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Foreword 
 

Foreword 
 

Safety Program 

 John W. Gleim Jr. Inc. has a safety committee that plans, reviews and implements the 

company’s safety program. As part of the safety program, the committee also administers a 

“Safety Awareness Program” for the employees, which is divided into three areas. The first is 

the annual safety appreciation day. The second is the monthly safety meetings and the weekly 

“Tool Box Talks”. The third is the safety award program. An explanation of the safety program is 

as follows: 

1. Safety Day – A safety day is held each year. The day includes breakfast and lunch, 
features guest speakers, videos, discussions and safety materials designed to 
keep employees updated on new regulations, regulation changes, improved 
safety equipment and/or procedures.  If time permits, identified safety training is 
conducted. 

 

2. Safety Committee – The safety committee meets monthly to review accidents, 
review safety policy, discuss and plan safety training and make 
recommendations to improve the safety procedures or policies of the Company. 
The committee’s purpose is to give the employees a voice in the management of 
the Company’s safety program. The committee is comprised of both 
management and non-management employees. The committee encourages and 
welcomes ideas, thoughts, and suggestions that an employee may have 
concerning the safety program. Contact any of the committee members with 
your concerns. 

 

3. Safety Awards – Any member of upper management has the discretion to issue a 
safety award at a job site when employees (except management) are wearing 
and or using all the proper safety equipment required for that particular job. 
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Employee Responsibilities 

 John W. Gleim Jr. Inc. has an excellent safety record. Accidents have been kept to a 

minimum over the years. This excellent safety record is directly related to a strong and 

aggressive safety program and a set of safety policies that are rigidly enforced. All employees 

are required to read the following list of employee responsibilities and the safety manual in 

order to be familiar with the policies. 

 

1. An employee shall wear a hardhat at all times on the job site (except when 
operating a piece of equipment that is equipped with a Rollover Protective 
Structure, “ROPS, pertaining to hearing conversation, eye protection/face 
shields, and permissible dust). 

 

2. An employee shall wear the proper Personal Protective Equipment (PPE). Which 
includes safety glasses, safety goggles, a face shield, proper hearing protection, 
hi-visibility green safety vest and/or a proper respirator when the job operation 
requires the use of such equipment (ex.) operating open ROPS machines, 
trenching operations, hammering, drilling, sawing, cutting, etc.  

 
3. An employee shall wear appropriate ankle high work boots or shoes on all 

Company job sites and in the shop areas. Steel toe safety shoes are highly 
recommended. 

 

4. Employees shall wear proper work clothing on the job site. Employees are not 
permitted to wear loose fitting or flowing garments (ex. sweat pants). Common 
sense should be exercised when selecting clothing to be worn on the job site. 
Shorts are not permitted clothing for use on the job site. Shirts must be worn at 
all times and must cover the shoulders. (Also see #13.) 

 

5. An employee shall wear suitable gloves when the job requires the need for 
them. 

 

6. It is recommended that all field and shop employees remove loose fitting jewelry 
and finger rings during working hours. 

  
7. All loads (equipment, machinery and/or materials) must be properly and safely 

secured on trucks, trailers, or equipment used to transport before the vehicles 
are moved. Dump Truck loads must be tarped. 

 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  
Page 6 

 
  

  

8. All job sites shall be kept free of any excess trash and debris.  
 

9. Job trailers aisles, passageways and/or walkways shall be kept clear of debris and 
obstructions.  

 

10. Job trailer stairways, landings and exit doors shall be kept clean and free of 
debris, equipment or other obstructions. Handrails for the stairways and 
landings shall be kept in place except when loading material into or out of the 
job trailer. 

 

11. Employees are required to know where the fire extinguishers are located, (job 
trailers, supervisors trucks, fuel trucks, service trucks, dump trucks, and low boy 
tractors) what type they are and how to properly use them. Fire extinguishers 
must be kept easily accessible at all times.  

 

12. All employees are prohibited from disconnecting, cutting or breaking ground 
wires leading from any piece of electrical apparatus or cord set. 

 
13. When working on a job site, and employee is obligated to follow the owner’s 

representative or general contractor’s rules and regulations regarding safety and 
operational procedures. These rules will be in addition to our own company 
rules. 

 

14. Employee shall ensure that all hand and power tools are in safe operating 
condition.  It is the employee’s responsibility and obligation to notify his/her 
field supervisor if there are any safety hazards, equipment related problems, or 
vehicle related problems on the job site.  

 

15. All employees are required to report any unsafe situations or conditions 
immediately to the supervisor. 

 

16. All accidents shall be reported to the field supervisor immediately. Direct 

personal injury accidents to the Human Resources or Safety Department, as well 

as equipment, vehicle and property damage. 

 

20. All employees are required to examine all trenching operations for possible cave-

in situations and make certain that the trench walls are properly sloped or shored 
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before any personnel enters the trench as identified in Section 8. Should there be 

any concerns, contact the field supervisor/competent person on site. 

 

21.  State and Federal Government Labor Law posters shall be posted at the job site. 

All employees should read and understand these posters. 

 

22. All employees shall abide by the safety regulations supplied by the manufacturer 

of materials, tools and equipment. 

 

23. Employees shall use seat belts when operating Company vehicles or equipment. 

 

24. No employee is permitted to alter, remove or disconnect safety features on a 

tool, machine, vehicle or any other piece of equipment. 

 

25. The “Circle of Safety” shall be completed by all employees prior to the start of 

work in a given area. The “Circle of Safety” is defined as an inspection of the 

equipment, work area, and job site for unsafe conditions. 

 

26. Employees (operators) are required to clean all windows and/or windshields of 

the cabs when operating vehicles or equipment. 

 

27. All equipment cabs shall be kept clean and free from debris and loose items such 

tools, chains, bottles, etc. 

 

28. All employees shall abide by any and all OSHA regulations that pertain to the 

type of work that they are doing. 

 

 

ANY OBVIOUS OR INTENTIONAL VIOLATION OR DELIBERATE EVASION 

OF THE SAFETY POLICIES WILL SUBJECT AN EMPLOYEE TO 

DISCIPLINARY MEASURES OR DISMISSAL. 

 

 

ALL EMPLYEES OF JWG JR. INC. HAVE THE RIGHT TO REFUSE TO 

PERFORM WORK IF THE WORKING CONDITIONS BECOME UNSAFE. THE 

EMPLOYEE SHALL NOTIFY THE SUPERVISOR OF THE UNSAFE 

CONDITION IMMEDIATELY. THE SUPERVISOR SHALL ACT ON THE  

EMPLOYEE’S NOTIFICATION AND MAKE IMMEDIATE CHANGES TO 

CONTROL OR ELIMINATE THE UNSAFE CONDITIONS WHEN THEY 

EXIST. AT ANY TIME THE EMPLOYEE MAY CONTACT THE GENERAL 

SUPERINTENDENT FOR A SECOND OPINION OF THE UNSAFE 
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CONDITION AND IN NO WAY WILL AN INDIVIDUAL BE SUBJECTED TO 

RETALIATION BY ANY JWG JR. INC. EMPLOYEE FOR HIS/HER ACTIONS 

TO IMPROVE JOB SAFETY. 

 

REMEMBER…SAFETY FIRST           
      

Competent Person Policy 
 

A competent person for John W. Gleim Jr. Inc. shall meet the following requirements. The 

person must meet OSHA requirements which are stated as: 

 

 One who is capable of identifying existing and predictable hazards in the surrounding or 
working conditions, which are unsanitary, hazardous, or dangerous to the employees, 

 

 And has authorization to take prompt corrective measures to eliminate them. 
 

Additional training shall include, but is not limited to, CPR, basic first aid, emergency response 

procedure, company policy on OSHA job site inspection procedure, material handling, electrical 

hazards, utility notification regulations and confined space. 
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SUBJECT: Accident Reports  

GENERAL 

 

This procedure provides the standard method for completing the Accident Report. The 

investigation shall be conducted to accomplish the following: 

 Alerting the supervisor of the cause of the accident or of a possible hazardous, unsafe 

condition, so that corrective action can be taken; 

 

 Gathering information necessary to complete forms required by state or federal agencies 
regarding occupational illnesses or injuries; and 

 

 Substantiating or disputing any employee's report of injury when the employee's report is 
questionable with regard to the cause or job relatedness of the injury. 

 

PROCEDURES 

 

Complete the Accident Report on all accidents, injuries or illnesses, vehicle or property damage. 

The superintendent immediately upon knowledge of an accident shall complete the accident 

report. (See Appendix “A” Accident Report). 

 

The completed Accident Report shall be sent to JWG Jr. Inc. Attention: Safety Department.  The 

accident investigation report must be completed immediately.   

 

Note: During the accident investigation, if extenuating information is discovered that bears on 

the case, this information must be attached to the report so that all facts concerning 

the accident are documented. 

 

SUBJECT:     Worker’s Compensation Injury or Illness Reporting Procedures 

 

 The injured employee must notify his or her supervisor of the incident immediately. 

 

 The employee must call the Human Resources Dept. within 24 hours from the time the injury 

occurred to provide details of incident for the insurance company report. 

 

 The employee and the supervisor must complete and sign the employee injury report and 

return it to the Human Resources Department. 
 

Note: Near Misses should be documented as well, using the Near Miss Report, and filed in the Human 

Resources Department, and then discussed in the next safety committee meeting.  Near misses are defined 

as unplanned events that did not result in an accident or injury but had the potential to do so. 
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Administration 
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SUBJECT: Accident Prevention 

 

GENERAL 

Accident prevention is a primary responsibility of all levels of management. Each manager is 

directed to use maximum initiative in communication, training, motivation, and monitoring 

techniques to ensure that every reasonable precaution is taken to prevent accidents. Accident 

prevention responsibilities of supervisors cannot be delegated. 

 

SAFETY MONITORING 

A key element of the implementation and success of the Safety Program is monitoring. 

Monitoring will be conducted to ensure that JWG Jr. Inc. safety standards are properly 

implemented and maintained, and to ensure compliance with federal, state, and local safety 

regulations. 

 

The Competent Person on site is responsible for the determination and execution of safety 

monitoring. Monitoring may be requested or based on need as established by analysis of 

project safety data. Safety monitoring will be conducted, without notice, on any project 

regardless of apparent success or failure as reflected in the analysis of required safety reports. 

 

The JWG Jr. Inc. Job Site Hazard Evaluation Form is used on all sites to ensure a fair and 

consistent survey. Projects should use this form for self-monitoring. 

 

COMMUNICATION 

To aid in the implementation and continuing maintenance of the safety program, the following 

will be issued as required: 

 

 Safety Standards are directives that communicate objectives, and establish guidelines and 
procedures necessary to maintain the Safety Program. They are issued by the Safety 
Committee, along with our safety consultants. 

 

 Safety Bulletins contain current OSHA directives, company directives related to accident 
prevention, and other safety rulings of which supervisors and their employees should be 
aware. Safety Bulletins are issued by the Safety Committee, along with our safety 
consultants. 

 

PERFORMANCE EVALUATION 

Performance in the management of safety and occupational health shall be a significant factor 

in the evaluation of overall performance and potential for any individual having operational 

management or supervisory responsibility.  This evaluation shall be informal in nature, and will 
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be conducted in an ongoing basis by the company insurance carrier, along with periodic audits 

by our safety consultants. 

 

RESPONSIBILITY 

The president of JWG Jr. Inc. has final authority in interpreting and implementing the 

application of this procedure for specific practices and situations. 

 

The General Superintendent, along with the Director of Operations and the company safety 

consultants, are responsible for the administration of the Safety Program including: 

 

 Developing and implementing a JWG Jr. Inc. Safety Program for use by all levels of line 
management in implementing a project safety program; 

 

 Communicating directly with management to ensure the timely receipt of safety 
information; 

 

 Developing written plans, programs, and materials for use as continuous training aids in 
safety; and 

 

 Coordinating safety and claims services furnished by the company's insurer. 
 

SUBJECT: Supervisor's Responsibility for Safety 

 

GENERAL    

This procedure defines each supervisor's responsibilities for work production and safety. 

 

RESPONSIBILITIES                                                                                                                

   Each supervisor is required to: 

 

 Familiarize themselves with the requirements of all Safety Standards and rules pertaining to 
his job; 

 

 Be responsible for carrying out the procedures required by the Safety Standards and safe 
practices at the project; 

 

 Ensure that each employee under his or her supervision has received an initial safety 
orientation and acknowledged the receipt of such orientation 

 

 Explain all applicable safe practice rules and regulations to all employees under his direct 
supervision and require adherence thereto 
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 Supervise the instruction and training of new employees either personally or through 
delegated experienced employees until the new employee satisfactorily demonstrates the 
ability to perform his work in a safe and efficient manner; 

 

 Enforce all safety standards, rules, and regulations; 
 

 Be responsible for housekeeping in their department and for the use and maintenance of all 
personal protective devices, equipment, and safeguards; 

 

 Report to their direct supervisor all cases of employees who, in their opinion, are not 
qualified for the work to which they have been assigned, or who engage in unsafe practices; 

 

 Attend and participate in all supervisor's meetings; 

 
 Conduct safety meetings for all employees under their supervision as required; 
 

 Report immediately all accidents in which personal injury or property damage occurs; 
 

 Assist in accident investigations and submit a report promptly on required forms; and - 
 

 Periodically analyze work methods in detail for job simplification and for the establishment 
of safe work methods. 

 

 

SUBJECT: Training and Education 

 

GENERAL 

This procedure provides a standard program for training employees on safety procedures, safe 

practices, safety rules and regulations, and hazard communication. 

 

PROCEDURE  

1.     New Hire Safety Orientations: 

 

A.  All newly hired employees will be given a safety orientation before beginning their  
                  employment. This safety orientation shall cover all subjects outlined in the safety                    

   manual.            

        B.  Give a copy of the Safety Manual to the new employee. The contents of this manual 

shall be reviewed with the new employee. An Acknowledgement Sheet both signed 
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and dated indicating that he or she has received a Safety Manual shall be placed in 

the employee's file.  

        C.      The employee shall sign and date the Employee Safety Orientation Acknowledgment 

                  Sheet indicating that he or she has received a safety orientation. 

 

2.      Weekly Safety Meetings: 

 

         A.    All project supervision will be required to attend this meeting. This meeting shall 

                   be devoted to pertinent project safety matters and shall be educational and 

                   informative in nature. 

 
  B.     The supervisor shall complete the Safety Meeting Sheet of this manual as to the  
           specific subjects discussed, the date of the meeting, pertinent comments, and shall  
           have all those in attendance sign the form. This form shall be placed on file and shall 
           remain with the project files. 

 

3.       Pre-work Meetings, Daily, and Task Assignments: 

    

A. The supervisor shall meet with all of his/her crew members each morning. The                 
supervisor will see that all of the workers are fit for the duties assigned. The                
supervisor must ensure that employees are given safety and hazard                
communication instructions at the time of assignment. If the work task requires                
special safety or personal protective equipment, the supervisor shall ensure that all                
assigned to these duties have the proper PPE to do the task, and that the PPE meets 
state and federal regulations. 
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General 

Guidelines 
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SUBJECT: OSHA Inspection Protocol 

 

GENERAL 

This procedure outlines the guidelines and responsibilities of the project management team in 

controlling OSHA inspections and the required follow-up to properly close out an inspection. 

 

OSHA arrives for an inspection :  

Call the General Superintendent at (717) 554-3580. 

Inform the compliance officer (CO) it is company policy to have the General Superintendent 

present; (1 hour maximum waiting period); you may ask the CO to reschedule . 

Opening conference- Determine the scope of the inspection (compliant, focused, complete, 

emphasis) 

Assemble designated company person/s to accompany CO 

Answer questions honestly Yes or No.  If answer is not known, defer to an answer later from 

Company Official 

When the CO takes a picture, company person should take a picture from the same angle and 

distance and also from a different angle 

CO usually interviews employees confidentially but, you may ask to participate 

Fix any unsafe conditions immediately if possible 

Document all conversations and activities, record on phone if possible. 

Closing conference sometimes takes place immediately, document CO conclusions, you can 

question and debate the CO findings 

 

CONDUCT 

Courteous treatment of the compliance officer is expected at all times, and the following 

general principles must be followed during the walk-around phase: 

 

 Do not agree that any alleged violation exists; 
 

 Do not point out any possible or potential problem areas; 
 

 Do not acknowledge any past alleged violations; 
 

 Do not argue with the compliance officer whether a violation or problem exists; and 
 

 Do not volunteer any information or make any admissions. 
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RECORDS 

Notes must be made of records furnished, records not furnished, and any comments made by 

the compliance officer relating to the records.  

 

TESTS 

Every test made by the compliance officer during the inspection must be documented, 

including. 

 Purpose of the test; 
 

 Test equipment used; 
 

    Area in which the test was made; 
 

 Name the department of employee(s) participating in the test; and 
 

 Results of the test, if available, or results as discussed at the closing conference. 
 

PHOTOGRAPHS 

Every photograph taken by the compliance officer must be documented, including: 

 

 Time the photograph was taken; 
 

 Area in which the photograph was taken; 
 

 Location of the camera in the area when the photograph was taken; and 
 

 Distance of the camera from the subject. 
 

The project manager must take photographs of the same subject, at the same angle, and at the 

same distance as the compliance officer did and at a different angle as well. 

   

EMPLOYEE INTERVIEW 

If the compliance officer requests private interviews with employees, such interviews should be 

scheduled to minimize interference with production. 

 

Note: Under no circumstances will any employee be questioned by project management 

           about the private interview without express approval of the General Superintendent.  
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CLOSING CONFERENCE 
 

 The following information must be obtained from the compliance officer: 
 

 Exact nature of an alleged violation, including specific location;  
 

 Exact standard or general duty clause allegedly violated; 
 

 Copies of all standards allegedly violated; and 
 

 Exactly how the compliance officer believes compliance can be affected. 
 

The compliance officer must be informed that all correspondence resulting from the inspection 

of JWG Jr. Inc.(not subcontractors) shall be sent to JWG Jr. Inc.’s  office at 625 Hamilton Street 

Carlisle PA 17013, ATTN: HR Department. 

 

AFTER INSPECTION 

The General Superintendent will have a written report prepared of the overall inspection to be 

sent to the HR Department. The note taker will prepare the report with the assistance of the 

walk-around spokesman. All photographs taken by JWG Jr. Inc. shall be attached to the written 

report. 
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Section 4 

 

Fire Protection 

and 

Prevention 
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SUBJECT:       Flammable and Combustible Liquids 

 

GENERAL 

This procedure provides standard methods for handling and storing flammable and combustible 

liquids. 

 

DEFINITIONS 

Flammable Liquids - A flammable liquid is any liquid having a flashpoint below 100 degrees 

Fahrenheit. 

 

Combustible Liquids - A combustible liquid is any liquid having a flashpoint at or above 100 

degrees Fahrenheit. 

 

Safety Can - A safety can is an ANSI approved container of not more than 5-gallon capacity, 

having a spring-closing lid, a flash arresting screen, and a spout cover designed to safely relieve 

internal pressure when subjected to fire exposure. 

 

 

STORAGE 

Only ANSI approved containers and portable tanks will be used for storage of flammable or 

combustible liquids. No more than 25 gallons will be stored in a room outside of an approved 

storage cabinet. Storage cabinets will be labeled with conspicuous lettering, 'FLAMMABLE KEEP 

FIRE AWAY'. 

 

 Not more than 60 gallons of flammable (or 120 gallons of combustible liquids) will be stored in 

 any single storage cabinet or container. Materials that react with water to create a fire hazard 

 will not be stored with flammable or combustible liquids. 

 

Outside portable tank storage will be located no closer than 20 feet to any building. Tanks and 

dispensing units will be protected against collision damage. 

 

Storage areas will be kept free of weeds, debris, and combustible material not necessary to the 

storage. Tanks and containers should be conspicuously marked with the name of the product 

they contain, and 'FLAMMABLE - KEEP FIRE AWAY'. 'NO SMOKING' signs will be posted in 

hazardous areas. 

 

HANDLING 

Transfer of flammable liquids from one container to another will be done only when containers 

are electrically interconnected (bonded). 
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Drawing or transferring from safety cans will be done only through a closed piping system by 

means of a device drawing through the top, or by gravity, or pumped through an approved self-

closing valve. Transferring by means of air pressure is prohibited. 

 

Dispensing devices and muzzles for flammable liquids will be of the ANSI approved type. 

Flammable and combustible liquids will not be used within 50 feet of open flame or other 

source of ignition. “NO SMOKING” signs will be posted in appropriate areas. Flammable and 

combustible liquids will be kept in closed containers when not actually in use. 

 

DISPOSAL 

Disposal of flammable and combustible liquids will be kept in accordance with governing EPA 

requirements. 

 

FIRE CONTROL 

At least one portable fire extinguisher will be located outside, but not more than 10 feet from 

the door, of the room used for storing more than 60 gallons of liquid. At least one portable fire 

extinguisher will be located not less than 25 feet or more than 75 feet from any flammable 

liquid storage area. 

 

At least one portable fire extinguisher will be provided on any vehicle loading, transporting, or 

dispensing flammable or combustible liquids; in all service and refueling areas; and within 75 

feet of each pump or dispenser 

 

SUBJECT:     Fire Prevention and Protection 

 

GENERAL 

This procedure provides guidance for the protection of personnel from fires and for the 

prevention of fires. 

 

REQUIREMENTS 

 

Extinguishers will be conspicuously located where they will be readily accessible and 

immediately available in case of fire, and their locations will be conspicuously marked. 

Extinguishers will be installed on hangers or in the brackets provided. Those extinguishers 

weighing less than 40 pounds will be installed so that the top of the extinguisher is not more 

than five feet from the floor. Those extinguishers weighing more than 40 pounds will be 

installed so that the top is not more than three feet from the floor. 
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INSPECTIONS 

Extinguishers will be inspected as per NFPA 10  (or more often when circumstances warrant), to 

ensure they have not been actuated or tampered with, and to detect any damage. Inspection 

tags will be placed, and the date of inspection will be indicated after each inspection. Records 

should be maintained for one year. 

Each extinguisher will have a durable tag securely attached to show the maintenance test and 

recharge date, and the initials or the signature of the person who performed the services. A 

discharged fire extinguisher will be removed from service immediately and replaced. 

 

SUBJECT:    Housekeeping 

 

GENERAL RESPONSIBILTIES 

Good housekeeping shall be practiced for all buildings, yard enclosures, trucks, vehicles and on 

each job site whether on company premises, public roadways or private property. Poor 

housekeeping is a major source of accidents, fires, and claims. Good housekeeping is the 

responsibility of each employee and will be strictly enforced. 

All jobs shall be run in a neat and orderly manner with tools, equipment, and materials neatly 

stored. Debris shall be disposed of promptly. 

The orderly storage of material is essential, with proper, passageways and access for personnel 

and vehicles maintained at all times. 

  . 

 

SPECIFIC GUIDELINES: 

Floor surfaces shall be kept in good repair, free from holes and all tripping hazards. All oil, 

grease, water, and other slipping hazards must be cleaned up immediately.  

Stairs shall have handrails and a mid-rail if stairway is open, and be well lighted. Nothing shall 

be left or stored on stairways at any time. 

Glass objects and sharp edged materials shall be disposed of in a manner that will not result in a 

hazard to persons. 

Nails must never be left projecting from boards, packing cases, or concrete forms. All projecting 

nails must be entirely removed or bent flat. 

Conduit, wire reels or other cylindrical or rolling objects, unless racked, shall be stacked and 

blocked to prevent rolling. 
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Section 5 

Mobile  

Equipment 
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SUBJECT:     Abuse of Equipment 

 

GENERAL 

All employees are required to report any abuse or damage to JWG Jr. Inc. property or equipment. 

If an employee knowingly fails to report any broken or damaged equipment or fails to report 

deliberate abuse of equipment, that employee will be subject to disciplinary action or dismissal. 

 

 

SUBJECT:     Maintenance 

 

GENERAL 

All employees driving a company owned, leased or rented vehicle are required to do the 

following daily checks: 

 

 Check all fluid levels – engine oil, coolant level, etc 
. 

 Check all lights and any safety equipment 
 

 Perform a visual inspection of the tires for cuts, gouges, bumps, and usual wear. 
 

 Fill out a driver inspection report for all vehicles over 10,000 GVW (gross vehicle weight) 
and include all service bodies; include DOT physicals. 

 

All employees operating equipment that is owned, leased or rented by the company are 

required to perform a daily inspection of machine as described in the manufactures operator’s 

manual.  Failure to perform such daily maintenance may result in the suspension or termination 

of the employee. 

 

SUBJECT:     Traffic Violations 

Employees are required to obey all traffic laws when operating company vehicles. Any fines or 

penalties incurred while operating a company vehicle are the sole responsibility of the driver. 

This policy also covers citations received for driving an over-weight vehicle and DOT violations.  

 

 

SUBJECT:     Use of Vehicles and Equipment 

Employees are prohibited from using company vehicles and equipment for personal use unless 

authorized by John W. Gleim Jr. 
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SUBJECT:     Equipment Pre-Operational and Periodical Inspections 

 

GENERAL  

This procedure provides guidance for recording the condition of equipment when it arrives at 

the project site and periodical inspections thereafter. 

 

REQUIREMENTS 

The superintendent and/or operator check the condition of incoming construction equipment 

and will verify that it is free of mechanical defects and/or safety deficiencies. Equipment will be 

received in good condition, requiring no service or repair and/or safety devices.  

Concurrent with the inspection of incoming equipment, a safety inspection and an inspection of 

required safety devices will be conducted on each piece of equipment. The results will be 

reported immediately to maintenance department by Competent Person; any deficiencies 

observed must be noted and explained. The repairs made or corrective action taken must be 

included. 

 

Horn 

All equipment shall be equipped with a horn, distinguishable from the surrounding noise level, 

which shall be operated as needed when the machine is moving in either direction. The horn 

shall be maintained in an operative condition.  

 

Reverse Alarm 

All equipment shall be equipped with a reverse signal alarm audible above the surrounding 

noise level. The alarm shall operate when the equipment's direction control is placed in the 

reverse position.  

 

Rollover Protective Structures – (Kirsten to email info to Greg) 

The design objective shall be to minimize the likelihood of a complete overturn and thereby, 

minimize the possibility of the operator being crushed as a result of a rollover or upset. 

 

Seat Belts (Kirsten to email info to Greg) 

Seat belts that meet the requirements of the Society of Automobile Engineers, J386-1969, Seat 

Belts for Construction Equipment shall be provided. 
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Dump Body Support 

Trucks with dump bodies shall be equipped with positive means of support, permanently 

attached, that can be locked in position, preventing accidental lowering of the body while 

maintenance or inspection work is being done. 

 

DAILY INSPECTIONS 
 

At the beginning of each shift, all drivers and operators will make a walk around inspection of 

the vehicle. The following items will be checked: 

 

 Backup alarm. 

 Horn  

 Wipers.                                                                                                                                                  

 Headlights high and low beam. 

 Turn signals lamps and lenses.  

 Front and rear for any damage. 

 Brake lights and backup lights.  

 Running Lights 

 All lights clean-free of road dirt. 

 Tires-properly inflated, cuts, tread. 

 Windshield-clean, free of breaks. 

 Fuel. 

 Brakes. 

 Fire extinguisher in place and charged. 

 Road flares and signal packages. 

 Vehicles clean and free of trash. 

 Roll over protection. 
 

Vehicles will not be operated until all noted deficiencies are corrected. 

 

SUBJECT:     Motor Vehicles and Other Mobile Equipment 

 

GENERAL 

This section covers procedures and guidelines for the safe operation of motor vehicles and 

other mobile equipment on the job site and on public roads. All motored equipment that can 

move over the ground is covered by this procedure, including private motor vehicles.  

All supervisors will be responsible for ensuring that all employees follow these procedures.* 
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REQUIREMENTS  

Backup alarms are required on all equipment. Rollover protection structures are required on all 

equipment.  (Kirsten to email to Greg?) 

 

All drivers and operators: 

 Must have a current valid state driver's license.  
 

 Will not permit unauthorized persons to drive, operate, or ride in or on a vehicle or 
equipment. 

 

 Will not let anyone ride on the running boards, fenders, or any part of a motorized vehicle, 
except on the seats inside the body walls. 

 

 Will not move vehicles until riders comply with all safety precautions. 
 

 Before backing a vehicle, the operator will determine that the appropriate space is clear, 
and will back slowly, keeping a constant lookout the entire time. When backing a truck, if 
possible have another employee stationed to warn of approaching danger and assist in 
maneuvering the vehicle. It is preferable to station a guide on the left-hand side of the 
vehicle so that the driver may see him when looking into the left-hand mirror. If stationed 
employee can not be seen, the vehicle should be stopped immediately. 

 

 When parking a truck will always back into the parking spaces when possible, therefore, the 
driver will never be placed into the position of backing out of a parking space into traffic. 

 

 Will come to a complete stop and proceed with caution when entering or leaving any 
building, enclosure, or alley where vision is obstructed. 

 

 No tailgating other vehicles while always maintaining a safe distance behind you as well. 
 

 All occupants will wear seatbelts whenever the vehicle is in motion. 
 

 Tools and materials must be secured to prevent movement when transported in the same 
compartments as employees. 

 

 When transporting employees onto the jobsite, employees will sit where no part of their 
body protrudes beyond the extent of the vehicle top or sides.  

 

 All tailgates are to be up and latched before movement of a vehicle is permitted with 
employees in back. 
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 Pickup truck tailgates will be lowered to facilitate entry of personnel into the bed or box of 
the pickup. Do not climb over the sides of bed or tailgate. 

 

 Unlicensed vehicles will not be used on public roads and highways. 
 

 Hands free cell phone devices must be used and texting is not permitted while operating 
equipment or vehicles on the roadway or job site.  

 
FUELING EQUIPMENT 

 

All ignition systems will be turned off; and no smoking will be permitted within 50 feet while 

fueling any vehicle. 

 

Fuel will be delivered to vehicles by approved pumps or safety cans. 

 

Brakes will be set and implements lowered to then ground during fueling. 

 

Drivers or operators will be outside the vehicle during fueling operations. 

 

MAINTENANCE 
 

Safety tire rack or equivalent protection will be used when inflating all tires. 

 

Block or crib heavy machinery, mobile equipment, etc., when suspended or held aloft, to 

prevent falling or shifting before employees are permitted to work under them. 

 

Lower all implements and block equipment when being repaired. 

 

LOADING AND HAULING 

Load materials and equipment so that they may not cause a hazard by shifting. Securely fasten 

heavy equipment and materials with appropriate tie-down equipment.  

 

Place or block pipes so they will not roll. 

 

Employees will not remain on a pipe, steel, or structure while it is being hoisted. 

 

Chock wheels whenever vehicles are loaded by the use of forklifts or rolling equipment. 
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STREET AND HIGHWAY DRIVING 

 

Red flags, proper warning lights, or reflectors in accordance with legal requirements will be 

used to signal and protect non operative vehicles stopped on any public roadway. 

 

Red flags during the day and red lights at night will be attached to equipment or material that 

extends more than four feet from the back of a vehicle. Red flags or approved clearance lights 

will be attached to materials extending two feet in front of the vehicle. 

 

Tools, materials, or equipment will not be permitted to extend beyond the permanent fixtures 

provided on the sides of the vehicle. 

 

SIGNALING VEHICULAR TRAFFIC 
 

JWG will contact a certified traffic control company to support any right-away work. 

FLAGGING PROCEDURE 
To stop traffic, the flag person will face traffic and extend the flag horizontally across the traffic 

lane in a stationary position so that the full area of the flag is visible hanging below the staff. 

For greater emphasis, the free arm may be raised with palm toward approaching traffic. 

When it is safe for traffic to proceed, the flag person will stand parallel to the traffic movement 

and with flag and arm lowered from view of the driver, motion traffic ahead with his/her free 

arm. Flags will not be used to signal traffic to proceed. 

Where it is desired to alert or slow traffic, by means of flagging, the flag person will face traffic 

and wave the flag in a sweeping motion of the arm across the front of the body without raising 

the arm above the horizontal position. 

 

All supervisors will be responsible for ensuring that all employees are trained.   The JWG Jr., Inc. 

will have a 3rd party administer the certification program. 

 

 SUBJECT:     Fork Trucks/Lifts 

 

GENERAL 

This section covers procedures for the safe operation and maintenance of fork trucks. All 

operators must receive training. 

 

All supervisors will be responsible for ensuring that all employees are trained.* 
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TRAINING 

The JWG Jr. Inc. will have a 3rd party administer the certification program. 

Every three (3) years a training certification program will be held. An operator certificate will be 

issued at the successful completion of this program. The operator's certification will be on file.  
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Section 6 

Occupational 

and 

Environmental 

Health 
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SUBJECT:     Hearing Conservation Program 

 

GENERAL 

This section covers the elements of a Hearing Conservation Program.  All new employees are 

required to take an annual audiogram to establish a baseline for the company within the first 

60 day trial period.  Every other year a third party provider will test noise levels within the 

various departments of the company to establish whether the company is under the state and 

federal noise level guidelines within the various work environments.  The third party provider 

will provide a written report to the company, which will be made available to the employees. 

 

EMPLOYEE NOTIFICATION 

Each new employee will be notified of the annual audiogram testing date within the first 30 

days of hire. 

 

AUDIOMETRIC TESTING PROGRAM 

Audiometric testing will be required for all employees whose exposure equal or exceed an 8-

hour TWA of 90 DBA. 

 

HEARING PROTECTION 

Hearing protection will be worn when noise levels exceed the following: 

 

Permissible Noise Exposure 

 

                 Duration per Day                                                       Sound Level DBA 

                            (Hours)                                                                                       (Slow response)    

8 90 
 6  92 

 4        95 

 3        97 

 2        100 

 1-1/2       102 

 1        105 

 ½        110 

 ¼ or less       115 

 

Hearing protection will be worn: 

 In all designated high noise level areas. 

 By employees who are exposed to an 8-hour TWA of 85 DBA or greater and who 

 Have experienced a standard threshold shift 
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Employees will be able to select universal fit hearing protectors from a variety of suitable 

hearing protectors. 

 

TRAINING PROGRAM 

Each employee will receive training, to be repeated every two years, which will include the 

following information: 

The effects of noise on hearing. 

The purpose of hearing protection; the advantages, disadvantages, and alterations of various 

types; and instruction on selection, fitting, use, and care. 

The purpose of audiometric testing and the explanation of the test procedure. 

The information that is provided in the training program will be updated to be consistent with 

changes in protective equipment and work processes. 

Documentation certifying that the new employee has received the audiometric test will be kept 

on file in the corporate HR offices.  

 

RECORD KEEPING 

Exposure measurements, audiometric testing, training, and any related records will be kept at 

the corporate office for the following periods: 

 

 Audiometric test records will be retained for the duration of the affected employee's 
employment. 

 

ACCESS TO RECORDS 

All employees will have access to their medical, exposure measurement, and audiometric test 

records by submitting a request to the Human Resource Director.  

  

The following list represents some of the work activities and equipment that require the 

use of hearing protection. 

 

Tool or Equipment Median Noise Level dB (A) 

Arc Gouging 115 

Chain Saws 107 

Cherry Picker-Full Throttle 95 

Concrete Pump 98 

Cut off Saw 105 

D-8 Dozer Operator Without Cab 100 

Front-end Loader without Cab 95 

Grinding Operations 100 
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Hydro-Blasting  101 

Impact Wrench Operator 102 

I.R. Compressor-Full Throttle 100 

Laborer Using Blowpipe 102 

Pneumatic Chipping Hammer 105 

Sandblaster Under Hood                                                                                        95 

Skill Saw                                                                            105 

Tamper Operator                                                                               98 

3-in. Sump Pumps Without Muffler                                                                             103 

 Welding Machines-Full Throttle                                                                             100 

 

 

SUBJECT:     Hazard Communication 

 

GENERAL 

This procedure establishes the requirements under the Hazard Communication Standard for 

protection of employees against toxic exposure to hazardous chemicals/substances in the 

workplace. 

 

RESPONSIBILITY 

Project management is responsible for ensuring that the guidelines set forth in this procedure 

are followed to assure that the hazards of all chemicals used are evaluated and the information 

concerning these hazards is communicated to affect employees. 

 

REQUIREMENTS 

A list of all hazardous materials shall be developed and maintained for the company. The 

written hazard communication program must be made available for employees to review. 

Employees must be able to read and understand the hazard communication document. 

The hazard assessment must indicate a determination if hazards are present or are likely to be 

present, which necessitate the use of PPE. Certifier's name, signature, date(s) & identification of 

assessment documents. 

Manufacturer's or distributor's warning labels must be attached to the hazardous materials 

containers and maintained until the containers have been safely disposed. All other chemical 

containers used will also be labeled with the same or comparable information. 

The Material Safety Data Sheets (GHS) must be provided by manufacturers or distributors and 

maintained at the job site for reference and training purposes. 

Employees working with hazardous chemicals, as well as those hazardous chemicals that they 

may contact will be provided information and training concerning the hazardous chemicals. 

Training will include, but not be limited to: 
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 Explanation of the Hazard Communication Standard; 

 Training requirements of the standard; 

 Company hazard communication program explanation and location; 

 Company training program; 

 Chemical inventory and where to find it; 

 Location of hazardous chemicals; 

 Description of labeling system; 

 Description of client/plant hazard rating system; 

 Description of use and location of the MSDS; and 

 Trade secrets. 
 

The following three points should only be presented generally, as specifics, and be covered in 

subsequent training: 

1. Physical health hazards of the classes of chemicals used in facilities. 

2. Methods of recognizing the presence or release of hazardous chemicals. 

3. Controls to be used by employer to include engineering methods, personal protective 

    equipment, work practices, and emergency procedures. 

The MSDS binder contains more detailed and specific information relating to the training 

requirements. 

 

SUBJECT:     Blood-borne Pathogens Exposure Control Plan 

 

STATEMENT OF POLICY 

Employees are at risk of contracting infectious diseases each time they are exposed to blood-

borne pathogens. Any exposure incident may result in infection and subsequent illness. Since it 

is possible to become infected from a single exposure incident, "It is the Policy of JWG Jr. Inc. to 

prevent exposure incidence whenever possible." Toward that end, and in accordance with the 

requirements set out in the Occupational Safety and Health Administration – Blood-borne 

Pathogens Standard, we have established and Exposure Control Plan. 

The purpose of this Plan is to identify those tasks and procedures where occupational exposure 

to blood-borne pathogens may occur, to identify the positions where duties include those tasks, 

and to implement controls which will significantly reduce the risk of infection by blood-borne 

pathogens. The Plan also includes provisions for all affected employees to receive Hepatitis B 

vaccinations, training and if necessary, a confidential medical evaluation and follow-up. 

 

PURPOSE OF THE PLAN 

The major goal of the Occupational Safety and Health Administration (OSHA) is to regulate 

facilities where work is carried out and to promote safe work practices in an effort to minimize 
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the incidence of illness and injury experienced by employees. Relative to this goal, OSHA has 

enacted the Blood-borne Pathogens Standard. 

 

The purpose of the Blood-borne Pathogens Standard is to "reduce occupational exposure to 

Hepatitis B Virus (HBV), Human Immunodeficiency Virus (HIV) and other blood-borne 

pathogens" employees may encounter in their work place. JWG Jr. Inc. believes that the 

following general principles should be followed when working with blood-borne pathogens: 

· It is prudent to minimize all exposure to blood-borne pathogens. 

· Risk of exposure to blood-borne pathogens should never be underestimated. 

· Our facility should institute as many work practice and engineering controls as possible to 

eliminate or minimize employee exposure to blood-borne pathogens. 

 

We have implemented this Exposure Control Plan to meet the letter and intent of the OSHA 

Blood-borne Pathogens Standard. The objective of this plan is twofold: one, is to protect our 

employees from health hazards associated with blood-borne pathogens; and two, to provide 

appropriate treatment and counseling should an employee be exposed to blood-borne 

pathogens. 

 

EXPOSURE CONTROL PLAN 

  

Exposure Determination – all job sites shall have the following: (make a list here) 

JWG Jr. Inc. designates first aid responders. Any task or procedures in which occupational 

exposure to blood-borne pathogens may occur, or there is an occupational exposure to 

potentially infectious materials will be identified and posted as a job classification in which 

some or all employees have an occupational exposure. 

 

Universal Precautions 

We will treat all human blood and raw sewage as if known to be infectious for HIV, HBV, and 

other blood-borne pathogens. 

 

Engineering and Workplace Controls 

We will provide an antiseptic cleaner and paper towels. Wash your hands immediately after 

removal of gloves. Where there has been skin contact with potentially infectious materials, was 

immediately and flush mucous membranes with water if needed. 

 

Personal Protective Equipment (PPE) 

We will provide disposable gloves, and a ventilation device (mouthpiece, resuscitation bag or 

pocket mask) to each first aide provider. We will provide disposable gloves, and goggles to 
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employees working in or around potentially infectious materials. Wear disposable gloves when 

hand contact with blood or potentially infectious materials is anticipated or when touching 

contaminated items or surfaces. Replace gloves as soon as practical when contaminated or as 

soon as feasible if torn or punctured. They will not be reused. 

If blood or potentially infectious materials penetrate clothing, remove them immediately or as 

soon as feasible. 

 

Housekeeping 

Equipment and work surfaces will be cleaned and decontaminated if contacted with potentially 

infectious materials. Equipment will be tagged out of service until documentation is complete. 

 

Hepatitis B Vaccination 

The hepatitis B vaccine and vaccination series are available to all employees at company 

expense. If a potentially exposed employee declines the vaccination, he/she must sign the 

Decline Hepatitis Vaccine waiver. If at a later date he/she wants the vaccine, it is still available 

at no charge. 

  

Post Exposure Evaluation and Follow-up 

If, in the course of his/her duties, an employee contacts potentially infectious materials with 

his/her eye, mouth, other mucous membrane or non-intact skin, a confidential medical 

evaluation and follow-up are immediately available. It will include at least the following: 

1. Documentation of the route(s) of exposure and the circumstances under which the exposure 

incident occurred. 

2. Identification and documentation of the source individual, if possible. If consent can be 

obtained, the source individual's blood will be tested and the results made available to the 

exposed employee. 

3. With the exposed employee's consent, his/her blood will be collected as soon as feasible and 

tested for HBV and H1V serological status. 

 

We will provide the following information to the health care professional: 

 

1. A description of the exposed employee's duties as they relate to the exposure incident. 

2. Documentation of the routes of exposure and the circumstances of the exposure. 

3. Results of the source individual's blood testing, if available. 
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SUBJECT:     Manual Lifting Procedures 

 

GENERAL 

This section covers procedures to be used to lift heavy objects and materials correctly in order 

to prevent injuries to all employees. Most injuries can be avoided using correct lifting 

procedures. Though the back can absorb some of the shock of the body being put into stress, a 

healthy back can be damaged if lifting and carrying are not done in the right manner. 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

 

REQUIREMENTS 

Knowing how to lift objects is not inborn. The proof lies in the many lifting injuries that workers 

suffer each year (pulled muscles, disc lesions, hernias, etc.). To prevent injury, follow these 

guidelines: 

 

Check out the area around the load and be sure you have a clear work area or path before you 

start your lift 

Size up the load before you lift. Test-lift the load. Determine the weight and the center of the 

load. Don't pick up more than you can handle. If it's a heavy load (over fifty pounds) always get 

help. 

Position yourself over the load with your feet in a forward/backward stride, with one foot at 

the side of the object. Space your feet far enough apart to assure good balance. 

Bend knees and lower your body, keeping your back straight. Tuck in your chin to your chest, 

so your head and neck line up with your back. This keeps your back straight. 

Grip the object firmly. Place your hands under the object. Wrap your arms around it or grasp 

any handles. Get a firm grip on the object with the palm of your hands. Your palms are stronger 

than your fingers alone. If an object is flat on the floor, use both hands to lift a corner of the 

object, then slip your hand under it. You can then lift the object to get the other hand 

underneath the object. 

Pull the object close to you, tucking arms and elbows into your sides. In this way your body 

weight is centered. 

Lift straight with a thrust of your rear foot. Slowly straighten your legs, keeping your chin 

tucked in and your back straight. Keep the object's weight over your legs as much as possible. 

The muscles in your legs should be lifting the load; not you're back muscles. 

Pick up object in the direction of travel in order to prevent twisting your knees or back. If 

required to turn to another direction while carrying a load, do not rotate your body, but take 

short steps to turn in the direction of travel or distraction. 

Prepare to land load by preplanning and clearing your intended path of travel as well as making 

sure you have a solid place to land the load. 
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Set the load down while using your leg muscles, not your back. Keep your back straight and 

your chin tucked Space your feet far enough apart to maintain a good balance so you maintain 

control of the object. Land the object and then tilt it while you remove your fingers, being 

careful to prevent pinching or dropping the object on your fingers. 

 

ADDITIONAL SAFETY REQUIREMENTS 

Do not pull any object off a shelf onto yourself without knowing its weight. Position a secure 

work platform so that your chest is even with it, or above the load. Test it before you lift it. 

Floppy rods, pipes, or lumber will be tied together in several places before employees try to 

carry them. 

When carrying long objects, employees should be careful, when turning, to avoid swinging the 

ends of the material around and striking another employee. 

After temporary electricity is established in the building or on the project, metal objects longer 

than 10 feet require one man on each end of the object exercising total control to prevent the 

object from coming in contact with energized electrical devices. 

Two employees must handle 4-foot by 8-foot sheets of plywood. 

 

Materials and Weights: 

Sanitary Sewer Plastic 
 

SDR 35 / diameter in inches  lbs. / per foot   lbs. / per 13 ft. stick 

 

   4     1.05    13.65 

   6     2.36    30.68 

   8     4.24    55.12 

                    10     6.64    86.32 

           12     9.50                      123.50 

           18             21.43                      278.59 

 

Standard Manhole Lid with 7 inch casting 300 lbs. 

 
Water Line 
 

Class 52 Ductile / diameter in inches lbs. / per 20 foot stick lbs. / MJ Valve 

 

  4     236    61 

  6     370                                101 

  8     574                                    159 

          10     750                                    255 
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           12     946                                    371 

Class 52 Ductile / diameter in inches lbs. / MJ Tee   lbs. / MJ 45 

 

  4     35    22 

  6     60    40 

  8     90    59 

          10             120    86 

          12             178                      109 

 

Copper / one inch    lbs. / per foot   lbs. / per 60 foot roll 

 

  ¾ k     0.64    38.4 

  1  k     0.84    50.4 

         1 ½ k     1.36    81.6 

  2  k     2.06            123.6 

 

 
Storm Water 
 

Smooth Bore Plastic   lbs. / per foot   lbs. / per 20 foot 

stick 

 

  6     1    20 

  8            1.5    30 

          10     2    40 

          12     3    60 

          15     5            100 

          18     6            120 

          24             10            200 

          30             15            300 

          36             20            400 

 

Standard 2 x 4 Inlet Grate 200 lbs. 

Other Weights: 

 

Generator 120 lbs. 
Pump  110 lbs. 

Wacker 120 lbs. 

Lifting Bar 125 lbs. 

All weights are approximate  
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Section 7 

 

Office Safety 
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SUBJECT:     Office Personnel Safety 

 

GENERAL 

This section covers guidelines for safe work practices in the offices on the construction sites. 

Offices are comparatively safe places in which to work yet accidents occur. 

All supervisors will be responsible for ensuring that all employees follow these guidelines. 

 

GENERAL REQUIREMENTS 

Report to immediate supervisor any floor surface that is slippery by actual shoe test. 

Be particularly cautious immediately following the reconditioning of floors. 

Suitable footwear will be worn. Extremely high-heeled shoes increase the possibilities of injury 

producing falls. 

Maintain good housekeeping habits. Keep all foreign materials such as paper, pencils, boxes, 

paperclips, rubber bands, glue, etc., off the floors. 

All floor surfaces that are uneven, damaged, or in poor condition will be reported and repaired. 

Watch for telephone cords, office machine wires, and other hazards underfoot that may cause 

tripping. They should be kept off the floors and walkways and fastened up under desks. 

All wastebaskets, stools, footrests, and other mobile office equipment should be kept out  

of the aisles and other areas where there is foot traffic. 

Never use makeshift platforms for reaching overhead objects. 

Ladders or special elevated platforms will be well constructed and equipped with non-skid 

bases. 

Do not enter dark halls or rooms without adequate lighting. Poor visibility hides hazards. 

Keep desks, tables, etc., neat, clean, and orderly. 

Use sharp or pointed tools correctly and store them in a safe manner. 

Inspect all office equipment for splinters, sharp edges, and malfunctions and report all unsafe 

conditions. 

 

Report any defect or damage to electrical equipment.  

Never operate any office equipment until given complete instructions by immediate supervisor. 

Never try to replace florescent bulbs or make electrical repairs. Report and get qualified 

employees to make necessary replacements or repairs. 

Keep file drawers, desk drawers, and locker doors closed when not in use. Open only one file or 

desk drawer at a time. 

 

Heavier files should be stored in the bottom drawers of filing cabinets. 

Never leave the knife blade on the paper cutter in the raised position, even while it is being 

used. Lower the blade after each cut. 
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No one will clean or service office machines while they are running. 

Be careful of swivel chairs. Do not slump back in them without first testing your weight 

gradually. 

Walk, do not run, in corridors or on stairs. Use handrails. 

Do not stand and talk in front of closed doors;  
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Section 8 

Operations 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  Page 
46 

 
  

  

 

SUBJECT:     Confined Space Procedure 

 

GENERAL 

This section covers procedures to be used in controlling entries and activities for protection of 

personnel working in enclosed or confined spaces. All supervisors will be responsible for 

ensuring that all employees follow these procedures.  Review the permit space program, using 

the canceled permits retained within 1 year after each entry and revise the program as 

necessary, to ensure that employees are protected.  

DEFINITION 

Enclosed or Confined Space - Refers to any space, which by design has limited openings for 

entry and egress, unfavorable natural ventilation, which could contain or produce toxic or 

flammable contaminants or an oxygen deficient atmosphere, which is not intended for 

continuous employee occupancy. Confined or Enclosed Spaces include, but are not limited to, 

storage tanks, process vessels, bins, boilers, ventilation or exhaust ducts, and sewers. Also 

included are underground utility vaults, tunnels, pipelines, and open spaces more than four feet 

in depth such as pits, tubs, vaults, and vessels. 

Acceptable Entry Conditions - The conditions that must exist in a permit space to allow entry 

and to ensure that employees involved with a permit-required confined space entry can safely 

enter into and work within. 

Competent Person - A person designated by the Project Superintendent who is capable of 

identifying existing and predictable hazards in the surrounding or working conditions, which are 

unsanitary, hazardous, or dangerous to employees. Also he/she has the authorization to take 

prompt corrective measures to eliminate such hazards. 

Entry Supervisor - The person (such as employer, foreman, or crew chief) responsible for 

determining the acceptability of conditions where a permit required confined space entry is 

planned, for authorizing entry and overseeing entry operations, and for terminating entry.  

Entry- Entry into confined space is defined as when the entrant's head or trunk breaks the plane 

of an opening into the confined space. 

Pre-entry Checklist - A document initiated by the entry supervisor which requires him/her to: 

(1) identify, evaluate, and control hazards prior to entry into a confined space, (2) verify training 

of authorized entrants and standby attendants, (3) ensure that procedures and equipment 
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necessary to rescue entrants from confined spaces are implemented by using the Pre-Entry 

Checklist and Rescue Procedures. 

Entry Permit - A written document in which the employer authorizes the employee to enter the 

confined or enclosed space. 

Attendant (Hole Watch) - A person qualified to be stationed outside the entrance to the 

confined space and monitor the entrants working inside the space. 

Authorized Entrant - An authorized employee to enter a permitted confined space by the entry 

supervisor during the time of the permit. The authorized entrant must be trained to enter and 

work in the space. 

EMPLOYEE RESPONSIBILITIES 
 

Entry Supervisor 

The supervisor who is directly responsible for employees who work inside a confined space has 

the following responsibilities: 

 Knows hazard/possible hazardous condition(s) and possible behavioral effects of exposure. 

 Completes the pre-entry checklist. 

 Requests and obtains an entry permit from the department that issues entry permits,  
      consults, and coordinates with the designated competent person to ensure that all       

requirements of the permit have been met. 

 Ensures that atmosphere has been tested to determine the oxygen level and concentration 
of flammable vapors, gases, and toxic contaminants. All atmospheric testing equipment will 
be calibrated according to the manufacturer's recommendations and tested (checked) 
before each use with calibration gas. 

 Ensures that isolation/lock try, tag procedures have been accomplished. 

 Restricts entry into a confined space where concentration limits are in excess of the 
following: 

 Flammable vapors or gas greater than 10 percent of the Lower Explosive Level (LEL). 

 Toxic values above the threshold value in accordance with the OSHA 29 CFR Part 1910; 
Subpart Z - Toxic and Hazardous Substances, including supplements of General Safety and 
Health Regulations.  

 An atmospheric oxygen concentration below 19.5 percent or greater than 23.5 percent. 

 Terminates entry upon completion of work expiration of permit, or if a condition arises in or 
near the permit space that places occupants at risk. Ensures permits are reissued or 
updated before authorizing re-entry into the confined space. 
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 Authorizes entrant to enter space with respect to work scope and assists in prevention of 
entrance by unauthorized persons into confined space. 

 

 Instructs all authorized entrants and standby attendants in the company policy, procedures, 
and the nature of the hazards of entry into the confined space. The supervisor must also 
ensure that all personnel are trained in the use of retrieval equipment and the evacuation 
and rescue procedures. 

 

Authorized Entrant 

The employee(s) required to enter a confined space has the following responsibilities: 

 Obtains authorization from the Entry Supervisor to assure that he/she is an Authorized 

Entrant and to obtain authorization to enter a confined space. 

 Knows the hazards that may be encountered during entry and knows the mode, signs or 

symptoms, and consequences of any potential exposure. 

 Ensures that an entry permit has been issued for the confined space and that all 

requirements of the permit have been met. 

 Knows how to use provided retrieval equipment. 

 Knows procedures for communication with the attendants. 

 

Attendant (Hole Watch) 

Knows the hazards that may be encountered during entry including information on the mode, 

signs or symptoms, and consequences of any potential exposure. 

Maintains continuous count of authorized entrants to the permit space (for example, through 

the use of rosters or tracking systems). 

Tends lifelines. 

Keeps tools and materials immediately available and passes the materials to entrants in the 

confined space. 

Remains outside the permit space to monitor the entrants (through voice or other means of 

communication), the confined space, and surrounding area for possible change in conditions 

that may have the potential for increased hazard. 
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Monitors ventilation equipment and atmospheric monitoring equipment, if necessary, to 

ensure that contaminated air does not enter the confined space. 

An attendant may only monitor one confined space at a time and no other employers may 

enter a confined space.  

The standby attendant should never enter the confined space to effect rescue. He/she is to 

summon help (an air horn blast or other alarm) and proceed with rescue efforts from outside 

the confined space until help arrives. No entry for rescue will be done until trained rescue 

personnel arrive and person or persons effecting rescue have donned appropriate personal 

protective equipment and lifeline/harness system. 

Competent Person 

The Project Superintendent will designate the Competent Person as capable of anticipating, 

recognizing, and evaluating employee exposure to hazardous substances or other unsafe 

conditions in a confined space. The competent person will be capable of specifying necessary 

control and/or protective action to ensure worker safety. 

In an operating facility, the client may have a confined space entry policy and procedure that 

specifies all entry requirements and issues all confined space entry permits through the 

designated competent person. In the absence of a client confined space entry policy in an 

operating facility, the JWG Jr. Inc. designated competent person will determine all entry 

requirements, and personal protective and rescue equipment to be used while employees are 

working inside the confined space. 

GENERAL SAFETY PREPARATION FOR CONFINED SPACE ENTRY Isolation/Lockout/Tagging (Zero 

Energy State) 

Confined space will be completely isolated from all other systems by physical disconnection, 

double block and bleed or blanking off all lines. This will be done to prevent solids, liquids, 

vapors, or gases from entering the confined space while employees are working inside. Closing 

and locking of valves is not sufficient to isolate the confined space. (Blanking/Blinding of lines is 

the preferred method of isolation.) 

Shutoff valves serving the confined space will be locked in the closed position and tagged for 

identification. 

Pumps and compressors serving the lines entering the confined space will be brought to zero 

energy state (locked out and tagged) to prevent accidental startup. 
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Electrical isolation of the confined space to prevent accidental startup of moving parts, such as 

agitators, hi/low level probes, pumps, or mechanical mixers, will be done by locking and tagging 

circuit breakers and/or disconnects in the open/off position.  

Equipment with moving mechanical parts will also be blocked in such a manner that there can 

be no accidental rotation. 

All radioactive equipment radiation gauges will be secured, locked out, and checked for leakage 

of radioactive material to prevent any exposure to employees inside the confined space. 

Lock and tag procedures specific for the project will be implemented and followed during the 

isolation/preparation of the confined space. 

Zero Energy State will be verified. 

Testing the Atmosphere 

Entry into a confined or enclosed space will be prohibited until testing of the atmosphere has 

been done. The test performed will include those of oxygen level, flammability, and toxic 

materials that could possibly have accumulated in the space. Any additional test will be 

selected and performed to the satisfaction of the competent person. Testing will be done 

before initial entry, before entry of a new shift, or after a period of absence of personnel from 

the confined space determined by the competent person issuing the permit. 

Monitoring the Atmosphere 

Continuous monitoring will be performed during all Confined Space entry operations. The 

minimal items to be monitored will be oxygen, LEL, and toxic gas, i.e., hydrogen sulfide, sulfur 

dioxide, etc. 

Oxygen (O2) 

Prior to entry, the minimum O: content will not be less than 19.5 percent or greater than 23.5 

percent. If the oxygen content is outside these levels, then the competent person (Client or  

Safety Supervisor) will determine the engineering or personal protective equipment necessary 

to provide safe entry. 

Flammability Check ( LEL ) 

Lower explosive limits will not exceed 10 percent. Absolutely no entry will be authorized if the 

LEL reading exceeds 10 percent. 
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Toxic Gases or Vapors 

When the contaminants exceed the permissible exposure levels set down in OSHA 29 CFR part 

1910.1000, subpart Z/1926.55 Appendix A, the employee will wear the appropriate personal 

protective equipment (respirator) determined by the competent person. 

Ventilation of a Confined Space 

Ventilation of a confined space may be done by one of the following methods: 

 Natural ventilation of opening manholes. 

 Air mover placed at opening to draw air out of a confined space and to draw clean outside 
air into vessel through another manhole or opening. When compressed air is being blown 
inward to a confined space, for ventilation, it must be used in conjunction with a carbon 
monoxide monitor to ensure that contaminated air does not enter the confined space from 
a remote source; i.e., gas driven welding machine placed near air compressor intake. 

 Mechanical Ventilation (Fans). 
 

If flammable concentrations are present, all electrical equipment will comply with the 

requirements of NEC/NFPA No. 70 hazardous locations and the bonding requirements of article 

250 of NEC, 1978. 

Continuous general ventilation will be maintained where toxic atmospheres are produced as 

part of a work procedure such as welding or painting or where toxic atmosphere may 

accumulate because of the nature of the confined space. 

Local exhaust ventilation will be provided when general ventilation is not effective because of 

restriction in the confined space or when high concentrations of contaminants are in the 

workers' breathing zone that exceed those specified in OSHA 29 CFR, part 1910.1000, subpart 

Z/1926.55 Appendix A 

The designated competent person will determine ventilation requirements and equipment 

used. 

Cleaning 

Procedures and processes used to clean a confined space will be reviewed and authorized by 

the designated competent person. Operating facilities will direct and authorize any cleaning 

procedure. Cleaning a confined space is usually not necessary, but if cleaning is required, the 

Safety Supervisor will coordinate with management as to which proper cleaning procedure will 

be used. 
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Entry Permit 

Entry into a confined space will be by permit only. The permit is an authorization and approval 

in writing that specifies the type of work to be done and the location, and certifies that all 

existing hazards have been evaluated by a competent person and that all necessary protective 

measures have been taken to ensure the safety of each worker. 

The supervisor, having work inside the confined space, will be responsible for securing the 

permit from the designated competent person. The supervisor will sign off on the permit when 

all the requirements of the permit have been reviewed and confirmed. The supervisor of the 

operation is the entry supervisor. 

The permit will be posted at each entry to the confined space. 

EQUIPMENT AND TOOLS 

 

Equipment and tools used in a confined space will be carefully inspected and will meet the 

following requirements: 

 Hand tools will be kept clean and in good condition. 
 

 All electrical cords, tools, and equipment will have heavy-duty insulation. 
 

 Heavy-duty double insulated electrical tools are approved. 
 

 All electrical tools and equipment used inside a confined space will be plugged into a 
ground fault circuit interrupter located outside the confined space. 

 

 Portable electric lights will be operated at 12 volts or less. However, 120-volt lights 
        may be used if protected by a ground-fault circuit interrupter located outside the  

        entrance of the confined space. 

 All lights will be guarded. 
 

 Lighting used in confined spaces, where an explosive atmosphere may be present, must be 
of explosion-proof design and must be listed and approved by Underwriters Laboratories. 
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 Air driven power tools will be used when flammables are present. The use of air driven tools 
will reduce the risk of explosion, but will not eliminate it. Explosions can occur from 
overheating sparks produced by striking, grinding, or discharging of static electricity. 
(Grounding of these tools to prevent static buildup is essential.) 

 

 Do not take cylinders of oxygen, acetylene, or other gases into a confined space. 
 

 Do not take welding and cutting torches inside a confined space until ready to use. 
 

 The gas supply to the torch will be positively shut off at some point outside the confined 
space whenever the torch is not to be used or left unattended for a substantial period of 
time such as during lunch. Overnight and at the change of shifts, the torch and hose will be 
removed from the confined space. 

 

 Do not use a rope ladder unless there is no other means of entry, or its use is necessary as a 
secondary means of escape. 
 

 Ladders will remain in place, if used for entry, to facilitate egress in event of an emergency. 
 

PERSONAL PROTECTIVE EQUIPMENT 

The designated competent person will determine the type of personal protective equipment 

required inside the confined space, and the entry supervisor will assure that the requirements 

are followed and the authorized entrants are trained in their use and limitations.  

Respirators: The designated competent person will determine the type of respiratory 

protection required inside the confined space. In an operating facility, the client's competent 

person and JWG Jr. Inc. designated competent person will determine the appropriate 

respiratory protection requirements. A11 respirators used will have NIOSH and MSHA approval 

numbers, and all provisions of OSHA 1910.134/1926.103 will be implemented. 

 

COMMUNICATIONS 

The confined space attendant (hole watch) is to maintain visual contact with employees 

working inside the confined space. If visual contact is not possible, then communication 

between the attendant and the employee working inside will be maintained either by means of 

a radio or a line jerk signal system or another acceptable means. 
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RESCUE EQUIPMENT 

The following rescue equipment will be in the immediate vicinity of the confined space before 

the permit is signed authorizing entry. 

 100 feet of lifeline rope. 
 

 Safety harness (full body). 
 

 Mechanical retrieval equipment (set up and ready, but only for vertical entries). 
 

To facilitate non-entry rescue, retrieval systems or methods will be used whenever an 

authorized entrant enters a confined space, unless the retrieval equipment would increase the 

overall risk of entry or would not contribute to the rescue of entrant. The designated 

competent person and the entry supervisor will make this determination. 

Retrieval equipment will meet the following requirements: 

 Each authorized entrant will wear a full body harness with a retrieval line attached at the 
center of the entrant's back near shoulder level. Wristlets may be used in lieu of a body 
harness if use of a full body harness is infeasible or creates a greater hazard and the use of 
wristlets is the safest and most effective alternative. 

 Ieffective altemative. 

 The other end of the retrieval line will be attached to an approved mechanical device or 
fixed point outside the confined space in such a manner that rescue can begin as soon as 
the attendant or rescuer becomes aware that rescue is necessary. An approved mechanical 
device will be available to retrieve personnel from vertical type permit spaces more than 5 
feet in depth. 

 

 Material Safety Data Sheets (MSDS) or other similar written information will be kept at the 
job site and made available to the medical facility in the event treatment for exposure is 
required. 

 

 RESCUE 

Any person entering a confined space to effect rescue will be properly trained in the use of all 

rescue equipment, respiratory protection, and CPR/First Aid, and will be monitored by a trained 

confined space attendant (hole watch). Rescue capability must be assured, whether from the 

client, off-site rescue force such as the fire department, or an internal JWG Jr. Inc. rescue force. 

All rescue personnel on standby to perform rescue duties must have demonstrated their ability 

to remove an incapacitated worker from each type of confined space to be entered. 

Rescue service must be on-site for immediately dangerous to life and health (IDLH) conditions 

while work is being performed. 
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TRAIN1NG 

All personnel involved in confined space entry will be trained in applicable equipment, personal 

protective equipment, and provisions of this procedure. Training will be documented indicating; 

employee name, trainer signature/initials, date of training and will be available for employee 

review.    

 

SUBJECT:   Suspended Load Practices (Lifting Bars, pins, and hooks) 

 

GENERAL 

This section covers minimum requirements for the safe rigging of equipment to minimize 

accidents and to protect the equipment. 

 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

 

REQUIREMENTS 

Rigging equipment for material handling will be inspected prior to use on each shift. Defective 

rigging equipment will be removed from service. 

A sorting spreader or hoisting spreader will not be used to choke or cradle a load. When lifting 

with cable spreaders, be sure hooks are secure before lift. Check all loads for loose material 

that might fall out if load is fouled or jarred. To avoid swinging, make sure block is centered 

over load before lifting. 

When rigging, never pick up the load more than a few inches off working level before checking 

load for balance and security. 

When making a lift, use softeners on sharp edges and secure them so there will be less danger 

of fallout when sling is released. 

Check hooks for defects and spread, and if defects are noted, return hooks to tool house at 

once where they will be removed from service. 

Approved standard hand signals will be posted in conspicuous location and used to signal 

operators. 

Never raise the load over people. 

Use tag lines to control loads where applicable. 

After use, all rigging materials will be cleared from the job site to reduce safety issues.  

 

SHACKLES AND HOOKS 

Shackles will be used in sling eyes to secure load on hooks when two or more slings are used. 

The following table will be used to determine safe working loads for shackles, except that 

higher loads are permissible when recommended by the manufacturer and a safety factor of no 

less than 5 to 1 is maintained. 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  Page 
56 

 
  

  

                                            Safe Working Load for Shackles 
                                              (In Tons of 2000 Pounds) 

 
Material Size                               Pin Diameter                                       Safe Working 

(Inches)                                           (Inches)                                                Load 
     
      1/2 5/8 1.4 
 5/8 3/4 2.2 
 3/4 7/8 3.2 
 7/8 1 4.3 
 1 1 1/8 5.6 
 1 1/8 1 1/4 6.7 
 1 1/4 1 3/8 8.2 
 1 3/8 1 1/2 10.0 
 1 1/2 1 5/8 11.9 
 1 3/4  2 16.2 
 2 2 1/4 21.2 
   
SLINGS 

Safe Operating practices 

The following practices will be observed whenever a sling is used: 

 Slings that are damaged or defective will not be used. 

 Slings will not be shortened with knots or bolts or other makeshift devices. 

 Sling legs will not be kinked. 

 Slings will not be loaded in excess of their rated capacities. 

 Slings used in a basket hitch will have the loads balanced to prevent slippage. 

 Slings will be securely attached to their loads. 

 Slings will be padded or protected from the sharp edges of their loads. 

 Suspended loads will be kept clear of all obstructions. 

 All employees will be kept clear of loads about to be lifted and suspended loads 

 Hands or fingers will not be placed between the sling and its load while the sling is being 

tightened around the load. 

 Shock loading is prohibited. 

 A sling will not be pulled from under a load when the load is resting on the sling. 

 All slings will be used, tested, maintained and inspected. 

 Each day before being used, the sling and all fastenings and attachments will be inspected 

for damage or effects by competent persons designated by the Project Superintendent. 

Additional inspections will be performed during the use of the sling, where service 

conditions warrant. Damaged or defective slings will be removed immediately from service.  

 Capacity rating tags shall be legible and attached to the slings. 
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Alloy Steel Chain Slings (Get rating info: PA slings – chain stretch rating) 

Only Grade 8 alloy steel chain slings will be allowed. 

 

Sling Identification 

 Alloy steel chain slings will have permanently affixed durable identification stating size, 
grade, rated capacity, and reach. 

 

Attachments 

 Hooks, rings, oblong links, pear shaped links, welded or mechanical coupling links or other 
attachments will have a rated capacity at least equal to that of the alloy steel chain with 
which they are used. The sling will not be used in excess of the rated capacity of the 
weakest component. 

 Makeshift links or fasteners formed from bolts or rods, or other such attachments, will not 
be used. 

 

Inspections 

 In addition to the daily-required inspection a thorough monthly inspection of alloy steel 
chain slings in use will be made. 

 The monthly inspection of alloy steel chain slings will be performed by a competent person, 
and include a thorough inspection for wear, defective welds, deformation, and increase in 
length Where such defects or deterioration are present, the sling will be immediately 
removed from service. 

 The inspection report will be kept on file. 
 

Proof Testing 

 Before use, each new, repaired, or reconditioned alloy steel chain sling, including all welded 
components in the sling assembly, will be proof tested by the sling manufacturer or 
equivalent entity. 

Sling Use 

 Alloy steel chain slings will not be used with loads in excess of the rated capacities.  
 

Safe Operating Temperatures 

 Alloy steel chain slings will be permanently removed from service if they are heated above  
1000°F. 
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SUBJECT:     Ladders and Scaffolds  

LADDERS 

This section covers the procedures for the safe use of ladders. There are several types of 

ladders for employees to use, making it unnecessary to use any makeshift means of access to a 

work area. 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

GENERAL REQUIREMENTS 

 Ladders will be provided at personnel points of access where there is a break in elevation of 19 

inches or more and no ramp, runway, sloped embankment, or personnel hoist, or stairway is 

provided 

Broken or damaged ladders must not be used.  Destroy them immediately. Ladders to be 

destroyed must be tagged "UNSAFE, DO NOT USE". 

Ladders will not be spliced together. 

Ladders will not be placed against movable objects. 

The areas around the top and base of ladders must be free of tripping hazards such as loose 

materials, trash, and electric cords.  

Barricades or guards must protect ladders that protrude into passageways or doorways where 

employees, moving equipment, or materials being handled could strike them. 

Employees must face the ladder at all times when ascending or descending. 

When ascending or descending a ladder, have hands free, grip the sides or rungs with both 

hands, and face the ladder. 

Under no circumstances ascend or descend a ladder using only one hand. This is 

extremely dangerous. Instead of carrying something down the ladder, use a hand line to 

hoist to the top or lower to the bottom. 

Be sure that shoes are free of mud, grease, or other substances that could cause a slip or fall. 

Boxes, crates, chairs, or equipment will never be used as a substitute for ladders. 

Only one employee will work from a ladder at one time. If work requires an additional ladder, 

one will be provided. 
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The user before the beginning of the shift will inspect ladders. If found defective, ladder will be 

taken out of service. 

A competent person will inspect ladders daily and take out of service immediately any ladder 

found defective.  

Ladders used for access to a floor or platform must extend at least 3 feet above the landing and 

must be secured. 

The feet of all ladders will be equipped with safety shoes. 

Ladder feet will always be placed on a substantial base. 

One employee will always hold the base of the ladder stationary whenever the climber is 

ascending or descending an unsecured ladder. 

A ladder or any part of a ladder will not be used as a scaffold platform. 

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

Stepladders 

Stepladders must be fully opened to permit the spreader to lock. 

Employees are prohibited from standing on the top two steps of a stepladder. 

While an employee is working on a stepladder (except a safety platform ladder) at a point ten 

feet or more above the ground, the ladder will be held by at least one other person. 

Stepladders will not be used as straight ladders. 

Straight and Extension Ladders 

All straight and extension ladders will have combination feet installed, which when flipped one 

way allow feet for level floors and pavement, and when flipped the other way dig into unpaved 

ground. 

 

SUBJECT :    Excavations and trenches 

 

GENERAL 

This section covers guidelines for the protection of employees working in and around 

excavations and trenches. Job safety must be planned, coordinated, followed, and monitored 

when working around excavations and trenches. 
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All supervisors will be responsible for ensuring that all employees follow these guidelines. 

DEFINITIONS 

Excavation - An excavation is any man-made cut, cavity, trench, or depression in the earth's 

surface formed by earth removal. 

Trench - A trench is a narrow excavation with its depth usually exceeding its width. Width of a 

trench (measured at the bottom) is less than 15 feet. 

Competent Person - A competent person is one who through training and/or experience is 

knowledgeable about soil analysis and type, the use of protective systems (sloping/benching 

and support systems), and the requirements of the standard. 

This person will also be capable of identifying existing and predictable hazards in the 

surrounding or working conditions that are hazardous, unsanitary, or dangerous to employees, 

and will have the authority to take prompt corrective action. 

Protective System - A protective system is a method of protecting employees from cave-in (i.e., 

sloping, shoring, benching or shield systems). 

REQUIREMENTS 
 

Underground Installations 

Before opening an excavation, every effort will be made to locate all existing underground 

installations (i.e., water, fuel, sewer, gas, telephone, and electric lines.) The Project 

Superintendent or his/her designated representative will call the locate number for that area,  

follow all the regulations of that locate system, and check with the client and utility companies 

to locate existing facilities. 

Underground installations will be supported and protected as necessary during the excavation 

process. 

A designated competent person will perform two tests, one visual and one manual, such as 

thumb penetration, to determine soil classification. (list other test methods from OSHA) 

Inspections 

Excavations and trenches as well as adjacent areas will be inspected by a designated competent 

person daily, after every rainfall, as soil conditions change, and as needed throughout the shift. 

If there is evidence of possible slides or cave-ins, indications of failure of protective systems, 

hazardous atmosphere, or other hazardous conditions necessary safety precautions will be 

taken before any additional work in that section of the excavation begins. 
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Water Accumulation 

Unless adequate precautions have been taken, employees will not work in excavations where 

water has or is accumulating. If water accumulation is controlled or prevented by the use of 

water removal, a competent person will monitor the removal. 

 

Stability of Adjacent Structures 

Buildings and walls whose stability is jeopardized by an excavation or trench will be provided 

with shoring, bracing, or underpinning. Excavations and trenches which are adjacent to backfill 

excavations and trenches and are subject to vibrations from operations of equipment (i.e., 

derricks, trucks, cranes, and shovels), railroad traffic, and highway traffic will be secured with a 

support system, shield system, or other protective equipment (i.e., shored, braced, sheet piled, 

etc.). 

 

Access /Egress 

In trenches four feet or more in depth, ladders, steps, ramps or other safe means of access and 

egress will be provided and located at intervals of 25 feet or less of lateral travel. If a ladder is 

used, the ladder will extend three feet above the original surface of the ground. 

 

Fall Protection 

Standard guardrails will be provided on all walkways and bridges used by employees or 

equipment to cross over excavations or trenches. All wells, pits, shafts, trenches, or other 

similar ground fall hazard will be barricaded or covered. 

 

Protection from Loose Rock or Soil 

Employees will be protected from excavated materials or equipment that could pose a hazard 

by falling or rolling into excavations. Placing and keeping such materials or equipment at least 

three feet from the edge of the excavation will provide protection. Retaining devices that are 

sufficient to prevent materials or equipment from falling or rolling into excavations may also be 

used. (Note here about blasting and exposure to vibrations?) 

 

Equipment 

Where equipment or vehicles operate near excavations, the sides of the excavation must be 

shored or braced sufficiently to withstand additional stress caused by weight or vibration. Stop 

logs (minimum of 6 inches high) or barricades will be provided. 

No one will be allowed under loads handled by shovels, derricks, or hoists or near vehicles 

being loaded by such equipment. Employees exposed to vehicular traffic operating in the area 

of excavations or trenches wear warning vests or other personal protective equipment marked 

with or made of reflective or highly visible material. 
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Hazardous Atmospheres 

Testing will be performed for oxygen and hazardous atmospheres in excavations and trenches 

four feet or deeper where the conditions are deemed likely to exist. A competent person will 

assure that testing is accomplished, engineering controls established and proper personal 

protective equipment utilized to protect employees as necessary. Emergency rescue equipment 

will be available as required. 

 

PROTECTIVE SYSTEMS 

An excavation protective system is a method of protecting employees from cave-ins, from 

material that could fall or roll from an excavation face or into an excavation, or from the 

collapse of adjacent structures. Protective systems include support systems, sloping and 

trenching systems, shield systems, and other systems that provide the necessary protection, 

such as portable trench boxes or sliding trench shields. 

Protective systems will be able to resist all loads that are or could possibly be exerted on the 

system. 

Protective systems are not required in: 

 Excavations less than five (5) feet in depth where a competent person's examination of the 
ground indicates no danger of a potential cave-in. 

 

 Excavations made entirely in stable rock. 
 

SLOPlNG/BENCHING SYSTEM 

The slopes and configurations of sloping and benching systems for excavations 5 to 20 feet in 

depth will be selected and constructed by a designated competent person, and will be in 

accordance with the following requirements. 

A competent person will perform soil analysis. This will consist of at least one visual and at least 

one manual analysis. Such analysis will be done in accordance with acceptable visual and 

manual tests or other recognized methods of soil classification. 

 Soil or Rock Type                                                   Maximum Allowable Slope 

                                                                                    (Horizontal: Vertical) 

 Stable Rock Vertical               90 degrees 

 Type A                                                                     3/4-ft: 1-ft          53 degrees 

 Type B                1-ft: 1-ft               45 degrees 

 Type C                1 1/2-ft: 1-ft        34degrees 

  

No soil classification is required if 1 1/2-ft: 1-ft (horizontal: vertical) or 34-degree slope is used. 

If a 1 1/2-ft: l-ft (horizontal: vertical) 34-degree slope is not used, a soil classification must be 

made. The excavation must comply with one of the three following options: 
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Option I 

Maximum allowable slopes, and allowable configurations for sloping and benching systems will 

be determined in accordance with the conditions and requirements in the 1926 OSHA standard 

appendices A (soil classification) and B (sloping and benching). Refer to the 1926.652 OSHA 

standards. 

 

Option II 

Designs of sloping or benching systems will be selected by using tabulated data based on soil 

conditions. These tables are to be calculated and prepared by a Registered Professional 

Engineer. This information must be documented, and filed on the site with the Registered 

Professional Engineer's stamp on the tables. 

 

Option III 

A Registered Professional Engineer must design the sloping and benching system. This 

information must be documented and filed on the site with the Registered Professional 

Engineer's stamp on the plan. 

Systems for sloping and benching of excavations in excess of 20 feet deep must be designed 

and stamped by a Registered Professional Engineer in the state where the work is being 

performed. 

 

SUPPORT SYSTEMS, SHELD SYSTEMS, OTHER PROTECTIVE SYSTEMS 

Designs of support systems, shield systems, and other protective systems will be selected and 

constructed by a designated competent person and will be in accordance with one of four 

options. 

 

Option I Designs Using Appendices A. C D of 1926 OSHA Standards 

Timber shoring in trenches will be determined using conditions and requirements of OSHA 

Appendices A (soil classification), C (timber shoring for trenches) and D (designs for hydraulic 

shoring). (Refer to the 1926 OSHA standards.) 

 

 Option II Designs Using Manufacturer's Tabulated Data 

Designs of support systems, shield systems or other protective systems that are drawn from 

manufacturer's tabulated data will be in accordance with all specifications, recommendations, 

and limitations issued or made by the manufacturer (i.e., trench jacks, hydraulic shoring). The 

supporting information must be filed on the site. 
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Option III Designs Using Other Tabulated Data 

Designs of support systems, shield systems, or other protective systems will be selected from 

and be in accordance with tabulated data. The supporting data must be filed on the site. 

Identification of the Registered Professional Engineer approving the data must be on file. 

 

Option IV Designs by Registered Professional Engineer 

Support systems, shield systems, and other protective systems not utilizing Options I, II, or III, 

will be approved and stamped by a Registered Professional Engineer in the state where the 

work is being performed. 

 

BARRICADING EXCAVATIONS AND TRENCHES 

 

All barricades will be set up prior to excavation, and expanded as required to ensure worker 

safety. 

Excavations requiring wooden barricades: 

 Any excavation that cuts an accepted established sidewalk or aisle way. 
  

Excavations requiring sawhorse-type barricades with flashing lights are:  

 Any excavation cutting, an accepted established roadway or temporary roadway where 
vehicles may travel. 
 

All other excavations may be barricaded with yellow and black barrier tape.  

 

PERMITS AND DAILY CHECKLIST 

The excavation designated competent person will maintain all permits and daily checklist. 

 

JWG Jr. Inc. Fall Protection Policy (Excavation) 

 

OSHA 1926.501(b)(7) regulations state: 

Each employee at the edge of an excavation 6 feet or more in depth shall be protected from 

falling by guardrail systems, fences, or barricades when the excavations are not readily seen 

because of plant growth or other visual barriers. 

Each employee at the edge of a well, pit, shaft, and similar excavation 6 feet or more in depth 

shall be protected from falling by guardrail systems, fences, barricades or covers. 

When excavations do not fall under the above OSHA regulations the following procedures will 

apply: 

 Any excavation 2 feet or greater in depth with side walls that have a slope between 45 and 
90 degrees will be protected by barricades or fencing. 
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 Any excavation 2 feet or greater in depth with the side walls that have a slope between 1 
and 45 degrees do not need to be protected by barricades or fencing. Unless special 
conditions exist (pedestrian traffic, vehicle traffic, location, etc.) and the competent person 
on site deems it necessary to protect those excavations. 

 
SUBJECT: Ground Fault Protection Program 

 

GENERAL 

 

This section covers the ground-fault protection program that will ensure maximum protection 

against 120-volt electrical shock hazards (the most common is ground fault), while using 

electrical equipment on the construction and/or maintenance sites. This will be accomplished 

using ground fault circuit interrupter and with an Assured Equipment Grounding Conductor 

Program. 

RESPONSIBILITY 

The Project Superintendent will be responsible for ensuring the implementation of the Ground-

Fault Protection Program on the job site. This will include the designation by the 

Superintendent of a competent person to implement and administer the Assured Equipment 

Grounding Conductor Program. 

The competent person(s) conducting the test will tag out of service any electrical items that do 

not pass the test or inspection. Those items tagged out of service will be returned to the tool 

room for repair by a qualified electrician or approved service establishment. 

 

VISUAL INSPECTION 

Visually inspect each cord set, attachment cap, plug, and receptacle of cord sets, and any 

equipment connected by cord and plug. Except cord sets and receptacles which are fixed and 

not exposed to damage will be visually inspected by the user before each day's use for external 

defects, such as deformed or missing pins or insulation damage, and for indication of possible 

internal damage. Equipment found damaged or defective may not be used until repaired. 

 

TESTS 

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

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

required to be grounded: 

 All equipment-grounding conductors will be tested for continuity and will be electrically 
continuous. 

 Each receptacle, attachment cap and plug, and receptacle of cord sets will be tested for 
correct attachment of the equipment-grounding conductor. The equipment-grounding 
conductor will be connected to its proper terminal. Each plug end shall be inspected for 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  Page 
66 

 
  

  

worn, deformed, or damaged pins that may allow for improper connection to connectors. 
Special attention will be given to twist lock plugs. 

 

All required tests will be performed as follows: 

 

 Before first use. 

 Before equipment is returned to service following any repairs. 

  Before equipment is used after any incident, which can be reasonably suspected to have 

caused damage (for example, when a cord set is run over). 

  At intervals not to exceed 3 months, except that cord sets and receptacles which are fixed 

and not exposed to damage will be tested at intervals not exceeding 6 months. 

Do not make available or permit employees to use any equipment that has not passed the 
required tests. 
 

TEST EQUIPMENT 

All receptacle, attachment caps and plug, and receptacle of cord sets will be tested while in 

service with ECOS Model 7100 Ground Check or equal, and when not in service with a 

continuity checker. 

All equipment connected by cord and plug will be tested for ground wire continuity with a volt-

ohm meter such as a Simpson 260 or a continuity tester. 

 

DOCUMENTATION 

All tool inspections will be recorded on the Assured Equipment Grounding Conductor Program 

Log  

 

COLOR CODING SYSTEM 

A color coding system will be used to ensure that the test system is up-to-date and that all 

receptacles, portable cords, and tools have been inspected and tested as required. A color 

coding system of four colored tapes will be used. 

 

 White                        Green                                    Red                                           Orange  

January                      April July                                           October 

 February                    May August November 

 March                        June September December 

All receptacles, cords, and tools will be marked with the tape used to designate the quarter in 

which the inspections and tests were conducted. 

GROUND-FAULT CIRCUIT INTERRUPTERS 

A11 120-V, single-phase 15- and 20-amp receptacle outlets on construction sites, which are not 

a part of the permanent wiring of the building or structure and which are in use by employees, 
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will have approved ground-fault circuit interrupters for personal protection. Receptacles on a 

two-wire, single-phase portable, or vehicle-mounted generator rated not more than 5-kW, 

where the circuit conductors of the generator are insulated from the generator frame and all 

other grounded surfaces, need not be protected with ground-fault circuit interrupters. 

All ground-fault circuit interrupters will have test buttons. User will test ground-fault circuit 

interrupter before work begins by depressing test button to ensure power interruption. 

 

PROCEDURE FOR GROUND-FAULT TESTING 

The continuity and impedance to ground, the amount of leakage current present and whether 

the hot or neutral conductors are shorted to ground will be determined using an ECOS Model 

1020 electrical safety analyzer. 

As a rule, the safe limits are as follows: 

The impedance value of the equipment-grounding conductor should not exceed 1 ohm. 

Leakage levels of less than 2-1/2 milliamps can be considered safe, generally, in areas where 

there are no medical patients or electrically sensitive persons. Leakage currents above 5 

milliamps are considered a very serious hazard and must be corrected immediately. 

The continuity and impedance to ground and correct wiring in extension cords will be 

determined using an ECOS Model 7100 ground check. 

The color coding for items that pass tests will be in accordance with the color-coding system 

subsection above. 

Any item that fails the test or inspection must be tagged out of service and returned to the tool 

room for repair by an authorized manufacturer’s service representative. 

 

  

 

 

       ASSURED EQUIPMENT GROUNDING 

   CONDUCTOR PROGRAM 

 

1. Written description 
2. Competent person to 
       implement 

3.    Inspection and tests 

                                                                                        4.    Record of tests/color code 

 

 

         INSPECTIONS                                                      TESTS 

. 
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    Visual inspection of following:    Conduct test for:   

       1.  Cord sets        1. Continuity of equipment 

       2.  Cap, plug, and receptacle of cord         grounding conductor 

            sets         2. Proper terminal connection  

       3.  Equipment connected by cord and         of equipment grounding     

            plug                conductor  

  

        Exceptions:                                                                             Frequency of tests: 

        Receptacles and cord sets that        Before first use 

         are fixed and not exposed to    

         damage                  After repair and before                                                                                                     

                                                                                                       placing back in service 

 

       Frequency of inspections:                                              Every 3 months, except that 

       Before use, after suspected damage                             cord sets and receptacles that        

       Before each days use                                                      are fixed and not exposed to 

                                                                                                   damage must be tested at                                                                                                  

                                                                                                  regular intervals not to  exceed 6months                                                                                             

 
 

SUBJECT: Signs Signals and Barricades 

 

GENERAL 

This section covers guidelines required for the appropriate signs, signals, and barricades to be 

used on a project to alert employees of potential hazards or to prevent them from performing 

unsafe practices or acts. 

 

All supervisors will be responsible for ensuring that appropriate signs, signals, and barricades 

are used and enforce these procedures for the safety of all employees. 

 

REQUIREMENTS 

Required signs and symbols will be visible at all times when work is being performed and will be 

removed or covered promptly when the hazards no longer exist. 

 

Danger Signs 
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Danger signs will have red as the predominating color for the upper panel with black outline on 

the borders, and a white lower panel for additional sign wording. Signs will be used only where 

an immediate hazard exists. 

 

Caution Signs 

Caution signs will have yellow as the predominating color with black upper panel and borders, 

yellow lettering CAUTION on the black panel, and the lower yellow panel for additional sign 

wording. Black lettering will be used for additional wording. Signs will be used only to warn 

against potential hazards or to caution against unsafe practices. 

Exit Signs and Exit Signs with Arrows 

Exit signs will be lettered in legible red letters, not less than six inches high, on a white field and 

the principal stroke of the letters will be at least 3/4-inch wide and be placed at all exits. Exit 

signs with an arrow indicating the direction to the nearest exit will be placed at all locations 

where the direction of travel is not apparent. 

Safety Instructional Signs 

Safety instructional signs will be white with green upper panel with white letters to convey the 

principal message. Any additional wording on the sign will be black letters on the white 

background. 

 

Directional Signs 

Directional signs, other than automotive traffic signs, will be white with a black panel and a 

white directional symbol. Any additional wording on the sign will be black letters on the white 

background. 

 

Traffic Signs 

Traffic signs are standard and will be posted at points of hazard in construction areas. 

 

Hand Signaling 

When operations are such that signs, signals, and barricades do not provide the necessary 

protection, a flag person or other appropriate controls will be provided. 

 

Hand signaling by flag persons will be by use of orange flags at least 18 inches square, and in 

periods of darkness, the flag persons will use red lights. 

 Flag persons will wear the required garments as dictated by State and Federal regulations. 
 

Substantial Barricades 

Barricades must be substantial for the protection of employees and equipment. They are 

obstructions to deter the passage of persons and vehicles. 
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SUBJECT: Compressed Air 

 

GENERAL 

Check hoses and couplings daily before use. Use only hoses designed to handle compressed air. 

 

Never crimp to couple and uncouple pressurized hoses. Shut off the valve and bleed down the 

hose before disconnecting. 

 

Keep hoses off the ground or floor wherever they interfere with walkways, roads, etc. 

 

Compressed air for cleaning workbenches and machinery must not exceed 30 pounds per 

square inch (psi). 

 

Cleaning with Compressed Air   

 Employees will not use compressed air to clean their clothing or person. 

 A nozzle restricting the air flow to 30 psi will be used when cleaning with air,  

 When using compressed air for cleaning, the hose will have a dead man valve at the 
nozzle that has to be kept open manually. 

 

SUBJECT:     Blasting 

 

GENERAL 

 

When using third party subcontractors, site superintendents still need to maintain general 

safety guidelines when blasting.  Machines and all tools not used for loading explosives in bore 

holes shall be removed from the immediate location of the holes before explosives are 

delivered. Equipment and personnel shall not be within 50 feet of loaded holes.  

 

Warning signs, indicating a blast area, shall be maintained at all approaches to the blast area. 

The warning sign lettering shall not be less than 4 inches in height on a contrasting background. 

 

Site Superintendents shall conduct a safety briefing on site prior to blasting. 

 

Site Superintendent shall have all operations seized or under their control prior to the shot.  All 

equipment operators shall stop equipment and get out or off of the equipment prior to the 

shot.  Before the blast is fired, a loud warning signal shall be given by the blaster in charge after 

all employees, vehicles, and equipment are at a safe distance, or under sufficient cover. 
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It shall be the duty of the blaster to fix the time of blasting. 

 

SUBJECT: Compressed Gas Cylinders 

 

GENERAL 

This section provides procedures for the safe handling of compressed gas cylinders during use, 

transportation, moving, and storage. 

 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

 

TRANSPORTATION, MOVING, AND STORING 

All cylinders will be marked to identify the gas content with either the chemical or trade name 

of the gas. 

 

Valve protection caps must be in place and secured during transportation, movement, or 

storage of full or empty cylinders. 

 

Cylinders must be secured on a cradle sling board when they are hoisted, and use of a tagline is 

required. Do not hoist or transport cylinders by means of magnets or choker slings. 

 

Move cylinders by tilting and rolling them on their bottom edges. Do not intentionally drop, 

strike, or permit them to strike each other violently. 

 

All cylinders, full or empty, will be secured I an upright position. 

 

Do not use valve protection caps for lifting cylinders from one vertical position to another. Do 

not use bars under valves or valve protection caps to pry cylinders loose when frozen. Use 

warm, not boiling, water to thaw cylinders loose. 

 

 Remove regulators and put valve protection caps in place before cylinders are moved, unless 

cylinders are firmly secured on a special carrier intended for this purpose. 

 

A suitable cylinder truck chain, or other steadying device will be used to keep cylinders from 

being knocked over while in use. 

 

Close the cylinder valve when work is finished, when cylinders are empty, when cylinders are 

moved, or at any time the cylinders are left unattended-such as lunch break going for material, 

etc. 
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Oxygen and acetylene (or other fuel gas) cylinders in storage must be separated from each 

other by 20 feet or by a 5-foot barrier which has a one-half hour fire rating, away from sources 

of heat, ignition, or combustible materials. 

 

USE OF FUEL GAS 

Before a regulator to a cylinder valve is connected, open the valve slightly and close it 

immediately. (This action is generally termed cracking and is intended to clear the valve of dust 

or dirt that might otherwise enter the regulator.) The person cracking the valve should stand to 

one side of the outlet, not in front of it. Do not crack the valve of a fuel gas cylinder where the 

gas, might reach welding work, sparks, flame, or other possible sources of ignition. 

 

Always open the cylinder valve slowly to prevent damage to the regulator. For quick closing, do 

not open valves on fuel gas cylinders more than l/2 turn. When a special wrench is required, 

leave it in position on the stem of the valve while the cylinder is in use so that the fuel gas flow 

can be shut off quickly in case of an emergency. In the case of manifold or coupled cylinders, at 

least one such wrench will always be available for immediate use Do not place anything on top 

of a fuel gas cylinder when in use that may damage the safety device or interfere with the quick 

closing of the valve. 

 

Do not use fuel gas from cylinders through torches or other devices that are equipped with 

shutoff valves, without reducing the pressure through a suitable regulator attached to the 

cylinder valve or manifold. 

 

Before a regulator is removed from a cylinder valve, always close the cylinder valve and release 

the gas from the regulator. 

 

If when the valve on a fuel gas cylinder is opened, a leak is found around the valve stem, close 

the valve and loosen and tighten the gland nut. If this action does not stop the leak, discontinue 

use of the cylinder, and properly tag and remove it from the work area. In the event that fuel 

gas should leak from the cylinder valve rather than from the valve stem and the gas cannot be 

shut off, properly tag and remove the cylinder from the work area. If a regulator attached to a 

cylinder valve will effectively stop a leak through the valve seat, the cylinder need not be 

removed from the work area. 

 

If a leak should develop at a fuse plug or other safety device, remove the cylinder from the 

work area. 
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Keep oxygen cylinders and fittings away from oil or grease. Cylinders, cylinder caps and valves, 

couplings, regulators, hose, and apparatus must be kept free from oil or greasy substances and 

not be handled with oily hands or gloves. Oxygen must not be directed at oily surfaces, greasy 

clothes, or into a fuel oil or other storage tank or vessel. 

 

Oxygen will not be used to clean your clothes or person. 

 

Keep cylinders far enough away from the actual welding or cutting operation so that sparks, hot 

slag, or flame will not reach them. When this is impractical, fire resistant shields must be used. 

 

Place cylinders where they cannot become part of an electrical circuit. Do not strike electrodes 

against a cylinder to strike an arc. 

 

Place fuel gas cylinders with valve end up whenever they are in use. Do not place them in a 

location where they would be subject to open flame, hot metal, or other sources of artificial 

heat. 

 

Do not take cylinders containing oxygen or acetylene or other fuel gas into confined spaces. 

 

 

SUBJECT:     Welding and Cutting (Gas and Electric) 

 

GENERAL 

This section covers the minimum safety procedures to be followed during welding, heating, 

grinding, and cutting operations. There are specific hazards associated with these operations 

and all employees must be made aware of these hazards. Oxygen, acetylene, and other gases 

used in welding and cutting are highly dangerous. The transportation, storage, and handling of 

cylinders containing these substances must be done with extreme care. 

 

The proper personal protective and safety equipment must be used when working with 

welding, heating, grinding, and cutting equipment because of the potential dangers from the 

high pressure flammable gases, high temperatures produced, hot slag, and sparks. 

 

All employees will follow these procedures. 
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GENERAL REQUIREMENTS 

The primary hazards during welding are:  

 Electric shock 

 Thermal burns  

 Radiant energy  

 Skin and eye burns  

 Toxic fumes  

 Fires and explosions.  
 

Adequate precautions will be taken to guard against these hazards. 

 

Shields of non-combustible flameproof material will be placed around welding jobs when 

needed to protect others from direct rays of electric arc. 

 

Oil and grease must be kept away from oxygen systems. Gauge connections, valves, etc., must 

not be lubricated with oil or grease (Oil + 0xygen = Fire and/or Explosion). 

 

Suitable fire extinguishing equipment with a valid inspection tag will be immediately available 

at all locations where welding and cutting is in progress. 

 

Adequate ventilation or appropriate respiratory equipment must be used while working in 

poorly ventilated areas or when cutting, welding, heating, or grinding. When any of these 

operations are performed with or on metals or materials containing zinc, brass, galvanized 

steel, beryllium, mercury, chromium, cadmium, or lead, specialized procedures must be 

implemented. Contact the Safety Director for directions. 

 

To protect eyes, face, and body, employees engaged in electric welding will wear an approved 

welding hood with hard hat (when conditions require a hard hat), proper protective gloves, and 

long sleeves or welders sleeves 

 

Neither matches and/or fuel gas cigarette lighters will be carried by welders, or helpers 

engaged in cutting operations.  

 

In dusty or gaseous spaces, or if the smell of paint or thinners is very strong and the danger of 

explosion exists, welding, grinding, cutting, or any spark producing equipment will not be used 

until the space is adequately ventilated, inspected, and cleared by the Safety Director or other 

competent person.  
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Rod butts will be disposed of in an approved receptacle (i.e., galvanized buckets) not thrown 

about to become tripping and falling hazards to employees. 

 

Before starting to burn, weld, or grind, welders or burners must inspect the work area to 

ensure that sparks or molten metal will not fall on combustible materials or other employees. 

 

Employees are responsible for maintaining their burning or welding equipment in safe 

operating condition. 

 

Leads and hoses will be kept off of stairways and overhead, as well as out of aisles and 

walkways. 

 

Each welding lead will be identified at each end by some acceptable means (i.e., number or 

color code designation). 

 

No one will weld, burn, heat, or grind on barrels, tanks, piping, or other systems which may 

have contained either combustible or unknown products without first obtaining approval from 

the Safety Director or other responsible authority. 

 

Burning goggles must be worn when working with a torch. 

 

The proper tip and proper gas pressure must always be used. 

 

Acetylene will not be used at pressures above 15 pounds per square inch. In most cases 5 to 7 

psi is sufficient. Acetylene cylinders will not be transported or used in a horizontal position. 

 

Torches will not be hung on regulators or cylinder valves. 

 

Under no circumstances will an oxygen regulator be connected to a cylinder containing 

combustible gas. 

 

When welding very close to wooden construction, the wooden construction must be protected 

from direct heat (fire blanket, wet down, etc.). 

 
Before leaving the job, the area must be checked for smoldering fires. 
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Before striking an arc, lighting a torch, or using a grinder, the welder will check with his/her 

supervisor to see if a Hot Work Permit is required. This permit is required in most plant 

operating areas and will be obtained from the Project Superintendent or Safety Director. 

 

FIRE PREVENTION REQUIREMENTS 

Suitable fire extinguishing equipment with a valid inspection tag will be available in the work 

area and maintained in a state of readiness for instant use in the event of fire 

 

Areas where cutting, welding or grinding is performed will be kept clean, and all accumulations 

of trash, rags, etc., will be removed. Consideration will be given to the distance that sparks or 

slag can travel. 

   

When practical, objects to be welded, cut, heated, or ground will be moved to a designated safe 

location. If this cannot be accomplished and if all the fire hazards cannot be removed, positive 

steps will be taken to confine the heat, sparks, and slag. 

 

All machinery, equipment, materials, or other items subject to damage or possible ignition by 

sparks from welding and cutting operations will be covered with suitable noncombustible material.  

Special attention will be directed toward welding gas hoses and cable in trays. 

 

When cutting, welding, heating or grinding operations are performed above grating decks, or 

near floor or wall openings, the deck or openings below the operation will be covered with 

suitable noncombustible material. Care will be taken not to direct the slag stream from cutting 

operations through nearby openings. Particular care will be taken that large pieces of hot slag 

are not allowed to remain on surfaces long enough to cause combustion or damage. 

 

Sparks and slag must be contained in connected work areas. (A simple method is to hang a 

metal five-gallon bucket under the weld to catch the slag.) 

 

Plywood or fireproof blankets will be laid down on floor grating to catch sparks or molten 

metal. 

 

When it is impossible to contain sparks and slag, the danger area will be barricaded with 

barricade tape and appropriate fire prevention procedures will be instituted, such as having a 

fire watch. 
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Before welding, cutting, or heating, drums, containers, or hollow structures that have contained 

toxic or flammable substances will be cleaned thoroughly of such substances, ventilated, and 

gas tested. 

 

Any pipeline going to drums, containers, or hollow structures will be disconnected or blanked 

off 

 

Before heat is applied to a drum, container, or hollow structure, a vent or opening will be 

provided for the release of any built-up pressure during the application of heat. 

 

To eliminate possible fire hazards in enclosed (confined) spaces as a result of gas escaping 

through leaking or improperly closed torch valves, the gas supply to the torch will be positively 

shut off at some point outside the confined space whenever the torch is not to be used. The 

torch will be removed from the confined space when left unattended for a substantial period of 

time, such as during lunchtime. 

 

The torch and hose will be removed from the confined space overnight and at the change of 

shifts. Open-end fuel gas and oxygen hoses will be removed from confined spaces when they 

are disconnected from the torch. 

 

Hoses, fittings, torches, and regulators will be inspected daily by the user of the equipment. 

Defective equipment will be removed from service. 

 

Before welding, cutting, heating, or grinding is started on any surface covered by a preservative 

coating, the Safety Director will determine the flammability, and toxicity of the coating. 

Specialized safety procedures may be required. The Safety Director will direct the safety 

procedures. Highly flammable materials are those with scrapings that burn rapidly. Examples of 

preservative coatings of toxic significance are zinc, cadmium, lead/lead coatings, chromium, 

etc. 

 

When welding, cutting, heating, or grinding is performed on walls, floors, and ceilings, direct 

penetration of sparks or heat transfer may create a fire hazard to an adjacent area. The same 

precautions will be taken on the opposite side as are taken on the side on which the welding, 

cutting, heating or grinding is being performed. 

 

When the welding, cutting, heating, or grinding operation is such that normal fire prevention 

precautions are not sufficient, additional trained personnel will be assigned to guard against 

fire while the actual welding, cutting, heating, or grinding operation is being performed. 
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No welding, cutting, heating, or grinding will be performed where the application of flammable 

paints or the presence of other flammable compounds or dust concentrations will create a 

hazard. A minimum distance of 50 feet (or greater if conditions warrant), must be maintained 

from spray painting operations. 

 

Drums, pails, and other containers which contain or have contained flammable liquids will be 

kept closed, except when the contents are being removed or transferred. 

 

Empty containers will be removed to a safe area from hot work operations or open flames. 

 

VENTILATION AND PROTECTION 

Welding, burning, heating, or grinding performed in confined spaces will require general 

mechanical and/or local exhaust ventilation to reduce the smoke, fumes, and dust levels to 

below the Permissible Exposure Limit (PEL).  

 

Welding, burning, heating, or grinding performed in confined spaces involving metals of toxic 

significance (listed below) will be done with local exhaust ventilation: 

 

Zinc-bearing base or filler metals or metals coated with zinc-bearing materials. 

 

Metals containing lead or metals with lead-bearing materials. 

 

Cadmium-bearing or cadmium-coated base metals. 

 

Metals coated with mercury-bearing metals. 

 

Beryllium containing base or filler metals. (Work involving beryllium will be done with both local 

exhaust ventilation.) 

 

In open air, when welding, cutting, heating or grinding metals of toxic significance, such as zinc, 

lead, cadmium, chromium, or mercury bearing metals, employees will be protected by a filter 

type respirator. Employees performing such operations on beryllium-containing base. 

 

 Before cutting, welding, heating, or grinding in confined spaces, all surfaces covered with toxic 

preservative coatings (such as zinc, cadmium, chromium or lead) will be stripped back a 

minimum distance of six inches from the point of heat application. 
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In open air when welding, cutting, heating, or grinding on preservative coating of toxic 

significance is performed, the employee will be protected by a respirator appropriate for the 

level of contaminant if the PEL is exceeded or a specialized OSHA standard requires its use. 

SDS will be reviewed for safety procedures to be followed during burning, welding, heating, or 

grinding on all metals and preservative coatings. 

 

Specialized OSHA regulations concerning cadmium and lead will be implemented before any 

disturbance and/or removal of the metal/coatings containing the above items. All preservative 

coatings will be considered to be lead containing until objective data and/or testing of the 

material reveals that it is nonleaded. 

 

ELECTRIC WELDING  

No electrical welding machine, either AC or DC, will be operated until the machine is properly 

case grounded. 

 

Case grounding requires one end of a stranded copper bonding cable no smaller than 0 to be 

fastened to the case of the welder and the other end to a driven ground rod or a ground grid 

system. 

 

When changing electrodes, welder will be insulated from ground or metal objects. Welder will 

not leave a rod in the electrode holder when laying it down. 

 

A welder, unless working behind a screen, will not strike an arc with an electrode until nearby 

workers who may be exposed to the arc have been given ample warning. This is particularly 

true when working in an existing facility. 

 

Employees will not weld to, or weld close to, a conduit carrying live electric wires. 

 

Fuel powered welding machines will not be used as a power source for electric equipment 

unless the case-grounding requirements of the equipment are in place. 

 

GAS WELDING OR BURNING 

Do not use matches or cigarette lighters to light torches. Spark igniters must be used. Torches 

must not be used to light smoking, materials. 

 

Welders and burners must wear appropriate gloves. 
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When a special wrench is required to operate the acetylene cylinder valve, the wrench must be 

kept in position on the valve. 

 

When welding equipment is not in use, the cylinder valve will be closed. 

 

Hoses will not be repaired with tape. 

 

At the end of the work shift:: 

 

Compressed gas cylinders will remain properly chained in carts in an upright position or tied to 

a structural member in an upright position at all times whether full or empty. 

 

Reverse flow valves (check valves) will be installed on both the oxygen and fuel gas inlets of 

torch handles if not already installed by the manufacturer. 

 

Before a regulator to a cylinder valve is connected, the valve will be opened slightly and closed 

immediately. (This action is generally termed cracking and is intended to clear the valve of dust  

or dirt that might otherwise enter the regulator.) The person cracking the valve will stand to 

one side of the outlet, not in front of it. The valve of a fuel gas cylinder will not be cracked 

where the gas would reach welding work sparks, flame, or other possible sources of ignition. 

 

The cylinder valve will always be opened slowly to prevent damage to the regulator. For quick 

closing, valves on fuel gas cylinders not be opened more then 1-1/2 turns. When a special 

wrench is required, it will be left in position on the stem on the valve while the cylinder is in use 

so that the fuel gas flow can be shut off quickly in case of an emergency. In .he case of manifold 

or coupled cylinders at least one such wrench will always be available for immediate use. 

Nothing will be placed on top of a fuel gas cylinder when in use that may damage the safety 

device or interfere with the quick closing of the valve. 

 

Fuel gas will not be used from cylinders through torches or other devices that are equipment 

with shutoff va1ves without reducing the pressure through a suitable regulator attached to the 

cylinder valve or manifold. 

 

Before a regulator is removed from a cylinder valve, the cylinder valve will always be closed and 

the gas released from the regulator. 

 

It when the valve on a fuel gas cylinder is opened, a leak is found around the valve stem, the 

valve will be closed and the gland nut tightened. If this action does not stop the leak, the use of 
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the cylinder will be discontinued, and it will be properly tagged and removed from the work 

area. In the event that fuel gas should leak from the cylinder valve rather than from the valve 

stem and the gas cannot be shut off; the cylinder will be properly tagged and removed from the 

work area. If a regulator attached to a cylinder valve will effectively stop a leak through the 

valve seat, the cylinder need not be removed from the work area. 

If a leak should develop at a fuse plug or other safety device, the cylinder will be removed from 

the work area. 

 

Oxygen cylinders and fittings will be kept away from oil or grease. Cylinders, cylinder caps and 

valves, couplings, regulators, hose, and apparatus will be kept free from oil or greasy 

substances and will not be handled with oily hands or gloves. Oxygen will not be directed at oily 

surfaces, greasy clothes, or within a fuel oil and other storage tank or vessel. 

 

A leak test will be performed before lighting the torch. 

 

SUBJECT: Lockout and Tagout Procedure 

 

GENERAL  

This procedure establishes minimum Lock, Tag, and Try requirements that will prevent injuries 

to employees from the unexpected energization, start-up, or release of stored energy from 

machines, equipment, or processes during servicing or maintenance. This procedure may be 

modified to be more restrictive but should never be modified to a less restrictive state. 

 

In certain instances, JWG Jr. Inc. and subcontractor employees may be required to follow client 

lockout and tag-out procedures. If those procedures are not as restrictive as enforced in JWG Jr. 

Inc., the General Superintendent, along with the JWG Project Manager of the specific job, must 

grant a variance upon review and approval of the client procedures before those procedures 

are used by JWG employees or subcontractors. 

 

DEFINITIONS 

Affected Employee - An employee whose job requires him/her to operate or use a machine or 

equipment on which servicing or maintenance is being performed under lockout and tag-out, or 

whose job requires him/her to work in an area in which such servicing or maintenance is being 

performed. 
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Authorized Employee - A person who locks out and tags out machines or equipment in order to 

perform servicing or maintenance on that machine or equipment. An affected employee 

becomes an authorized employee when that employee's duties include performing servicing or 

maintenance on that machine or item of equipment. 

 

Supervisory Lockout - A situation in which each worker does not apply an individual lock but 

must sign-in on the JWG Jr. Inc. Lockout Log. A designated employee, usually a foreman or 

higher level supervisor, locks out the equipment on behalf of other identified workers. A 

supervisory lockout cannot be used without specific approval of the  Safety Director. 

 

Energized - Connected to an energy source (mechanical, electrical, hydraulic, etc.) which has 

not been isolated. 

 

Energy Isolating Device - A device that physically prevents the transmission or release of 

energy, including, but not limited to the following: 

 

 A manually operated circuit breaker; a disconnect switch; a slide gate; a slip-blind; a line 
valve; blocks (any device that prevents movement due to potential energy in springs, 
gravity, mechanical tension, etc.); and similar devices used to block or isolate energy. These 
devices must be properly placed, or in the correct position (on/off; open/closed) to assure 
that de-energization occurs.  

 

 An energy-isolating device is not a push button, selector switch, or other such circuit control 
devices. 

 

Energy Source - Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, 

or other energy. 

 

Lock Box - A sturdy container with the capability of being locked which secures the keys used to 

lock out equipment. 

 

Lock Box Lockout - A situation in which at least one worker, usually a foreman or higher level 

supervisor, locks out each separate isolation point in the field and places the key(s) in a lock 

box. Each person working on the job then attaches their personal lock and tag to the lock box, 

securing the supervisor's key(s) in the box. Every individual needing lockout protection must 

have a personal lock and tag in place. A lock and tag on the lock box is considered too 

effectively lock out each isolation point controlled by the key(s) in the lock box. 
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Lockout/Tag-out - The placement of a lock and tag on the energy isolation device in accordance 

with an established procedure, indicating that the energy isolating device or the equipment to 

be controlled shall not be operated until removal of the lock and tag. 

 

Lockout Plan - A written lockout plan that lists all switches, controls and/or valves that must be 

secured in the de-energized position to control energy sources. A lockout plan is attached to a 

lock box for lockouts that involve more than one energy source. 

 

Zero Energy State - It is the neutralization or all energy sources to afford maximum protection 

against unexpected movement. 

 

Try - Verifying equipment zero energy state by attempting to operate it 

 

FUNDAMENTAL LOCKOUT AND TAGOUT PROCEDURE 

 

It is the policy of JWG Jr. Inc. that every individual needing protection from the inadvertent 

energization of equipment will have a personal lock and tag in place. The lock box technique 

allows an individual to lock out even large systems by using one lock. 

 

Under normal circumstances, it is expected that JWG Jr. Inc. and each subcontractor employer 

will be protected by each employee's individual lock. Contact the General Superintendent if a 

complex lockout that does not use individual locks is to be instituted. Your procedure for this 

operation will be reviewed and approved if warranted. 

 

RESPONSIBILITY 

 

All JWG Jr. Inc. and subcontractor employees are responsible for ensuring the complete and 

proper application of lockout and tagout procedures. However, the primary responsibility for 

preventing accidental operation or energization of equipment rests with the craft 

superintendent or other supervisor that assumes responsibility for the work in progress. 

 

The supervisor is responsible for clearing of pipes (line breaking procedure), immobilization of 

valves, removal of radiation sources and blocking of other equipment to ensure that the system 

is safe to repair. The supervisor is also responsible for completion of the lockout plan which is 

always completed when more than one energy isolation point is involved in the lockout 

sequence. The supervisor must sign each lockout plan. 
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All JWG Jr. Inc. employees and subcontractors working on a JWG Jr. Inc. project site must be 

instructed in the safety significance of the lockout and tagout procedures, as well as how to use 

these procedures, by the safety supervisor during initial safety orientation and thereafter as 

required by their duties on the site. Only authorized employees may lock out and tag out 

machines or equipment.  

 

Affected employees are those who work in the general area of a lockout, and tagout and could 

be injured by the unexpected energization of equipment. These employees and subcontractors 

are instructed in these procedures by the safety supervisor during initial safety orientation and 

thereafter as required by their duties on the site. 

 

When the equipment to be worked on is high voltage electrical gear (480V or higher), the 

Electrical Superintendent or designee will be responsible to ensure proper de-energization and 

lockout/tagout of all energy sources. Electrical PPE must be worn, as required during high 

voltage electrical work and at other times as deemed necessary, by an employee trained to 

wear it. 

 

When the purpose of the lockout is to de-energize electrical circuits so personnel can safely 

work in close proximity to or on exposed electrical parts, a qualified person must use test 

equipment to verify that the exposed parts or elements are not energized. This will always be 

done after the system has been de-energized, locked out, and tried but before work on 

exposed electrical parts is initiated. 

 

TYPICAL LOCKOUT AND TAGOUT EXAMPLES  

The following are examples of the application of this procedure: 

 

 Locks and tags placed on electrical switches in the off/open position to prevent inadvertent 
startup or movement. 

 

 Locks and tags placed on closed valves when the flow of air, steam, water, flammable 
liquids or other chemicals could occur causing harm if the valves were opened. 

 

 Closed radiation shutters to prevent exposure to radiation sources. 
 

 Insertion of a steel bar in a bucket elevator to prevent movement during work. 
 

 Installation of blocks under equipment that could fall during maintenance work.  
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 The installation of restraints on fan blades which could be rotated by the wind during 
servicing. 

 

 Installation of mechanical stops to prevent the movement of agitators in tanks. 
 

Any other situation where lockout could prevent initiation of conditions which could cause 

personal injury, environmental release, or other undesired results. 

 

LOCKOUT AND TAGOUT STEPS 

1. Planning the Job - Ensure familiarization with the energy sources and identify potential 

hazards. Make sure all switches' controls, and/or valves that must be locked out and tagged 

for the job are identified in writing on the Lockout Plan a checklist, a specific procedure, or 

other form of written documentation. The Client may be required to assist. 

 

2. Inform affected Employees - Employees affected by the equipment or system isolation must 

be notified of the lockout and tagout procedures and understand why they are being 

accomplished. This includes JWG Jr. Inc., subcontractor and Client employees as warranted. 

 

3. Turn Off the Machine or Equipment - Normally this is always a Client responsibility. 

 

4. Locate De-Energize and Isolate All Energy Sources - Eliminate any stored energy such as 

springs or blades under tension, residual hydraulic or air pressure, or steam. Client 

representatives must be asked to assist. 

 

LOCKOUT AND TAG SWITCHES, CHAINED VALVES OR OTHER ENERGY 

CONTROLS  

The supervisor installs the control lock on the equipment with assistance of a qualified person 

from the electrical department. Unless already locked out by the Client, it- is the first lock 

applied. 

 

The tag (worded "Danger, Do Not Operate" in the OSHA Danger format with black, white, and 

red coloring) is completed with the supervisor's name, badge number, date and craft written 

legibly on the tag. 

 

All lockout tags used by JWG Jr. Inc. or subcontractors on the site will be the same OSHA Danger 

format and construction. A tag attachment device that withstands a 50-pound pull is required. 

All tags must be 3 x 5 inches in size. 
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Locks may be color coded by craft. Maintenance project locks must be distinct from the Client 

locks. Lockout locks and tags will only be used for lockouts. 

 

Each supervisor's lock may be keyed alike or individually but the only keys to those locks must 

always be in the supervisor's possession when the locks are not being used and secured in the 

lock boxes during a lockout. Never leave the keys unsecured. 

 

Each worker's lock must be individually keyed. Duplicate keys may be kept locked up in the 

Project Superintendent's office. Always keep the keys secured. 

 

Combination locks must never be used for lockout purposes in JWG Jr. Inc. operations. 

 

1. Verify Equipment Isolation - Ensure that the area is safe and put each control in the on 

position to verify that the equipment will not operate. CAUTION: Return the control to the 

OFF position. 

 

     NOTE: Testing of equipment under the control of the Client will be done by     

     operations (Client/Owner) and witnessed by the JWG Jr. Inc. supervisor. 

 

2. Put Operating Controls and/or Switches in the OFF or SAFE Position. 

3. Perform Necessary Service or Maintenance. - At the end of the shift, personal locks and tags  

    must. be removed from the lock box or equipment. The shift lockout supervisor's locks may  

    remain on the field equipment with the keys in the lock box if the work will continue into the  

    next shift. The new shift supervisor assuming control of the equipment work must review the  

    Lockout Plan then place his/her locks on the lock box as the out-going supervisor removes 

    his/her locks.     

 

4. Remove Tools from the Machine or Equipment. 

 

5. Reinstall Machine Guards. 

 

6. Notify Affected Employees Including_Operations. - They must know that safety locks are 

about to be removed and that the machinery or equipment will be capable of re-

energization. Check the work area to ensure all employees are safely positioned or removed 

from the area. 

 

7. Ensure All Controls are in the Neutral or Off Position. 
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8. Remove Safety Locks and Tags. 

 

9. Re-energize the Machine or Equipment. - Make sure all JWG Jr. Inc. workers, subcontractors, 

    and Client personnel are a safe distance from the equipment. In most cases, turn the 

equipment 

    over to the Client or JWG Jr. Inc. supervision for re-energizing. 

 

Note: The removal of some forms of blocking may require re-energization of the machine 

before safe removal. 

 

10. Notify affected employees that the servicing or maintenance is completed and the machine    

or equipment is ready for use. 

 

REQUIREMENTS 

JWG Jr. Inc. requires that both a lock and a tag be used for all lockout situations including the 

application of locks and tags on lock boxes. Identification of the individual on the lock is not a 

substitute for a tag. Locks and tags must always be used in field applications. 

 

Valves will always be chain-locked or wrapped with the valve handle or fitting secured by the 

chain so the valve cannot be opened. Valves with positive locking mechanisms need not be 

chained. 

 

Pipelines that contain chemicals, steam, natural gas, air under pressure, or hot water over 

140°F. must be isolated. Drain the line at the lowest point, close and lock two valves upstream, 

open a drain in between the valves (double block and bleed), or install a blind flange in the line 

upstream from the work area to isolate the pipeline. Always use the line breaking procedure 

found in this manual or one that is used at the Client site that is consistent with the JWG Jr. Inc. 

procedure. 

 

Subcontractor personnel that may be affected by the lockout and tagout procedures must 

submit their energy control procedures to the JWG Jr. Inc. Safety Director. The Safety Director 

before working on the site will train affected subcontractor employees. 
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REMOVAL OF PERSONAL LOCK AND TAG 

Once a worker has placed a personal lock and tag, only that worker has the authority to remove 

the lock. If a lock is inadvertently left on to prevent accidental start-up of the equipment and it 

must be removed, the following must be accomplished: 

 

 Ensure that the employee accountable for the lock has actually left the project site. The 
Craft Superintendent or other supervisory personnel must do this. If the lock must be 
removed after the Craft Superintendent's shift, he/she will be called back to the project site 
to assist in determining the reason for the lockout and if it is safe to remove the lock if the 
worker still cannot be contacted. 

 

 Check the equipment to be energized to be sure it is safe to remove the lock. 
 

 Exhaust all reasonable efforts to locate the employee who left the lock on the equipment. 
 

 The Project Superintendent or his/her designee must authorize the removal of an 
abandoned 

      lock and tag. 

 Positively advise the employee that his/her lock has been removed before he/she reports to 
the next shift. It is suggested that the employee be met in the job trailer or at the security 
gate, as appropriate. 

 

TRAINING 

A Supervisor trained in lockout and tagout, by a safety professional, or a subcontracted third 

party safety specialist, will give training on lockout and tagout for all equipment or machines.  

All employees will be given lockout and tagout awareness training during safety orientation. 

However, authorized and affected employees will be given additional training in the following 

before any involvement in lockout or tagout: 

 

 The requirements of 29 CFR 1926 and/or 1910 as appropriate. 
 

    The types and magnitudes of energy sources 
 

 Lockout and tagout procedures for the isolation of energy sources. 
 

    Procedures for removing locks and tags. 
 

 Procedures for restoring energy. 
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Retraining will be given whenever there is a change in job assignment a change in equipment or 

processes that would create a new hazard, or whenever a change in procedures is instituted. 

Refresher training will be given once each year unless the above conditions occur. 

 

The General Superintendent or Superintendent will maintain a list of employees trained and the 

dates of their training. 

 

LOCK BOX LOCKOUT AND TAGOUT PROCEDURE 

This procedure will be reviewed with all affected and authorized personnel prior to the 

implementation of any job. 

 

 One authorized employee or supervisor trained as an authorized employee will coordinate 
the 

      lock box lockout/tagout procedure for all such operations. 

 

 Each employee will affix his or her lock and tag to the lock box containing a supervisor's 
key(s) 

 

 No employee will be allowed to remove another employee's lock or tag. 
 

 Each employee will remove their lock and tag when their part of the operation is completed 
or at shift change whichever is earlier. 

 

 When the lockout extends to more than one shift, the off-going shift will remove their locks 
and/or tags as the oncoming shift applies their lock or tags. 

 

ANNUAL EVALUATION 

Each year, a Supervisor who has used this procedure and is familiar with the equipment and 

lockout system and is not involved with the procedure being evaluated, will conduct a review of 

the Hazardous Energy Control Procedures. The evaluation will be conducted of all machines and 

equipment then in use at the project site, and documented. The most valuable input comes 

from the employees using the lockout procedure on the equipment. 
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JWG Jr. Inc. Lockout Procedure 

Lock Box Method 

 

 

 Equipment list on lockout plan 

 

Danger tags always    

accompany a lock,    Equipment locked-out, tagged 

identifying the lock’s    tried, key in box 

owner 

                                                                                                 JWG Jr. Inc. Superintendent 

                                                                              locks keys  

 

 

   JWG Jr. Inc. Superintendent 

       keys 

 

      

         General Foreman locks keys* 

                                      (if applicable) 

 

          General Foreman’s  

       keys 

  

      

                                                       Foreman locks keys* 

                                     (if applicable) 

 

   Foreman’s  

                    keys. 

 

      

                                                       Employee locks keys 

 

 

Employee keeps 

  key on person 

 

 

This will be repeated at shift change to ensure employee protection. 
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*Note: It is permissible to allow either the General Foreman or Foreman to lock out the system. 

            Both are not required to lock out in all operations. In some instances, the employees will 

            directly lock the JWG Jr. Inc. superintendent’s keys.   

 

 SUBJECT:     Site (Land) Clearing 

 

GENERAL 

This section covers the minimum safety procedures to be followed during site clearing and 

grubbing operations. There are specific hazards associated with these operations and all 

employees must be made aware of these hazards.  

 

The proper personal protective and safety equipment must be used when working in or around 

the area being cleared. 

 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

 

GENERAL REQUIREMENTS 

The primary hazards during site clearing are:  

 

 Blunt force trauma 

 Severe cuts 

 Flying debris  

 Pinch points 

 Kinetic energy   
 

Adequate precautions will be taken to guard against these hazards. 

 

REQUIREMENTS 

JWG Jr. Inc. requires that employees operating a chain saw shall wear the following Personal 

Protective Equipment, a hard hat with an approved face shield, safety glasses, hearing 

protection, safety chaps, a safety vest and gloves.   

 

A visual line of communication must be maintained between the equipment operator and 

ground personnel. 

 

Employees are not permitted to work in the discharge or fly area where debris from chipping, 

grinding, or shredding operations is being generated. 
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Section 9 

Personal 

Protective 

Equipment 
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SUBJECT:     Personal Protective Equipment   

 

GENERAL  

This procedure provides guidance on the requirement for using personal protective equipment. 

 

SCOPE 

This section covers the basic guidelines to be followed by all employees for the use and 

maintenance of personal protective equipment. It also covers general requirements for 

appropriate work clothing. 

 

Upon being hired, each employee will be issued the following PPE, a hard hat, eye protection, 

safety vest, and hearing protection. PPE must be worn in accordance with all OSHA and JWG Jr. 

Inc. rules and regulations. Any employee not wearing PPE in accordance with the rules and 

regulations will be subject to disciplinary action or termination of employment. All employees 

must acknowledge that they have received their safety equipment and understand the terms of 

the agreement by signing the acknowledgement form. 

 
Retraining of the employee is required when the workplace changes, making the earlier training 

obsolete, the type of PPE changes or when the employee demonstrates lack of use, improper 

use, or insufficient skill or understanding. 

  

Only JWG issued PPE’s are allowed to be used for JWG jobs.  

 

All supervisors will be responsible for ensuring that all employees follow these guidelines. 

 

VISITORS 

All visitors to the project will be directed to abide by all safety rules and will be escorted by 

regular project personnel. 

Visitors will be issued hard hats and safety vests.  

 

CLOTHING 

It is the responsibility of each employee to wear appropriate work clothing required by his/her 

particular job assignment.  “Appropriate” is defined as follows: 

 

Loose fitting or excessively torn clothing is not permitted. Shirttails will be tucked in because 

they can become entangled in machinery. 
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Shirts will be worn at all times. Long sleeves are recommended for all hot work. T-shirts and 

hemmed sleeveless T-shirts are allowed. Muscle shirts are not allowed. 

 

JWG Jr. Inc. recommends not wearing rings or loose dangling jewelry. lSuitt employees will not wear rings or loose, dangling jewelry. 

 · Long pants will be worn at all times. Pants should be of proper length so as not to drag the ground 

Long pants will be worn at all times. Pants should be of proper length so as not to drag the 

ground or be a trip or snag hazard.  

 

Special protective clothing will be required in such operations as welding and cutting, and when 

handling caustic materials, acids or toxins. Supervisors will inform their employees before 

they Perform the work to ensure proper dress and requirements for personal protective 

equipment for their own protection against existing hazards. 

 

HAIR 

 

Scalp Hair 

Shoulder length or longer hair must be contained, either within a net or inside the hard hat. The 

employee must be able to wear a hard hat safely as required. The employee will be advised to 

keep the hair under control to prevent a hazard. 

 

HARD HATS 

 

Only JWG Jr. Inc. issued hard hats (meeting ANSI Standard Z89.1-1969) are to be worn. Hard 

hats will be worn at all times while on the project, except in offices or while operating a  

Piece of equipment that is equipped with a ROPS and/or cab. Hard hats worn by employees 

exposed to high voltage will meet ANSI Standard Z89.2-1971. 

 

Hard hats will not be altered in any way. Therefore: 

 

 Do not attempt to repair a cracked shell by sewing with wire or any other material. 
 

 Do not cut suspensions. 
 

 Do not drill holes in the crown for ventilation. This destroys the dielectric strength as well as 
the ability of the shell to withstand the maximum impact of falling objects. Hats are 
designed to permit complete air circulation inside the crown. 

 

 Do not paint hard hats. Paint may interact with material of the hard hat, diminishing its 
ability to withstand maximum impact of falling objects. Damaged hats or caps will be 
replaced immediately. Positively no aluminum hats or bump caps will be permitted. 
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JWG, Jr. rules concerning the wearing of hard hats are as follows: 

 

 Hard hats will never be worn on top of everyday hats and caps. 
 

 Only winter liners specifically made for hard hats and caps will be permitted. 
 

 Down Under Hats (Hats with visors worn to protect a welder's ears from welding splatter) are 

permitted under the hard hats of welders only. 
 

 The headband of the hard hat will be adjusted to the proper snugness so that the hat will 
not fall off when the employee leans over, or be blown off by a gust of wind. Adjustments 
should not be so tight that the mark of the band is left on the wearer's forehead. 

 

 If there is risk of the hard hat falling or being blown from the head, a properly adjusted chin 
strap will be worn. 

 

 Hard hats will be worn squarely on the head. The construction of the suspension system is 
designed to give the optimum contact surface on the head. Hats worn at a rakish or jaunty 
angle will not permit proper functioning of the suspension in the event of impact. 

 

 The employee will make certain that there is at least 1 1/4 inches of clearance between the 
top of his head and the inside shell of the hat. This is important for protection against 
impact and for ventilation, especially if the hats do not have secondary straps preset at the 
proper clearance. 

 

 The bill of the hard hat will be worn to the front for maximum protection of the eyes and 
face at all times, except when in performance of a welding operation and then only while 
the hood is attached to the hard hat. 

 

The employee will regularly inspect the hard hat to ensure that it is in a safe condition. The 

inspection will include a check of the condition of the webbing and sweatband. Suspensions will 

be replaced when found to be in a deteriorated condition. A new hard hat can be obtained at a 

previously designated location. 

 

Note: Hard hats should also be used to identify whom employees work for (i.e., JWG, 

subcontractor, or sub-tier). 
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HI-VISIBILITY SAFETY VESTS 

 Hi-Visibility Green Safety Vests must be worn on all job sites.  

 

 

SAFETY GLASSES AND GOGGLES 

 

Eye protection meeting ANSI Standard Z87. 1, must be worn by all personnel on JWG Jr. Inc. job 

sites and shop areas when there is a hazard from liquid chemicals, flying particles and or 

injurious radiant energy, except: 

 

 While in offices or trailers, where the danger of eye injury does not exist. 
 

 In motor vehicles, equipment cabs, etc., where the danger of eye injury does not exist.  
 

Note:  If the equipment operator has the equipment cab glass open in the direction he/she is 

 facing while operating the equipment they must have eye protection on. 

 

Employees who wear prescription glasses must have eye protection that meets ANSI Standard 

Z87. 1 and includes clear side shields. Employees whose vision requires the use of 

corrective lenses in spectacles may wear mono-goggles or ANSI approved spectacles that 

can be worn over non approved prescription eyewear without disturbing the adjustment of 

the prescription eyewear. 

 

Glasses with dark lenses are not permitted inside buildings or at night. Safety glasses must 

ALWAYS be worn in addition to face shields and welding hoods.  

 

All company issued safety glasses will have side shields. If company furnished safety glasses are 

lost or misplaced the second pair and all subsequent pairs issued will be deducted from the 

employee's paycheck. 

 

Safety glasses will not be altered in any way. 

 

GOGGLES  

Impact Goggles will be worn: 

 

 When working in dusty locations. 
 

 When grinding, chipping, or sawing (Skill or band saw) overhead. The goggles will always be 
used in conjunction with a face shield. 
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 When using powder actuated tools (use with face shield). 
 

Splash-Proof Chemical Goggles will be worn when performing the following jobs: 

 

 When handling wet shell batteries. 
 

 When handling or in the near vicinity of caustic, acid, and any other chemicals where spill or 
splash hazards exist. 

 

 Irritant dust operation. 
 

 Irritant mist/sprays operation. 
 

 Certain operations require that face shields be worn in conjunction with chemical goggles. 
 

FACE SHIELDS 

An approved full-face shield will be worn to provide face protection from flying particles, 

chemical splashes, or mist. Face shields are secondary eye protection and must be used only 

with primary eye protection, i.e., safety glasses, mono-goggles (direct or indirect ventilation), 

etc. 

 

Face shields are required when performing the following jobs: 

 

 Grinding or chipping any material (goggles must be worn under the face shield). 
 

 Using wire brushes (power or hand). 
 

 Handling wet cell batteries. 
 

 Handling caustics, acids, and other chemicals where spill or splash hazards exist (to be used 
with chemical monogoggles). 

 

 Operating masonry saws. 
 

 Operating abrasive cutoff saws (gasoline or electric). 
 

 Using powder actuated tools (to be used with goggles). 
 

 Any operation which subjects the eyes or head to flying particles. 
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EYE AND FACE PROTECTION FOR WELDING AND BURNING 

Some projects will require that all eye and face protection worn for welding and cutting will be 

used with a hard hat, except where the Project Superintendent gives special permission to do 

otherwise (such as hard-to-get-to welds where other head protection is provided). 

 

A complete welding hood with the proper tinted lens will be worn while performing electric 

(arc) welding. This is secondary eye protection and will be worn with safety glasses (primary eye 

protection). 

 

Welding goggles will be worn while performing acetylene burning, cutting, and welding. Two 

types are acceptable: eyecup or cover spec type with tinted lens. In addition, the welding hood 

described above is acceptable. 

 

Welder's helpers will, at a minimum, wear UV protective glasses. 

 

DUST MASKS 

Dust masks are recommended to be worn by all personnel when working in or around operations 

that would develop nuisance dust. These operations would include but not be limited to drilling, 

sawing, cutting, breaking, compacting and earth moving. 

 

GLOVES 

Hand protection will be worn by all personnel when handling rough, sharp edged, abrasive 

material, or where the work subjects the hands to lacerations, punctures, burns or bruises 

Gloves will not be worn for close work around saws, lathes, drill presses, or similar 

machinery in which they could become entangled. 

Chemically impervious gloves, suitable for the particular chemical, will be provided for 

employees who are handling caustics, acids, or other chemicals. The Superintendent will 

be consulted for the type of glove to be used with the specific chemical. The SDS will be 

consulted for the appropriate type protection. 
 

SAFETY SHOES AND METAL FOOT SHIELDS 

Work shoes or boots in good repair will be worn at all times. Some states and projects require 

safety toe boots or metal foot shields that meet ANSI Standard Z41. 1. Sneakers or lightweight 

shoes are not permitted. Boots that offer ankle support are required. 

 

LEG PROTECTION 

Leg protection (chaps) constructed with cut-resistant material, such as ballistic nylon must be 

worn at all times when operating a chain saw. The leg protection shall cover the full length of 

the thigh to the top of the boot on each leg to protect against contact with a moving chain saw 
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chain. Employees found not wearing chaps when operating a chain saw are subject to 

suspension and/or termination. 

 

 

FIRST AID SUPPLIES: 

First aid kits are available on all job sites, located in job trailers or superintendent’s vehicle. The 

first aid kit will contain supplies for minor first aid treatment.  First aid kits will be checked 

monthly by the superintendent. 

 

In the event of an injury requiring emergency medical treatment, the employee may be 

transported by the superintendent.  If this is a life threatening emergency, 911 must be called. 

Do not moved injured employee if injury is unknown.   

 

Eyewash stations are provided at JWG maintenance shop location and the first aid kits also 

include eye wash solution.  
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SUBJECT:     Severe Weather Procedure 

 

GENERAL REQUIREMENTS 

This section covers procedures for preparing most construction equipment and facilities to 

reduce the damage of a tropical storm or other severe weather. 

 

The project Superintendent is responsible for maintaining up-to-date information regarding 

approaching storms. They will provide adequate warning to allow the appropriate individuals to 

secure the equipment and materials under their jurisdiction. 

 

All supervisors will be responsible for ensuring that all employees follow these procedures. 

 

SNOW AND ICE 

Extra care must be taken getting on to and off of equipment during snow and ice conditions. 

Steps, decks and walkways must be shoveled or de-iced to prevent slippery conditions. 

 

LIGHTNING 

Care must be taken during overcast, cloudy, or potentially stormy weather to watch for 

lightning. At the first sign of lightning or thunder, exposed workers must be removed from 

equipment or any other structure that may become energized. 

 

Management is to listen to local authorities and the weather service for threats that can be 

expected, so that the necessary precautions can be taken. 
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 SAFE DRIVING POLICY 

The safety and well-being of our employees is of critical importance to the organization. 
We therefore each have a responsibility to not only protect ourselves when on the road 
but also should do our part to protect those around us. Employees who are required to 
drive on company business at any time, whether a motor vehicle or motorized, licensed 
equipment, will be expected to consistently apply and follow all the procedures below, 
as well as all rules and procedures in the Safety Manual. The proper license 
endorsement, which is a CDL, is required by DOT for moving equipment on roadways. 
(Scrapers, Artic, etc. require a class A  CDL.) 

John W. Gleim, Jr. Inc. performs a MVR review on all employees annually. An 

employee with a borderline MVR will be reviewed every 6 months. Employees 

who have a poor grading will not be permitted to drive any company 

vehicle/equipment or personal vehicle while conducting company business. An 

acceptable driving record should not have any of the following serious offenses 

(Major Violations) within the past five years:  

1. DUI 
2. DWI 
3. Any other alcohol or drug-related offenses 
4. Careless Driving 
5. Chemical Test Refusal 
6. Driving after suspension or revocation of license 
7. Fleeing or eluding a police officer 
8. Leaving the scene of an accident 
9. Passing a stopped school bus 
10. Reckless Driving 
11. Speeding 20 miles above the limit 

 
 Any major violation within the past five years will automatically be considered a  

“poor” grade and employee is not authorized to drive company 

vehicle/equipment or personal vehicle while conducting company business. 

The chart below will be used to determine acceptable driving records and 

authorized drivers.   
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  Motor Vehicle Grading Criteria  

 (minor violations last three years/major violations last five years) 

 

 Number of Minor 

       Violations 

 

 Number of   

 

 At-Fault 

 

Accidents  

 

 

 0 1 2 3 

0 Clear Acceptable Borderline Poor     

1 Acceptable Acceptable Borderline Poor 

2 Acceptable Borderline Poor Poor 

3 Poor Poor Poor Poor 

4 Poor Poor Poor Poor 

Any Major Violation  Poor Poor Poor Poor  

 

Procedures 

1. All employees must wear seat belts at all time while in a moving vehicle/equipment 
being used for company business, whether they are the driver or a passenger. 

2. Use of handheld cell phones must occur in accordance with the Cellular Telephone 
Policy.  

3. Engaging in other distracting activities including, but not limited to, eating, putting on 
makeup, reading or changing radio stations or music, texting  is prohibited while 
driving/operating equipment on roadways and jobsites, even when in slow-moving 
traffic. 

4. Use of alcohol, drugs or other substances, including certain over-the-counter cold or 
allergy medications that in any way impair driving or operating ability, is prohibited and 
employees must comply with the company’s Drug, Alcohol & Controlled Substance 
policies at all times. 

5. All employees are expected to follow all driving laws and safety rules such as 
adherence to posted speed limits and directional signs, use of turn signals and 
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avoidance of confrontational or offensive behavior while driving. Defensive driving 
guidelines, such as driving at safe speeds for conditions, maintaining proper distances, 
safe stopping practices and yielding to rights of way, must be followed at all times. 

6. Employees should never allow anyone to ride in any part of the vehicle/equipment not 
specifically intended for passenger use and/or any seat that does not include a working 
seat belt. 

7. Employees who drive commercial vehicles or who are otherwise subject to separate 
rules and regulations such as those dictated by state or federal law are also expected to 
adhere to all policies and regulations associated with the appropriate law or regulation 
that applies. 

8. Employees must immediately report any accidents to local law enforcement as well 
as to the company in accordance with established procedures.  

9. Employees are required to report any moving or parking violations received while 
driving/operating vehicles on company business and/or while operating company 
vehicles to Human Resource office within 24 hours.  

10. Failure to adhere to these procedures may result in disciplinary action per company 
policy. 

11.  Company vehicles/equipment are to be driven by authorized employees only.  

12.  Any employee who has a driver’s license revoked or suspended shall notify the 
Human Resource office within 24 hours and immediately discontinue operation of 
the company vehicle or any vehicle for company business.* Failure to do so may 
result in disciplinary action, including termination of employment. 

13.  Employees must have a valid and current Driver’s license to operate a company 
vehicle, or a personal vehicle with current auto insurance while on company business. 

14.  Employees are expected to drive in a safe and responsible manner and to maintain 
a good driving record. 

15.  No unauthorized personnel are allowed to ride in company vehicles/equipment. 

16.  Drivers/operators are responsible for the security of company vehicles/equipment 
assigned to them. The vehicle/equipment engine must be shut off, ignition keys 
removed, and vehicle/equipment doors locked whenever the vehicle/equipment is left 
unattended. 

 

 

 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  Page 
106 

 
  

  

 

 

Section 12 

 

Forms 
 

 

 

 

 

 

 

 

 

 



JOHN W. GLEIM JR INC SAFETY MANUAL 2015 
 

  Page 
107 

 
  

  

  

Acknowledgement of Receipt 
 

2015 SAFETY MANUAL 
 

 

I acknowledge that I have received and shall read the Safety Manual for John W. 

Gleim, Jr., Inc. 

 

I also acknowledge that I have completed the John W. Gleim, Jr., Inc. safety orientation 

review in short form upon hire, I understand the information contained in the manual, and 

that if I have any questions regarding information in the manual, I can obtain that 

information by contacting the Human Resources Department. 

 

 

 

 

 

 

__________________________________________ 

(Signature) 

 

 

______________________ 

(Date) 

 

 

 
NOTE:  The "Safety Manual" is proprietary company information and is required to be returned to 

the Company office upon termination, layoff or retirement.     

   


