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D Are the brakes on each industrial truck capable

of bringing the vehicle to a complete and safe
stop when fully loaded?

D Does the parking brake of the industrial truck

prevent the vehicle from moving when unat-
tended?

l:l Are industrial trucks that operate where flam-

mable gases, vapors, combustible dust, or
ignitable fibers may be present approved for
such locations?

l:] Are motorized hand and hand/rider trucks

designed so that the brakes are applied and
power ta the drive motor shuts off when the
operator releases his or her grip on the device
that controls the truck’s travel?

Are Industrial trucks with internal combustion
engines that are operated in buildings or
enclosed areas carefully checked to ensure
that such operations do not cause harmfui
concentrations of dangerous gases oF fumes?

[j Are safe distances maintained from the edges

of elevated ramps and platforms?

I:I Are employees prohibited from standing or

passing under elevated portions of trucks,
whether loaded or empty?

D Are unauthorized employees prohibited from

riding on trucks?

[:] Are operators prohibited from driving up to

anyone standing in front of a fixed object?

D Are arms and legs kept inside the running

lines of the truck?

I:] Are loads handled only within the rated capac-

ity of the truck?

I:I Are trucks in need of repair removed from

service immediately?

SPRAYING OPERATIONS

Is adequate ventilation provided before spray-
ing operations are started?

ls mechanical ventilation provided when spray-
ing operations are performed in enclosed areas?

D When mechanical ventilation is provided dur-

ing spraying operations, is it so arranged that
it will not circulate the contaminated air?

D Is the spray area free of hot surfaces and at
least 20 feet (6,096 meters) from flames,
sparks, operating electrical motors and other
ignition sources?

D Are portable lamps used to illuminate spray

areas suitable for use in a hazardous location?

Is approved respiratory equipment provided
and used when appropriate during spraying
operations?

Do solvents used for cleaning have a flash
point to 100 degrees Fahrenheit (deg. F) or
more?

l:] Are fire control sprinkier heads kept clean?

D Are “NO SMOKING” signs posted in spray
areas, paint rooms, paint booths and paint
storage areas?

s the spray area kept clean of combustible
residue?

Are spray booths constructed of metal,
masonry, or other substantial noncombusti-
ble material?

Are spray booth floors and baffles noncom-
bustible and easily cleaned?

D Is infrared drying apparatus kept out of the
spray area during spraying operations and is
the spray booth completely ventilated before
using the drying apparatus?

D s the electric drying apparatus properly
grounded?

D Are lighting fixtures for spray booths located
outside the booth with the interior lighted
through sealed clear panels?

D Are the electric motors for exhaust fans placed
outside booths or ducts?

D Are belts and pulleys inside the booth fully
enclosed?

[j Do ducts have access doors to allow cleaning?

D Do alt drying spaces have adequate ventilation?

ENTERING CONFINED SPACES

Are confined spaces thoroughly emptied of
any corrosive or hazardous substances, such
as acids or caustics, before entry?
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Are all lines to a confined space that contain
inert, toxic, flammable, or corrosive materials
valved off and blanked or disconnected and
separated before entry?

Are all impellers, agitators, or other moving
parts and equipment inside confined spaces
focked out if they present a hazard?

is either natural or mechanical ventilation pro-
vided prior to confined space entry?

Are appropriate atmospheric tests performed
to check for oxygen deficiency, toxic sub-
stances and explosive concentrations in the
confined space before entry?

Is adequate illumination provided for the work
to be performed in the confined space?

s the atmosphere inside the confined space
frequently tested or continuously monitored
during work?

s there a trained and equipped standby
employee positioned outside the confined
space, whose sole responsibility is to watch
the work in progress, sound an alarm if neces-
sary and render assistance?

D s the standby employee appropriately trained

and equipped to handle an emergency?

D Are employees prohibited from entering the

confined space without lifelines and respira-
tory equipment if there is any question as to
the cause of an emergency?

D Is approved respiratory equipment required if

the atmosphere inside the confined space can-
not be made acceptable?

D Is all portabte electrical equipment used inside

confined spaces either grounded and insulated
or equipped with ground fault protection?

Are compressed gas bottles forbidden inside
the confined space?

Before gas welding or hurning is started in a
confined space, are hoses checked for leaks,
torches lighted only outside the confined area
and the confined area tested for an explosive
atmosphere each time before a lighted torch is
taken into the confined space?

equipment such as salamanders, torches, fur-
naces, etc., in a confined space, is sufficient air
provided to assure combustion without reduc-
ing the oxygen concentration of the atmos-
phere below 19.5 percent by volume?

Whenever combustion-type equipment is used
in a confined space, are provisions made to
ensure the exhaust gases are vented outside
of the enclosure?

D Is each confined space checked for decaying

vegetation or animal matter which may pro-
duce methane?

Is the confined space checked for possible
industrial waste which could contain toxic
properties?

D if the confined space is below ground and near

areas where motor vehicles will be operating,
is it possible for vehicle exhaust or carbon
monoxide to enter the space?

ENVIRONMENTAL CONTROLS

D Are all work areas properly illuminated?

D Are employees instructed in proper first aid

and other emergency procedures?

D Are hazardous substances, bleod and other

potentially infectious materials, which may
cause harm by inhalation, ingestion, or skin
absorption or cantact, identified?

D Are employees aware of the hazards invalved

with the various chemicals they may be ex-
posed to in their work environment, such as
ammonia, chlorine, epoxies, caustics, etc.?

D Is employee exposure to chemicals in the

workplace kept within acceptable levels?

Can a less harmful method or product be
used?

l:l Is the work area ventilation system appropriate

for the work performed?

D Are spray painting operations performed in

spray rooms or booths equipped with an
appropriate exhaust systemn?

D is employee exposure to welding fumss con-

trolled by ventilation, use of respirators, expo-
sure time limits, or other means?
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D Are welders and other nearby workers provid-

ed with flash shields during welding opera-
tions?

[j if forklifts and other vehicles are used in build-

ings or other enclosed areas, are the carbon
monoxide levels kept below maximum accept-
able concentration?

Has there been a determination that noise lev-
els in the facilities are within acceptable lev-
els?

Are steps being taken to use engineering con-
trols 1o reduce excessive noise levels?

Are proper precautions being taken when han-
dling asbestos and other fibrous materiais?

Are caution labels and signs used to warn of
hazardous substances (e.g., ashestos) and bio-
hazards {e.g., bloodborne pathogensl)?

Are wet methods used, when practicable, to
prevent the emission of airborne asbestos
fibers, silica dust and simiiar hazardous mate-
rials?

Are engineering controls examined and main-
tained or replaced on a scheduled basis?

Is vacuuming with appropriate equipment
used whenever possibie rather than biowing
or sweeping dust?

D Are grinders, saws and other machines that

produce respirable dusts vented to an industri-
al collector or central exhaust system?

D Are all local exhaust ventilation systems de-

signed to provide sufficient air flow and val-
ume for the application, and are ducts not
plugged and belts not slipping?

|:I Is PPE provided, used and maintained wherev-

er required?

Are there written standard operating proce-
dures for the selection and use of respirators
where needed?

Are restrooms and washrooms kept clean and
sanitary?

L__l s all water provided for drinking, washing and

cooking potable?

D Are all outlets for water that is not suitable for

drinking clearly identified?

Are employees’ physical capacities assessed
before they are assigned to jobs requiring
heavy work?

Are employees instructed In the proper man-
ner for lifting heavy objects?

[:l Where heat is a problem, have all fixed work

areas been provided with spot cooling or air
conditioning?

Are employees screened before assignment to
areas of high heat to determine if their health
might make them more susceptible to having
an adverse reaction?

Are employees working on streets and road-
ways who are exposed to the hazards of traffic
required to wear bright colored {traffic orange}
warning vests?

Are exhaust stacks and air intakes located so
that nearby contaminated air will not be re-
circulated within a building or other enclos-
ed area?

s equipment producing ultraviolet radiation
properiy shielded?

D Are universal precautions observed where

occupational exposure to blood or other po-
tentially infectious materials can occur and in
all instances where differentiation of types of
body fiuids or potentially infectious materials
is difficult or impossible?

FLAMMABLE AND COMBUSTIBLE MATERIALS

D Are combustible scrap, debris and waste

materials (oily rags, etc.) stored in covered
metal receptacles and promptly removed from
the worksite?

ls proper storage practiced to minimize the risk
of fire, including spontaneous combustion?

Are approved containers and tanks used to
store and handle flammable and combustible
tiquids?

Are all connections on drums and combustible
liquid piping, vapor and liquid tight?

I:] Are all flammabite liquids kept in closed con-

tainers when not in use {e.g., parts cleaning
tanks, pans, etc.)?
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[ Are bulk drums of flammable liquids grounded

and bonded to containers during dispensing?

D Do storage rooms for flammable and com-

bustible liquids have explosion-proof lights
and mechanical or gravity ventilation?

D Is liquefied petroleum gas stored, handled

and used in accordance with safe practices
and standards?

[:I Are “NO SMOKING” signs posted on liquefied

petroleum gas tanks and in areas where flam-
mable or combustible materials are used or
stored?

D Are liquefied petroleum storage tanks guarded

to prevent damage from vehicles?

D Are all solvent wastes and flammable liquids

kept in fire-resistant, covered containers until
they are removed from the worksite?

Is vacuuming used whenever possible rather
than blowing or sweeping combustible dust?

Are firm separators placed between containers
of combustibles or flammables that are stack-
ed one upon another to ensure their support
and stability?

D Are fuel gas cylinders and oxygen cylinders

separated by distance and fire-resistant barri-
ars while in storage?

[:I Are fire extinguishers selected and provided

for the types of materials in the areas where
they are to be used?

Class A - Ordinary combustible material fires.

Class B - Flammable liquid, gas or grease fires.

Class C - Energized-electrical equipment fires.

D Are appropriate fire extinguishers mou nted

within 76 feet (22.86 meters) of outside areas
containing flammabie liquids and within 10
feet {3.048 meters) of any inside storage area
for such materials?

Are extinguishers free from obstructions or
blockage?

Are ail extinguishers serviced, maintained and
tagged at intervals not to exceed one year?

Are all extinguishers fuily charged and in their
designated places?

u
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Where sprinkler systems are permanently
installed, are the nozzie heads so directed or
arranged that water will not be sprayed into
operating electrical switchboards and equip-
ment?

Are safety cans used for dispensing flammable
of combustible liquids at the point of use?

D Are all spills of flammable or combustible lig-

uids cleaned up promptly?

Are storage tanks adequately vented to pre-
vent the development of excessive vacuum or
pressure as a result of filling, emptying, or
atmosphere temperature changes?

Are storage tanks equipped with emergency
venting that will relieve excessive internal
pressure caused by fire exposure?

Are rules enforced in areas involving storage
and use of hazardous materials?

HAZARDOUS CHEMICAL EXPOSURE

Are employees aware of the potential hazards
and trained in safe handling practices for situ-
ations involving various chemicals stored or
used in the workplace such as acids, bases,
caustics, epoxies, phenols, etc.?

D is employee exposure to chemicals kept within

acceptable levels?

D Are eye-wash fountains and safety showers

provided in areas where corrasive chemicals
are handled?

Are all containers, such as vats, storage tanks,
stc., labeled as to their contents, e.9., “CAUS-
TICS"?

I:] Are all employees required to use personal

protective clothing and equipment when han-
dling chemicals {gloves, eye protection, respi-
rators, etc.)?

D Are flammable or toxic chernicals kept in

Oceupational Safoty and
Health Administration

closed containers when not in use?

Are chemnical piping systems cleatly marked as
to their content?

Where corrosive liquids are frequently handled
in open containers or drawn from storage ves-
sels or pipelines, are adequate means readily
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available for neutralizing or disposing of spills or
overflows and performed properly and safely?

D Are standard operating procedures established

and are they being followed when cleaning up
chemical spills?

Are respirators stored in a convenient, clean
and sanitary location, and are they adequate
for emergencies?

D Are employees prohibited from eating in areas

where hazardous chemicals are present?

Is PPE used and maintained whenever neces-
sary?

Are there written standard operating proce-
dures for the selection and use of respirators
where needed?

D If you have a respirator protection program,

are your employees instructed on the correct
usage and limitations of the respirators?

Are the respirators National Institute for
Occupational Safety and Health (NIOSH)-
approved for this particular application?

Are they regularly inspected, cleaned, sani-
tized and maintained?

If hazardous substances are used in your pro-
cesses, do you have a medical or biological
monitoring system in operation?

D Are you familiar with the threshold limit values

or permissible exposure limits of airborne con-
taminants and physical agents used in your
workplace?

D Have appropriate control procedures been

instituted for hazardous materials, including
safe handling practices and the use of respira-
tors and ventilation systems?

Whenever possible, are hazardous substances
handled in properly designed and exhausted
booths or similar locations?

Do you use general dilution or tocal exhaust
ventilation systems to control dusts, vapors,
gases, fumes, smoke, solvents, or mists that
may be generated in your workplace?

Is operational ventilation equipment provided

far removal of contaminants from production

grinding, buffing, spray painting, and/or vapor
degreasing?

D Do employees complain about dizziness,

headaches, nausea, irritation, or other factors
of discomfort when they use solvents or other
chemicals?

I_:I Is there a dermatitis problem? Do employees

complain about dryness, irritation, or sensitiza-
tion of the skin?

Have vou considered having an industrial
hygienist or environmental health specialist
evaluate your operation?

D If internal combustion engines are used, is car-

bon monoxide kept within acceptable levels?

Is vacuuming used rather than blowing or
sweeping dust whenever possible for cleanup?

D Are materials that give off toxic, asphyxiant,

suffocating, or anesthetic fumes stored in
remote or isolated locations when not in use?

HAZARDOUS SUBSTANCES COMMUNICATION

E] ls there a list of hazardous substances used in

your workplace and an MSDS readily available
for each hazardous substance used?

l:l 1s there a current written exposure control plan

for occupational exposure to bloodborne
pathogens and other potentialty infectious
materials, where applicable?

D Is there a written hazard communication pro-

gram dealing with MSDSs, labeting and
employee training?

D Is each containet for a hazardous substance

li.e., vats, bottles, storage tanks, etc.) jabeled
with product identity and a hazard warning
(communication of the specific health hazards
and physical hazards)?

is there an employee training program for haz-
ardous substances that includes:

an explanation of what an MSDS is and how
to use and obtain one;

MSDS contents for each hazardous substance
of class of substances;

explanation of “A Right to Know";

identification of where an employee can see
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the written hazard communication program;

Jocation of physical and health hazards in par-
ticular work areas and the specific protective
measures to be used; and

details of the hazard communication program,
including how to use the labeling system and
MSDSs.

Does the employse training program on the
bloodborne pathogens standard contain the
following elements:

an accessible copy of the standard and an
explanation of its contents;

a general explanation of the epidemiology and
symptoms of bloodborne diseases;

an explanation of the modes of transmission
of Bloodborne Pathogens;

an explanation of the employer’s exposure
control plan and the means by which employ-
ees cah obtaln a copy of the writien plan;

an explanation of the appropriate methads for
recognizing tasks and the other activities that
may involve exposure to blood and other
potentially infectious materials;

an explanation of the use and limitations of
methads that will prevent or reduce exposure,
including appropriate engineering controls,
work practices and PPE;

information on the types, proper use, location,
removal, handling, decontamination and dis-
posal of PPE;

an explanation of the basis for selection of
PPE;

information on the hepatitis B vaccine;

information on the appropriate actions to take
and persons to contact in an emergency in-
volving blood or other potentially infectious
materials;

an explanation of the procedure to follow if an
exposure incident accurs, including the meth-
ads of reporting the incident and the medical
follow-up that will be made avaiiabie;

OSHA

« information on post-exposure evaluations and
follow-up; and

= an explanation of signs, labels and color
coding.

D Are employees trained in:

» how to recognize tasks that might result in
occupsational exposure;

» how to use work practice, engineering con-

trols and PPE, and their fimitations;

» how to obtain information on the types, selec-

tion, proper use, location, removal, handling,
decontamination and disposal of PPE; and

= who to contact and what to do in an emer-
gency.

ELECTRICAL

Do you require compliance with QSHA stan-
dards for all contract electricat work?

D Are all employees required to report any obvi-

ous hazard to life or property in connection
with electrical equipment or lines as soon as
possibie?

\:I Are employees instructed to make preliminary

inspections and/or approptiate tests to deter-
mine conditions before starting work on elec-
trical equipment or lines?

When electrical equipment or lines are to be
serviced, maintained, or adjusted, are neces-
sary switches opened, locked out or tagged,
whenever possible?

D Are portable electrical tools and equipment

grounded or of the double insulated type?

[:I Are electrical appliances such as vacuum

cleaners, polishers, vending machines, etc.,
grounded?

D Do extension cords have a grounding con-

ductor?

D Are multiple plug adapiors prohibited?

D Are ground-fault circuit interrupters instalied

on each temporary 15 or 20 ampere, 120 volt
alternating current (AC) circuit at {ocations
where construction, demoilition, modifications,

Qecupational Safety and
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alterations, or excavations are being per-
formed?

D Are all ternporaty circuits protected by suitable

disconnecting switches or plug connectors at
the junction with permanent wiring?

Do you have electrical installations in haz-

ardous dust or vapor areas? If so, do they
meet the National Electrical Code (NEC) for
hazardous locations?

Are exposed wiring and cords with frayed or
deteriorated insulation repaired or replaced
promptly?

l:' Are flexible cords and cables free of splices or

taps?

Are clamps or other securing means provided
on flexible cords or cables at plugs, recepta-
cles, tools, equipment, etc., and is the cord
jacket securely held in piace?

L:I Are all cord, cable and raceway connections

intact and secure?

In wet or damp locations, are electrical tools
and equipment appropriate for the use or loca-
tion or otherwise protected?

Is the location of electrical power lines and
cables {overhead, underground, under floor,
other side of walls, etc.} determined hefore
digging, drilling, or similar work is begun?

[j Are metal measuring tapes, ropes, hand-lines

or similar devices with metaltic thread woven
into the fabric prohibited where they could
come in contact with energized parts of equip-
ment or circuit conductors?

s the use of metal ladders prohibited where
the ladder or the person using the ladder
could come in contact with energized parts of
equipment, fixtures, or circuit conductors?

D Are all disconnecting switches and circuit

breakers labeled to indicate their use or equip-
ment served?

D Are disconnecting means always opened

before fuses are replaced?

[:I Do all interior wiring systems include provi-

sions for grounding metal parts of electrical
raceways, equipment and enclosures?

Are all electrical raceways and enclosures
securely fastened in place?

D Are all energized parts of electrical circuits and

equipment guarded against accidental contact
by approved cabinets or enclosures?

Is sufficient access and working space provid-
ed and maintained around all electrical equip-
ment to permit ready and safe operations and
maintenance?

D Are all unused openings (including conduit

knockouts) in electrical enclosures and fittings
ciosed with appropriate covers, plugs, or
plates?

Are electrical enclosures such as switches, re-
ceptacles, junction boxes, etc., provided with
tight-fitting covers or plates?

Are disconnecting switches for electrical
motors in excess of two horsepower able to
open the circuit when the motor is stalled
without exploding? (Switches must be horse-
power rated equal to or in excess of the motor
rating.)

D s low voltage protection provided in the con-

trof device of motors driving machines or
equipment that could cause injury from inad-
vertent starting?

Is each motor disconnecting switch or circuit
breaker jocated within sight of the motor con-
trol device?

D is each motor located within sight of its con-

troller or is the controlier disconnecting means
able to be locked open or is a separate discon-
necting means instalied in the cireuit within
sight of the motor?

D s the controller for each motor that exceeds

two horsepower rated equal to of above the
rating of the motor it serves?

|:] Are employees who regularly work on or

around energized electrical equipment or lines
instructed in cardiopulmonary resuscitation
{CPR)?

D Are empioyees prohibited from working alone

on energized lines or equipment over 600
volts?
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NOISE

Are there areas in the workplace where contin-
uous noise levels exceed 85 decibels?

Is there an ongoing preventive health program
to educate employees in safe levels of noise,
exposures, effects of noise on their health and
the use of personal protection?

Have work areas where noise levels make
voice comimunication between employees dif-
ficult been identified and posted?

[:I Are noise levels measured with a sound level

.

meter or an octave band analyzer and are
records being kept?

Have engineering controls been used to
reduce excessive noise levels? Where engi-
neering controls are determined to be infeasi-
ble, are administrative controls (i.e., worker
rotation) being used to minimize individual
employee exposure to noise?

D Is approved hearing protective equipment

{noise attenuating devices} available to every
employee working in noisy areas?

Have you tried isofating noisy machinery from
the rest of your operation?

If you use ear pratectors, are employees prop-
arly fitted and instructed in their use?

Are employees in high noise areas given peri-
odic audiometric testing to ensure that you
have an effective hearing protection system?

FUELING

D Are employees prohibited from fueling an

J

internal combustion engine with a fiammable
liquid while the engine is running?

Are fueling operations performed to minimize
spillage?

When spillage occurs during fusling opera-
tions, is the spilled fuel washed away com-
pletely, evaporated, or are pother measures
taken to controf vapors before restarting the
engine?

I:I Are fuel tank caps replaced and secured before

starting the engine?

OSHA

i:l In fueling operations, is there always metal

contact between the container and the fuel
tank?

D Are fueling hoses designed to handle the spe-

cific type of fuel?

[:I Are employees prohibited from handiing or

transferring gasoline in open containers?

D Are open lights, open flames, sparking, or atc-

ing equipment prohibited near fueling or
transfer of fuel operations?

D Is smoking prohibited in the vicinity of fueling

operations?

l:l Are fueling operations prohibited in buildings

or other enclosed areas that are not specifical-
ly ventilated for this purpose?

D Where fueling or transfer of fuel is dane

through a gravity flow system, are the nozzles
self-closing?

IDENTIEICATION OF PIPING SYSTEMS

D When nonpotable water is piped through a

facility, are outlets or taps posted to alert
employees that the water is unsafe and not to
be used for drinking, washing, or other per-
sonal use?

D When hazardous substances are transported

through above-ground piping, is each pipeline
identified at points where confusion could
introduce hazards to employees?

L:I When pipelines are identified by color painted

bands or tapes, are the bands or tapes located
at reasonable intervals and at each outlet,
valve, or connection, and are all visible parts
of the line so identified?

D When pipelines are identified by color, is the

color code posted at all locations where confu-
sion could introduce hazards to employses?

When the contents of pipelines are identified
by name or narne abbreviation, is the informa-
tion readily visible on the pipe near each valve
or outlet?

When pipelines carrying hazardous substances
are identified by tags, are the tags constructed
of durable materials, the message printed

Oocupational Safaty and
Health Administration

37




clearly and permanently, and are tags installed
at each valve or outlet?

D When pipelines are heated by electricity,

steam, or other external source, are suitable
warning signs or tags placed at unions, valves,
or other serviceable parts of the system?

MATERIALS HANDLING

D is there safe clearance for equipment through

aisles and doorways?

D Are aisleways permanently marked and kept

clear to allow unhindered passage?

Are motorized vehicles and mechanized equip-
ment inspected daily or prior to use?

Ij Are vehicles shut off and brakes set prior to

loading or unloading?

D Are containers of liquid combustibles or flam-

mables, when stacked while being moved,
always protected by dunnage (packing materi-
al) sufficient to provide stability?

[:I Are dock boards (bridge plates} used when

loading or unloading operations are taking
ptace between vehicies and docks?

L__I Are trucks and trailers secured from move-

ment during loading and unloading opera-
tions?

D Are dock plates and loading ramps construct-

ed and maintained with sufficient strength to
support imposed loading?

[:I Are hand trucks maintained in safe operating

condition?

D Are chutes equipped with sideboards of suffi-

cient height to prevent the materials being
handled from falling off?

I:I Are chutes and gravity roller sections firmly

placed or secured to prevent displacement?

Are provisions made to brake the movement
of the handled materials at the defivery end of
rollers or chutes?

[:l Are pallets usually inspected before being

loaded or moved?

D Are safety latches and other devices being

used to prevent slippage of materials off of
hoisting hooks?

Are securing chains, ropes, chockers, or slings
adequate for the job?

Are provisions made to ensure that no one is
helow when hoisting material or equipment?

[_] Are MSDSs available to employees handiing

hazardous substances?

TRANSPORTING EMPLOYEES AND MATERIALS

Do employees who operate vehicles on public
thoroughfares have valid operatot’s licenses?

When seven or more employees are regularly
transported in a van, bus, or truck, is the oper-
ator’s license appropriate for the class of vehi-
cie being driven and are there enough seats?

D Are vehicles used to transport employees

equipped with lamps, brakes, horns, mitrors,
windshields and turn signals, and are they in
good repair?

Are transport vehicles provided with handrails,
steps, stirrups, or similar devices, placed and
arranged to allow employees to safely mount
or dismount?

|:I Are employee transport vehicles equipped at

all times with at least two reflective-type
flares?

D Is a fully charged fire extinguisher, in good

condition, with at least a 4 B:C rating main-
tained in each employee transport vehicle?

D When cutting tools or tools with sharp edges

are carried in passenger compartments of
employee transport vehicles, are they placed
in closed boxes or containers that are secured
in place?

I:] Are employees prohibited from riding on top

of any load that could shift, topple, or other-
wise become unstable?

CONTROL OF HARMFUL SUBSTANCES
BY VENTILATION

I:] Is the volume and velocity of air in each ex-

haust system sufficient to gather the dusts,
fumes, mists, vapors, or gases to be controll-
ed, and to convey them to a suitable point of
dispasal?
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Ara exhaust inlets, ducts and plenums de-
signed, constructed and supported to prevent
collapse or failure of any part of the system?

Are clean-out ports or doors provided at inter-
vals not to exceed 12 feet (3.8576 meters) in all
horizontal runs of exhaust ducts?

Where two or more different operations are
being controlled through the same exhaust
system, could the combination of substances
involved create a fire, explosion, or chemical
reaction hazard in the duct?

ls adequate makeup air provided to areas
where exhaust systems are operating?

D Is the source point for makeup air located so

that only clean, fresh air, free of contaminants
will enter the work environment?

Where two or more ventilation systems serve
a work area, is their operation such that one
will not offset the functions of the other?

SANITIZING EQUIPMENT AND CLOTHING

Js required personal protective clothing or
equipment able to be cleaned and disinfected
easily?

D Are employees prohibited from interchanging

personal protective clothing or equipment,
unless it has been properly cleaned?

Are machines and equipment that process,
handle, or apply materials that could injure
employees cleaned and/or decontarninated
before being overhauled or placed in storage?

D Are employees prohibited from smoking or

eating in any area where contaminants are
present that could be injurious if ingested?

OSHA
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When employees are required to change from
street clothing into protective clothing, is a
clean change room with a separate storage
facility for street and protective clothing pro-
vided?

Are employees required to shower and wash
their hair as soon as possible after a known
contact with a carcinogen has occurred?

When equipment, materials, or other items are
taken into or removed from a carcinogen-reg-

ulated area, is it done in a manner that will not
contaminate non-regulated areas or the exter-

nal environment?

TIRE INFLATION

[:I Where tires are mounted and/or inflated on

drop center wheels or on wheels with split
rims and/or retainer rings, is a safe practice
procedure posted and enforced?

Does each tire inflation hose have a clip-on
chuck with at least 2.54 inches (8.45 centime-
ters) of hose between the chuck and an in-line
hand valve and gauge?

Does the tire inflation control valve automati-
cally shut off the air flow when the valve is
released?

Is a tire restraining device such as a cage, rack,
or other effective means used while inflating
tires mounted on split rims or rims using
retainer rings?

D Are employees prohibited from standing

directly over or in front of a tire while it is
being inflated?

Qeccupational Safety and
Health Administration
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ASSISTANCE IN SAFETY AND HEALTH FOR SMALL BUSINESSES

OSHA Assistance

OSHA’S OFFICE OF SMALL BUSINESS ASSISTANCE

OSHA created the Office of Small Business
Assistance to help small business employers
understand their safety and health obligations,
access compliance information, provide guidance
in regulatory standards, and to educate them about
cost-effective means for ensuring the safety and
health of worksites.

QSHA's Office of Small Business Assistance can
be contacted by telephone at (202} 693-2220 or by
writing to the U.S. Department of Labor, 200
Constitution Avenue, NW, Room N-3700,
Washington, DC 20210.

ON-SITE CONSULTATION

Using the free and confidential on-site consulta-
tion service largely funded by the Federal OSHA,
employers can find out about potential hazards at
their worksites, improve their occupational safety
and health management systems, and even qualify
for a one-year exemption from routine OSHA in-
spections.

“The service is delivered at your workplace by
state governments using well-trained professional
staff. Most consultations take place on-site, though
limited services away from the worksite are avail-
able,

Primarily targeted for smaller businesses, this
safety and heaith Consultation Program is com-
pletely separate from OSHA's enforcement efforts.
it is also confidential. No inspections are triggered
by using the Consultation Program and no citations
are issued or penalties proposed.

Your name, your firm’s name and any informa-
tion you provide about your workptace, plus any
unsafe or unhealthful working conditions that the
consuitant uncovers, will not routinely be reported
to the OSHA enforcement staff.

Your only obligation will be to commit to cor-
recting serious Job safety and health hazards dis-
covered — a commitment that you are expected to
make prior to the actual consultation visit. If haz-
ards are discovered, the consultant wifl work with
you to ensure they are corrected in a reasonable
timeframe agreed upon by all parties.

Getting Started. Since consultation is a volun-
tary activity, you must request it, Your telephone
call or letter sets the consuiting machinery in
motion. The consultant will discuss your specific

needs and set up a visit date based on the priority
assigned to your request, your work schedule and
the time needed for the consultant to prepare ade-
quately to serve you. OSHA sncourages a com-
plete review of your firm's safety and health situa-
tion: however, if you wish, you may limit the visit
to one ot more specific problems.

Opening Conference. When the consultant
arrives at your worksite for the scheduled visit, he
or she will first meet with you in an opening con-
ference to briefly review the consultant’s role and
the obligations you incur as an employer.

Walk-through. Together, you and the consultant
will examine conditions in your workplace, OSHA
strongly encourages maximum employee partici-
pation in the walk-through. Better informed and
alert employees can help you identify and correct
potential injury and iliness hazards in your work-
ptace. Talking with employees during the walk-
through helps the consultant identify and judge the
nature and extent of specific hazards,

The consultant will study your entire workplace,
or only those specific operations you designate,
and discuss applicable OSHA standards. The con-
sultant also will point out other safety or health
risks which might not be cited under QSHA stan-
dards, but which nevertheiess may pose safety or
health risks to your employees. He or she may
suggest and even provide measures such as self-
inspection and safety and health training that you
and your employees can apply to prevent future
hazardous situations.

A comprehensive consultation also includes: (1)
appraisal of all mechanical and environmental haz-
ards and physical work practices; {2} appraisal of
the present job safety and health program or help
in estabiishing one; (3) a conference with manage-
ment on findings; (4} a written report of recom-
mendations and agreements; and {5} training and
assistance with implementing recommendations.

Closing Conference. The consultant wili then
review detailed findings with you in a closing con-
ference. You will learn not only what you need to
improve but what you are doing right, as well. At
that time you can discuss problems, possible solu-
tions and abatement periods to eliminate or contro!
any serious hazards identified during the walk-through.

In rare instances, the consultant may find an
simminent danger” situation during the walk-
through. In that case, you must take immediate
action to protect employees. In certain other situa-
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tions-those that would be judged a “serious viola-
tion"” under OSHA criteria—you and the consultant
must develop and agree to a reasonable plan and
schedule to eliminate or control that hazard. The
consultant will offer general approaches and op-
tions to you. He or she may also suggest other
sources for technical help.

Abatement and Follow-through. Following the
closing conference, the consultant will send you a
detailed written report explaining the findings and
confirming any abatement periods agreed upon,
The consultant may also contact you from time to
time to check your progress. You, of course, may
always contact him or her for assistance.

Ultimately, OSHA does require hazard abate-
ment so that each consultation visit achieves its
objective-effactive employee protection. If you fail
to eliminate or control identified serious hazards
{or an imminent danger) according 1o the plan and
within the limits agreed upon or an agreed-upon
extension, the situation must be referred from con-
sultation to an OSHA enforcement office for appro-
priate action. This type of referral is extremely rare.

Benefits. Knowledge of your workplace hazards
and ways to eliminate them can only improve your
own operations—and the management of your firm.
You will get professional advice and assistance on
the correction of workplace hazards and benefit
from on-site training and assistance provided. The
consultant can help you establish or strengthen an
semployee safety and health program, making safe-
ty and health activities routine rather than crisis-
oriented responses.

In many states, employers may participate in
OSHA's Safety and Health Achievement
Recagnition Program {SHARP). This program is
designed to provide incentives and support to
smaller, high-hazard employers to develop, imple-
ment and continuously improve effective safety
and health programs at their worksite(s). SHARP
provides recoghition of employers who have
demonstrated exemplary achievements in work-
place safety and health, beginning with a compre-
hensive safety and health consultation visit, correc-
tion of all workplace safety and health hazards,
adoption and implementation of effective safety
and health management systems, and agreement
to request further consultative visits if major
changes in working conditions or processes occur

that may introduce new hazards. Employers who
meet these specific SHARP requirements may be
removed from OSHAs programmed inspaction list
for one year.

The on-site consultants will:

» help you recognize hazards in your workplace,

» suggest general approaches or options for
salving a safety or health problem,

= identify kinds of help available if you need fur-
ther assistance,

» provide you with a written report summarizing
findings,

a assist you in developing or maintaining an
effective safety and health program,

= provide training and education for you and
your employees,

» recommend you for a one-year exclusion from
0QSHA programmed inspactions, once pro-
gram criteria are met,

The on-site consultants will not:

= issue citations or propose penalties for viola-
tions of OSHA standards,

» report possible violations to QOSHA enforce-
ment staff,

» guarantee that your workplace will “pass” an
OSHA inspection.

For a list of consultation projects in each state,
see the OSHA website at www.osha.gov/dosp/
smallbusiness/consuit_directory.html.

OTHER COOPERATIVE PROGRAMS

Information about OSHA's different cooperative
programs is available from any OSHA Regional
Office, OSHA Area Office, or by contacting OSHA's
Directorate of Coeperative and State Programs at
the U.S. Department of Labor, Occupational Safety
and Health Administration, 200 Constitution
Avenue, NW, Room N-3700, Washington, DC
20210, phone (202) 693-2200.

OSHA

Occupational Safety and
Health Administration
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VOLUNTARY PROTECTION PROGRAMS (VPP)

OSHA's VPP provide an opportunity for labor,
management and government to waork together
cooperatively to further the goal of providing effec-
tive safety and health protection in the workplace.
The VPP grant recognition to worksites that provide
or are committed to providing effective protection
for their employees through implementation of
systematically managed safety and health pro-
grams. The Star Program is for worksites that have
at least one year's experience with an gffectively
implemented safety and health program. The
Merit Program is for worksites working toward an
effectively implemented program. The Star
Demonstration Program is for worksites with pro-
grams at Star quality but with some aspect of their
program that requires further study by OSHA. All
participants work in partnership with OSHA and
provide models for OSHA and for their industries.

OSHA STRATEGIC PARTNERSHIP PROGRAM {OSPP)

OSPP is designed to enable groups of employ-
ers, employees and employee representatives 1o
partner with OSHA and enter into an extended, vol-
untary, cooperative relationship in order to encour-
age, assist and recognize etforts 1o eliminate sefi-
ous hazards and achieve a high level of worker
safety and health.

OSHA ALLIANCE PROGRAM

Alliances are goal-oriented written agreements
between OSHA and organizations to work together
to prevent workplace injuries and ilinegses. Organ-
izations include employers, employees, fabor unigns,
trade or professional groups, educational institu-
tions and government agencies. Alliances focus on
one or more of the following goals: training and
education, outreach and communications, and pro-
moting the national dialogue on occupational safe-
ty and health.

States with Approved Plans

The Occupational Safety and Health Act of 1970
encourages states to develop and operate their
own job safety and health programs. OSHA
approves and monitors state plans and provides up
1o 50 percent of an approved plan’s operating costs.

Twenty-four states, Puerto Rico and the Virgin
islands currently operate approved state plans.

These state plans operate under authority of state
law and are required to be, in structure and per-
formance, “at least as effective as” the Federal
OSHA Program. Although many states have
adopted standards and procedures identical to
Federal standards, states may have different or
additional requirements parallel to those described
in the Federal program.

To determine which set of standards and regula-
tions apply to you, you need to know whether you
are covered by a state plan or subject to Federal
OSHA. Please visit http://Awww.oshaslc.gov/fso/osp
findex.html, call the OSHA Area Office nearest you,
or (800) 321-OSHA to obtain this information.

if you are subject 1o state enforcement, the
OSHA Area Qffice will refer you to your state office
which can provide all relevant information, such as
whether the state is using the Federal standards,
information on the poster and recordkeeping
requirements, and special services available to
small businesses. The state office also can provide
you with further assistance, including directing you
to the free, on-site consultation services described
above.

See the list of OSHA-approved state plans at
www.osha.gov.

OSHA Publications

A single free copy of the following materials can be
obtained from the OSHA Area or Regional Office,
ot contact the OSHA Publications Office, U.s.
Department of Labor, 200 Constitution Avenue,
NW, N-3101, Washington, DC 20210, or call {202)
£93-1888, or fax (202) 693-2498.

Access to Medical and Exposure Records -
OSHA 3110

All About OSHA ~ OSHA 3302

Asbestos Standard for the Construction Industry -
OSHA 3096

Control of Hazardous Energy (Lockout/ Tagout) -
OSHA 3120

Employee Workplace Rights - OSHA 3021

Employer Rights and Responsibilities Following
an OSHA Inspection — OSHA 3000
{Spanish version 3195)

Hand and Power Tools - OSHA 3080
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How to Plan for Werkplace Emergencies and
Evacuations — OSHA 3088

Job Safety and Heaith Protection Poster -
OSHA 3165

Job Hazard Analysls — OSHA 3071

Model Plans & Programs for the OSHA Bloodbome
Pathogens and Hazard Communications Standards
~ OSHA 3186

Occupational Safety and Health (OSH) Act —
OSHA 2001

Personal Protective Equipment — OSHA 3151

Servicing Single-Piece and Multi-Piece Rim Wheels —
(OSHA 3086

The following publications are available from
the U.S. Government Printing Office (GPO),
Superintendent of Documents, Washington, DC
20402, phone toll-free (866} 512-1800, fax {202) 512-
2950. Include GPO Order Number and make
checks payable to Superintendent of Dacuments.
All prices are subject to change by GPO.

Hazard Communication: A Compliance Kit -
QOSHA 311
Order No. 029-016-00200-6. Cost: $21.00

Construction Industry Digest— OSHA 2202
Order No. 029-016-00212-0. Cost: $8.00

Materials Handling and Storing — OSHA 2236
Order No. 029-016-00215-4. Cost: $3.75

Internet—There is an enormaous amount of compli-
ance assistance information on OSHA's website
that can be useful to the smali business owner,
found at http://www.osha.gov/dcsp/cornptiance_
assistancefindex.htmi. OSHA standards, interpreta-
tions, directives and additional information are
also availabte at http:/fwww.osha.gov/ and
http://www.osha-slc.gov/.

CD-ROM—A wide variety of OSHA rmaterials,
including standards, interpretations, directives, and
more, can be purchased on CD-ROM from the U.S.
Government Printing Office, Superintendent of
Documents, phone toll-free (866} 512-1800.

Emergencies—For life-threatening situations, call
(800) 321-OSHA. Your call will be directed to the
nearest OSHA Area or state office for help.
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For further information on any OSHA program,
contact your nearest OSHA Area of Regional Office
or cali {800) 321-0SHA.

Other Sources of Assistance

VOLUNTARY PROTECTION PROGRAMS
PARTICIPANTS’ ASSOCIATION (VPPPA)

The VPPPA is a private organization made up of
VPP participant companies. The VPPPA has mem-
bers in most states where the Federal OSHA pro-
gram operates and in many states where state
plans are in force. The VPPPA is willing to provide
information, outreach, and mentoring to help work-
sites improve their safety and health programs.
Chapters of the national association have been
formed in most OSHA regions. Members of these
chapters also are willing to provide the kind of
assistance provided by the national organization.
To contact your regional chapter of the VPPPA, call
or write the OSHA Regional Office listed in the back
of this publication for the address and telephone
number of the chapter in your region. To contact
the VPPPA national organization, please call {703)
761-1146 or write to the following address:

Voluntary Protection Programs Participants’
Association

7600 East Leesburg Pike, Suite 440

Falls Church, VA 22043

{703) 761-1146

SMALL BUSINESS DEVELOPMENT CENTERS

The U.S. Small Business Administration (SBA}
administers the Smali Business Development
Center Program to provide management and tech-
nical assistance to current and prospective smail
business owners. There is a Small Business
Development Center {SBDC) in every state, the
District of Columbia, Puerto Rico, Guam, Samoa,
and the U.S. Virgin Islands, with more than 1,000
service centers across the country. SBDC assis-
tance is tatlored to the local gommunity and the
needs of individual clients and designed to deliver
up-to-date counseling, training, and technical assis-
tance. Services could include helping small busi-
nesses with financial, marketing, production,
organization, engineering, and technical problems.

L]
OSHA
Oceupational Safety and
Health Administration
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NATIONAL INSTITUTE FOR OCCUPATIONAL
SAFETY AND HEALTH (NIOSH)

NIOSH is a research agency in the U.S.
Department of Health and Human Services. (OSHA
is a regulatory agency in the U.S. Department of
Labor). NIOSH conducts research and makes rec-
ommendations to prevent work-related iliness and
injury. NIOSH has produced a useful guide, Safety
and Health Resource Guide for Small Businesseas,
with telephone numbers, e-mail and Internet ad-
dresses, and mailing information to enable small
businesses to contact government agencies, pri-
vate organizations, consultants, and others who
can help with occupational safety and health is-
sues. The NIOSH toll-free phone number is (800)
356-4674, and its website address is www.cdc.
gov/niosh.

WOCRKERS' COMPENSATION CARRIERS AND
OTHER INSURANCE COMPANIES
Many workers' compensation carriers, as well

as many liability and fire insurance companies,
conduct periodic inspections and visits to evaluate
safety and health hazards. Managers of small and
medium-sized businesses need to know what serv-
ices are available from these sources. Contact your
carrier and see what it has to offer.

TRADE ASSOCIATIONS AND EMPLOYER GROUPS
Because of the increase in job safety and health

awareness resulting from OSHA activities, many
trade associations and employer groups have put a
new emphasis on safety and heaith matters to bet-
ter serve their members. If you are a member of
such a group, find out how it is assisting its mem-
bers. If you are not a member, find out if these
groups are circulating their materials to nonmem-
bers, as many do.

TRADE UNIONS AND EMPLOYEE GROUPS

if your employees are organized, set up some
communications, as you do in normal labor rela-
tions, to get coordinated action on hazards in your
business. Safety and health is one area where
advance planning will produce action on common
goals. Many trade unions have safety and health
expertise that they are willing to share.

THE NATIONAL SAFETY COUNCIL AND
LOCAL CHAPTERS

The National Safety Council (NSC) has a broad
range of information services available. if you
have a local chapter of the NSC in your area, you
can call or visit to see how you can use materials
pertaining to your business. [f there is no chapter
nearby, you can write to:

Naticnal Safety Council
1121 Spring Lake Drive
Itasca, IL 60143-3201

PROFESSIONAL ASSOCIATIONS
The following professional associations are an
additional resource that may be able to provide
assistance to you:

American Society of Safety Engineers
1800 East Qakton Street
Des Plaines, L 680018-2187

American Industrial Hygiene Association
2700 Prosperity Avenue

Suite 250

Fairfax, VA 22031-4319

American Conference of Governmental
Industrial Hygienists

1330 Kemper Meadow Drive
Cincinnati, OH 45240

SPECIFIC MEDICAL CONSULTATION
Talk to your local doctors or clinics for advice on
workplace medical matters on a consulting basis.
Contact your local Red Cross chapter for assistance
in first-aid training. If you cannot identify a local
chapter, call {800) 667-2868 or write to:

American National Red Cross
National Headquarters
Safety Programs

2025 £ Straet, NW
Washington, DC 20006

YOUR LOCAL L'BRARY
Many local or university libraries contain infor-
mation on specific safety and health subjects per-
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taining to your business. These materials are usu-
ally in reference rooms or technical subject areas.
Ask your librarian what is available. The library
may be able to obtain materials for you through
inter-library loan, purchase, etc.

Two basic publications of the National Safety
Council will give you many sources of technical
information. The Accident Prevention Manual for
Industrial Operations is a basic reference book
for all safety and health work. The second book,
Fundamentals of Industrial Hygiene, contains excel-
lent information on toxic materials and recom-
mended health and hygiene practices. Both of
these references list other sources at the end of
each chapter that may help you in solving specific
problems,

FINANCING WORKPLACE IMPROVEMENT

The SBA is authorized to make loans to assist
small businesses with meeting OSHA standards.
Because SBA's definition of a “small” business
varies from industry to industry, contact your local
SBA field office to determine whether you qualify.

A helpful hint: if you decide to apply for an SBA
joan, experience indicates that most delays in pro-
cessing SBA/OSHA loans are because applications
(1) do not adequately describe each workplace con-
dition to be corrected and identify one or more
OSHA standards applicable to the condition to be
corracted, or {2) do not provide a reasonable esti-
mate of the cost ta correct each condition.

In most cases, safety hazards can be corrected
without financial assistance. Health hazards may
be more costly to correct. The age and condition
of the building and equipment are major factors 1o
be considered.

Interest rate information on SBA loans may be
obtained from any SBA office. They fluctuate but
are generally lower than you can obtain elsewhere.
You may wish to consult your own bank. |t pays to
shop around for loans.

Don't forget to check with your accountant at
income tax time, since safety and health improve-
ments can often be expensed or depreciated.

ADDITIONAL WEB PAGES OF INTEREST
TO SMALL BUSINESSES
(Internet websites change frequently; these list-
ings may not be current.)

hitp:/Aawwefirstgov.gov
A website for all agencies of the Federal govern-
ment.

http:/fwww.sba.gov
The U.S. Small Business Administration’s home
page.

http//www. businesslaw.gov
Legal and regulatory information for small busi-
nesses by state.

http:/www.regulations.gov

A site to enable small business owners to find all
Federa! regulations that are open for comment, to
read them and to submit their views.

http://wwwassistancecenters.net/
For help with understanding environmental regula-
tions that relate to the operation of your business.

http://www,irs.gov/businesses/small/index.htmI
This Internal Revenue Service website offers indus-
try- and profession-specific tax information and
guidelines.

Occupational Safety and
Health Administration
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Appendix A: Overali Action Plan Worlisheet

Major Action Steps to beTaken Priority Projected Actual
{Assign each Completion Completion
Step a Number) Date Date

10.
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Action Steps

Description of Action to be Taken:

Specific Steps Required

Persons
Assigned

Projected Problems/ Actual
Completion Delays Completion
Date Encountered Date

OSHA

Deoupational Safety and
Health Administration
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Appendix B: Model Policy Statements

The following statements provide examples that
can be used or modified by employers to help pre-
vent employee injury and iliness.

“The Qccupational Safety and Health Act of 1970
clearly states our common goal of safe and health-
ful working conditions. The safety and health of
our employees continues to be the first considera-
tion in the operation of this business. ”

“Safety and health in our business must be a part
of every operation. Without guestion it is every
employee’s responsibility at all levels, ”

"It is the intent of this company to comply with all
laws. To do this we must constantly be aware of
conditions in all work areas that can produce in-
juries. No employee is required to work at a job he
or she knows is not safe or healthful. Your cooper-
ation in detecting hazards and, in turn, controlling
them is a condition of your employment. Inform
your supervisor immediately of any situation
peyond your ability or autherity to correct. "

“The personal safety and health of each employee
of this company is of primary importance. The
prevention of occupationally-induced injuries and
ilinesses is of such consequence that it will be
given precedence over operating productivity
whenever necessary. To the greatest degree possi-
ble, management will provide all mechanical and
physical facilities required for personal safety and
health in keeping with the highest standards. ”

e will maintain a safety and health program con-
forming to the best practices of organizations of
this type. To be successful, such a program must
embody the proper aititudes toward injury and ill-
ness prevention on the part of su pervisors and
employees. [t also requires cooperation in all safe-
ty and health matters, not only between supervisor
and employes, but also between each employee
and his or her co-workers. Only through such a
cooperative effort can a safety program in the best
interest of all be established and preserved. "

*Our objective is a safety and health 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 to ours. Our goal is zero accidents and in-

juries.”

“QOur safety and health program will include:

= Providing mechanical and physical safeguards
to the maximum extent possible.

» A program of safety and health inspections to
identify and eliminate unsafe working condi-
tions or practices, to control health hazards,
and to comply fully with the safety and health
etandards for every job.

« Training all employees in good safety and
health practices.

» Providing necessary personal protective
squipment and instructions for its use and
care.

» Developing and enforcing safety and health
rules and requiring that employees cooperate
with these rules as a condition of employ-
ment.

w Investigating, promptly and thoroughly, every
accident to find out what caused it and to cor-
rect the problem so that it won't happen again.

» Setting up a system of recognition and
awards for outstanding safety service or per-
formance. ”

"We recognize that the responsibilities for safety
and health are shared:

» The employer accepts responsibility for lead-
ership of the safety and health program, for its
effectiveness and improvement, and for pro-
viding safe conditions.

= Supervisors are responsibie for deveioping
the proper attitudes toward safety and health
in themselves and in those they supetvise,
and for ensuring that all operations are per-
formed with the utmost regard for the safety
and health of all personnel involved, including
themselves.

» Employees are responsible for compliance
with all rules and regulations and for continu-
ously practicing safety while performing their
duties. ”
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Appendix C: Codes of Safe Practices

This is a suggested code. !t is general in nature
and includes many types of small business activi-
ties. It is intended only as a model that you can
customize to describe your own work environment.

General Policy

1. All employees of this firm shall follow these safe
practice rules, render every possible aid to safe
operations, and report all unsafe conditions or
practices to the supervisor/employer.

2. Supervisors shall insist that employees observe

~and obey every rule, regulation, and order neces-
sary to the safe conduct of the waork and take such
action necessary to obtain compliance.

3. All employees shall be given frequent accident
prevention instructions. Instructions, practice drills,
and articles concerning workplace safety and
health shall be given at least once every
working days.

4, Anyone known to be under the influence of alco-
hol and/or drugs shall not be allowed on the job
while in that condition. Persons with symptoms of
alcohol and/or drug abuse are encouraged to dis-
cuss personal or work-related problems with the
supervisorfemployer.

5. No one shall knowingly be permitted or required
10 work while his or her ability or alertness is im-
paired by fatigue, iliness, or other causes that
might expose the individual or others to injury.

6. Employees should be alert to see that all guards
and other protective devices are in proper places
and adjusted, and they shall report deficiencies.
Approved protective equipment shall be worn in
specified work areas.

7. Horseplay, scuffling, and other acts that tend to
endanger the safety or well-being of employees are
prohibited.

8. Work shall be wel} 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 legs instead of the
smaller muscies of the back. Back injuries are the
most frequent and often the most persistent and
painful type of workplace injury.

9. Workers shall not handle or tamper with any
glectrical equipment, machinery, or air or water
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lines in a manner not within the scope of their
duties, unless they have received instructions from
their supervisor/employer.

10. All injuries shall be reported promptly to the
supervisorfemployer so that arrangements can be
made for medical and/or first-aid treatment. First-
aid materials are located in :emer-
gency, fire, ambulance, rescue squad, and doctors’
telephone numbers arelocated . and
fire extinguishers are located at

Suggested Safety Rules

» Do not throw material, tools, or othet objects
from heights (whether structures or buitdings}
until proper precautions are taken to protect
others from the falling object hazard.

» Wash thoroughly after handling injurious or
poisonous substances.

» Gasoline shall not be used for cleaning purposes.
» When using a ladder, always face the steps
and use both hands while climbing.
Use of Tools and Equipment

= Keep faces of hammers in good condition to
avoid flying nails and bruised fingers.

= Files shall be equipped with handles; never
use a file as a punch or pry.

» Do not use a screwdriver as a chisel.

« Do not §ift or lower portable electric tools by
the power cords; use a rope.

« Do not leave the cords of tools where cars or
trucks will run over them.

Machinery and Vehicles

« Do not attempt to operate machinery or
equipment without special permission unless
it is part of your regular duties.

« Loase or frayed clothing, dangling ties, finger
rings, etc., must not be worn around moving
machinery or other places where they can get
caught.

» Machinery shall not be repaired or adjusted
while in operation.

OSHA
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Appendix D: OSHA Job Safety and Health Standards,
Regulations and Requirements

OSHA has four separate sets of standards: General
Industry (29 Code of Federal Regulations [CFRI]
1910}, Construction (29 CFR 1926), Maritime
Employment (29 CFR 1915-1918), and Agriculture
(29 CFR 1928). OSHA has regulations on posting
and other administrative matters in 28 CFR 1903
and on recording and reporting of injuries and ill-
nesses in 29 CFR 1904.

The OSH Act also has a general duty clause, sec-
tion 5(a)(1), 29 U.S.C. 654(b){1), which provides
that:

{a) Each employer — -

{1} shall furnish to each of his employees emplioy-
ment and a place of employment which are free
from recognized hazards that are causing or are
likely to cause death or serious physical harm to
his employees.

A recognized hazard s a danger recagnized by the
employer's industry or industry in general, by the
employer, or by common sense. The general duty
clause does not apply if there is an OSHA standard
dealing with the hazard, unless the employer

knows that the standard does not adequately
address the hazard.

General Industry, Maritime, and Construction
OSHA standards are available at www.osha.gov.

After you have obtained a copy of the current stan-
dards, identify those that apply to your business by
a process of elimination, Read the introduction to
the subpart heading, and then analyze the possible
hazards in terms of your workplace, your equip-
ment, your materials and of your employees. For
example, if you are engaged in retail trade or serv-
ice and you do not have compressed gases, flam-
mables, or explosives on your premises, you can
eliminate Hazardous Materials {Subpart H) as not
applying to your business.

If you have any guestions in determining whether a
standard is applicable to your workplace, you may
contact the nearest OSHA Area Office for assis-
tance. Staff there should be able to answer any
questions you may have about standards and pro-
vide general guidelines on methods of implemen-
tation in your workplace, Small businesses are
encouraged to participate in the development of
standards.
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Appendix E; Small Business Regulatory Enforcement Fairness Act of 1996 (SBREFA)

In 1996, Congress passed the Small Business
* Regulatory Enforcement Fairness Act, or SBREFA,
in response to concerns expressed by the small
business community that Federal regulations were
too numerous, too complex and too expensive to
implement. SBREFA was designed to give small
businesses assistance in understanding and com-
plying with regulations and more of a voice inthe
development of new regulations. Under SBREFA,
the Occupational Safety and Health Administration
(OSHA) and other Federal agencies must:

« Produce Small Entity Compliance Guides for
some rules;

» Be responsive to small business inquiries
about compliance with the agency’s regula-
tions;

» Submit final rules to Congress for review;

» Have a penalty reduction policy for small busi-
nesses; and

» lnvoive small businesses in the development
of some proposed rules through Small
Business Advocacy Review Panels.

Commenting on Enforcement Actions

Under a law passed by Congress in 1996, the Small
Business Administration (SBA) has established an
SBA Ombudsman and SBA Regional Fairness
Boards to investigate small business complaints
about Federal agency enforcement actions.

If you are a small business and believe that you
have been treated unfairly by OSHA, you may file

an electronic comment/complaint with the SBA
Ombudsman over the Internet at:
http:,’/www.sba.gov/ombudsman/comments/com-
mentformt.html

Or you may contact the SBA's Office of the
National Ombudsman by:

« Toll-Free Phone: (888) REG-FAIR (734-3247)
« Fax: {202) 481-5719
» E-mail: ombudsman@sba.gov

» Mail: Office of the National Ombudsman
U.S. Small Business Administration
409 3rd Street, S.W., MC2120
Washington, DC 20416-0005

To view the SBREFA Act in its entirety, please
visit the following web link:
http://www.sba.gov/advo/laws/sbrefa.html

For more information on SBREFA the following
web links may prove helpful:
http:/Avww.sba.gov/iombudsman/
http://www.sba.gov/ombudsman/dsp_,,overview.html
http://www.sba,gov/ombudsman/dsp_faq.html
http://www.sba.gov/advo/
http://www.sba.gov/advo/laws/is_oshapanel.htmI

NOTE: Filing a complaint with the SBA
Ombudsman does not affect any obligation that
you may have to comply with an OSHA citation or
other enforcement action. Nor does it mean that
you need not take other available legal steps to
protect your interests.

OSHA

Ogoupational Safety and
Health Administration
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OSHA Regional Offices

Region |

(CT,* ME, MA, NH, R, VT¥)

JFK Federal Building, Room E340
Boston, MA 02203

(617} D65-9860

Region H

{NJ,* NY,* PR,* VI¥)

201 Varick Street, Room 670
New York, NY 10014

{212) 337-2378

Region lil

(DE, DC, MD,* PA, VA * WV)
The Curtis Center

170 S. independence Mall West
Suite 740 West

Philadeiphia, PA 19106-3309
(215) 861-4900

Region IV

(AL, FL, GA, KY,* MS, NC,* SC,* TN*¥)

61 Forsyth Street, SW, Room 6750
Atlanta, GA 30303
(404) 562-2300

RegionV

(L, IN,* MiL,* MN,* OH, Wi
230 South Dearborn Street
Room 3244

Chicago, IL 60604

{(312) 353-2220

Region VI

(AR, LA, NM,* QK, TX)

525 Griffin Street, Room 602
Dallas, TX 75202

(972) 850-4145

Region V!

(1A, * KS, MO, NE)

Two Pershing Square

2300 Main Street, Suite 1010
Kansas City, MO 64108-2416
(816) 283-8745b

Region Vill

{CO, MT, NO, SO, UT* WY¥)
1999 Broadway, Suite 1690
PO Box 46550

Denver, CO 80202-5716

{720} 264-6550

Region IX

(American Samoa, AZ,* CA,* HIL* NV,* and Guam,
the Northern Mariana Islands and Arnerican
Samoa)

90 7th Street, Suite 18-100

San Francisco, CA 94103

{415} 626-2547

Region X

{AK,* ID, OR,* WA¥)

1111 Third Avenue, Suite 715
Seattle, WA 88101-3212

{206) 553-5930

* These states and territories operate their
own OSHA-approved job safety and health pro-
grams and cover state and local government
employees as well as private sector employees.
The Connecticut, New Jersey, New York and
Virgin istands plans cover public employees only,
States with approved programs must have stan-
dards that are identical to, or at least as effective
as, the Federal OSHA standards.

Note: To get contact information for QOSHA Area
Offices, OSHA-approved State Plans and OSHA
Consultation Projects, please visit us online at
www.osha.gov or call us at 1-800-321-0SHA.

Contact Information

The most complete and current information and e-
mail addresses for OSHA Regional and Area
Offices and the state Consultation Projects can be
found on OSHA's website at www.osha.gov/html/
ashdir.html or by contacting:

U.S. Department of l.abor

Occupational Safety and Health Administration
Directorate of Cooperative and State Programs
Office of Small Business Assistance

200 Constitution Ave., NW

Washington, DC 20210

(800) 321-OSHA
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OSHA's Non-Retaliation Policy

The Occupational Safety and Health Administration
(OSHA) has a long-established policy that informa-
tion inquiries received by the agency regarding
safety and health regulations or other safety-related
subjects shall not trigger an inspection. This policy
is outlined in OSHA Instruction CPL 02-00-103 (CPL
2.103), Field Inspection Reference Manual, Section 5
- Chapter |, B.4.b. The exact wording is:

Employer Contacts. Contacts for information initiat-
ed by employers or their representatives shall not
trigger an inspection, nor shall such employer
inquiries protect them against regular inspections
conducted pursuant to guidelines established by
the agency. Further, if an employer or its represen-
tatives indicates that an imminent danger exists or
that a fatality or catastrophe has occurred, the Area
Director shall act in accordance with established
inspection priority procedures.

While exceptions to this policy exist, such as the
presence of an imminent danger or the occurrence
of a fatality, OSHA policy is to provide assistance to
help employers prevent and reduce workplace
fatalities, ilinesses and injuries,
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