employees required to wear any respirator including SAR, APR and 

any tight-fitting respirator.  Tests shall be done in accordance with the OSHA standard.  Employees 

voluntarily wearing half-facepiece APRs may also be fit tested upon request.  

¶ Prior to being allowed to wear any respirator with a tight fitting facepiece; 

¶ Annually; and / or 

¶ When there are changes in the employeeôs physical condition that could affect respiratory 

fit (e.g., obvious change in body weight, facial scarring, etc.). 

 

Employees will be fit tested with the make, model, and size of respirator that they will actually 

wear.  Employees will be provided with several models and sizes of respirators so that they may 

find an optimal fit.  Fit testing of positive pressure respirators is to be conducted in the negative 

pressure mode. 

The Program Administrator or other qualified individual will conduct fit tests following the OSHA 

approved Aerosol Qualitative Fit Test (QLFT) Protocol in Appendix B of the Respiratory 

Protection standard. 

The Program Administrator has determined that Quantitative Fit Test (QNFT) is not required for 

the current respirators used under current conditions at Automation & Electronics, Inc.  If 

conditions affecting respirator use change, the Program Administrator will evaluate on a case-by-

case basis whether QNFT is required. 

RESPIRATOR USE 

General Use Procedures 

¶ Respiratory protection is required for the personnel identified in Table 2. 

¶ Employees will use their respirators under conditions specified by this program, and in 

accordance with the training they receive on the use of each particular model. In addition, 

the respirator shall not be used in a manner for which it is not certified by NIOSH or by its 

manufacturer. 

¶ All employees shall conduct user seal checks each time that they wear their respirator.  

Employees shall use either the positive or negative pressure check (depending on which 

test works best for them) specified in Appendix B-1 of the Respiratory Protection Standard. 

¶ All employees shall be permitted to leave the work area to maintain their respirator for the 

following reasons: to clean their respirator if the respirator is impeding their ability to work, 

change filters or cartridges, replace parts, or to inspect respirator if it stops functioning as 

intended.  Employees should notify their supervisor before leaving the area. 

¶ Employees are not permitted to wear tight-fitting respirators if they have any condition, 

such as facial scars, facial hair, or missing dentures, that prevents them from achieving a 

good seal. Employees are not permitted to wear headphones, jewelry, or other articles that 

may interfere with the facepiece-to-face seal. 
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Emergency Procedures 

There are currently no work areas on company property that have been identified as having 

foreseeable emergencies.  Job sites will be evaluated on a per job basis regarding such 

emergencies.  In the event of such an emergency, the following shall apply: 

¶ When the alarm sounds, employees in the affected department must immediately don their 

emergency escape respirators shut down their process equipment, and exit the work area. 

All other employees must immediately evacuate the building. A&Eôs Emergency Action 

Plan describes these procedures (including proper evacuation routes and rally points) in 

greater detail.  

¶ Emergency escape respirators protection in these instances is for escape purposes only 

A&E employees are not trained as emergency responders, and are not authorized to act in 

such a manner. 

Respirator Malfunction  

a. APR Respirator Malfunction:  For any malfunction of an APR (e.g., such as breakthrough, face 

piece leakage, or improperly working valve), the respirator wearer should inform his or her 

supervisor that the respirator no longer functions as intended, and go to the designated safe 

area to maintain the respirator. The supervisor must ensure that the qualified employee receives 

the needed parts to repair the respirator, or is provided with a new respirator. 

b. Atmosphere-supplying Respirator Malfunction:   All workers wearing atmosphere-supplying 

respirators will work with a buddy. Buddies shall assist workers who experience an SAR 

malfunction as follows: 

¶ If a worker experiences a malfunction of an SAR, he or she should signal to the buddy that 

he or she has had a respirator malfunction. The buddy shall don an emergency escape 

respirator and aid the worker in immediately exiting the area. 

IDLH Procedures 

The Program Administrator has identified the following area(s) as presenting the potential for 

IDLH conditions: 

If necessary, workers will follow the permit required confined space entry procedures specified in 

the A&Eôs Confined Space Program.  As specified in these procedures, the Program Administrator 

has determined that workers entering this area shall wear a pressure demand SAR.  In addition, an 

appropriately trained and equipped standby person shall remain outside the area and maintain 

constant voice and visual communication with the worker. In the event of an emergency requiring 

the standby person to enter the IDLH environment, the standby person shall immediately notify 

the Program Administrator and will proceed with rescue operations in accordance with rescue 

procedures outlined in the Confined Space Program. 



Automation & Electronics, Inc.    5-8  

AIR QUALITY  

For supplied-air respirators, only Grade D breathing air shall be used in the cylinders/compressors.  

The Program Administrator will coordinate deliveries of compressed air with the companyôs 

vendor and require that they certify that the air in the cylinders/compressors meets the 

specifications of Grade D breathing air.   

The Program Administrator will maintain a minimum air supply of one fully charged replacement 

cylinder for each SAR unit. In addition, cylinders may be recharged as necessary from the 

breathing air cascade system located near the respirator storage area.  

CLEANING  

Respirators are to be regularly cleaned and disinfected at the designated respirator cleaning area 

located away from the work or exposure area.   

Respirators issued for the exclusive use of an employee shall be cleaned as often as necessary, but 

at least once a day for workers wearing daily. 

Atmosphere supplying and emergency use respirators are to be cleaned and disinfected after each 

use and as needed for general maintenance and preservation of the unit. 

The following procedure is to be used when cleaning and disinfecting respirators: 

¶ Disassemble respirator, removing any filters, canisters, or cartridges. 

¶ Wash the facepiece and associated parts in a mild detergent with warm water or approved 

cleaner/sanitizer.  Do not use organic solvents. 

¶ Rinse completely in clean warm water. 

¶ Wipe the respirator with disinfectant wipes (Isopropyl Alcohol or Non-Alcohol) to kill 

germs. 

¶ Air-dry in a clean area. 

¶ Reassemble the respirator and replace any defective parts. 

¶ Place in a clean, dry plastic bag or other airtight container. 

¶ DO NOT store items on top of the respirator. 

 

Note: The Program Administrator will ensure an adequate supply of appropriate cleaning and 

disinfection material at the cleaning station. If supplies are low, employees should contact their 

supervisor, who will inform the Program Administrator. 

MAINTENANCE  

Respirators are to be properly maintained at all times in order to ensure that they function properly 

and adequately protect the employee.  Maintenance involves a thorough visual inspection for 

cleanliness and defects. Worn or deteriorated parts will be replaced prior to use.  No components 

will be replaced or repairs made beyond those recommended by the manufacturer.  Repairs to 
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regulators or alarms of atmosphere-supplying respirators will be conducted by the manufacturer 

or authorized personnel. 

¶ The following checklist will be used when inspecting respirators: 

¶ Facepiece: cracks, tears, or holes facemask distortion cracked or loose lenses/faceshield 

¶ Headstraps: breaks or tears broken buckles 

¶ Valves: residue or dirt cracks or tears in valve material; 

¶ Filters/Cartridges: approval designation, gaskets, cracks or dents in housing, and proper 

cartridge for hazard. 

¶ Air Supply Systems: breathing air quality/grade, condition of supply hoses, hose 

connections, and settings on regulators and valves 

 

Employees are permitted to leave their work area to perform limited maintenance on their 

respirator in a designated area that is free of respiratory hazards. Situations when this is permitted 

include to wash their face and respirator facepiece to prevent any eye or skin irritation, to replace 

the filter, cartridge or canister, and if they detect vapor or gas breakthrough or leakage in the 

facepiece or if they detect any other damage to the respirator or its components. 

CHANGE SCHEDULES 

Employees wearing APRs or PAPRs with P100 filters for protection against dust and other 

particulates shall change the cartridges on their respirators when they first begin to experience 

difficulty breathing (i.e., resistance) while wearing their masks. 

Based on discussions with our respirator distributor about A&Eôs workplace exposure conditions, 

employees voluntarily wearing APRs with organic vapor cartridges shall change the cartridges on 

their respirators at the end of each workweek to ensure the continued effectiveness of the 

respirators. 

STORAGE  

Respirators must be stored in a clean, dry area, and in accordance with the manufacturerôs 

recommendations.  Each employee will clean and inspect their own air-purifying respirator in 

accordance with the provisions of this program and will store their respirator in a plastic bag in 

their own locker.  Each employee will have his/her name on the bag and that bag will only be used 

to store that employeeôs respirator. 

Atmosphere supplying respirators will be stored in the storage cabinet outside of the Program 

Administratorôs office. 

The Program Administrator will store a supply of respirators and respirator components in their 

original manufacturerôs packaging in the equipment storage room. 
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DEFECTIVE RESPIRATORS  

Respirators that are defective or have defective parts shall be taken out of service immediately.  If, 

during an inspection, an employee discovers a defect in a respirator, he/she is to bring the defect 

to the attention of his or her supervisor. Supervisors will give all defective respirators to the 

Program Administrator.  The Program Administrator will decide whether to: 

¶ Take the respirator out of service until it can be repaired. 

¶ Perform a simple fix on the spot such as replacing a headstrap. 

¶ Dispose of the respirator due to an irreparable problem or defect. 

 

When a respirator is taken out of service for an extended period of time, the respirator will be 

tagged out of service, and the employee will be given a replacement of same make, model, and 

size. All tagged out respirators will be disposed of. 

TRAINING  

The Program Administrator will provide training to respirator users and their supervisors on the 

contents of the Automation & Electronics, Inc. Respiratory Protection Program and their 

responsibilities under it, and on the OSHA Respiratory Protection standard. Workers will be 

trained prior to using a respirator in the workplace and annually thereafter for the term of their 

participation in the program. Supervisors will also be trained prior to using a respirator in the 

workplace or prior to supervising employees that must wear respirators. 

The training course will cover the following topics: 

¶ The Automation & Electronics, Inc. Respiratory Protection Program; 

¶ The OSHA Respiratory Protection standard; 

¶ Respiratory hazards encountered at A&E and their health effects proper selection and use 

of respirators; 

¶ Limitations of respirators; 

¶ Respirator donning and user seal (fit) checks; 

¶ Fit testing; 

¶ Emergency use procedures; 

¶ Maintenance and storage; 

¶ and medical signs and symptoms limiting the effective use of respirators. 

 

Employees will be retrained annually or as needed (e.g., if they change departments and need to 

use a different respirator). Employees must demonstrate their understanding of the topics covered 

in the training through hands-on exercises and a written test.  Respirator training will be 

documented by the Program Administrator and the documentation will include the type, model, 

and size of respirator for which each employee has been trained and fit tested. 
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PROGRAM EVALUATION  

The Program Administrator will conduct periodic evaluations of the workplace to ensure that the 

provisions of this program are being implemented.  The evaluations will include regular 

consultations with employees who use respirators and their supervisors, site inspections, air 

monitoring and a review of records.   

Problems identified will be noted in an inspection log and addressed by the Program Administrator. 

These findings will be reported to A&E management, and the report will list plans to correct 

deficiencies in the respirator program and target dates for the implementation of those corrections. 

DOCUMENT ATION AND RECORDKEEPING   

A written copy of this program and the OSHA standard is kept in the Program Administratorôs 

office and is available to all employees who wish to review it. 

Also maintained in the Program Administratorôs office are copies of training and fit test records.  

These records will be updated as new employees are trained, as existing employees receive 

refresher training, and as new fit tests are conducted. 

The Program Administrator will also maintain copies of the medical records for all employees 

covered under the respirator program. The completed medical questionnaire and the PLHCPôs 

documented findings are confidential and will remain at Occupation Health Testingôs facility. The 

company will only retain the physicianôs written recommendation regarding each employeeôs 

ability to wear a respirator. 

PRESERVATIONS OF RECORDS 

Employee medical records for each employee shall be preserved and maintained for at least the 

durations of employment plus thirty (30) years. 

REFERENCES 

Wyoming Workersô Safety and Compensation - Phone Number: (307-777-7786 

Web Site: ñhttp://wydoe.state.wy.usò 

Questions and Answers on the Respiratory Protection Standard OSHA Publication 

OSHA, Seelist of area and regional offices in Appendix II; Web site: www.OSHA.gov. 

OSHA Instruction: Inspection Procedures for the Respiratory Protection Standard OSHA 

Publication. Available from OSHA web site: www.OSHA.gov. 

Respirator Selection Guide OSHA Publication 

Available from: OSHA, See the list of area and regional offices in Appendix II; Web site: 

www.OSHA.gov. 

Documentation of the Threshold Limit Values: ACGIH Publications Office, 6500 Glenway Ave., 

Building D-5, Cincinnati, OH  45221 
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NIOSH/OSHA Pocket Guide to Chemical Hazards 

Available from: National Institute for Occupational Safety and Health 

Phone Number: (800-356-4674); Web site: www.cdc.gov/niosh/homepage.html 

ANSI Respirator Standard 1992 Z88.2 - Condensed Chemical Dictionary 

Gessner G. Hawley, Van Nostrand Reinhold Co., 135 W. 50th St., New York, NY 10020 

Industrial Respiratory Protection NIOSH Publication 

Available from: National Institute for Occupational Safety and Health 

Phone Number: (800-356-4674); Web site: www.cdc.gov/niosh/homepage.html 

Respirator Decision Logic NIOSH Publication: Natl Institute for Occupational Safety and Health 

Phone Number: (800-356-4674); Web site: www.cdc.gov/niosh/homepage.html 

NIOSH Guide to the Selection and Use of Particulate Respirators Certified Under 42 CFR 84 

Available from: National Institute for Occupational Safety and Health 

Phone Number: (800-356-4674); Web site: www.cdc.gov/niosh/homepage.html 
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TABLE 1: RESPIRATORY PROTECTION PERSONEL  ï to be updated as 

hazards are newly recognized 

DEPARTMENT/PROCESS JOB TITLES 

APPROPRIATE 

RESPIRATOR 
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TABLE 2:   HAZARD ASSESSMENT  

DEPARTMENT CONTAMINANTS 

EXPOSURE 

LEVEL PEL CONTROLS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

*Summarized from Industrial Hygiene report provided by .   
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Automation  
Electronics  

RESPIRATOR MEDICAL EVALUATION QUESTIONNAIRE  

[OSHA - Occupational Safety and Health Administration] 

 

OSHA Regulations (Standards - 29 CFR) 

OSHA Respirator Medical Evaluation Questionnaire (Mandatory). - 1910.134 

App C 

---------------------------------------------------------------------------------------------------------------------  

 [OSHA Regulations (Standards - 29 CFR) - Table of Contents] OSHA 

Regulations (Standards - 29 CFR) - Table of Contents 

---------------------------------------------------------------------------------------------------------------------  

 

¶ Standard Number: 1910.134 App C 

¶ Standard Title: OSHA Respirator Medical Evaluation Questionnaire (Mandatory). 

¶ Subpart Number: I 

¶ Subpart Title: Personal Protective Equipment 

  

 

Appendix C to Sec. 1910.134: OSHA Respirator Medical Evaluation Questionnaire (Mandatory) 

 

To the employer: Answers to questions in Section 1, and to question 9 in Section 2 of Part A, do 

not require a medical examination.   

 

To the employee:  Can you read (circle one): Yes/No 

 

Your employer must allow you to answer this questionnaire during normal working hours, or at a 

time and place that is convenient to you. To maintain your confidentiality, your employer or 

supervisor must not look at or review your answers, and your employer must tell you how to deliver 

or send this questionnaire to the health care professional who will review it. 

 

 

Part A. Section 1. (Mandatory) The following information must be provided by every employee 

who has been selected to use any type of respirator (please print). 

 

1. Today's date: ________________________________________________________________ 

 

2. Your information: ____________________________________________________________ 

 Name: _____________________________________________________________________ 

 Address: ___________________________________________________________________ 

 City: __________________________________State:_________________ Zip: ___________ 

 Telephone: _________________________________Social Security #: __________________ 
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3.  Your age (to nearest year): _____________________________________________________ 

 

4. Sex (circle one):  Male   Female 

 

5. Your heights: _______________ft.  ___________ in. 

 

6. Your weight: _______________ lbs. 

 

7. Your job title:  _______________________________________________________________ 

 

8.  Phone number where you can be reached by the health care professional who reviews this 

questionnaire (include the Area Code)  ___________________________________________ 

 

9. The best time to phone you at this number:  ________________________________________ 

 

10. Has your employer told you how to contact the health care professional who will review this 

questionnaire (circle one): Yes   No 

 

11. Check the type of respirator you will use (you can check more than one category):  

 

a.  N, R, or P disposable respirator (filter-mask, non- cartridge type only).   

b. Other type (for example, half- or full-facepiece type, powered-air purifying, supplied-air, 

self-contained breathing apparatus).   

 

12. Have you worn a respirator (circle one):   Yes     No  

If "yes," what type(s): _________________________________________________________ 

___________________________________________________________________________ 

 

 

Part B. Section 2. (Mandatory) Questions 1 through 9 below must be answered by every employee 

who has been selected to use any type of respirator (please circle "yes" or "no"). 

 

1.  Do you currently smoke tobacco, or have you smoked tobacco in the last month: Yes  /  No 

 

2. Have you ever had any of the following conditions? 

 

a. Seizures (fits): Yes/No 

b. Diabetes (sugar disease): Yes/No 

c. Allergic reactions that interfere with your breathing: Yes/No 

d. Claustrophobia (fear of closed-in places): Yes/No 

e. Trouble smelling odors: Yes/No 

 

3. Have you ever had any of the following pulmonary or lung problems? 

a. Asbestosis: Yes/No 

b. Asthma: Yes/No 
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c. Chronic bronchitis: Yes/No 

d. Emphysema: Yes/No 

e. Pneumonia: Yes/No 

f. Tuberculosis: Yes/No 

g. Silicosis: Yes/No 

h. Pneumothorax (collapsed lung): Yes/No 

i. Lung cancer: Yes/No 

j. Broken ribs: Yes/No 

k. Any chest injuries or surgeries: Yes/No 

l. Any other lung problem that you've been told about: Yes/No 

 

4. Do you currently have any of the following symptoms of pulmonary or lung illness? 

a. Shortness of breath: Yes/No 

b. Shortness of breath when walking fast on level ground or walking up a slight hill or incline: 

Yes/No 

c. Shortness of breath when walking with other people at an ordinary pace on level ground: 

Yes/No 

d. Have to stop for breath when walking at your own pace on level ground: Yes/No 

e. Shortness of breath when washing or dressing yourself: Yes/No 

f. Shortness of breath that interferes with your job: Yes/No 

g. Coughing that produces phlegm (thick sputum): Yes/No 

h. Coughing that wakes you early in the morning: Yes/No 

i. Coughing that occurs mostly when you are lying down: Yes/No 

j. Coughing up blood in the last month: Yes/No 

k. Wheezing: Yes/No 

l. Wheezing that interferes with your job: Yes/No 

m. Chest pain when you breathe deeply: Yes/No 

n. Any other symptoms that you think may be related to lung problems: Yes/No 

 

5. Have you ever had any of the following cardiovascular or heart problems? 

a. Heart attack: Yes/No 

b. Stroke: Yes/No 

c. Angina: Yes/No 

d. Heart failure: Yes/No 

e. Swelling in your legs or feet (not caused by walking): Yes/No 

f. Heart arrhythmia (heart beating irregularly): Yes/No 

g. High blood pressure: Yes/No 

h. Any other heart problem that you've been told about: Yes/No 

 

6. Have you ever had any of the following cardiovascular or heart symptoms? 

a. Frequent pain or tightness in your chest: Yes/No 

b. Pain or tightness in your chest during physical activity: Yes/No 

c. Pain or tightness in your chest that interferes with your job: Yes/No 

d. In the past two years, have you noticed your heart skipping or missing a beat: Yes/No 

e. Heartburn or indigestion that is not related to eating:  

f. Yes/ No 
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g. Any other symptoms that you think may be related to heart or circulation problems: Yes/No 

 

7. Do you currently take medication for any of the following problems? 

a. Breathing or lung problems: Yes/No 

b. Heart trouble: Yes/No 

c. Blood pressure: Yes/No 

d. Seizures (fits): Yes/No 

 

8. If you've used a respirator, have you ever had any of the following problems? (If you've never 

used a respirator, check the following space and go to question 9:) 

a. Eye irritation: Yes/No 

b. Skin allergies or rashes: Yes/No 

c. Anxiety: Yes/No 

d. General weakness or fatigue: Yes/No 

e. Any other problem that interferes with your use of a respirator: Yes/No 

 

9. Would you like to talk to the health care professional who will review this questionnaire about 

your answers to this questionnaire: Yes/No 

 

Questions 10 to 15 below must be answered by every employee who has been selected to use either 

a full-facepiece respirator or a self-contained breathing apparatus (SCBA). For employees who 

have been selected to use other types of respirators, answering these questions is voluntary. 

 

10. Have you ever lost vision in either eye (temporarily or permanently): Yes/No   

 

11. Do you currently have any of the following vision problems? 

a. Wear contact lenses: Yes/No 

b. Wear glasses: Yes/No 

c. Color blind: Yes/No 

d. Any other eye or vision problem: Yes/No 

 

12. Have you ever had an injury to your ears, including a broken ear drum: Yes/No   

 

13. Do you currently have any of the following hearing problems? 

a. Difficulty hearing: Yes/No 

b. Wear a hearing aid: Yes/No 

c. Any other hearing or ear problem: Yes/No 

 

14. Have you ever had a back injury: Yes/No   

 

15. Do you currently have any of the following musculoskeletal problems? 

a. Weakness in any of your arms, hands, legs, or feet: Yes/No 

b. Back pain: Yes/No 

c. Difficulty fully moving your arms and legs: Yes/No 

d. Pain or stiffness when you lean forward or backward at the waist: Yes/No 

e. Difficulty fully moving your head up or down: Yes/No 
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f. Difficulty fully moving your head side to side: Yes/No 

g. Difficulty bending at your knees: Yes/No 

h. Difficulty squatting to the ground: Yes/No 

i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: 

j. Yes/No 

k. Any other muscle or skeletal problem that interferes with using a respirator: Yes/No 

 

 

Part C.  Any of the following questions, and other questions not listed, may be added to the 

questionnaire at the discretion of the health care professional who will review the questionnaire. 

 

1. In your present job, are you working at high altitudes (over 5,000 feet) or in a place that has 

lower than normal amounts of oxygen: Yes/No   

 

If "yes," do you have feelings of dizziness, shortness of breath, pounding in your chest, or other 

symptoms when you're working under these conditions: Yes/No   

 

2. At work or at home, have you ever been exposed to hazardous solvents, hazardous airBorne 

chemicals (e.g., gases, fumes, or dust), or have you come into skin contact with hazardous 

chemicals: Yes/No   

 

If "yes," name the chemicals if you know them: _______________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

3. Have you ever worked with any of the materials, or under any of the conditions, listed below: 

a. Asbestos: Yes/No 

b. Silica (e.g., in sandblasting): Yes/No 

c. Tungsten/cobalt (e.g., grinding or welding this material): Yes/No 

d. Beryllium: Yes/No 

e. Aluminum: Yes/No 

f. Coal (for example, mining): Yes/No 

g. Iron: Yes/No 

h. Tin: Yes/No 

i. Dusty environments: Yes/No 

j. Any other hazardous exposures: Yes/No 

 

If "yes," describe these exposures: __________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

4. List any second jobs or side businesses you 

have: ______________________________________________________________________

___________________________________________________________________________ 

 

5. List your previous occupations: _________________________________________________ 
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___________________________________________________________________________ 

 

6. List your current and previous hobbies: ___________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

7. Have you been in the military services? Yes/No 

 

If "yes," were you exposed to biological or chemical agents (either in training or combat): 

Yes/No 

 

8. Have you ever worked on a HAZMAT team? Yes/No 

 

9. Other than medications for breathing and lung problems, heart trouble, blood pressure, and 

seizures mentioned earlier in this questionnaire, are you taking any other medications for any 

reason (including over-the-counter medications): Yes/No 

If "yes," name the medications if you know them: ___________________________________ 

 

10. Will you be using any of the following items with your respirator(s)? 

 

a. HEPA Filters: Yes/No 

b. Canisters (for example, gas masks): Yes/No 

c. Cartridges: Yes/No 

 

11. How often are you expected to use the respirator(s)? (circle "yes" or "no" for all answers that 

apply to you): 

 

a. Escape only (no rescue): Yes/No 

b. Emergency rescue only: Yes/No 

c. Less than 5 hours per week: Yes/No 

d. Less than 2 hours per day: Yes/No 

e. 2 to 4 hours per day: Yes/No 

f. Over 4 hours per day: Yes/No 

 

12. During the period you are using the respirator(s), is your work effort: 

a. Light (less than 200 kcal per hour): Yes/No 

If yes how long does this period last during the average shift: _____hrs ______mins.  

Examples of a light work effort are sitting while writing, typing, drafting, or performing 

light assembly work, or standing while operating a drill press (1-3 lbs.) or controlling 

machines. 

 

b. Moderate (200 to 350 kcal per hour): Yes/No 

If "yes," how long does this period last during the average shift:_____ hrs._____ mins.  

Examples of moderate work effort are sitting while nailing or filing; driving a truck or bus 

in urban traffic; standing while drilling, nailing, performing assembly work, or transferring 
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a moderate load (about 35 lbs.) at trunk level; walking on a level surface about 2 mph or 

down a 5-degree grade about 3 mph; or pushing a wheelbarrow with a heavy load (about 

100 lbs.) on a level surface. 

 

c. Heavy (above 350 kcal per hour): Yes/No 

If "yes," how long does this period last during the average shift: _____hrs. _____mins. 

Examples of heavy work are lifting a heavy load (about 50 lbs.) from the floor to your 

waist or shoulder; working on a loading dock; shoveling; standing while bricklaying or 

chipping castings; walking up an 8-degree grade about 2 mph; climbing stairs with a heavy 

load (about 50 lbs.). 

 

13. Will you be wearing protective clothing and/or equipment (other than the respirator) when 

you're using your respirator: Yes/No 

 

If "yes," describe this protective clothing and/or equipment ___________________________ 

___________________________________________________________________________ 

 

14. Will you be working under hot conditions (temperature exceeding 77 º F): Yes/No   

 

15. Will you be working under humid conditions: Yes/No 

 

16. Describe the work you'll be doing while you're using your respirator(s):  _________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

17. Describe any special or hazardous conditions you might encounter when you're using your 

respirator(s) (for example, confined spaces, life-threatening gases):  ____________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

18. Provide the following information, if you know it, for each toxic substance that you'll be 

exposed to when you're using your respirator(s): 

 

a. Name of the first toxic substance: _____________________________________________ 

b. Estimated maximum exposure level per shift:  ___________________________________ 

c. Duration of exposure per shift _______________________________________________ 

d. Name of the second toxic substance: __________________________________________ 

e. Estimated maximum exposure level per shift:  ___________________________________ 

f. Duration of exposure per shift:  ______________________________________________ 

g. Name of the third toxic substance: ____________________________________________ 

h. Estimated maximum exposure level per shift: ___________________________________ 

i. Duration of exposure per shift the name of any other toxic substances that you'll be exposed 

to while using your respirator: _______________________________________________ 

________________________________________________________________________ 
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________________________________________________________________________ 

________________________________________________________________________ 

 

19. Describe any special responsibilities you'll have while using your respirator(s) that may affect 

the safety and well-being of others (for example, rescue, security):  _____________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

 

 

[63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998] 
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Chapter 6 PERSONAL PROTECTIVE EQUIPMENT PROGRAM   

GENERAL  

The following written Personal Protective Equipment Program has been established for 

Automation & Electronics, Inc. Automation & Electronics will perform a hazard assessment of 

each workplace to determine if hazards are present, or are likely to be present. If hazards are 

present, the employer shall: 

¶ Select, provide and require the use of appropriate PPE for each affected employee 

¶ Communicate PPE selection decisions to each affected employee 

¶ Select and provide PPE that properly fits each affected employee 

¶ Conduct and document appropriate employee training upon initial use, again if the hazards 

change, or otherwise if an employee has not retained the necessary understanding or 

knowledge 

 

Training shall instruct each employee to know: 

¶ When PPE is necessary and which PPE has been selected for each process the employees 

operates 

¶ How to properly put on, take off, adjust and wear PPE and how to obtain replacements 

¶ The limitations of selected or used PPE and to determine if PPE is no longer effective or is 

damaged, needing replacement.  Any PPE found to be damaged or defective shall not be 

used.   

¶ How to properly care for:  sanitize, store properly and disposal methods of PPE 

¶ Training Shall be documented and retained by the Safety Department 

HAZARD  ASSESSMENT 

Jobs shall include a written PPE hazard assessment.  The assessment shall be posted with basis 

for selection and protection available for employee review. 

 

Personal protective equipment, PPE, is designed to protect you from health and safety hazards that 

cannot be removed from the work place.  PPE cannot protect you from all hazards, but can reduce 

the severity of possible injury. It is generally not allowed for employeeôs to provide their own PPE. 

If employee-owned equipment is permitted, the employer Automation & Electronics will be 

responsible for the assurances of its adequacy, maintenance and satiations.   

For all PPE, proper fit is important.  A&E provides multiple sizes and options to accommodate 

individual sizing.   
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EYE AND FACE 

The correct eye and face protection should always be used in the presence of flying particles, liquid 

chemicals, welding, powders, exothermic welding, while using compressed air or air driven tools, 

grinding, etc.  Safety glasses must have side shields.  Safety glasses will be worn by all personal 

on all construction sites.  Personnel working in the other area shall wear eye and face protection 

as required by their job assignment. Protective eye devices must comply with ANSI Z87.1-1989 

or be demonstrated to be equally effective. 

Welders will wear the appropriate numbered filter in welding hoods.  Gas welding and cutting 

required a different number filter.  Do not interchange welding and gas cutting/welding hoods and 

lenses. 

Individuals wearing contact lenses should wear full goggles to protect the eyes.  Contact lenses are 

not allowed in areas where H2S is or may be present. 

Prescription glasses will be of the impact resistant type, and shall be worn with side shields.  If 

additional protection is required full goggles should be used. 

Suitable facilities shall be provided in work areas for flushing foreign bodies or corrosives from 

eyes. 

Inspection Criteria and Frequency: 

All employees shall inspect their Safety Glasses before each use and stored in a safe place when 

not in use.  Any equipment that fails inspection shall be removed from service and replaced 

immediately.  Safety Glasses shall be inspected for the following: 

¶ Excessive scratches 

¶ Deformity 

¶ Missing nose piece, side arms or dis-lodged lens 

Employees using welding hoods and face shields for grinding shall inspect their equipment before 

each use and store in a safe place when not in use.  Anything failing inspection shall be removed 

from service and replaced immediately.  Hoods shall be inspected for the following: 

¶ Shield/window that is excessively scratched, cracked or malfunctioning 

¶ Suspension intact at contact points, adjustment functions easily, plastic is sound and void 

of any cracks, stretches or deformity 

¶ For supplied air, ensure power pack functions, filter is clean and properly functioning, 

supply hose is sound and void of any kinks or holes and that any external air barriers are 

secured in the hood and void of cuts, holes or wear. 
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HEAD PROTECTION  

Each affected employee shall wear protective hard hats when working in areas where there is 

potential for injury to the head from falling objects.  Protective hard hats shall be designed to 

reduce electrical shock hazards when employees are working near exposed electrical conductors.  

Hard hats are composed of the shell and liner.  The shells and liners should not be interchanged.  

Shells should fit the head snugly, and be adjusted to have at least 1 1/4" clearance above the top 

of your head.  The shell is designed to withstand the impact of an 8-pound weight dropped 5 feet.  

This is the same as a 2-pound hammer dropped 20 feet.  Hat hats are not designed to be worn 

backwards and shall not be worn in that configuration. 

Hats are available in three classes: 

 Class A - Made from insulating material and capable of withstanding  

       electric shocks up to 2,200 volts. 

Class B - Made from insulating material and capable of withstanding  

       electric shocks up to 20,000 volts. 

Class C - Protect from falling objects but offer no protection from electric 

       shocks or corrosive substances. 

 

Inspection Criteria and Frequency: 

 

Employees who are required to wear hard hats shall inspect them before each use and store in a 

place out of direct sunlight and away from chemicals or other potentially damaging material.  Any 

hard hats that fail inspection shall be removed from service and replaced immediately. 

 

Inspection shall include: 

¶ Check shell for cracks, UV damage, holes, deformity or signs of chemical damage 

¶ Check suspension for deformity, properly intact and adjustment functions properly 

¶ Flex hard had shell on both sides toward the middle to check that it returns to its original 

shape. 

HEARING PROTECTION  

Hearing protection shall be provided to all employees exposed to noise in the workplace at 

readily accessible points.  Employees will be educated on the hazards of noise exposure and how 

to protect against long-term hearing loss.  Fitting shall be instructed in training 

 

Inspection Criteria and Frequency: 

¶ Ear plugs that are re-useable shall be checked by the user daily for deformity, build up of 

debris or sediment that shall be cleansed daily.   

¶ Disposable ear plugs shall be disposed of at the end of each use and replaced with new. 

¶ Ear Muffs shall be checked before each use for full-encompassing coverage around the 

ear. 

¶ No cuts or holes to the foam. 
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¶ The outer shell shall be free of any holes or breakage.  

¶ The headband shall not be deformed and be both easily adjustable and fit the userôs head 
snugly. 

HAND PROTECTIO N 

Employers shall select and require employees to use appropriate hand protection when employee's 

hands are exposed to hazards such as those from skin absorption of harmful substances; severe 

cuts or lacerations; severe abrasions; punctures; chemical burns; thermal burns; and harmful 

temperature extremes.  Gloves rated for the type of working being performed will be worn.  

Leather gloves are not rated to safely protect the wearer from electrical shock.  Use only rubber 

gloves with the appropriate leather protector when working on energized electric circuits or 

equipment. 

Leather gloves are acceptable, unless rated otherwise, only for protection from small cuts and 

abrasions.  In general, the following table will apply: 

Glove Material Protects From 

Vinyl, rubber, neoprene Most chemicals 

Synthetic Petroleum based chemicals 

Leather or cotton Most abrasive materials 

Metal reinforced* Sharp objects, puncture protection 

 

*Do not wear metal reinforced gloves when performing electrical work. 

Wearing gloves around moving machinery can be hazardous.  The moving parts can snag the glove 

and drag you into the machine.  Also gloves used for protection from liquids should be cuffed to 

prevention the liquid from traveling up your arm, and taped to prevent excess liquid from getting 

into your glove. 

Use Expectations: 

Hand and finger injuries account for highest number of injuries at A&E.  To minimize this 

exposure, employees shall select and wear task-appropriate gloves for work activities where hand 

and finger injury potential exists.  Impact resistant gloves shall be available for tasks where there 

is the risk of pinching or crushing. Carrying out tasks without gloves may be permitted in cases 

that tasks require fine, finger-tip dexterity or where a glove creates a greater hazard by being worn 

than not such as rotating/reciprocating tools.  In any case, opting not to wear gloves hall be noted 

with reason on daily JSA. 

 

Inspection Criteria and Frequency: 

 

Employees shall inspect their gloves prior to each use.  Any glove that fails inspection, remove 

from service and replace immediately.  Gloves shall be stored in a way that they are not exposed 

to abrasion, sharp objects or chemical damage. 
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Inspect gloves for the following damage and should not be worn if the following is identified: 

¶ Cuts, tears or holes and excessive abrasion 

¶ Chemical caused deterioration 

¶ Wear points that will expose any part of the hand to exposure to materials handled 

¶ Missing protective parts on impact-resistant gloves 

Lineman gloves shall be inspected by user before each use for holes or abrasions and according to 

manufacturerôs recommendations and every 6 months by an authorized vendor.  Any holes 

identified will be reason to remove from service immediately and replaced.  

RESPIRATORY  PROTECTION  

This PPE item has its own chapter for guidance on use.  See following for respirator Inspection 

Criteria and Frequency: 

 

Respirators shall be inspected by the user before each use and stored properly when not used.  

The following criteria will be cause for removal from service: 

 

¶ Facepiece: cracks, tears, or holes facemask distortion cracked or loose lenses/faceshield 

and any peripheral damage that would prevent a positive seal against the userôs face 

¶ Headstraps: breaks or tears to strap or broken buckles 

¶ Valves: residue or dirt cracks or tears in valve material; 

¶ Filters/Car tridges: approval designation, missing gaskets, cracks, holes or dents in 

housing, or improper cartridge for hazard.  Improper interlock between filter and respirator.  

Excessive external build-up of debris or other blockage/substance. 

¶ Air Supply Systems: breathing air quality/grade, condition of supply hoses, hose 

connections, and settings on regulators and valves 

CLOTHING  

In cases where FR or arc flash protective clothing is required, base layers must be made from 

natural materials.  100% cotton, wool or silk shall be considered acceptable, preferably in layers 

to assist with protection from arc flash burns.   

CLOTHING NOT PERMITTE D 

In cases where FR or arc flash protection is required, clothing made from synthetic materials such 

as acetate, nylon, polyester, and or rayon either alone or in blends with cotton shall not be worn.  

These materials will melt into the skin when exposed to high temperatures and aggravate the burn 

injury. 
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FR AND ARC FLASH  PROTECTIVE  CLOTHING  

In cases of electrical work, PPE shall be selected in accordance with NFPA 70E PPE guidelines 

outlined in both NECA PPE selector and NFPA 70E 130.7  This guidance is located on A&E 

centralized network on Sharepoint and the PPE selector manuals are housed at each job site and 

with the Safety Department.  Inspection of Arc-rated clothing and Arc-Rated Flash suits is 

located in NFPA 70E 130.7(13)  

FALL PROTECTION  

Fall Protection systems shall be used where required by OSHA regulations and customer 

expectations.  This includes but is not limited to harnesses, lanyards, hooks/carabiners, 

anchorage devices, and self-retracting lifelines.  Any equipment involved in a fall incident shall 

immediately be removed from service, reported to supervisor and destroyed and replaced.  

Following table details the criteria for inspecting this equipment.  Said defects are cause to 

remove from service and replace. If ever in doubt, do not use and ask your supervisor or safety 

representative to inspect and make a determination. 

 

Inspection Criteria and Frequency:  

All fall protection equipment shall be inspected: 

¶ Initially ï immediately after purchase 

¶ Frequently ï before each use 

¶ Periodically ï at least quarterly documented (monthly with color coding preferred)  

 

Equipment Inspect for these deficiencies. 

Full Body Harness Hardware:   Deformity, corrosion, cracks or malfunctioning of 

buckles, eyelets and D-rings.  Quick connect buckles springs not 

returning to lock position ï damage to mating tongue. 

Webbing:  Cuts, burns, tears, abrasions, frays, excessive soils or 

discoloration   

Stitching:  Broken or pulled stitches 

Labels:  Secure and legible 

Lanyards Hardware:   Deformity, corrosion, cracks or malfunctioning of 

snaphooks.   

Webbing:  Cuts, burns, tears, abrasions, frays, excessive soils or 

discoloration   

Stitching:  Broken or pulled stitches 

Labels:  Secure and legible 

Shock Pack:  Signs of deployment, tears to outer cover, illegible 

label, excessive wear between pack and lanyard leg or snaphook 

Hardware Buckles:  Deformity, corrosion, cracks or malfunctioning of 

buckles, eyelets 

D-rings:  Deformity, cracks, corrosion (failure to spring to 

upright position on harnesses dorsal D-ring) 
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Snaphooks:  Hooks function freely and crisply as a double-

acting/self-closing device.  Excessive debris obstructing 

function, failure to self-close, cracks, deformity and corrosion 

I -Beam anchor points:  Adjustment should be accomplished 

with minimal restriction, locking position should be tight and 

secure.  Threading should be clean and unobstructed; cracks and 

deformities are reason for removal from service.  D-ring 

properly connected and secure.  Tags intact and legible. 

Anchor points Beam Straps:  Excessive abrasion, tears, cuts, holes and weather 

checking.  Sun bleaching and chemical damage, secure to 

connecting D-rings.  Tags intact and legible 

 

FOOT PROTECTION  

Each affected employee shall wear protective footwear when working in areas where there is a 

danger of foot injuries due to falling and rolling objects, objects piercing the sole, and where such 

employee's feet are exposed to electrical hazards.  In general, for our types of work, leather work 

boots with steel toes/comp toes are required.  Soft or tennis shoe type steel toe shoes are not 

acceptable for construction or field use.  The soles and toes should be puncture resistant.  However, 

steel toe boots are not acceptable when working on live electrical circuits, or conductors.  They 

pose a safety hazard from shock at this time.  Leather boots are not acceptable when working in 

areas with caustic chemicals since they can eat through the leather. 

Inspection Criteria and Frequency: 

Safety-toe shoes shall be inspected by each employees before each use and removed from service 

for failing any inspection criteria. 

¶ Safety toe is intact, not compacted and if steel, covered and not exposed. 

¶ Sole shall be inspected for holes or thinning 

¶ Leather or composite upper shall be inspected for open holes or excessive abrasion that 

could expose the foot to injury.  Laces are sound and can secure the boot. 
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Chapter 7 LOCKOUT / TAGOUT PROCEDURES 

This procedure establishes the minimum requirements for the lockout and tagout of energy 

isolating devices.  It shall be used to ensure that the machine or equipment are isolated from all 

potentially hazardous energy, and locked out or tagged out before employees perform any 

servicing or maintenance activities where the unexpected energizing, start-up or release of stored 

energy could cause injury. When working in a plant or areas under the control of ownerôs full time 

employees, verify the existence of an on-site lock out tag out policy and procedure. Comply with 

all aspects of site specific policies as long as they contain the same elements of protection for all 

personnel. If a procedure, in your estimation, is not safe, do not perform any work until the conflict 

has been resolved. If in doubt contact the Safety Administrator to get involved with the ownerôs 

before attempting to work. If it isnôt safe, it isnôt done! 

TYPES OF ENERGY AND HAZARDS 

The lockout/tagout procedure is not only for protection from electrical hazards, but to protect 

against moving equipment, and other stored energy such as hydraulic, pneumatic, thermal, 

gravitational energy, stored energy from capacitors, springs, or energy due to elevation or other 

movement.  A tagout for electricity will not always protect you against these other forms of energy 

and should never be used as a singular protection unless there is no possible way to apply a point 

of isolation ï engineered or improvised.  VERIFY THAT ALL SOURCES OF ENERGY HAVE 

BEEN DISABLED/CONTROLLED WITH THE APPROPRIATE SITE SAFETY MANAGER 

FOR THE CUSTOMER FOR WHOM YOU ARE WORKING. 

Authorized List  
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LOTO Authorized Employee List 

 
 

Before work begins on a job site, the Foreman shall identify and list here those employees who 

are authorized to perform LOTO and on what equipment.  This form may be updated as 

conditions require.  Authorized persons performing LOTO shall only be Journeyman Electrician 

and with foreman permission, fourth year apprentices. 

 

Specify Job Task:___________________________________________________________ 

 

EMPLOYEE NAME:  EQUIPMENT AUTHORIZED LOTO:  DATE:  

   

   

   

   

   

   

   

   

   

   

   

   

   
 

__________________________________   ______________________________ 

FOREMAN SIGNATURE      DATE 

__________________________________ 

PRINTED NAME 
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All Field Personnel with no exceptions shall be instructed in the safety significance of the 

lockout-tagout procedure. 

Foremen/Journeyman Electricians only shall be issued LOCKOUT/TAGOUT (LO/TO) tags and 

appropriate equipment.  A list of authorized employees and equipment checkout procedure with 

individual identification practices will be initiated by each foreman. The list will be posted at each 

work site location. At the completion of job, tags and locks shall be returned to 

Foreman/Journeyman Electrician. 

1st through 3rd year apprentices are not allowed to practice LO/TO procedures solely.  4th year 

apprentices may engage LO/TO procedures with Foreman/Journeyman Electrician supervision. 

Authorized Equipment 

Company issued padlocks will be individually keyed.  Company issued padlocks will be identified 

as: Master Lock with RED banding and shall be the only devices used for controlling energy; shall 

not be used for other purposes and shall meet the following requirements; 

¶ Durable and Substantial ï capable of withstanding the environment, weather and corrosive 

elements to which they are exposed for the maximum period of time that exposure is 

expected. 

¶ Identifiable. Lockout devices and tag out devices shall indicate the identity of the employee 

apply the device to include; company name, employee name and contact numbers. 

Padlocks may not be removed by any person other than the authorized person initiating LO/TO 

procedure.  Should a situation arise where this is not possible, Supervisor/Foreman/Journeyman 

Electrician must be made aware of problem and be witness to any removal of locks. All new or 

existing affected employee and other employees whose work operations are or may be in the area 

shall be instructed in the purpose and use of the lockout - tagout procedure. 

¶ Tags shall be weather and chemical resistant with standard sizes and language warning ñdo 

not startò or ñdo not operateò.  If applied with a zip tie, it shall withstand at least 50 LBS 

pressure.  The tag shall clearly include the name of the individual placing the lock. 

 

TRAINING  

All personnel who participate in the lockout/tagout program or who may be affected by this 

program shall be trained before they participate in the program, and annually thereafter as a 

function of the annual inspection. 

¶ Each authorized employee shall receive training in the recognition of applicable hazardous 

energy sources, the type and magnitude of the energy available in the workplace, and the 

methods and means necessary energy isolation and control. 
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¶ Each affected employee shall be instructed in the purpose and use of energy control 

procedure. 

¶ All other personnel whose work operations are or may be in an area where energy control 

procedures may be used shall be instructed about the procedure and about the prohibition 

relating to attempts to restart or reenergize machines or equipment that is locked out or 

tagged out. 

¶ Training should include a method to confirm that the purpose and functions of the lock out 

tag out program is understood and that the knowledge and skills required for the safe 

application, usage, and removal of energy controls are conveyed to all personnel who 

participate in the lockout/tagout program. 

¶ Training shall specifically address recognition of hazardous energy sources, type and 

magnitude of energy in the workplace, methods and means necessary for energy control 

and the purpose and use of the lockout/tagout program. The training should also include 

rules and techniques to be used for applying lockout/tagout procedures and the means that 

will be used for enforcement of the program. 

¶ Retraining shall be provided to all personnel who participate in the lockout/tagout program 

or who may be affected by this program whenever there is a change in their job 

assignments, a change in machines, equipment or processes that present a new hazard when 

there is a change in the energy control procedures or an inspection reveals inadequacies in 

the procedures. 

¶ All training shall be documented, including the date and names of those persons attending 

the training.  

PERIODIC INSPECTION 

¶ The Safety Administrator or his authorized designee shall conduct at least annually an 

inspection of the energy control procedure to ensure that the procedures and those 

requirements are understood and being performed in accordance of company policy. The 

inspection must be conducted by an authorized employee other than the one(s) utilizing the 

energy control procedure. 

¶ The periodic inspection shall be conducted to correct any deviations or inadequacies 

identified. 

¶ The inspection record is documented through training, testing and a hands-on 

demonstration of energy isolation. 

ENERGY CONTROL PROCEDURES 

¶ Before an authorized or affected employee turns off a machine or equipment, the 

authorized employee shall have knowledge of the type and magnitude of the energy, the 

hazards of the energy to be controlled and the method or means to control the energy. 

¶ If work is done on customerôs location, the employer shall inquire with 

customer/controlling entity as to if they have an Energy Control Plan for equipment.  If so 

a copy should be requested and included in job planning considerations. 
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¶ A&E representative shall also request that customer/controlling entity do a walk through 

with the equipment in question to verify LOTO procedures are consistent with their ECP. 

¶ The responsible qualified person shall ensure the load is interrupted and disconnected from 

all energy sources to reenergize the circuit or equipment. 

¶ Machines or equipment shall be turned off or shut down using the procedures established. 

An orderly shutdown must be utilized to avoid any additional or increased hazards(s) to 

employees as a result of the equipment stoppage 

¶ After disconnecting and de-energizing, residual energy may remain stored in the equipment 

or circuits. Electrical energy from capacitors must be discharged and high capacitance 

elements short circuited according to establish procedures. Procedures must also be 

coordinated with other LOTO efforts and stored energy such as hydraulic, pneumatic and 

mechanical must be released. 

¶ All energy isolating devices that are needed to control the energy to the machine or 

equipment shall be physically located and operated in such a manner as to isolate the 

machine or equipment form the energy sources(s). 

¶ Apply locks and tags to all disconnecting means used to de-energize the circuit. A tag 

without the use of a lock may ONLY be applied in situations where the equipment does 

not allow a lock.  The tag shall clearly include the name of the individual placing the lock. 

¶ Verification - Attempt to operate to ensure the equipment is or circuit is de-energized and 

cannot be re-energized with the lock and tag in place by attempting to operate the 

equipment, switches and/ or other disconnecting means. 

¶ Test of the Absence of Voltage ï Testing for the absence of voltage is a critical step. The 

voltage detector itself must be tested before and after the equipment or circuit to complete 

the verification process. Appropriate PPE must be worn in most cases when verifying the 

absences of voltage. 

¶ Apply Protective Grounds ï Where there is potential for induced voltage, release of stored 

electrical energy or other potential contact with energized parts, apply protective grounds 

rated for the maximum available fault current for the time necessary to clear the fault. 

¶ Perform Work ï Once the LOTO procedure has been completed according to the 

established procedures, work can be performed using approved work practices. The LOTO 

will remain in place until work is complete. 

¶ If work must extend for more than one work period, one energy source, one work location, 

or if another individual or crew is involved the COMPLEX LOTO procedure must be used 

as defined below: 

Person in charge must be assigned at the location to install or direct the installation 

of lockout and/or tagout devices and prepare a written plan for the LOTO that 

addresses: 

1) Outlining the procedures for the LOTO. 

2) Review the procedures for how employees are accounted for during 

the course of the LOTO and for changes of shifts should they occur 

3) How the energy will be controlled 

4) Ensures all exposed employees understand the hazard 

5) Establishes a method for accounting for all exposed persons 

involved in the LOTO 

6) Defines transfer of LOTO to successive shifts ï keys will not be 

transferred. Oncoming applies locks before leaving removes theirs. 
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7)  Defines how effective communication with all employees is to be 

accomplished. 

PREPARATION FOR LOCKOUT OR TAGOUT  

Make a survey to locate and identify all isolating devices to be certain which switch(s), valve(s), 

or other energy isolating devices apply to the equipment to be locked or tagged out.  More than 

one energy source (electrical, mechanical, or others) may be involved.   A JSA shall be used as 

part of pre-job planning to identify job hazards and note methods to mitigate them.  The JSA shall 

notate a LOTO procedure will be required for the job and state who the Authorized employees are.   

 

SEQUENCE OF LOCKOUT OR TAGOUT SYSTEM PROCEDURE 

1. Authorization ï gain permission from site supervisor to perform the task based on your training 

and knowledge of the energy type and magnitude, hazards of the energy and methods to 

control. 

2. Plan ï Authorized employees complete JSA for task and prepare as necessary for safe work. 

3. Notify all affected personnel that a lockout or tagout system is going to be utilized and the 

reason therefore.  The authorized employee shall know the type and magnitude of energy that 

the machine or equipment utilizes and shall understand the hazards thereof. 

4. If the machine or equipment is operating, shut it down by the normal stopping procedure 

(depress stop button, open toggle switch, etc.).   

5. Operate the switch, valve, or other energy isolating device(s) so that the equipment is isolated 

from its energy source(s).  Stored energy such as that in springs, elevated machine members, 

rotating flywheels, hydraulic systems, and air, gas, steam or water pressure, capacitors etc. 

must be dissolved or restrained by methods such as repositioning, blocking, bleeding down, 

etc.  

6. Authorized employee(s) shall lockout and/or tagout all energy isolating devices in the off or 

safe position with assigned individual lock(s) or tag(s). If a lock cannot possibly be applied, a 

tag shall be attached in the place nearest to the isolating device as possible where a lock 

otherwise would have been attached. 

a. In multiple lock out, one authorized person applies a lock to each energy isolating 

device, then the keys go in a group lockbox where everyone working on the 

equipment applies their locks. 

7. After ensuring that no personnel are exposed, and as a check/test on having disconnected the 

energy sources, operate the push button or other normal operating controls to make certain the 

equipment will not operate. 
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CAUTION:  RETURN OPERATING CONTROL(S) TO ñNEUTRALò OR ñOFFò POSITION 

AFTER THE TEST. 

8. The equipment is now locked out or tagged out ï Perform work. 

RESTORING MACHINES OR EQUIPMENT TO NORMAL PRODUCTION 

OPERATIONS 

1. After the servicing and/or maintenance is complete and equipment is ready for normal 

production operations, check the area around the machine or equipment to ensure that no one 

is exposed.  Notify all affected employees of intent to restore equipment to operational status.   

In the event that one personôs lock is in use.  Only the person applying the lock shall remove 

it. In either case, one lock or more, a qualified person will visually and with tests verify that 

all tools, electrical jumpers, shorts, grounds or other devices have been removed from the 

equipment or its controls. This is to verify that it is safe to re-energize the equipment. 

2. After all tools have been removed from the machine or equipment, guards have been reinstalled 

and employees are in the clear (MAKE A HEAD COUNT), remove all lockout or tagout 

devices. Operate the energy isolating devices to restore energy to the machine or equipment.  

NOTICE:  Other OSHA regulations require a pre-start-up conference with the process 

operation supervisor to coordinate all other crafts, and/or processes for a safe start up.  

A&E LOTO procedures must be clearly communicated to any other crafts/departments 

who may be affected during this process to ensure a common procedure is understood 

and followed affording all affected parties maximum protection.   

REQUIREMENTS FOR TESTING  

In situations where lock out /  tag out devises must be temporarily removed from the energy 

isolation device and the machine or equipment energized to test or position the machine, equipment 

or component thereof, the following sequence of actions shall be followed and completed by an 

authorized or person in charge, only. 

¶ Clear the machine or equipment of tools and materials 

¶ Remove employees from the machine or equipment area 

¶ Remove the lockout or tagout devices 

¶ Operator shall be in positive communication with any affected employees in the area. 

¶ Energize and proceed with testing or positioning 

¶ De-energize all systems and reapply energy control measures to continue the servicing and 

or maintenance 
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PROCEDURE INVOLVING MORE THAN ONE PERSON 

In the preceding steps, if more than one individual is required to lockout or tagout equipment, each 

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

When an energy isolating device cannot accept multiple locks or tags, a multiple lockout or tagout 

device (hasp) may be used.  If lockout is used, a single lock may be used to lockout the machine 

or equipment with the key being placed in a lockout box or cabinet which allows the use of multiple 

locks to secure it.  Each employee will then use his/her own lock to secure the box or cabinet.  As 

each person no longer needs to maintain his or her lockout protection, that person will remove 

his/her lock from the box or cabinet. 

BASIC RULES FOR USING LOCKOUT OR TAGOUT SYSTEM 

PROCEDURE 

All equipment shall be locked out where capable, or tagged out to protect against unintended or 

inadvertent operation when such operation could cause injury to personnel.  Do not attempt to 

operate any switch, valve or other energy isolating device where it is locked or tagged out. 

EMPLOYEE LEFT WITH KEY 

 

In the event that an Authorized employee leaves the job site and it becomes necessary to access 

equipment that he has locked out, the following procedure should be followed.   

 

All attempts must first be made to reach the authorized employee and request they return with 

the key to remove the lock and conclude the LOTO work process.  This must be documented in 

the LOTO JSA as to who was contacted, by who, what method was used to reach them and if the 

attempt to contact was successful.  If the Authorized employee was successfully contacted and 

able to return to the job site, they shall do so to complete the lockout process. 

 

If the attempt to contact the employee was unsuccessful, foreman shall question other personnel 

on site to determine if work was completed.  He shall then proceed with the following: 

¶ Perform a hazard assessment verifying that all energy sources are de-energized and 

controlled; 

¶ Notify affected employees; and 

¶ First apply his own lock before removing the lock of the employee who left with key. 

 

If the work is incomplete and would resume by an oncoming employee on a different shift, they 

shall follow the change of shift procedure. 
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Authorization For Lock Removal  
 

 
AUTOMATION ELECTRONICS gives full permission to below listed Authorized 
Employee to remove lock(s) that have been applied by another Authorized employee 
who is not available to remove them him/herself. 
 
Date:___________________ 
 
Employee:______________________ 
 
Position:_______________________ 
 
Equipment that lock is being removed from:___________________________________ 
 
Number of locks removed:______________________ 
 
Location:_______________________ 
 
What was done to contact employee:________________________________________  
 
This form documents that the on-site foreman and Authorized employee have conferred 
to ensure proper procedures and potential energized hazardous control will not be 
affected negatively by this process. 
 
Prior to lock removal, the Authorized employee shall also apply their own lock to take 
control of the energized equipment and then proceed with removal of original lock 
should repair or maintenance require it. This task is to be completed in a way that under 
no circumstances shall any exposure to electrical hazards be present to AUTOMATION 
ELECTRONICS personnel. 
 
The signatures listed below are witnesses to this process of lock removal and that they 
are in agreement to proceed. 
 
____________________________  __________________________ 
On Site ï Foreman ï printed name  Signature 
 
 
______________________________  __________________________ 
Authorized Electrician ï Printed Name  Signature 
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CHANGE OF SHIFT OR END OF WORKDAY  

If a change of shift occurs prior to the completion of the work requiring lock out, the oncoming 

shift must be briefed on the need for the lockout. The responsible party will place their lock and 

hasp in place of yours. Do not leave before the oncoming shift has been briefed and locks changed. 

If the workday ends before you can complete your duties and remove your lock, verify that the 

equipment or process can remain locked out until you return the next day. Check with the site or 

plant manager in charge to determine the effects of overnight, or weekend lockout on their process. 

If the operator must have control of the equipment, brief the owners responsible party, and verify 

in writing that they approved removal of your lock(s). 

Procedure for Crew Change procedure to verify de-energization ï 

 

1. Verify ï original authorized employee verifies the oncoming employee is authorized to 

perform LO/TO.   

2. Transition - The oncoming authorized employee follows the typical LO/TO steps starting 

with notifying affected employees.    

3. Plan ï authorized employee writes or reviews a JSA for the job to be done. 

4. Notify ï authorized employee notifies all affected employees of the LO/TO. 

5. Lock out ï oncoming authorized employee attaches a lock and tag to the energy source of 

the equipment. 

6.  Remove - original authorized employee removes their lock and tag. 

7. Try out ï authorized employee verifies that the equipment will not start and releases any 

stored energy by attempting to start or activate equipment. 

8. Perform ï Proceed with work. 

 

 

REMEMBER:   

YOUR SAFETY IS YOUR RESPONSIBILITY AND YOUR CO -WORKERS!!!  
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Chapter 8 FIRE PREVENTION PLAN  

Fire prevention plans will be developed for each construction site in accordance with local 

regulations.  At the minimum, an evacuation plan will be developed for each site.  Also, fire 

extinguishers will be available on each service truck, at each office location, at each location where 

cutting, welding or brazing will be conducted. 

Employees will also verify performance of other crafts in their work areas with these fire protection 

and avoidance procedures. 

a. Fire extinguishers will be inspected monthly with a record of the inspection kept by the project 

foreman or the truck operator for assigned trucks.  Portable fire extinguishers will receive an 

annual service check and a monthly visual inspection.  These will be documented on the tag 

on the extinguisher or other form. 

b. All portable fire extinguishers will be conspicuously located, accessible and maintained in 

operating condition. All employees must know the location of firefighting equipment in the 

work area and have knowledge of its use and application. 

c. Exits will be marked as such by a readily visible sign.  Other doors likely to be mistaken for 

an exit will be marked as to their character or "Not An Exit". 

d. Only approved safety cans shall be used for handling or storing flammable liquids in quantities 

greater than one gallon.  For one or less gallon, only the original container or a safety can will 

be used. 

e. When heat producing equipment is used, the work area must be kept clear of all fire hazards 

and all sources of potential fires will be eliminated. 

f. Fire extinguishers will be available at all times when utilizing heat-producing equipment. 

g. Training is required upon initial assignment and at least annually thereafter. 

Fire Extinguisher Use: 

The two reasons fire extinguishers should be used while at work: 

¶ Incipient stage fires (at the discretion of the person when no risk exists) 

¶ Escape/Egress 
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Chapter 9 NEAR M ISS POLICY  

It is the desire of Automation & Electronics, Inc. to reduce the number and severity of incidents 

through raising the awareness of all employees to the potential for incidents in their workplace.  

An important part of that is to be keenly aware of problems which could lead to incidents.  Out of 

this awareness will come corrective actions to make our workplace safer for all and increase the 

education, preparedness, recognition and control of potentially dangerous unsafe acts or condition.  

The ultimate goal of Near Miss Reporting is to take the information that can lead to prevention of 

a similar incident that results in injury or equipment damage.  Employee input based on knowledge 

and experience could be a tremendous value in helping to develop corrections and prevention 

strategies. Without reporting, this life-saving opportunity is missed. 

Serious Near Miss:  Any Work related event or incident which, under slightly different conditions, 

would have resulted in a fatality, lost time accident, or OSHA recordable accident.   

Near Miss:  Any work related event or incident which, under slightly different conditions, would 

have resulted in personal injury 

All near misses will be reported to your supervisor on the Near Miss Report form ï Form HSE-

26.0003.  (See example on following page)  Forms are available from supervisors, and from the 

Safety Administrator. 

All near misses will be evaluated and, if possible, corrective actions taken within one work week 

of their report.  The actions taken will be reported to the supervisor and the person filling out the 

near miss report. 

Reporting of near misses or potentially dangerous situations is a protected activity.  Automation 

& Electronics encourages this reporting activity.  If a report results in activity, from any individual, 

to discourage future reporting, notify the Safety Administrator or Stuart Tanner. 

The management and staff of Automation & Electronics, Inc. strongly support your reporting 

activities. 
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Chapter 10 EMERGENCY RESPONSE PROGRAM  

It shall be the policy of Automation & Electronics, Inc. to implement Emergency Response 

regulations as required by the U.S. Department of Labor, Occupational Safety and Health 

Administration (see page IX - 6&7).  

Further information on this written program is available from the company Safety Administrator. 

It shall be the policy of A&E to fulfill its obligations under 29CFR 1926 Subpart C to implement 

Emergency Response regulations. Automation & Electronics is committed to an effective 

Emergency Action Plan. 

BACKGROUND  

The provisions for this rule can be found in the Occupational Safety and Health Standards for the 

Construction Industry 29 Code of Federal Regulations (CFR) Part 1926. Subpart C of this section 

contains employee Emergency Action Plan Requirements for the construction industry. 

Additional requirements for employees in the construction industry with regard to emergency 

response can be found in 1926.34 Means of Egress, 1926.65 Hazardous Waste Operations and 

Emergency Response, 1926.98 Fire Protection for the Fire Brigades and Subpart F - Fire 

Prevention and Protection.   

SCOPE AND APPLICATION  

Automation & Electronics Inc. Emergency Response Program applies to all construction activities 

where an employee may be occupationally exposed to natural or manmade emergencies. Under 

our plan, construction includes, but is not limited to, the following: 

¶ demolition or salvage of structures; 

¶ removal or encapsulation of materials; 

¶ new construction, alteration, repair, or renovation of structures, substrates, painting and 

decorating; 

¶ maintenance operations associated with construction activities described above. 

GENERAL REQUIREMENTS  

1. Automation & Electronics Inc. shall be responsible for the Emergency Response program to 

be followed throughout all phases of construction and will provide any safety equipment as 

required. 

2. A&E will identify escape procedures and escape routes for all working locations. 
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3. A&E will identify responsibilities for shutting off or operating critical equipment in the event 

of an emergency.  

4. In the event of an emergency, A&E employees will evacuate to a designated staging area to be 

determined for each location. A designated employee will be responsible for accounting for all 

employees. 

5. Rescue and medical duties will be the responsibility of the local responding agency in the event 

of an emergency. A&E employees who are certified in CPR/First Aid may assist in medical 

response if it is their wish to do so. 

6. An appropriate method of reporting fires and other emergencies will be determined by location. 

7. For each work location, the name or job title of the person responsible for coordinating 

emergency response procedures shall be on the specific site plan. 

8. An alarm system in compliance with 29 CFR 1926.159 shall be established at each work 

location.  In the event of an emergency employees will be notified to evacuate the work area 

through the use of a signal emitted from this alarm system. 

9. Employees shall receive training in compliance with 29 CFR 1926.35. Prior to implementation 

of the plan, employees whose responsibilities will be to assist in a safe evacuation shall receive 

appropriate training. All employees will be informed about the emergency action procedures 

for each job site prior to beginning work at that location.  

10. The written emergency action plan shall be maintained at each work location. 

EMPLOYEE RESPONSIBILITY  

1. For each location, the job superintendent will be responsible for the emergency action plan and 

for coordinating emergency action procedures. It will be this personôs responsibility to 

coordinate actions with the host employer if necessary. 

2. All employees of Automation & Electronics Inc. affected by this program will follow the 

directions (with regard to emergency response) of any employee with specific responsibility 

in the event of an emergency.  

3. Any employee using equipment associated with an emergency response action shall inspect 

such equipment after each use.   

4. Employees having reason to believe that emergency response equipment is defective will 

notify their supervisor immediately.  

5. Employees will be trained in emergency response procedures. Employees who have received 

such training will be expected to abide by the rules set forth in the emergency action plan for 

the location they are working at.   
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6. Any employees violating Emergency Response procedures for which they have been trained, 

or who fail to follow the direction of a designated response employee when required to do so, 

will be disciplined according to A&E disciplinary procedures.   

7. Any A&E employee who intentionally removes, defeats, damages, or uses emergency response 

equipment other than in response to an emergency will be subject to disciplinary procedures. 

8. Any A&E employee who discovers a fire or other emergency will notify any nearby personnel 

and the nearest supervisor. The supervisor will be responsible for sounding the general alarm. 

EVACUATION PROCEDURES 

1. Automation & Electronics Inc. will establish an alarm system for each location to inform 

employees of an evacuation. Employees will be notified of their particular locationôs alarm 

system. 

2. When an evacuation alarm has been sounded, all A&E employees will proceed to the nearest 

exit by the safest route available to them. 

3. After evacuating the structure, A&E employees will proceed to a staging area (to be determined 

for each location) where they will be accounted for. Once at the staging area, employees will 

await further instruction. 

4. A&E employees may not re-enter the structure for any reason until they are instructed 

to do so. 

5. For each location, the supervisors will be designated to assist in evacuations. These designated 

personnel will direct employees to safe routes, ensure an orderly evacuation and provide (or 

assign responsibility for) assistance for evacuating injured employees. Supervisors will receive 

appropriate response training. 

6. Supervisors will be responsible for performing head counts once all employees have been 

evacuated. This information will be relayed to the appropriate authorities via the response 

coordinator. 

7. If operations are such that equipment must be turned off or operated during an emergency 

response, specific personnel will be assigned this responsibility at the beginning of each job. 

These duties will be listed on the site plan. Such employees will receive appropriate response 

training. 

TRAINING  

1. Automation & Electronics Inc. will provide training for all employees after the inception of 

this plan. The program will enable employees to recognize the correct procedures for an 

emergency response. 
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2. The training shall be conducted by a competent person as determined by A&E who is aware 

of the nature of emergency situations likely to be encountered by the employees. This person 

must be familiar with A&Eôs emergency response procedures and rules. 

3. Training shall include the correct procedures for response and evacuation, and the role of 

employees in the emergency response plan. Training will also include instruction in the use of 

appropriate response equipment. At a minimum, the proper use of fire extinguishers shall be 

reviewed annually. 

4. Employees assigned special responsibility during an emergency response will receive 

appropriate training. The training shall be designed to ensure that they possess an 

understanding of their responsibilities and appropriate safety practices. 

5. A&E will certify the employeesô training with a certification record including the name of the 

trainee, the date of training, and the signature of the trainer. 

6. A&E will retrain affected employees as required, especially if the employee has demonstrated 

that he or she does not possess the knowledge and/or skill to follow the provisions of this 

program. 

7. Training shall be conducted for all new employees at the time of their being hired, whenever 

an employeeôs responsibility or designated actions under the plan change, and whenever the 

plan is changed. 

OSHA STANDARDS 

(The following is the actual OSHA Standard that sets the basics for the Emergency Response 

Program) 

Part Number:   1926 

Standard Number:  1926.35 

Title:    EMPLOYEE EMERGENCY ACTION PLANS 

(a) ñScope and applicationò 

This section applies to all emergency action plans required by a particular OSHA standard. 

The emergency action plan shall be in writing (except as provided in the last sentence of 

paragraph (e)(3) of this section) and shall cover those designated actions employers and 

employees must take to ensure employee safety from fire and other emergencies. 

(b) ñElementsò 

(1) The following elements, at a minimum shall be included in the plan: 

(2) Emergency escape procedures and emergency escape route assignments; 
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(3) Procedures to be followed by employees who remain to operate critical plant 

operations before they evacuate; 

(4) Procedures to account for all employees after emergency evacuation has been 

completed; 

(5) Rescue and medical duties for those employees who are to perform them; 

(6) The preferred means of reporting fires and other emergencies; 

(7) Names or regular job titles of persons or departments who can be contacted for 

further information or explanation of duties under the plan. 

 

(c) ñAlarm Systemò 

(1) The employer shall establish an employee alarm system which complies with 

1926.159; 

(2) If the employee alarm system is used for alerting fire brigade members, or for other 

purposes, a distinctive signal for each purpose shall be used. 

 

(d) ñEvacuationò 

The employer shall establish in the emergency action plan the types of evacuation to be 

used in emergency circumstances. 

(e) ñTrainingò 

(1) Before implementing the emergency action plan, the employer shall designate and 

train a sufficient number of persons to assist in the safe and orderly emergency 

evacuation of employees. 

(2) The employer shall review the plan with each employee covered by the plan at the 

following times: 

 

i) Initially when the plan is developed; 

ii)  Whenever the employeeôs job responsibilities or designated actions under the 
plan change; and 

iii)  Whenever the plan is changed. 

 

(3) The employer shall review with each employee upon initial assignment those parts 

of the plan which the employee must know to protect the employee in the event of 

an emergency. The written plan shall be kept at the workplace and made available 

for employee review. For those employers with 10 or fewer employees the plan 

may be communicated orally to employees ant the employer need not maintain a 

written plan. 
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Chapter 11 EMERGENCY EVACUATION &  ACTION PROGRAM  

THE FOLLOWING PAGES INCLUDE THE  

EMERGENCY EVACUATION PROGRAM  

 

THAT IS IN PLACE FOR THE MAIN BLDG. (610 PLATTE), 

PRODUCTION AREAS LOCATED AT 110, 111 & 450 BIG 

HORN ROAD, PLC DIVISION LOCATED AT 101 BIG 

HORN ROAD AND SHOP AREA AT 717 W. PLATTE ROAD 

CASPER, WYOMING. 

 
A&E is committed to a safe workplace for all of its employees.  The following evacuation plan is 

generated for those employees who work at the A&E facilities located in Casper, Wyoming.  

Emergency evacuation plans for those employees who work on job sites away from the main office 

will be initiated on a per job basis and coordinated with the general contractors that A&E is 

working for. 

Emergency evacuation procedures would include but are not limited to the following situations: 

Earthquake, fire, flood, tornado, terrorist attack and any other unforeseen disaster. 

In conjunction with Section IX of Automation & Electronics, Inc. Health and Safety Program and 

OSHA Standard 1926.35 regarding Employee Emergency Action Plans the following are the 

emergency evacuation procedures for A&E and are broken down into the following departments: 

¶ Main Office  - 610 Platte  Road 

¶ Electrical Warehouse ï 610 Platte Road 

¶ Production Areas ï 106, 110, 111 Big Horn Road (MCC & VFD) 

¶ Technician Area  - 111 Big Horn Road 

¶ Weld Shop Building ï S. 717 W. Platte Road 

¶ Skid Production Building ï 450 N. Warehouse Rd. 

¶ PLC Building ï 101 Big Horn Road 

¶ Electrical Buildingss ï 101 Rivercross 
 

Each area listed above will have a primary employee assigned who is responsible for emergency 

evacuation procedures. (All areas of responsibility are detailed on accompanying map). An 

alternate employee will also be assigned to cover these duties in the absence of the primary 

employee. 
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EVACUATION PROCEDURES BY DEPARTMEN T 

All primary departments & buildings will be responsible to submit evacuation procedures and a 

site plan for assigned areas which will be kept on file with Safety Administrator.  Procedures will 

include: 
 

1. Sound in-house alarm system  or Dial ñ PAGE ALL BUTTONò ON PHONES or 9827 

say ñCODE REDò THREE TIME,  

2. Place emergency call to 911 

3. Notify main office (ext.310)  to identify what building the emergency is in. 

4. Route in emergency vehicles 

5. Sweep area of responsibility to evacuate in-house personnel closing office doors as they 

are checked 

6. Evacuate personnel through nearest available safe exits to meeting location (Muster 

Points) in an orderly fashion 

7. Establish meeting place (staging area) for assigned area 

8. Perform head count and report to response coordinator as soon as possible 

9. Perform and document yearly training of evacuation procedures 

AREAS OF RESPONSIBILITY  

Below is the breakdown of each department and individual buildings: 

¶ Main Office 1st level ï West Side of building.  All accounting offices, reception area , and 

file room 

¶ Main Office 1st Level ï East Side of building, all project managers offices, kitchen, 

safety, and purchasing 

¶ Main Office 2nd level.  ï West side of building All offices west of stairwell including 

drafting room, engineering offices, IT Department, restrooms.  

¶ Main Office 2nd Level  ï  East side of building:  All offices East of stairwell including 

upstairs training room and kitchen  

¶ Electrical Warehouse -  Building consists  all offices,  tool crib and shelving area 

¶ Production Area.  Panel room, finish room (paint room), stock room, parts room, 

production areas 1 & 2, break area and restroom 

¶ Technician Area.  Computer room and offices to the west of computer room, copy room 

and engineering lab 

¶ Weld Shop area: offices, weld bay and facility yard 

¶ MCC production  area and Quonset hut 

¶ 101 Building.  Upper & lower offices, bathrooms, and bay areas. 

¶ 450 Skid Production Building.   Main floor and upstairs loft. 
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EMERGENCY ACTION PLAN  

OSHA requires emergency action plans to satisfy certain minimum requirements.  Emergency 

action plans must be in writing, unless the employer has 10 or fewer employees.  At a minimum, 

the plan must include a description of: 

¶ Emergency evacuation procedures and escape routes 

¶ Guidelines for employees who must tend to critical plant operations prior to evacuating 

¶ Procedures to account for all employees after the emergency evacuation has been 

completed 

¶ First ï aid and rescue assignments 

¶ Designation of a ñcommand centerò and alternative communication means in the event the 
employerôs facilities are uninhabitable and its communications systems are shut down 

¶ Procedures for reporting fires and any other emergencies 

¶ An explanation of how employees can obtain further information about the plan 

 

The effectiveness of an employerôs response to a workplace emergency often depends on the extent 

of the employerôs prior planning and preparation.  Employers can face a wide range of workplace 

emergencies, including fires, explosions, natural disasters and even workplace violence.  For most 

employers, emergencies are very rare occurrences.  However, emergencies can be costly in both 

human and economic terms if employers are not prepared for them. 

When establishing an emergency response plan, employers are required to designate and train a 

sufficient number of people to assist with emergency evacuations.  Employers also must review 

an emergency response plan with employees when the plan is developed and at any time the plan 

is modified or employeeôs responsibility under the plan change. 

STAGING AREAS 

Each department has designated the following areas to be their established meeting place 

(staging areas) with an optional secondary meeting place named in some instances.  The 

secondary meeting place would be utilized in the event that the primary meeting place was 

inaccessible due to the emergency at hand.  

 

Staging area one is located on the West side of the campus in front of building 106 also 

known as the Testing Building. 

Staging area two is on the east side of the campus located along the fence outside of 

Building 450.   

Employees should proceed to the nearest rally point with the least hazardous route. 

*** NOTE ï Company Wide -Rally Point would be Trueôs Parking Lot should all other 

staging areas fail 



Automation & Electronics, Inc.    11-4  

If at any time any of the above meeting places are changed, the Safety Administrator 

should be alerted so the appropriate changes can be made. 

CHAIN OF COMMAND  

An emergency response plan should specify a clear chain of command so employees will have no 

doubt about who has authority to make decisions in emergencies.  Emergency response plans 

usually designate the safety and health director or plant manager as the emergency response team 

coordinator, the person with overall responsibility for implementing the emergency response plan. 

The emergency response coordinator usually has authority to order the evacuation of employees 

and to suspend plant operations in emergency situations.  

Many emergency response plans identify the names or job titles of individuals assigned to the 

employerôs emergency response team.  For instance, the plan might identify by name or job title 

employees who are responsible for: 

¶ Using fire extinguishers to put out or contain small fires 

¶ Performing first aide, including cardiopulmonary resuscitation 

¶ Executing shutdown procedures 

¶ Supervising evacuation within departments 

¶ Preventing unauthorized individuals from entering areas where emergency response 

operations are underway 

¶ Contacting relatives of injured employees 

¶ Responding to media 

ALARMS  

Employers are required to establish an alarm system method.  The alarm must be loud enough to 

be heard over background noise levels or bright enough to be seen over background light levels.  

The alarm also must be clearly recognizable as a signal to evacuate or perform emergency response 

duties. 

Employers also must give employees information on how to report emergencies.  The typical 

means employees use to report emergencies are alarm pull stations or intercom or public address 

systems.  For workplaces with 10 or fewer employees, OSHA allows employers to rely on direct 

voice communication to alert employees of emergencies as long as all employees can hear the call 

to evacuate. 

According to OSHA, the complexity and sophistication of the alarm system required depends on 

the number and size of operations and the associated degree of hazard for a given facility.  A small 

plant may only require a simple siren to call for evacuations.  In a larger, more complex facility 

that requires multiple contingent responses or multiple evacuation routes, a voice evacuation 

system may be required. 
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EMERGENCY ESCAPE ROUTES 

Emergency action plans should specify both primary and alternate escape routes.  In determining 

appropriate routes, an employer should consider potential obstructions such as gates, doorways, 

trenches, pits and other barriers.  Once the employer has designated emergency escape routes, it 

must insure that they remain clear and unobstructed. Emergency escape routes primary/secondary 

are to be individually posted on all doors in 610 Platte. Escape routes will be electronically be 

displayed on television monitor on a continuous feed, in all other buildings emergency escape 

routes are clearly posted in common area or bulletin boards. 

TRAINING  

Training is required to cover how and what the alarm system communicates to employees during 

an emergency.  Employee awareness on responsibilities during an emergency includes escape 

routing, designated staging area, medical aid, accounting for all employees etc. 

MEDICAL ï FIRST AID / CPR 

OSHAôs medical services and first aid standard requires an employer to train a sufficient number 

of employees in first aid if its facilities are not ñin near proximityò to an infirmary, clinic, or 

hospital. Note:  OSHA defines ñin near proximityò as:  In facilities in which a life-threatening 

injury is not likely, an emergency medical response time of up to 15 minutes may be acceptable.  

If in facilities in which incidents resulting in life-threatening injury could be possible, then a 3-4 

minute medical response time is required.  Therefore our employees are offered training in CPR 

and Emergency First Aid. 

¶ A person(s) who has a valid certification in first aid training, the American Red Cross or 

equivalent shall be made available to render emergency first aid at all work site. 

¶ First Aid Kits are to be weather proof and shall be easily accessible when required. To be 

included in all job trailers, company vehicles and gang boxes 

¶ Emergency contacts shall be posted on job sites by the Safety Administrator or his 

designee. 

¶ First Aid Kits shall consist of appropriate items and classification on contents as defined 

by 1910.151 and the applicable ANSI  Z308.1-2015. Refillable contents shall be in 

individually sealed packages and shall include: 
o 16 Adhesive Bandages, 1" x 3" 
o 1 Adhesive Tape, 2.5 yd. 
o 10 Antibiotic Treatment, 0.14 fl. oz. (0.5g) applications 
o 10 Antiseptic, 0.14 fl. oz. (0.5g) applications 
o 1 Breathing Barrier 
o 1 Burn Dressing, 4" x 4" 
o 10 Burn Treatment, 1/32 oz. (0.9g) applications 
o 1 Cold Pack, 4" x 5" 
o 2 Eye Coverings 
o 1 Eye Wash, 1 oz. 
o 1 First Aid Guide 
o 6 Hand Sanitizer, 1/32 oz. (0.9g) applications 
o 4 Medical Exam Gloves 
o 1 Roller Bandage, 2" x 4 yd. 
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o 1 Scissors 
o 2 Sterile Pads, 3" x 3" 
o 2 Trauma Pads, 5" x 9" 

o 1 Triangular Bandage, 40" x 40" x 56" 

 

¶ Kit contents shall be checked initially by member of Safety Department prior to field 

assignment and at least weekly on each job to ensure the expended items are replaced. 

¶ An injured person(s) shall be transported to physician or hospital facility unless the injured 

is non-ambulatory. Necessary ambulance services shall be notified by calling 911 and in 

remote areas telephone numbers of hospitals, doctors and ambulances shall be clearly 

posted for emergency reference.  When possible, transport non-emergency cases to Cedars 

Health Clinics located regionally. 

¶ If applicable, review customer procedures and facilities to assure suitability to provide 

quick drenching or eye flushing should an employee become exposed to corrosive 

materials. 

SUMMARY  

An emergency is any situation that poses immediate and extreme danger to employees or property.  

Because most emergencies are sudden and unexpected, it is vital to be prepared. 

Managers review our written emergency action plan with your individual department personnel to 

include: 

¶ Procedure for Alarm 

Code Red - announced over phone system (by using the Page - All Button ) - notifying 

personnel to evacuate immediately. 

¶ Emergency evacuation procedure and evacuation routes. Directional dots & arrows placed 

on right side, near base board on floors. 

¶ Procedures to be followed by employees who remain to operate critical plant operations 

before evacuating 

¶ Procedures to account for employees after evacuation 

¶ Rescue and medical assistance requirements which rescue shall only be designated on a 

case by case basis. 

¶ Names of persons to contact for information on handling emergencies 

¶ Visible door displays ï indicating CODE RED in effect 

EMPLOYEE RESPONSIBILITY BY DEPARTMENT &  LOCATION  

1. Electrical Warehouse 

Jeremiah Kost (Backup Alternate) Ralph Trujillo 

2. 610 Platte ï Down Stairs   

WEST - Mia Kamboris (Backup Alternate) Jody Hardy 

EAST ï Brandon Juday (Backup Alternate)     Dane Odde 
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3. 610 Platte - Upstairs 

WEST ï Tod Coleman (Backup Alternate)    Clint Cook 

EAST - Bob Dill (Backup Alternate)    Chris Morgan 

4. Production Testingï 106 Bldg.  

Bob Cook (Back Up Alternate)   William Faust 

5. Production Area #1 Building 111 

                   Randy Roszel (Back Up Alternate)   Nick Fanta 

6. Production Area #3 VFD Building 

                  Dan Whetham   (Back Up Alternate)    Julie Whitman 

7. Production 110 Bldg. 

            Shawn Meline (Back Up Alternate)  Mike Marnell 

8. Technician 111 Bldg. 

Tom Hool (Backup Alternate) Steve Laughrey   

9. 101 Building   

Top Floor Level 

Bob Davis  (Backup Alternate) Seth Tubbs 

Bottom Floor Level 

Dave Orndorff (Backup Alternate) Rick Izatt 

10. Skid Production 450 Building    

Any Current Occupant (Backup Alternate)  

11. Weld Shop ï 717 Bldg. 

           Terry Kelley (Backup Alternate)    Marcus Hayden 

12. River Cross ï 101 Bldg. 

            Dan OôHara 

 

 

 

 

  



Automation & Electronics, Inc.    12-1  

Chapter 12 MOTOR FLEET SAFETY PROGRAM  

BACKGROUND  

Automation and Electronics, Inc is committed to instituting and maintaining a Fleet Safety 

Program. The goal of the Fleet Safety Program is to take the proper steps to prevent loss of life, 

injury, or property damage to all employees and members of the general public. Automation and 

Electronics, Inc. recognizes that the responsibilities for safety and loss prevention must be shared 

by everyone. 

Responsibilities: 
1. Management 

Å Assume responsibility for the driving record of employees while they are in the companyôs 

employ. 

Å Frequently check for compliance of the established requirements and policies in which all 

personnel are required to adhere to. 

Å Personally review the decisions on accidents and take all steps necessary to prevent a 

recurrence. 

Å Establish and adhere to policies on disciplinary actions in accordance with the policy 

regarding actions that will be taken against employees who show a repeated disregard for 

good driving practices. 

Å Insist that all assigned vehicles are maintained adequately for safe operation. 

Å Establish periodic inspection of assigned vehicles for safety discrepancies, malfunctions, 

signs of abuse, unreported damage and cleanliness. Have repairs made as soon as possible. 

Å Fully support the Automation and Electronics, Inc.ôs driver training program to promote 

defensive driving. 

Å Review each preventable vehicle accident and unsafe driving report with the employee and 

his supervisor to emphasize management's intolerance of irresponsibility behind the wheel. 

Å Establish an aggressive campaign to enforce the wearing of seat belts on all trips. 

2. Supervisors 

Å Investigate and report all incidents involving a motor vehicle used in performing company 

business.  Forward all incident report to management for review. 

Å ÅInsure that employees do not drive any Automation and Electronics, Inc. vehicle unless they 

have a VALID Drivers' License and are familiar with Automation and Electronics, Inc. 

driving rules and regulations. 

Å Insure that only authorized personnel be allowed to operate Automation and Electronics, Inc. 

vehicles, special purpose vehicles, and trucks. 

Å Must be alert in observing unsafe practice of employees and insure that action is taken 

immediately to correct the driver. 

Å Review all preventable vehicle collisions with employees at Safety Meetings and discuss 

each unsafe act that was responsible. 

Å Periodically ride with the vehicle and truck drivers to check for compliance with operating 

instructions and traffic regulations. 
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Å Insure that unsafe vehicles are not driven until safety discrepancies have been corrected. 

3. Employees 

Employees who drive Automation and Electronics, Inc. vehicles are responsible for following all 

of the guidelines set forth in the Fleet Safety Program. These responsibilities include: 

Å Wear seatbelts 100% of the time while operating. 

Å Safe operation of vehicles for the safety of passengers and cargo 

Å Having a valid driver's license in their possession 

Å Inspecting the vehicle which they are about to drive, in accordance with established policies 

Å Reporting any vehicle incident 

Å Notify fleet manager immediately of any vehicle damage or maintenance needs. 

4. Fleet Control Personnel  

The Fleet Control Personnel and the General Manager will be in charge of implementing the 

policies for the Fleet Requirements Program.  

Responsibilities will include: 

Å Monitoring the driving experience of employees who operate entity vehicles. 

Å Be sure proper maintenance procedures are being followed to keep vehicles in a safe 

operating condition. 

5. Vehicle Operator Responsibilities 

Å The driver is responsible for checking the safety and general condition of the vehicle, 

including fuel, oil, and other fluid levels, lights, and brakes. Wear seatbelts 100% of the time 

while operating.  With the assistance of the Fleet Control Personnel, supervisors will furnish 

vehicles with inspection checklists. If there is something wrong with the vehicle, which may 

affect safety, repairs will be made before use. 

1. Vehicle Abuse: No employee will use a vehicle or equipment for any purpose for which it 

was not designed, operate it beyond its designed limits, operate it in areas or locations for 

which it was not designed, or cause damage through neglect, misuse, improper driving 

techniques, or improper handling. 

2. Transporting Employees in Automation and Electronics, Inc. Vehicles: No more than the 

number employees for which a safety belt is installed in the vehicle will ride in the front seat 

or cab of a vehicle. Each position will be equipped with a seat belt, and each person will use 

the seat belt provided. No employee will be authorized to ride or work from the bed or rear of 

a vehicle while it is in motion. 

3. Traffic Laws : Employees will adhere to all traffic laws and regulations when operating 

Automation and Electronics, Inc. vehicles. An employee will at all times operate Automation 

and Electronics, Inc. vehicles in such a manner as to avoid injury to persons or damage to 

property.  

4. Unauthorized Use of Vehicles:  Automation and Electronics, Inc. vehicles are to be used for 

Automation and Electronics, Inc. business only, unless supervisory permission is granted to 

use for personal use.  

5. Operation and Occupancy of Entity Vehicle by Unauthorized Persons: Employees will 

not permit unauthorized employees or non-employees of Automation and Electronics, Inc. to 
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ride in/operate Automation and Electronics, Inc. vehicles, except when such persons are 

conveyed in the performance of duty, or authorized to do so by supervisory staff. 

6. Parking Vehicles: All employees will park their vehicles in a legal and proper manner. 

Employees will remove the keys and lock the vehicles, except when specifically instructed 

otherwise. Employees will not park on the wrong side of a street or highway, unless it is 

mandatory to park in such a location to perform a job. All signs, cones, lights, and warning 

devices as required by law will be used when vehicles are parked or in use in a public travel 

lane. Employees will use all safety brakes, lockout devices, and other parking safety methods 

when parking equipment. 

7. Transporting Equipment  Employees using Automation and Electronics, Inc. vehicles will 

exercise caution when transporting equipment, packages or other materials in the 

driver/passenger compartment that would become flying projectiles in the event of an 

accident. Such items as briefcases, laptop computers, tools, etc. need to be transported in a 

secure manner. Pickups, whether standard cab or extended, should have secured storage 

capabilities in the bed of the vehicle such as tool storage if they are used with any regularity 

in the transport of items that could injure the driver or passenger(s) in the event of an 

accident.  

  

Driver Selection 
Automation and Electronics, Inc. believes knowing the ability, experience and attitude of drivers 

is a key factor in the selection process. An important area in this process is to establish 

qualification standards for new employees and existing employees that have driving duties. To 

enforce these standards, Automation and Electronics, Inc. has implemented the following driver 

qualification procedures: 

 

1. Driver Age Requirements: All drivers must be a minimum of 18 years of age. 

2. Application for Employment: All driver applicants shall complete an Application for 

employment.  

3. License: Automation and Electronics, Inc. will obtain a legible copy of the license of all 

driver applicants. A review of the license will be conducted to be certain it is valid, has not 

expired, and is the appropriate for the class of vehicles in which driving is required. 

1. Whenever driving Automation and Electronics, Inc. vehicles employees must have in their 

possession a valid driver's license. Employees will notify their supervisor if their license is 

suspended, revoked, or expired. 

6. MVR Check and Evaluation 
Automation and Electronics, Inc. will request an MVR for driver applicants being considered for 

employment in which driving entity vehicles will be required. An MVR will be requested from 

every state the applicant has lived in during the past 3 years. The General Manager will review 

all MVR information to determine if driver applicant meets the qualification standards regarding 

driving records. A formal review of the driverôs MVR will be conducted on a/an annual basis (or 

more frequently where warranted) to ensure that existing drivers are meeting the established 

qualification standards. MVRôs are personal and confidential and should only be discussed with 
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the driver or other persons authorized to know. The Fleet Control Personnel will only receive 

results of the MVR check, in generalities, i.e; ñdriver is no longer able to drive entities vehiclesò.  

7. Driver Qualification: Standards :  

To ensure that potential new and existing drivers meet Automation and Electronics, Inc.ôs 

qualification standards for motor vehicle records set forth in the Companyôs Vehicle Safety 

Program, the following policies have been instituted regarding:  

1. Actions taken based on the number of points and violations shown from the MVR checks and 

evaluations, and  

2. Standards and penalties for drivers involved in preventable accidents. Automation and 

Electronics, Inc. has established a point structure system to evaluate potential new and 

current driver motor vehicle records. If a driver meets or exceeds established points within 

the previous year he/she will not be eligible to drive (a/an) Automation and Electronics, Inc. 

vehicle. No potential new or existing driver will be allowed to drive (a/an) Automation and 

Electronics, Inc. vehicle or other vehicle on Automation and Electronics, Inc. business if 

there MVR reveals violations contrary to this policy. Each employee involved in a 

preventable, at fault vehicular accident, whether it involves the public or not, will be required 

to: report it immediately to their supervisor, Safety Administrator and the General Manager. 

In the absence of the General Manager the Fleet Control Personnel are to be notified. An 

employee who receives any moving violation must notify his/her supervisor of the incident 

within 3 days. Any corrective action will be evaluated based on the type and severity of the 

incident. 

 

8. Investigation of Previous Employment:  
Automation and Electronics, Inc., at their discretion, may contact all former and current 

employers of the driver applicant for the previous 3 years to verify as much of the following 

information as possible:  

Å Dates of employment 

Å Type of work performed 

Å Type of vehicle(s) operated 

Å Extent of driving experience 

Å Vehicle accident record 

9. Driver Qualification File   

The driver selection process includes developing a driver qualification file. Elements of this file 

will include such items as: 

Å Employment Application 

Å Interview notes (if any) 

Å MVR checks 

Å Driver training information 

 

10.  Driver Responsibility in Accident Investigation:  
Certain driver responsibilities must be carried out at the scene of an accident. Two main 

concerns at the scene of an accident are to deal with immediate problems and to gather and 
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report pertinent accident information promptly. These two items can be broken down into a 

6-step accident procedure for drivers to follow. 

Step 1: Stop, stay calm 

Step 2: Turn on your emergency flashers as an immediate warning signal. Then do a quick 

evaluation of accident victims, if any, and provide assistance. Next, set out emergency warning 

devices on the roadway. 

Step 3: Either contact local law enforcement personnel and your supervisor yourself or arrange 

to have someone do it for you. Be courteous and cooperative when providing information to 

authorities. Never admit guilt or liability at the scene of an accident. Never leave the scene of an 

accident. 

Step 4: Write down names, license numbers and other information regarding the incident and 

those people involved in it. Draw a simple diagram of the accident scene. The more detail you 

can provide, the better it will be for insurance and/or legal purposes later. If you have a camera 

for use at the accident scene, document the situation with photographs from various angles. 

Step 5: After the vehicle has been secured, warning devices put in place, assistance rendered to 

injured person(s) (if any), and law enforcement personnel contacted, you (the driver) should 

communicate the accident to your supervisor. 

Step 6: Complete Vehicle Accident Report Form at the scene of the accident. 

Å Provide your info to the other driver(s) including 

Å Your contact info 

Å Insurance card 

Å Take photos (take lots of photos) of the following: 

Å Your vehicle (damage, perspective of scene of incident from all angles) 

Å Other vehicles involved (damage, perspective of scent of incident) 

Å Note make/model/license plate 

Å Scene as a whole 

Å Capture damage specifics 

Å License plate(s) numbers/state  

Å Collect other driver(s) contact information/company Info.   

Collect the following info for other driver and persons involved: 

Å The other personôs driverôs license and contact information 

Å Vehicle make/model/license plate # 

Å Insurance Information 

Å Witness names and contact info 

Å Get accident report number and law enforcement officer information 

Å Get name and badge # of law enforcement officer 

Step 7:  Post-Accident drug and alcohol testing shall be completed as soon after event as 

possible provided the driver is able. 

Vehicle Incident Review: 

The appropriate company personnel will review all vehicle accidents to determine the true cause 

and whether it was preventable or non-preventable. A preventable collision is one in which the 

driver failed to do all that could be reasonably expected of them to avoid the collision.  

  

11.  Vehicle Maintenance 
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It is the policy of Automation and Electronics, Inc. to keep all vehicles well maintained and in 

safe and efficient operating condition at all times. The specifics of that approach will be detailed 

in the procedures to follow. A good preventive maintenance program lowers repair frequency 

and lowers overall maintenance cost. The service portion of Preventive Maintenance is actually 

scheduled maintenance. Automation and Electronics, Inc. vehicles will be given Preventive 

Maintenance according to the current fleet maintenance schedule. 

  

Vehicle Inspections: Automation and Electronics, Inc. is committed to following a strong daily 

inspection program. All vehicles are to be inspected every day they are operated.  

Driver Pre-trip Inspection:   Each driver must be satisfied that his/her assigned vehicle is in 

proper working condition prior to operating. Each driver must also be satisfied that any cargo is 

properly distributed and secured. The driver will also review the last completed Driver's Vehicle 

Inspection Report (if applicable) to verify that any needed repairs were made to the vehicle. If 

the defects noted were not acknowledged by an authorized signature, the driver shall not drive 

the vehicle until the defects are handled appropriately. When a driver reports safety related 

problems or vehicle damage, the vehicle inspection report should be submitted to Fleet Control 

Personnel. The Fleet Control Personnel will sign the report indicating that repairs have been 

made (or are not required to be made). The original inspection report and certification of repairs 

will be retained in the Vehicle Maintenance File. 

Driver On -The-Road Inspections: Once on the road, the driver must examine any cargo and its 

load securing devices and make any necessary adjustments. If a problem is found, the driver will 

notify his/her supervisor and either have the necessary repairs or adjustments made prior to 

operating the vehicle, or safely travel to the nearest repair facility. 

Vehicle Maintenance File:  A complete record on each vehicle in the fleet will be kept. It will 

include basic vehicle information and information indicating the nature and due date of any 

inspection and maintenance operations to be performed on the vehicle, and a record of any 

inspections, repairs and maintenance performed on the vehicle in question, including dates 

performed and specifics on the nature of the operations. 

  

Vehicle Breakdown Driver's responsibilities when a breakdown happens include:  

¶ Safely stopping and securing the vehicle and load, 

¶ Safely placing the warning devices, 

¶ Diagnosing and calling in the breakdown to his/her Supervisor. 

 

Supervisor responsibilities when a breakdown occurs include:  

¶ Determining the nature of the breakdown and best course of action 

¶ Contacting Fleet Control Personnel to facilitate repairs 

Notify fleet control immediately of any maintenance needs or vehicle damage. 

 

12.  MVR Check and Point Structure System 

MVR Check If a potential employee will be required to operate an entity vehicle as part of 

his/her job requirements, an MVR check must be completed either by the Fleet Control 

Personnel or the General Manager for that employee before an employee may be offered 

employment. A point system structure has been established to evaluate new hire and current 
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employee motor vehicle records. This point structure is at the discretion of the General Manager 

and will be reviewed with the employee before any action is taken. A copy of all records will be 

maintained in the employees file along with any corrective action documentation. 

Drivers who are identified as high risk or in violation may be subject to several actions from 

management including, but not limited to: 

¶ Drivers may be required to attend a Defensive or Safety Driving course on their own time 

and expense 

¶ Driver may be required to operate their own personal vehicle on company business 

¶ Driver may have their driving privileges suspended or revoked. 
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QUALIFICATION STANDARDS FOR ACCEPTABLE DRIVERS   

 
To be  considered an ñAcceptable Driverò you must not have more than: 

¶ 3 ~ Minor Violations, or 

¶ 1 ~ Minor Violation and 1 At-Fault Incident, or 

¶ 2 ~ At-Fault Incidents, or 

¶ 1 ~ Major Violation 
 

If a driver has ANY Serious Events / Violations they CANNOT drive a company vehicle.  

Minor Violations (past 3 
yrs)  

Major Violations (past 3 
yrs)  

Serious Events (past 5 yrs)  

Failure to Obey Traffic 
Device 

Careless Driving Assault with a Motor Vehicle 

Failure to Signal Turn 
Driving Over the Center 
Line 

CDL Disqualification 

Failure to Use or Dim 
Headlights 

Driving the Wrong Way on a 
One Way Street 

Driving Under the Influence 

Failure to Use Restraint 
System 

Driving Without Correct 
Class of CDL License 

Frequent Violator/Habitual 
Offender 

Failure to Yield Right of 
Way 

Negligent Driving 
Leaving the Scene of an 
Accident 

Following too Close 
Passing a Stopped School 
Bus 

Revoked or Suspended 
License 

Improper Turns Including 
ñUò Turns 

Speeding 15-25 MPH Over 
Posted Limit 

Reckless Driving 

Improper Passing 
At-Fault Incident Involving 
use of Cell Phone 

Racing 

Speeding 1-14 MPH Over 
Posted Limit 

 
Refusal to Submit to a 
Chemical Test 

Any Violation Involving a 
Pedestrian 

 
Speeding 26+ MPH Over 
Posted Limit 

Use of Cellular Phone 
(voice, data, or texting) 
while driving 

 Vehicular Homicide 

Other Violations not listed 
as Major or Serious 
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13.  Defensive Driving Policy 

Automation and Electronics, Inc. is strongly committed to a sound and thorough defensive 

driving policy. While operating entity vehicles, drivers should always drive in the safest manner 

possible. Specifically, our drivers must operate entity vehicles in accordance with all provisions 

of The Fleet Safety Program. Full-time and designated part-time employees driving Automation 

and Electronics, Inc. vehicles shall be required to attend the Defensive Driving Course. 

 

1. Assignments for classes shall be made by the employee's supervisor to insure class quotas are 

met and to maintain satisfactory work schedules. 

2. Frequency of employee attendance of Defensive Driving Courses shall be once per year. 

3. New employees required to drive Entity vehicles shall be required to complete the Defensive 

Driving Course satisfactorily before starting their driving assignment. 

The core concepts of defensive driving are: 

¶ Recognize the hazard. 

¶  Understand the defense. 

¶  Act in time. 

Defensive Driving Procedures 

Intersections. Getting into and out of intersections without an accident is a mark of a good 

defensive driver. Besides your own skill level, intersections also demand anticipation of the 

actions of other drivers and taking appropriate evasive action as required. 

Backing is an extremely hazardous maneuver. If you are backing with the assistance of a guide, 

the ultimate responsibility for the safety of the backing maneuver remains with you as the driver.  

A&E advises all employees to back in when parking to allow for first move forward. 

Front -End Collisions. The primary way to avoid front-end collisions is by maintaining a safe 

and adequate following distance. You should be prepared for possible obstructions on the 

roadway, either in plain sight or hidden by curves or the crests of hills. A special situation occurs 

at night, when speed should be kept to a level that will allow you to stop within the distance 

illuminated by the headlights of your vehicle. 

Rear-End Collisions. As a driver, you risk being struck from behind if you do not maintain an 

adequate margin of safety in your own following distance. If enough space is not allowed in 

front of your vehicle, chances go way up that somebody can (and will) impact you from the rear. 

Passing Failure to pass safely indicates faulty judgment on your part as a defensive driver, and 

failure to consider one or more of the factors that need to be checked: 

Å Is there enough room ahead? 

Å Is there adequate space to move back into your lane of traffic after passing? 

Å Have you signaled your intentions? 

Being Passed. As a driver, you must be aware of the actions of other drivers, and give way if 

another driver begins to sideswipe you or to cut you off. A good defensive driver will avoid 

problems with this kind of accident situation. 

Encroaching on Other Traffic Lanes. Observant defensive drivers will not usually get trapped 

when other drivers change lanes abruptly. In the same manner, entrapment in merging traffic can 

be successfully avoided by a good defensive driver with a little preplanning and willingness to 

yield. Blind spots are not valid excuses for this kind of accident - allowances must be made in 

areas of limited sight distance. 



Automation & Electronics, Inc.    12-10  

Railroad Grade Crossings. Driving across railroad crossings, or in areas where there are rail 

vehicles of some sort, demands special care. Careful observance of the traffic situation is your 

best defense. 

Oncoming Traffic. A defensive driver will avoid a collision with an oncoming vehicle at all 

costs. Even if the vehicle enters your lane of traffic, an accident can be avoided with some 

evasive maneuvers. 

Turning . Turning, like passing, is a dangerous maneuver, and demands special care and an 

observant eye from you as a defensive driver. You should be aware of other vehicles in your 

path, and of the complete configuration of the turn you are about to undertake. 

Pedestrians. As a sensible defensive driver, always assume that if there is a pedestrian (or small 

vehicle of some sort) involved in a situation, slowing down is your best defense. Be certain to 

give people and small vehicles the benefit of the doubt. 

Extreme Weather and Road Conditions. Bad weather and other road hazards place special 

stress upon any defensive driver. The best rule in any kind of bad weather or extreme road 

condition is get off the road safely and as soon as possible. If you absolutely must continue, 

slowing way down and increasing following distance are your best defenses, along with 

increased awareness. 

Fog reduces available visibility and impairs distance perception, making it perhaps the most 

dangerous type of extreme weather condition. Because of this, it is company policy that, 

whenever possible, drivers are to avoid driving in foggy conditions. Pull off the road and park 

safely until such time as the fog dissipates or is burned off, if at all possible. If you cannot safely 

pull off the road, follow these procedures: 

Å You should never assume the depth or thickness of any fog. Fog can range from a 

momentary blurring of the windshield to being several miles thick. 

Å Slow your vehicle's speed. Reduction in speed should be done gradually in order to 

avoid becoming a hazard for other motorists. Determining a correct and safe speed 

depends on the thickness of the fog and is left to your best judgment. 

Å Use low-beam headlights only when driving in fog. Low-beams serve two purposes. 

They help you see the immediate roadway and also allow other motorists to see your 

vehicle. 

Å Avoid the use of high-beam headlights while driving in fog. The water particles that 

make up fog will reflect more light back at you than onto the roadway when high beams 

are used, and will further reduce visibility for you. 

Å You should make use of windshield wipers and the defroster when driving in fog. 

Driving in foggy conditions will cause a constant fine mist of water to develop on the 

vehicle's windshield, reducing visibility in the process. Using the windshield wipers and 

defroster will alleviate this condition. 

Å Avoid passing other vehicles while driving in fog. 

Å You should avoid stopping on any roadway while driving in foggy conditions unless 

absolutely necessary. If you must stop, use the emergency or breakdown lane, activate 

your emergency flashers, turn off the headlights, and follow approved breakdown 

procedures 

Rain causes roadways to become slippery, especially when it first begins. Roadways become 

covered with a thin layer of oil and other residues. When rain mixes with this layer, it results in 

an extremely slippery and dangerous road surface. This condition remains until additional rain 

can break down and wash away the oily mixture from the pavement. This process can take 
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anywhere from a few minutes to several hours, depending on the severity of the rain. Water on 

the road surface can also create a potential hazard of hydroplaning. Hydroplaning happens when 

a thin layer of water separates the vehicle's tires from the road surface. When a vehicle is 

hydroplaning, it is literally riding on water. When the tires ride on water, they lose all traction 

and create an extremely dangerous situation. The faster a vehicle travels on standing water, the 

greater the chance of hydroplaning. Reducing speed is the best and safest way to avoid 

hydroplaning. Rain also reduces visibility. Because rain presents these hazards, drivers are 

expected to adhere to the following procedures when driving in rainy conditions: 

Å You should slow the vehicle's speed to avoid hydroplaning. Reduction in speed should 

be done gradually in order to avoid becoming a hazard for other motorists. Determining 

the correct and safe speed depends on how heavy the rain is and will be left to your best 

judgment. 

Å You are expected to increase your following distance from other motorists. Since rain 

causes the road surface to become slippery, you need to allow for greater stopping 

distance if the need to stop arises. 

Å You should make use of windshield wipers and the defroster when driving in rain. 

Driving in rainy conditions will cause a constant film of water to develop on the vehicle's 

windshield, reducing visibility in the process. Using the windshield wipers and defroster 

will alleviate this condition. 

Å You should avoid passing other vehicles while driving in rain. In addition, you are 

encouraged to follow other vehicles at a safe distance since vehicles traveling ahead will 

throw water off the pavement and leave "tracks". Driving in these tracks will give you the 

best possible traction under rainy conditions. 

Snow, depending on the type and severity, can present a variety of dangerous conditions. 

Because of this, the following procedures have been developed for this defensive driving policy: 

Å Light, powdery snow presents few problems since it is quickly blown of the road 

surface. However if there is enough of this type of snow to cover the roadway, it will 

form a slick, smooth surface. You should reduce speed and increase following distance. 

Determining the correct speed and safe following distance will be left to your best 

judgment. 

Å Heavier, slushy snow can affect vehicle control. If snow becomes hard packed it can 

cause an ice hazard on the road surface. Again, you should reduce speed and increase 

following distance. Determining the correct speed and safe following distance will be left 

to your best judgment. 

Å All slow maneuvers such as starting out, steering, backing, and turning should be done 

smoothly and with extreme care to minimize skids and slides. 

Å Falling or blowing snow can greatly reduce visibility. In addition, falling and blowing 

snow can make it hard to see the road, road markings, road signs, and off ramps. If you 

must continue in snowy conditions, reducing speed and increasing following distance are 

the best techniques a driver can use to maintain vehicle control. 

Å As with driving in foggy conditions, the use of high beam headlights while driving in 

snowy conditions should be avoided at all times. The high-beam "shooting" light will 

reflect off falling and blowing snow and reflect back at you, further reducing visibility. 

Å Drivers will also be educated on the dangers of "snow hypnosis". Snow hypnosis occurs 

when a driver is traveling directly into heavy snow and begins to focus on the falling 
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snow instead of the road ahead. This can cause a hypnotic-like effect on the driver. The 

danger of snow hypnosis is especially prevalent at night. 

Å In extreme conditions, chains may be necessary 

Ice. All drivers need to be aware of changes in road surface conditions that may affect the 

vehicle's traction. To help, the following procedures for driving on icy roads for this defensive 

driving policy have been developed: 

Å As with all extreme weather conditions, if you must continue, the safest techniques to 

employ are to reduce speed and increase your following distance. But of these two, 

increasing following distance is by far the most important. Depending on the temperature 

and road conditions, stopping distance (distance needed to come to a complete stop) on 

icy roads can increase four to ten times versus stopping from the same speed on a dry 

road. 

Å Black Iceò forms when temperatures drop rapidly and any moisture on the road surface 

freezes into a smooth, almost transparent layer of ice. What makes black ice particularly 

dangerous is that you may not realize you are on it until it's too late. Determining the 

correct speed and safe following distance will be left to your best judgment. 

Å Bridges and overpasses are other areas to which you should give special attention. Ice 

will tend to form first on bridges and overpasses because cold air circulates both above 

and below these structures causing the temperature to drop more rapidly than on normal 

roads. Any moisture on the road surface of a bridge or overpass will freeze quicker and 

harder than elsewhere on the road. Extreme caution and a reduction in speed should be 

used while traveling over bridges and overpasses. 

Night Driving.  All drivers need to be aware of the potential hazards driving at night present. 

These hazards include fatigue, reduced visibility, poor lighting, other (impaired) motorists, and 

animals on the road. To help drivers better prepare for driving at night, the following procedures 

have been developed for this defensive driving policy: Fatigue is perhaps the most dangerous 

hazard of driving at night. Nothing we do is worth any one getting hurt. Fatigue usually sets in at 

night, but a tired driver, at any time of day, is an unsafe driver. Fatigue reduces drivers' reaction 

time and perception. All drivers are to review the following fatigue warning signs: 

Å Your eyes close or go out of focus by themselves. 

Å You can't stop yawning. 

Å You are experiencing trouble keeping your head up. 

Å You experience short-term memory loss. For example, you can't remember the last 

several miles you have driven. 

Å Your thoughts wander or you begin to daydream. 

Å You start drifting into other lanes of traffic, tailgate, or miss traffic signs. 

Å You experience an inability to maintain a constant rate of speed. 

Å You must jerk the steering wheel hard to correct a drift and get back into your lane.  

 

If you experience any of these signs, it's time to get off the road as soon as safely possible 

and get some rest. 

 

Other Night Driving Hazards 

¶ Reduced visibility is a hazard of driving at night. At night, visual acuity (degree of 

perception) and peripheral vision (side vision) are reduced, and the eyes may have difficulty 

adjusting from light to darkness. These factors all contribute to reduced visibility while 
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driving at night. The best and safest techniques to counteract these night driving hazards are 

to reduce your speed and increase your following distance. Reducing speed is also the best 

way to prevent "out driving" your headlights. 

¶ Poor lighting on the open highway or on rural roads is another hazard drivers should be made 

aware of. At night, with poor or no lighting aside from the vehicle's headlights, hazards in the 

road are much more difficult to see and avoid. You should reduce speed and use extra 

caution when traveling on poorly lit or unfamiliar roads. 

¶ Impaired motorists (drunk drivers) are a hazard to everyone on the road. Drivers should be 

especially cautious when driving between the hours of midnight and 0300 (typical bar and 

tavern closing times). Drivers should be wary of motorists driving in an erratic manner 

including weaving in and out of traffic lanes, having difficulty maintaining a constant rate of 

speed, or braking suddenly. If you, as a driver, suspect that you are sharing the road with an 

impaired motorist, reduce your speed, let the motorist pass, and increase following distance. 

¶ Animals on the road present another kind of hazard while driving at night. Drivers are to be 

especially alert when driving on roadways lined by woods or tall grass. Animals, especially 

deer, can jump out in front of an oncoming vehicle. 

Distracted and Impaired Driving:  Drivers must not operate a vehicle at any time when his/her 

ability to do so is impaired, affected, or influenced by alcohol, illegal drugs, prescribed or over-

the-counter medication, illness, fatigue or injury.  Employees shall adhere to any state or local laws 

as applicable. 

¶ Cellular Phones ï Drivers are to refrain from sending, receiving, or reading text messages 

and/or placing calls or answering calls while driving a company vehicle.  Pull your vehicle 

a safe distance off the road to utilize cellular phone services. 

o Employees observed driving and using a mobile device by member of Automation 

and Electronics Management or Safety Team will be reported to General Manager 

and said event will be applied to the driverôs qualification score (see qualification 

table above). 

¶ Employees shall not use laptop computers and / or mobile devices while driving.  Any 

device or mechanical arm for mounting laptop computers to the vehicles interior requires 

management approval. Rigid supports shall not be mounted in a manner that would affect 

safety devices in vehicles, i.e. air bags, seat belts. 

 

Other Safety Requirements:   

¶ Fire Arms ï It is prohibited to carry or transport fire arms in a company vehicle 

¶ Pets or animals are prohibited from being transported in company vehicles 

¶ Hitchhikers ï Drivers are prohibited from picking up hitchhikers or independently assisting 

other motorists.  You may place a call for assistance for them only. 

¶ Radar Detectors ï Radar detectors or other such devices are not permitted to be used in a 

company vehicle. 

¶ All loads shall be secure and shall not exceed the manufacturerôs specifications and legal 
limits for the vehicle. 
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 Summary:  Automation and Electronics, Inc. is committed to being safe behind the wheel as 

well as in all other circumstances. These policies are reviewed yearly, or sooner, and changes 

will be made if need necessitates.  

 

14.  Journey Management in Severe Weather 

Severe Weather Considerations: 

Driving is the most dangerous activity our employees will engage in.  It is critical that driving be 

carried out with proper pre-planning and route evaluation.  In instances where conditions 

warrant, special precautions will be taken.  Weather conditions that include but are not limited to 

the following should follow a designated protocol: 

¶ Winter driving conditions such as snow and ice packed roadways, black ice and blizzard 

and white-out conditions. 

¶ Limited visibility due to fog or snow conditions 

¶ Tornado warning and watch conditions 

¶ Flood conditions 

¶ Highly saturated ground conditions that cause either mud slide potential or impassable 

dirt roads 

Driver Responsibilities: 

¶ Check road and travel conditions prior to departing to identify and closures or advisories.  

If any of the above severe-weather conditions exist driver is to consult with supervisor or 

Safety Dept. to determine if travel is to proceed or be cancelled.  Travel cancellations will 

be made on a case-by-case basis dependent on each circumstance by and between driver 

and their supervisor.   

¶ Driver will contact customer representative to 1.) see if any travel restrictions will be in 

place and/or 2.) notify that they will not be traveling to customer site due to travel 

hazards. 

¶ If weather conditions change while in the field, driver shall determine if work should be 

suspended and return to their base of operations or seek shelter until it passes. 

¶ If severe weather is encountered while en-route, driver shall evaluate if stopping and 

waiting out the condition up to and including stopping at the nearest city for the night if 

necessary until conditions return to allow for safe travel 

¶ Ensure supervisor knows intended destination, route and ETA going and returning 

¶ Notify supervisor if travel plan changes 

¶ Cancel travel plans in the event of ñno unnecessary travelò advisories or road closures 

¶ Concur travel delay or cancellation with supervisor 

¶ Reference below sources for travel information prior to leaving. Closures, advisories and 

impending severe weather all must be considered in determining if travel will commence.  

Any of preceded conditions warrant consulting with supervisor to make determination 

that both parties agree to. 

o http://www.fhwa.dot.gov/trafficinfo/  for National Traffic and Road Closure 

Information 

o http://www.wyoroad.info/  for Wyoming road conditions/closures and advisories 

http://www.fhwa.dot.gov/trafficinfo/
http://www.wyoroad.info/
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o 1-888-wyo-road 

 

 

Supervisor Responsibilities: 

¶ Ensure drivers are checking road and weather conditions prior to departing base 

operations; evaluate the conditions in conjunction with drivers to make a determination 

for travel to proceed based on previous, current and fore-casted conditions.   

¶ In cases where work completion or is of high importance, supervisor shall implement 

additional measures to ensure optimally safe travel such as directing drivers in multiple 

vehicles to travel together and adjust departure and return times to allow for slower travel 

speed to reduce incident potential.  They may also make arrangements for lodging to be 

available as near to job site as possible to reduce travel exposure. 

¶ Communicate with customer about travel delays or cancellations due to weather  

¶ Ensure Resources are made available for drivers to check conditions and operate their 

vehicles in safe/serviceable condition 

¶ Direct the cancellation of any travel when conditions warrant.  Road closures and no 

unnecessary travel advisories shall constitute travel cancellations or delay until conditions 

improve.  Promote SWA to all drivers where severe weather and driving operations are 

concerned.     

¶ If required, concur travel delay or cancellation with crew leaders. 
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Chapter 13 BLOOD BORNE PATHOGENS EXPOSURE CONTROL 

PLAN  

In accordance with the OSHA Blood Borne Pathogens Standard, 1910.1030, the following 

exposure control plan has been developed: 

PURPOSE 

The Blood Borne Pathogens Exposure Program is to reduce occupational exposure to blood Borne 

pathogens.  

EXPOSURE DETERMI NATION  

Designated employees that may come into contact with human blood or other potentially infectious 

materials (OPIM):  (list job classifications) This determination is made without regard to personal 

protective equipment.   

¶ Production Manager / Superintendent 

¶ First Line Supervisor 

¶ Employee 

¶ Health and Safety Manager 

METHODS OF COMPLIANCE  

Universal Precautions will be utilized in the handling of all human blood and OPIM's. 

ENGINEERING CONTROLS 

¶ Hand sinks are located in all departments and are readily accessible to all employees who 

have the potential for exposure.  Where not available, wound wash, antiseptic and saline 

solution is standard issue for immediate cleansing. 

¶ Employees will wash their hands and any other exposed skin with soap and hot water 

immediately or as soon as possible after contact with blood or OPIM, for 15 seconds, in a 

manner causing friction on both inner and outer surfaces of the hands.  Soap should not be 

an abrasive product. 

¶ Employees will be provided with antiseptic hand cleaner and paper towels when hand 

washing is not feasible.  However, hand washing must still take place as soon as possible 

after exposure. 
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¶ Eating, drinking, smoking, applying cosmetics or lip balm and handling contact lenses is 

prohibited in work areas where there is the potential for exposure to blood Borne 

pathogens. 

¶ If professional medical attention is required, a local ambulance will be the first choice, a 

personal car will be the second.  If a personal car is taken, impervious material should be 

used to prevent contamination of the vehicle. 

¶ New employees or employee being transferred to other sections will receive training about 

any potential exposure from the section manager. 

¶ The universal BIOHAZARD Legend visible on the outside of first aid kits indicates that 

infectious control kits are within.  

¶ Engineering controls will be examined and maintained or replaced periodically to ensure 

their effectiveness 

PERSONAL PROTECTIVE EQUIPMENT  

All personal protective equipment used at this facility will be provided without cost to employees.  

Personal protective equipment will be chosen based on the anticipated exposure to blood or OPIM.  

The protective equipment will be considered appropriate only if it does not permit blood or OPIM 

to pass through or reach the employees' clothing, skin, eyes, mouth, or other mucous membranes 

under normal conditions of use. 

DISPOSAL OF CONTAMINATED ITEMS AND COMMUNICATION 

HAZARD  

1. Employees must: 

¶ Use bleach to disinfect any blood or OPIM. 

¶ Apply the bleach with single-use gloves and allow to sit for 15 minutes. 

¶ Place any single-use gloves that have been contaminated in a biohazard garbage bag and 

cover. 

¶ Place any blood or potentially infection materials shall be placed in a leak proof bag for 

handling and disposal. 

¶ Dispose of the bag by incineration 

 

2. Regulated waste should be placed in appropriate containers, label and dispose of in accordance 

with applicable state, federal and local laws. 

3. Employees will be warned of biohazard bags by labels attached to the disposal bags.  Labels 

used will be orange-red and marked with the work BIOHAZARD or the biohazard symbol. 
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HOUSEKEEPING 

Maintaining our work areas in a clean and sanitary condition is an important part of 

AUTOMATION & ELECTRONICS, INC. Blood Borne Pathogens Compliance Program.  

Employees must decontaminate working surfaces and equipment with an appropriate disinfectant 

after completing procedures involving blood or OPIM.  All equipment, environmental surfaces 

and work surfaces shall be decontaminated immediately or as soon as feasible after contamination. 

1. Employees must clean and disinfect when surfaces become contaminated and after any spill of 

blood or OPIM. 

2. Employees will use a solution of one part bleach to ten parts water for cleaning and 

disinfecting. 

 

3. Working surfaces and equipment will be cleaned, disinfected and maintain. 

 

4. Potentially contaminated broken glass will be picked up using mechanical means, such as 

dustpan and brush, tongs, etc. 

 

5. Automation & Electronics, Inc. uses universal precautions for handling of all soiled laundry. 

 

6. Laundry contaminated with blood or OPIM will be handled as little as possible.  Employees 

who handle contaminated laundry will utilize personal protective equipment to prevent contact 

with blood or OPIM from coming into contact skin or street clothes. 

7. Specimens of blood or other potentially infectious material must be placed in leak proof bags 

for handling, storage or transport. Contaminated clothing will remain on the premises, or will 

be sent directly to a laundry facility for cleaning.  Employees will be given the option of 

reimbursement for the cost of contaminated clothing and the clothing will be disposed. 

HEPATITIS A&B  VACCINATION &  POST-EXPOSURE EVALUATION &  

FOLLOW UP  

AUTOMATION & ELECTRONICS, INC. shall make available the Hepatitis B vaccine and 

vaccination series to all employees who have occupational exposure. 

An exposure incident is any contact of blood or OPIM's with non-intact skin or mucous 

membranes.  Any employee having an exposure incident shall contact the Safety Director ï 

Brandon Juday. All employees who have an exposure incident will be offered a confidential post-

exposure evaluation and follow-up in accordance with the OSHA standard.  This includes a visit 

to a physician selected by the employer.  The health care professional written opinion will be 

provided to the employee within 15 days of the evaluation.       
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TRAINING  

Training is provided at the time of initial assignment to tasks where occupational exposure may 

occur, and that it shall be repeated within twelve months of the previous training.  Training shall 

be tailored to the education and language level of the employee, and offered during the normal 

work shift.  The training will be interactive and cover the following: 

¶ provide a copy of the Exposure Control Plan and an explanation of its contents; 

¶ a discussion of the epidemiology and symptoms of blood Borne diseases; 

¶ an explanation of the modes of transmission of blood Borne pathogens; 

¶ an explanation of the AUTOMATION & ELECTRONICS, INC. Blood Borne Pathogen 

Exposure Control Plan (this program), and a method for obtaining a copy; 

¶ the recognition of tasks that may involve exposure; 

¶ an explanation of the use and limitations of methods to reduce exposure, for example 

engineering controls, work practices and personal protective equipment; 

¶ information on the types, use, location, removal, handling, decontamination, and disposal 

of PPE; 

¶ explanation of the basis of selections of PPE; 

¶ information on the Hepatitis B vaccination, including efficacy, safety, method of 

administration, benefits, and that it will be offered free of charge; 

¶ information on the appropriate actions to take and persons to contact in an emergency 

involving blood or OPIM; 

¶ explanation of the procedures to follow if an exposure incident occurs, including the 

method or reporting and medical follow-up; 

¶ information on the evaluation and follow-up required after an employee exposure incident; 

¶ An explanation of the signs, labels, and color-coding systems. 

 

The person conducting the training shall be knowledgeable in the subject matter. 

ACCESS TO EMPLOYEE MEDICAL AND EXPOSURE RECORDS 

Employee medical records that concern the health status and including employee exposure 

records on environmental and/or biological monitoring of an employee are to be maintained by 

the providing medical physician.  Health medical records and exposure to 

environmental/biological records that are provided to the employer will be maintained during the 

duration of employment plus 30 years thereafter. 

Employee access to medical records will be provided to the employee  in a reasonable time, 

place and manner. Automation & Electronics shall ensure that all records required by this section 

shall be made available upon request of the employee for examination & copying at no cost or 

charge to the employee.  

The employee will be asked to provide proof of address, social security number or other required 

documentation before removal or access to medical records is granted. Medical records must 

have written consent of employee before released.   Personal identifiers shall be removed. 

Employees will be informed of Access To Employee Medical and Exposure Record Keeping 

provision during Safety Orientation upon initial job assignment and yearly thereafter. 
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Transfer of medical records notification will be made to employees, past and present should 

Automation & Electronics cease to do business. 

RECORDKEEPING  

Automation & Electronics shall comply with requirements involving transfer of records as set forth 

in 1910.1020.  

Training records shall be maintained for 3 years from the date of training and medical records shall 

be maintained for at least the duration of employment plus 30 years. These records shall be kept 

confidential.  The Safety Administrator shall be responsible for maintaining medical and training 

records as well as the effectiveness of this program. 
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Chapter 14 GAS HAZARDS 

HYDROGEN SULFIDE  

Hydrogen Sulfide (H2S) is a toxic, flammable, colorless gas. H2S occurs naturally in crude 

petroleum and natural gas, and can also be found in vaults, waste water facilities.  H2S is highly 

soluble in water and heavier than air.  This can cause the gas to settle in low-lying areas such as 

cellars, trenches, and other poorly ventilated areas such as confined spaces. 

Health Effects 

 

The principle hazard of H2S is death by inhalation.  One breath,  of H2S air concentration of 500 

PPM or greater can cause loss of consciousness and possible death. H2S has a rotten egg odor at 

low concentrations, but one cannot rely on sense of smell alone to detect H2S. At concentrations 

over 25-30 ppm, H2S can paralyze the nerves responsible for the sense of smell resulting in 

workers being unaware of potential exposure. The following symptoms have been noted at 

concentration between 10 ppm and 300 ppm; itching or irritation of the skin; stomach ache and 

nausea; burning of the eyes and lungs; headaches; physical fatigue; coughing; and light-

headedness.  

Limits and Controls 

 

 Action limit of exposure to H2S is 10 ppm. When working in locations which contain H2S the 

risks associated with H2S can be managed by utilizing the following practices; 

¶ Employees will participate in annual H2S awareness training who have the potential to 

work in or around suspected H2S environment 

¶ Danger Signage that warns personnel of potential H2S exposure will be present. 

¶ Be aware of wind direction, routes of egress and the location for safe staging areas. 

¶ Use only positive pressure self-contained breathing apparatus (SCBA) or positive pressure 

air line units with an escape unit in any known or suspected H2S environment of 10 ppm 

or greater in the breathing area (if applicable -  additional respirator protection training will 

be required) Otherwise 5 minutes escape apparatus will be required. Escape packs shall be 

kept readily available and accessible and maintained in good working order. Daily 

inspection will be performed. 

¶ When no fixed monitoring system is available, employees will utilize personal H2S 

monitoring equipment (MSA Orion 4-way monitors) and be trained in its use when the 

possibility of H2S levels could exceed the permissible exposure limits (PEL) or as defined 

in 1926.55(a) Appendix A,. Monitoring instrument or equipment will alarm at limits of 10 

ppm  or greater. 

¶ Calibration for personal monitoring equipment shall be done monthly as manufactureôs 

specifications for instruments. Daily bump testing will be done and logged in the field 

where H2S is possible. 
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Precautions 

 

Additional safety precautions to be addressed per individual site locations; Automation & 

Electronics will provide and make aware site specific emergency plans according to each owners 

contingency plan; ñBuddy Systemò must be in place.  No employee will work independently 

around potential H2S hazards. Employees will vacate and proceed immediately to a ñpre-

determinedò safe staging area should pre-fixed or portable monitors alarms sound. 

BENZENE 

Benzene is a clear, colorless liquid with a sweet, distinctive odor.  It is also potentially toxic, 

flammable and volatile. Benzene may be present in many liquid mixtures, such as crude oil and 

condensate, gasoline, refinery and petrochemical process streams, and some solvents. Avoid 

inhaling, swallowing, or allowing contact with your eyes and skin. Long-term or chronic exposure 

to Benzene may result in the development of blood disorders. Your site specific orientation will 

tell you if you will be working in a regulated Benzene area. 

TOLUENE  

Exposure to toluene, or any other organic solvent, may cause chronic health problems. This can 

be the result of a large exposure for a short period of time or exposure to relatively small amounts 

over an extended period of time. Organic solvents such a Toluene are a fire hazard. Toluene can 

enter the body through the skin or by inhalation of the vapors. Your site specific orientation will 

tell you if you will be working in a regulated Toluene area. 

CARBON DIOXIDE (CO2) &  NITROGEN (N2) 

Carbon Dioxide (CO2) and Nitrogen (N2) are non-toxic, non-flammable, colorless, tasteless and 

odorless gases.  Even though both gases are non-toxic, they can still cause death. Breathing either 

gas for an extended period will block the uptake of Oxygen, stimulating breathing and increasing 

the heart rate. This can result in discomfort, nausea, and ultimately unconsciousness and death. 

Both CO2 and N2 are heavier than air and tend to accumulate in low-lying areas.  CO2 & N2 are 

not toxic, but they are hazardous.  Your site specific orientation will tell you if you will be working 

in regulated areas involving these gases. 

NATURALLY OCCURRING RADIOACTIVE MATERIAL (N.O.R.M.) 

Because high levels of radiation can cause cancer, it poses a serious health risk and requires that 

we take steps to protect ourselves when working in areas contaminated with N.O.R.M. Naturally 

Occurring Radioactive Materials may occur in oil and gas formations, and so can end up as scale 

build-up in tubular, wellheads, flow lines, pits, drills pipe, production vessels, separators, shale 

shakers, produced waste water and salt water disposal well equipment.  NORM is primarily an 

inhalation / ingestion hazard.   NORM can be found in the natural formation brought to the surface 



Automation & Electronics, Inc.    14-3  

in the production of oil and gas. The main danger of NORM exposure is the inhalation of 

contaminated materials. In your site specific orientation you should be advised of the PPE required 

and any recommended work practices. 

1.1 Naturally Occurring Radioactive Materials (NORM) is any nuclide that has radioactive 

substances that exist in its natural physical state. (Not man made) 

1.2 NORM is common in the environment and occurs in: soils, rocks, water, and even air. 

1.3 NORM is often present in high concentrations in gas-bearing shale, and may be brought to 

the surface via drill cuttings and other waste from an oil or gas well.  

1.4 NORM can be concentrated by human actions (i.e., drilling and processing ores). This 

concentrated, technologically (human) enhanced naturally occurring radioactive material is called 

TENORM. 

1.5 Automation and Electronics, Inc. has developed the following policy on NORM to ensure 

the safety of our employees and to comply with health safety and environmental regulations set 

out by the clients Automation and Electronics, Inc. works for. 

2 Implementation 

2.1 Training: Safety meeting, Awareness training, Certification training. 

2.2 PPE: Site Specific 

3 Competent Person 

3.1 Brandon Juday is the Radiation Safety Officer (RSO) responsible for the program. 

4 Training 

4.1 Training will be provided by Automation and Electronics, Inc. for employees whose job 

activities pose the risk of NORM exposure. 

5 NORM Types 

5.1 There are many different types of radioactive materials found in nature. 

5.2 The oil and gas industry is concerned with the following 4 particular types of NORM, 

which are the daughter products of Uranium-238 and Thorium-232: 

5.2.1 Radium-226 

5.2.2 Radium-228 

5.2.3 Thorium-228, and 

5.2.4 Radon-222. 
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5.3 Hydrocarbon bearing sandstone and limestone formations can contain the naturally 

occurring radioactive isotopes of uranium and thorium such as Uranium-238 and Thorium-232. 

5.4 Uranium-238 and Thorium-232 each have their own unique decay schemes, passing 

through a number of radioactive transformations, which include: 

5.4.1 Radium  

5.4.2 Radon, and 

5.4.3 Thorium, until a stable or non-radioactive element is formed. 

6 Production of NORM 

6.1 NORM is: 

6.1.1 Not produced in significant amounts during drilling, and 

6.1.2 More a phenomenon associated with production and processing activities. 

6.2 Generally, the longer the production, the greater the water production, and the greater the 

accumulation of NORM. 

6.3 Prime candidates for high levels of NORM contamination are old oil and gas producing 

fields with: 

6.3.1 Higher water cuts 

6.3.2 Mineralized saline water, and 

6.3.3 Scaling problems. 

7 NORM Deposition 

7.1 NORM may be deposited during oil and gas operations as barium sulfate/calcium scale, 

sediment, sludge, or other solid residue that collects on the internal surfaces of: 

7.1.1 Tubing, 

7.1.2 Casing, 

7.1.3 Pipes, 

7.1.4 Filters, 

7.1.5 Valves, 

7.1.6 Heater treaters, 
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7.1.7 Generators, 

7.1.8 Reserve pits, 

7.1.9 Tank bottoms, 

7.1.10 Other production and processing equipment, and 

7.1.11 Scale-contaminated soil around production wells and pipe-cleaning yards. 

8 NORM Accumulation: Oil and Gas Production  

8.1 During production of hydrocarbons the associated waters carry the radioactive isotopes to 

the surface where they can precipitate out of solution and build up in barium sulfate/calcium scale 

or sludge inside casing, pipes, tanks, processing equipment, and other equipment.  

8.2 Radium is very soluble in the chloride rich brine fluids associated with most oil and gas 

production. If Uranium-238 and Thorium-232 are present in the formation, their daughter products, 

Radium-226 and Radium-228, will: 

8.2.1 Dissolve into the chloride rich brine waters, 

8.2.2 Follow the waters up the tubulars leading out of the formation, and 

8.2.3 Follow the waters through the well head and into the production equipment.  

9 NORM Accumulation: Gas Processing Activities 

9.1 In gas processing activities, NORM generally occurs as radon gas (Radon-222) in the 

natural gas stream. Radon-222 decays to Lead-210, then to Bismuth-210, Polonium-210, and 

finally to stable Lead-206. 

9.2 Radon decay elements occur as a film on the inner surface of inlet lines, treating units, 

pumps, tanks, valves, and other equipment associated with propylene, ethane, and propane 

processing streams. 

10 Initial Surveying/Sampling /Testing 

10.1 Initial surveying and/or sampling will be conducted at each facility or location in a manner 

that provides a thorough assessment of where NORM hazards exist from material and property, 

including but not limited to: 

10.1.1 Equipment and/or soils at pipe/equipment storage areas, 

10.1.2 Vessels, 

10.1.3 Tubulars, 

10.1.4 Tanks, and 
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10.1.5 Any other equipment that has been in contact with produced gas or fluids. 

11 Additional (Repeat) Surveying and Sampling  

11.1 Conduct additional (repeat) surveying and, if necessary, sampling of material and property 

for all of the following events (where NORM is known to exist): 

11.1.1 Prior to any transfer of equipment/tubulars to another operator, the general public, or a 

salvage firm. 

11.1.2 Prior to the movement or removal of equipment/tubulars from any facility or facility 

reclamation on equipment associated with production from a new geological formation. 

11.1.3 Prior to the cleaning or opening of equipment at facilities where pipe has been cleaned. 

11.1.4 And at facilities where NORM contaminated materials are known to have been spread, 

spilled or stockpiled.  

12 Follow-up Surveying and Sampling  

12.1 Conduct follow-up surveying and, if necessary, sampling 2 years after the initial survey on 

material and property that have NORM levels above 30 microR/hr, but below regulatory limits. 

12.2 If the results of the follow-up survey indicate that NORM levels: 

12.2.1 Have not increased from the initial survey, then the next follow-up survey will be 

conducted in 5 years. 

12.2.2 Have increased, then the follow-up surveying frequency will be kept at 2 years. 

13 Who Conducts Initial, Additional (Repeat), and Follow-up Surveying and Sampling? 

13.1 Equipment/tubular surveys for NORM shall be conducted by employees who have 

completed either the NORM Surveyor I training course or the NORM Surveying, Sampling, and 

Sample Shipping (NORM Surveyor II) training course. 

13.2 Soil/waste surveys for NORM and NORM sampling shall be conducted by employees who 

have completed the NORM Surveying, Sampling, and Sample Shipping (NORM Surveyor II) 

training course. 

14 Methods to Reduce NORM Exposure 

14.1 In order to reduce exposure to NORM, the methods for protection against radiation are 

time, distance and shielding. 

15 The ALARA Concept 
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15.1 Automation and Electronics, Inc. employees and contractors will practice the concept of 

reducing exposure to a level As Low As Reasonably Achievable (ALARA) when working around 

NORM contaminated equipment and facilities. This is accomplished by: 

15.1.1 Limiting the amount of time spent in an area of known NORM contamination  

15.1.2 Working at the maximum possible distance from NORM  

15.1.3 Using shielding to contain NORM materials, and  

15.1.4 Wearing personal protective equipment when handling NORM contaminated 

equipment/tubulars and/or NORM waste. 

Precautions 

 

Additional safety precautions to be addressed per individual site locations; Automation & 

Electronics will provide and make aware site specific emergency plans according to each owners 

contingency plan; ñBuddy Systemò must be in place.  No employee will work independently 

around potential gas hazards. Employees will vacate and proceed immediately to a ñpre-

determinedò safe staging area should pre-fixed or portable monitors alarms sound. 

¶ Use only positive pressure self-contained breathing apparatus (SCBA) or positive pressure 

air line units with an escape unit in any known or suspected gas environment of 10 ppm or 

greater in the breathing area (if applicable -  additional respirator protection training will 

be required) Otherwise 5 minutes escape apparatus will be required. Escape packs shall be 

kept readily available and accessible and maintained in good working order. Daily 

inspection will be performed. 

¶ When no fixed monitoring system is available, employees will utilize personal gas 

monitoring equipment (MSA Orion 4-way monitors) and be trained in its use when the 

possibility of gas levels could exceed the permissible exposure limits (PEL) Monitoring 

instrument or equipment will alarm at limits of 10 ppm  or greater. 

¶ Calibration for personal monitoring equipment shall be done monthly as required by 

manufactureôs specifications for each instrument. A current calibration sticker shall be 

placed on each monitor after monthly inspections are completed showing date of the 

calibration completion and initials of individual responsible for the calibration. Daily bump 

testing will be done and logged in the field where gases are possible. 

¶ Training will be conducted upon initial assignment and annually thereafter. 

¶ Gas hazard awareness training will be documented and be available for review. 
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Chapter 15 FALL PROTECTION  

GENERAL REQUIREMENTS  

¶ All personnel on a walking or working surface with an unprotected side, edge, or hole shall 

be protected from falling by the use of guardrail systems, safety net system, or personal 

fall arrest system. 

¶ Fall protection is required whenever employees are potentially exposed to falls from height 

of six feet or greater to lower levels in job sites governed by OSHA construction standards 

and 4 feet or greater for job sites governed by OSHA general industry standards (this will 

include work near and around excavations). 

¶ Determinations will be addressed individually when the standard methods of protection are 

not feasible or the use of fall protection could create a greater hazard if used.  A safety 

monitoring system shall be used in situations where this occurs.  This will be done by a 

competent person who can observe the workerôs activity and stop work when hazards are 

observed. 

¶ Controlled access zones will not utilized at Automation & Electronics. Conventional fall 

protection methods will be followed. 

¶ In the event an employee falls, or some other related, serious incident occurs Automation 

& Electronics shall investigate the circumstances of the fall or other incident to determine 

if the fall protection plan needs to be change, new procedures implemented or if a training 

refresher is required to prevent similar types of fall or incidents from happening. 

¶ All equipment used in fall protection systems must meet ANSI and ASTM requirements. 

TRAINING  

¶ Automation & Electronics shall provide training for all employees who might be exposed 

to fall hazards. Training will include recognition of falling hazards, procedures to minimize 

fall hazards, correct procedures for donning safety equipment related to preventing a fall 

and proper methods for inspections, storage, care and cleaning of specialized fall protection 

equipment.  Training will be instructed at the Authorized User level. 

¶ Retraining shall occur when; every two years; deficiencies in understanding of policies 

have been observed; the work place hazard has changed; when the fall protection or the 

equipment being used has changed. 

CERTIFICATION OF TRAINING  

¶ Documented written certification record of provided training shall contain the identity of 

the employee being trained, the date(s) of training and the signature of the person 

conducting the training or the signature of the employer.   
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QUALIFIED PERSON 

¶ A fall protection plan shall only be prepared by a qualified person.  The developed plan 

shall be specific for the construction site where the work is being performed. 

¶ Any changes to the fall protection plan shall be approved by a qualified person 

¶ A copy of the fall protection plan with all approved changes shall be maintained at the job 

site 

INSPECTION 

¶ Fall protection equipment shall be inspected by an authorized user who has been training 

to select, inspect and use said equipment.  Inspection frequency shall be initial (at time of 

purchase/receipt), Frequent (daily pre-use) and Periodic (annual documented). 

¶ Fall protection that fails inspection shall be destroyed and disposed of. 

¶ Any fall protection gear impacted in a fall shall be destroyed and disposed of. 

FALL RESCUE 

¶ Automation & Electronics shall provide prompt rescue in the event of a fall occurrence. 
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Chapter 16 PROCESS SAFETY MANAGEMENT / CONTRACTOR 

RESPONSIBILITIES (PSM) 

PURPOSE 

For preventing or minimizing the consequences of catastrophic releases of toxic, reactive, 

flammable, or explosive chemicals. These releases may result in toxic, fire or explosion hazards.  

¶ Automation & Electronics shall assure that each employee is trained in the work practices 

necessary to safely perform his/her job. 

¶ Each employee shall be instructed in the known potential fire, explosion, or toxic release 

hazards related to his / her job and the process, and the applicable provision of the 

emergency action plan. (This information to be provided  per owner/client mandates) 

¶ Information will be documented that each involved employee has received and understood 

the training required with the program (owner/client specific)  Automation & Electronics 

will prepare the record containing employees identity, date of the training and the means 

used to verify that the employee understood the training being provided. 

¶ Safety Data Sheets shall be provided to alert employees to chemical hazards and safe work 

practices. 

¶ Automation & Electronics employees shall abide by owner/client safe work practices 

during operations such as lockout / tagout, confined space entry, opening process 

equipment or piping and controls over entrant to facility. Should A & E programs be the 

more stringent than that of the owner /client than the most stringent of the two shall be 

followed. 

¶ Automation & Electronics will advise owner / client of any unique hazards presented by 

our work, or of any hazards found while performing within normal work scope. 

¶ Hot work shall not be performed until a hot work permit is obtained from owner/client. 

The permit shall document that provision of CFR 1910.252(a) ï Welding, Cutting and 

Brazing (fire prevention and protection clause) have been met. 

¶ Employees must report immediately all incidents, injuries and near misses. Any incident 

investigation must be initiated within 48 hours. Resolutions and corrective actions must be 

documented and maintained for 5 years.  

¶ Any employee working at owner / client facilities must respect the confidentiality of 

trade/professional secret information when the process safety information is released to 

them.   
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Chapter 17 LEAD AWARENESS PROGRAM  

WHERE IT IS FOUND  

Lead has been used for many years in industrial and commercial applications.  Lead is commonly 

added to industrial paints because of its characteristic to resist corrosion. The requirements of this 

safe practice apply to all maintenance, construction, or demolition workers. 

HEALTH EFFECTS 

Human lead exposure occurs when dust and fumes are inhaled and when lead is ingested via lead-

contaminated hands, food, water, cigarettes and clothing.  Lead entering the respiratory and 

digestive systems is released to the blood and distributed throughout the body.  Initial onset of lead 

poisoning usually results in abdominal pain and cramps, insomnia, and irritability or anxiety. 

GENERAL REQUIREMENTS  

Before maintenance, construction or demolition work is to begin, the job site must be inspected to 

determine the potential presence or absence of lead-containing materials. Automation & 

Electronics will not be involved in any abatement processes and will ensure employees are 

removed from any owner-client areas while their abatement procedures are being addressed.  

EXPOSURE L IMITS AND CONTROLS 

The Occupational Safety and Health Administration (OSHA) Permissible Exposure Limit (PEL) 

for lead is fifty micrograms per cubic meter of are (50 ug/m3) averaged over an 8 ï hour period.  

OSHA lead standards require employers conducting construction activities involving lead or lead 

containing material to: 

¶ Have industrial hygiene monitoring performed 

¶ Use engineering and work practice controls to remove employees from exposure  

¶ Written compliance programs which shall be reviewed and updated yearly 

¶ Protective clothing  such as gloves, hats, vented goggles shoes disposable shoe covers and 

shall be in clean and dry condition and cleaned or laundered and properly disposed, 

repaired or replaced as necessary at no cost to the  

¶ Lunch rooms, shower and changing facilities must be provided when exposures are above 

PEL. Employee hands / faces should be thoroughly washed if lead containing materials are 

contracted. 

¶ Conduct awareness training for employees during initial exposure and yearly thereafter if 

the potential to lead exposure has not been remediated. Training will be documented and 

include employee names, date of said training and clearly show the name of the trainer. 
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¶ Provide medical surveillance to any employee exposed to greater the 30 ug/m3 over an 8- 

hour time-weighted (TWA) more than 30 days per year; and 

¶ Be advised of posted signs in lead work areas where exposures exceed the regulated limits. 

¶ Where engineering and work practice controls are insufficient and in emergencies 

respirators shall be used. 

ADDITIONAL AWARENESS COMMENTS  

¶ Where monitoring is required, Automation & Electronics shall collect personal samples 

representative of a full shift, including at least one sample for each job classification in 

each work area either for each shift or for the shift with the highest exposure level.  Full 

shift personal samples shall be representative of the monitored employeeôs regular, daily 

exposure to lead. 

¶ If the initial determination of subsequent monitoring reveals employee exposure limits to 

be at or above the action level but are below the permissible exposure limit monitoring 

shall repeat monitoring at least every 6 months. And shall consist of two consecutive 

measurements, taken at least 7 days apart. 

¶ Within 15 days working days after the result of monitoring performed, affected employees 

shall be notified of results either verbally or in writing or by posting results in a accessible 

areas. Whenever the results indicate that the representative employee exposure, without 

regard to respirators, exceeds the permissible exposure limit, the employer shall include in 

the written notice a statement that the permissible exposure limit was exceeded and a 

description of the corrective action taken or to be taken to reduce exposure to or below the 

permissible exposure limit. 

¶ Medical examinations & procedures shall be performed by or under the supervision of a 

licensed physician. The medical surveillance is provided without cost to the employees. 

¶ If exposure has taken place blood sampling & monitoring should be conducted every 6 

months until two consecutive blood samples and analysis are acceptable. During removal 

of lead contaminants monitoring should be performed monthly and employee with elevated 

blood levels should be temporarily removed from work areas under the Medical Removal 

Protection Plan and need be informed of non-acceptable lead levels within five days and 

be in written form. 
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Chapter 18 ASBESTOS AWARENESS PROGRAM  

EXPOSURE TO ASBESTOS 

Asbestos material are used in the manufacture of heat-resistant clothing, automotive brake and 

clutch linings and a variety of building materials including insulation, soundproofing, floor tiles, 

roofing felts, ceiling tiles, asbestos-cement pipe an sheet, and fire-resistant drywall.  Asbestos is 

also present in pipe and boiler insulation materials, pipeline wrap and in sprayed-on materials 

located on beams, in crawlspaces and between walls. 

FRIABLE OR NON-FRIABLE  

Friable means that the material can be crumbled with hand pressure and is therefore likely to emit 

fibers.  The fibrous or fluffy sprayed-on materials used for fireproofing, insulation, or sound 

proofing are considered to be friable, and they readily release airborne fibers if disturbed.  

Materials such as vinyl-asbestos lead floor tile or roofing felts are considered non-friable and 

generally do not emit airborne fibers unless subjected to sanding or sawing operations.  Asbestos-

cement pipe or sheet can emit airborne fibers if the materials are cut, abraded or sawed, or if they 

are broken during demolition operations. 

TRAINING  

Asbestos Awareness Training is required for employees who work in areas that 

contain or may contain Asbestos and the training is to be documented. 

Asbestos Awareness Training is required for employees whose work activities may contact 

Asbestos Containing Material (ACM) or Presumed Asbestos Containing Material (PACM) but do 

not disturb the ACM or PACM during their work activities.  Training material shall be readily 

available upon request. 

There are occasions when employee activities may contact Asbestos Containing Material (ACM) 

or Presumed Asbestos Containing Material (PACM) but do not disturb the ACM or PACM during 

their activities.  Initial Asbestos Awareness training will be provided as well as yearly training 

thereafter or as long as employee remains working in either ACM or PACM conditions. 

While employees are working on multi-contractor worksite and are immediately adjacent to a 

Class I asbestos job and have the potential for exposure to asbestos due to the inadequate 

containment, Automation & Electronics will remove employee from the area until the enclosure 

breach is repaired or the client/owner performs an initial exposure assessment pursuant to 

1926.1101(f) 

Automation & Electronics employees under normal work performances will not be exposed or 

immediately work adjacent to any Class I asbestos jobs.  Employees shall completely avoid 
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proximity to places where asbestos abatement activities are in progress.  Respiratory protection 

shall not be necessary due to employees avoiding exposure. 

SIGNS AND LABELS 

Signs and labels will identify the material which is present, its location, and appropriate work 

practices which if followed; will ensure that Asbestos Containing Material (ACM) and/or 

Presumed Asbestos Containing Materials (PACM) will not be disturbed. 

Employees working in and adjacent to regulated areas shall adhere to and comprehend the warning 

signs as an engineering control to completely avoid the hazard. 

ADDITIONAL COMMENTS AND CONTROL PLAN  

Exposure to asbestos has been shown to cause lung cancer, asbestosis, 

mesothelioma, and cancer of the stomach and colon. 

This program shall guide employees to avoid areas where asbestos exposure creates 

a hazard as a function of elimination.  Employees will be instructed on approach 

limits, recognition of, and avoidance to asbestos. 
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Chapter 19 NOISE EXPOSURE / HEARING CONSERVATION  

HEARING PROTECTION  

Tinnitus, a type of hearing loss due to loud and repetitive noises, is a common workplace injury.  

This type of injury takes place over a longer period of time, but results in permanent hearing loss.  

OSHA allows for the following noise exposure levels: 

Duration per day(in hours)   Sound level dBA  

8 hours.................................................................................  90 

6 hours.................................................................................  92 

4 hours.................................................................................  95 

3 hours.................................................................................  97 

2 hours................................................................................ 100 

1 1/2 hours.........................................................................  102 

1  hour................................................................................. 105 

1/2 hours............................................................................  110 

1/4 or less hours...................................................................115 

 

Without knowing what level of sound you are being exposed to, always wear ear protection if: 

¶ workplace sounds are irritating 

¶ you need to raise your voice to be heard by others working in the same area 

¶ signs indicate a need for ear protection 

¶ there are short bursts of loud sound that hurt your ears such as hammering, jack hammers, 

engine noise, etc 

¶ equipment noise is frequent and loud. 

 

If you have any doubts, wear the protection. 

Follow the manufacturersô instruction when wearing protective hearing equipment.  In general, 

protection is either plug or muffs.  Plugs tend to be less protection than muffs, but may be needed 

in addition to ear muffs in certain high noise areas in order for you to be comfortable with the noise 

levels.  In either case, make sure the device is seated properly and the nose levels are reduced. 

Care must be taken when wearing hearing protection.  Be more aware of people and equipment 

when wearing ear protection.  You are more apt to not see hazards, or hear alarms warning of other 

dangers.  Be alert at all times. 

Inspect your PPE before each use.  Make sure they have not been damaged from prolonged or 

improper use.  Follow the manufacturerôs recommendations for care and storage. Employees shall 

have opportunity to select hearing protection from the employerôs selection of offerings. 

PPE does not replace good common sense in the use of the equipment. 
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GENERAL REQUIREMENTS  

Hearing Conservation is for the protection of employeeôs from occupational noise exposure.  All  

personnel whose noise exposures equal or exceed 85dBA for an 8-hour time weighted average 

(TWA) are included in the hearing conservation program. Audiometric testing will be available to 

employees whose exposure equal or exceed 8-hr. TWA at 85 dba. Jobsite or task monitoring will 

identify exposed employees to be offered enrollment in the hearing conservation program. Those 

enrolled in the HCP (Hearing Conservation Program) must have an annual audiogram and receive 

training on the program and proper hearing protection.  The following guidelines for HCP are as 

follows: 

¶ Hearing protection shall be evaluated for use and applicability for the given worksite and 

exposure levels. 

¶ Within 6 months of an employeeôs first exposure at or above the action level, the employer 

shall establish valid baseline audiogram against which future audiograms can be compared.  

The baseline line may be within one (1) year when a mobile van unit is used. 

¶ Testing to establish a baseline audiogram shall be preceded by at least 14 hours without 

exposure to workplace noise.  Hearing protection may be used to meet the requirement.  

Employees shall also be notified to avoid high levels of noise. 

¶ At least annually after obtaining the baseline audiogram, Automation & Electronics will 

obtain a new audiogram for employees exposed at or above 8-hour time-weighted average 

of 85 decibels.  Employeeôs annual audiogram shall be compared to that employeeôs 

audiogram to determine if the audiogram is valid and if a standard threshold shift has 

occurred. If a comparison of the annual audiogram to the baseline audiogram indicates a 

standard threshold shift, the employee shall be informed of this fact in writing, within 21 

days of the determination. 

¶ Should standard threshold shift occur, including hearing protection shall be re-evaluated 

and/or refitted and if necessary a medical evaluation may be required. 

TRAINING  

Training will be provided to employees who are exposed to action level noise and during 

orientation. Training shall be repeated annually for each employee. Changes in work process may 

constitute retaining and therefore changes in PPE may be made. Copies of noise exposure 

procedures shall be posted in the workplace as well as be given to employee upon full time 

employment. Employees shall be properly trained in the use, care and fitting of hearing protection 

being provided. 

Accurate records shall be maintained of employee exposure measurements as required by 

regulations and be made available for review 
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PROTECTION  

¶ Hearing protection shall be provided to employees at no cost and shall be replaced as 

necessary.  

¶ Automation & Electronics will ensure that hearing protectors are being worn by employees.  

ADDITIONAL COMMENTS  

¶ Automation & Electronics shall evaluate hearing protection for the specific noise 

environments in which the protectors shall be use. 

¶ Part time, temporary or mobile work forces will not automatically fall under the Hearing 

Protection Program (HCP) 
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Chapter 20  FORKLIFT / ELEVATED WORK SURFACES 

FORKLIFTS  

¶ Only authorized and trained employees will operate forklifts and other industrial 

trucks. 

¶ An evaluation of each powered industrial truck operatorôs performance shall be 
conducted at least once every three years.  Authorization shall be given after 

training and a make and model-specific documented proficiency has been 

completed by the Safety Department or their designee.  See training documents 

for course content.   

¶ The employer shall certify that each operator has been trained and evaluated. 

¶ Retraining will be required for employees observed operating unsafely or involved 

in an incident while operating. 

¶ Safe Speeds, load handling, turning, and other safe driving practices will be 

followed at all times.  Prior to loading/unloading operator shall verify wheel 

chocks on trucks/trailers are in place and secured. 

¶ Operators will ensure loads are stable and/or secure before moving. 

¶ Employees will not operate any forklift that is in need of repairs, defective, or 

unsafe. Such forklifts will be removed from service for repair. 

¶ Prior to each dayôs use of forklifts, inspection will be done and documented. 
Documentation of inspections will be retained and kept in file for review. 

¶ Instructors shall be competent to provide training by virtue of their combined 

experience and formal training which shall be documented and retained on file. 

¶ At no time shall personnel be beneath a suspended load including elevated, empty 

forks. 

Sample Forklift Operator Card  

JOHN DOE Automation & Electronics 

Has been trained in classroom and practical  

operation of Doosan Pro 5 - 25 forklift 
Completed:  2/15/16 ï expires 2/15/19 

Trainer:  Brandon Juday ï Competency: Brandon Juday 
_________________________________ 
         Trainer Signature 

 

Elevated Work Platforms 

¶ Only trained employees will authorized operate aerial lifts (cherry pickers, scissor 

lifts, extendable and articulating boom platforms). 
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¶ Retraining shall be done every three years.  Authorization to operate shall come 

after make and model-specific proficiency has been completed by a member of the 

Safety Department or their designee. 

¶ A full body harness will be worn and a lanyard attached to the boom or basket when 

working from an aerial lift.  In an aerial work platform, a fall restraint fall protection 

system shall be used. 

¶ Employees will stand firmly on the basket floor, and not site/stand/climb on the 

edge of the basket. Planks, ladders, or other devices will not be used for additional 

elevation. 

¶ Aerial lift trucks will not be moved with workers in an elevated basket. 

¶ All l ift controls will be tested each day prior to use.  A pre-use inspection of 

equipment shall be conducted daily.  Any aerial work platform found to have 

damage or defective parts shall be removed from service and not operated until 

repaired or replaced. 

¶ Aerial Work Platforms shall not be used to hoist or attach any suspended loads.  

They shall only be used to carry occupants and their tools and materials within the 

basket.  Said tools and materials shall be tethered where possible to prevent dropped 

objects.  The operator or his assigned spotter shall ensure no employee passed under 

either the boom or basket at any time.  Weight rating shall not be exceeded. 

¶ The operator shall ensure that another employee is present who is knowledgeable 

in operating the ground controls in order to lower the operator in an emergency. 

¶ A worksite hazard assessment shall be done prior to operating.  Identified hazards 

and controls shall be noted in the daily JSA.   

¶ A rescue plan shall be made in the event the operator requires rescue from height. 

¶ Aerial Work Platforms shall not be operated if wind speed exceeds 28 MPH. 

¶ At no time shall any personnel pass under the boom or basket. 

Revised 2/16/18 

  



Automation & Electronics, Inc.    21-1  

Chapter 21 BEHAV IOR BASED PROGRAM  

Objective - Behavioral safety programs provide direct, measurable information on employees 

work practices identifying both safe and unsafe behaviors. 

Supervisors are to keep all personal observation data confidential and ensure that no punitive 

actions are taken due to observation.  Employees must be provided enough time to perform 

observations and be shown how to properly document them.  Supervisors are to make behavioral 

safety a part of daily operations for themselves and their employees. Supervisors will conduct 

safety meeting with their employees after observation process has been concluded in which 

feedback will be given on any findings, i.e. safe/unsafe behaviors. 

Managers are to provide oversight for supervisors and should understand the behavioral safety 

process to eliminate organization issues that could stand in the way of corrective actions made by 

supervisors. 

Employees should be aware that they may be observed at any time and are expected that the 

process will assist them to develop a positive safety attitude. Employees are to participate in safety 

meetings supporting behavioral safety process safety training. 

OBSERVATIO N PROCESS   

¶ Entire company and all individual departments within company will participate at least on 

a monthly basis or as each department self establishes. 

¶ Introduce yourself and that you are performing a documented observation. Begin with a 

positive comment reinforcing safe behaviors.  

¶ Re-emphasize there are no negative consequences to observed employee. 

¶ Review the observation with observed employee. Describe and discuss unsafe behavior 

observed, soliciting employee open-ended comments and discussion. 

TRAINING   

¶ Will address the programs objectives of hazard recognition, safety mindset, analyze 

behavior to understand why it is occurring, help others and yourself to prevent injuries 

¶ Proper methods to conducting an observation 

¶ How to complete the observation form  
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ACTION PLAN  

¶ Observation forms will be collected then analyzed and prioritized based on comments and 

feedback data.   

¶ The safety administrator will determine any positive / corrective action necessary.  

¶ A monthly meeting of management and direct line supervisors will ensure engagement of 

any changes or program enhancements. 
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Chapter 22 SHORT SERVICE EMPLOYEE  

A Short Service Employee is an employee that has been with Automation & Electronics Company 

less than six months. The purpose of a short service employee program is to introduce new 

employees to the safety culture of the company under the guidance of a mentor.  Many injuries 

happen to new employees due to lack of training and guidance.  This program helps get employees 

off to the right start.  It is primarily geared toward employees who are brand new to the position, 

however it also applies to those who may be experienced in the trade but are new to the company.  

Automation & Electronics shall inform any host company or client of SSE employees being on 

site. 

Short Service employees will comply with A&E and host companyôs new employee requirements, 

which could include the following but limited to: 

¶ Every effort should be made to ensure those brand new to the trade do not work alone 

without the guidance of a mentor, foreman or journeyman.  The mentor/foreman will be 

available on site to the SSE at all times.  There shall not be more than one Short Service 

Employee per group or crew less than five without a written variance from the Safety 

Administrator. 

¶ SSE will not perform any task in which they have not been properly trained. 

¶ Short Service Employee shall be visibly identified by wearing a Green colored hard hat or 

sticker notationp for the first six months of employment.  For instances where A&E hires 

an experienced employee who already possesses the skills and knowledge to do the job, 

they may have a shortened SSE duration after they demonstrate they fully know and 

understand A&E policy and their supervisor acknowledges their status on the SSE 

Acknowledgement Forms. 

¶ Short Service Employee will be monitored for compliance in all Health & Safety rules and 

regulation, environmental policies, work ethics, and quality of work performed.  

Documentation and reports are be kept on each individual and filed with the appropriate 

entity, i.e. IBEW, Field Superintendent, Safety Administrator. 

¶ SSEôs shall be assigned a mentor who will provide on the job guidance as it relates to their 
competency, safety and integration into the safety culture.   

¶ Mentors shall be authorized and instructed on the assignment by the department or site 

supervisor at the beginning of the SSEôs employment.  The mentor shall acknowledge their 

responsibilities in writing that shall be retained in their employee file.   

¶ Mentors shall be instructed as to their responsibilities in accordance with the SSE checklist 

and notification forms which include: 

o Introducing employee to on the job safety hazards, safety rules as they apply, proper 

use of tools and equipment, and their job responsibilities 
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o Providing the mentee feedback about their job and safety performance on a daily 

basis on every 30 days documented in the checklist.   

o At conclusion of 6 month SSE period, the mentor and the job supervisor shall 

review the originating SSE acknowledgment detailing the SSEôs progress to being 

transitioned off SSE status.  This document shall be retained by the site supervisor 

and with the Safety Dept in the employeeôs file.   

¶ In the event A&E utilizes the services of a subcontractor, they too must adhere to the A&E 

SSE program. 
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SHORT SERVICE EMPLOYEE NOTIFICATION FORM  

Short Service Employee Information (completed by Safety Dept.)  

 
Employee Name (Print)   

Employee Hire Date  Change  Date:  

Current Job Title   

Time in Present Position   

Years of Direct Experience   

Types of Related Experience   

 

SSE Mentor Information (completed by Supervisor)  

Employee Name (Print)   

Employee Hire Date   

Current Job Title   

Time in Present Position   

Years of Direct Experience   

Types of Related Experience   

 

Supervisor Sign -Off (Job Foreman/Supervisor)  

Print Name:  

 

Print Job Title:  Signature:  

 

 

Send to Safety and retain in employeeôs files. 

Employee has received the required  

Safety Orientation  

 

Yes 

  

No 

 

Employee has received all required  

Safety Training  * 

 

Yes 

  

No 

 

Employee has received the required safety 
training except (Attach list of any 
exceptions)  

 

Yes 

  

No 
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SHORT SERVICE EMPLOYEE CHECK LIST 

 
Mentorôs 
Initials as 
Completed  

SSE 
Initials as 
Completed 

Short Service Employee sets clear expectations and consequences for safe 
behaviors.  

  Does not take unnecessary risks. 

  Asks for help when needed. 

  Does not try to lift or handle too heavy of a load. Gets mechanical help when needed.  

  Raises awareness of possible hazards. 

  Intervenes with unsafe behaviors. 

  Understands his/her ñstop workò authority and responsibility  

  Short Service Employee demonstrates ability to do job required:  

  Works in a craftsman-like manner. 

  Has clear understanding of job to be done. 

  The new employee can use tools safely by:  

  Communicating 

  Demonstrating 

  Observing 

  New Employee is able to identify the following at the work site:  

  Struck by hazards 

  Crushed by hazards 

  Burns and scalds 

  Sharp objects and precautions 

  Trip hazards and precautions 

  Electrical hazards and precautions 

  Fall hazards and precautions 

  Hot and / or cold surfaces, piping and equipment 

  Chemical hazards and precautions 

  Emergency procedures  

  Emergency communications 

  Respiratory hazards and precautions 

  Toxic or chemical substance hazards and precautions  

  Any additional hazards specific to the job site 

  Short Service Employee exhibits compliance to:  

  General safety rules and policies  

  Safety rules and policies specific to the job being performed 

  Housekeeping policies 

  PPE requirements  

  Short Service Employee shows competency on following equipment:  

  a. Equipment Name: 

  b. Equipment Name: 

  c. Equipment Name: 

  Other: 

Signatures: 
 

_________________________________________          _________________________________________________ 
 Mentor                                                                        New Employee 

________________________                ____________________________ 
        Todayôs Date                                                    New Hire Date 

 
Review Dates:   30 day review__________  60 day review__________   90 day review___________  

  120 day review__________ 150 day review__________ 180 day review___________ 
 
 

DIST: Site Supervision - Copy  Safety Dept. - Original  
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Chapter 23 STOP WORK AUTHORITY  

It is the desired outcome of Automation & Electronics Stop Work Program to identify safety 

concerns have been addressed to the satisfaction of all involved persons prior to the resumption of 

work.  Most issues can be adequately resolved in a timely manner at the job site, occasionally 

additional investigation and corrective actions may be required to identify and address root causes, 

thereby allowing opportunities for improvement and to facilitate sharing of learning. 

Prior to initial work assignments, newly hired employees shall receive safety orientations which 

are to include Intervention and Stop Work Authority. Employees will sign and date safety 

orientation checklist sheet indicating that they have received and understood their responsibilities 

under this program. 

¶ Each employee shall receive instruction on their personal obligation, responsibility and 

personal empowerment to stop / decease any work task or operations when an unsafe 

condition is identified. 

¶ Employees are responsible to initiate a Stop Work Intervention when warranted and 

management is responsible to create a culture where Stop Work Authority is exercised 

freely. 

¶ No work will resume until all stop work issues and concerns have been adequately 

addressed. 

¶ Stop Work Interventions will be documented and discussed for lessons learned / or 

until corrective measures or action can be put into place.  This chapter includes a 

documentation form that allows for such documentation in cases where warranted.  Any 

employee may complete this form as part of the SWA process.  It will be the obligation 

of the site supervisor to participate in evaluating the hazard and approving the 

mitigation process in conjunction with the affected employees. 

¶ No retribution or intimidation towards any individual that has issued a stop work 

declaration will be tolerated.  Those initiating Stop Work shall receive positive 

recognition. 

¶ Supervisors will notify all affected personnel that a stop work intervention has been 

initiated, correct the issue and resume work activities only when it is safe to do so. 

¶ Stop Work reports shall be reviewed by supervision order to measure participation, 

determine quality of interventions and follow-up, trend common issues, identify 

opportunities for improvement, and facilitate sharing of learning opportunities for 

improvement, and facilitate sharing of learning 
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Stop Work Documentation Form  
 
Employee Information  
 
Name of Employee(s) Executing Stop Work Authority:  ________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________  
 

Incident Information  
 
Date/Time: ___________________________________________________________________  
 
Specific location of event or hazard:______________________________________________  
 
Description of event or hazard: _____________________________________________ 
 

___________________________________________________________________  
 
___________________________________________________________________  
 
___________________________________________________________________  
 

Action Taken /Lessons Learned   
What action will be taken to prevent reoccurrence? _________________________________  
 

_______________________________________________________________________  
 
_______________________________________________________________________  
 
 
Signature of person preparing report: _____________________________________________  
 
Printed Name: ______________________________      Department: _____________________  
 
Date: ____________________ 
 
Supervisor Authorization to resume work  ï once hazard is satisfactorily mitigated or 
controlled, work previously affect by hazard may resume.  By signing this I hereby 
conclude the work condition is satisfactorily safe and authorize employees in affected 
area to resume work.   
 
Signature of Supervisor:_____________________________________________ 
 
Printed Name:_____________________________________________________ 
 
Date:________________ Time:__________  AM / PM 
***Return completed form to Safety Department and retain copy at job site
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Chapter 24 INCIDENT REPORTING AND INVESTIGATION  

Automation and Electronics believes protecting the health and safety of its employees is a core 

value.  Healthy and productive employees is of paramount importance.  In the unfortunate cases 

that incidents occur, Automation and Electronicsô primary goals are to see that employees are 

provided with prompt care and prevention of recurrence that could put other employees at risk is 

implemented.   Work place incidents are costly in both human and economic terms.  Some potential 

costs from such incidents include workersô compensation premium hikes, lost workdays, reduced 

productivity, liability payments to third parties, the cost of replacing or repairing damaged 

equipment or property, and fines imposed by OSHA. By investigating why and incident happened, 

Automation & Electronics can take corrective measures to prevent similar events from reoccurring.  

Incident investigations also are necessary to gather information required for incident reports that 

must be filed with the appropriate agencies. Reporting thorough, timely and accurate information 

to help manage incidents is critical.   

 

Terminology: 

¶ Incident:   An unplanned, undesired event that hinders completion of a task and may cause 

injury, illness, or property damage or some combination of all three in varying degrees 

from minor to catastrophic.  Incidents includes any injury, including first aid and no aid 

cases, near misses, property damage, environmental impacts and other categories. 

¶ Injury:   Personal harm or damage or an act or event that causes someone or something to 

no longer be fully healthy or in good condition. 

¶ Documented Report:  Following are the incident reporting forms.   

o HSE Form 26-0001 Minor Injury Report 

o HSE Form 26-0002 Supervisorôs Injury Report 

o HSE Form 26-0003 Near Miss Report 

o HSE Form 26-0004 Vehicle Incident Report 

o HSE Form 26-0005 Environmental Report 

¶ Job Site First Aid:  First aid rendered on site for minor injuries such as cuts, burns or other 

such matters that are believed to be resolved on site and monitored thereafter. Documented 

Report required. 

¶ Non-Serious-No Aid Injury:   An injury that occurred on the job that does not require first 

aid or other medical treatment.   

¶ Environmental Incident:   An event that involves an adverse impact to the environment 

where work is performed that may be a spill or release of potentially harmful material.  

Documented Report required. 

¶ Equipment Damage:  An event that results in company property, including vehicles, being 

damaged or destroyed as a result of internal, third-party or external operations.  

Documented Report required. 

¶ Near Miss:  An unplanned incident that did not result in injury, illness, or damage ï but 

had the potential to do so. Documented Report required.  

¶ Safety Department:  Shall include the Safety Administrator, the Assistant Safety 

Administrator or the General Manager. 
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Incident Reporting Protocol: 

¶ For life-threatening injuries call 911 first. 

¶ All incidents, regardless of severity, shall be immediately, orally reported by employees to 

their supervisor.  

¶ In cases of incidents occurring in lone-man working situations, reporting may be completed 

via phone until access to email or fax is available to submit Documented Report.   

¶ The supervisor shall orally or electronically notify the Safety Department and appropriate 

member of management of reported incidents as soon as reasonably practical and in no 

event later than 24 hours.  Serious incidents must be reported immediately.  

¶ For incidents involving injury, near miss, Equipment or vehicle Damage or environmental 

impact supervisors shall, with the reporting party(s) or witness, complete and submit an 

applicable Documented Report to the Safety Department within 24 hours from the 

occurrence of the incident.   

¶ Incidents qualifying as OSHA reportable shall be reported to OSHA within 8 hrs of 

occurrence and 24 hrs to the client or host site. 

¶ The Documented Report shall be signed by the injured or affected employee, their 

supervisor and the Safety Administrator after all parties have reviewed for completeness 

and accuracy.   

¶ Employees shall submit to post-accident drug testing at the direction of the Safety 

Department. 

¶ Failure by employees to report incidents is non-compliance with company policy. 

¶ All employees will cooperate to the fullest extent possible with the Safety Department 

through any investigation that follows an incident. 

¶ Every effort shall be made to not disturb the scene of the incident to preserve its condition 

for investigation.  This may include ceasing work in the area, or finding means to restrict 

access with the exception of critical functions such as performing rescue or other condition 

control such as fire, etc.   

¶ Employees are not to share or communicate details, photos or statements about incidents 

to outside sources, i.e. social media or media coverage. 

¶ After investigations are concluded, an incident review will be written and circulated among 

all employees to help prevent recurrence of similar events by recognition and prevention. 

 

 

Axiom Medical Consulting, LLC:  

¶ Automation and Electronics utilizes Axiom Medical Consulting, LLC to provide third 

party case management services for work-related injuries as deemed appropriate by 

management.  This service will help ensure proper medical treatment, accurate injury 

record-keeping.  Documentation generated from Axiom is not a substitute for an internal 

Automation and Electronics Documented Report. 

¶ Axiom may be contacted 24/7 to assess injuries and help employees and supervisors make 

informed decisions about the best course of action for treating injuries on the job.   

¶ The number for Axiom is 1-281-419-7063   
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MANAGEMENT  EMERGENCY CONTACTS: 

¶ A&E Office (307) 234-9311 

¶ Stuart Tanner, Owner 307-258-7185 

¶ Brandon Juday, Safety Administrator  (307) 277-0301 

¶ Hooly Henson, Asst. Safety Administrator 307-247-2182 

¶ Bob Dill, General Manager 307-262-6453 

¶ Jim Holder, Electrical Supt. 307-258-8067 

¶ Shawn Meline, ISD Manager 307-247-1464 

¶ Tom Hool, Programming Manger 307-259-4419 

¶ Bob Davis, Programming Manager 307-259-1174 

After hours or weekend: 

¶ Call A&E office operator (307) 234-9311 to find out who is on call that week.  Inform 

the on call person of the incident and request they locate the appropriate personnel. 

Safety Team Members: 

Name   Cell / Office   Home 

¶ Brandon Juday (307) 277-0301  (307) 277-0301 

¶ Hooly Henson  (307)247-2182   

¶ Chris Morgan  (307) 258-7187   (307) 258-7187  

¶ Jason Short  (307) 258-7186  (307) 258-7186 

¶ Teresa Fender  (307) 315-1641  (307) 258-7186 

¶ Dan Whetham  (307) 234-9311 

¶ Justin Swart  (307) 234-9311 

¶ Lucas Gooder  (307) 234-9311 

¶ Kray Lutz  (307) 234-9311 

¶ Jeremiah Kost  307-267-6981 

¶ Ken Sharp  307-258-2200 

¶ Annie Beadle  307-233-0314 

 

Revised 5/9/19  
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Incident Investigation Procedure  

 

The Safety Administrator or their designee shall assume responsibility for investigating incidents at their 

discretion.  Site management shall also assume responsibility in assisting in the investigation of incidents.   

This methodology includes a four step process:  1.) Preserve and document the scene. 2.) Collect 

information.  3.) Determine root causes and 4.) Implement corrective actions.  Investigations shall be 

prioritized and conducted to the appropriate level as it relates to the severity of event.   

Members of the Safety Department shall be trained in incident investigation and shall include 

management personnel when possible in this training.  This training will be reviewed periodically during 

annual management trainings that include initial awareness of event, reporting protocol and preservation 

of the incident scene.     The Safety Department shall make available an incident investigation kit that 

includes items not limited to:  measurement devices, tyvec suits, flash lights, safety vests, PPE, caution 

tape, note pads and company reporting documents, 
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Chapter 25 FATIGUE MANAGEMENT /MATERIAL HANDL ING  

In an effort to reduce or control employee turnover, fatigue and employee absenteeism Automation 

& Electronics will periodically analyze or evaluate work tasks and related work conditions and 

individual work stations.  

¶ Work stations will be review for ergonomic controlling devices such as anti-fatigue floor 

mats, assist lifting devices, proper station lighting, temperature controls, seating or rest 

staging areas etc. 

¶ Automation & Electronics will determine work hour limitations. Ensuring that employees 

are well rested are mentally fit and alert to perform work duties.   

¶ Initial and annual training will be provided to employees on the recognition of fatigue and 

the control of work fatigue through monitoring work habits, the importance of employees 

role and responsibility of reporting tiredness/fatigue to supervisors that appropriate action 

may be taken to assist the worker. Training will include instruction on the chronic use of 

OTC (Over the Counter) or prescription drug use that may lead to employee inability to 

perform work duties safely 

¶ Employee inability to perform work duties safely shall be reported to their supervisor. 

Material handling contributes significantly to worker fatigue and risk of injury.  Employees are 

encouraged to follow the following steps to persevere musculoskeletal structure and longevity. 

1.  Always use lifting aids when possible such as carts, dollyôs, forklifts and cranes.  

Avoid lifting over 50 LBS alone.  Lifting shall be accounted for in the daily JSA  

to assess potential risks and hazards of said task and devise a safe work plan to 

prevent such occurrences.  Get help when lifting equipment is impractical alone. 

2. Use proper lifting techniques ï knees bent, back as close to vertical and feet 

shoulder width apart.  Avoid twisting at the waist, carry objects close to torso and 

follow a clear walk path. 

3. Stretch and flex before during and after work involving material handling.   

¶ Employees shall be trained on material handling upon hiring and annually  

¶ Injuries arising from material handling and lifting shall be investigated and findings 

incorporated into future procedures to avoid such incidents. 

¶ Work areas shall be evaluated periodically by the safety department to evaluate work 

station configurations are optimal for safety. 
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Chapter 26 JOB COMPETENCY  

A list of job titles/roles within Automation & Electronics is available and can be obtained 

through Human Recourses.  This listing will include organizational flow chart which 

demonstrates line of authorities. 

 

¶ Minimum qualifications that are required to perform each job role are posted. There may 

be a combination of education and /or work experience allowed to meet the minimum 

qualification requirements for each job type. 

¶ Human Resources will acquire photocopied proof of employeeôs credentials. All 

credentials are to be current and verifiable.  I.e., .engineering degrees, electrical licenses, 

low voltage licenses etc.  Individual credentials once verified may be posted on the 

companyôs website. 

¶ Any new or transferred employee will be provided job specific training and each new 

employee  to a non-licensed position will be required to complete an  in-house 

probationary program for a minimum of  90 days in which the employee will be 

evaluated on job performance and job competencies,. During this interim 90 day period, 

new employees will complete all company safety training mandates that coincide with 

their particular job responsibilities. 

¶ A competent person or Front Line Supervisor must verify that the new employee is 

competent to perform their job duties and responsibilities before being allowed to work 

independently.  

¶ Employees shall be active in the Drug and Alcohol Prevention Program.  This includes 

screening for pre-employment, random, post-accident and reasonable suspicion.   

¶ Employees who are impaired or experience limitation to perform their normal job duties 

as a result of prescription or OTC medications shall inform their supervisor prior to 

performing any work.  The employee shall be responsible for attaining a job-specific 

work release from their physician detailing any restrictions as it relates to their current 

limitations or impairment.   

¶ Employees shall be briefed by their supervisor regarding the physical requirements of 

performing the tasks of their position.  Employees who are unable to perform those tasks 

may be referred to the Transition to Work Program at the direction of their supervisor and 

the Safety Department. 
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Chapter 27 HEAT STRESS AND COLD WEATHER  

Preventing Heat-Related I llnesses (Heat Stress) 
 

 

When the body heats up faster than it can cool itself, mild to severe illnesses may develop. 

Itôs important to recognize the symptoms of heat-related il lnesses and understand how to 

prevent, control and respond to their effects. 
 
Air temperature, humidity and clothing can increase the risk of developing heat- related 

ill nesses. So can age, sex, weight, physical fi tness, nutrition, alcohol or drug use, or pre- 

existing diseases like diabetes. How can you prevent or control heat- related ill nesses? 
 
¶ Come to work well rested and well hydrated.  

¶ Eat foods with sustained energy and nutritional value. 

¶ Maintain hydration - Drink small amounts of water frequently.  A baseline minimum is 

equal to half your bodyôs weight in ounces of water (Alcohol increases the loss of 

body fluids.)   

¶ Limit exposure time and/or to high temperature - Try to schedule hot jobs for cooler 

times of the day or cooler seasons of the year. Take hourly rest breaks in cool or shaded 

areas. 

¶ Acclimatization - Gradually adapting to heat will r educe the severity of heat stress. 

¶ Engineering controls - Mechanize heavy jobs or increase air movement with fans or 

coolers. 

¶ Wearing loose, lightweight clothing that allows for airflow - Clothing can affect heat 

buildup. 

 

Types of Heat Illness: 

 

Heat Rash and Heat Cramps:  A mild reaction to heat can cause a rash called "prickly heat" or 

painful muscle spasms, called heat cramps, during or after activity.  Caused by being under-

hydrated and prolonged exposure to high heat and sun.  Humidity also plays a big role in 

causing this condition where the skin is unable to dry and is continually damp from sweat and 

humid conditions.  Heat cramps can treated by drinking fluids with electrolytes as well as foods 

with potassium.  These two conditions are experienced prior to heat exhaustion. 

 

Heat Exhaustion:  A mild reaction may also include fatigue or dizziness caused by losing 

body fluids due to sweating. You may notice a change in physical or mental performance and 

an increase in incidents. A person with a moderate reaction or heat exhaustion will have some 

or all of the following symptoms: excessive sweating, cold, moist, pale or flushed skin, thirst, 
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extreme weakness or fatigue, headache, nausea, lack of appetite, rapid weak pulse, or giddiness 

and if not properly treated, the victim may collapse. 
 

Response and Care:  Anyone with mild or moderate symptoms should be moved to a 

cool, shaded place with circulating air. They should lie down and given small sips of 

cool water at frequent intervals. If symptoms continue, notify the Safety Department and 

contact Axiom Medical Consulting LLC 281-419-7063 for further guidance. 
 
Heat Stroke:  In severe cases of heat ill ness, heat stroke may result; this is a serious medical 

emergency. The victimôs face is flushed red and their skin is hot and dry with no sweating. 

They develop a severe headache with deep, rapid breathing. They have a very high fever and 

may become delirious. They may become unconscious, have convulsions, or lapse into a 

coma. This condition is fatal unless emergency medical treatment is obtained. 

Response and Care:   Immediately call for medical help. In the meantime, get them 

out of the hot environment. Loosen clothing and pour water over the entire body. Get 

air circulating around the body. 
 
Recognizing the warning signs and symptoms of heat-related ill nesses and using 

preventive and control measures can reduce the frequency and severity of heat ill ness 

while increasing worker productivity. 

 

Prevention of Heat related illness: 

¶ Ensure all employees are well-hydrated throughout the entire day ï fluid intake the 

preceding day also helps start the next day right.  Balance one electrolyte drink to 

every three water drinks. Potable water provided. 

¶ Allow for sufficient and quality rest periods when off the clock to be optimal 

during each work day. 

¶ Eat light foods in small portions that allow for sustained energy throughout the 

day. 

¶ Wear light colored and breathable clothing (use caution in operations requiring FR 

clothing to wear natural fiber base layers) 

¶ Monitor heat and sun exposure periods.  In cases where temperature reaches or 

exceeds 90 degrees employees working continuously in said conditions need to 

take a brief hydration and cool-down break up to 10 minutes hourly.  In 

temperatures exceeding 100 degrees, breaks can be spaced on half-hour intervals 

with shade provided. 

¶ Check the weather forecast and discuss in your daily JSA and plan work 

accordingly.  Observe and monitor each other for the signs of heat stress and act 

quickly to prevent the onset of heat stroke. 

¶ Annual training on preventing heat related illnesses / emergency response for all 

employees prior to warm weather work.  
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¶ Annual training on preventing heat related illnesses / emergency response for 

supervisors prior to supervising employees. Training will also include accounting 

for personal factors including but not limited to, age, weight, or drug and alcohol 

use, before assigning work.  

Preventing Cold-Related Il lnesses 

 
Working in the cold for prolonged periods of time can cause many physical problems. You 

should take precautions to prevent cold stress in the workplace. There are several types of cold 

stress that a person can suffer. 
 
Different Types of Cold Stress 
 
Hypothermia is one of the most severe types of cold stress. Hypothermia occurs when your core 

body temperature drops from prolonged exposure in a cold environment.  Hypothermia can 

occur even when temperatures are not below freezing.   
 
Some of the Symptoms of Hypothermia are a slowed heart beat and irregular breathing. You 

could also become drowsy or feel extremely exhausted. Many people often suffer from 

memory lapse and diff iculty speaking after hypothermia has set in. If you suspect a person is 

suffering from hypothermia call for medical attention immediately. While waiting for help you 

should keep the person in a warm room. Remove any wet clothing and wrap them in a blanket. 

Give them a warm drink such as warm water. This will help raise their body temperature. 
 
Another sever form of cold stress is Frostbite. It is caused by the body literally beginning to 

freeze and usuall y starts in the toes or fingers which because are in the bodyôs extremity and 

have less blood flow are easier targets.  Same with ears. In severe frostbite cases the tissue is 

permanently damaged and has to be amputated because the tissue is dead. 
 
There are a few symptoms of frostbite the first is numbness of the area. Second is tingling or 

aching feelings and the third is a blue-ish waxy skin. If someone is showing symptoms of frost 

bite call for medical help as soon as possible. Try not to use the area of body that is suffering 

frostbite it is your hands try not to touch or pick up things. If your feet are frostbitten do not 

continue to walk on them it could cause more damage. Use warm water to help restart 

circulation; never rub the area it could cause the tissue and or nerve damage. Never use a 

fireplace, stove or other heat source to warm up. Since the skin is numb you could get too close 

and cause burns. 
 
How to Prevent Cold Str ess 
 
There are simple and easy ways to prevent cold stress in the workplace. It is really all 

about working safely and wearing the right protective gear this is the best way to prevent 

cold stress in the workplace. 
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¶ Wear insulated work boots and wool socks. 

¶ Never wear tight clothing. You have to allow room for air to circulate. 

¶ Keep a change of socks and other clothing to switch into if anything you are wearing gets 

wet. 

¶ Wear warm, dry gloves and a hat at all times 

¶ Keep warm be drinking hot liquids such as tea. You can also eat soup at lunch to help 

warm up your core temperature. 

¶ If at all possible take your breaks in a warm area. If there is no building available you can 

sit in your truck with the heat on. 
 
 
Preventing cold stress in the workplace is very important. Many people are unaware that the 

cold can seriously injury or in extreme cases kill if the proper safety precautions are not 

followed. 
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Chapter 28  TRANSITION TO WORK PROGRAM  

Our employees are our most valuable asset.  Keeping them working at a full duty status is very 

important to our success.  To help reduce lost time from productive work, Automation and 

Electronics strives to re-engage employees who are unable to perform full duty with transition to 

work opportunities when available.  This program is made available to employees who for 

medical reasons are unable to continue work in a full-duty capacity.  When possible, a transition 

to work option will be made available if there is work that is consistent with any restrictions set 

forth by the employeeôs physician.  That work may be a modified role compared to their normal 

duties.  This program is intended to keep employees engaged in work that will ultimately help 

facilitate recovery and transition back to full duty. 

 

In evaluating if transition to work opportunities are available, Automation and Electronics will 

complete a physical demands analysis of the available work and ensure the requirements of that 

work are within the scope of restrictions as stated by the employeeôs physician.   

 

The transition to work program is communicated to employees through the yearly distribution of 

the company Health and Safety Manual and may be reviewed as part of weekly safety meetings 

and manager training sessions.  Upon the event that an employee leaves full duty responsibilities, 

they will be informed of the transition to work process followed by an evaluation of available 

work that is consistent with any medical work restrictions. 

 

In the event that an employee who is unable to perform his normal duties, but may be able to 

enter a transition to work duty, Automation and Electronics can provide available job duties and 

physical requirements to the employee and the employeeôs physician.  This can serve to help the 

physician understand what kind of physical requirements will be involved in transition to work 

thus allowing for appropriate job evaluation with regard to work releases written.  It will also 

further help the physician address improved abilities as employee proceeds through rehabilitation 

 

By completing and referencing a physical demands analysis, Automation and Electronics will 

verify that the associated requirements of available transition to work duties are consistent with 

the restrictions and limitations outlined by the employeeôs physician.  No work responsibilities 

will be permitted that result in the employee performing tasks that exceed what is stated in the 

work release and its stated restrictions.  Transition to work is temporary and is managed with a 

goal to return to full duty as soon as employee receives full work release from their physician. 

 

The physicianôs restrictions will be communicated to the employeeôs supervisor at the onset of 

the transition to work period if a suitable job duty match is identified.  It will be the supervisorôs 

responsibility to hold the employee accountable to work within the scope of limitations stated by 

their physician until full work release is given and the transition to work period has ended.  This 

will include regular monitoring and involvement verifying the work continues to be consistent 

with the restrictions the employee must adhere to.  In the event that the employee voluntarily 

performs tasks outside the scope of their physicianôs written restrictions they are subject to 

discipline up to and including termination.   This section is to protect the employee from further 

injury and interference with progress towards full recovery. 
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An employeeôs medical records of any kind shall be treated with utmost privacy and kept 

confidential in a locked file when in the possession of Automation and Electronics.   

 

Written records of incident details along with related forms, reports and statements are kept by 

the employer for reference regarding the circumstances of an incident at a later time, and 

demonstrates due diligence. Records shall be retained regarding the communications with the 

injured employee regarding modified work, Workers Compensation and medical records. 

 

To progressively manage each case of transition to work periods, the employer shall stay 

informed of changing statuses of work restrictions all the way up until a full work release with 

no restrictions is issued at which point the employeeôs supervisor shall reassign them 

appropriately.   
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Chapter 29  PROCESS CHANGE ANALYSIS PROGRAM  

INTRODUCTION  

Any time something new is brought into the workplace, whether it be a piece of equipment, 

different materials, a new process, or an entirely new building, new hazards may unintentionally 

be introduced. Before considering a change for a worksite, it should be analyzed thoroughly 

beforehand. Change analysis helps in heading off a problem before it develops.  

APPLICATION  

Change analysis should be used when: 

¶ Building or leasing a new facility. 

¶ Installing or introducing new tools and equipment. 

¶ Using new materials. 

¶ Starting up new processes. 

¶ Staffing changes occur. 

Utilize Form HSE-31.0001 to document process 
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Chapter 30 PANDEMIC DISEASE PLAN  

INTRODUCTION  

In the event of a Pandemic Disease Outbreak the following Automation & Electronics Inc. plan 

is to be followed by all employees. The main focus will be on containment of any disease as well 

as procedure should containment fail. A key element in the plan working will be continued 

education and preparation for any possible outbreak including seasonal illnesses. The coordinator 

for the Automation & Electronics Inc. Pandemic Disease Plan is the current Safety Administrator 

for Automation & Electronics Inc.   

 

 APPLICATION  

¶ C.D.C. and W.H.O. will be monitored for possible pandemics as well as instructions 

during a pandemic by the Safety Dept. Other sources will be monitored as needed.   

¶ Promote hand washing and cleaning by providing suitable areas to wash hands or apply 

antiseptic hand cleaners to all employees.  

¶ Annual training for all employees on skills to prevent the spread of illnesses. 

¶ If you are sick, stay home. Follow CDC guidance on what to do when sick with a 

pandemic disease. Contact the Safety Dept. with any questions. 

¶ When possible employees will be allowed and/or encouraged to work from home when 

ill / caring for family or we are reducing office presence during a pandemic. 

¶ During pandemics large group meetings should be done via virtual means. 

¶ During pandemics management will meet frequently to review the latest information to 

make prompt decisions.   

¶ Social distancing will be encouraged / required when needed. 

¶ Avoidance of high traffic areas like coffee makers and refrigerators.  

¶ When necessary business travel and vendor traffic within A&E will be limited. 

¶ Necessary communication to employees will be sent via email or posted on the jobsite. 

¶ Necessary communication to customers will be sent via email or letter.   

¶ A&E encourages cross training in all departments in the event people become ill and 

cannot work. 

¶ The annual flu shot is available to all employees free of charge in an effort to encourage 

immunizations to protect against illness. 

¶ When applicable high transmission surfaces will be cleaned at an interval to suit the 

threat. Appropriate cleaners approved for use will be sourced. 

¶ An annual review will be conducted for this plan. During these reviews any lessons 

learned from previous pandemics will be discussed.  

 


