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General Safety Rules

Policy
· All employees shall follow these rules, assist in instituting safe operations, and report unsafe conditions or practices to Supervisor.

· The Supervisor shall insist on and enforce compliance with every rule, regulation, and order to ensure facility safety.

· Employees shall be instructed to check that all guards and other protective devices are properly in place and adjusted before using equipment, and shall tag out, promptly report and not use deficient equipment until it is properly guarded.

· All injuries shall be reported promptly to the appropriate supervisor so that arrangements can be made for medical or first aid treatment.

· When lifting heavy objects, the larger muscles of the legs instead of the smaller muscles of the back (squat, don’t bend over) shall be used.

· Appropriate shoes (safety shoes/slip resistant, when needed) shall be worn.

· Employees shall cleanse thoroughly after handling hazardous substances, and follow special instructions for these materials (See SDS Book).

· Gasoline and other volatile solvents shall not be used for cleaning purposes.

· No burning, welding, or other source of ignition shall 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 written authority for the work is obtained from the appropriate supervisor.

· No loose jewelry is to be worn without being tucked in.  Hoop earrings or other forms of facial jewelry are prohibited in maintenance shop.  Long hair must be pulled back or put up.

Office Safety

· When using file cabinets, never open more than one drawer at a time to avoid tipping.

· Desk drawers, filing, and storage cabinets must be kept closed when not in use.

· Floors, work areas, and hallways shall be kept cleared of boxes, papers, electric cords, and telephone wires.

· Chairs shall be kept in a safe condition (properly adjusted, etc.).

· Inspect electrical wires periodically and be sure that plugs and cords are in safe condition.

· Provide proper computer workstation arrangement for comfortable seating, distance from the terminal screen, etc.

· It is recommended that safety glasses with side shields be utilized while walking through the shop area.

· When stocking shelves, do not place heavy, bulky objects on top shelves.  Ask for assistance when receiving, transporting, and stocking heavy packages.

· Care should be taken to avoid cuts and scrapes from sharp edges.  If cuts occur, report to supervisor and seek proper first aid treatment.

· Be sure that all electrical equipment is turned off at the end of the day.

· During meetings, seating arrangements must include exit aisles.

· Bookshelves and cabinets must be secured to prevent them from tipping or falling.

· Be sure that storage boxes are placed in out-of-the-way areas (not in furnace rooms or near electrical equipment and other ignition sources) and are stored in a safe manner.

· When using ladders or short steps, never stand on the top step or the first step down from the top unless there are handrails on the ladder for the purpose of supporting you.

· Make sure you use handcarts and other mechanical stock handling equipment when moving heavy loads.

· Good housekeeping shall always be maintained.  All spills, whether water, chemicals, grease, or oil, will be quickly cleaned up.

· Make sure that you follow procedures established for spill cleanup involving chemical substances.

· Consult the SDS if you do not know the hazards associated with a chemical.

Power Tools and Equipment

· All tools and equipment shall be maintained in good condition.

· Damaged tools or equipment shall be removed from service and tagged "DEFECTIVE".

· Only appropriate tools shall be used for the job.

· Do not remove guards from portable grinding tools or break off ground leads on portable electric tool plugs (use portable GFCI).

· Portable electric tools shall not be lifted or lowered by means of the power cord.  

Machinery

· Only authorized persons shall operate machinery or equipment.

· Loose or frayed clothing, long hair, dangling ties, rings, watches, etc., shall not be worn or exposed around moving machinery or other sources of entanglement.

· Machinery shall not be serviced, repaired, or adjusted while in operation, nor shall oiling of moving parts be attempted, except on equipment that is designed or fitted with safeguards to protect the person performing the work.

· Air hoses shall not be connected at compressors until air pressure has been bled off.  Hoses should also be secured at connections by retaining straps or equivalent means.

Grinding

· Always use safety goggles or a face shield and safety glasses when grinding, whichever will afford the best protection.

· The tool rest must always be set within 1/8-inch of the wheel.  The tongue guard must be adjusted to within 1/4-inch of the wheel - when in doubt, see the supervisor.

· Grinding must never be done against the side of the wheel.

· Grinding wheels must not be used if the pores are clogged.  The wheels must also be free of large chips and grooves.  Have your supervisor show you how to dress the wheel.

· Whenever possible, when grinding with a portable grinder, position the grinding wheel so that the sparks and steel go away from the person doing the work.

· Always wear hearing protection when grinding.

· Nonferrous metal (brass, aluminum or other soft metals) should not be ground because of the danger of exploding grinding wheels, unless the grinding wheel is designed to grind these metals.

Miscellaneous
	
· Appropriate permanent or portable fire extinguishers shall be kept at or near the work location.

· When using flammable chemicals, remember absolutely no smoking in the immediate area.

· Always use the proper respiratory protection when working around paints or dust.  If you aren't sure, see your supervisor after reading the SDS for the product you are applying or using.

· Check with your Department Manager for the proper protective clothing or personal protective equipment i. e., gloves, goggles, protective suits, barrier creams.

· Make sure that you follow all safety precautions on the SDS and Environmental regulations when using any chemicals.

· Use skin creams when necessary to protect against the harmful effect of paints and solvents.
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