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Rule 10106 Scope

This part sets forth general rules for the safe use, operation, and maintenance of
equipment, and for safe work practices pertaining to all employers and employees
performing construction operations, except that where a specific rule is set forth in
another part, the general rule is preemp ted.

Rule 10298 Definitions

fiAccident Prevention Programo means the program by which an employer
provides instruction and safety training to an employee in the recognition and
avoidance of hazards.

fiAisled means a designated path of travel for equipment and employees.

fApprovedo means approval by the director of the department of consumer and
indust ry services or by the directo r& duly designated representative.

i @nfined Spaced means a space that, because of its physical construction, could
be subject to the accumulation of loose materials or explosive, toxic, or flamm able
contaminants or could have an oxygen deficient atmosphere. All of the following are
examples of confined spaces:

A Storage Tanks A Sewers

A Process Vessels A Underground Utility Vaults
A Bins A Tunnels after construction is
A Boilers completed

A Ventilation Ducts A Pipelines

AEqu ivalentd means an alternate design orfeature that provides at least as effective
degree of safety or a greater degree of s afety.

fiHazar d eneans a condition or procedure that is causing or is likely to cause serious
physical harm or deathto an employee.

fiPotable water® means water that is in compliance with the provisions of Act No.
399 of the Public Acts of 1976, as amended, being 8325.1001 et seq. of the Michigan
Compiled Laws.

i Qualified Employeed means one who, by knowledge, training, and experience, has
successfully demonstrated to the employer his or her ability to solve or resolve
problems relating tothe subjectm atter, the work, orthe project.



Rule 11406 Employer Responsibilities; Accid ent Prevention Program

An employer will develop, maintain, and coordinate with employees an accident
prevention program, a copy of which will be available atthe worksite.
An accident prevention program will, ata minimum, provide for all oft he following:

A Designation of the qualified employee or person who is responsible for
administering the program.

A Instruction to each employee regarding the operating procedures, hazards, and
safeguards of tools and equipment when necessaryto perform the job.

A Inspections of the construction site, tools, materials, and equipment to assure that
uns afe conditions which cou Id create a hazard are eliminated.

A Instruction to each employee in the recognition and avoidance of hazards and the
regulations applicable to his or her work environment to control or eliminate any
hazards or other exposure to illness or injury.

A Instruction to each employee who is required to handle or use known poisons,
toxic materials, caustics, and other harmful substances regarding all of the
following:

The potential hazards.

Safe handling. Protect ive measures.

Applicable first aid procedures to be

Use. used in the event of injury.

Personal hygiene.

Instructionto each employee if known harmful plants, reptiles, animals, or insects are
present regarding all of the following:

The poten tial hazards.
How to avoid injury.
Applicable first aid proceduresto be used in the event of injury.

Instruction to each employee who is required to enter a confined space regarding all
of t he following:

The hazards involved.

The necessary precautionsto be taken.

The use of re quired personal protective equipment.
Emergency equipment.

The procedures to be followed if an emer gency occurs.

Instruction in the steps or procedures to be followed in case of an injury or accident
or other emer gency.

Rule 1158 Employer Responsibilities Generally

An employer will identify as unsafe a machine, powered tool, or piece of equipment
that is damaged or defective. The machine, tool, or equipment will be locked out,
made inoperable, or be physically removed from the jobsite.

An employer will not pe rmit any of the following:

A The use of damaged or defective machinery, tools, materials, or equipment that
could create ahazard.

A The operation of machinery, equipment, and special tools, except by a qualified
emp loyee.

A An employee other than the operator to ride any piece of moving equipment not
covered by a specific standard, unless there is a seat or other safety feature
provided for use by the employee. Acceptable safety features could include a
guardrail, enclosure, or a seat belt.



An employer will not knowingly permit an employee to work while under the influence
of into xicating beverages or substances which could impair the employee®& ability to
perform a task in a safe manner.

Employees not specifically covered by Part 16. Power Transmission and Distribution,
Part 17. Electrical Installations, or Part 30. Telecommunications of the construction
safety standards commission standards, being R 408.41601 et seq., R 408.41701 et
seq., and R 408.43001 et seq. of the Michigan Administrative Code, will not be
allowed by the employer to work or be closer to energized electrical line, gear, or
equipment exposed to cont actthanthe minimum clearance prescribed in table 1.

Table 1 reads as follows:
An employer will comply with all the | vVOLTAGE MINI MUM EMPLOY EE
rules of this part. To 50 K CLEﬁ\JRfANCE
o \Y; t.
Rule 1160 Employee Respon sibilities
! ploy pon sIbITt Over 50 10 ft. + .4 inch per kv

An employee will immediately report
hazardous co nditions or equipment tot he employer.
An employee will not do any of the following:

A Engage in any act which would endanger anoth er employee.

A Work while under the influence of intoxicating beverages or substances which
would impair his or her ability to perform a task in asafe manner.

A Remove a guard or other safety device from a machine or equipment, except for
autho rized servicing purposes. The guard or other safety device will be replaced or
equivalent guarding will be provided before the machine or equipment is returned
tono rmal operation.

Rule 11806 Leased and Rental Equipment

The employer of the operator is responsible for the condition and operation of rented,
leased, or loaned equipment.

Rule 1196 Housekeeping and Disposal of Waste Materials

Materials, including scrap and debris, will be piled, stacked, or placed in a container in
a mannerthat does not create a hazard to an employee.

Garbage capable of rotting or becoming putrid will be placed in a covered container.
Container contents will be disposed of atfre quent and regular intervals.

The floor of a work area or aisle will be maintained in a manner that does not create
a hazard to an employee.

Combustible scrap and debris will be removed in a safe manner from the work area at
reasonable intervals during the course of construction. A safe means will be provided
to fa cilitate this removal.

Material which may be dislodged by wind and that could create a hazard when left in
anopen area will be secured.

Rule 120 8 Work in Hazard ous Spaces

When an employee enters a hazardous space, such a bin, silo, hopper, or tank, that
contains bulk or loose material which could engulf the employee, the employee will wear
a safety belt or a safety harness and a lanyard affixed by a rope grab to a lifeline, all
components of which will be in compliance with the requirements of Part 45. Fall
Protection, being R 408.44501 et seq. of the Michigan Administrative Code. The
uppermost elevation of the stored material will not be higher than the shoulder height of
the employee.

Rule 12108 Confined or Enclosed Spaces; Testing; Neutrali zing Hazard

An employee required to enter into confined or enclosed spaces will be instructed as
to the nature of the hazards involved, the necessary precautions to be taken, and in
the use of required protective and emergency equipment. The employer will comply
with any specific rules that apply to work in dangerous or potentially dangerous
areas.



Before an employee enters a manhole, well, shaft, tunn el, or other confined space
where the atmosphere might be hazardous due to a condition such as a deficiency of
oxygen, or might be toxic in excess of the maximum allowable limits prescribed by
the department of consumer and industry services, the atmosphere will be tested and
the results reco rded. The records will be maintained atthe job site. If the atmosphere
is hazardous, either sufficient ventilation to eliminate the hazard will be provided or
respiratory equipment prescribed by the department of consumer and industry
services will be worn.

If an atmosphere is found to be explosive, sparks, flame, and other sources of
ignition will be prohibited, and ventilation will be provided until the hazard has been
reduced and maintained at or below the maximum allowable limits prescribed by the
department of consumer and industry services.

Rule 1220 Boilers and Pressure Vessels

The installation, inspection, testing, marking, and certification of a pressure vessel
will be as prescribed in section viii on unfired pressure vessels of the ASME boiler and
pressure vessel code of 1989, which is adopted by reference in these rules and may
be inspected at the Lansing office of the Department of Consumer and Industry
Services.

An employer will not use a boiler to perform construction operations unless the
employer has a valid certification issued by the boiler division of the Michigan
Department of Consumer and Indust ry Services.

Rule 12306 Guarding, Belt s, Gears, Pulleys, Sprockets, and Moving Parts

Means of power transmission, such as, but not limited to, belts, gears, shafts, pulleys,
sprockets, spindles, drums, fly wheels, chains, or other reciprocating, rotating, or
moving parts of equipment, will be guarded as prescribed in the general industry safety
standards commission standard, Part 7. Guards for Power Transmission, being R
408.10701 et seq. of the Michigan Administrative Code, if the part is exposed to contact
by an employee or otherwise constitutes a h azard.

Rule 1250 Aisles and Floors

When equipment and employees use the same aisle, dock, or doorway, clearances will
be provided and maintained to assure safe passage for the equipment and em ployees.

Rule 12606 Derailers, Bumper Blocks, and Clearance Signs

Where rolling railroad cars on a spur track could make contact with a rail car being
loaded or unloaded, repaired, or serviced, or enter a building, work or traffic area,
derailers, bumper blocks, a blue flag or blue light, or other equivalent protection will
be used.

A visible ficlose clearanceo sign will be used to indicate close clearance between a rail
car and an adjacent fixed object if the fixed object is located less than 8 ¥ feet from
the center of a straightt rack or lessth an 9 feet from the center ofacu rvedtrack.

Rule 12708 Machine Installation and Guarding

A machine will be located so that there will be space for an employee to handle the
material and operate the machine without interference to or from another employee
or machine.

A machine installed ona bench,t able, or stand will be designed or secured to prevent
unintentional movementort ipping.

The power source of any machine that is to be repaired, serviced, or set up, where
unexpected motion or an electrical or oth er energy source would cause injury, will be
locked out by each employee doing the work, except when motion is necessary
during setup, adjustment, or troubleshooting. Any residual pressure will be relieved
before and during the work. A machine connected by a cord and plug to an electric
power source will be considered in compliance if the plug is disconnected and tagged
and the disconn ection is within view of the operation.



Where 1 or more crews are working on the same machine with a single energy
source, 1 of the following provisions will be complied with:

A
A

A

Each employee will place his or her lock as prescribed above.

An autho rized employee of each crew will be responsible for placing the lock for
ascertaining th athis or herc rew is clear of the machine before rem oving the lock.
A supervisor will place a departmental lock for which he or she has the only key,
and he or she will ascertain that all crews are clear from the machine before
removing the lock.

The tagging referred to will be as prescribed in Part 22. Signals, Signs, Tags, and
Barricades, being R 4 08.42201 etseq. of the Michigan Adm inistr ative Code.

When unexpect ed motion would cause injury, provision will be made to prevent a
machine from automatically restarting upon restoration of power after a power
failure.

Blades of a fan which is located within 8 feet of a floor or working level and which
is used for ventilation or cooling of an employee, will be guarded with a firmly
affixed or secured guard. Any opening in the guard willhave not more than 1 of its
dimensions more than 1 inch, and the distance to the blade will be not less than
that prescribed in table 2.

An employee will not place his or her body beneath equipment such as a machine,
or materials, that is supported only by a jack, overhead hoist, chain fall, or any
oth er tem porary single supporting means, unless safety stands, blocks, or anoth er
support system that is capable of supporting the total imposed weight is used to
protect the employee if the temporary single supporting means f ails.

A Table 2 reads as follows:
MINIMUM DI STANCE FROM
SMALLEST DIMENSION IN GUARD (INCHES) GUARD TO BLADE
0 Up to and including 1/4 of an inch 1/2 of an inch
More than 1/4 of an inch up to and including 3/8 of an inch 1 1/2 inches
More than 3/8 of an inch up to and including 1/2 of an inch 2 1/2 inches
More than 1/2 of an inch up to and including 3/4 of an inch 4 inches
More than 3/4 of an inch up to and including 1 inch 6 times the smallest dimension
Rule 1289 Sanitation

All of the following provisions apply to potable water:

A

A

A supply of potable water will be available to employees in all places of
emp loyment.

A container used to distribute drinking water will be constructed of impervious
nontox ic materials, will be clearly marked as to its contents, and will not be used
for any other purpose. Containers will be serviced so that sanitary conditions are
mainta ined.

A portable container used to dispense drinking water will be closed and equipped
with atap.

Dipping water froma container or drinking from a common cup is prohibited.
Where single-service cups (cups to be used once) are supplied, a sanitary
container for the unused cups will be provided. A receptacle for disposing of used
cups will be provided and emptied as oft en as is necessary.

Both of the following provisions apply to non -potable water:

A

An outlet for non-potable water, such as water for industrial or fire fighting
purposes only, will be identified by signs that are in compliance with the
requiremen ts of construction safety standard, part 22. Signals, Signs, Tags, and
Barricades, to indicate clearly that the water is not to be used for drinking,
washing, or cooking purposes.




A There will be no connection between a system furnishing potable water and a
system fu rnishing non potable water.

Rule 12908 Toilets at Constr uction Sites
Toilets at const ruction sites will be provided for employees as fo llows:

A 1to 20 employeesi 1 toilet.

A 21 to 40 employeesi 2 toilets.

A 41 or more employees i 1 additional toilet for each additional 40 or less
emp loyees.

A jobsite that is not provided with a sanitary sewer will be provided with 1 of the
following to ilet facilities, u nless prohibited by local codes:

A A privy, if use of the privy will not cont aminate groundwater or surface water.
A A chemical toilet.

A A recirculating t oilet.

A A combustion to ilet.

The requirements of this rule for sanitation facilities will not apply to a mobile crew
that h as transportation readily available to nearby toilet facilities.

To assure sanitation, a toilet will be serviced and maintained on a regular basis.

A toilet will be supplied withto ilet paper.

Rule 13006 Washing Facilities

An employer will supply washing facilities for employees who are engaged in the
application of paint, coatings, herbicides, or insecticides or in other operations where
contaminants may be harmful to employees. The facilities will be in close proximity to
the worksite and will be equipped to enable employees to remove paint, coatings,
herbicides, insecticides, or other harmful contaminants.

Rule 1316 Food Handling

All employee food service facilities and operations will be in compliance with the
provisions of part 129 of the food service and sanitation requirements of Act No. 368 of
the Public Acts of 1978, as amended, being 8333.12901 et seq. of the Michigan
Compiled Laws. The food service and sanitation requirements are available from the
Michigan Department of Agriculture, 611 W. Ottawa St., P.O. Box 30017, Lansing,
Michigan 48909 , atno ch arge as of the time of adoption of thisrule.

Rule 1320 Medical Services and First Aid

An employer will ensure the availability of medical personnel for advice and
consu ltation on m atters of occ upational health.

Before beginning a project, provision will be made for prompt medical attention in
case of serious injury.

A person who has a valid certificate in first aid training will be present at the worksite
to render first aid. A certificate is valid if the requirements necessary to obtain the
certificate for first aid training meet or exceed the requirements of the United States
bureau of mines, the American red cross, the guidelines for basic first aid training
programs, or equivalent training.

Where a remote location or a single employee worksite exists, an employer will
provide a written plan that includes alternate metho ds of assuring available treatment
for employees at a remote location or single-employee worksite. The plan will be
communicated to all affected em ployees.

An employer will assure that there are first aid supplies at each jobsite and that the
supplies are readily accessible.

The contents of a first aid kit will be approved by a consulting physician. First aid kit
supplies will be sealed in individual packages, stored in a weath erproof cont ainer, and
checked by an employer or designated person before being sent out on each job and
at least weekly on eachjob to ensure that expended items are replaced.



An employer will provide proper equipment for the prompt transportation of an
injured person to a physician or hospital and a communication system for contacting
the necessary emergency service. The telephone numbers of a physician, hospital, or
emergency service will be conspicuously posted atthe jobsite.

Rule 1330 Illumi nation

A minimum illumination intensity of 10 foot-candles will be provided on a jobsite
where const ruction work is being perfo rmed.

A minimum illumination intensity of 5 foot-candles will be provided to areas on a
jobsite where work is not being imm ediately performed but where workers may pass
through.

A minimum illumination intensity of 50 foot-candles will be provided for first aid
stations and infirmaries.

For areas or operations not covered by subrules (1) to (3) of this rule, refer to the
American National Standard A11.1-1965, R 1970, Practice for Industrial Lighting, for
recomm ended v alues of illumination, which is adopted by reference in this rule.

Rule 13406 Temporary Sleeping Quarters

When tem porary sleeping quarters are provided, they will be heated, ventilated, and
lighted.

Key Points of the OSH Act

The United States Congress finds that personal injuries and illnesses arising out of work
situat ions impose a substantial burden wupon, and are a hindrance to, interstate
commerce in terms of lost production, wage loss, medical expenses, and disability
compensation paymen ts.

The United States Congress declares it to be its purpose and policy, through the exercise
of its powers to regulate commer ce and to provide for the general welfare, to assure so
far as possible every working man and woman in the Nation safe and healthful working
conditions and to preserve our hu man resources in the following manner:

By encouraging employers and employees in their efforts to reduce the number of
occupational safety and health hazards at their places of employment and to
stimu late employers and employees to institute new and to perfect existing programs
for providing safe and health ful wor king ¢ onditions.

By providing that employers and employees have separate but dependent
responsibilities and rights with respect to achieving safe and healthful working
conditions.

By autho rizing the Secretary of Labor to set mandatory occupational safety and
health standards applicable to businesses affecting interstate commerce.

By building upon advances already made through employer and employee initiative
for providing safe and healthful wor king co nditions.

By providing medical criteria which will assure insofar as practicable thatno employee
will suffer diminished health, functional capacity, or life expectancy as a result of his
work experience.

By providing for the development and promulgation (Enacting into Law) of
occu pational safety and health standards.

By providing an effective enforcement program which will include a prohibition
against giving advance notice of any inspection and sanctions for any individual
violating t his pro hibition.

By encouraging the States to assume the fullest responsibility for the administration
and enforcement of their occupational safety and health laws.

By providing for appropriate reporting procedures with respect to occupational safety
and health which procedures will help achieve the objectives of OSHA and accurately
describe the nature of the occupational safety and health problem.

By encouraging joint labor-management efforts to reduce injuries and disease arising
outof employment.



29 USC 654 1 Duties (The General Duty Clause)

A Each employer will furnish to each of his employees employment and a place of
employment which are free from recognized hazards that are causing or are likely
to c ause death or serious physical harm to his employees.

A Each employer will comply with occupational safety and health standards
promulgated under O SHA.

A Each employee will comply with occupational safety and health standards and all
rules, regulations, and orders issued pursuant to OSHA Act which are applicable to
his own actions and conduct.

NOT E:

From 29 USC 652 fiDefinitio n si® The term "occupational safety and health

standard" means a standard which requires conditions, or the adoption or use of one or
more practices, means, methods, operations, or processes, reasonably necessary or
appropriate to provide safe or healthful employme ntand places of employment.

Safety Program Procedures

1.

N o o~ DN

10.

11.

Post the General Safety Rules in a prominent location at each location as well as
your main facility.

Provide a c opy of the Safety Program for all wor kplaces.

Add map of facility and evacuationr oute tothe Emergency Response Program.
Postthe Request for Training in a conspicuous location.

Note Accident Investigation Forms are included.

Note OSHA Log 300 included.

Bloodborne Pathogen section is included (annual training needs to be done for
emp loyees).

CPR & First Aid section included (this information is general in nature; no
individual should ever exceed th eir level of first aid training).

Sample Material Safety Data Sheet included. Be sure to compile MSDSs for any
chemicals the Company uses and make available to all employees in the office and
at the workplace. Your Company is responsible for maintaining a current chemical
invento ry list.

Orientation Checklist - Initial Orientat ion must be conducted for all employees.
(English/ Spanish Orientat ion included). These forms are to be included and signed
by all new hires. (Make copies for employees to sign att he orientation me eting.)

Safety Meeting Minutes. After any Safety Training, have employees sign the
training roster, 3-hole puncht he form, and file it in the manual.
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Chapter 1

Company Policy Statementa nd Program Components

Accurate Painting Com pany
25140 Easy St.

Warren, Michigan 48089

The designated safety coordinator for Accu rate Painting Co mpany is:

Joe Badalamenti

Safety & Health Policy State ment

The safety and health of our employees is the first consideration in operating this
business. Without question, it is every employee& responsibility at all levels.

It is the intent of this Company to comply with all laws. To do this, we must const antly
be aware of conditions in all work areas that can produce injuries. No employee is
required to work at a job they know is not safe or healthful. Your cooperation in
detecting hazards and, in turn, controlling them, is a condition of your employm ent.
Inform your supervisor immediately of any situation beyond your ability or autho rity to
correct.

Preve ntion of occupationally-induced injuries and illnesses is of such conse quence that it
will be given precedence over operating productivity, whenever necessary. To the
greatest degree possible, management will provide all mechanical and physical activities
required for personal safety and health, in keeping with the highest st andards.

We will maintain an occupational accident prevention program conforming to the best
practices of organizations of this type. To be successful, such a program must emb ody
proper attitudes towards injury and illness prevention on the part of supervisors and
employees. It also requires cooperation in all safety and health matters, not only
between supervisor and employee, but also between each employee and their co-
workers.

Our objective is an accident prevention program that will reduce the number of injuries
and illnesses to an absolute minimum, not merely in keeping with, but surpassing, the
best experience of operations similar toou rs. Our goal is zero accidents and inju ries.

Our safety and health program includes:

A Providing mechanical and physical safeguards to the maximum extent p ossible.

A Conducting a program of safety and health inspections to find and eliminate unsafe
working conditions or practices, to control health hazards, and to fully comply with
MIOSHA safety and health standardsforeveryj ob.

A Training all employees in good safety and health practices.

A Providing necessary personal protective equipment, and instructions for proper use
and care.

A Developing and enforcing safety and health rules, and requiring that employees
cooperate with these rules as a condition of employme nt.

A Investigating, prom ptly and thoroughly, every accident to find out what caused it,
and correct the problem so it will not happen again.
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We recognize that the responsibilities for occupational safety and health are
shared:

This em ployer accepts responsibilit y for leadership of the accident prevention
program, for its effectiveness and improvement, and for providing the safeguards
requiredto ensure safe work con ditions.

Supervisors are responsib le for developing proper attitudes toward safety and health
in themselves and in those they supervise, and for ensuring that all operations are
performed with the utmost regard for the safety and health of all personnel involved,
including th emselves.

Employees are responsib le for wholehearted, genuine operations of all aspects of the
accident prevention program i including compliance with the rules and regulations i
and for continuous ly practicing s afety and health while performing their duties.

Accurate Painting Company will see that all employees are properly instructed and
supervised in the safe operation of any machinery, tools, equipment, process, or practice
which they are autho rized to use or apply while at work.

Production is never sourgent that we cannot take the time to do our work saf ely.

Program Goals

The primary goal of Accurate Painting Company is to continue operating a profitable
business while protecting employees from injuries or illness. This can be achieved by
delegating responsibility and account ability to all involved in this Company & operation.

Responsibility: Havingto answer for activities and results.

Account ability: The actions taken by management to insure the performance of
responsibilities.

To reach our goal of a safe workplace everyone needs to take responsibility and be held
account able.

Owner Name Signature Date
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Benefits of achieving our goals are:

A Minimizing of injuries and accidents. A Elimination of potential MIOSHA
A Minimizing the loss of property and fines.
equipm ent. A Reductions in Workers &ompensation
A Elimination of potential fatalities. costs.
A Elimination of potential permanent A Reductions in operating costs.
disabilities. A Having the best fiSafety and Healt h @

conditions possible in the wor kplace.
This Company is committed to building an effective accident p revention plan, putting it in
writing, and integrating it into the entire operation.

Manageme nt Commitm ent
The management of Accurate Painting Company is comm itted to the Company's safety
policy, and to provide direction and motivation by:

Appointing Safety Coordinator(s) and/or Safety Comm ittee Chairmen.

Establishing Co mpa ny safety goals and objectives.

Developing and implementing th is written Accident P reve ntion Program.

Ensuring tot al commitment to the Accident Prevention Program.

Facilitating em ployees 8afety training.

Establishing responsibilities for management and employeesto follow.

Ensuring that management and employees are held account able for performance of
th eir safety responsibilities.

Establishing and enforcing disciplinary procedures for employees.

Reviewing the Accident Prevention Program annually, and revising or updating as
needed.

Lab or & Management Accountability

All employees, both labor and management, need to understand their responsibilities
under MIOSHA rules and be held account able for complying with the rules as well as the
Company & re lated policies.

Remember, it is the employer 6 mesponsibility to provide a safe and healthful work
environment for their employees. However, holding everyone accountable for their part
in workplace safety and health is critical for a successful injury and illness prevention
plan.

Assignment of Responsibility

The Safety Coordinator (s)

It will be the duty of the Safety Coordinator to assist the Supervisor/Foreman and all
oth er levels of Management in the initiation, education, and execution of an effective
safety program including the following:

A Introducing the safety program ton ew employees.

A Following up on recommendations, suggestions, etc., made at the AWeekly osafety

meetings. All topics of s afety concerns must be documented accordingly.

Assisting the personnel in the execution of standard policies.

Conducting safety inspectionsona periodic basis.

Addressing all hazards or potential hazards as n eeded.

Preparing month ly accident reports and investigations.

Mainta ining adequate stock of first aid supplies and other safety equipment to

insure their imm ediate availability.

Making sure there is adequate number of qualified fiFirst Aid Certifiedo people on

the work site.

A Becoming thoroughly familiar with MIOSHA regulations and local and state safety
codes.

I D B> D
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A Defining the responsibilities for safety and health of all subordinates and holding
each person account able for their results through the formal appraisal system and
where necessary, disciplinary procedures.

A Emphasizing to employees that accidents create unnecessary personal and
financial losses.

Safety Committ ee and Safety Meeti ngs

The Committee will consist of representatives from management and non-management
employees with the scheduled person as the chairman. The committee is a forum,
created for the purpose of fostering safety and health through co mmunication.

The responsibilities of Safety Committee Members include:

Discussing safety policies and procedures with management and making
recomm endations for improvements.

Reviewing accident investigation reports on all accidentsand fi n @-anisses 0 .
Identifying unsafe conditions and work practices and making recommendations for
corrections.

NOT E: Refer tothe succeeding section for instructions on Safety Committee proto cols.

All employees of Accurate Painting Company will attend and participate in the fiWeekly 0
safety meetings. The safety meeting will be conducted by the designated Safety

Coordinator/ Supervisor/ Foreman. Problems that have arisen, or that are anticipated,

will be discussed along with any oth er safety and health topics. The meeting will be kept

a valuable educational experience by:

Starting and stopping according to sch edule.

Keeping the meetings moving.

Using illustrated material and demonstrations to make the point.
Discussing e ach to pic tho roughly, providing handouts if possible.

Evaluating accidents, injuries, property losses, and @ ear misses ofor trends and
similar causes to initiate corrective actions.

The designated Safety Coordinator/Supervisor/ Foreman must document all aspects of
any s afety and health tr aining.

Employee Involvement

Employees are required to work in compliance with the safety rules, report all accidents
and near misses, and report all unsafe conditions or unsafe practices. To demonst rate
this employer 6 sommitment to support the employees in these responsibilities, the
emp loyer will do the following:

Communication System:

Encourage employees to inform the employer about workplace hazards without fear
of reprisal.

Establish and maintain a centrally located fiSafety Bulletin Boardd where current,
relevant information m ay be easily reviewed by employees.

Schedule general employee meetings at which time safety is freely and openly
discussed by those present. These meetings will be regular, scheduled, and
announced to all employees and managers to achieve maximum attendance. The
purpose of these meetings is safety, and the concentration will be on:

Occupational accident and injury history at our work sites, with possible comparison
to oth er locations in the Company.

Feedback from the Safety Comm ittee.

Guest speakers concerned with workplace safety and health.

When possible, brief audio-visual materials th at relate to our business.

Conductt raining programs for communicating with emp loyees.
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Provide a safety suggestion box so that employees, anonym ously if desired, can
communicate their conce rns with m anagement.

Document all communication efforts to demonstrate that an effective communication
system is in place.

Hazard |dentifi cation & Contr ol

Periodic inspections and procedures for correction provide methods of identifying e xisting
or potential hazards in the workplace, and eliminating or controlling them. Hazard
control is essential to an effective accident prevention plan. We will be sure to look at
safe work practices and ensure that they are being followed, and that unsafe conditions
or procedures are identified and correct ed properly and promptly.

Employees are encouraged to report possible hazardous situations, knowing their reports
will be given prom pt and serious attention.

Workplace equipment and personal protective equipment will be maintained in good,
safe working c ondition.

Hazards, where possible, will be corrected as soon as they are identified. For those that
cannot be immediately corrected, a target date for correction will be set. The employer
will provide interim protection for workers while hazards are being corrected. A written
tracking system will be established to help monitor the progress of the hazard correction
process.

Accide nt/l ncide nt Inv estig ation

Employers and safety committees are required to investigate or assign responsibility for
investigating accidents. Accidents/ incidents will be investigated by trained individuals,
with the primary focus of understanding why the accident or incident occurred, and what
actions can be taken to preclude recurrence. The focus will be on solutions and never on
blame. They will be in writing, and adequate ly identify the causes of the accident or
near-miss occurrence.

Worker Training

Training is anoth er essential element of any accident prevention plan. MIOSHA rules
require each employertot rain workers for anyjob or taskth ey are assigned.

Our plan includes tr aining and instruction:

A For all employees whenthey are first hired.

A For all new em ployees for each s pecific task.

A For all employees given new job assignments for which training has not already
been rec eived.

A Whenever new substances, processes, procedures, or equipment are introduced
into the workplace and presentan ew hazard.

A Whenever new personal protective equipment or diffe rent work practices are used
on existing h azards.

A Whenever the employer is made aware of a new or previously unrecognized
hazard.

A For all supervisorsto ensure they are familiar with the safety and health hazards to
which employees underth eir imm ediate direction and control may be exposed.

An effective safety and health plan requires proper job performance by everyone in the
workplace.

As the employer, we must ensure that all employees are knowledgeable about the
materials and equipment with which they work, what known hazards are present, and
how they are controlled.
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Periodic Program Evaluati on

A periodic review is scheduled to look at each critical component in our accident
prevention program to determine what is working well and what changes, if any, are
needed. All employees are encouraged to participate by keeping the employer informed
of t heir concerns regarding the elements of this accident prevention program.

The success of this program is dependent upon two things: First, the employer must
provide a safe and healthful environment in which the employee has the opportunity to
work safe, and second, the employee must choose to work safe.

Supervisor/ Foreman

The Supervisors and/ or Foremen will esta blish an operating atmosphere that insures that
safety and health is managed in the same manner and with the same emphasis as
production, c ost, and quality contr ol. This will be accomp lished by:

Regularly emphasizing that accident and health hazard exposure prevention are not
only moral responsibilities, but also a c ondition of employment.

Identifying operational oversights th at cou Id contribute to accidents which o ften result
in injuries and property damage.

Participating in safety and health related activities, including routinely attending
safety meetings, reviews of the facility, and correcting employee behavior that can
result in accidents and injuries.

Spending time with each person hired explaining the safety policies and the hazards
of hiis/h er particular work.

Ensuring that initial orientation of " new hires" is properly carried out.

Making sure that if a A Cmpetent Pers o ni®required, that one is present to oversee,
and instruct employees when necessary.

Never short-cutt ing s afety for e xpediency, or allowing workersto do so.

Enforcing safety rules consistently, and following Company& discipline and
enforcement p rocedures.

Conducting daily job-site inspections and correcting noted safety violations.

Employees

It is the duty of each and every employee to know the safety rules, and conduct h is wor k
in compliance with these rules. Disregard of the safety and health rules will be grounds
for disciplinary action up to and including termination. It is also 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 any COMPANY
Accident Prevention Program. Employee responsibilities include the following:

A Reading, understanding and following s afety and health rules and procedures.

A Signing the Code of Safe Practices and any oth er policy ackno wledgeme nts.

A Wearing Personal Protective Equipment (PPE) at all times when working in areas

where there is a possible danger of injury.

Wearing su itable wor k cloth es as determined by the supervisor/f oreman.

Performing all tasks safely as directed by th eir su pervisor/ foreman.

Reporting ALL injuries, no matter how slight, to their supervisor/foreman

immediate ly and seeking treatment p romptly.

Knowing the location of first aid, firefighting equipment, and safety devices.

Attending any and all required s afety and health me etings.

Not performing pote ntially hazardous tasks, or using any hazardous material unt il

properly trained, and following all safety procedures for those tasks.

A STOPPING AND ASKING QUESTIONS IF EVER IN DOUBT ABOUT THE SAFETY OF
ANY OPERATION

>

D >
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Chapter 2

Safety Comm ittee Policy Stat eme nt

Policy Statement
Accurate Painting Company Safety Committee mem bers are:
Joe Badalamenti and Joe Badalamenti.
The Safety Committee will meeta minimum of 4 times per year.

| nt rod uction

Accurate Painting Company is committed to accident prevention in order to protect the
safety and health of all our employees. Injury and illness losses due to hazards are
needless, costly and preventable. To prevent these losses, a joint management/ worker
safety committee will be established. Employee involve ment in accident prevention and
support of safety committee members and activities is necessary to ensure a safe and
healthful workplace for all employees.

Purpose

The purpose of our safety committee is to bring workers and management together in a
non-adversarial, cooperative effort to promote safety and health in the workplace. The
safety committ ee will assist management and make recomm endations for change.

Organization

There will be, in most cases, an equal number of employee and employer
representatives. However, there may be more employee representatives than employer
representatives if both groups agree. Employee representat ives will be volunteers or
elected by their peers. If no employees volunteer or are elected, they may be appointed
by management. Employer representatives will be appointed. Safety committee
members will serve a continuous term of at least one year. Committee membership
terms will be staggered so that at least one experienced member is always on the
committee.

Exte nt of Authority

It must be clearly understood that the safety committee advises management on issues
that will promote safety and health in the workplace. Written recomm endations are
expected from the safety committee and they will be submitted to management. In turn,
management will give serious consideration to the recomm endations submitted and will
respond in writing to the committee within a reasonable time.

Fun ctio ns
Committee meetings and employee Evaluation of management comm itment
involvement. to wor kplace safety and health.
Hazard assessment and control. Evaluation of accident and incident
investigation p rogram.
Safety and health planning. Safety and health training.

Evaluation of account ability system.
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Recommendatio ns
All recommendations su bmittedto management must be written and should:

Be clear and concise.

Provide reasons f or implementat ion.

Give recommended o ptions.
Procedures

The committee® plan of action requires procedures by which the committee may
successfully fulfill its role. Procedures developed should include but not be limitedto:

Show implementat ion costs and
recomm end ed completion dates.
List benefitsto be gained.

A Meeting date, time, and location (Safety Committee Meeting Agenda).
A Election of chairperson and secretary.

A Order of business.

A Records (Safety Committee Meeting Minutes).

Duties of each member must include, butnot be limited to:

Reporting un safe conditions and Observing how safety and health is
practices. enforced in the workplace.

Attending all safety and health Completing assignments given to them
meetings. by the chairperson.

Reviewing all accidents and near- Acting as a work area representative in
misses. matt ers of h ealth and safety.

Recommending ideas for improving Others as determined by COMPANY

safety and health.
Working in as afe and healthful manner.
The Safety Coordinator( s) and/o r Safety Committ ee Members
Accurate Painting Company has designated: Joe Badalamenti as the Company

Safety Coordinator, with Company Safety Committee Members being: Joe Badalamenti
and Joe Badalamenti

safety and health needs.

Safety Coordinator Joe Badalamenti

Safety Coordinator

Safety Coordinator

Safety Comm ittee Chalir

Safety Comm ittee Vice-chairman

Safety Comm ittee Alternate Chair/Vice-chair

Their cell phone and office phone numbers are:

Safety Person® Name Office Phone # Cell Phone #

It will be the duty of the Safety Coordinator to assist the Supervisor/Foreman and all
other levels of Management in the initiation, education, and execution of an effective
safety program.
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Safety Committ ee Operati ons

The purpose of a safety committee is to bring workers and managers together to achieve
and maintain a safe, healthful workplace. Effective safety comm ittees find solutions to
problems that cause workplace accidents, illnesses, and injuries. And fewer accidents,
injuries, and illnesses mean lower Workersé Compensation claims costs and insurance
rates.

Understand a Safety Commit teed sSeven Essential Activities

To create an effective safety committee, it must be built on a foun dation of management
commitment and must be account able for achieving its goals. The committee must do
the following:

A Involve employees in achievingt he A Keep accurate records of co mmittee
committee® goals. activities.

A 1dentify wor kplace hazards. A Evaluate its strengths and

A Review reports of accidents and near weakn esses.
misses.

1. Commitment

The committee will not survive without management support. Management
demonstrates support by encouraging employees to get involved in achieving a safe,
healthful workplace and by acting onthe committee® reco mmendations.

Representatives demonstrate commitment by attending committee meetings, following
through on their assignhed tasks, and encouraging other employees to get involved in
identifying hazards.

2. Accountability

Representatives should understand that the committee expects them to contribute; each
representative shares responsibility for accomplishing safety committee goals, which
benefit everyone who works for the COMPANY.

The safety committee is also responsible for monitoring how management holds
employees account able for working safely and for recomm ending ways to strengthen
account ability.

3. Employee Involvement

To become effective, a safety committee needs help from everyone in The COMPANY.
The safety committee must have a method for employees to report hazards and to offer
safety suggestions.

Ways the safety committee can encourage em ployeesto get involved:

Encourage employees to report hazards and unsafe work practices to a safety-
committee representative.

Act on employee suggestions and recognize their cont ributionstoas afer workplace.
Promote the committe e activities and accomplishments.

Make sure employees know that you are starting a safety committee. Tell them why
you are starting the committee, describe its role in the Company& accident
prevention program, and explain management® commitment to the committee.

You can inform employees in a memo or a newsletter, by e-mail, or i better yet i
meet withthemto promote the committee and to answer questions.

© Saly SvEss Gy




4. Hazard Identification

Ensure that representat ives know how to recognize hazards and understand basic
principles for controlling them.

Focus on identifying hazards and unsafe work practices that are likely to cause
serious injuries.

Conduct tho rough workplace inspections at least quarterly.

Document hazards during quarterly inspections and discuss how to control them at
regular safety-comm ittee meetings.

Include employer and employee representatives onthe inspectionteam.

5. Accident Investigation

The committee must have a procedure for investigating all workplace accidents, illness,
and deaths. It is not necessary for the committee to conduct accident investigations or
to participate in investigations; however, the committee should ensure that management
does so. The committee should also carefully review accident reports to help
management identify accident causes and determine how to c ontrol them.

6. Recordk eeping
The following documents a re required for the safety committ ee® file:

A Accurate minut es of each safety committee me eting

A Committee reports, evaluations, and recommend ations
A Management& response to c ommittee recommendations
A Employee safety suggestions and hazard concerns

7. Evaluation

An effe ctive safety comm ittee periodically evaluates their st rengths and weakn esses, and
the evaluation helpsth emset new goals.

At least once a year, schedule a safety-comm ittee meeting to accomplish the following:
identify the committee® achievements over the past 12 months, review essential
activities, and set g oals for the next 12 months.

Start With Your Primary Place of Employment

When you are starting a safety committee, you should do so at your Company& primary
place of employment - the workplace where management controls the budget and can
actonthe safety committee® recomm endations.

Do you have mobile or satellite sites?

If you have workplaces that are not primary places of employment i construction sites
or field offices, for example i you can have one centr al safety comm ittee at your primary
place of employment that represents all of the oth er workplaces.
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Determine How Many Representatives will Serve on the Commit tee

The minimum number of representatives on your safety committee needs to be effective
depends onthe number of employees in your Company, for example:

Num ber of Employees Num ber of Representatives
Up to 20 At least 2
More than 20 At least 4

Your safety committee can have more thanthe minimum nu mber of representatives.
Determine Who Will Serve on the Committee

Your safety committee should have an equal number of employee and employer
representatives and must have a chairperson elected by the representatives.

Other matters to consid er about who will serve on the committ ee:

Employee representatives can volunteer to serve on the committee or their peers can
elect them. If your collective bargaining agreement has procedures for selecting
representatives, fo llow those procedures.

Employer representatives represent the employer. You can have more employee
representatives on the committee than employer representat ives if no one objects i but
not a majority of employer representat ives. You can choose any employee to serve as
an employer representative.

Representatives §obs should reflect the Company & major job classifications.
Representatives must be paid their regular wag es for safety committee meetings and
safety-related training sessions.

Each representat ive musts erve at leastone year onthe committee.

How to Determine Who Does What on the Commit tee

Your safety committee must have a chairperson and a recorder i someone to take
minut es at each meeting. The committee does not have to have a vice-chair; however,
someone should be available to prepare an agenda and conduct committee business in
the chair dabsence. The following table summarizes the duties of the chairperson, vice-
chair, recorder, and oth er committ ee representat ives.

Repre sent ati ves6Duties and Responsibili ties
Chairperson

A Schedules month ly meetings A Conducts monthly meetings
A Develops agendas for meetings
Vice-chair
A Assumes chaird sduties when the A Performs other duties assigned by
chair is absent the chair

A Coordinates  training for new
representatives

Record er
A Takes minutes at each meeting A Maintains the safety -committee file
A Distributes copies of minutes to A Keeps minutes and agendas on file
representatives for three years
A Posts minutes for oth er emp loyees to
review
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Other Committ ee Representatives

Report emp loyees &afety and health concernstothe committee

Report accidents, near miss incidents, and unsafe workplace conditions to the
committee

Suggest itemsto include in the month ly meeting agenda

Encourage other employees to report workplace hazards and suggest how to control
them

Establish procedures for conducting quarterly workplace inspections and for making
recomm endations to m anagement to eliminate or cont rol hazards

Help management evaluate the Company®& accident prevention program and
recomm ends how to improve it

Establish procedures for investigating the causes of accidents and near-miss incidents

Set Practical Goals for the Committ ee
Pur pose and goals: put them in writin g

The purpose of your safety committee is to bring workers and managers together to
achieve and maintain a safe, healthful workplace. But you will need to narrow the focus,
set g oals, and specify whatthe committee will do.

Train the Repre sentatives
What represent atives need to know:

Representatives must understand the purpose of the safety committee, how to apply
MIOSHA® safety rules, and how to conduct safety-committee meetings. They must also
have training in hazard identification and the principles of accident investigation.

Representatives should know whom to contact for information or for help on workplace
safety-and-health matters. Two sources are your workersé compensation insurance
carrier and MIOSHA.

Who can do the training? You can do the training if you are confident you can
accomplish the objectives, or you can choose someone who has training experience and
understands the objectives.

Hold Regular Meeti ngs
Require Participation

Each representative must help the committee accomplish its goals. Make sure
representatives understand that they will be committing to attending monthly meetings
and to participating in committ ee activities.

Set a Repeating Meeting Schedule

Your committee should meet at least once a month. Setting a regular time, date, and
place for meetings - for example, 10 a.m.-noon, the first Tuesday of each month -
makes it easier for everyone to remember.

Est abli sh Ground Rules

Ground rules keep meetings orderly and efficient. All representatives should understand
them and the chairperson should enforce them. Important ground rules:

A Keepthe discussion focused on A Cooperate to achieve effective
agenda topics. solutions.
A Listen to oth ers and let them finish A Finish the meeting on time.

before responding.
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Follow a Written Agenda

The agenda outlines the meeting6 sliscussion topics. The chairperson should understand
the agenda topics and keep the discussion focused on them. Send copies of the agenda
to representat ives a few days before the meeting so th ey can review it.

Take Accur ate Minutes

Accurate meeting minutes are important because they document the committee®
accomplishme nts. The representative who h as this responsibility should be able to grasp
the main points of a discussion and record them quickly.

Meeting minutes should include the following:

A A brief summary of the discussion of each topic
A A copyof committee reports, evaluations, and recomme ndations
A A copy of manageme nt® res ponse to c ommittee recommendations

Remember to send a copy of the minutes to each representative promptly after the
meeting and to post a copy where other employees can see it. If your Company has
field offices, send a copy to each field office. Keep a copy of each meeting® minutes on
file forth ree years.

Conducting the Meeti ng

Effective meetings starton time. Make sure the meeting room is ready; allow extra time
if you need to set up tables, rearrange chairs, or clean up after others have met. Before
getting downto business, startthe meeting onthe rightt rack by doing the following:

Distribute the agenda. Make sure everyone has a copy of the agenda and any other
handouts.

Review the ground rules. You may not need to review the ground rules at every
meeting, but cons ider doing so orthe benefit of guests and new representatives.
Make introductions. No one likes to feel left out at a meeting. Welcome new
representatives and guests.

Review the minutes from the last meeting. Request additions or corrections to last
month & minutes. Update the minutesto reflect the changes.

Review the agenda topics. Give representatives and guests the opportunity to
suggest ch anges or to add discussion to pics to the agenda.

Unless the representatives agree to continue the meeting, end it at the scheduled time.
You can discuss unfinished items during the next meeting or later with concerned
representatives. Before you finish, thank guests for coming and schedule the next
meeting.

How to Do It

How to accomplish four important activities that helps you take care of safety committee
busine ss.

1. How to Write Bylaws

2. How to Prepare an Agenda

3. How to Rec ord Minutes

4. How to ldentify Workplace Hazards
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How to Write Bylaws

Bylaws state the committee® purpose, define its essential activities, and describe how it
conducts its regular business. Your safety comm ittee does not have to have bylaws, but
they can give the committee stability as new representatives come on board and oth ers

leave.

Bylaws can be as simple or as complex as you want to make them. They are usually
organized in sections; each section defines a specific committee function, as in the

following examp le:

What To Include In Your Safety Committ ee Bylaws

Function

Information to Include

Name, Pur pose,
Goal, Objectives

State committee® purpose, its goals, and its objectives. Make them
clear and keepth em brief.

Membership

State how many representat ives will serve on the committee.
Describe how the representatives are selected to serve on the
committee.

State how long representatives will serve onthe committ ee.

Officers and
Representatives:
Duties and
Responsibilities

Describe duties and responsibilities of each:

The chair - The vice-chair
The recorder - The other representatives

State whatthe representatives need to know to fu Ifill their

Involvement

Training responsibilities and describe how they will receive theirtraining.
Define the following:

The schedule for regular committ ee meetings.

Meetings Who must_ attend the meetings. o
The requirements for preparing and distributing the agenda and
the minutes.
The procedures for voting on comm ittee decisions.
State how the committee will involve employees in achieving a
safe, h ealthful wor kplace.

Employee Describe how employees should report hazards and unsafe

practices to the committee.
Describe how employees can submit ideas for controlling or
eliminating h azards.

Accident
I nvesti gation

State the committee® role in investigating near-misses and
accidents.

Describe how representat ives will review accidents and near-
miss incidents.

Describe how the committee will report recomm endations for
controlling h azards.

Work place
Inspections

State how the committee will conduct regular workplace
inspections.

Include the schedule for quarterly workplace inspections.

Identify who will conductthe inspections.

Describe how the committee will report hazard-control
recomm endations to m anagemen t.

Evaluation

State how the committee will evaluate the accident prevention
program and assess its a ctivities.
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Safety Committ ee Bylaws: An Example

Altho ugh your safety committee does not have to have Bylaws, they can give the committee stability by
stating, in writing, how the committee conducts its business. Bylaws can be as simple or complex as you
want to make them. This example shows the bylaws of the imaginary XYZ Construc tion Company&
safety comm ittee.

Name
The name of the comm ittee is the XYZ Safety Comm ittee.
Purpose

The purpose of the XYZ Safety Comm ittee is to bring all XYZ Construction Company employees together to
achieve and main tain a safe, healthful workplace.

Goal

The goal of the XYZ Safety Comm ittee is to eliminate wor kplace injuries and illnesses by involving employees
and managers in identifying hazards and suggesting how to prevent them.

Objectives

The XYZ Safety Comm ittee has four objectives:
Involve employees in achieving a safe, healthful workplace.
Promptly review all safety-related incidents, injuries, accidents, illnesses, and deaths.
Conduct quarterly workplace inspections, identify hazards, and recommend methods for
eliminating or controlling the hazards.
Annually evaluate the XYZ Construction Company®& accident prevention program and
recommend to management how to improve the program.

Representatives

The XYZ Safety Committee will have ten voting representatives. Five of the representatives will represent
employees and five will represent management. Employee representatives can volunteer or their peers can
elect them. Management representatives will be selected by management.

Each representative will serve a continuous term of at least one year. Terms will be staggered so that at
least one experienced representative always serves on the committee.

Chair and Vice-chair

The XYZ Safety Committee will have two officers: chair and vice-chair. One officer will represent labor and
one officer will represent management.

Ter ms of Service

Chair and vice-chair will each serve a one-year term.
Duti es of the Chair

The duties of the chair:

Schedule regular comm ittee meetings.

Approve committee correspondence and reports.
Develop written agenda for conducting meeting.
Supervise the preparation of meeting minutes.
Conduct the committ ee me eting.

Duti es of the Vice-chair
The duties of the vice-chair:

In the absence of the chair, assume the duties of the chair.
Perform other duties as directed by the chair.

Ele ction of Chair and Vice-chair

The election of a new chair or vice-chair will be held during the monthly committee meeting before the
mon th in which the incumben t desm expires.

If the chair or vice-chair leaves office before the term expires, an election will be held during the next
scheduled safety-committee meeting; the elected officer will serve for the remainder of the term.

Training

New representatives will receive training in safety-comm ittee functi ons, hazard identification, and accident-
investigation procedures.

Meetings

Month ly schedule 8 The XYZ Safety Committee will meet the third Tuesday of each mont h, except when the
committee conducts quarterly workplace safety inspection s.
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Attendance and Alterna tes

Each representat ive will attend regularly scheduled safety committee meetings and participate in quarterly
wor kplace inspections and other comm ittee activities. Any representative unable to attend a meeting will
appoint an alternate and inform the chair before the meeting. An alternate attending a meeting on behalf of
a regular representative will be a voting representative for that meeting.

Agenda
The agenda will prescribe the order in which the XYZ Safety Comm ittee conducts its business.
The agenda will also include the following when applicable:

A review of new safety and health concerns

A status report of employee safety and health concerns under review

A review of all workplace near misses, accidents, illness, or deaths occurring since the last comm ittee
meeting.

Minu tes

Minutes will be recorded at each committee meeting and distributed via e-mail to all XYZ Construction
Company employees.

The committee will submit a copy of the minutes to the XYZ Construction Company personnel office; the
office will retain the copy for three years. All reports, evaluations, and recommendations of the comm ittee
will be included in the minutes. The minutes will also identify representatives who attended monthly
meeting, and representati ves who were absent.

Voting Quorum

Six voting representatives constitute a quorum. A majority vote of attending representatives is required to
approve all safety-committee decisions. Issues not resolved by majority vote will be forwarded to
management for resolut ion.

Employee Involvem ent

The XYZ Safety Committee will encourage employees to identify workplace-health -and-safety hazards.
Concerns raised by employees will be presented to the committee in writing; the comm ittee will review new
concerns at the next regularly-scheduled month ly meeting.

Safety Log

The committee will maintain a log of all employee concerns, including the date received, recommendations
to management, and the date the concern was resolved.

Response

The committee will respond to employee concerns in writing and work with management to resolve them.
The committee will present written recommendations for resolving concerns to management. Within 60
days of receipt of the written recommendations, management will respond in writing to the comm ittee
indicating acceptance, rejection, or modification of the recommendations.

Incident and Accident Investigation

The XYZ Safety Committee will review new safety- or health-related incidents at its next regularly-scheduled
meeting. Safety-related incidents include work-related near misses, injuries, illnesses, and deaths. When
necessary, the committee will provide written recommendations to management for eliminating or
contro lling hazards.

Wo rkplace Inspections

The XYz Safety Committee will conduct quarterly workplace inspections of all Company facilities in March,
June, September, and December.

Written Report

The committee will prepare a written report for management that documents the location of all health or
safety hazards found during inspection. The report will recommend options for eliminating or controlling the
hazards.

Within 60 days of receipt of the written report, management will respond in writing to the comm ittee,
indicating acceptance, rejection, or proposed modification of the recommendations.

Evalu ation

The XYZ Safety Comm ittee will evaluate the Company& accident prevention program annually and provide a
written evaluation of the program to management. The committee will also evaluate its own activities each
December and use the evaluation to develop an action plan for the next calendar year.

NOT E: In the AAttachments dChapter of this Accident Prevention Program you will find a
master copy of the following fo rms for Company us e:

A Safety Comm ittee By-Laws
A Safety Comm ittee Checklist
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How to Prepare an Agenda
The Purpose of the Agenda

The agenda, usually prepared by the safety-committee chairperson, is an outline of
topics the representatives will discuss during a monthly meeting. The agenda helps
structure the meeting and reminds representatives of their responsibilities T for
example, special reports or oth er assigned tasks.

Preparing the Agenda

Most meetings shou Id follow an agendath at includes the following to pics:
- Introductions of new representat ives and guests.
Review of last meeting® minutes for addition or corrections.
Old business 1 discussion of items notcov ered or resolved during the last meeting.
New business i discussion of new itemsthe committee needsto address or resolve.
Employee suggestions i review and discussion of suggestions.
Recommendations to management i1 review and discussion of recommendations to
eliminate or control a hazard or to improve the Company®& accident prevention
program.
Next meeting T date, location, and time in preparing the agenda, ask committee
representatives if they have items to include under new business, employee
suggestions, or recomm endations to management. Keep the agenda as brief as
possible.

Distr ibuting the Agenda

Give committee representatives and oth er employees a chance to review the agenda
three to five days before the meeting.

Send copies oft he agenda to c ommittee representatives and management.

Postt he agenda where other employees can read it.

Using the Agenda

After representatives, management, and other employees have had a chance to
comment on the agenda, prepare the final version and make enough copies for everyone
attending.

Use the agenda to guide the meeting. If you cannot cover every topic during the
meeting, schedule them for the next meeting under old business.

NOT E: In the fAttachments dChapter of this Accident Prevention Program you will find a
master copy of the following fo rms for Company us e:

A Safety Comm ittee Meeting Agenda
How to Take Minutes

Why Minutes are Important

Minutes are the official record of the safety committee® activities, including
recomm endations to management and accomplishmen ts. The content should be
concise, clear, and well-organized.

NOT E: In the AAttachments dChapter of this Accident Prevention Program you will find a
master copy of the following fo rms for Company us e:

A Safety Comm ittee Meeting Minut es
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Who is Responsible for Minutes

Your committee should have a recorder who takes minutes at each meeting and, after
the meeting, does the following:

Distributes the minutes to representatives and management.

Posts the minutes where oth er em ployees can read them.

Keeps a copy of the minutes on file for three years.

Ensures that all employees have the opportunity to respond tothe minutes.

What to Include in the Minutes

Organize the minutes so that they follow the meeting agenda. Information to include in
the minutes:

Date, time, and place of the meeting.

Names of attending representat ives, guests, and representatives unable to att end.
A summ ary of each agenda item discussed.

Employee suggestions and reports of hazards.

The committee® recommendations to m anagement.

Management® response to c ommittee recommendations.

After the meeting, review and edit the minutes. Type a clean copy and post it where
employees are likely to see it, or distribute itto all employees.

Send a copy of the minutes to employees at m obile worksites or field offices.

Keep the minutes for at least three years. You can file them in a notebook or a
computer.

How to ldentify Workplace Hazards
What to Do and How to Do It

Effective safety committees prove their worth by helping management keep workplace
hazards under control. But you cannot con trol hazards unt il you identify them.

A Get training on how to identify workplace hazards.

A Conduct quarterly wor kplace inspections.

A Discuss the hazards at month ly safety-committee meetings, document them in the
minut es, and reportth emto management.

Getting Trained

Work with a mentor. A safety-and-health specialist from your insurance carrier, for
example, will attend a safety committee meeting, answer questions, and help
representatives learn how to identify hazards.

Know the rules. Know what safety and health rules apply to your workplace. The rules
can inform you about h azards and help you determine how to cont rol them.

Conducting Quarterly Work place Inspections

Successful inspections involve walking, talking, listening, and writing:

Walk around the workplace. Look for hazards and unsafe work practices that are
likely to cause serious injuries. Focus on hazards rather than rule violations.

Talk to employees. Ask them about hazards and unsafe conditions; be concern ed
and listen carefully.

Take notes. What is the hazard? Where is the hazard? How could the hazard cause
an accidentand what cou Id be the result? Who cou Id be affected byt he hazard?
Report your findings. Organize your notes and summarize the important inform ation
in a reporttot he safety committee.
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Getting Other Employees Involved

Concerned employees help the committee learn about workplace hazards and unsafe
practices. Encourage themto report hazards and suggest how to con trol them.

Disc ussing Hazards at Safety Committee Meetings

The safety committee receives information about workplace hazards from quarterly
inspections, from concerned employees, and from management. But the committee also
needs to discuss how that information will lead to a safer, healthier workplace and the
discussion should t ake place during a safety -committee meeting.

Reporting Hazards to Management

By reporting a hazard to manageme nt and recommending how to control or eliminate it,
the committee ackno wledges the hazard threatens a workerd safety.

A Safety Committee Evaluation Checklist

After you get your safety committee started, use the following checklist to determine if it
is necessary to do any fine-tuningto make it more effe ctive.

NOT E: In the AAttachmentso Chapter of this Accident Prevention Program you will find a
master copy of the following forms for Company us e:

A Safety Committee By-Laws
A Safety Comm ittee Checklist
A Safety Comm ittee Meeting Agenda
A Safety Committee Meeting Minutes
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Note s:
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Chapter 3

General Safety Rules & Code of Safe Practices

Joe Badalamenti is responsible for the implementation and enforcement of the following
safety rules. Disciplinary procedures will be enforced.
Employee Safety Training & Discipli nary Procedures

MIOSHA requires that employees be trained in the safe methods of performing their job.
Accurate Painting Company is committed to instructing all employees in safe and
healthful work practices. Awareness of potential hazards, as well as knowledge of how
to control them, is critical to maintaining a safe and healthful work environment and
preventing injuries. To achieve this goal, we will provide training to each employee on
general safety issues and safety procedures specifictot hat employee's work assignment.

Every new employee will be given instruction by their foreman in the general safety
requiremen ts of their job.

A copy of our Code of Safe Practices will also be providedto each employee.
Tailgate or toolbox s afety training will be conducted at least every 10 working days.
All training will be documented onthe forms provided.

Managers, supervisors, and foremen will be trained at least twice per year on various
accident prevention to pics.

Training provi des the following benefits:

Makes employees aware of job hazards - Encourages safety suggestions
Teaches employees to perform jobs - Creates interest in the safety program
safely - Fulfills MIOSHA requirements

Promotes two way co mmun ication
Employee training will be provided at the following times:

All new employees will receive a safety orientationt heir first dayont he job.

All new employees will be given a copy of the Code of Safe Practices and required to
read and sign for it.

All field employees will receive training at tailgate or toolbox safety meetings held at
the jobsite.

All employees given a new job assignment for which training has not been previously
provided will be trained before beginning the new assignment.

Whenever new substances, processes, procedures, or equipment that represent a
new h azard are intr oduced into the workplace.

Whenever the Company is made aware of a new or previously unrecognized
workplace hazard.

Whenever management be lieves that additional training is necessary.

After all serious accidents.

When employees are not following s afe work rules or procedures.
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Training topics will include, but not be limited to:

Employee® safety responsibilities A Emer gency procedures
General safety rules A safe lifting and material handling
Code of Safe Practices practices

Safe job procedures A Use of boom and scissor lifts
Use of hazardous materials A Use of fall-protection

Use of equipment A Contents of saf ety program
Documentation of Training

oD B D B

All emp loyee safety training will be documented on one of the followingth ree forms:

New Employee Safety Orientation

Specialized, formal employee training plans (confined spaces, fall protection,
lockout/t agout, first aid, etc.)

Tailgate/Too Ibox Safety Meeting Report

The following informal training methods will be used. Actual demonstrations of the
proper way to performa task will be used in most c ases, for e xample:

A Tell themhow to dothe job safely

A Show them how to do the job safely

A Have themtell youhow to dothe job safely

A Have them sh ow you h ow to do the job safely

A Follow up to ensure they are still performing the job safely

Safety Communication

Employee safety communication procedures are designed to develop and maintain
emp loyee involvement and interest in the Accident Prevention Program. These activities
will also ensure effective communication between management and employees on safety
related issues th at is of prime importance to The Company.

The following are some of the safety communication metho ds th at may be used:

Tailgate/ Toolbox safety training with employees that encourage participation and
open, t wo-way comm unication.

New employee safety orientation and provision of the Code of Safe Practices.
Provision and maintenance of employee bulletin boards discussing safety issues,
accidents, and general safety suggestions.

Written communications from management or the Safety Coordinator, including
memos, postings, payroll stuffers, and newsletters.

Anonymous s afety suggestion program.

Employees will be kept advised of highlights and changes relating to the safety program.
The Foremen will relay changes and improvements regarding the safety program to
employees, as appropriate. Employees will be involved in future developments and
safety activities, by requesting th eir opinions and comm ents, as necessary.

All employee-initiated safety related suggestions will be properly answered, either
verbally or in writing, by the appropriate level of management. Unresolved issues will be
relayed to Joe Badalamenti , The Safety Coordinator.

All employees are encouraged to bring any safety concerns they may have to the
attention of management. Accurate Painting Company will not discriminate against any
emp loyee for raising safety issues or conce rns.
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The Company also has a system of anony mous notification where by employees who wish
to inform the Company of workplace hazards without identifying themselves may do so
by phoning or sending written notification.

Enfor ceme nt of Safety Policies

The compliance of all employees with The Company® Accident Prevention Program is
mandatory and will be considered a condition of employme nt.

The following programs will be utilized to ensure employee compliance with the safety
program and all safety rules:

A Training programs A Optional safety incentive programs
A Retraining A Disciplinary action
Training Programs

The impor tance of safe work practices and the consequences of failing to abide by safety
rules will be covered in the New Employee Safety Orientation and at Tailgate/Toolbox
Safety meetings. This will help ensure that all employees understand and abide by The
Company's safety policies.

Retraining

Employees that are observed performing unsafe acts or not following proper procedures
or rules will be retrained by their foreman or supervisor. A Safety Contact Report may
be completed by the supervisor to document the training. If multiple employees are
involved, additional safety meetings will be held.

Safety Incentive Programs

Althou gh strict adherence to safety policies and procedures is required of all employees,
the Company may choose to periodically provide recognition of safety-conscious
emp loyees and jobsite s without accidentsthrough a safety incentive program.

Discipli nary Action

The failure of an employee to adhere to safety policies and procedures established by
The Company can have a serious impact on everyone concerned. An unsafe act can
threaten not only the health and well being of the employee committing the unsafe act
but can also affect the safety of his/h er coworkers and/or custo mers. Accordingly, any
employee who v iolates any oft he Company's safety policies will be subject to disciplinary
action.

Note: Failure to promptly report any on-the-job accident or injury, on the same day as
occurrence, is considered a serious violation of The Company's Code of Safe Practices.
Any employee who fails to immediately report a work-related accident or injury, no
matter how minor will be subjectto disciplinary action.

Employees will be disciplined for infractions of safety rules and unsafe work practices
that are observed, not just those that result in an injury. Often, when an injury occurs,
the accident investigation will reveal that the injury was caused because the employee
violated an established safety rule and/or safe work practice(s).

In any disciplinary action, the forem an should be cautious that discipline is given to the
employee for safety violations, and not simply because the employee was injured on the
job or filed a Workers €ompensation claim.

Violations of safety rules and the Code of Safe Practices are to be considered equal to
violations of other Company policy. Discipline for safety violations will be administered
in a manner that is consistent with The Company & system of progressive discipline. If,
after training, violations occu r, disciplinary action will be taken as fo llows:
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A Oral warning. Document it, including date and facts on the fSafety Warning
Report oform. Add any pertinent witness statemen ts. Restate the policy and
correct practice(s).

A Written warning. Retrain as to c orrect procedure/practice.

A Written warning with suspens ion.

A Termination

As in all disciplinary actions, each situation is to be carefully evaluated and investigated.
The particular step taken in the disciplinary process will depend on the severity of the
violation, employee history, and regard to safety. Foremen and supervisors should
consu It with the office if there is any question about whether or not disciplinary action is
justified. Employees may be terminated immediately for willful or extremely serious
violations. Union employees are entitled to the grievance process specified by their
cont ract.

Note: Consistency in the enforcement of safety rules will be exercised at all times.

NOT E: In the fAttachments dChapter of this Accident Prevention Program you will find a
master copy of the following fo rms for Company us e:

A Disciplinary Safety Warning
A Code of Safe Practices Receipt
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GENERAL SAFETY RULES

Accurate Painting Company emp loyees will follow these safe practice rules, render every
possible aid to safe operations, and report all unsafe conditions or practices to their
supervisor.

Failure to abide by the Code of Safe Practices may result in disciplinary action up to and
including t ermination.

Supervisors will insistt hat employees observe and obey every rule, regulation, and order
necessary to the safe conduct of the work, and will take such action necessary to obtain
compliance.

If you are unsure of the safe method to do your job, STOP and ask your supervisor.
Ignorance is no excuse for a safety violation.

All employees will be given frequent accident prevention instructions. Instructions,
practice drills and articles conce rning workplace safety and health will be given at least
once every __working days.

No one will knowingly be permitted to work while the employee's ability or alertness is
impaired by fatigue, illness, and prescription or over the counter drugs. Employees who
are suspected of being under the influence of illegal or intox icating substances, impaired
by fat igue or an illness, will be prohibited from working.

Anyone known to be under the influence of alcohol and/or drugs will not be allowed on
the job while in that condition. Persons with symptoms of alcohol and/or drug abuse are
encouraged to discuss personal or work-related problems  with th eir
supervisor/e mployer.

Employees should be alert to see that all guards and other protective devices are in
proper places and adjuste d, and will report deficiencies. Approved protective equipment
will be worn in specified work areas.

Horseplay, scuffling, fighting and other acts that tend to have an adverse influence on
the safety or well being of the employees are prohibited. Do not run in the workplace or
in the shop or office area.

Work will be well-planned and supervised to prevent injuries when working with
equipment and handling heavy materials. When lifting heavy objects, employees should
bend their knees and use the large muscles of the leg instead of the smaller muscles of
the back. Back injuries are the most frequent and often the most persistent and painful
type of workplace injury.

Workers will not handle or tamper with any electrical equipment, machinery or air or
water lines in a manner not within the scope of their duties, unless they have received
instruct ions from their supervisor. Do not operate equipment that you are not familiar
with. Do not attempttouse such equipment untilyou are fully trained and auth orized.

Keep your work area clean, free of debris, electrical cords, and other hazards.
Imm ediately clean up spilled liquids.

Always notify all other individuals in your area who might be endangered by the work
you a re doing.

A red tag system identifies equipment that is NOT to be operated, energized, or used.
All lockout/t agout not ices and procedures must be observed and obeyed.

Do not block exits, fire doors, aisles, fire extinguishers, first aid Kkits, emergency
equipm ent, e lectrical panels, or traffic lanes.

Do not leave tools, materials, or other objects on the floor that might cause others to

trip and fall.
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Do not distract others while working. If conversation is necessary, make sure eye
cont act is made prior to c omm unicating.

Employees will not enter manholes, underground vaults, chambers, tanks, silos, or other
similar places that receive little ventilation, unless it has been determined that it is safe
to enter.

Materials, tools, or other objects will not be thrown from buildings or structu res until
proper precautions are taken to protect ot hers from the falling objects.

Employees will cleanse thoroughly after handling hazardous substances, and follow
special instructions fr om autho rized sources.

Gasoline or otherflammable liquids will not be used for cleaning purposes.

No burning, welding, or other source of ignition will be applied to any enclosed tank or
vessel, even if there are some openings, until it has first been determined that no
possibility of explosion exists, and autho rity for the work is obtained from the foreman or
superintendent.

Any damage to scaffolds, falsework, or other supporting structures will be imm ediately
reportedtothe foreman and repaired before use.

Possession of firearms, weapons, illegal drugs or alcoholic beverages on Company or
custo mer property or the workplace is strictly prohibited.

All injuries will be reported promptly to your supervisor so that arrangements can be
made for medical and/or first-aid treatment.

Specific Safety Rules

Electrical Safety

Only trained, qualified, and auth orized employees are allowed to make electrical repairs
or work on electrical equipment or installations.

All electrical equipment and systems will be treated as energized until tested or
oth erwise proven to be de-energized.

All energized equipment and installations will be de-energized prior to the
commencement of any work. If the equipment or installation must be energized for test
or other purposes, special precautions will be taken to protect against the hazards of
electric shock.

All equipment will be locked out to protect against accidental or inadvertent operation
when such operation could cause injury to personnel. Do not attempt to operate any
switch, v alve, or oth eren ergy-isolating device bearing a lock.

Safety grounds will always be used where there is a danger of shock from back feeding
or other hazards.

Polyester clothing or other flammable types of clothing will not be worn near electrical
circuits. Cotton clothing is much less likely to ignite from arc blast. Employees working
on live circuits will be provided Nomex or equivalent fire resistant c loth ing.

Suitable eye protection must be worn at all times while working on electrical equipment.

Always exercise caution when energizing electrical equipment or installations. Take
steps to protect yourself and other employees from arc blast and exploding equipment in
the event ofaf ault.

All power tools will be grounded or double insulated. Tools with defective cords or wiring
will not be used.

Metal jewelry should not be worn around energized circuits.
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Extension and tem porary power cords must be heavy duty and grounded. Frayed or
defective cords will not be used.

Suitable temporary barriers or barricades will be installed when access to opened
enclosures containing exposed energized equipment is not under the control of an
autho rized person.

Electrical installations must be protected from accidental contact by enclosures or tight
fitting c overs.

Circuits will notbe overloaded with equipment or extension cor ds.

Metal measuring tapes, fish tapes, ropes or other metal devices are prohibited where
they may cont act energized parts of equipmentor circuits.

Personal Prote ctive Equipment (PPE)

Use the correct PPE for eachjob assignment. If you do notkno w, ask.

PPE will be maintained in good condition and cleaned regularly.

PPE will be stored properly when not in use to protect it from damage.
Damaged or broken PPE must be returned to your foreman for replacement.
Hard h ats must be wornonj obsites, when required.

ANSI approved safety glasses must be worn when working with power tools, compressed
air or gasses, ch emicals or any other itemth atcreates an eye injury hazard.

Face shields with safety glasses are recommended when grinding or working with
hazardous ch emicals.

Employees must wear industrial work shoes in the shop and on the jobsite. The shoes
must have complete leather uppers and skid resistant soles and be in good condition.
Steel toe protection is reco mm ende d.

Athletic sty le shoes, tennis shoes, open toe shoes, plastic or vinyl shoes or shoes with
decorative accessories are not allowed.

Hearing protecto rs must be worn when working with loud equipment such as cut off
saws, ch ain saws, air hammers or grinders.

Back support belts should be worn for heavy lifting tasks. They do not help you lift
more, but may provide some protection from back inju ries.

Be sure the protective clothing you wear will not hamper or restrict freedom of
movement due to improper fit.

Long pants of heavy-duty material must be worn. No shortsor sweat pants are allowed.

Do not wear loose, torn or frayed clothing, dangling ties, finger rings, dangling earrings,
jewelry items, or long hair unless contained in a hair net, while operating any machine
that cou Id cause entanglement.

If required, wear NIOSH approved respirators when applying adhesives, paint, welding,
grinding or working with chemicals. Read the MSDS to find out which types of
respirators are required. Facial hair may notbe permitted in certain circumstances.
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Hazardo us Materials and Chemi cals

Read all warning labels and Material Safety Data Sheets (MSDS) before using any
chemicals. MSDS cont ain personal protect ive equipment and safety information and are
available from your foreman.

Hazardous materials will be handled in accordance with the MSDS and label. If
protect ive equipment is required, use it.

Eye protection must be worn when wor king with haz ardous materials or chem icals.

Mixing of chemicals is prohibited at all times unless required by the label. Before you
mix - review all MSDS.

Always wash your hands thoroughly after handling chemicals and before eating or
smoking, even if you were wearing protect ive gloves.

Never use solvents for hand cleaning. Use the non-tox ic hand cleaners provided.
Store all hazardous materials properly in suitable containers th at are properly labeled.
Use chemicalsonly in well-ventilated areas.

When using secondary containers, ensure that they are labeled as to their contents and
hazards.

Do not disturb any asbestos. STOP work and tell your foreman. |If you are not sure,
STOP and ask.

Do not cut or weld stainless steel or galvanized metal without respiratory protection.
These items c reate tox ic fumes.

Work with lead, asbestos, cadmium, and other toxic compounds require special
precautions. Do not attempt to perform this work without special equipment and
training.

Fire Prevention and Housekeepi ng

Always take precautions to prevent fires which may be started, particularly from oily
waste, rags, gasoline, flammable liquids, acetylene torches, improperly installed
electrical equipment, and trash.

Firefighting equipment is to be inspected on a regular basis. All discharged, damaged or
missing equipment is to be immediately reported to a supervisor. Tampering with fire
equipm ent is pro hibite d.

Access to fire extinguishers must be kept clear at all times. Make note of the location of
firefighting equipment in your work area.

Never use gasoline or flammable solvents for cleaning purposes.
Smoking is prohibited within 20 feet of where flamm able substances are present.

In case of fire, employees will consider the safety of themselves and other individuals
before saving property.

Keep your work areas free of debris. Remove useless material from the work area as
fast as requiredto h elp reduce tripping hazards.

Mainta in awareness of potential hazards when walking aboutthe workplace.
Keeptools, materials and equipment out of w alkways and stairways at all times.
Sharp wires or protruding nails must be kept bent.

Place tools and equipment so th ey will not fall from elevated areas.

Tie materials down at day® end sothe wind will not blow it off the roof.
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Fall Prote ction

Fall protect ion, such as standard railings or a safety harness and lanyard, will be used at
all times, when working 6 feetor mor e above the level below.

Floor and wall openings, unfinished balconies, elevator shafts and similar areas must be
railed, covered, or barricadedto prevent falls.

Never remove fall protection rails, covers, or barricades without permission from your
foreman and special precautions. Always replace these items when finished with your
task.

All safety harnesses will be the full body ty pe with a shock-absorbing lany ard attached to
a substantial anchorage capable of su pporting t wice the maximum load. Lanyards will be
attached atthe weare r @upper back. Body beltsare not to be worn as fall protection.

Read and obey all manufacturers énstruct ions relating to your fall arrest system (safety
harness and lanyard).

Inspect all components of your harness and lanyard prior to each use and after a fall.
Defective equipment is not to be used. Lanyards must be destroyed after a fall and
never reused.

Safety harnesses and lanyards should limit free fall distance to less than 4 feet and
prevent contact with any level or objects below you.

Never use any part of a fall arrest system, such as a harness or lanyard, to hoist
materials or for any oth er purpose.

Safety harnesses and shock absorbing lanyards are requiredto be worn at all times while
in boom lifts.

Ladder Safety

Inspect the ladder before using it. |If it is broken, throw it out. Never repair a broken
ladder, get a new one. Keep portable stairways, ladders, and step stools in good
condition and use themon ly in a safe manner.

Use the proper ladder for the job. Do not use AAO frame ladders as straight ladders.
Make sure the ladder istall enoughto reachthe workarea. Donotuse metal ladders for
electrical work.

Do not place ladders in passageways, doorways, or any location where they might be hit
or jarred, un less protected by barricades or guards.

Ladders should only be placed on hard level surfaces. Make sure the ladder feet are not
placed on sandy, slippery, or sloping surfaces. Clean or sweep the area where the
ladder f eet will be and make sure the rubberfeetare in good shape.

Ladder rungs and steps must be kept free of grease, oil, mud, or other slippery
substances.

Arrange your work so you are able to face the ladder and use both hands while climbing.
Do not carry tools or equipment while climbing a ladder. Climb the ladder, and then
hoist the tools or equipment witha line or a hoisting device.

Avoid temporary ladders. Always use a commercially made, construct ion grade ladder of
the proper length for the work being performed.

Secure portable ladders in place and at a pitch so the leveling indicator is in alignment or
the distance from the wall tothe base ofthe ladder is at least 16for e very 460f height.

Straight ladders will be tied off the top of the ladderto prevent slipping.

Be aware of objects below you, move or cover sharp objects in case you fall. Cap or

bend all rebar.
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Do not stand on or work from the 2" rung from the top or above. Also do not reach too
far fromthe ladder. Keepyo ur belt buckle between the side rails.

Extension ladders will extend at least 36" above the level being accessed.
On all ladders, do notst ep on cross bracing that isnot intended to be used for climbing.

Scaff ol ds

Scaffolds are to be erected, dismantled, altered, or repaired by the scaffold contractor
ONLY.

Inspect scaffolds prior to use and report any damage immediately to your foreman. Do
not use damaged s caffo lds.

You are not permitted to ride on rolling scaffolds being moved.
Always use guard railings on all scaffolds regardless of height.

Use only high quality planking on scaffolds and be sure the planks are secure to prevent
shifting.

Always apply caster brakes and use outr iggers when sc affolds are stationary.

Do not use planks, buckets, ladders. guard rails or other equipment as a temporary
means of o btaining greater h eight o ff the scaffold.

Be aware of the objects below you; move or cover sharp objects in case you fall. Cap or
bend all rebar.

Lockout/ Tagout

All machinery and electrical equipment will be locked out and tagged prior to repair,
cleaning, or adjust ment unless power is necessary to perform the work. |If so, other
precautions, specified by yourfo reman, will be taken.

Use your own lock and key. No one else should have a key for your lock. Destroy all
duplicate keys.

Mainta in control of your key at all times to prevent unautho rized use.
Never remove anoth er em ployee lock or energize tagged equipment.

If multiple employees are working on the same equipment, each employee should install
th eir own lock.

Notify all affected em ployees that lockout/t agout is required and reasoning.

If the equipment is operating, shut it down by the normal stopping procedure (depress
stop button, open toggle switch, etc. ).

Operate the switch, valve or other energy isolating devices so that the energy source(s)
(electrical, mechanical, hy draulic, etc.) is disconn ected or isolated from the equipm ent.

Stored energy, such as that in capacitors, springs, elevated machine members, rotating
flywheels, hy draulic systems, and air, gas or water pressure, etc. must also be dissipated
or restrained by metho ds such as grounding, repositioning, blocking, bleeding down, etc.

Lock-out all energy isolation devices with an individual lock.

After ensuring th atno employees are exposed and as a check of having disconn ected the
energy sources, operate the push button or other normal operating controls to make
certain the equipment will not o perate.

CAUTI ON: Return operating controls to neutral position after the test. The equipment
is now locked-out. Install red lock-outt ag on operating controls.
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After repair is complete and the equipment is ready for testing or normal operation,
check the equipment to see that all cover plates and safety devices have been
reinstalled.

When the equipment is clear, remove all locks and tags. The energy isolating devices
may be o perated to restore energy tothe equipment.

Boom and Scis sor Lifts

Only trained and autho rized employees are allowed to use boom or scissor lifts. If you
are not trained, stay of f.

Read and obey all manufacturers @nstructions and safety precautions.
Inspect all lifts prior to us e. Defective equipment will not be used.

A safety harness with shock absorbing lanyard must be worn while using boom lifts.
Harnesses are not required for scissor lifts, provided guardrails are adequate and you do
not leave the work platform.

Always stay inside the platform railing. Do not use planks or ladders to extend your
reach.

Always lower the lift before moving.

Never use scissor lifts on uneven ground. They are designed for use primarily on
concrete floors.

Hand and Power Tools
Proper eye protection must be worn whenusing h and and power tools.

Know your hand and power tool applications and limitations. Always use the proper tool
for the job.

Inspect cords and tools prior to use. Do not use tools that are faulty in any way.
Exchange them for safe tools imm ediately.

Power tools must be grounded or double insulated. All power tools are to be plugged
intoa grounded GFCI out let.

Do not use powertools in damp, wet, or e xplosive atmospheres.

Do not lift, lower or carry portable electrical tools by the power c ord.
Keep all safety guards in place and in proper working order.

Use clamps orvises to s ecure work pieces.

Do not force hand power tools. Apply only enough pressure to keep the unit operating
smo oth ly.

Return all tools and oth er e quipment toth eir proper place after use.
Unplug all powertools before changing bits and/or grinding disks.
Never leave chuck keys in the tool during operation.

Do not use a screwdriver as a chisel.

Before using sledges, axes, or hammer s, be sure the handles are securely fastened with
a wedge made of sou nd material.

Do not use a handle extension or 6 cehterd on any wrench.

Files should be equipped with handles and should not be used asa punch or pry.
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Trenching and Excav ation

All excavations and trenches 5 feet deep or greater must be shored, sloped or benched
to protect workers from hazards of moving earth. All trenching must be done in
accordance with OSHA regu lations.

Always locate underground utilities before digging. Also contact regional notification
center in advance.

Do not work under loads handled by lifting or digging equipment.

Ladders will be provided for access to trenches and excavations 4 feet deep or greater.
Use them.

Keep all spoil pilesa minimum of 2 feet from the edge of the trench.
Barricade trenches oruse cautionta pe to warn oth ers of their presence.

Inspect all trenches and excavations daily, before work, to look for signs of shifting
earth.

Cranes and Rigging
No employee is permitted to ride on loads, hooks, or slings of any crane, ho istor derrick.

Do not work or stand under any suspended load. Crane operators will avoid swinging
loads ov er people.

Inspect all slings and chains prior tous e. Do notuse defective slings, chains, or rigging.

Weldi ng and Cutting

Make sure your welding equipment is properly installed, grounded, and in good working
condition.

Always wear protective clothing su itable for the welding or cuttingto be done.

Always wear proper eye protection when welding, brazing, soldering or flame cutting.
Once you remove your welding helmet, putons afety glasses.

Keep your work area clean and free of hazards. Make sure that no flammable, vo latile or
explosive materials are in or near the work area.

Handle all compressed gas cylinders with extreme care. Keep caps on when not in use.
Make sure that all compressed gas cylinders are secured to the equipment carriage, wall
or other structu ral supports. When compressed gas cylinders are empty close the valve,
insta Il the cap and returnto co rrect bottle storage area.

Store compressed gas cylinders in a safe place with good ventilation. Acetylene
cylinders and oxygen cylinders shou Id be kept at least 20 feeta part.

Do not weld or cut in confined spaces without special precautions and your foreman&
autho rization.

Do not weld on cont ainers th at h ave held combustibles or flammable materials.

Use mechanical exhaust ventilation at the point of welding when welding lead, cadmium,
chromium, manganese, brass, bronze, zinc or galvanized metals. These metals are
highly tox ic and their fu mes shou Id not be breathed.

Make sure all electrical connections are tight and insulated. Do not use cables with
frayed, cracked or bare spots in the insulation.

When the electrode holder or cutting torch is not in use, hang it on the brackets
provided. Never let it touch a compressed gas cylinder.

Dispose of electrode and wire stubs in proper containers since stubs and rods on the
floor are a safety hazard.
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Use we |d curtains to sh ield others from the light rays produced by your welding.

Make sure all compressed gas connections are tight and check for leaks. Do not use
hoses with frayed or cracked spots.

Keep your leads orderly and out of walkways. Suspend them whenever possible.
DO NOT WELD if leads or machine are in or near water.
Make sure a portable fire extinguisher is nearby.

Keep your work area clean and free of hazards. When flame cutting, sparks can travel
30-40 feet. Donot allow flame cut sparks to hit hoses, regulators or cylinders.

Use oxy gen and acetylene or other fuel gases with the appropriate torches and tips only
for the purpose intended.

Never use acetylene at a pressure in excess of 15 pounds per square inch. Higher
pressure can cause an explosion.

Never use oil, grease, or any other material on any apparatus or thread fitting in the
oxya cetylene or oxyfuel gas system. Oil and grease in contact with oxygen will cause
spontaneous c ombustion.

Always use the correct sequence and tech nique for assembling and lighting the torch.
Always use the correct sequence and tech nique for shutt ing off ato rch.

Compa ny Vehicles

Only autho rized employees are permitted to operate Company vehicles. Do not let
anyone else drive your Company vehicle.

Company vehicles are to be used for Company business only. Personal, off duty and
family use is pro hibited.

Drive defensively and obey all traffic and highway laws.
Always wear your seat belt, whetherthe driveror a passenger.
Report all accidents to your supervisor as soon as possible and obtain a police report.

Keys must be removed from all unattended vehicles and the vehicles must be locked,
unless parking inside the facility.

Do not jump from the cab or bed of Company vehicles. Always use the steps or a
ladder.

Inspect your vehicle and report any defects or operating problems to your supervisor so
that repairs can be made.

Smoking is prohibited during v ehicle refueling.

If your driver's license is revoked or expired, immediately notify your supervisor and do
not drive.

Traffic Safety

All employees exposed to traffic hazards are required to wear orange flagging garments
(shirts, vests, jackets) at all times.

When possible, construction vehicles are to be placed between the employees and traffic
to prevent vehicles from entering the workarea and hitting membersoft he crew.

All traffic cont rols will be established in accordance with the Manual of Traffic Cont rols for
Construction and Maintenance Work Zones.

Traffic controls are to be properly maintained throughout the workday. Signs and cones

must be keptu pright, v isible and in their proper position at all times.
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NOT E: In the fAttachments dChapter of this Accident Prevention Program you will find a
master copy of the following fo rms for Company us e:

A Disciplinary Safety Warning

A Code of Safe Practices Receipt
A Notes:

A
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Chapter 4

Accident Investigation Policy

Accurate Painting Company is committed to investigating all accidents/ incidents.
Joe Badalamenti is responsible for ensuring th at accident investigation policy is followed.

Accidents and near miss incidents that result in personal injury, property damage,
chemical spill, or other emergency situations will be imm ediately reported to the
assigned supervisor at the time of the event and Emergency Medical Service, Fire
Department, or Hazmat Services will be immediately summo ned. Such events will be
investigated and documented on the appropriate Company form. All forms will be fully
completed and submitted to Joe Badalamenti for review and for discussion at the
next sch eduled Safety Committee meeting. These investigations demonstrate the
company®& commitment to providing a safe and healthful work environment.

Disciplinary Policy
will be enforced.

This company will investigate all lost-time injuries. Fatalities and catastrophes must be
reported to MIOSHA within 8 hours. Serious accidents must be reported to MIOSHA
within 24 hours.

To ensure that accidents will be reported, employees must be encouraged to participate

in the Adct-findingd process. The point emphasized must be that A lhzardous conditio n s 0
and i u rafe practices care an indication of a much bigger problem with a breakdown in
the accident prevention policy. The purpose of the accident investigation then becomes
one that will unc over these system problems and provide solutions that will result in long
term corrective action.

It is important to gather facts and interview witnesses as soon as possible after an
accident to ensure the most accurate information is being recorded. The efficiency of the
corrective measures is determined by the accuracy of the information gathered. The
best place to conduct an interview is wherever the employee being interviewed feels
most comfortable. The most important interviewing technique you can use to ensure
accuracy is to listen o .

Note: Consider the event a i s mus accidento if an employee is admitted to a hospital
for treatment or observation as a result of injuries suffered from a workplace accident.

Accide nt Causes

Accidents occur when hazards escape detection during preventive measures, such as a
job or process safety assessment, when hazards are not obvious, or as the result of
combinations of circumstances that were difficult to foresee. A thorough accident
investigation may identify previously overlooked physical, environmental, or process
hazards, the need for new or more extensive safety training, or unsafe work practices.

The primary focus of any accident investigation should be the determination of the facts
surrounding the incident and the lessons that can be learned to prevent future similar
occurrences. The focus of the investigation should NEVER be to place blame. The
process shou Id be positive and thou ght of as an opportunity for improvement.







When Accident Investi gations are Required
As a general rule, investigations shou |d be conducted fo r:

All inju ries (even the very minor ones). - Property and/or productd amage
All accidents with potential for injury. situat ions.
All iNear Misses avhere there was
potential for serious injury.
Near miss and incident reporting and investigation allow you to identify and control
hazards before they cause a mor e serious incident. Accident/incident investigations are
a tool for uncovering hazards that either were missed earlier or hazards where controls
were defeated. However, it is important to remember that the investigation is only
useful when its objective is to identify root causes. In other words, every contributing
factor to the incident must be uncovered and recomm endations made to prevent
recurrence.

Accide nt I nv estig ation Plan

When a serious accident occurs in the workplace, everyone will be too busy dealing with
the emer gency at hand to worry about putting together an investigation plan, so the
best time to develop effective accident investigation procedures is before the accident
occurs.

The plan should include procedures that determine:

A Who shou Id be notified of accident? A Training required for accident
A Who is autho rized to not ify outs ide investigators:
agencies? (fire, police, etc.) A Who rec eives and acts on
A Who is assigned to con duct investigation re ports?
investigations? A Timetables for conducting h azard
correction.

Secure the Accident Scene

For a serious accident, the first action the accident team needs to take is to secure the
accident scene so material evidence is not moved or removed. Material evidence has a
tendency to walk off after an accident. |If the accident is quite serious, OSHA may
inspect and require that all material evidence be marked and remain at the scene of the
accident.

Gather Information

The next step is to gather useful information about what directly and indirectly
contributed to the accident. The following tools should be used to gather as much
information as possible:

Interview eye witnesses as soon as possible after the accident. Interview witnesses
separately, n ever as a group.

Interview other interested persons such as supervisors, co-workers, etc.

Review related records such as:

A Training records A Maintenance records

A Disciplinary records A OSHA 300 Log (past similar inju ries)
A Medical records (as allowed) A Safety Committee records

Document the scene with photographs, videotape, or sketches AND appropriate
measurements.

Develop a Sequence of Events

Use the information gathered to develop a detailed step by step description of the
accident. Make sure the accident is documented in enough detail to enable an individual
unfamiliar with the situation to envision the sequence of events. Do not just describe
the accident itself; include a description of events that led up tothe accident.
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Analyze the Accident

The next step is to determine the cause(s) of the accident. This is the most difficult step
because first the events must be analyzed to discover surface cause(s) for the accident,
and then, by asking Aiwh y @ number of times, the related root causes are uncov ered.
Remember, surface causes are usually pretty obvious and not too difficult to determine.
However, it may take a great deal more time to accurately determine the weaknesses in
the management system, or root causes, that contributed to the conditions and practices
associated with the accident.

More on surface causes:

The surface causes of accidents are those hazardous conditions and individual unsafe
employee/manager behaviors that have directly caused or contributed in some way to
the accident.

Hazardous conditions may exist in any of the following categories:

Materials - Environment
Machinery - Workst ations
Equipment - Facilities
Tools - People
Chemicals - Workload

It is important to know that most hazardous conditions in the workplace are the result of
unsafe behaviors that produced them. Individual unsafe behaviors may occur at any
level of t he organization.

Some example of unsafe employee/ manager behaviors include:

Failing to c omply with rules - Allowing uns afe behaviors
Using uns afe met hods - Failingtot rain

Taking shortcuts - Failingto su pervise
Horseplay - Failing to ¢ orrect

Failing to report injuries - Scheduling too much work
Failing to reporth azards - Ignoring worker st ress

More on root causes:

The root causes for accidents are the underlying system weaknesses that have somehow
contributed to the existence of hazardous conditions and unsafe behav iors that represent
surfaces causes of accidents. Root causes always pre-exist surface causes.
Inadequately designed system components have the potential to feed and nurture
hazardous conditions and unsafe behaviors. If root causes are left unch ecked, surface
causes will flourish!

Root causes may be separated into two categories:

System design weaknesses 8 Missing or inadequately designed policies, programs,
plans, processes, and procedures will affect conditions and practices generally
throughout the workplace. Defects in system design represent hazardous system
conditions.

System im plementation weaknesses 8 Failures to initiate, carry out, or accomplish
safety policies, programs, plans, processes, and procedures. Defects in implementation
represent ineffective management behav ior.
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System Design Weak nesses System Implementation Weaknesses

Missing or inadequate safety - Safety policies/rules are not being
policies/rules enforced

Training program not in place - Safety training is not be ing c onducted
Poorly written plans - Adequate supervision is not con ducted
Inadequate process - Incident/Accident analysis is

No procedures in place incons istent

Develop Preventive Actions - Lockout/T agout procedures are not

reviewed annu ally
This is the most impo rtant piece of any investigation. All of the work done to this point
culminates with recomm endations to prevent similar accidents from happening in the
future. Recommendations should relate directly to the surface and root causes of the
accident. These recommendations shou Id include recommended actions such a s:

Engineering controls (for example, local exhaust ventilation or use of a lift assisting
device).

Work practice controls (for example, pre-plan work, and remove jewelry and loose
fitting clothing before operating machinery).

Adm inistr ative controls (e.g., standard operating procedures or worker rotation).
Personal protective equipment (for example, safety glasses or respirators).

It is crucial that, after making recomm endations to eliminate or reduce the surface
causes, that the same procedure is used to recommend actions to correct the root
causes. |If root causes are not corrected, it is only a matter of time before a similar
accident occurs.

Summ ary

A successful accident investigation determines not only what happened, but also finds
how and why the accident occurred. Investigations are crucial as an effort to prevent a
similar or perhaps more disastrous sequence of events. Research has shown that a
typ ical accident is the result of many related and unrelated factors that somehow all
come together at the same time. It is estimated that there are usually more than ten
factors that contribute to a serious accident. Although, this combination of factors
normally makes an investigation very time consuming and resource intensive, the good
news is that the accident can normally be prevented by removing only a few of the
contributing factors.

NOT E: In the AAttachments d&Chapter of this Accident Prevention Program you will find a
master copy of the following fo rmfor Company use:

A Accident Incident Report
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Chapter 5

Emergency Response Plan & Fire Prevention Procedures

Fire Exits - MIOSHA-Part 6-R 408.106
Plan for Workplace Emergencies

Emergency planning is the first step, and it can be challenging even if your workplace
has few employees. You will need to determine what emergencies could affect your
workplace, who will lead and make decisions during an emergency, and what procedures
will ensure that employees respond appropriately. These elements are the foun dation of
a workplace emergency plan.

Emergency planning may not prevent emergencies, but it can protect lives, equipm ent,
and property over the long term. This guide will help you plan for workplace
emergencies so that you and your coworkers respond appropriately when an unlikely
event happens.

Does MIO SHA Require Employers to Have Emergency Plan s?

MIOSHA requires most employers to have emergency plans. Those that have more than
10 employees must have written plans. Those that have 10 or fewer employees do not
have to put their plans in writing; however, they must ensure that their employees know
what proceduresto follow to protectt hemselves inan emergency.

Managing Workplace Eme rge ncies
The Incident -Management System

You can learn much about planning for workplace emer gencies from professional
emergency responders. When someone calls 911 to report an emergency, he or she
connects with a local network of fire, police, and other emergency service professionals
who will respond as efficiently as possible. This network is part of a larger incident-
management systemth atcan respondto an emergency and accomplish the following:

Identify, locate, and determine the extent of the emer gency.

Determine the resources necessary to manage and control the emergency.

Coordinate command-and-control responsibilities between police and fire
departments, hospitals and other medical service providers, government agencies,
and on-site responders.

Establish and maintain communication between on-scene emergency responders and
oth er eme rgency service providers.

Provide for the safety of victims.

An Incident-Management System for Your Workpl ace

With thou ghtful planning, you can create a small-scale version of the incident
management system used by professional responders. Your workplace will be ready to
respond to any emer gency i from a heart attack to an earthquake 7 and manage it in
the most effective, efficient way possible. The essential parts of this system are your
employees, your emergency plan, comm unication and emergency-response equipment,
and your workplace.
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Developing an Emergency Plan

Your goal isto c reate an emergency plan th at ensures the well-being of everyone aty our
workplace in the most effective, efficient manner possible. But if you have never had to
respond to a workplace emergency, how do you begin?

You begin by involving employees in the planning process, identifying emergencies that
could affect your workplace, establishing an emergency chain of command, and
developing emergency-response policy and procedures.

Involve Employees in the Planning Process

Perhaps the most important element of emergency planning is getting employees
involved in the planning process; when employees participate, they will take the plan
seriously and be more likely to respond appropriately during an emergency. From the
start, they should be aware thatthe purpose of the plan isto ensure their safety.

Form a teamtoh elpyou develop the plan; ask forvo lunteerstojo in the team.

Review the plan with your employees to ensure that they know the procedures to follow
to respond safely in an emergency. Each employee should have a copy of the plan or
know where to o btain on e.

Encourage employees to report workplace hazards and unsafe work practices that could
contribute to an emer gency.

Id entify Emergencies th at Could Affect Your Work place

Identify any external incident (outs ide your workplace) that could threaten employees or
the public and any incident within your workplace thatcou Id cause an emergency.

Examples include the following:

A Earthquake: external

A Explosion: external or internal

A Fire: external or internal

A Hazardous-substance release: external or internal

A Medical: internal

A Weather-related event (hurricane, to rnado, blizzard, etc.): external
A Threat of violence: external or internal

Keep in mind... Electrical, heating and cooling, and telecomm unication-system failures
can disrupt workplace activities and contribute to emergencies. What effect would each
have on your workplace? Human error also contributes to m any workplace emergencies;
are your employees trained to do th eir jobs safely?

Establish a Chain of Command

A chain of command links one person with overall responsibility for managing an
emergency to others responsible for carrying out specific emergency-response tasks. A
chain of command establishes who is in charge and ensures that everyone in the chain
respondsto emergencies in anorganized way.

At the top of the chain is the emergency scene commander, a trained employee who has
overall responsibility for managing emer gencies.

Just below the emergency scene commander are the volunteer emer gency scene
coordinators.

In an organization that has multiple buildings or workplaces, the chain of command
might also include a facility manager, an emer gency director, and other management
units.

At many small- to medium-sized workplaces, the chain of command consists of an
emergency scene commander and one or two vo lunt eer emergency scene coordinators.
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The Responsibilities of the Emergency Scene Commander

The emer gency scene commander has overall command of a workplace emer gency,
including the following responsibilities:

Assessing incidents to determine if it is necessary to o rder eme rgency response.
Supervising emergency scene coordinators @ctivities du ring an emergency.
Coordinating the activities of professional responders such as ambulance, police, and
fire departments.

Directing shut down of critical workplace equipment or operations.

Determining if an evacuation is necessary and managing an evacuation.

Keep in mind... The emergency scene comm ander should be an employee who has
experience managing others, assessing complex events, and making effective decisions
under difficult circumstances.

The Role of the Emergency Scene Coordinators

Emergency scene coordinators are responsible for coordinating other employees 6
activities during an emergency (guiding them to appropriate exits and safe areas during
an evacuation, for example) and for other emergency-response tasks for which they
have volunteered and been properly trained.

Generally, each coordinator should be responsible for about 20 employees within a
designated work area, as shown inthe following t able.

Number of Emergency Scene Responders for Typi cal Workpl aces
Total Employees in Emergency Scene Emergency Scene
Workplace Commander Coordinator
11-19 1 1
20-49 1 1-2
50-99 1 2-5
100-249 1 5-12
250 + 1 12+

Emergency scene coordinators must know how to respond to all emergencies identified
in your emergency plan, the evacuation procedures for your workplace, and how to use
emergency communication equipment. They should also know CPR, first aid, and how to
respond tot hreats of violence. Their primary responsibilities include the following:

Checking rooms and other enclosed spaces for employees who may be trapped or
unable to evacuate during an emergency.

Knowing who may n eed assistance during an evacuation and how to assistth em.
Coordinating the emergency activities of employees.

Ensuring that employees understand how to respond to wor kplace emer gencies.
Knowing the workplace layout, appropriate escape routes, and areas that employees
must not enter during an evacuation.

Verifying th at emp loyees are in des ignated safe areas after an evacuation.

Keep in mind... Establishing a chain of command minimizes confusion during an
emergency. An effective chain of command helps ensure that responders manage an
emergency in the most efficient way possible.
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Develop a Policy and Procedure for Responding to Emerge ncies
The Policy

Create a short written policy that states the purpose of the plan and emphasizes that
you are committed to ensuring the safety of employees and others at your workplace
during an emergency. The following is an examp le:

"It is the policy of this organization to protect employees from physical harm,
harassment, and intimidation. To provide a safe working environment for all employees,
this organization is committed to establishing an effective emergency plan. The plan is
based on an filncident Management Systemo (IMS) that consists of volunt eer employees
trained to respond to any workplace emergency. The system is modeled on the IMS
system used by fire, police, and emergency medical-service responders. It provides for
overall command and control of any emergency incident. It improves commun ication
between IMS personnel and the fire, police, and medical personnel who respond to a call
for help. And it provides appropriate emergency assistance during the first few minutes
it takes for eme rgency responders to arrive."

The Procedures

Procedures are instructions for accomplishing specific tasks. Emergency procedures are
important because they tell employees exactly what to do to ensure their safety during
an emer gency. If your workplace has more than 10 employees, your emergency plan
must describe in writing how you will accomplish each of the following t asks:

Report emergencies to local fire and police depart ments.

Inform the emergency chain of co mmand of an emer gency.

Warn emp loyees about an emergency.

Conduct an orderly, efficient workplace evacuation.

Assist employees, with disabilities or limited English-speaking skills during an
evacuation.

Shut down critical equipment, operate fire extinguishers, and perform oth er essential
services during an evacuation.

Account for employees ata designated safe area after an evacuation.

Perform rescue and first aid that may be necessary during an emergency.

Keep in mind... If your workplace has 10 or fewer employees, you do not have to put
these procedures in writing; however, you must ensure that employees know what
proceduresthey mustfo llow to protect themse lves.

Other Critical In formation
Include the following in your procedures:

The names of the emergency scene commander, the emergency scene coordinators,
and others responsible for carrying out the plan, and how to contact them during an
emergency.

The name of the person who has the authority to order a workplace evacuation
(ty pically, the emergency scene comm ander).

The names and phone numbers of those who understand the emergency plan and will
inform others about it (ty pically the emergency sc ene commander and the emergency
scene coordinators).
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Planning Considerati ons
Accounting for Employees after an Evacuation

Designate a meeting area a safe distance away from the emergency site and ensure that
employees know they must meet there after they evacuate the workplace. An
emergency scene coordinator sh ould take a fiRoll-Calld to identify employees not p resent.

Keep in mind... You will need to determine what information or assistance employees
may need if they cannot returntothe workplace after an evacuation.

Alerting Employees to an Emergency

You can use a public address system, portable radio, an alarm, an air-horn, or any other
means that you know will reach and warn all employees. Alarms must be distinctive, be
recognizable by all employees, and have a back-up power supply in case the primary
power fails.

Keep in mind... You m ay need alarm s th at employees can hear and see.
Conducting Employee Rescues

It takes more than good intentions to save lives. Would-be rescuers can endanger
themselves and those they are trying to rescue. During most emer gencies, leave rescue
work to professional responders who are appropriately trained and equipped. The
exceptions? A catastrophe, such as a severe earthquake, may delay professional
emergency responders for hours or days. Also, jobs such as handling hazardous
substances or working in confined spaces could result in emergencies for which fire or
police departments are nott rained.

Find out what kind of emergencies local responders are trained and equipped to respond
to. If they are unable to respond to emergencies unigue to your workplace, your
emp loyees must be trained and able to res pond promptly.

Coordinating with Multi-Employer Workplaces

If you share a building or worksite with other employers, consider working with them to
develop a building-wide emergency plan. If a building-wide plan is not feasible, you
should ensure that your plan does not conflict with the plans of the other employers in
the building.

Developing Quick-Response Team s

A quick-response team consists of volunteer employees trained to handle workplace
incidents that require immediate action, such as medical emergencies, threatening or
violent people, and hazardous-substance releases. Consider the following in developing
guick res ponse teams:

A Types of incidentsth at require imm ediate action
A Roles and responsibilities of team members
A Communication and response procedures for the team

Educ atin g Employ ees about Emergencies and Evacuations

To protect themselves during an emergency, all employees must understand the
following elements of their eme rgency plan:

The roles of t he emergency scene commander and coordinat ors.

How to respond toth reats and intimidation.

The metho d(s) for warning e mployees of emergencies.

The method for contacting employees @ext of kin after an emer gency.
The procedu re for summo ning eme rgency responders.

The location of safe meeting areas.

How to respond to an emergency and to an orderto evacuate.
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Educate new employees about the emergency plan when you hire them and keep all
employees informed about any c hanges to the plan.

Train emergency scene coordinators in first aid and CPR, bloodborne-pathogen
protect ion, and how to use rescue equipment.

Schedule regular drills so th at employees can practice. Include outside fire and police
departments in the drills when possible. Evaluate the effectiveness of each drill and
identify activities that n eed strengthening. Share the results with all emp loyees.

When a workplace emergency requires an evacuation, all employees must know to leave,
what emergency exits to take, and where to meet. Employees may also need to know
how to shut down critical equipment during an evacuation.

Establishing Evacuation Exits

Your workplace should have a primary evacuation exit and an alternate exit. Post
diagrams that show the evacuation routes and the exits where all employees will see
them. Identify the exits and the exit routes in your plan. Be sure characteristics of
exits:

A Are clearly marked, well lit, and visible under emergency conditions.
A Are wide enoughto accommodate employees during an evacuation.
A Are unobstructed and clear of debris at all times.

A Are unlikely to expose employees to oth er hazards.

Keep in mind... An essential part of your emergency plan is an evacuation diagram i a
floor plan of your building that shows evacuation exits and describes the emergency
evacuation procedure. Mark the exit routes and the fi RIbCalld assembly area on the

diagram sothatth ey are easytos ee, for exa mp le :

Main Office & Shop ROIIXca”
J ‘ l l Assembly
Area
~— e e i e—

|L  — — EXIT 1

ﬂ /— 4—_4: (Front
—‘ ’ Parking
E Lot)

© Say SevEs ey



Exit Rout es

How would you escape from your workplace in an emergency? Do you know where all
the exits are in case your first choice is too crowded? Are you sure the doors will be
unlocked and that the exit access behind them will not be blocked during a fire,
explosion, or other crisis? Knowing the answers to these questions could keep you safe
during an emergency.

Work place Exit Routes

Usually, a workplace must have at least two exit routes for prompt evacuation. But
more than two exits are required if the number of employees, size of the building, or
arrangement of the workplace will not allow a safe evacuation. EXxit routes must be
located as far away as practical from each other in case one is blocked by fire or smoke.

Requirements for Exits

Exits must be separated from the workplace by fire-resistant materials 1 that is, a one-
hour fire-resistance rating if the exit connects three or fewer stories, and a two-hour
fire-resistance rating if the exit connects more thanth ree floors.

Exits can have only those openings necessary to allow access to the exit from occupied
areas of the workplace or to the exit discharge. Openings must be protected by a self-
closing, approved fire door that remains closed or automatically closes in an emer gency.

Keep the line-of-sightto exit signs clearly visible always.
Install A KITO signs using plainly legible letters.

Safety Features for Exit Routes

Keep exit routes free of explosives or highly flammable furnishings and other
decorations.

Arrange exit routes so employees will not have to travel toward a high-hazard area
unless the path of travel is effectively shielded from the high-hazard area.

Ensure that exit routes are free and unobstructed by materials, equipment, locked
doors, or dead-end corridors.

Provide lighting for exitr outes adequate for employees with norm al vision.

Keep exit route doors free of decorations or signs that obscure their visibility of exit
route doors.

Post signs along the exit access indicating the direction of travel to the nearest exit
and exit discharge if that direction is not immediately apparent.

Mark doors or passages along an exit access that could be mistak en for an exit fiNot
an Exit @r withasign identifying its use (such as foset 0 ) .

Renew fire-retardant p aints or solutions when needed.

Mainta in exitr outes during construction, repairs, or alterations.

Design and Construction Requirements

Exitr outes must be permanent parts of the wor kplace.

Exit discharges must lead directly outs ide or to a street, walkway, refuge area, public
way, or open space with accesstothe outside.

Exit discharge areas must be large enough to accommodate people likely to use the
exit route.

Exit route doors must unlock from the inside. They must be free of devices or alarms
that cou Id restrict use of the exit route if the device or alarm fails.

Exit routes can be connected to rooms only by side-hinged doors, which must swing
out inthe direction of travel if the room may be occupied by m ore than 50 people.
Exit routes must support the maximum permitted occupant load for each floor
served, and the capacity of an exit route may not decrease in the direction of exit
route travel tothe exitdischarge.

Exitr outes musth ave aceiling heightof at least7 ft.,, 1/2 feet high.
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An exit access must be at least 28 inches wide at all points. Objects that project into
the exit mustnotre duce its width.

Providi ng Medi cal Assistance and First Aid

Is there a nearby emergency clinic or hospital that will admit victims of emergencies
from your workplace? If not, make sure that emer gency scene coordinators have
appropriate first-aid training and supplies. The American Red Cross, insurance
companies, and fire departments usua Ily offer sucht raining.

Recordi ng Critical Employee Information

After a medical emergency, an employee may be unable to contact next of kin or other
relatives. You should have access to employees dfhome telephone numbers, the names
and telephone numbers of family members they want you to contact, physician names
and phone numbers, and inform ation employees give you about their medical conditions
or medications. Many employers keep this information with employees 6permanent
employmentreco rds and update it yearly.

Rep orting Fire and Other Emerge ncies

Your emergency plan must have a procedure for reporting fires and oth er emergencies to
professional responders. Report all fires by calling 911. Fires are generally not reported
tofire departments by fire alarms; mostfire alarms warnon ly building occupants.

Keep in mind... The emergency scene commander should stay in a safe location to relay
relevant information to professional emergency responders.

Sele cting and Using Personal Protective Equipm ent

Personal protective equipment includes clothing and equipment that protects emergency
responders against specific hazards. Examples include work gloves, goggles, hard hats,
and respirators.

Properly used, personal protective equipment offers protection against a hazard but does
not eliminate the hazard. If it fails or is not appropriate for a particular task, the user
risks exposure. Appropriate, effective protection depends on selecting, wearing, and
using the equipment properly i which can be challenging. The following steps highlight
the procedures for selecting personal protective equipment:

Identify emer gency-related hazards for which personal protective equipment may be
necessary; for example, those responding to medical emer gencies need protection
from bloodborne pathogens.

Determine which personal protect ive equipment will protect users from the hazards;
for example, latex gloves and face shields may be necessary to protect responders
from bloodborne pathogens.

Determine who will use the equipment; it is critical that the equipment fit the user
and not cause allergic re actions or other health p roblems.

Determine the conditions under which responders will use the equipment; the
equipment must not fa il under those conditions.

Ensure that emer gency responders know how to use the equipment. Whether they
are wearing hard hats or atmosphere-supplying respirators, responders must know
how the equipment will protect them and when it will not protect them. Responders
must know how to wear, use, and maintain the equipment, and how to discard
contaminated e quipm ent.
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Types of Eme rgencies

This section h ighlights emer gencies th at could affect workplaces and summarizes what to
do when responding to them. Consider factors such as workplace size and location,
numb er of employees, and the nature of their work in determining how to respond.

Eart hquake

During an earthquake, people in most workplaces are at greatest risk from collapsing
ceilings, windows, light fixtures, and oth er falling objects. If you are indoors, the safest
response is to take cover under sturdy furniture or to brace yourself against an inside
wall. Stay away from windows, skylights, bookcases, and other heavy objects. Protect
your head and neck.

What to do:

If indoors, stayth ere. Take coverun dersturdyfurniture or against inside walls.

Do not use elevators.

Stay away from windows, skylights, and other objects thatcou Id fall.

Use stairways to leave the workplace if the order is given to evacuate.

Be ready to rescue victims; professional responders may not be able to respond;
remove victimstoa triage area if possible.

Exp losion

Any workplace that handles, stores, or processes flammable gasses, liquids, and solids is
vulnerable. Explosions o ffer no warnings, causing disorganization and panic.

What to do:

A Tryto establish communication with emergency scene coordinators.
A Assess damage to the workplace and estimate hum an casualties.

A Administer first aid if it is safe to do so.

A Donot use elevators.

A Evacuate following an established procedure.

Fire
Invite a local fire department representative to your workplace to help you identify fire
hazards and to discuss how your workplace should respond to a fire. It is the byproducts

of fire T smoke and fire gasses T that kill. A quick, orderly evacuation is the most
effective response to an out -of-control fire.
What to do:

Pull the fire alarm (or set off the predetermined signal).

Call 911; t ell the dispatch er the location and the nature of the emer gency.
Inform an emergency scene coordinator.

Do not use elevators.

Permit only trained responders to use fire extinguishers.

Keep in mind... If you permit emergency scene coordinators or other employees to use
fire extinguishers, train them or ensure that they are properly trained in their use.

Hazardou s-Substa nce Release

Hazardous substances include solvents, pesticides, paints, petroleum products, and
heavy metals i any substance hazardous to health. Even if your workplace does not use
hazardous substances, could it be affected by a nearby release or an accident on a local
freeway? If so, make sure your emer gency plan describes how the scene commander
and coordinat ors will respond and not ify fire and police departments.
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What to do:

A Inform the emergency scene commander.
A Evacuate the areasurroundingthe release.
A Call 911;t ell the dispatcher the location and the nature of the emer gency.

If your workplace uses hazardous chemicals, MIOSHA&G hazard comm unication rule
requires you to inventory them, keep the manufacturer-supplied material safety data
sheets, label the chemical containers, and train employees to protect themselves from
the chemicals #azards.

If your workplace is involved in hazardous-waste operations or responds to emergencies
involving hazardous substances, you must have a written plan that describes how you
will respond to h azardous-substance emergencies.

If employees must wear personal protective equipment during an emer gency i chem ical
suits, gloves, hoods, boots, or respirators, for example i make sure that equipment will
be available when they need it, th at it fits them, and thatth ey know how to use it.

Medical

The most likely workplace emergency is a medical emergency. A serious medical
emergency such as cardiac arrest requires imm ediate attention i response time is
critical. It is essential that medical first responders kn ow how to perform first aid/ CPR.

What to do:

Call 911. Tell the dispatcherthe location and the nature of the emergency.
Do not move the victim.

Notify an emergency scene coordinator for CPR or oth er first-aid t asks.
Inform the emergency scene commander.

Assist professional medical responders when they arrive.

Inform the victimdé s  sruigpe

Consider purchasing an automatic external defibrillator (AED) to treat victims in cardiac
arrest. Until recently, AEDs were used primarily in hospitals and ambulances. Now they
are portable, more affordable, and can be used by just about anyone after a short
training session.

Weather-Related Event

Hurricanes, tornadoes, blizzards, and floods are likely to be the cause of weather-related
workplace emergencies. Many communities experience floods following warm spring
rain. Winter storms often bring strong winds, freezing rain, and snow that can cause
structu ral damage and power outages.

What to do:

A Wait for instructions from the emergency scene commander; a power failure will
slow communication.

A Tune a battery-powered radioto a station that broadcasts local news.

A Do not evacuate the workplace unless orderedto do so.

Threats of Violence

Threats of violence may be delivered in any form: face-to-face, by fax, e-mail, phone, or
in writing. Threats can be directed toward the workplace or toward a specific person.
Police departments, mental health professionals, and employee-assistance program
couns elors offer prevention information, security inspections, and employee training that
help reduce the risk of workplace violence.
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What to do:

Inform an emergency scene coordinator.

Activate a silenta larm if your workplace hasone.

Isolate the threatening person if it is possible to do so safely.
Inform the emergency scene commander.

Bomb Threats

Take threats seriously. Do not use fire alarms or phones in the building i they generate
radio waves that could trigger a bomb. If someone finds a package that may contain or
that may be a bomb, he or she should note its size, shape, and whether it emits a
sound, then notify the emergency scene commander. Call 911 from outside the building
to report the emergency and determine if an evacuation is necessary. Use a
communication methodt hat does not generate radio wavesto o rder the evacuation.

Consider offering threat-management training to one or more emergency scene
coordinators and creating ath reat quick-response team.

Terrorism

Althou gh terrorist acts pose minimal risks to most workplaces, the devastating effects of
recent acts have changed the perception of a i s e c umorkplac e @and added a new
dimension to emergency planning. What distinguishes terrorist acts is the use of threats
and violence to intimidate or coerce. Factors to consider in emergency planning include
the following:

How do others perceive the mission of your organization in the following
contexts?

Political activities - Economic activities
Business activities - Social responsibilities

How vulnerable are your critical resources from terrorist attack?

Production m achinery and equipment

Mail and HVAC systems

Electronic comm unication, power, data, and systems h ardware
Real estate and oth er physical property

Finance and administrative transactions

Employees atthe workplace or atoth er locations

Do You Need an Emer gency Plan?

Keep in mind... If your workplace has more than 10 employees, the plan must be in
writing. If your workplace has 10 or fewer employees, the plan does not have to be
written; however, you must ensure that employees know what procedures they must
follow to protect themselves in an emer gency.
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MI OSHA Emp loyee Emer gency Plans and Fire Prevention Stand ards

(1) An employer will assure that employees are informed of emer gency escape
procedures and emergency routesto approved means of egress.

(2) An employer will designate a sufficient number of persons to assist in the safe and
orderly emergency evacuation of employees.

Employee Emer gency Plan

(1) All of the following information, at a minimum, will be included in an emergency
plan:

(a) Emergency escape procedures and emergency escape route assignments.

(b) Procedures to be followed by employees who remain to operate critical plant
operations before they evacuate.

(c) Procedures to account for all employees after emergency evacuation has been
completed.

(d) Rescue and medical duties for those employees who are trained to perform
them.

(e) The preferred means of re porting fires and other eme rgencies.

(f) The names or regular job titles of persons or departments who can be
cont acted for further information or explanation of duties underthe plan.

(2) An employer will establish an employee alarm system which is in compliance with
the provisions of O.H. rule 1910.165, employee alarm systems, and which is available,
upon request, from the safety standards division of the Michigan department of
consumer and industry services. If the employee alarm system is used for alerting fire
brigade members or for other purposes, a distinctive signal for each purpose will be
used.

(3) An employer will establish, in the emergency action plan, the types of evacuation to
be used in emergency circumstances.

(4) Before implementing the emer gency action plan, an employer will designate and
train a sufficient number of persons to assist in the safe and orderly emergency
evacuation of employees. The employer will review the plan, at the following times, with
each employee to whom the plan applies:

(a) When the plan is developed.
(b) If an employee $res ponsibilities or designated actions un der the plan change.
(c) If the plan ischanged.

An employer will review, with each employee, upon initial assignment, tho se parts of the
plan that the employee must know to protect the employee in an emergency. The
written plan will be kept atthe workplace and made available for employee review.

Fire Prevention Plan

(1) This rule applies to all fire prevention plans that are required by a particular
Michigan occupational safety and health act standard. The fire prevention plan will be in
writing. Employers that employ less than 10 employees may communicate the plan
orally to employees and need not m aintain a written plan.

(2) All the following information, at a minimum, will be included in the fire prevention
plan.
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(a) All of the following information about major workplace fire hazards:
(i) Alist of the major workplace fire hazards.

(ii) The proper handling and storage procedures for the items listed in
standard.

(iii) The potential ignition source of the items listed in this standard, such
as welding or smoking, and control procedures with respect to the potential
sources of ignition.

(iv) The type of fire protection equipment or systems that are necessary to
control afire that involvesthe items specified in this stan dard.

(b) The names or regular job titles of those personnel who are responsible for the
maintenance of equipment and systems that are installed to prevent or control
fires or the sources of ignition.

(c) The names or regular job titles of those personnel who are responsible for the
control of fuel source hazards.

(3) An employer will control the accumulations of flammable and combustible waste
materials and residues so that they do not contribute to a fire emergency. The control
procedures will be included in the written fire prevention plan.

(4) An employer will inform employees of the fire hazards of the materials and
processesto which they are exposed.

(5) An employer will review, with each employee, upon initial assignment, those parts of
the fire prevention plan that the employee must know to protect the employee in an
emergency. The written plan will be kept in the workplace and made available for
emp loyee review.

(6) An employer will regularly and properly maintain, according to established
procedures, equipment and systems that are installed on heat-producing equipment to
prevent the accidental ignition of combustible materials. The maintenance procedures
will be included in the written fire prevention plan.

Obstructio ns

(1) A means of egress will be continuously maintained free of all obstructions or
impediments to full instant use in case of fire or other emergency. A mirror will not be
placed on an exit door or be placed in or adjacent to an exit in a manner to confuse the
direction of exit.

(2) A lock, fastening device or barrier will not be installed or used on a means of egress
in a manner th at will prevent or hinder free escape from the inside of a building.

(3) A device or alarm to restrict the improper use of an exit will be so designed and
insta lled that it cannot, even in case of failure, impede or prevent emergency use of an
exit.

(4) Devices such as turnstiles and gates will not be placed so as to obstruct a means of
egress.

(5) No combustible or flammable debris, waste or other material, the burning of which
would render hazardous egress from the building will be placed, stored or kept on,
under, at the bott om of, or adjacent toa means of egress or elevator. Where a means of
egress is being obstructed by the placement of movable objects, aisles will be mar ked
and railings or permanent barriers provided to protect the means of egress against
encroachment.
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