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SAFETY POLICY
Our business requires that we meet many challenges. In responding to these challenges, let one
primary rule be clear:
THERE IS NO JOB OR OBJECTIVE SO IMPORTANT
THAT WE WILL RISK THE SAFETY OR HEALTH OF
ANY EMPLOYEE TO ACHIEVE IT!
It becomes the responsibility of all of us at Effingham County to ensure that safe working conditions
and procedures are never shortcut or sacrificed in order to meet an end.
Please report any hazardous conditions to the appropriate administrative and departmental
supervisory personnel. We provide a safe working environment for all employees and various safety
rules have been established in the different departments. All employees are expected to observe
these rules, along with any rules specific to the department in which you work. County administration
may discipline up to and including termination for repeated performance of unsafe acts.
General Safety Rules
PURPOSE: The primary objectives are to ensure the safety and health of our employees, and to
protect County property. Our goal is to provide safe and healthful working conditions for all County
employees.
Safety Rules have been developed with input from supervision and employees. While held to a
minimum, the rules address behaviors and work practices that can lead to accidents and injuries.
Each employee should become familiar with and follow all Safety Rules. Supervisors must enforce
Safe Work practices through strict adherence to Safety Rules.
Most accidents can be prevented if everyone uses assigned safety equipment and follows the
established safety rules. To operate a safe and successful business, we must work as a team to:
THINK SAFE, WORK SAFE, AND BE SAFE!
Communication of safety rules is accomplished by:
 Discussion during New Hire Orientation
 Published in the New Hire Orientation / County Handbook
 Posting throughout our operations
 Annual refresher training
 Monthly safety training
 On‐the‐spot corrections and reinforcement by supervisors
Additional Operating Safety Rules
The County has additional safety rules for specific operations that apply to those who engage in
hazardous work areas or operations. Examples of these rules are contained in other safety manual
chapters and standard operating procedures such as those for:
 Hazard Communication
Effective Date: February 18, 2020
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Lockout‐Tagout (Control of Hazardous Energy)
Equipment Operation Safety

General Safety Rules
 Report all work injuries and illnesses immediately to your department head.
 Immediately report all unsafe acts or conditions to your supervisor or department head.
 Use seat belts when on County business in any vehicles.
 Use, possession, sale or being under the influence of illegal drugs, misuse of prescription drugs
and/or alcohol is not permitted on County property or while on duty.
 Only authorized and trained employees may repair or adjust machinery and equipment.
 Lock‐Tagout procedures must be followed before removing any machine guards or working on
powered machinery and equipment. This includes replacing all guards when the job is
completed and before the machinery/equipment is returned to service.
 Only trained, qualified and authorized employees may work on or near exposed energized
electrical parts, systems or equipment.
 County employees shall follow all electrical safety rules when working with electrically
powered systems, machinery and equipment.
 Only authorized and trained Employees may dispense or use chemicals.
 The County shall ensure that Safety Data Sheets (SDS) are being maintained and accessible to
employees for any hazardous chemicals used in the workplace. The location of SDS
information shall be communicated to County employees by their supervisor or department
head. It shall be the responsibility of employees to access and use SDS information as needed.
 Keep work areas clean and aisles clear. Never block access to first aid equipment, fire
extinguishers or emergency escape routes or exits.
 Properly select, use and maintain the prescribed personal protective equipment (PPE).
 Smoking is permitted only in the designated "Smoking Areas.”
Failure to follow the above rules may cause serious injury and/or illness. Disciplinary action, up to and
including termination, will be used to assure rule enforcement. Please use common sense and think
before you act. If you are not sure how to complete a job or task safely or have any questions, ask
your supervisor or department head.
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ACCIDENT REPORTING PROCEDURES
Employees are responsible for reporting accidents to their supervisor or department head
immediately, or as soon as medically possible. This also pertains to reporting workers’ compensation
and vehicle accidents. If the occurrence is after normal hours or at a location other than the primary
business location, employees must leave a message for their supervisor or department head and
make arrangements to immediately meet with them on the following day.
The following procedures are established to provide a consistent, accurate, and effective way to
report employee injuries, illnesses, near misses, motor vehicle accidents, property damage, public
liability and other potentially harmful or damaging incidents/events.
Our first priority is to take care of the injured party, eliminate any immediate risk to others, report
and investigate the incident. In case of fire, explosion or other imminent danger, employees shall
immediately contact the nearest fire department and/or other emergency responders (as necessary)
using the 911 emergency response and disaster preparedness system.
Accident reporting forms are included within Annex A.
I.

Workers’ Compensation – Employee Injury or Illness
A. All employee injury or illnesses shall be reported by the injured employee to their
department head immediately following the accident or onset of the illness. If the
injured employee is unable to report immediately, then the incident shall be reported
as soon as medically possible. If there is a witness to the incident the witness shall
report the incident to his or her department head.
B. The department head shall notify the County Board Office Administrator as soon as
possible after any employee accident or illness has occurred. A department head
should accompany the employee to the hospital or doctor’s office.
C. Upon notification, the employee’s department head and the person(s) assigned to
investigate the incident shall complete the following forms where applicable.
i. If first aid is administered, the First Aid Log (Form A) shall be completed by the
employee’s department head with the affected employee(s) and the person
rendering first aid. This form must be sent to the County Board Office
Administrator upon completion.
ii. If treatment of the injury or illness is beyond first aid, the Administration
Investigation Report (Form B) shall be completed by the employee’s
department head with help from the affected employee(s). This form must be
sent to the County Board Office Administrator upon completion.
iii. The Authorization for Medical Records and Communication Release Form
(Form C) must be signed by the employee when completing the Employee
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Injury Form (Form B). This form must be sent along with Form B to the County
Board Office Administrator.
1. The Employee Responsibilities for work related injuries sheet is to be
provided to any employee who is injured on the job and seeks medical
treatment. The department head should review this information with the
employee in detail.
iv. The department head shall complete the Illinois Form 45: Employer’s First
Report of Injury (Form D) and send it to the County Board Office Administrator
upon completion. The County Board Office Administrator will finalize the
Illinois Form 45: Employer’s First Report of Injury (Form D) and will submit to
Bushue HR, Inc. to notify the insurance carrier.
v. Time off due to a work‐related accident will run concurrently with a Family and
Medical Leave Request (see Personnel Policies).
II.

Motor Vehicle Accidents
Notify the nearest police department immediately following the accident, no matter how
minor, in addition to your department head. The Motor Vehicle Accident Form (Form E)
shall be completed by the employee investigating the incident and with the affected
employee(s) and/or any witnesses. This form is completed in addition to the police report
as our internal documentation of the accident. Upon completion of (Form E), send it along
with any additional information to the County Board Office Administrator.

III.

Property Damage
If there is damage to County property (including grounds, equipment, buildings, etc. or
property or equipment belonging to others), employees shall notify their department
head immediately. The Property Damage Report Form (Form F) shall be completed by the
employee investigating the incident and with the affected employee(s) and/or any
witnesses. This form must be sent to the County Board Office Administrator upon
completion.

IV.

Public Liability
If an injury or illness occurs to an individual other than a County employee, immediately
notify a department head. The Public Liability Report Form (Form G) shall be completed by
the department head in which it was reported and sent to the County Board Office
Administration. This includes injury/illness to any visitors to county buildings and/or
activities put on by the County, whether on or off county premises.

V.

Hazardous or Dangerous Conditions (Optional)
When employees recognize a potentially hazardous or dangerous condition they shall
notify their department head immediately. The Unsafe Practices & Hazardous Conditions
Report Form (Form H) shall be completed by the employee and reviewed with the
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department head. These forms should be sent to the County Board Office Administrator
upon completion.
VI.

Record‐keeping
A. The County Board Office Administrator shall maintain forms and files related to the
reports as noted above throughout the year. A regular review of claims and trends
shall be completed, and files shall be audited annually.

Accident Investigation
Purpose
Accident prevention is the key to eliminating the possibility of injury to employees and the public as
well as property loss. Learning from past accidents is one of the key elements in accident prevention.
This chapter addresses the procedures to be followed for all accidents resulting in employee or public
injuries or property damage.
Responsibilities
Department Administration
 Conduct accident reporting training to inform employees of their responsibilities and accident
investigation techniques.
 Ensure all accidents and injuries are investigated to the appropriate level regarding incident
severity.
 Ensure immediate and long‐term corrective actions are taken to prevent re‐occurrence by
documentation and communication of lessons learned and review of similar operations.
 Maintain Accident Reports permanently on file.
 Ensure proper entries are made on the OSHA 300 Log and First Report of Injury (11 or more
employees).
 Provide all necessary medical care for injured employees.
 Assist in all accident investigations.
 Report all hazardous conditions and near‐misses.
Supervisor Involvement
In most cases, supervisors shall conduct accident investigations. Direct supervisors are familiar with
the employee's work environment and assigned tasks. Supervisors must take the accident situation
under control and immediately eliminate or control hazards to others.
Immediate Steps
 Verify the scene is safe by eliminating or controlling any hazards or unsafe conditions.
 Contact emergency response personnel, if needed.
 Provide first aid care for any injured or ill persons.
 Identify and document accident scene information/evidence to determine the cause.
 Interview witnesses.
Investigative Procedures
The actual procedures used in an investigation shall depend on the nature and results of the accident.
The emergency agency having authority or jurisdiction over the location shall determine the
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administrative procedures. In general, responsible officials will appoint an individual to oversee the
investigation prior to the occurrence of any incidents. All proper equipment will be made available to
assist in conducting an investigation. The investigator shall take any necessary steps to investigate an
incident, including:
 Define the scope of the investigation.
 Select the investigators and assign specific tasks to each (preferably in writing).
 Present a preliminary briefing to the investigating team, including:
o Description of the accident, with damage estimates.
o Normal operating procedures.
o Maps (local and general).
o Location of the accident site.
o List of witnesses.
o List Specific events that preceded the accident.
 Visit the accident site to get updated information/evidence.
 Inspect the accident site.
o Secure the area. Do not disturb the scene unless a hazard exists.
o The emergency agency will inspect and prepare the necessary sketches and
photographs. Label each carefully and keep accurate records.
 Interview each victim and witness. Also, interview those who were present before the
accident and those who arrived at the site shortly after the accident. Keep accurate records of
each interview. Use a video or audio recorder if desired and approved.
 Determine:
o What abnormalities, if any, existed before the accident?
o Where did the abnormalities occur?
o When it was first noted?
o How it occurred?
 Determine:
o Why the accident occurred?
o A likely sequence of events and probable causes (direct, indirect, basic).
o Alternative sequences.
 Prepare a written summary report, including the recommended actions to prevent a
recurrence. Distribute the report according to applicable instructions. Reports must be
submitted:
o Within eight (8) hours to any applicable regulatory agency for a worker fatality;
o Within 24 hours to any applicable regulatory agency for an amputation injury, loss of
an eye, or hospitalization of a worker; and
o Within 24 hours to the host facility/client, if applicable.
An investigation is not complete until all data is analyzed, and a final report is completed. All
information/evidence that is collected shall be preserved in a secure and confidential manner.
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RETURN TO WORK POLICY AND PROGRAM
Effingham County has implemented policies and procedures in order to ensure rapid return to work
following a work related accident. Should an injury or illness occur during working hours the
employee is responsible for the following:
 All injuries or illnesses, no matter how minor, must be reported to the department supervisor
immediately.
 Notify the treating medical facility to send the bills directly to the County Board Office. Give
the medical facility the name of the workers’ compensation coordinator, which is the County
Board Office Administrator.
 Cooperate with the department supervisor and/or County Board Office Administrator with
completing the accident report form, accident investigation and the Form 45 to ensure the
accident can be turned into the insurance company in a timely manner.
 Follow up with the department supervisor and/or County Board Office Administrator weekly
on the status of the injury or illness and the recovery plan.
 Provide the department supervisor and/or County Board Office Administrator with a doctor’s
note following each doctor’s visit.
 Should the doctor allow for restricted duty work, your department head will do their best to
accommodate the restrictions; however, there will not always be work available.
 Employees are expected to fully cooperate with their treatment plan, failure to do so could
result in loss of benefits.
 If you are released from work, workers’ compensation will pay your lost wages. The first three
(3) days of lost time after an injury are not compensable. Compensation is payable beginning
on your fourth day of lost time. If your disability extends beyond 14 calendar days, the first
three (3) days of lost time will be paid retroactively. Your compensation is based on the
average of 52 weeks of wages prior to your last day worked and the compensation benefit is
paid at a 66 2/3 percent of the average weekly wage (subject to state max/minimums).
Compensation benefits are non‐taxable. In most cases, the first lost wage‐disability payment
will be received within 30 days from the insurance company. If payment takes longer, you
should contact your workers’ compensation claims adjuster.
Note: The workers’ compensation carrier always makes the determination regarding coverage of the
claim.
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SAFETY AND HEALTH AUDITS
One of the most useful of all accident prevention techniques is the safety audit. The safety audit
process will indicate the procedures/practices that are doing well while noting areas where
deficiencies exist. Once deficiencies are identified, corrective measures must be taken prior to a
follow‐up audit.
The Safety Audit Process will include:
 Effingham County’s policy & procedural statement on safety & health in the safety manual.
 Audit forms that are “facility” or “work” area specific.
 Provisions for corrective actions and follow‐up audits.
 A list of the assigned person(s) & their responsibilities in the safety audit process.
 Necessary training for personnel responsible for the safety & health audits.
 Methods to ensure ongoing review of audit procedures.
 Frequency of the audits & follow‐up audits for noted deficiencies.
 A list of personnel responsible to correct any deficiencies.
Safety audit forms focus on unsafe conditions as well as unsafe acts. An unsafe condition is self‐
explanatory while unsafe acts can vary depending on the workers & their duties. Both situations are
to be observed and documented.
When an OSHA Compliance Officer visits a County facility or job site, they can and most usually ask to
see the latest safety audit sheets, so it is very important that documentation be current, up‐to‐date
and deficiencies corrected.
When correcting deficiencies, document the date corrective actions were taken, what they were and
who made the corrections.
Document ‐ Document ‐ Document
Worksite Analysis:
 Identification of existing and potential hazards is very crucial.
 Conduct comprehensive worksite audits and periodic comprehensive update audits.
 Analyze planned and new facilities, processes, materials and equipment.
 Perform routine job safety analysis (JSA).
 Conduct regular site safety and health audits to identify new or previously missed hazards.
 Provide a reliable system for employees to notify administration about potential
hazards and encourage the use of that system.
 Investigate accidents and “near miss” incidents.
 Analyze injury and illness trends over time to so that patterns with common causes can be
identified & prevented.
Hazard Prevention & Control:
Once potential hazards are identified, procedures are needed to correct or control these hazards in a
timely manner. This can be accomplished with one or more of the following procedures:
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Engineering controls. Eliminating hazards by design. “Engineering Out”
Department and workplace (Administrative) controls. Reducing exposure to hazards.
Examples include rotating employees in and out of the area or limiting the time of exposure
Personal Protective Equipment. When a hazard cannot be engineered out, or the exposure
cannot be reduced to safe and acceptable levels, employees must be provided with the
appropriate PPE.

Follow‐up:
After a safety audit has been conducted, distribution and communication of the results is very
important. Employees need to know and understand the results of a safety audit and what is being
done to ensure a safe and healthy workplace exists for everyone.
Keeping people informed has some very substantial rewards for the safety program. Review specific
findings and corrections with employees.
Normally a follow‐up audit should be conducted within 30 to 60 days, unless there were deficiencies
that dictate an immediate response. Safety audits are not for “fault finding”, they are to determine
the level of safety for all employees and to provide a tool to address potentially hazardous situations
in the workplace.
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SAFETY AUDIT FORM
Name of Company_________________________________ Date_________________
Location____________________________ Auditor________________
Contact____________________________
Posting Requirements:
1. OSHA Form 300 current
2. OSHA 2203 - Job Safety & Health poster current & posted
3. Federal & State Notices poster current & posted
4. OSHA Form 300 Summary: Posted February 1 thru April 30
5. Emergency telephone numbers posted
6. “No Smoking” signs posted as required
7. Citation (if applicable) posted

_______
_______
_______
_______
_______
_______
_______

Safety Promotion:
8. Monthly Safety Meetings conducted
9. Safety Policies & Procedures current & available
10. Monthly Safety Bulletin & Safety Posters posted & current

_______
_______
_______

Aisles, floors & housekeeping:
11. Aisles are clear, repaired & unobstructed
12. Floors clean, dry & free of irregularities
13. Orderly & sanitary conditions exist

_______
_______
_______

Openings:
14. Floor holes over 2 inches covered or guarded
15. Safety straps & lanyards available for wall openings (4 foot drop or greater)
16. Stairway & floor openings guarded (standard railing & toe board)
17. Wall openings guarded by rail or barrier (loading doors - 4 foot drop or greater)
18. Window openings within 3 feet of floor protected (4 foot drop or greater)
19. Platforms, balconies guarded (4 foot drop or greater)
20. Runways, ramps guarded (4 foot drop or greater)

_______
_______
_______
_______
_______
_______
_______

Stairs:
21. Condition of stair treads & risers are satisfactory

_______

Ladders:
22. Ladders are inspected frequently to insure safe conditions
23. Non-skid material on each step
24. Brakes & brake release ropes satisfactory
25. Wood ladders coated only with a translucent, non-conductive material (no paint)
26. Wood ladders are stored where not exposed to elements
27. Fiberglass ladders are stored on racks when not in use
28. Fiberglass ladders are free of cracks & dented rungs
29. Fiberglass ladders are coated only with an approved fiberglass paint
30. Fire escapes are painted to prevent corrosion
31. The rung clearance is at least 7 inches
32. Towers over 20 feet: Caged or ladder safety devices - landings within 30 feet
33. Ladder rails must extend 42 inches above landing
34. Fire escapes continuous within 12 inches of the ground

_______
_______
_______
_______
_______
_______
_______
_______
_______
_______
_______
_______
_______
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Means of Egress:
35. Exit routes are clearly marked
36. Exits are unobstructed & unlocked or have free egress device
37. Two or more exits provided when required
38. Exits discharge directly to street or open space
39. Exit signs illuminated
40. Exit sign wording a minimum of 6 inch high & 3/4 inch stroke
41. Non-exit doors marked to avoid confusion
42. Adequate lighting provided for exits
43. Emergency lighting provided for exits
44. Exit doors swing outward

_______
_______
_______
_______
_______
_______
_______
_______
_______
_______

Personal Protection Equipment:
45. Hard hats are provided
46. Safety glasses are provided
47. Hearing protection provided
48. Hand protection provided for protection from severe cuts or lacerations,
severe abrasions, chemical burns, thermal burns, and harmful temperature
extremes.
49. Foot Guards, safety shoes, and leggings provided to prevent from hazards, such
as falling or rolling objects, sharp objects, slippery surfaces, molten metals,
hot surfaces, electrical hazards.
50. Body Injury protection provided for hazards, such as exposure to heat and radiation,
Scalding liquids, body fluids, and hazardous material and waste

_______

Health Factors:
48. Nonionizing radiation controls are provided
49. Nonionizing operating instructions are posted

_______
_______

_______
_______

_______
_______

Sanitation:
50. Restroom facilities are provided
51. Separate toilet facilities provided for each sex
52. Hot & cold water is provided
53. Soap for hands & face is provided
54. Hand towels are provided
55. Toilets are equipped with a door, latch, clothes hanger, open front seat,
& toilet paper
56. Drinking water is provided
57. Single service drink cups & dispenser are provided
58. Covered receptacles are kept in toilets used by women
59. Receptacles for garbage are fitted with a tight-fitting lid
60. Rodent, insect & vermin control is enforced

_______
_______
_______
_______
_______
_______

Illumination:
61. 20-30 foot candle power for “services”
62. 50-100 foot candle power provided for “tasks”

_______
_______

Battery Handling:
63. Goggles are provided
64. Acid-resistant aprons are provided
65. Acid-resistant gloves are provided

_______
_______
_______
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66. Eye flushing facilities are provided

_______

Medical & First Aid:
67. First Aid & CPR trained employees available on each shift
68. First Aid supplies are provided & accessible
69. First Aid kits are inspected monthly & expended items replaced

_______
_______
_______

Electrical Gloves:
70. Electrical gloves re-test date current
71. A canvas bag is provided for glove storage
72. Defective gloves have been destroyed

_______
_______
_______

Machines:
73. Revolving shafts, drums & other hazardous conditions guarded
74. Fans within 7 feet of floor guarded
75. Explosive activated fastening tools meet ANSI Standards

_______
_______
_______

Hazards:
76. Combustible wastes are kept in covered metal containers
77. Gasoline stored in 5 gallon (maximum) safety cans at ground level
78. LPG containers stored at ground level (10 feet from combustibles & 20 feet from flammables)
79. Compressed gas cylinders (oxygen, acetylene, etc.) are secured from falling,
stored vertically & fitted with protective caps when not in use.

_______
_______
_______
_______

Fire Protection:
80. Fire doors are kept closed in building corridors
81. Fire alarms are provided where required
82. Fire drills have been conducted within the past 12 months
83. Doors enclosing a furnace are kept closed
84. Local Fire Department personnel inspect the facility annually
85. Fire extinguisher training is current
86. Monthly fire prevention inspections are made

_______
_______
_______
_______
_______
_______
_______

Fire Extinguishers:
87. Location indicated if view is obstructed
88. Placed on hangers, in cabinets or on shelves with operating instructions in view
89. Suitable Class A, B & C fire protection is provided & labeled accordingly
90. Monthly inspections current
91. Annual testing & maintenance current
92. Hydrostatic testing current

_______
_______
_______
_______
_______
_______

Electrical:
93. Equipment & extension cords are in continuous lengths without splices or tape
94. Electrical outlets are grounded
95. GFCI equipment is used
96. Portable electric equipment, water coolers, refrigerators, etc. are grounded
97. Cover plates, switches, outlets, junction boxes, etc are in place & in good repair

_______
_______
_______
_______
_______
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HAZARD COMMUNICATION PROGRAM (RIGHT TO KNOW)
County Policy
PURPOSE: Our purpose is to communicate the Written Hazard Communication Program to all
employees. The purpose of this notice is to inform you that our County is complying with the OSHA
Hazard Communication Standard, Title 29 Code of Federal Regulations 1910.1200, by:
 Compiling and maintaining a list of hazardous chemicals
 Using Safety Data Sheets (SDS).
 Properly labeling containers.
 Providing employees with training.
 Communicating hazardous chemical information to contractors and other stakeholders.
Our program applies to the health department, maintenance department, and any other work areas
in the County where you may be exposed to hazardous substances under normal working conditions
or during emergency situations.
The Licensed Environmental Health Practitioner maintains full responsibility for the program. The
Licensed Environmental Health Practitioner will review and update the program, as necessary. Copies
of the written program may be obtained from the Licensed Environmental Health Practitioner at the
Effingham County Health Department.
Chemical List
The Licensed Environmental Health Practitioner will maintain a list of all hazardous chemicals and will
update the list as necessary. A separate list is available for each work area and is posted there. Each
list also identifies the SDS for each chemical. A master list of these chemicals will be maintained by
the Licensed Environmental Health Practitioner and is available at the health department office.
Safety Data Sheets
SDS provide you with specific information on the chemicals you use. The Licensed Environmental Health
Practitioner is responsible for the following:
 Ensuring there is an SDS on every substance on the list of hazardous chemicals. All SDS
information must meet current regulatory (OSHA) requirements or a new SDS shall be
obtained.
 Obtaining SDS information for any new products.
 Making sure orders for new materials will be accompanied by a request for an SDS and the
purchase is conditional upon receipt of the SDS.
 Ensuring a chemical is not purchased if an SDS cannot be furnished. This includes ensuring
samples of hazardous chemicals without an SDS are not accepted.
 Ensuring a master list of SDS is available in the office.
 Making certain that SDS information is readily available to employees for any hazardous
chemicals used in their work areas.
Labeling
The chemical/hazardous label provides information to the workers on the specific hazardous
chemical. While labels provide important information for anyone who handles, uses, stores, and
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transports hazardous chemicals, they are limited by design in the amount of information they can
provide.
Labels, as defined in the Hazard Communication Standard, are an appropriate group of written,
printed or graphic informational elements concerning a hazardous chemical that are affixed to,
printed on, or attached to the immediate container of a hazardous chemical or to the outside
packaging.
The Licensed Environmental Health Practitioner will ensure that all hazardous chemicals are properly
labeled and updated, as necessary. Labeling of these containers must follow these general guidelines:
 All containers of hazardous chemicals, regardless of container type and size must be labeled.
 Exposed pipes containing hazardous materials will be labeled to indicate the correct hazards.
 Process tanks, if used, will be labeled to indicate the correct hazard(s).
 Labels will be legible, in English, and displayed prominently on the chemical container.
 Original chemical labels on containers in which the materials are received must not be removed
or defaced.
 If a chemical is transferred from the original container to a secondary container, the secondary
container must also be properly labeled.
 If a different chemical is placed in a secondary container other than what the label designates a
new label should be applied.
Labels for a hazardous chemical must contain:
 Name, address and telephone number of the chemical manufacturer, importer, or other
responsible party.

Product identifier.

Signal word.

Hazard statement(s).

Precautionary statement(s).

Pictogram(s).
Figure 1: Pictograms and Hazards
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It is important to note that the OSHA pictograms do not replace the diamond‐shaped labels that the
U.S. Department of Transportation (DOT) requires for the transport of chemicals, including chemical
drums, chemical totes, tanks or other containers. Those labels must be on the external part of a
shipped container and must meet the DOT requirements set forth in 49 CFR 172, Subpart E. Labels
must be legible, in English, and prominently displayed. Other languages may be displayed in addition
to English. Chemical manufacturers, importers, and distributors who become newly aware of any
significant information regarding the hazards of a chemical must revise the label within six months.
Sample Labels
The following examples demonstrate how a manufacturer or importer may display the appropriate
information on the label. The examples below show what a sample label might look like under the
revised Hazard Communication Standard requirements. These examples are for informational
purposes only and are not meant to represent the only labels manufacturers, importers and
distributors may create for these hazards.
Sample HS85 Label

HS85
Batch number: 85L6543

Warning
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Harmful if swallowed
Wash hands and face thoroughly after handling. Do not eat, drink or smoke when using this
product. Dispose of contents/container in accordance with local, state and federal regulations.
First aid:
If swallowed: Call a doctor if you feel unwell. Rinse mouth.
GHS Example Company, 123 Global Circle, Anyville, NY 130XX

Telephone (888) 888‐8888

This is for a substance that is a severe physical and health hazard. For shipping packages of chemicals
that will be transported in the United States (i.e., drums, totes, tanks, etc.), the U.S. DOT requires a
DOT label(s) on the outside container(s) for hazardous chemicals. Two versions of this label are
presented the following pages to demonstrate the difference between an OSHA label with
pictograms from the Hazard Communication Standard and a DOT label required for transport of a
shipping container.
Elements of Generating a Label
THE SUBSTANCE:
OXI252 (disodiumflammy)
CAS number: 111‐11‐11xx
Class: Oxidizing Solid, Category 1
Class: Skin Corrosive, Category 1A
PICTOGRAMS:

SIGNAL WORD:
DANGER
HAZARD STATEMENTS:
 May cause fire or explosion; strong oxidizer
 Causes severe skin burns and eye damage
PRECAUTIONARY STATEMENTS:
Prevention:
 Keep away from heat
 Keep away from clothing and other combustible materials
 Take any precaution to avoid mixing with combustibles
 Wear protective neoprene gloves, safety goggles and face shield with chin guard
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Wear fire/flame resistant clothing
Do not breathe dust or mists
Wash arms, hands and face thoroughly after handling

RESPONSE:
 IF ON SKIN (or hair): Take off immediately all contaminated clothing. Rinse skin with water;
 IF ON CLOTHING: Rinse immediately contaminated clothing and skin with plenty of water
before removing clothes. Wash contaminated clothing before reuse;
 IF IN EYES: Rinse cautiously with water for several minutes. Remove contact lenses, if present
and easy to do. Continue rinsing;
 IF INHALED: Remove person to fresh air and keep comfortable for breathing;
 IF SWALLOWED: Rinse mouth. Do NOT induce vomiting;
 Immediately call poison center
SPECIFIC TREATMENT:
Treat with doctor‐prescribed burn cream.

IN CASE OF FIRE:
Use water spray. In case of major fire and large quantities: Evacuate area. Fight fire remotely due to
the risk of explosion.
STORAGE:
Store locked up.
DISPOSAL:
 Dispose of contents/container in accordance with local/regional/national/ international
regulations
The Label
Putting together the above information on pages 30‐32 on OXI252, a label might list the following
information:
Example 2A: OXI252 Label inner package label with OSHA pictograms

OXI252
(disodiumflammy)
CAS #: 111‐11‐11xx
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Danger
May cause fire or explosion; strong oxidizer
Causes severe skin burns and eye damage
Keep away from heat. Keep away from clothing and other combustible materials. Take any precaution to avoid mixing with combustibles.
Wear protective neoprene gloves, safety goggles and face shield with chin guard. Wear fire/flame resistant clothing. Do not breathe dust
or mists. Wash arms, hands and face thoroughly after handling. Store locked up. Dispose of contents and container in accordance with
local, state and federal regulations.

First aid:
IF ON SKIN (or hair) or clothing6: Rinse immediately contaminated clothing and skin with plenty of water before
removing clothes. Wash contaminated clothing before reuse.
IF IN EYES: Rinse cautiously with water for several minutes. Remove contact lenses, if present and easy to do.
Continue rinsing.
IF INHALED: Remove person to fresh air and keep comfortable for breathing.
IF SWALLOWED: Rinse mouth. Do NOT induce vomiting.
Immediately call poison center.
Specific Treatment: Treat with doctor‐prescribed burn cream.

Fire:
In case of fire: Use water spray. In case of major fire and large quantities: Evacuate area. Fight fire remotely due to
the risk of explosion.
Great Chemical Company, 55 Main Street, Anywhere, CT 064XX

Telephone (888) 777‐8888

For more detailed information about labels and Safety Data Sheets (SDSs) under the revised Hazard
Communication Standard, please refer to 29 CFR 1910.1200 ‐ paragraphs (f) and (g), and Appendix C.
The revised Hazard Communication Standard and additional guidance materials are available on
OSHA’s Hazard Communication page, located at: www.osha.gov/dsg/hazcom/index.html.
Training
Everyone who works with or is potentially exposed to hazardous chemicals will receive initial training
on the Hazard Communication Standard and the safe use of those hazardous chemicals by the
Licensed Environmental Health Practitioner. Whenever a new physical or health hazard is introduced,
additional training will be provided. Regular safety meetings will also be used to review the
information presented in the initial training. Department Heads will be trained regarding hazards and
appropriate protective measures, so they will be available to answer questions from employees and
provide monitoring of safe work practices.
TRAINING PLAN ‐ The training plan will emphasize these items:
 Summary of the standard and this written program.
 Chemical and physical properties of hazardous materials (example: flash point, reactivity) and
the methods that can be used to detect the presence or release of chemicals.
 Physical hazards of chemicals (example: potential for fire, explosion, etc.).
 Health hazards.
 Procedures to protect against hazards.
o Personal Protective Equipment (PPE selection, use and maintenance).
o Work practices or methods to assure proper use, handling and storage of chemicals.
o Procedures for emergency response.
 Work procedures to follow to assure protection when cleaning hazardous chemical spills and
leaks.
 SDS information.
o Where they are located.
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o How to read and interpret SDS information.
o How employees may obtain additional hazard information.
Labeling procedures.
o How to read and interpret label information.
o How employees may obtain additional hazard information.

The Licensed Environmental Health Practitioner will review our employee’s training program and
advise administration on training or retraining needs. Retraining is required when a new hazard is
introduced into the workplace, but it will be the County’s policy to provide training regularly in safety
meetings to ensure effectiveness of the program.
Supplier and Contractor Employees
The Licensed Environmental Health Practitioner will advise outside suppliers or contractors on any
chemical hazards that may be encountered in the normal course of their work on County property, labeling
system, protective measures to be taken, and safe handling procedures to be used. Additionally, we will
notify these individuals of the location and availability of SDS.
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POWERED INDUSTRIAL TRUCKS
1)

PURPOSE
a) The purpose of this policy is to ensure the health and safety of Effingham County (County)
employees assigned to operate powered industrial truck (PIT) equipment.

2)

SCOPE
a) This policy applies to all County employees who are trained and authorized to operate PIT
equipment. The classes or types of powered industrial trucks covered by this policy
includes, but is not limited to:
i)
Forklifts and other material handling equipment
ii) Skid Steers
iii) End Loaders
iv) Back Hoes
v) Excavators
vi) Bull Dozers
vii) Mowers
viii) Utility Vehicles

3)

TRAINING
a) Only employees who have successfully completed training in accordance with this policy
and applicable regulatory standards will be authorized by the County to operate powered
industrial trucks.
b) Employees shall be required to complete training for each class or type of PIT equipment to
be operated prior to being assigned such work.
c) PIT equipment training will consist of a combination of formal instruction, practical
training, and evaluation of the operator’s performance in the workplace.
d) PIT equipment training and evaluation will be conducted by only those persons with the
knowledge and experience to instruct operators and evaluate their competence.
e) Refresher training in relevant topics will be provided to PIT equipment operators
whenever:
i)
The employee has been observed operating his or her PIT equipment in an unsafe
manner.
ii) The employee has been involved in an accident or near‐miss incident involving PIT
equipment.
iii) The employee has received an evaluation revealing that they have not been operating
his or her PIT equipment safely.
iv) The employee is assigned to operate a different type or class of PIT equipment.
v) A condition in the workplace changes in a manner that could affect safe operation of
PIT equipment.
NOTE: Beyond the refresher training requirements listed above, an evaluation of each
PIT operator’s performance shall be conducted at least once every three years.
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f)

4)

Employees shall note that completion of training does not constitute authorization by the
County to operate PIT equipment. Department supervisors or other designated persons,
will be responsible for authorizing those employees capable of operating PIT equipment.
Likewise, the County may revoke an employee’s authorization to operate PIT equipment at
any time.

RULES FOR SAFETY
a) General Requirements.
i)
Employees shall be responsible for operating PIT equipment as safely as possible and
in accordance with:
(1) This policy.
(2) The equipment manufacturers’ recommendations and specifications.
(3) Applicable regulatory requirements for each class or type of PIT.
ii) PIT equipment operators shall remain vigilant to all hazards and obstructions in their
work area.
iii) Employees shall report all PIT equipment accidents or incidents to their department
supervisor.
b) Equipment Inspection and Maintenance.
i)
Employees shall not operate PIT equipment that is determined to be in need of repair
or is anyway unsafe to operate.
ii) PIT equipment shall be inspected before being placed into service.
iii) At least one pre‐operational inspection shall be completed on each day for the PIT
equipment being used. If PIT equipment will be used on more than one shift per day,
then a pre‐operational inspection shall be completed prior to each shift. These
inspections shall be performed by the operator or other qualified persons designated
by the department supervisor responsible for PIT equipment.
iv) Each PIT equipment pre‐operational inspection shall be documented by the person
performing the inspection.
v) Completed inspection and maintenance documentation shall be collected and
maintained by department supervisors responsible for PIT equipment.
vi) PIT equipment inspection forms shall be maintained for a minimum of three years.
vii) If at any time a PIT equipment is found in need of repair, appears to be defective, or is
in anyway unsafe to operate, the operator or person performing the inspection shall
immediately notify his or her department supervisor and remove the equipment from
service.
viii) PIT equipment that is damaged, defective, or unsafe shall remain out of service until
being restored to a safe operating condition.
ix) When removing PIT equipment from service, the operator is responsible for:
(1) Placing an “OUT OF SERVICE – DO NOT OPERATE” sign on the vehicle.
(2) Removing the key from the vehicle and giving it to his or her department
supervisor.
x) When making repairs, all parts requiring replacement shall be replaced only by parts
equivalent in function and safety with those used in the original design.
xi) PIT equipment shall not be modified or altered without the County obtaining prior
written approval from the manufacturer.
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c)

d)
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xii) All PIT equipment identification plates, nameplates, and safety markings must be kept
in place and maintained in a legible condition.
xiii) PIT equipment is to be kept in a clean condition and free of excess dirt, dust, oil, and
grease.
Powered Industrial Truck Operation.
i)
Operators should always use three points of contact when accessing or egressing the
operator’s compartment of PIT equipment.
ii) Employees shall remain positioned within the operator’s compartment whenever the
equipment is in use.
iii) Operators shall never leave their PIT equipment unattended and running.
iv) Operators shall maintain adequate clearance on all sides of their PIT equipment at all
times.
v) Operators shall make sure pedestrians are clear of their PIT equipment before starting
or moving the equipment.
vi) No person shall be allowed to stand on or pass under the elevated portion of any PIT
equipment or load.
vii) Operators shall ensure that access to electrical panels, stairways, fire extinguishers,
eye wash and shower stations, first‐aid kits, emergency exits, and all other emergency
equipment be kept clear when using or parking their PIT equipment.
viii) PIT equipment shall not be driven up to anyone standing in front of a fixed object
(e.g., wall, equipment, bench, barricade, etc.).
ix) Passengers are not permitted to ride on any PIT equipment unless it is specifically
designed for such operations.
x) PIT equipment shall not be used for elevating personnel unless it is specifically
designed for such operations.
Loading, Unloading, and Stacking.
i)
PIT equipment used for lifting must be provided with a durable and clearly legible load
rating chart that is readily available to the operator.
ii) Only loads within the rated capacity of the PIT equipment will be handled.
iii) Powered industrial trucks equipped with attachments will be operated as partially
loaded when not handling a load.
iv) PIT equipment operators shall make adjustments for long and/or high loads, including
multiple‐tiered loads that may affect the capacity of the truck.
v) Only stable and safely arranged loads will be handled when using PIT equipment.
NOTE: PIT equipment operators shall exercise extra caution when handling off‐center
loads that cannot be properly centered. Operators should also take extreme care when
tilting loads forwards and backwards.
vi) When unloading materials from their PIT, operators should take caution not to:
(1) Damage the load or the vehicle.
(2) Block access to emergency equipment and exits.
(3) Impede operations and work activities.
(4) Create an unsafe work environment for others.
(5) Use unsafe material handling equipment (including buckets, containers, pallets,
etc.).
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e)

5)

Driving/Traveling.
i)
Operators shall always be aware of their surroundings before any movement of their
PIT equipment.
ii) Operators should ensure adequate lighting is available for safe operation.
iii) PIT equipment operators will always look in the direction of travel and keep a clear
view of the path of travel.
iv) PIT equipment operators will use a spotter or travel in reverse with the material
handling components and load trailing if their forward view is obstructed.
v) Operators shall observe traffic regulations, including heeding all warning signs and
authorized speed limits.
vi) Operators shall yield the “right of way” to ambulances or other vehicles in emergency
situations.
vii) Passing other PIT equipment traveling in the same direction or at intersections, blind
spots, or other dangerous locations is prohibited.
viii) Under all travel conditions, PIT equipment will be operated at a speed that will permit
the equipment to be brought to a stop in a safe and controlled manner.
ix) PIT equipment operators shall slow down and sound the horn at cross aisles,
overhead doors, intersections, and other locations where their vision may be
obstructed.
x) Operators will slow down for wet and slippery surfaces and take added precautions
when working in adverse conditions.
xi) Grades will be ascended or descended slowly when operating PIT equipment.
xii) Horseplay and stunt driving is not permitted when operating PIT equipment.
xiii) Running over debris or loose objects should be avoided when operating PIT
equipment.
f) Ramps, Docks, and Elevated Work Platforms.
i)
A safe distance will be maintained between PIT equipment and the edge of any ramp,
elevated dock, or elevated work platform.
ii) Ramps, dockboards, or bridge plates shall be strong enough to carry the weight
imposed upon them, and their rated capacity shall never be exceeded.
iii) Ramps, dockboards, or bridge plates shall be properly secured in place before being
utilized.
iv) Ramps, dockboards, or bridge plates will always be driven over slowly and cautiously.
g) Parking.
i)
Operators will park their PIT equipment only in a place where it will not be in the way
of other vehicles.
ii) Operators shall never park their PIT equipment in a location that blocks access to first
aid kits, emergency showers and eye wash stations, fire extinguishers, fire doors,
stairways, and emergency exits.
iii) Operators will follow normal parking procedures whenever leaving their PIT
equipment unattended or when it is not in use. Normal parking procedures includes
lowering all elevated components, implements, and attachments.
FUELING
a) General Requirements. The following are general requirements for fueling and/or charging
PIT equipment.
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i)

Employees shall follow the manufacturers’ instructions for fueling or charging PIT
equipment.
ii) Employees shall fuel or charge PIT equipment only in designated, well‐ventilated
areas.
iii) Employees shall never allow smoking, open flames, or other ignition sources in the
fueling or charging area.
iv) Employees shall follow the normal parking procedures for their type of PIT equipment
prior to fueling or charging activities.
v) Employees shall always wear any required personal protective equipment when
fueling or charging PIT equipment.
vi) Employees should know the location of all first aid and emergency response
equipment prior to fueling or charging PIT equipment.
vii) The County shall ensure that fire suppression equipment is always available in fueling
and charging areas.
viii) Employees shall immediately inform their department supervisor if a leak in the fuel
system of their PIT equipment is detected.
NOTE: Operators detecting leaks in their powered industrial truck’s fuel system shall
immediately remove the vehicle from service until the appropriate repairs can be
made.

Employees shall take all necessary steps to prevent fuel spills during fueling activities. Any fuel spills
that occur will be promptly cleaned up before starting or moving PIT equipment.
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VEHICLE SAFTEY PROGRAM
Overview
Any driver of a vehicle owned or operated on behalf of Effingham County must be granted
permission. The authorized individual takes the responsibility of obeying all motor vehicle laws,
always maintaining the vehicle properly and following the policies and procedures established in this
vehicle safety program.
Purpose of County Vehicles
Vehicles are provided and used by qualified and authorized employees of Effingham County to
support County tasks only. No matter the objective, these vehicles are to be operated in strict
compliance with motor vehicle laws and with the utmost regard for their care and cost‐efficient use.
Other requirements include:
 County vehicles may not be used for personal use.
 County vehicles should be used primarily within Effingham County and may not be taken out
of the state without express permission of your immediate supervisor.
Personal Use of County Take‐Home Vehicles
County vehicles are provided for business use only; personal use is not permitted. Some employees
might be assigned County Take Home Vehicles, but these vehicles are not intended for personal use.
Take Home Vehicles are provided to transport the employee between their home and the workplace
or used to travel for work related needs.
Employees assigned Take Home Vehicles must abide by the following rules:
 Only the authorized employee may drive.
 Vehicle is provided for the transportation of the employee between the workplace and home
or jobsite and home.
 Vehicle is not to be driven while under the influence of alcohol or any controlled substance.
 Driver and all passengers must wear available personal restraints.
 Report any accident immediately to law enforcement and your department head.
Violation of these rules will result in disciplinary action up to and including termination.
Personal Cars Used for County Business
All employees are encouraged to have liability limits of $100,000 Combined Single Limit for personal
vehicles that they drive on Effingham County business. The employee will be required to show proof
of vehicle insurance coverage at intervals throughout the year.
Effingham County does not assume any liability for bodily injuries (outside of workers’ compensation)
or property damage that occurs while driving a personal vehicle on County time. The employee will
be personally obligated to pay for damage and loss arising out of an accident occurring in connection
with operation of his/her own car.
Maintenance
County vehicles should be properly maintained by drivers at all times. Vehicles should not be
operated with any defect that would inhibit safe operations during current and foreseeable weather
Effective Date: February 18, 2020
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and lighting conditions. Preventative maintenance such as regular oil changes, lubrication, tire
pressure and fluid checks need to be completed on a regular basis to make sure the vehicle is safe
and reliable. Preventative maintenance shall be completed on the vehicle as required in the owner’s
manual or as directed by your supervisor or department head. Requests for vehicle service or repair
should be forwarded to your department head for scheduling or authorization to have the work
completed by an approved facility.
Accidents
In the event of a County‐owned vehicle accident:
 Get name, address and phone number of injured person and witnesses if possible.
 Exchange vehicle identification and insurance information (including policy numbers) with the
other driver.
 Do not admit negligence or liability.
 Do not attempt settlement, regardless of how minor.
 Take several photographs of the accident scene if possible.
 Call law enforcement no matter how minor the accident and regardless if there are any
injured parties involved in the accident.
 Notify your department head immediately.
 Complete the Motor Vehicle Accident Form in Annex A
 Turn all information over to your department head within 24 hours.
Preventable Accidents
Each driver is expected to operate the vehicle in a safe manner, relying on defensive driving
techniques and driving awareness principles to avoid accidents. Following the report of an accident,
there will be a review completed by your department head to determine whether the
employee/driver could have prevented the accident. Preventable accidents are defined as any
accident involving an Effingham County vehicle or any vehicle being used on County business that
results in property damage and/or personal injury, and in which the driver failed to exercise every
reasonable precaution to prevent the accident. Examples of unacceptable driving behaviors that may
result in a preventable accident include:
 Following too closely.
 Driving too fast for conditions.
 Failure to observe clearances.
 Failure to obey signs.
 Improper turns.
 Failure to observe signals from other drivers.
 Failure to reduce speed.
 Improper parking.
 Improper passing.
 Failure to stop or yield.
 Improper backing.
 Failure to obey traffic signals or directions.
 Exceeding the posted speed limit.
 Driving while intoxicated or driving under the influence.
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Department heads are required to conduct their own investigation of the accident and driving
behaviors that contributed to the accident. They also have the authority to discipline employees for
unacceptable driving behaviors, regardless of whether those behaviors resulted in an accident.
Traffic Violations
Fines or tickets for parking or moving violations are the personal responsibility of the driver.
Effingham County will not excuse traffic citations. This also includes traffic citations that were ignored
by the assigned driver that results in a court summons being directed to the County as the owner of
the vehicle.
Every driver is required to report all moving violations to your department head within 24 hours of
the violation. This requirement includes any personal or rented vehicle that was being used while on
business. Failure to report violations will result in the appropriate disciplinary actions.
Traffic violations that occur on personal time may also affect the employee’s driving status and may
be subject to review under the appropriate department head’s discretion.
Safety Issues for Cellular Phone Use
Employees whose job responsibilities include regular or occasional driving and who utilize a cell
phone for business or personal use are expected to abide by Illinois driving laws regarding cell phones
while driving. Safety must come before all other concerns. It is illegal for an employee to operate a
motor vehicle on a roadway while using an electronic communication device. The Public Act 098‐0506
defines an electronic communication device as “an electronic device, including but not limited to a
hand‐held wireless telephone, hand‐held personal computer.” Illinois law does not include a global
positioning system or navigation system or a device that is physically or electronically integrated into
the motor vehicle. This is not only referring to the use of electronic messages while driving but using
a device in any manner.
Drivers of a commercial motor vehicle are banned from using hand‐held mobile phones and push‐to‐
talk cell phones while driving. Drivers are prohibited from reaching for, holding or dialing a mobile
phone while driving. Drivers are not to use a mobile phone while the vehicle is in operation on the
highway, when temporarily stopped on the highway for traffic or when waiting at a stoplight, stop
sign or other traffic control devices. Drivers can use a hand‐held mobile phone only if the vehicle is
stopped in an area safe for parking a commercial vehicle, or to communicate with law enforcement
or other emergency services to report emergencies. The use of hands‐free devices is allowed if the
phone is in reach of the driver and the phone can be dialed with only striking a single button.
Violation of the rule qualifies as a “serious traffic violation” under the Federal Motor Carrier Safety
Regulations. The Illinois law contains some serious fines for violations by drivers. The County will not
be held responsible for a driver violating this law.
Regardless of the circumstances, including slow or stopped traffic, employees are strongly
encouraged to pull off to the side of the road and safely stop the vehicle before placing or accepting a
call. If acceptance of a call is unavoidable and pulling over is not an option, employees are expected
to access his or her cell phone using a hands‐free or voice‐operated mode, which may include using a
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headset, to keep the call short, refrain from discussion of complicated or emotional discussions and
keep their eyes on the road. Special care should be taken in situations where there is traffic,
inclement weather, or the employee is driving in an unfamiliar area.
In situations where job responsibilities include regular driving and accepting of business calls, hands‐
free equipment will be provided to facilitate the provisions of this policy.
Employees whose job responsibilities do not specifically include driving as an essential function, but
who are issued a cell phone for business use, are also expected to abide by the provisions above.
Under no circumstances are employees allowed to place themselves at risk to fulfill business needs.
Employees who are charged with traffic violations resulting from the use of their phone while driving
will be solely responsible for all liabilities that result from such actions.
Theft
In the event of the theft of a vehicle, notify local law enforcement and your department head
immediately.
Driver License
Employees who drive County vehicles must have a valid driver’s license issued in the state of
residence for the class of vehicle being operated and must be able to drive a vehicle. For larger
vehicles, drivers will be required to demonstrate or show proof that they have experience operating a
vehicle of that size. Individuals wanting to drive County vehicles may also be subject to a background
investigation as well as a drug and alcohol screen.
Driver Qualifications
Driver qualifications are as follows:
 Authorized employee.
 Have at least one year of experience in the class of vehicle operated. If the driver does not
have this experience they can demonstrate the ability through a check ride with the
appropriate supervisor.
 Must meet state licensing requirements and, if CDL operator, must meet Federal CDL licensing
requirements.
Employees will not qualify if during the previous 36 months they’ve had any of the following
experiences:
 Been convicted of a felony stemming from vehicle operation.
 Been convicted of the sale, handling or use of drugs.
 Had personal automobile insurance canceled, declined or not renewed by any insurance
company due to driver performance or qualification reasons.
 Been removed from any employer’s vehicle insurance coverage due to driver performance or
qualification reasons.
 Been convicted of an alcohol‐ or drug‐ related offense while driving.
 Had driver’s license suspended or revoked.
 Been convicted of three or more speeding violations or one or more other serious violations.
 Been involved in two or more chargeable accidents.
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Review of Motor Vehicle Record (MVR)
State Motor Vehicle Records will be used as a source for verifying driver history. MVR will be obtained
and reviewed at least annually. Driving privileges may be withdrawn or suspended and/or the vehicle
removed for any authorized driver not meeting the qualifications. If violations of the qualifications
appear on an MVR that is not satisfactory, appropriate disciplinary action may be taken if already
employed by the County.

Driver Responsibility
Each driver is responsible for the care and use of the vehicle in their possession. A driver’s
responsibilities include, but are not limited to, the following:
 Operation of the vehicle in a manner consistent with reasonable practices that avoid abuse,
theft, neglect or disrespect of the equipment.
 Obey all traffic laws.
 The use of seat belts and shoulder harnesses is mandatory for driver and passengers.
 Placing or receiving telephone calls on a mobile device while the vehicle is in motion is
prohibited.
 Sending or receiving messages (text or audio) on a mobile device while the vehicle is in motion
is prohibited.
 The use, sale, purchase, transfer, possession or presence of alcohol or any controlled
substance in any employee’s system while operating a vehicle for business is strictly
prohibited.
 Adhering to manufacturer’s recommendations regarding service, maintenance and inspection.
Vehicles should not be operated with any defect that would prevent safe operation. While the
vehicle maintenance department has a role in scheduling preventative maintenance, it is the
driver’s responsibility to ensure that preventative maintenance is being completed according
to the schedule established by their supervisor or the schedule recommended by the vehicle
manufacturer.
 Immediate reporting of any defect in the County‐owned vehicle to your department head.
 Attention to and practice of safe driving techniques and adherence to current safety
requirements.
 Restricting the use of vehicles to authorized drivers only.
 Reporting the occurrence of moving violations.
 Accurate, comprehensive and timely reporting of all accidents by an authorized driver and
theft of a vehicle to the appropriate County supervisory personnel.
Violation of any of these rules may result in disciplinary action, including discharge, at the County’s
discretion. This list is by way of illustration only and should not be deemed to limit the County’s right
to discipline or discharge for other reasons not specifically listed.
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LOCKOUT‐TAGOUT
Purpose
Control of hazardous energy is the purpose of the Lockout‐Tagout Program. This program establishes
the requirements for isolation of both kinetic and potential electrical, chemical, thermal, hydraulic
and pneumatic and gravitational energy prior to equipment repair, adjustment or removal.
Definitions
Authorized employees are the only ones allowed by the County to lock and tagout equipment,
machinery or processes. Whether an employee is authorized will depend upon various circumstances
in the workplace. It is likely for an individual to be considered "authorized" with regards to certain
equipment, machinery or processes in the workplace, but "unauthorized" as to others. Authorized
employees may also be responsible for a set number of employees working under the protection of a
group lockout or tagout device (such as an operations lock).
Affected employees are those employees who operate equipment, machinery or processes upon
which lockout or tagout is required under this program. Training of these individuals will be less
stringent in that it will include the purpose and use of the lockout‐tagout procedures.
Other employees are identified as those that do not fall into the authorized or affected employee
category. Essentially, it will include all other employees. These employees will be provided instruction
in what the program is and not to touch any equipment, machinery or process when they see it has
been locked or tagged out.
Training
All maintenance employees will be trained to use lockout‐tagout procedures. The Maintenance
Supervisor will conduct employee training at time of initial hire and refresher training annually
thereafter.
 Initial training will ensure the purpose and function of this program is understood by
employees and that the knowledge and skills required for the safe application, usage and
removal of the energy controls are acquired. Initial training shall include the following:
o Each authorized employee shall receive training in the recognition of applicable
hazardous energy sources, the type and magnitude of the energy available in the
workplace, and the methods and means necessary for energy isolation and control.
Equipment‐, machinery‐ and process‐specific training (Specific Procedures) will also be
provided to authorized employees. Authorized employees will receive instruction as to
the location and use of Specific Procedures and what to do when questions regarding
the control of hazardous energy arise.
o Each affected employee shall be instructed in the purpose and use of the energy
control procedure. These employees will also be instructed never to remove lockout‐
tagout equipment or attempt to restart equipment, machinery or processes that has
been locked or tagged out.
o All other employees working in an area where energy control procedures may be
utilized shall receive training on the procedure and about the County’s policy
prohibiting attempts to restart or reenergize equipment, machinery or processes that
has been locked or tagged out.
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o All employees shall be trained in the requirements and limitations of tagout systems.
Refresher training will be provided to applicable employees:
o When there is a change in their job assignments or a change in equipment, machinery
or processes that present a new hazard as it relates to the contents of this policy.
o When there is a change in the County’s energy control policies or procedures.
o When a periodic inspection reveals, or there is reason to believe, there are deviations
from or inadequacies in employee knowledge or use of the energy control procedures.
o When there is a change or addition to the regulatory standards.
o When there is a change or modification to this program.

All training and retraining must be documented, signed and certified.
Preparation for Lock and Tagout Procedures
A Lockout‐Tagout survey must first be conducted by a supervisor to locate and identify all energy
sources to verify which switches or valves supply energy to machinery and equipment. Dual or
redundant controls shall also be removed.
A Tagout Schedule should be developed for each piece of equipment and machinery. This schedule
shall describe the energy sources, location of disconnects, type of disconnects, special hazards and
special safety procedures. The schedule must be reviewed each time to ensure employees properly
lock and tag out equipment, machinery and processes. If a Tagout Schedule does not exist for a
particular piece of equipment, machinery and process, one must be developed prior to conducting a
Lockout‐Tagout. As repairs and/or renovations of existing electrical systems are made, standardized
controls will be used.
Routine Maintenance & Machine Adjustments
Lockout‐Tagout procedures are not required if equipment, machinery and systems must be operating
for proper adjustment. Only trained and authorized employees may use this rare exception.
Considerations shall also be made to prevent the need for an employee to break the plane of a
normally guarded area of the equipment.
Locks, Hasps and Tags
All Maintenance Personnel that meet the requirements of an authorized employee will be assigned a
lock with one key, hasp and tag. All locks will be keyed differently, except when a specific individual is
issued a series of locks for complex Lockout‐Tagout tasks. In some cases, more than one lock, hasp
and tag are needed to completely de‐energize equipment, machinery and processes. Additional locks
may be checked out from the Maintenance Supervisor on a shift‐by‐shift basis. All locks and hasps
shall be uniquely identifiable to a specific equipment or machinery.
Standard Operating Procedures
General Lockout‐Tagout Procedures
Before working on, repairing, servicing, adjusting, or replacing equipment, machinery and processes,
the following procedures will be utilized to place the equipment, machinery and processes in a
neutral or zero mechanical state.
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1. PREPARATION FOR SHUTDOWN. Before authorized or affected employees turn off a machine
or piece of equipment, the authorized employee will have knowledge of the type and
magnitude of the energy, the hazards of the energy to be controlled and the means to control
the energy.
The authorized employee shall also notify all affected employees that the equipment,
machinery or process will be out of service
2. MACHINE OR EQUIPMENT SHUTDOWN. The machine, equipment or process will be stopped
or shut down using the specific procedures for that specific machine, equipment or process.
An orderly shutdown will be utilized to avoid any additional or increased hazards to
employees because of equipment de‐energization.
If the machinery, equipment or process is in operation, employees shall follow normal
stopping or shutdown procedures (depress stop button, open toggle switch, etc.).
When applicable, employees shall move machine, equipment or process switch or panel arms
to "Off" or "Open" positions and close all valves or other energy isolating devices so that the
energy source(s) is disconnected or isolated from the machinery, equipment or process.
3. MACHINE OR EQUIPMENT ISOLATION. All energy control devices that are needed to control
the energy to the machine, equipment or process will be physically located and operated in
such a manner as to isolate the machine, equipment or process from the energy source.
4. LOCKOUT‐TAGOUT DEVICE APPLICATION. Lockout or tagout devices will be affixed to energy
isolating devices by authorized employees. Lockout devices will be affixed in a manner that
will hold the energy isolating devices in the "safe" or "off" position. Authorized employees
shall use their assigned individual lockout lock for securing energy isolating devices.
Where tagout devices are used, they will be affixed in such a manner that will clearly state
that the operation or the movement of energy isolating devices from the "safe" or "off"
positions is prohibited.
The tagout devices will be attached to the same point a lock would be attached. If the tagout
device cannot be affixed at that point, it will be located as close as possible to the device in a
position that will be immediately obvious to anyone attempting to operate the device.
5. STORED ENERGY. Following the application of the lockout‐tagout devices to the energy
isolating devices, all stored, potential or residual energy will be relieved, disconnected,
restrained, or otherwise rendered safe.
Where the re‐accumulation of stored energy to a hazardous energy level is possible,
verification of isolation will be continued until maintenance or servicing activities are
complete.
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6. VERIFICATION OF ISOLATION. Prior to starting work on equipment, machinery or processes
that have been locked or tagged out, the authorized employees will verify that isolation or de‐
energization of the equipment, machinery or processes has been accomplished.
After assuring that no employee will be placed in danger, test all lockout‐tagout process by
following the normal start up procedures (e.g. ‐ depress start button, etc.). Caution: After
completion of this lockout‐tagout process test, place all controls and/or energy isolating
devices back in the “safe” or “off” position.
7. EXTENDED LOCKOUT‐TAGOUT. If the shift changes before the machinery or equipment can be
restored to service, the lockout‐tagout process must remain in effect. If the task is reassigned
to the next shift, those employees must perform lockout‐tagout before the previous shift may
remove their lock(s) and tag(s).
Release from Lockout‐Tagout
Before lockout‐tagout devices are removed and the energy restored to the equipment, machinery or
process, the following actions will be taken:
 Equipment, machinery or process inspection. The work area will be thoroughly inspected to
ensure that nonessential items have been removed and that equipment, machinery or process
components are operational.
 Positioning employees. The work area will be checked to ensure that all employees have been
safely positioned or removed before lockout‐tagout devices may be removed. Affected
employees will also be notified that the lockout‐tagout devices are being removed.
 Lockout or tagout device removal. Each lockout or tagout device will only be removed from
the energy isolating device by the employee who applied the device.
Lockout‐Tagout Procedure for Electrical Plug‐Type Equipment
This procedure covers all electrical plug‐type equipment such as battery chargers, some product
pumps, office equipment, powered hand tools, powered bench tools, lathes, fans, etc. When working
on, repairing, or adjusting the above equipment, the following procedures must be utilized to prevent
accidental or sudden startup:
 Unplug the electrical equipment from wall socket or in‐line socket.
 Attach "Do Not Operate" tag and plug lockout device and lock on the end of the power cord.
An exception is granted to not lock and tag the plug if the cord and plug remain in the
exclusive control of the authorized employee working on, adjusting or inspecting the
equipment, machinery or process.
 The authorized employee will verify that isolation or de‐energization of the equipment,
machinery or processes has been accomplished by testing the lockout‐tagout process.
 The authorized employee will perform any required repairs, servicing, adjusting, or other
maintenance activities on equipment, machinery and processes operations.
 The authorized employee will replace all guards removed from the equipment, machinery and
processes be repaired, serviced, adjusted, etc.
 The authorized employee will remove the plug lockout device, tag and lock.
 The authorized employee will inspect the power cord and socket before plugging equipment,
machinery or process into a power source.
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Any defects must be repaired before placing the equipment, machinery and process back in
service

NOTE: Occasionally used equipment may be unplugged from its power source when not in use.
Lockout‐Tagout Procedures Involving More Than One Employee
In the preceding standard operating procedures, if more than one employee is assigned to a task
requiring lockout‐tagout, each employee must also place his or her own lock and tag on the energy
isolating device(s).
Administration's Removal of Lock and Tag Out
Only the employee that locks and tags out machinery, equipment or processes may remove his/her
lock and tag. However, should the employee leave work before removing his/her lock and tag, the
Maintenance Supervisor may remove the lock and tag. The Maintenance Manager must be assured
that all tools have been removed, all guards have been replaced and all employees are free from any
hazard before the lock and tag are removed and the machinery, equipment or process is returned to
service. Notification to the employee who placed the lock is required prior to lock removal.
Contractors
Contractors, working on County property and equipment must use this Lockout‐Tagout procedure
while servicing or maintaining equipment, machinery or processes.
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PERSONAL PROTECTIVE EQUIPMENT (PPE)
Purpose
The County shall provide employees with required PPE to suit the task and known hazards. This
section covers the requirements for personal protective equipment with the exception of PPE used
for hearing conservation and respiratory protection or PPE required for hazardous material response
to spills or releases, which are covered under separate programs.
General Policy
Engineering controls shall be the primary methods used to eliminate or minimize hazard exposure in
the workplace. Engineering controls are physical changes to the work area or process that effectively
minimize a worker’s exposure to hazard. When such controls are not practical or applicable, personal
protective equipment shall be employed to reduce or eliminate personnel exposure to hazards. PPE
will be provided, used and maintained in a sanitary and reliable condition when it has been
determined that its use is required and that such use will lessen the likelihood of occupational injuries
and/or illnesses. Employee‐owned PPE will be inspected by the department heads for assurances in
adequacy, maintenance and sanitation.
General Rules
Design
All personal protective clothing and equipment will be of safe design and construction for the work to
be performed. Only those items of protective clothing and equipment that meet National Institute of
Occupational Safety and Health (NIOSH) or American National Standards Institute (ANSI) standards
will be procured or accepted for use.
Hazard Assessment and Equipment Selection
Hazard analysis procedures shall be used to assess the workplace to determine if hazards are present,
or are likely to be present, which necessitate the use of PPE. If such hazards are present, or likely to
be present, the following actions will be taken:
 Department heads will select and have each affected employee use appropriate PPE for the
work being performed and all identified hazards.
 Department heads will communicate PPE selection decisions to each affected employee.
 Department heads will select PPE that properly fits each affected employee.
Defective and Damaged Equipment
Defective or damaged personal protective equipment shall not be used. Notify your department head
of all defective or damaged PPE so that it may be properly removed from service.
Training
All Employees who are required to use PPE shall be trained to know at least the following:
 When PPE is necessary.
 What PPE is necessary.
 How to properly remove, adjust and wear PPE.
 The limitations of PPE.
 The proper care, maintenance, useful life and disposal of PPE.
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Each affected employee shall demonstrate an understanding of the training and the ability to use PPE
properly, before being allowed to perform work requiring the use of PPE. Department heads shall
keep records of PPE training by noting the following items in their files:
 Name of each employee trained.
 Date(s) of training.
 Subject of the certification.
 Trainer’s name.
PPE Selection
Controlling Hazards
PPE devices alone should not be relied on to provide protection against hazards but should be used in
conjunction with engineering controls and safe work practices.
Selection Guidelines
The general procedure for selection of PPE is to:
 Become familiar with the potential hazards and the type of protective equipment that is
available, and what it can do (e.g. ‐ splash protection, impact protection, etc.).
 Compare the hazards associated with the environment (e.g. ‐ impact velocities, masses,
projectile shape, radiation intensities, etc.) with the capabilities of the available protective
equipment.
 Select the protective equipment which ensures a level of protection greater than the
minimum required to protect employees from the hazard(s).
 Fit the user with the protective device and give instructions on care and use of the PPE. It is
very important that end users be made aware of all warning labels and limitations of their
PPE.
Fitting the Device
Careful consideration must be given to comfort and fit. PPE that fits poorly will not afford the
necessary protection. Continued wearing of the protective device is more likely if it fits the wearer
comfortably. Protective devices are generally available in a variety of sizes. Care should be taken to
ensure that the right size is selected.
Devices with Adjustable Features
Adjustments should be made on an individual basis for a comfortable fit that will maintain the
protective device in the proper position. Particular care should be taken in fitting devices for eye
protection against dust and chemical splash to ensure that the devices are sealed to the face. In
addition, proper fitting of helmets is important to ensure that it will not fall off during work
operations. In some cases, a chin strap may be necessary to keep the helmet on an employee's head.
(Note: Chin straps should break at a reasonably low force as to prevent a strangulation hazard).
Where manufacturer's instructions are available, they should be followed carefully.
Eye and Face Protection
The majority of occupational eye injuries can be prevented by the use of suitable and approved safety
spectacles, goggles and/or shields. Approved eye and face protection shall be worn when there is a
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reasonable possibility of personal injury.
 Each employee shall use appropriate eye or face protection when exposed to eye or face
hazards from flying particles, molten metal, liquid chemicals, acids or caustic liquids, chemical
gases or vapors or potentially injurious light radiation
 Each employee shall use eye protection that provides side protection when there is a hazard
from flying objects. Detachable side protectors are acceptable
 Each employee who wears prescription lenses while engaged in operations that involve eye
hazards shall wear eye protection that incorporates the prescription in its design or shall wear
eye protection that can be worn over the prescription lenses without disturbing the proper
position of the prescription lenses or the protective lenses.
 Eye and face PPE shall be distinctly marked to facilitate identification of the manufacturer.
 As necessary, employees shall use equipment with filter lenses that have a shade number
appropriate for the work being performed for protection from injurious light radiation.
Typical hazards that can cause eye and face injuries include:
 Splashes of toxic or corrosive chemicals, hot liquids and molten metals.
 Flying objects, such as chips of wood, metal and stone dust.
 Fumes, gases, and mists of toxic or corrosive chemicals.
 Aerosols of biological substances.
 Injurious light radiation.
Prevention of eye accidents requires that all persons who may be in eye hazard areas to wear
protective eyewear. This includes employees, visitors, contractors, or others passing through an
identified eye hazardous area. To provide protection for these personnel, department heads shall
procure a sufficient quantity of heavy duty goggles and/or plastic eye protectors which afford the
maximum amount of protection possible. If these personnel wear personal glasses, they shall be
provided with a suitable eye protector to wear over them.
Eye / Face Protection / Specifications
Eye and face protectors procured, issued to, and used by employees, contractors and visitors must
conform to the following design and performance standards:
 Provide adequate protection against the hazards for which they are designed.
 Fit properly and offer the least possible resistance to movement and cause minimal
discomfort while in use.
 Be durable.
 Be easily cleaned or disinfected for or by the wearer.
 Be clearly marked to identify the manufacturer.
 Be ASNI Z87.1 approved.
 Persons who require corrective lenses for normal vision, and who are required to wear eye
protection, must wear goggles or spectacles of one of the following types:
o Spectacles with protective lenses which provide optical correction.
o Goggles that can be worn over spectacles without disturbing the adjustment of the
spectacles.
o Goggles that incorporate corrective lenses mounted behind the protective lenses.
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Eye & Face Protector Use
Safety Spectacles
Protective eye glasses are made with safety frames, tempered glass or plastic lenses, temples and
side shields which provide eye protection from moderate impact and particles encountered in job
tasks such as carpentry, woodworking, grinding, scaling, etc.
Single Lens Goggles
Vinyl framed goggles of soft pliable body design provide adequate eye protection from many hazards.
These goggles are available with clear or tinted lenses, perforated, port vented or non‐vented frames.
Single lens goggles provide similar protection to spectacles and may be worn in combination with
spectacles or corrective lenses to insure protection along with proper vision.
Welders/Chippers Goggles
These goggles are available in rigid and soft frames to accommodate single or two eye piece lenses.
 Welding goggles provide protection from sparking, scaling or splashing metals and harmful
light rays. Lenses are impact resistant and are available in graduated shades of filtration.
 Chippers/grinders goggles provide eye protection from flying particles. The dual protective
eye cups house impact resistant clear lenses with individual cover plates.
Face Shields
These normally consist of an adjustable headgear and face shield of tinted/transparent acetate or
polycarbonate materials, or wire screen. Face shields are available in various sizes, tensile strength,
impact/heat resistance and light ray filtering capacity. Face shields will be used in operations when
the entire face needs protection and should be worn to protect eyes and face against flying particles,
metal sparks, and chemical/ biological splash. Eye protection shall be used in conjunction with face
shields.
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HOT WORK
1)

PURPOSE
a) The purpose of this policy is to ensure that Effingham County (County) employees are
protected against fires, explosions and other hazards resulting from improper hot work
operations.

2)

SCOPE
a) This policy covers welding, cutting, brazing, soldering, heat treating, grinding, and all other
similar applications that produce a spark, flame, or heat. County employees shall comply
with all elements of this policy.

3)

OPERATIONAL RESPONSIBILITIES
a) Department Supervisors or Other Designated Personnel.
i)
Department supervisors or other designated personnel are responsible for the safe
operations of hot work activities under their supervision. These duties include but are
not limited to:
(1) Establishing permissible areas where hot work operations may be performed.
(2) Ensuring that only approved hot work tools and equipment are used.
(3) Verifying that employees under their supervision who are involved in hot work
operations:
(a) Are familiar with the County’s hot work requirements.
(b) Have been trained in the safe use of the hot work tools and equipment to
be used.
(c) Have been trained in all applicable safe work practices.
(d) Are aware of the hazards and risks involved in the work being performed
and are familiar with the corresponding emergency procedures.
(4) Determining if flammable materials, hazardous processes, or other potential fire
hazards are present, or likely to be present, at the work location.
(5) Ensuring that combustible materials are protected from ignition by the following
means:
(a) Moving hot work activities to a location free from combustibles.
(b) Verifying that the combustibles have been moved to a safe distance, or in
situations where the work cannot be moved the combustibles have been
properly shielded against ignition.
(6) Ensuring that hot work is scheduled so that operations with the potential to
expose flammables or combustibles to ignition do not occur during hot work
operations.
NOTE: If any of these conditions cannot be met, then hot work activities shall not
be authorized or performed.
(7) Determining that fire protection and extinguishing equipment is properly located
and readily available.
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b)

c)

(8) Making certain that sufficient local exhaust ventilation is provided when needed
to prevent the accumulation of smoke and fumes.
(9) Verifying that a Fire Watch is posted at the site when hot work is performed in a
location (e.g., locations other than permissible areas) where other than a minor
fire might develop, or where the following conditions exist:
(a) Combustible materials in building construction or contents are closer than
thirty‐five feet to the point of hot work.
(b) Combustible materials are more than thirty‐five feet away from the point of
hot work but are easily ignited by sparks.
(c) Wall or floor openings are within thirty‐five feet of the point of hot work
and contain exposed combustible materials in adjacent areas. This includes
combustible materials concealed in walls or floors.
(d) Combustible materials are adjacent to the opposite side of partitions, walls,
ceilings, or roofs and are likely to be ignited.
Hot Work Operators.
i)
Hot work operators shall handle all tools and equipment properly and perform work
in a safe and approved manner to avoid endangering lives and property. Hot work
operators’ specific duties include:
(1) Conducting hot work operations only as authorized by their department
supervisor or other designated personnel.
(2) Immediately ceasing hot work operations if unsafe conditions develop.
(3) Notifying a department supervisor or other designated personnel for
reassessment of the situation in the event of suspected unsafe conditions or
concerns expressed by another worker(s).
(4) Following fire safety precautions within the hot work area.
Fire Watch.
i)
A Fire Watch is required whenever hot work operations are performed outside
permissible areas where other than a minor fire might develop or any of the following
conditions exist:
(1) Combustible material, in building construction or contents, is within thirty‐five
feet of the point of operation.
(2) Combustibles are more than thirty‐five feet away from the point of hot work but
are easily ignited by sparks.
(3) Wall or floor openings in adjacent areas exist within thirty‐five feet of the point
of hot work, including concealed spaces in walls or floors.
(4) Combustible materials are adjacent to the opposite side of metal partitions,
walls, ceilings, or roofs and are likely to be ignited by conduction or radiation.
ii) The Fire Watch shares the responsibility for fire safety with the hot work operator.
iii) The Fire Watch should maintain a constant vigil during hot work operations and shall
watch for stray sparks, ignition sources, or other fire hazards.
iv) The Fire Watch should be specifically trained in the use of portable fire extinguishers
and should have this equipment immediately available.
NOTE: If necessary, the Fire Watch may be relieved by another trained and authorized
individual if constant vigil of the hot work operation is not interrupted.
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v)

The Fire Watch is authorized to stop any unsafe operation or activity and shall be
aware of the inherent hazards of the work site and of the hot work operations being
performed.
vi) The Fire Watch should attempt to extinguish any fires that occur if the fires are
obviously within the capacity of the equipment available and they maintain a means
of escape; otherwise the Fire Watch shall sound the fire alarm (warn others) and
evacuate to the appropriate emergency area.
vii) The Fire Watch shall be familiar with the facilities and procedures for sounding an
alarm in the event of a fire.
viii) More than one Fire Watch shall be required if combustible materials that could be
ignited by the hot work operation cannot be directly observed by a single Fire Watch
(e.g., in adjacent rooms where hot work is done on a common wall).
ix) A Fire Watch shall be maintained for at least thirty minutes after the completion of
hot work operations in order to detect and extinguish smoldering fires.

4)

EMPLOYEE TRAINING
a) Employees performing hot work operations will be trained in and familiar with all aspects
of this program prior to being assigned such work. Refresher training will be provided to
employees:
i)
Whenever there is a change or addition to applicable regulatory standards.
ii) Whenever there is a change or modification to this program.

5)

GENERAL REQUIREMENTS
a) Employees performing hot work shall be properly trained, equipped, and authorized to
perform such operations.
b) Employees shall always wear the appropriate personal protective equipment and clothing
when performing hot work operations.
c) All hot work equipment (e.g., welding equipment, shields, protective clothing, PPE, fire
extinguishers, etc.) shall be visually inspected before each use and kept in proper operating
condition and good repair.
d) Hot work may only be performed in either “permissible” or “permit‐required” areas.

e)
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NOTE: Permissible areas will generally be considered exempt from hot work permit and Fire
Watch requirements, unless otherwise required by applicable regulatory requirements or
notification from approved managers, supervisors, or other designated personnel. A hot
work permit is required for applicable hot work operations to be performed in a permit‐
required area.
Hot work is not allowed in:
i)
Areas not authorized by department supervisor or other designated personnel.
ii) Sprinklered buildings if the fire protection system is disabled or impaired.
iii) The presence of explosive atmospheres or potentially explosive atmospheres (e.g., on
tanks or containers previously containing flammable or combustible materials).
Effective Date: February 18, 2020

iv)
f)

Explosive atmospheres that can develop in areas with an accumulation of combustible
gases, vapors, liquids, or dusts.
Objects on which hot work is to be performed should be moved to a permissible area
whenever it is reasonably practical. If the object on which hot work is to be performed
cannot readily be moved, all movable fire hazards in the vicinity shall be taken to a safe
place.
NOTE: All combustible materials that can be moved shall be relocated at least thirty‐five
feet away from the hot work operation.

g)

If the object on which hot work is to be performed cannot be moved, then the object must
be protected with fire‐retardant covers, shields, or curtains.
NOTE: Edges of covers, shields, or curtains on the floor should be arranged in a manner that
prevents sparks and hot slag from going under or around them.

h)
i)
j)
k)
l)

Where reasonably practical, the hot work area shall be barricaded or shielded to prevent
potential injury to passers‐by from arc flash, sparks, and hot slag.
When necessary, warning signs will be posted to alert other workers that hot work is being
conducted in the area.
Ducts, elevators, and conveyor systems that might carry sparks to distant combustibles
shall be suitably protected or shut down.
Floors shall be swept clean for a radius of thirty‐five feet from the hot work operation if
combustible materials are on the floor.
Combustible floors shall be kept wet, covered with damp sand, or protected by
noncombustible or fire‐retardant shields prior to the start of any hot work activities.
NOTE: Where floors have been wetted down, employees operating arc welding or cutting
equipment shall take the appropriate steps to be protected from possible shock.

m) Openings or cracks in walls, floors, or ducts within thirty‐five feet of the hot work operation
must be tightly covered with fire‐retardant or noncombustible material to prevent the
passage of sparks to adjacent areas.
n) If hot work is done near walls, partitions, ceilings, or roofs of combustible construction,
fire‐retardant shields or guards must be provided to prevent ignition.
NOTE: Hot work must not be attempted on a partition, wall, ceiling, or roof that has a
combustible covering or insulation, or on walls or partitions of combustible sandwich‐type
panel construction.
o)
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If hot work is to be done on a wall, partition, ceiling, or roof, precautions shall be taken to
prevent ignition of combustible material on the other side by relocating the combustibles.
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NOTE: If it is impractical to relocate combustibles, a Fire Watch must be posted on the
opposite side from the work being performed.
p)

q)

Hot work that is performed on pipes or other metal that is in contact with combustible
walls, partitions, ceilings, roofs, or other combustibles must not be undertaken if the work
is close enough to cause ignition by conduction.
Suitable fire extinguishing equipment such as charged portable fire extinguishers or
charged hoses shall be provided and maintained in a state of readiness for instant use at
the work site.
NOTE: Fire extinguishers normally located in a building are not considered to fulfill this
requirement.

r)
s)

Hot work should not be performed in a building where sprinklers exist but are out of
service.
If hot work is done in proximity to a smoke detector and/or sprinkler head, special
precautions shall be taken to avoid accidental operation of automatic fire detection or
suppression systems.
NOTE: If hot work is done near a sprinkler head, a wet rag shall be laid over the head and
then removed at the conclusion of the hot work operation. Similarly, any smoke detector(s)
in the immediate area should be covered or disabled prior to the start of hot work
operations. Upon completion of the hot work operations, all covered or disabled smoke
detectors shall be immediately returned to service.

t)
u)

v)
w)

x)
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When arc welding is performed in wet conditions, or under conditions of high humidity, the
necessary methods of protection against electric shock shall be supplied.
Safety equipment, including emergency eye wash stations and first aid kits, will be
appropriately staged and maintained in a functional state of readiness for use at the work
site.
Employees shall never use any part of an aerial lift or mobile scaffold as a ground when
performing hot work from such equipment.
If hot work operations will be performed in a poorly ventilated location, exposure to air
contaminants generated by welding or cutting must be controlled by ventilation,
respiratory protection, or by a combination of the two.
When hot work is completed outside a permissible area, the hot work operator or the Fire
Watch shall remain for at least another thirty minutes, carefully inspecting the work area
and adjacent areas for the possibility of any smoldering fires. This inspection may extend to
floors above and below the work area and to adjacent rooms.
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6)

CYLINDERS AND COMPRESSED GAS
a) Prior to use, department supervisors or other designated personnel shall verify that all
compressed gas cylinders used in areas under their control are in safe working condition.
b) Compressed gas cylinders shall be legibly marked, for the purpose of identifying the gas
content, with either the chemical or the trade name of the gas.
c) Compressed gas cylinders shall be inspected, transported, used and stored in accordance
with all applicable regulatory requirements and the County’s Cylinders and Compressed
Gas Policy.
d) Damaged or defective cylinders shall not be used.

7)

HOT WORK PERMIT
a) A completed Hot Work Permit shall be required for all:
i)
Cutting or welding operations outside permissible areas.
ii) Hot work operations in hazardous locations.
iii) Other locations where department supervisors, or other designated personnel may
deem it necessary.
b) Hot work permits shall be completed by those individuals or job classifications authorized
by department supervisors or other designated personnel.
c) At a minimum, the hot work permit will list the:
i)
Date and time the work is to be performed.
ii) Nature of the work.
iii) Area where the work is to be performed.
iv) Name of the hot work operator, Fire Watch, and individual authorizing the permit.
d) The hot work permit is valid only for the job and the time listed on the permit.
e) The individual authorized to complete the hot work permit shall review the completed
form, any applicable hazards, and all relevant safety precautions with the hot work
operator and the Fire Watch.
f) The hot work operator should affix the hot work permit to a visible place in the work area.
The permit should remain in this place until the hot work is complete.
g) The hot work operator is responsible for conducting hot work operations within the
authorized parameters and time limits set by the permit.
h) Any unusual incidents that occur shall be noted on the hot work permit and reported to
the appropriate department supervisor or other designated personnel for a follow‐up
investigation.
i)
A copy of the completed hot work permit shall be retained by County for at least twelve
months following completion of the project.

Refer to Annex A for a Hot Work Permit form to be filled out by authorized manager, supervisor, or
designated personnel.
Head Protection
Hardhats and bump caps have been designed and manufactured to provide workers protection from
impact, heat, electrical and fire hazards. These protectors consist of the shell and the suspension
combined as a protective system. Hardhats will be of nonconductive, fire and water‐resistant
materials. Bump caps are constructed of lightweight materials and designed to provide minimal
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protection against hazards when working in congested areas.
Head protection will be furnished to, and used by, all employees and contractors engaged in
construction and other miscellaneous work in work areas where potential head hazards exist. Head
protection will be required to be worn by engineers, inspectors and visitors at construction sites.
Bump caps may be issued to and worn for protection against scalp lacerations from contact with
sharp objects. Bump caps will not be worn as substitutes for hardhats because they do not afford
protection from high impact forces or penetration by falling objects.
Selection Guidelines for Head Protection
All head protection is designed to provide protection from impact and penetration hazards caused by
falling objects. Head protection is also available which provides protection from electric shock and
burn. When selecting head protection, knowledge of potential electrical hazards is important. Class A
helmets, in addition to impact and penetration resistance, provide electrical protection from low‐
voltage conductors (they are proof tested to 2,200 volts). Class B helmets, in addition to impact and
penetration resistance, provide electrical protection from high‐voltage conductors (they are proof
tested to 20,000 volts). Class C helmets provide impact and penetration resistance (they are usually
made of aluminum which conducts electricity) and should not be used around electrical hazards.
Where falling object hazards are present, helmets must be worn. Some examples include working
below others who are using tools and materials which could fall, working around or under conveyor
belts which are carrying parts or materials, working below machinery or processes which might cause
material or objects to fall and working on exposed energized conductors.
Foot Protection
General Requirements
Each affected employee shall wear protective footwear when working in areas where there is a
danger of foot injuries due to falling or rolling objects, or objects piercing the sole and where
employee's feet are exposed to electrical hazards.
Selection Guidelines for Foot Protection
Safety shoes and boots provide both impact and compression protection. Where necessary, safety
shoes can be obtained which provide puncture protection. In some work situations, metatarsal
protection should be provided, and in other special situations electrical conductive or insulating
safety shoes would be appropriate. Safety shoes or boots with impact protection would be required
for carrying or handling materials such as packages, objects, parts or heavy tools, which could be
dropped; and, for other activities where objects might fall onto the feet. Safety shoes or boots with
compression protection would be required for work activities involving skid trucks (manual material
handling carts) around bulk rolls (such as paper rolls) and around heavy pipes, all of which could
potentially roll over an employee's feet. Safety shoes or boots with puncture protection would be
required where sharp objects such as nails, wire, tacks, screws, large staples, scrap metal etc., could
be stepped on by employees causing a foot injury.
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Hand & Arm Protection
General Requirements
Employees shall wear hand and arm protection when engaged in activities where they are handling
sharp edged materials or any other activities where there is potential for common hand or arm
injuries such as burns, cuts or lacerations, severe abrasions, punctures, chemical burns, thermal
burns, skin absorption of harmful substances, harmful temperature extremes, etc.
Gloves should be replaced periodically, frequency shall depend on use and the ability to protect the
wearer from any identified hazard(s).
General Selection Guidelines for Hand Protection
There is no glove that provides protection against all potential hand hazards. Selection of hand PPE
shall be based on an evaluation of the performance characteristics of the hand protection relative to
the task(s) to be performed, conditions present, duration of use and the hazards and/or potential
hazards identified. Common tasks and glove selection criteria for County employees includes:


General work activities. Employees should wear leather gloves when performing work
activities that may result in cuts, bruises and scrapes to the hands. Employees may also need
to use metal mesh gloves for activities that create severe exposure to cuts, bruises and
scrapes from sharp objects and/or rough edges.



Hot work activities. Employees should wear flameproof gauntlet gloves, preferably of leather,
to protect the hands and arms from rays of the arc, molten metal spatter, sparks and hot
metal during welding operations. Gloves should be of sufficient strength and thickness so that
they will not shrivel from the heat, burn through or wear out quickly. Welding sleeves may
also be necessary to protect the arms of workers during welding activities.



Chemical handling activities. Employees should review chemical label and SDS information for
each chemical that they may be in contact with in order to select the appropriate chemical
hand protection. Workers should also utilize chemical‐ or liquid‐resistant protective sleeves
when performing activities that involve chemicals. Caution: All glove materials are eventually
permeated by chemicals. However, they can be used safely for limited time periods if specific
use and glove characteristics are known (e.g. ‐ thickness and permeation rate and time).

Other factors to be considered for glove selection include:
 Cost. If performance characteristics are acceptable, in certain circumstances, it may be more
cost effective to regularly change cheaper gloves than to reuse more expensive types.
 Work activity requirements. The work activities of the employee should be studied to
determine the degree of dexterity required, the duration, frequency, and degree of exposure
of the hazard and the physical stresses that will be applied.
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Protective Clothing
Clothing Requirements
County employees are required to wear adequate and appropriate clothing while at work. All clothing
worn by County employees shall be clean and in a condition that does not pose a hazard to the
wearer.
Employees will also be required to select and use the appropriate protective clothing whenever they
are exposed to body hazards. Examples include, but are not limited to, those employees:
 Performing hot work (welding, cutting, brazing, etc.) activities.
 Working on high‐voltage electrical equipment and systems.
 Exposed to hazardous chemicals.
Employees shall not wear jewelry or other similar items which could pose a safety hazard.
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HEARING CONSERVATION
1)

PURPOSE
a) The purpose of this policy is to define policies, procedures and safe work practices for
managing potential occupational noise hazards.

2)

HEARING CONSERVATION
a) Effingham County (County) shall administer a continuing hearing conservation program for
jobs and work areas where sound levels exceed an 8‐hour Time Weighted Average (TWA)
of 85 decibels (dB) measured on the A scale.
NOTE: For purposes of this policy, an 8‐hour TWA of 85 dB or a dose of fifty percent shall
also be referred to as the action level. Under this hearing conservation policy, employee
noise exposures shall be computed without regard to any attenuation provided by using
personal protective equipment.
b)

Protection against the effects of occupational noise exposure shall be provided when the
sound levels exceed those displayed below in Table A‐1. Whenever possible, feasible
engineering and administrative controls shall be utilized to keep exposure below the
allowable limits.
TABLE A‐1 PERMISSIBLE NOISE EXPOSURES
DURATION PER DAY, HOURS
SOUND LEVEL dBA SLOW RESPONSE
8
90
6
92
4
95
3
97
2
100
1½
102
1
105
½
110
¼ or less
115

c)

3)

Employee exposure to impulsive or impact noise should not exceed 140 dB peak sound
pressure level.

EMPLOYEE TRAINING
a) All County employees exposed to a TWA of 85 dB and above must be trained at least
annually. The training program will include at least the following elements:
i)
All aspects of this policy.
ii) A review of typical noise hazards found in the workplace and how to eliminate or
reduce them.
iii) The purpose, advantages, and disadvantages of various types of hearing protectors.
iv) The selection, fitting, and care of hearing protectors.
v) The purpose and procedures of audiometric testing.
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4)

MONITORING
a) When information indicates that any employee's exposure may equal or exceed an 8‐hour
TWA of 85 dB, the County shall develop and implement a monitoring program.
b) The sampling strategy shall be designed to identify employees for inclusion in the hearing
conservation program and to enable the proper selection of hearing protectors.
c) All continuous, intermittent, and impulsive sound levels from 80 to 130 dB shall be
integrated into the noise measurements.
d) Instruments used to measure employee noise exposure shall be calibrated to ensure
measurement accuracy.
e) Monitoring shall be repeated whenever a change in production, process, equipment, or
controls increases noise exposures to the extent that:
i)
Additional employees may be exposed at or above the action level; or
ii) The attenuation provided by hearing protectors being used by employees may be
rendered inadequate.
f) The County shall notify each employee exposed at or above an 8‐hour TWA of 85 dB of the
results of the monitoring.
g) The County shall provide affected employees or their representatives with an opportunity
to observe any noise measurements conducted.
h) Monitoring will be coordinated by department supervisors or other designated persons.
i)
The results of any noise exposure monitoring will be documented.
j)
The County shall retain all noise exposure measurement records for a minimum of two
years.

5)

AUDIOMETRIC TESTING
a) The County shall establish and maintain an audiometric testing program by making
audiometric testing available to all employees whose exposures equal or exceed an 8‐hour
TWA of 85 dB.
b) The County shall provide this audiometric testing program to applicable employees at no
cost.
c) The County shall ensure that all audiometric testing is performed by a licensed or certified
audiologist, otolaryngologist, or other physician, or by a technician who is certified by the
Council of Accreditation in Occupational Hearing Conservation, or who has satisfactorily
demonstrated competence in administering audiometric examinations, obtaining valid
audiograms, and properly using, maintaining, and checking calibration and proper
functioning of the audiometers being used. A technician who operates microprocessor
audiometers does not need to be certified. A technician who performs audiometric tests
must be responsible to an audiologist, otolaryngologist, or physician.

6)

BASELINE AUDIOGRAM
a) Within six months of an employee's first exposure at or above the action level, the County
shall establish a valid baseline audiogram against which subsequent audiograms can be
compared.
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b)

c)
d)
e)

Where baseline audiograms are obtained more than six months after the employee's first
exposure at or above the action level, employees shall wear hearing protectors for any
period exceeding six months after first exposure until the baseline audiogram is obtained.
Testing to establish a baseline audiogram shall be preceded by at least fourteen hours
without exposure to workplace noise.
Hearing protectors may be used as a substitute for the requirement that baseline
audiograms be preceded by fourteen hours without exposure to workplace noise.
Department supervisors or other designated persons shall notify applicable employees of
the need to avoid high levels of non‐occupational noise exposure during the 14‐hour
period immediately preceding the audiometric examination.

7)

ANNUAL AUDIOGRAM
a) After obtaining the baseline audiogram the County shall obtain a new audiogram for each
employee exposed at or above the action level at least annually.
b) The County shall maintain a record of all employee audiometric test records.

8)

EVALUATION OF AUDIOGRAM
a) Each employee's annual audiogram shall be compared to that employee's baseline
audiogram to determine if the audiogram is valid and if a Standard Threshold Shift (STS)
has occurred.
b) If the annual audiogram shows that an employee has suffered a STS, the County may
obtain a retest within thirty days and consider the results of the retest as the annual
audiogram.
c) The audiologist, otolaryngologist, or physician shall review problem audiograms and shall
determine whether there is a need for further evaluation. The County shall provide to the
person performing this evaluation the following information:
i)
A copy of the requirements for hearing conservation.
ii) The baseline audiogram and the most recent audiogram of the employee to be
evaluated.
iii) Measurements of background sound pressure levels in the audiometric test room as
required in OSHA Standard 29 CFR 1910.95(g)(7)(iii)(C) Appendix D: Audiometric Test
Rooms.
iv) Records of audiometer calibrations.

9)

FOLLOW‐UP PROCEDURES
a) If a comparison of the annual audiogram to the baseline audiogram indicates a STS has
occurred, the employee shall be informed of this fact in writing, within twenty‐one days of
the determination.
b) Unless a physician determines that the STS is not work related or aggravated by
occupational noise exposure, the County shall ensure that the following steps are taken:
i)
Employees not using hearing protectors shall be fitted with hearing protectors,
trained in their use and care, and required to use them.
ii) Employees already using hearing protectors shall be refitted and retrained in the use
of hearing protectors and provided with hearing protectors offering greater
attenuation if necessary.
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c)

d)
e)

The employee shall be referred for a clinical audiological evaluation or an otological
examination, as appropriate, if additional testing is necessary or if the County suspects that
a medical pathology of the ear is caused or aggravated by the wearing of hearing
protectors.
The employee is informed of the need for an otological examination if a medical pathology
of the ear that is unrelated to the use of hearing protectors is suspected.
If subsequent audiometric testing of an employee whose exposure to noise is less than an
8‐hour TWA of 90 dB indicates that a STS is not persistent, the County:
i)
Shall inform the employee of the new audiometric interpretation; and
ii) May discontinue the required use of hearing protectors for that employee.

10) NOISE PROTECTION METHODS
a) Feasible engineering and/or administrative controls shall be utilized to keep exposure
below the allowable limits previously displayed in Table A‐1. Examples of engineering and
administrative controls can include:
i)
Utilizing sound barriers that absorb or redirect noise.
ii) Changing the method of work to reduce the level of noise.
iii) Relocating the equipment or machinery creating a noise hazards.
iv) Reducing the time an employee is subjected to the noise.
v) Rotating jobs to remove the employee from the noise.
b) PPE should be used when engineering and administrative controls do not reduce the noise
hazard to acceptable levels.
11) HEARING PROTECTORS
a) The County shall ensure that hearing protectors are worn by any employee who:
i)
Is subjected to sound levels equal to or exceeding an 8‐hour TWA of 90 dB.
ii) Has experienced a persistent STS and who is exposed to an 8‐hour TWA of 85 dB or
greater.
iii) Has not had an initial baseline audiogram and who is exposed to 8‐hour TWA of 85 dB
or greater.
b) The County shall make hearing protectors available to employees at no cost.
c) Affected employees shall be given the opportunity to select hearing protectors from a
variety of suitable hearing protectors.
d) The County will provide applicable employees with training on the use and care of all
hearing protectors.
e) Department supervisors shall ensure proper initial fitting and supervise the correct use of
all hearing protectors.
f) The County shall evaluate the attenuation characteristics of the hearing protectors to
ensure that a given protector will reduce employee exposure to the required decibels.
Evaluation requirements include:
i)
If the 8‐hour TWA is over 90 dB, then the protector must attenuate the exposure to at
least an 8‐hour TWA of 90 dB or below.
ii) If the protector is being worn because the employee experienced a STS, then the
protector must attenuate the exposure to an 8‐hour TWA of 85 dB or below.
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iii)

g)

If employee noise exposures increase to the extent that the hearing protectors
provided may no longer provide adequate attenuation, the employee will be provided
more effective hearing protectors.
It is the responsibility of department supervisors to ensure that hearing protectors are
worn by all employees under their supervision who are exposed to noise levels at or above
an 8‐hour TWA of 90 dB or if the employee experienced a permanent STS or has not yet
had a baseline audiogram.

12) MAINTENANCE OF HEARING PROTECTORS
a) Disposable and reusable earplugs usage requirements include:
i)
Wash hands and inspect plugs before insertion.
ii) Wash reusable plugs daily and store in a clean case.
iii) Replace plugs that are hard or discolored as soon as possible.
iv) Make sure plugs fit properly inside the ear canal. If done correctly, the wearer’s voice
will sound louder to him or her.
v) With headband plugs, do not bend or twist the band.
b) Earmuffs usage requirements include:
i)
Check the cushions with each use and wash them as needed.
ii) Ensure that there is a tight fit as loose muffs will not reduce the noise.
13) RECORDKEEPING
a) The County shall maintain noise exposure measurement records for at least two years.
b) At a minimum, records of audiometric test results must be maintained for the duration of
employment of the affected employee.
c) Audiometric test records must include the name and job classification of the employee, the
date, the examiner’s name, the date of acoustic or exhaustive calibration, measurements
of the background sound pressure levels in audiometric test rooms, and the employee’s
most recent noise exposure measurement.
d) Upon request, the County shall provide employees, former employees, representatives
designated by individual employees, and the Assistant Secretary of OSHA with copies of
noise exposure measurement records and records of audiometric test results.
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OFFICE SAFETY
1)

PURPOSE
a) The purpose of this policy to establish rules, procedures, and safe practices that will help
employees identify work‐related hazards within office areas and implement corrective
actions to reduce or eliminate such hazards.

2)

EMPLOYEE TRAINING
a) Effingham County (County) employees working in office areas shall be trained in and
familiar with all aspects of this policy.

3)

OFFICE SAFETY
a) The following are some practices that can help ensure employee safety and health within
office areas:
i)
General Safety Rules. Employees shall:
(1) Adhere to all policies, procedures, and safe work practices established for their
job and work area(s).
(2) Never distract the attention of other employees if it might result in an accident
or injury.
(3) Observe all smoking policies and regulations.
(4) Not participate in unsafe activities.
(5) Immediately report all unsafe conditions or acts to their department supervisor.
(6) Use only designated passageways when moving from one area to another.
(7) Always use proper lifting techniques when handling heavy loads.
(8) Wear the appropriate protective equipment, such as safety glasses, safety shoes,
masks, gloves, etc., where and when required.
ii) General Housekeeping. Employees shall:
(1) Ensure that their work space is kept clean and orderly.
(2) Dispose of trash in the proper waste receptacles. Waste receptacles should be
emptied on a regular basis.
(3) Be vigilant to potential slip, trip, and fall hazards.
(4) Keep electrical cords and other trip hazards out of traffic areas and aisle‐ways.
(5) Properly store files, office supplies, and equipment to reduce the potential for
injuries from falling objects or when lifting heavy objects.
(6) Store or arrange supplies, tools, and equipment so as not to block aisles, exits,
firefighting equipment, or electrical panels, etc.
NOTE: Access to fire doors, aisles, and emergency equipment must always be
kept clear.
iii)
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Office Furniture. Employees shall:
(1) Keep all file, counter, desk, and table drawers closed when not in use.
(2) Never overload drawers, shelves, or files.
(3) Maintain all furniture, such as counters, tables, desks, and chairs, in good
condition and free from sharp corners, projecting edges, wobbly legs, etc.
(4) Never use chairs, counters, desks, or other office furniture as a makeshift ladder.
Effective Date: February 18, 2020

iv)

Appliances and Equipment. Employees shall:
(1) Regularly inspect appliances and equipment to make sure they are maintained in
proper working order.
(2) Inspect electrical cords to verify they are free from damage or defect.
NOTE: Defective power cords should be removed from service until repaired by
qualified persons.

v)

(3) Use surge protectors to protect electrical equipment from power surges.
(4) Not overload electrical equipment and outlets.
Sharp Objects. Employees should:
(1) Take added caution when using scissors, paper and box cutters, razor blades, and
other sharp or pointed objects.
NOTE: Paper and box cutters and other like equipment should be properly stored
when not in operation, and applicable covers or guards should be used.
(2) Take steps to prevent paper cuts. This includes using a sponge or other similar
device for wetting envelopes, wearing rubber finger guards when working with
stacks of paper, etc.

4)

ROOM TEMPERATURE
a) For the comfort and safety of employees and for energy conservation purposes, room
temperature will be maintained within a reasonable comfort zone for all employees
working in the area. Employees should dress accordingly for their individual comfort within
the work area.
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FALL PROTECTION
1)

PURPOSE
a) The purpose of this policy is to establish a means to analyze elevated work tasks and
determine appropriate protective measures needed to protect the health and safety of
Effingham County (County) employees from fall hazards.

2)

EMPLOYEE TRAINING
a) Under no circumstances shall any employee work in areas where fall protection is required
perform work requiring fall protection devices or use fall protection devices until they have
successfully completed the appropriate training.
b) Refresher training will be provided to employees whenever:
i)
There is a change in their job assignment that presents a new fall‐related hazard.
ii) There is a change in fall protection safety procedures, safe work practices, or
equipment.
iii) A periodic inspection reveals that there are deviations from or inadequacies in:
(1) Employee knowledge of known hazards;
(2) Safe work practices involving working from elevations; or
(3) Employee use of fall protection devices.

3)

FALL PROTECTION
a) General Requirements.
i)
Employees will be required to utilize approved protective measures (systems)
whenever they work from a surface that has unprotected sides or edges that are four
feet or more above an adjacent lower level. Additionally, workers shall not be allowed
to perform any duties that require them to get closer than six feet to an unprotected
edge, platform, or walkway or utilize elevated equipment unless they are properly
protected from potential fall hazards.
ii) Employees exposed to slip, trip, and fall hazards (including those on the same
elevation at which they are working) shall take corrective action(s) to control such
hazards. Corrective action includes but is not limited to maintaining all work areas in a
clean, orderly, and, so far as possible, dry condition.
iii) Employees shall immediately report all hazardous conditions and unsafe work
practices to their department supervisor.
b) Systematic Approach. The County utilizes a systematic approach for protecting employees
from fall hazards. This systematic approach includes:
i)
Eliminating Fall Hazards. Eliminating hazards is the preferred method of protecting
employees from the dangers associated with falling on the job. To eliminate fall
hazards, a competent person shall review the jobsite and applicable work activities
performed by employees. Once a review has been completed, then controls shall be
implemented (if feasible) to eliminate potential fall hazards. An example would be
modifying work processes so that employees are not required to perform assigned
tasks from an elevation.
c) Preventing Fall Hazards. Whenever eliminating potential hazards is not feasible, employees
will make efforts to establish and implement other means of preventing fall accidents.
Methods utilized for preventing falls include, but are not limited to, developing written fall
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d)
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protection safety plans, establishing and implementing safe work practices, and training
affected workers.
Utilizing Fall Protection. Fall protection shall be required whenever work is being
performed from a surface with unprotected sides or edges that is at least four feet above
an adjacent lower level. Adequate fall hazard protection can typically be satisfied using one
of the following measures:
i)
Controlled Access Zones (CAZ). Designated controlled access zones shall be clearly
marked to warn and protect those persons working in the zone. Control lines shall
consist of ropes, wires, tapes, or equivalent materials and supporting stanchions, and
each must be:
(1) Flagged or otherwise clearly marked at not more than six‐foot intervals with
high‐visibility material.
(2) Rigged and supported in such a way that the lowest point (including sag) is not
less than thirty‐nine inches from the walking/working surface and the highest
point is not more than forty‐five inches from the walking/working surface.
(3) Strong enough to sustain stress of not less than 200 pounds. Control lines shall
extend along the entire length of the unprotected or leading edge and shall be
approximately parallel to the unprotected or leading edge.
ii) Guardrails. Guardrails may be used at the edge of elevated work areas four feet or
more in height above its surroundings. At a minimum, guardrail systems must meet
the following criteria:
(1) The top‐rail is located forty‐two inches (plus or minus three inches) above the
walking/working level.
(2) The mid‐rail is located midway between the top‐rail and the walking/working
level.
(3) Screens are required when material could fall between the top‐rail and mid‐rail
or between the mid‐rail and the walking/working surface.
(4) The guardrail system should be constructed of material that is smooth to
prevent injury to employees from punctures or lacerations and to prevent
snagging of clothing.
(5) Both the top‐ and mid‐rails should be constructed of materials at least one‐
quarter inch in thickness or diameter.
(6) If wire rope is used for top‐rails, it shall be flagged with a high‐visibility material
at least every six feet and shall have no more than three inches of deflection.
(7) The top‐rail shall be capable of withstanding, without failure, a force of at least
200 pounds applied within two inches on the top edge, in any outward or
downward direction, at any point along the top edge.
(8) Mid‐rails and screens shall be capable of withstanding, without failure, a force of
at least 150 pounds.
(9) The system shall be constructed in a manner that the ends of the top‐rail do not
overhang the terminal posts, except when such overhang does not present a
projection hazard.
(10) When a hoisting area is needed, a chain, gate, or removable guardrail section
must be placed across the access opening when hoisting operations are not
taking place.
Effective Date: February 18, 2020

NOTE: Toeboards are required whenever there is the potential for materials or
objects falling from the elevated work area to a lower level. At a minimum,
toeboards used will be at least 3½ inches high and will not have more than ¼ inch
of clearance between it and the walking/working surface. Toeboards shall be
capable of withstanding, without failure, a force of at least fifty pounds applied
in any downward or outward direction at any point along the toeboard. If
material placed on the walking/working surface is higher than the top edge of a
toeboard then workers must install panels or screens to keep the material from
dropping over the edge.
iii)

iv)
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Covers. Employees on a walking/working surface may be protected from tripping or
stepping into or through holes (including skylights) by covers. All covers used shall be:
(1) Capable of supporting without failure at least twice the weight of all workers,
equipment, and material that may be imposed on the cover at any one time.
(2) Secured to prevent accidental displacement by the wind, equipment, or workers.
(3) Color‐coded or marked “HOLE” or “COVER” to warn workers of the hazard.
Personal Fall Arrest System. Personal fall arrest systems selected by employees must
match the work situation and environment. Likewise, personal fall arrest systems (or
components) shall be used only for employee fall protection and will consist of the
following components:
(1) Anchorage. Anchorage must meet the following requirements:
(a) Anchorages to which personal fall arrest equipment is attached shall be
capable of supporting at least 5,000 pounds per worker. When self‐
retracting lifelines or other deceleration devices are used that limit free fall
to two feet, anchorages shall be capable of withstanding a minimum of
3,000 pounds. Anchorages used for positioning device systems shall be
capable of supporting at least twice the potential impact load of a worker’s
fall or have a minimum tensile strength of 3,000 pounds (whichever is
greater).
(b) Anchorages must be easily accessible to avoid fall hazards during hook up.
(c) Chafing pads or abrasion resistant straps must be used around sharp edged
structures to prevent cutting action against safety lanyards or lifelines.
(d) Employees shall select anchorages that will help prevent swing fall hazards.
(e) Anchorages shall be compatible with all components of any personal fall
arrest and personal fall restraint systems being used.
(f) Permanent anchorages shall be permanently labeled.
(g) Permanent anchorages shall be included into scheduled inspection and
preventive maintenance activities and recertified on an annual basis.
(h) Reusable temporary anchors must be installed and used following the
manufacturers’ installation guidelines.
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(i)

Reusable temporary anchors should be removed from service at the
completion of the job and inspected prior to reuse following the
manufacturers’ inspection guidelines.
(j) Anchorages shall be immediately removed from service if subjected to fall
arrest forces.
(k) Permanent anchorages that are subjected to fall arrest forces may be
reused once they been recertified by a qualified person.
(l) Temporary anchorages must be immediately removed from service and
properly disposed of if subjected to fall arrest forces.
(2) Connectors. Lanyards and vertical lifelines that tie off a worker shall have a
minimum breaking strength of 5,000 pounds. Self‐retracting lifelines and
lanyards that automatically limit free fall distance to two feet or less shall have
components capable of sustaining a minimum static tensile load of 3,000 pounds
applied to the device with the lifeline or lanyard in the fully extended position.
Self‐retracting lifelines and lanyards that do not limit free fall distance to two
feet or less (e.g., ripstitch lanyards, tearing and deforming lanyards, etc.) shall be
capable of sustaining a minimum tensile load of 5,000 pounds applied to the
device with the lifeline or lanyard in the fully extended position.
(3) Body Harnesses. An approved Class III full body harness shall be used. Each body
harness used shall be designed of straps that are properly secured about the
worker in a manner that distributes the fall arrest forces over at least the thighs,
pelvis, waist, chest, and shoulders. The body harness must be designed with a
means for attaching it to the other components of a personal fall arrest system.
NOTE: Other requirements for personal fall arrest system components include:
(a) Guardrail systems shall not be used for anchorages.
(b) Personal fall arrest systems shall be inspected prior to each use for mildew,
wear, damage, and other deterioration; and defective components shall be
removed from service if their strength or function may be adversely
affected.
(c) Where personal fall arrest system components are subject to damage by
work operations, the components shall be protected or another securing
system(s) should be used.
(d) Workers shall never utilize a personal fall arrest system that has arrested a
fall unless a competent person has determined that the system is safe to
use.
(e) Personal fall arrest systems shall be rigged so that workers can neither free
fall more than six feet, nor come in contact with any lower level.
(f) Personal fall arrest systems shall be capable of supporting at least 310
pounds of weight and have a minimum tensile strength of at least 5000
pounds.
(g) Body harnesses and components shall be used only for worker protection as
part of a personal fall arrest system or positioning device system and not to
hoist materials.
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(h) Horizontal lifelines will be designed, installed, and used under the
supervision of a qualified person, as part of the complete fall arrest system,
which shall maintain (at minimum) a safety factor of two.
(i) Snap‐hooks shall be of the locking type.
(j) Snap‐hooks shall be sized to be compatible with the member(s) to which
they will be connected.
(k) Unless the snap‐hook is designed by its manufacturer for the following
connections, snap‐hooks shall not be engaged:
(i) Directly to webbing, rope, or wire rope.
(ii) To each other.
(iii) To a D‐ring to which another snap‐hook or other connector is attached.
(iv) To a horizontal lifeline.
(v) To any object that is incompatibly shaped or dimensioned in relation to
the snap‐hook, thus allowing the connected object to depress the snap‐
hook keeper and release itself, causing unintentional disengagement
to occur.
v)

Personal Fall Restraint System. Acceptable personal fall restraint systems shall be able
to effectively prevent workers from reaching the fall point/hazard.
vi) Positioning Device System. Positioning device systems and their use shall conform to
the following provisions:
(1) Positioning devices shall be rigged in such a manner that a worker cannot free
fall more than two feet.
(2) Connecting assemblies shall have a minimum tensile strength of 5,000 pounds
unless otherwise noted in this program.
(3) Where positioning device system components are subject to damage by work
operations, the components should be protected or another securing system(s)
should be used.
(4) Positioning devices shall be secured to an anchorage capable of supporting at
least twice the potential impact load of a worker’s fall or 3,000 pounds
(whichever is greater).
(5) Positioning device systems shall be inspected prior to each use for wear,
damage, and other deterioration, and defective components shall be removed
from service.
(6) Unless the snap‐hook is designed for the following connections, snap‐hooks shall
not be engaged:
(a) Directly to webbing, rope, or wire rope.
(b) To each other.
(c) To a D‐ring to which another snap‐hook or other connector is attached.
(d) To any object which is incompatibly shaped or dimensioned in relation to
the snap‐hook such that unintentional disengagement could occur by the
connected object being able to depress the snap‐hook keeper and release
itself.
vii) Safety Monitoring System. Safety monitoring systems shall be utilized only under the
direct supervision of a competent person and upon receiving the approval of a
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department supervisor. Additionally, this fall protection method may be used only
when conventional methods of fall protection are not feasible. All safety monitoring
systems shall comply with the following requirements:
(1) Designated safety monitoring personnel shall be competent to recognize fall
hazards.
(2) A maximum of six workers may be monitored by each designated safety monitor.
The actual number of workers monitored by each designated safety monitor may
be less than six, depending on the specific project and its associated hazards.
(3) The safety monitor(s) shall warn workers when it appears that they are unaware
of a fall hazard or if they are acting in an unsafe manner.
(4) The safety monitor(s) shall be on the same walking/working surface and within
visual sighting distance of the worker(s) being monitored.
(5) The safety monitor(s) shall be close enough to communicate orally with the
worker(s).
(6) The safety monitor(s) shall not have other responsibilities that could take their
attention from the monitoring function.
(7) Mechanical equipment shall not be utilized or stored in areas where safety
monitoring systems are being used to monitor workers.
(8) No employees other than those engaged in the work or an employee covered by
a fall protection plan shall be allowed in an area where a worker is being
protected by a safety monitoring system.
viii) Warning Line System. Warning line systems consist of ropes, wires, or chains, and
supporting stanchions set up around an elevated work area. Warning line systems
must:
(1) Be flagged at not more than six‐foot intervals with high‐visibility material.
(2) Be rigged and supported so that the lowest point (including sag) is no less than
thirty‐four inches from the walking/working surface and its highest point is no
more than thirty‐nine inches from the walking/working surface.
(3) Include stanchions (after being rigged with warning lines) that are capable of
resisting, without tipping over, a force of at least sixteen pounds applied
horizontally against the stanchion, thirty inches above the walking/working
surface, perpendicular to the warning line and in the direction of the floor, roof,
or platform edge.
(4) Be made up of rope, wire, or chain that has a minimum tensile strength of 500
pounds, and after being attached to the stanchions, must support without
breaking the load applied to the stanchions as previously outlined.
(5) Be attached to each stanchion in such a way that pulling on one section of the
line between stanchions will not result in slack being taken up in the adjacent
section before the stanchion tips over.
(6) Be erected around all sides of roof work areas. When mechanical equipment is
being used, the warning line shall be erected not less than six feet from the edge
parallel to the direction of mechanical equipment operation, and not less than
ten feet from the roof edge perpendicular to the direction of mechanical
equipment operation.
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(7) Be erected not less than six feet from the roof edge when mechanical equipment
is not being used.
NOTE: Points of access, material handling areas, storage areas, and hoisting
areas shall be connected to the work area by an access path formed by two
warning lines. When the path to the point of access is not in use, a rope, wire,
chain, or other barricade, equivalent in strength and height to the warning line,
shall be placed across the path at the point where the path intersects the
warning line, erected around the work area, or the path shall be off‐set, so that a
person cannot walk directly into the work area.

Refer to Annex C for a list of procedures for equipment inspection and care.
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AERIAL LIFE & ELEVATING WORK PLATFORM EQUIPMENT
1)

PURPOSE
a) The purpose of this policy is to define the requirements for safely operating aerial lift or
elevating work platform equipment.

2)

EMPLOYEE TRAINING
a) All Effingham County (County) employees who operate aerial lift or elevating work
platform equipment shall be trained in the safe operation of the specific device they will
operate. Refresher training will be provided to employees whenever:
i)
There is a change in their job assignment requiring employees to utilize a new aerial
lift or elevating work platform equipment.
ii) There is a change in aerial lift or elevating work platform equipment safety
procedures, safe work practices, and/or equipment.
iii) A periodic inspection reveals that there are deviations from or inadequacies in
employee knowledge about how to operate aerial lift or elevating work platform
equipment.
iv) An accident stemming from the operation of an aerial or elevating work platform
equipment has occurred involving a County employee.

3)

PERSONAL PROTECTIVE EQUIPMENT
a) All required personal protective equipment (PPE) shall be worn by employees using aerial
lift or elevating work platform equipment. Employees shall refer to the equipment
manufacturers’ recommendations and the County’s Personal Protective Equipment Policy
when selecting PPE.
b) If personal fall restraint equipment is required, the lanyard must be of an appropriate
length to restrain or keep the occupant within the basket, bucket, or platform. Employees
shall attach personal fall arrest equipment only to those anchorage or attachment points
provided by the aerial lift or elevating work platform equipment manufacturer.
c) The occupant must never attach his or her personal fall protection equipment to any part
of a building, structure, or other piece of equipment except when transferring between the
aerial lift or elevating work platform equipment and the outside structure. Prior approval
must be provided by a fall protection competent person designated by the County for this
type of transfer maneuver.

4)

EQUIPMENT INSPECTIONS
a) A pre‐delivery inspection shall be conducted on all aerial lift or elevating work platform
equipment purchased, rented, or leased by the County. Inspections shall be completed by
the equipment manufacturer, lessor, or supplier prior to first use.
b) Pre‐use inspections shall be conducted by aerial lift and elevating work platform
equipment operators at the beginning of each shift the equipment is used.
c) Annual aerial lift and elevating work platform equipment inspections shall be conducted by
a qualified mechanic in accordance with the manufacturers’ specifications. These
inspections shall include a full mechanical examination, including operational testing.
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d)
e)
f)

All aerial lift and elevating work platform equipment inspections shall be documented, with
a copy of each inspection kept on file by the department responsible for the equipment.
Employees shall report any defects found during aerial lift and elevating work platform
equipment inspections to their department supervisor.
Defective aerial lift or elevating work platform equipment shall be removed from service
until any deficiencies identified have been corrected.

5)

MAINTENANCE OF EQUIPMENT
a) Employees shall not operate aerial lift and elevating work platform devices that are
determined to be in need of repair, defective, or in any way unsafe to operate.
b) Department supervisors shall ensure that all aerial lift and elevating work platform
equipment used in areas under their supervision are maintained in accordance with the
manufacturers’ recommendations and this policy.
c) All maintenance and inspection records, including pre‐use inspection records, shall be
maintained by the department responsible for the equipment.

6)

EQUIPMENT CHANGES OR MODIFICATIONS
a) No changes or modifications to the original equipment manufacturer (OEM) design shall be
made without the written permission of the manufacturer. Written permission from the
manufacturer shall be kept on file by the department responsible for the aerial lift or
elevating work platform equipment.

7) RULES FOR SAFETY
a) General Requirements.
i)
Only trained and authorized employees shall operate aerial lift and elevating work
platform equipment.
ii) Passengers are not permitted to ride on aerial lift and elevating work platform
equipment unless the equipment is specifically designed for more than one person
and the passenger has a legitimate (work‐related) purpose for being on the
equipment.
iii) Operators shall never elevate another worker using their aerial lift or elevating work
platform equipment unless the passenger is properly positioned within the approved
operating compartment.
iv) Operators shall ensure that any guardrails are in place and access gates, chains, or
openings are closed per the manufacturers’ instructions.
v) Employees shall never climb up to or down from an extended platform.
vi) Employees shall never use stepladders or similar aids on aerial lift or elevating work
platform equipment to provide additional reach or height.
vii) Employees shall never stand on guardrails or planks, lean over guardrails, or climb out
of the basket or platform onto another surface or structure.
viii) Operators shall never override hydraulic, mechanical, or electrical safety devices.
ix) Operators shall never use their aerial lift or elevating work platform equipment as a
crane or hoist.
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x)

b)

Only tools, parts, or any other materials that can be evenly distributed and safely
handled should be brought into the bucket or onto the working platform.
xi) Tools, parts, or other materials shall not be dropped or thrown from the bucket or
working platform.
xii) When using welding or heating equipment from the bucket or working platform, the
vehicle shall be protected from sparks, slag, and electrical shock hazards.
xiii) Employees shall take care to prevent rope, electric cords, and hoses from becoming
entangled in the aerial lift or elevating work platform equipment.
Aerial Lift or Elevating Work Platform Equipment Operation.
i)
The operator shall be in full control of the equipment at all times.
ii) Ground controls shall not be operated on an occupied aerial lift or elevating work
platform device except in a case of an emergency.
iii) Employees shall never operate aerial lift or elevating work platform equipment near
electrical power lines or energized equipment unless the lines have been de‐energized
or adequate clearance is maintained in accordance with the following table.

Voltage Range
Phase to Phase

Minimum Separation Distance
Feet

Meters

Less than 50 kV

10

3.05

50 kV to 200 kV

15

4.60

200 kV to 350 kV

20

6.40

350 kV to 500 kV

25

7.62

500 kV to 750 kV

35

10.67

750 kV to 1000 kV

45

13.72

iv)

The operator will ensure that there is always a safe distance between his or her aerial
lift or elevating work platform equipment and any overhead obstacles.
v) Under all moving conditions, the operator shall limit aerial lift or elevating work
platform equipment speed according to the conditions of the ground surface, work
area congestion, visibility, surface slope, location of other personnel/equipment, and
any other factor that may result in equipment damage or injury to personnel.
vi) A ground person or “spotter” shall be used in areas where the operator’s vision is
obstructed, in high traffic areas, and in areas where noise impairs the ability of the
operator (and other workers in the area) to hear the back‐up alarm.
vii) Except for positioning, operators shall never travel with the work platform in the
elevated position. Any positioning while the platform is elevated shall be conducted in
the SLOW or CRAWL mode.
viii) No more than one person shall occupy the platform when traveling at a speed other
than in the SLOW or CRAWL mode.
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ix)

Employees shall never operate aerial lift or elevating work platform equipment near
drop‐offs, docks, curbs, or holes without a safety spotter present.
x) Operators shall ensure that load distribution on the equipment platform is in
accordance with the manufacturers’ rated capacity.
xi) Operators shall never operate aerial lift or elevating work platform equipment
outdoors in winds over 25 mph or when thunder can be heard or lightning seen.
xii) Operators shall never operate an aerial lift or elevating work platform in any manner
on grades, slopes, or ramps that exceed the manufacturers’ rating.
8)

PARKING
a) Operators will park their aerial lift or elevating work platform equipment where it will not
be in the way of other vehicles or work activities.
b) Operators of aerial lift and elevating work platform equipment shall not park and leave
them unattended in areas occupied or frequented by the public except with the approval
of their department supervisor.
c) Operators shall never park their aerial lift or elevating work platform equipment in a
location that blocks access to emergency equipment (e.g., eye wash stations/showers,
access to stairways, fire extinguishers, and emergency exits).
d) When leaving their aerial lift or elevating work platform equipment unattended, the
operator will follow normal parking procedures.
e) In no case shall aerial lift or elevating work platform equipment be parked and left
unattended in areas of excessive heat or near sources of ignition.

9)

FUELING
a) The following are general requirements for fueling and charging aerial lift or elevating work
platform equipment.
i)
Employees shall follow the manufacturers’ instructions for fueling or charging their
aerial lift or elevating work platform equipment.
ii) Employees shall fuel or charge their aerial lift or elevating work platform equipment
only in well‐ventilated areas.
iii) Employees shall never allow smoking, open flames, or other ignition sources in fueling
and charging areas.
iv) Employees shall follow the normal parking procedures for their type of aerial lift or
elevating work platform equipment prior to fueling or charging activities.
v) Employees shall always wear any required PPE when fueling or charging their aerial
lift or elevating work platform equipment.
vi) Employees should know the location of all first aid and emergency response
equipment prior to fueling or charging their aerial lift or elevating work platform
equipment.
vii) Fire suppression equipment shall be available in the fueling and charging area(s).
viii) Employees shall immediately inform their department supervisor if they detect a leak
in the fuel system of their aerial lift or elevating work platform equipment.
NOTE: Operators detecting leaks in their equipment’s fuel system shall immediately
remove it from service until the appropriate repairs can be made.
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ix)

Employees will take all necessary steps to prevent fuel spills. Any fuel spills that occur
will be promptly cleaned up before starting or moving the equipment.

Please Refer to Annex C for Aerial Lift and Forklift Weekly Inspection Form.
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RESPIRATORS
Purpose
The primary objective of the respiratory protection program is to protect County employees from the
adverse health effects of the inhalation of hazardous airborne contaminants through the
administration of a comprehensive respiratory protection program.
What is a Respirator
A respirator is an enclosure that covers the nose and mouth or the entire face or head. Respirators
can have two general types of fit: (1) tight‐fitting—that is, quarter masks, which cover the mouth and
nose; half masks, which cover the face from the hairline to below the chin and full‐face masks, which
cover the entire face; and (2) loose‐fitting, such as hoods, helmets, blouses, or full suits that cover the
head completely. There are two major classes of respirators:
 Air‐purifying to remove contaminants from the air, and
 Atmosphere‐supplying to provide clean, breathable air from an uncontaminated source.
The latter type of respirator is typically used for more hazardous respiratory exposures.
When Employees Need Respirators
Whenever feasible, employees shall control potential health hazards caused by breathing air
contaminated with hazardous airborne contaminants by using accepted engineering and other
control measures. When effective engineering and other control measures are not feasible, or while
they are being instituted, employees shall use the appropriate respiratory protection. Specifically,
respirators must be used in areas where respiratory hazards might be present and when effective
engineering or other controls are not feasible or when they are being installed.
Remember: Respirators have their limitations and should not be considered a substitute for
implementing effective engineering controls.
Selection of Respirators
Respirators shall be selected to provide the appropriate protection factor and compliance with a
Permissible Exposure Limit (PEL) for each potential or identified airborne contaminant in the work
area. As such, employees shall consider the following when selecting respiratory protection.
 What respiratory hazards exist? Respirators shall be selected and used based on the specific
respiratory hazard(s) to which an employee may be exposed.
 Is the respirator NIOSH‐certified? Each respirator selected shall be National Institute of
Occupational Safety and Health (NIOSH)‐certified and must be used in compliance with the
conditions of the NIOSH certification.
 What is the concentration of the respiratory hazard? The selected respiratory protection must
be able to safely handle the concentration of the hazardous airborne contaminant(s).
 Does the selected respirator fit? Employees shall have the ability to select their respirators
from a sufficient number of models and sizes so that the respirators are acceptable to and
correctly fits the users.
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Medical Evaluations
The County requires each employee that will use a respirator to undergo a medical evaluation to
determine his or her ability to safely use a respirator. A medical evaluation shall be performed prior
to fitting employees with respirators or requiring them to use respiratory protection in the
workplace. Medical evaluations shall be performed by a physician or other licensed health care
professional to perform the medical evaluations using the Respirator Medical Evaluation
Questionnaire. (See Annex C for the County’s Respirator Medical Evaluation Questionnaire.) All
pertinent information will be provided to the physician or other licensed healthcare provider before
any recommendation concerning an employee’s ability to use respirator can be determined.
Pertinent information provided to the physician or other licensed healthcare provider shall include:
 Type of respirator to be used.
 Frequency of respirator use.
 Environment of respirator use.
 Expected physical work effort during respirator use.
A follow‐up medical examination may be required for any employee who gives a response on the
questionnaire that indicates he or she may have trouble wearing a respirator. The follow up medical
examination may include any medical test, consultation, or diagnostic procedure that the licensed
physician or other licensed health care professional deems necessary to make a final determination.
The County shall also require additional medical evaluations if:
 An employee reports medical signs or symptoms that are related to their ability to use a
respirator.
 A physician or other licensed health care professional, a supervisor or another person
designated by the County deems that an employee needs to be re‐evaluated.
 Information from the County’s respiratory protection program, including observations made
during fit testing and program evaluation activities, indicates a need for employee re‐
evaluation.
 A change occurs in workplace conditions that may result in a substantial increase in the
psychological burden placed on an employee.
Fit Testing
The following fit testing requirements shall be used once an employee has successfully completed the
required medical examination.
 Employees whose job requires the use of a tight‐fitting facepiece respirator must pass the
appropriate qualitative (QLFT) or quantitative (QNFT) fit test. Fit testing activities shall be
performed prior to the initial use of a respirator, whenever a different respirator facepiece is
used, and at least annually thereafter. Employees shall undergo additional fit tests if changes
in their physical condition that could affect respirator fit have been identified or reported.
 Employees shall be fit tested using the same make, model, style, and size of respirator that
they will use.
 If the fit of an employee’s respirator is unacceptable, he or she shall be given a reasonable
opportunity to select a different respirator facepiece and be retested.
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Training
Employees potentially exposed to respiratory hazards in the workplace shall be trained in and familiar
with all aspects of this policy. Training shall include at least the following elements:
 Recognizing the hazards associated with various respirator operations.
 Discussing when and why a respirator may be necessary and how improper fit, usage, or
maintenance can compromise its protective effect.
 Reviewing the different types of respirators in the workplace.
 Knowing the limitations and capabilities of the respirators being used.
 Learning to don, doff, and use a respirator.
 Knowing how to use the respirator effectively in emergency situations, including situations in
which the respirator malfunctions.
 Knowing the procedures for inspecting, maintaining, and storing respirators.
 Recognizing medical signs and symptoms that may limit or prevent the effective use of
respirators.
Refresher training will be provided to employees at least annually.
Respirator Use
Respirators shall only be used for the purpose for which it was intended and in accordance with the
manufacturers’ specifications.
Respirator Inspections & Maintenance
Departmental heads or other designated persons shall ensure that respirators are inspected as
follows:
 All respirators used in routine situations shall be inspected before each use and during
cleaning.
 All respirators maintained for use in emergency situations shall be inspected at least monthly,
in accordance with the manufacturers’ recommendations, and shall be checked for proper
function before and after each use.
 Emergency escape‐only respirators shall be inspected before being carried into the workplace
for use.
If a respirator component is found to be defective, the respirator shall be taken out of service until it
can be properly repaired or replaced. Repairs to any respiratory protection device will be made by a
qualified person. Respiratory protection shall also be cleaned, stored, and maintained in accordance
with the manufacturer’s specifications.
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BLOODBORNE PATHOGENS
1)

PURPOSE
a) The purpose of this policy is to eliminate or minimize employee occupational exposure to
blood or other potentially infectious material (OPIM) through the implementation of
policies, procedures, and safe work practices.

2)

EMPLOYEE TRAINING
a) Effingham County (County) employees who may have occupational exposure to blood or
OPIM shall participate in training required by this policy. Training will occur before
assignment to a task where occupational exposure may take place. Refresher training will
be provided to employees at least annually.

3)

ENGINEERING AND WORK PRACTICE CONTROLS
a) Universal precautions shall always be observed by employees to prevent contact with
blood or OPIM. Specifically, employees shall always consider any blood or OPIM to be
infectious regardless of the perceived status of the source individual.
b) Engineering and work practice controls will be utilized whenever possible to eliminate or
minimize bloodborne pathogens exposure to employees.
c) Employees must wash their hands or other skin with antibacterial soap and water, or flush
mucous membranes with water, as soon as possible following an exposure incident.
Potentially exposed employees must also wash their hands immediately (or as soon as
feasible) after removal of gloves or other personal protective equipment (PPE).
d) Employees shall familiarize themselves with the nearest hand washing facilities for the
areas in which they work.
NOTE: If hand washing facilities are not available, then the County will provide either an
antiseptic cleanser in conjunction with clean cloth/paper towels or antiseptic towelettes. If
these alternatives are used, then the hands are still to be washed with soap and water as
soon as feasible.
e)

f)
g)
h)
i)

j)
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Employees who encounter improperly disposed of needles and/or other sharps shall
immediately notify their department supervisor of the location of the needles and/or other
sharps. These materials shall be disposed of in an appropriate, labeled sharps container.
Needles should never be recapped.
Needles and/or other sharps may be moved or picked up only by using a mechanical device
or tool (forceps, tweezers, pliers, broom and dust pan, etc.).
Breaking or shearing of needles and/or other sharps is prohibited.
No eating, drinking, smoking, applying cosmetics or lip balm, or handling contact lenses is
allowed in a work area where there is a reasonable likelihood of occupational exposure to
bloodborne pathogens.
No food or drinks shall be kept in refrigerators, freezers, shelves, or cabinets or on counters
or bench tops where blood or OPIM are present.
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k)

4)

Employees shall perform all procedures involving blood or OPIM in such a manner as to
minimize splashing, spraying, splattering, and the generation of droplets of these
substances.

CLEANUP AND DECONTAMINATION
a) Only those individuals or job classifications that are trained and authorized by designated
administrative personnel shall be responsible for the cleanup or decontamination of blood
or OPIM.
b) Areas, work surfaces, tools, objects, etc. contaminated with blood or other potentially
infectious materials shall be cleaned as soon as possible. Areas shall be cleaned with the
use of proper protective equipment and an appropriate disinfectant that is effective
against bloodborne pathogens.
c) Decontamination can be accomplished by utilizing a commercially available product
specifically designed for such applications or a solution of chlorine bleach mixed with
water. The solution mixture shall be one‐part chlorine bleach to ten parts of water.
NOTE: The bleach solution or disinfectant must be left in contact with contaminated work
surfaces, tools, objects, etc. for at least fifteen minutes before cleaning.
d)
e)

f)
g)

h)

5)

Equipment that may become contaminated with blood or OPIM will be examined and
decontaminated before servicing or use.
Employees shall not pick up needles and/or other sharps directly with their hands. These
materials may be moved or picked up only by using a mechanical device or tool (forceps,
tweezers, pliers, broom and dust pan, etc.).
The mechanical device(s) used must be cleaned and decontaminated if the needles and/or
other sharps may have held any potentially infectious material.
Known or suspected contaminated sharps shall be properly discarded immediately or as
soon as feasible in containers that are closeable, puncture‐resistant, leak‐proof on sides
and bottom, and marked with an appropriate biohazard label. When containers of
contaminated sharps are being moved from the area of use or discovery, the containers
shall be closed immediately before removal or replacement to prevent spillage or
protrusion of contents during handling, storage, transport, or shipping.
Reusable containers shall not be opened, emptied, or cleaned manually or in any other
manner that would expose employees to the risk of needle‐puncture/sharps injury.

OTHER REGULATED WASTE
a) Other regulated waste shall be placed in containers that are closeable, constructed to
contain all contents and prevent leakage of fluids during handling, storage, transportation,
or shipping. The waste container must be labeled or color coded and closed before removal
to prevent spillage or protrusion of contents during handling, storage, or transport.
Incineration of biohazardous waste shall be handled by a biological waste destructor.
Incineration of biohazardous waste shall be coordinated only by authorized County
personnel.
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NOTE: Employees should contact their department supervisor about biohazard bags, labels
and other regulated waste containers.
6)

LAUNDRY PROCEDURES
a) Laundry contaminated with blood or OPIM will be handled as little as possible. Only
authorized employees shall coordinate cleaning or disposal of contaminated laundry.

7)

PERSONAL PROTECTIVE EQUIPMENT
a) Where occupational exposure remains after institution of engineering and work controls,
PPE shall also be utilized.
b) Required protective clothing and PPE shall be provided by the County at no cost to
employees.
c) Protective clothing and PPE selection will be based on potential bloodborne pathogens
hazards in the workplace and other protective measures available to County employees.
d) Selected PPE will be considered appropriate only if it does not permit blood or OPIM to
pass through or reach employees’ clothing, skin, eyes, mouth, or mucous membranes
under normal conditions of use and for the duration of time for which the protective
equipment will be used.
e) Employees must:
i)
Utilize the appropriate PPE in occupational exposure situations.
ii) Use and maintain all PPE in accordance with the manufacturers’ specifications.
iii) Inspect all PPE before use.
iv) Remove garments and PPE that become penetrated by blood or OPIM immediately or
as soon as feasible.
v) Replace all garments and PPE that is torn or punctured or that loses its ability to
function as a barrier to blood and OPIM.
vi) Remove all PPE before leaving the work area.
vii) Place all garments and PPE in the appropriate designated area or container for
storage, cleaning, decontamination, or disposal.

8)

HEPATITUS B VACCINATIONS
a) Hepatitis B vaccinations shall be made available at no cost to all employees who have
potential occupational exposure unless the employee has previously received the complete
Hepatitis B vaccination series, antibody testing has revealed that the employee is immune,
or the vaccine is contraindicated for medical reasons. Depending on their job situation and
likelihood of exposure, the vaccine may also be offered to emergency responders, custodial
staff, maintenance workers, and other personnel as necessary.
b) If an employee initially declines the Hepatitis B vaccination but later decides to accept the
vaccination, the vaccination shall then be made available. All employees who decline the
Hepatitis B vaccination offered shall sign an OSHA‐required waiver indicating their refusal.
c) If a routine booster dose of Hepatitis B vaccine is recommended by the County’s
designated healthcare provider or the U.S. Public Health Service at a future date, such
booster doses shall be made available at no cost to those employees with potential
occupational exposure to blood or OPIM.
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9)

POST‐EXPOSURE EVALUATION AND FOLLOW‐UP
a) All exposure incidents shall be reported, investigated, and documented. When an
employee incurs an exposure incident, it shall be reported immediately to his or her
department supervisor. Following a report of an exposure incident, the exposed employee
shall go for a confidential medical evaluation.
b) The healthcare professional evaluating an employee will be provided with the following
information:
i)
A copy of this policy.
ii) A copy of the OSHA Bloodborne Pathogen Standard (29 CFR 1910.1030).
iii) Documentation of the route(s) of exposure.
iv) A description of the circumstances under which the exposure occurred.
v) Results of the source individual’s blood testing, if available.
vi) All medical records applicable to treatment of the employee, including vaccination
status.
NOTE: The employee will receive a copy of the healthcare professional’s written
opinion within fifteen days of the medical evaluation.
c)

d)

The healthcare professional’s written opinion for Hepatitis B vaccination is limited to the
following:
i)
Whether the employee needs a Hepatitis B vaccination.
ii) Whether the employee has received a Hepatitis B vaccination.
The healthcare professional’s written opinion for post‐exposure evaluation and follow‐up is
limited to the following information:
i)
That the employee was informed of the results of the medical evaluation.
ii) That the employee was informed about any medical conditions resulting from
exposure to blood or OPIM that require further evaluation or treatment.
NOTE: All other findings or diagnoses will remain confidential and will not be in a
written report.

e)

All medical evaluations shall be made by or under the supervision of a licensed physician or
someone under the supervision of a licensed healthcare professional. All laboratory tests
must be conducted by an accredited laboratory at no cost to the employee.
IMPORTANT: All medical records will be kept in accordance with applicable regulatory
requirements.

Refer to Annex D for a Blood And Body Fluid Exposure Form Report and Hepatitis B Vaccination
Form.
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MEDICAL AND EXPOSURE RECORDS
1)

PURPOSE
a) The purpose of this policy is to establish procedures for Effingham County (County)
employees, their designated representatives, and/or representatives from the
Occupational Safety and Health Administration (OSHA) to effectively gain access to
relevant medical and exposure records.

2)

PRESERVATION OF RECORDS
a) Employee Medical Records. The County shall preserve and maintain employee medical
records for the duration of each employee’s employment plus thirty years.
b) Employee Exposure Records. The County shall preserve and maintain employee exposure
records for at least thirty years.
c) Safety Data Sheets (SDS). The County shall maintain copies of safety data sheets for
hazardous chemicals that are applicable to OSHA’s employee exposure recordkeeping
requirements. Such SDS information shall be maintained by the County for a minimum of
thirty years.

3)

RECORDS ACCESS
a) Whenever an employee or designated representative requests access to medical records,
the County shall assure that access is provided in a reasonable time, place, and manner.
b) If the County cannot reasonably provide access to medical records within fifteen (15)
working days, a designated administrative staff member or another designated person
shall apprise the employee or his or her representative of the reason for the delay and the
earliest date when the records can be made available. This appraisal will happen within
fifteen days of the request for access.
c) The County shall make available to an employee or designated representative, in a
reasonable time, all employee medical and exposure records upon written request. The
employee or designated representative may submit a Medical and Exposure Records
Access Form, which is available from the County Board or designated administrative staff
member(s).
d) An employee or designated representative may release all or portions of his or her medical
and/or exposure records by submitting a Release of Medical Record Information Form,
available from the County.
e) Upon request, representatives of the Assistant Secretary of Labor for OSHA or the Director
of the National Institute for Occupational Safety and Health (NIOSH) shall have immediate
access to all employee medical and exposure records preserved and maintained by the
County.
f) Whenever an employee or designated representative requests a copy of a record, the
County shall assure that either:
i)
A copy of the medical record is provided without cost to the employee or
representative;
ii) The necessary mechanical copying facilities (e.g., photocopying) are made available
without cost to the employee or designated representative for copying the medical
record; or
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iii)

The medical record is loaned to the employee or designated representative for a
reasonable time to enable a copy to be made.
NOTE: In the case of an original X‐ray, the County may restrict access to on‐site
examination or make other suitable arrangements for the temporary loan of the X‐ray.

g)
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Whenever a record has been previously provided without cost to an employee or
designated representative, the County may charge reasonable, non‐discriminatory
administrative costs (i.e., search and copying expenses but not including overhead
expenses) for a request by the employee or designated representative for additional copies
of the record, except that the County shall not charge for an initial request for a copy of
new information that has been added to a record that was previously provided.
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MEDICAL SERVICES AND FIRST AID
1)

PURPOSE
a) The purpose of this policy is to encourage and promote the safe and efficient provision of
first aid for minor injuries through employee self‐care and voluntary first aid providers.

2)

GENERAL
a) Effingham County (County) and its employees shall place emphasis on the prevention of
accidents and injuries. When accidents or injuries do occur, employees will report the
incident to their department supervisor as soon as possible.
b) Designated County administrative personnel shall ensure the availability of medical
personnel, as needed, for advice and consultation on matters of employee health
stemming from work activities at their facilities.
c) During emergency situations, employees shall call local emergency management services in
accordance with the County’s Emergency Operating Procedures.
IMPORTANT: Employees with the proper training and qualifications may provide medical
assistance to other County employees based on the condition and symptoms of the ill or
injured person and the capability and comfort of the responding individual(s). Unless
specifically designated as a medical caregiver by the County, employees are not required to
provide medical assistance to others.
d)

When deciding to aid, employees shall:
i)
Not provide medical care beyond the scope of their training and qualifications.
ii) Obtain the consent of the ill or injured person prior to offering any medical assistance.
NOTE: This requirement is only applicable if the ill or injured person can provide
consent.
iii)
iv)

3)

Comply with all requirements outlined in the County’s Bloodborne Pathogens
Program.
Report the incident to their departmental supervisor as soon as possible.

GOOD SAMARITAN ACT
a) Unless designated as a medical caregiver by the County, employees are not required to
provide medical assistance to others. Beyond designated medical caregivers, trained
employees who render first aid to others do so in a volunteer capacity, not as part of their
job responsibilities. As such, volunteer caregivers rendering first aid while on the job will
not act negligently when providing care to others and shall comply with the Good
Samaritan Statute of Illinois.
Good Samaritan Statute of Illinois
“Any person, who in good faith provides emergency or non‐emergency medical services, in
the normal course of conducting his or her duties, or in an emergency, shall not be civilly
liable as a result of his or her acts or omissions in providing such services unless such acts or
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omissions, including the bypassing of nearby hospitals or medical facilities in accordance
with the protocols developed pursuant to this Act, constitute willful and wanton
misconduct.”
4)

EMPLOYEE TRAINING
a) All employees who have been designated by the County as medical caregivers shall
participate in training covered by this policy. Training will occur before assignment to a task
where the employee may need to respond to a medical (first aid) situation. The training
program will include at least the following elements:
i)
Basic First Aid
ii) Cardiopulmonary Resuscitation (CPR)
iii) Automated External Defibrillator (AED)
iv) Bloodborne Pathogens
NOTE: Employees designated to be medical caregivers shall be required to successfully
complete a nationally recognized program (e.g., American Red Cross, American Heart
Association, etc.). At a minimum, refresher training shall be completed in accordance with
the requirements of the nationally recognized program.

5)

FIRST AID KITS
a) Adequate first aid supplies (kits) shall be readily available to all employees and stored in
clean, clearly marked containers. All first aid kits provided by the County shall meet the
requirements of ANSI Z308.1‐2003. Department supervisors or other designated persons
shall determine the exact contents of each first aid kit in work areas under their
supervision. Contents of each first aid kit shall be adjusted as necessary to address the
specific hazards of each work environment.

6)

FIRST AID KIT ACCESS
a) Requirements for access to County‐provided first aid kits include:
i)
Each County building, facility, and jobsite shall have an adequately stocked first aid kit
available.
ii) The location of first aid kits shall be made known to all employees.
iii) All employees will have access to first aid supplies.
iv) When necessary, first aid kits shall be available and stored in assigned County
vehicles.

7)

FIRST AID KIT INSPECTION
a) First aid kits must be inspected and completely stocked by department supervisors or other
authorized persons, prior to being placed at a jobsite for use.
b) A department supervisor or other authorized person shall be responsible for inspecting and
maintaining first aid supplies, including stocking kits and checking expiration dates.
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8)

EMERGENCY SHOWER AND EYEWASH STATIONS
a) Emergency shower and eyewash stations shall be available in all areas where injurious or
corrosive chemicals are used.
b) Emergency shower and eyewash stations provide for an immediate drench of the eyes
and/or skin and shall be accessible within ten (10) seconds of an applicable incident and
placed not more than 100 feet from a hazard.
c) Access to emergency showers and eyewash stations shall be available without intervening
partitions or obstructions.
d) When using emergency showers or eyewash stations, employees should flush their eyes
and/or skin for at least fifteen (15) minutes.
e) Employees shall notify their departmental manager or supervisor of any incident and seek
medical assistance for incidents requiring the use of emergency showers and/or eyewash
stations.

9)

EYEWASH BOTTLE STATION
a) Eyewash bottle stations are not intended to replace a plumbed or self‐contained eyewash
station but are to be used in conjunction with either station.
b) Eyewash bottles must be sealed when not in use.
c) Eyewash bottles must have the expiration date listed on the bottle.

10) BASIC CARDIOPULMONARY RESUSCITATION
a) All medical caregivers designated by the County shall be adequately trained in
cardiopulmonary resuscitation (CPR) protocols.
b) Designated caregivers shall complete a nationally recognized CPR program (e.g., American
Red Cross, American Heart Association, etc.). At a minimum, designated caregivers shall
complete refresher training in accordance with the requirements of the nationally
recognized program.
NOTE: Department supervisors shall ensure that CPR protective barriers are included in the
County’s first aid and/or bloodborne pathogen kits.
11) AUTOMATED EXTERNAL DEFIBRILLATORS
a) The purpose of maintaining an automated external defibrillator (AED) is to treat victims
who experience a cardiac emergency within County buildings or facilities.
b) All medical caregivers designated by the County shall be adequately trained in AED usage
through the completion of a nationally recognized program.
c) All AED equipment shall be inspected by departmental managers and supervisors, or other
designated persons, once each calendar month. This inspection shall include a review of
the following elements:
i)
AED emergency kit supplies (gloves, razor, CPR mask, etc.).
ii) AED battery life.
iii) AED operation and status.
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12) MEDICAL AND EXPOSURE RECORDS
a) The County shall allow employees, and their designated representative(s), complete access
to the employees’ medical and exposure records generated while working for the County.
Likewise, the County shall make accessible to employees, and their designated
representative(s), all information available pertaining to any hazardous substances to
which the employees have been exposed.
Refer to Annex D for Medical Exposure Records Access Form and Release of Medical Information
Form.
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EMERGENCY OPERATING PROCEDURES
Notification Procedures
EOP: Administration Notification
In the event of an emergency or a situation that could evolve into an emergency, administration must
be informed immediately. The following individuals shall be notified for events concerning the
County:
The Emergency Manager maintains an updated Emergency Notification List and Procedure.
EOP: Emergency Response Team Notification
This procedure applies to situations that require implementing the Emergency Response Plan for
release of hazardous substances or immediate notification of administration team of a significant
emergency event. Any member of administration can be contacted through their office or by their
mobile phone number.
EOP: Employees Notification
Employees may be notified of emergencies by their supervisors. After initial notification, employees
will be provided direction by on scene supervisors.
EOP: External Notification
The preferred method for contacting local Emergency Response Assistance is to call 911; this will
provide initial notification to Law Enforcement, Fire Department and EMS.
EOP: County Notification
If any media interest is expected, contact Administration for assistance.
Reporting Losses
In the following cases, the Departments will be notified in a timely manner:
 Fire/Explosion Damage
 Flood Damage
 Tornado/High Wind Damage
 Theft
 Vehicle Damage
County Contact List
See Annex D for the List of County names and phone numbers.
EOP: Emergency Evacuation ‐ Background
The need for evacuation can be for many reasons. The keys to a successful evacuation are supervisor
coordination and control, and pre‐determined routes and assembly areas.
Administration Action
 After administration is on scene, determine the need for an emergency evacuation exists,
announcements and instructions will be issued.
 Administration will immediately start actions, taking into consideration the nature and extent
Effective Date: February 18, 2020
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of the emergency.
Specific Responsibilities & Assigned Actions for Supervisors
 Lead employees from work areas when evacuation is required.
 Provide necessary assistance to any employees with disabilities.
 Escort employees to the designated assembly area.
 Account for employees at the designated assembly area.
 Notify office of any employees that are not accounted for.
 Provide control of employees at assembly areas.
EOP: Tornado and High Winds ‐Background
Tornadoes develop from powerful thunderstorms. They are incredibly violent local storms that
extend to the ground with winds that can reach 300 mph. They can uproot trees, destroy buildings
and turn harmless objects into deadly missiles in a matter of seconds. Damage paths can exceed one
mile wide and 50 miles long.
Definitions
Tornado Watch ‐ Be ready to take shelter. Tornadoes are likely.
Tornado Warning ‐ Take shelter immediately. A tornado has been sighted in the area.
Type of Shelter Areas ‐ The best protection in a tornado is usually an underground area. The best
above ground areas in a building are:
 Small interior rooms on the lowest floor without windows.
 Hallways on lowest floor away from outside doors and windows.
 Rooms constructed of reinforced concrete, brick or block with no windows and a heavy
concrete floor or roof system. Buildings with flat, wide‐span roofs are not considered safe.
Administration Pre‐Action
 During Thunderstorm season ensure National Oceanic and Atmospheric Administration
(NOAA) Weather Radio (with warning alarm & battery backup) is functioning properly. During
Tornado Watches, assign a specific person to monitor the radio.
 During high probability periods or during Tornado Watches, consider placing spotters to warn
of approaching systems.
 Pre‐alert supervisors concerning the possibility of the need for directing Employees to
emergency shelter.
 During Tornado Watches, place a sign at the main entrance and exit to notify people of the
potential hazardous condition.
Administration Immediate Action
 After the need to take shelter has been established announcements shall be made to take
shelter.
 Immediately initiate sheltering action.
 Direct all employees to move from their workstation to along the nearest interior wall.
 Assume the lowest position possible and protect the head area with arms.
 After the threat has passed, initiate a head count and return to work or as directed by County
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administration.
EOP: Fire / Explosion ‐ Background
 Refer to the County’s Fire Prevention policy.
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FIRE PREVENTION
The best defense against a fire is to prevent a fire from starting in the first place. Although many
products are not flammable, some packaging types commonly used today, such as cardboard, foam
compositions, paper packing and chemicals are definite fire hazards. You need to know what to do to
keep fires from starting, as well as how to deal with the emergency of an accidental fire. It is to your
benefit to know how to prevent and how to respond in a fire emergency.
There are five (5) fire classifications. They are as follows: A, B, C, D and K. Each classification has a
special symbol and color identification. We will explain each, as it is important when putting out a fire
to use the proper extinguisher and method.
CLASS A
The most common type of fire. The combustible materials are wood, cloth, paper, rubber and
plastics. The most common extinguishing agent is water, but dry chemicals are also effective. Do not
use a carbon dioxide extinguisher or those using sodium or potassium bicarbonate chemicals on Class
A fires.
CLASS B
Flammable liquids, gases and greases create these fires. The extinguisher to use is foam, carbon
dioxide and dry chemical. Also, water fog and vaporizing liquid extinguisher can be used.
CLASS C
Because class C fires are electrical fires, use a non‐conducting agent to put them out, for example,
carbon dioxide and dry chemical extinguisher. Never use a foam or water‐type extinguisher on these
fires.
CLASS D
Fires arising from combustible metals, such as magnesium, titanium, zirconium and sodium are
categorized as class D fires. These fires require specialized techniques to extinguish them. None of
the common extinguishers should be used since they can increase the intensity of the fire by adding
an additional chemical reaction.
CLASS K
Cooking oils such as animal fats and vegetable oils are causes of these fires.
There are only two dry chemical extinguishers that can be used on A, B, and C fires, and those are
multi‐purpose (ABC) extinguishers, either stored pressure or cartridge operated. Multi‐purpose
extinguishers will handle all A, B and C fires. All fire extinguishers must be labeled, be sure to read the
label.
Housekeeping to Prevent Fires
The importance of good housekeeping ties in closely with fire prevention. If you allow debris or
flammable material to accumulate, the risk of starting a fire increase. Everyone must help to keep the
work area clutter‐free and safe from other fire hazards, such as improperly used or stored chemicals.
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Fire Checklist
 Try not to panic ‐ Acting calmly, assessing the extent of the blaze and acting quickly to contain
or extinguish the blaze is important.
 If a fire can be contained or extinguished and you are properly trained, then use the correct
extinguisher on the blaze. When using the typical extinguisher, follow the PASS method.
 Hold the extinguisher upright, and:
o Pull the pin, stand back eight or ten feet
o Aim at the base of the fire
o Squeeze the handle
o Sweep at the base of the fire with the extinguishing agent
 Remember that most extinguisher have a very limited operation time, only a few seconds, so
you must act fast and spray correctly at the base of the fire, not at smoke or flames.
 Time is of the essence in firefighting. At no time will employees attempt to contain a fire that
has progressed past the initial small (incipient) stage.
 Be especially aware of smoke and noxious fumes. Inside a building that is in flames, you
should shut all doors within your reach. If you are trapped, and can make your way to an exit,
get to your hands and knees and crawl. This is because you will inhale less smoke near the
floor.
 Use a shield. Heavy blankets or tarps will help you get out of the building with less risk of
injury.
 Fire Prevention. Extreme care is especially important when working with chemicals such as
flammable solvents, gasoline, gases, and fuels.
 It is important to remember that the normal evacuation path could be towards the fire. In
these cases, alternate routes, away from the fire are to be used.
Chemical Fires
Chemicals can cause serious injuries through physical (fire or explosion) or health (burns or poisons)
hazards. The inherent properties that make chemicals hazardous include:
 Flammability
 Reactivity
 Explosivity
Handling Flammable Liquids
Flammable liquids give off ignitable vapors and there are many ignition sources. These flames (or
ignition sources) might be cigarettes, a hand tool that sparks, a cutting torch or an operating motor.
The safe handling of flammable liquids can be grouped in four segments:
 Storage
o Proper storage of fuels and chemicals
o Good ventilation
 Transfer
o Gravity flow
o Pump method
 Use
o Liquids should be store in safety cabinets at work stations.
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Disposal
o Compressed Gases
 Never roll or drag cylinders ‐ use a hand cart or truck.
 Store all cylinders upright and secure them to a secure structure.
 Compressed gases should be stored in dry, cool and well‐ventilated areas.
 Be very careful about fittings or connections.
Training
Employees will undergo training to familiarize themselves with the general principles of fire
extinguisher use and the hazards involved in incipient stage firefighting. Training will be conducted
prior to the initial assignment and at least annually thereafter.
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ACTIVE SHOOTER
Purpose
The purpose of this policy is to ensure that there are procedures in place to protect
employees/visitors and County property in the event of an active shooter on County grounds or in
County buildings.
Scope
This policy outlines the responsibilities and duties as well as procedures for employees responding to
an active shooter on County grounds on in County buildings.
An active shooter is an individual actively engaged in killing or attempting to kill people in a confined
space or other populated area, most often using firearms and following no pattern or method in the
selection of victims.
How to Respond
When an active shooter is in your vicinity, you must be prepared both mentally and physically to deal
with the situation. Quickly determine the most reasonable way to protect your own life.
1. Run









Have an escape route and plan in mind.
Leave your belongings behind.
Evacuate regardless of whether others agree to follow.
Help others escape, if possible.
Do not attempt to move the wounded.
Prevent others from entering an area where the active shooter may be.
Keep your hands visible.
Call 911 when you are safe.

2. Hide




Hide in an area out of the shooter’s view.
Lock doors or block entry to your hiding place.
Silence your cell phone (including vibrate mode) and remain quite.

3. Fight






Fight as a last resort and only when your life is imminent danger.
Attempt to incapacitate the shooter.
Act with as much physical aggression as possible.
Improvise weapons or throw items at the active shooter.
Commit to your actions…your life depends on it!

Call 911 when it is safe to do so.
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Once you have reached a safe location, you will likely be held in that area by law enforcement until
the situation is under control, and all witnesses have been identified and questioned. Do not leave
the area until law enforcement authorities have instructed you to do so.

Recognizing Signs of Potential Workplace Violence
An active shooter may be a current or former employee. Alert your department head if you believe
an employee exhibits potentially violent behavior. Indicators of potentially violent behavior may
include one or more of the following:
 Increased use of alcohol and/or illegal drugs.
 Unexplained increase in absenteeism, and/or vague physical complaints.
 Depression/Withdrawal.
 Increased severe mood swings, and noticeably unstable or emotional responses.
 Increasingly talks of problems at home.
 Increase in unsolicited comments about violence, firearms, and other dangerous weapons and
violent crimes.

90

Effective Date: February 18, 2020

BACK SAFETY TIPS
Back disorders are listed in the "top ten" leading workplace injuries published by the National
Institute of Occupational Safety and Health (NIOSH). They account for a large percent of all nonfatal
injuries and illnesses involving days away from work.
Here are some tips to keep your back in optimum condition:
While Lifting
 Don't bend over an object you are lifting. Bend your knees, squatting in front of the object to
reach it.
 Lift all objects slowly and carefully, using your leg and arm muscles to lift, not pulling with
your back.
 Keep your head up and look straight ahead while making the lift.
 While lifting, keep the object as close to your body as possible.
 Keep abdominal muscles tight while making the lift.
 Use the same techniques when you put the object down.
 If the object is too big or too heavy to lift using these techniques, use mechanical assistance or
get someone else to help.
When Reaching For Objects
 Do not reach for an object unless you're sure you're strong enough to lift it.
 Use a stepladder to reach objects above shoulder height.
 Avoid awkward stretches while reaching. Those types of stretches stress your back and could
cause a loss of balance.
 Don't depend on structures to support you (e.g., a shelf support, a storage rack, etc.).
Structure may not be sturdy enough to withstand you tugging on them.

91

Effective Date: February 18, 2020

SLIPS, TRIPS, AND FALLS
The following are some helpful tips to alleviate injuries caused by slips, trips and falls.
Slips





Practice safe walking skills. If you must walk on wet surfaces, take short steps to keep your
center of balance under you and point your feet slightly outward. Move slowly and pay
attention to the surface you’re walking on.
Clean up spills right away. Whenever you see any kind of spill, clean it up yourself or report it
to a maintenance person. Even minor spills can be very hazardous.
Don’t let grease accumulate on a shop floor around machinery. If grease is present in your
work area, be sure that it’s cleaned up promptly.
Be more cautious on smooth surfaces. Move slowly on floors, which have been waxed but not
buffed, and other slippery surfaces.

Wearing the Right Shoes Helps
One of the best ways to help prevent slip, trip and fall injuries is to increase friction between your
shoes and the surfaces you walk on. The amount of traction a sole provides varies with the work
surface.
When selecting safety shoes, you should determine what conditions and/or hazards you face most
often on the job. Non‐slip shoes and soles will be useful when climbing ladders or scaffolds. Be sure
your footwear matches the working conditions present on your job.
Properly Cleaned Floors Help
OSHA requires that the workplace be kept clean and orderly. Floors must be dry and free of
protruding objects such as nails, splinters, holes or loose boards.
What Happens When You Trip?
Trips occur whenever your foot hits an object and you are moving with enough momentum to be
thrown off balance. A trip can happen when your work area is cluttered, when lighting is poor, or
when an area has loose footing. Trips are more likely to happen when you are in a hurry and don’t
pay attention to where you’re going. Remember these rules to avoid tripping:
 Make sure you can see where you’re going. Carry only loads that you can see over.
 Keep work areas well‐lit. Turned off lights and burned‐out bulbs can interfere with your ability
to see clearly. Don’t grope in the dark. Use a flashlight or extension light to make your walking
area visible in unlighted areas.
 Keep your work area clean and don’t clutter aisles or stairs. Store materials and tools in
closets, cabinets, or specially assigned storage areas.
 Arrange furniture so that it doesn’t interfere with walkways or pedestrian traffic in your area.
 Extension or power tool cords can be dangerous tripping hazards. Tape them to the floor or
arrange them so that they won't be in the way for pedestrians.
 Eliminate hazards due to loose footing on stairs, steps, and floors. Report loose carpeting,
stair treads, or handrails. Broken pavement and floor boards of loose floor tiles can also catch
a foot and cause a fall.

92

Effective Date: February 18, 2020



On loading docks, store gangplanks and ramps properly.

Stairs
 Use handrails whenever possible. If you are carrying something and can’t grip the rail, use
extra caution.
 Don’t run up or down or jump from landing to landing.
 Don’t carry a load that you can’t see over.
 Report any unsafe conditions promptly. Maybe you can’t control lighting or a cluttered
stairway, but you can report them to your supervisor or maintenance staff.
 Report broken stair treads, floor boards or handrails.
Falls
Most falls are slips or trips at ground level but falls from greater heights pose a much higher risk of
serious injury. Avoid falls of any kind with these safety measures:
 Don’t jump. Lower yourself carefully from docks, trucks or work stages.
 Check lighting. Make sure hallways, stairs and work areas are properly lit.
 Repair or replace stairs or handrails that are loose or broken. If maintenance isn’t your job,
report these hazards to the proper personnel in your department. Don’t store things on stairs
or in aisles.
 Wear good shoes. Non‐skid soles are a good choice.
 Use the proper fall protection when working from unprotected elevated heights of four (4)
feet or more where a fall hazards exists.
Ladders
 Don’t build makeshift ladders out of chairs, benches or boxes. If the job calls for a ladder, take
the time to find one.
 Make sure there is only one person on a ladder at a time. Never overload the ladder you are
using.
 Check the ladder’s condition before climbing. Don’t use a ladder with broken or cracked rails
or rungs or with rungs made slippery by grease or oil. The ladder should have safety feet.
 Don’t place a ladder on boxes or blocks to make it taller.
 Inspect all ladders for defects before you begin climbing. Face front and use both hands as you
climb. Always maintain three points of contact when climbing or descending a ladder.
 Don’t overreach from a ladder. If your waist reaches past the uprights, you’ve gone too far ‐
move the ladder.
 Set extension ladders up properly by using the 4 to 1 rule. The distance from the wall to the
base of the ladder should be one fourth the distance from the base of the ladder to where it
touches the wall.
 Hoist tools or materials up to you after you reach the top of the ladder. You need both hands
for climbing.
 Don’t stand on top of a step ladder. Also, be careful not to get too close to the top of an
extension or straight ladder.
 Make certain extension ladders extend at least three (3) feet above the upper level.
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Secure your ladder before use.
Never place ladders in front of a door or other location where it may be accidently knocked
over.
Properly store ladders in accordance with the manufacturers’ specifications.

Scaffolds
 Make sure scaffolds are sturdy.
 Check them daily for any safety defects.
 Always clear work surfaces of snow, ice or slippery materials.
 Sand wet planking for sure footing.
 Never overload scaffolds with people, equipment or supplies.
 Lock casters on mobile scaffolds even if only for light‐duty work.
 Fall and climbing protection devices prevent injury in the event of an accidental slip, trip or fall
on ladders or scaffolding. If your job requires you to wear such a fall protection device, know
how it works and keep it in good working condition.
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ELECTRICAL SAFETY
Purpose
The Electrical Safety program is designed to prevent electrically related injuries and property damage.
This program also provides for proper training of maintenance employees to ensure they have the
requisite knowledge and understanding of electrical work practices and procedures. Only employees
qualified in this program may conduct adjustment, repair or replacement of electrical components or
equipment. Electricity has long been recognized as a serious workplace hazard, exposing employees
to such dangers as electric shock, electrocution, fires and explosions.
Responsibilities
Administration
 Provide training for qualified and unqualified employees.
 Conduct inspections to identify electrical safety deficiencies.
 Guard and correct all electrical deficiencies promptly.
 Ensure all new electrical installations meet codes and regulations.
 Promote safety‐related work practices meant to prevent electric shock.
Employees
 Report electrical deficiencies immediately.
 Not work on electrical equipment unless authorized and trained.
 Properly inspect all electrical equipment prior to use.
 Utilize the County’s Lockout/Tagout Program.
Hazard Control
Engineering Controls
 All electrical distribution panels, breakers, disconnects, switches and junction boxes shall be
completely enclosed.
 Water tight enclosure shall be used where there is possibility of moisture entry either from
operations or weather exposure.
 Electrical distribution areas will be guarded against accidental damage by locating in
specifically designed rooms, use of substantial guard posts and rails and other structural
means.
 A clear approach and three (3) foot side clearance shall be maintained for all distribution
panels.
 All conduits shall be fully supported throughout its length. Non‐electrical attachments to
conduit are prohibited.
 All non‐rigid cords shall be provided strain relief where necessary.
Administrative Controls
 Only trained and authorized employees may conduct repairs to electrical equipment.
 Contractors performing electrical work must be hold a license for the rated work.
 Areas under new installation or repair will be sufficiently guarded with physical barriers and
warning signs to prevent unauthorized entry.
 Access to electrical distribution rooms is limited to those employees who have a need to
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enter.
All electrical control devices shall be properly labeled.
Work on energized circuits is prohibited unless specifically authorized by the Maintenance
Supervisor.
All qualified employees will follow established electrical safety procedures and precautions.

Electrical Equipment
Protective Equipment
 Qualified employees will wear electrically rated safety shoed/boots.
 All tools used for electrical work shall be properly insulated.
 Electrical rated gloves shall be available for work on electrical equipment.
 Electrically rated matting will be installed in front of all distribution panels in electric utility
rooms.
Examination
Electrical equipment shall be free from recognized hazards that are likely to cause death or serious
physical harm to employees. Safety of equipment shall be determined using the following
considerations:
 Suitability for installation and use in conformity with the provisions of this subpart. Suitability
of equipment for an identified purpose may be evidenced by listing or labeling for that
identified purpose.
 Mechanical strength and durability, including, for parts designed to enclose and protect other
equipment, the adequacy of the protection thus provided.
 Electrical insulation.
 Heating effects under conditions of use.
 Arcing effects.
 Classification by type, size, voltage, current capacity and specific use.
 Other factors which contribute to the practical safeguarding of employees using or likely to
come in contact with the equipment.
Identification of Disconnecting Means and Circuits
Each disconnecting means for motors and appliances shall be legibly marked to indicate its purpose.
Each service, feeder, and branch circuit, at its disconnecting means or overcurrent device, shall be
legibly marked to indicate its purpose. These markings shall be of sufficient durability to withstand
the environment involved.
A disconnecting means is a switch that is used to disconnect the conductors of a circuit from the
source of electric current. Disconnect switches are important because they enable a circuit to be
opened, stopping the flow of electricity, and thus can effectively protect workers and equipment.
Each disconnect switch or overcurrent device required for a service, feeder, or branch circuit must be
clearly labeled to indicate the circuit's function and the label or marking should be located at the
point where the circuit originates. For example, on a panel that controls several motors or on a motor
control center, each disconnect must be clearly marked to indicate the motor to which each circuit is
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connected.
All labels and markings must be durable enough to withstand weather, chemicals, heat, corrosion, or
any other environment to which they may be exposed.

Definition of Terms
Qualified Worker
An employee trained and authorized to conduct electrical work.
Unqualified Worker
Employees who have not been trained or authorized by administration to conduct electrical work.
Training
Training for Unqualified Employees
Training for Unqualified Employees is general electrical safety precautions to provide an awareness
and understanding of electrical hazards.
Electrical Safety Rules for Non‐Qualified Workers
 Do not conduct any repairs to electrical equipment.
 Report all electrical deficiencies to your supervisor.
 Do not operate equipment if you suspect an electrical problem.
 Water and electricity do not mix.
 Even low voltages can kill or injure you.
 Do not use cords or plugs if the ground prong is missing.
 Do not overload electrical receptacles.
 Do not work on any energized parts.
General Protective Equipment and Tools
General Protective Equipment and Tools shall be used when in the proximity of, or working on,
exposed energized parts. The following rules apply:
 When working on or near exposed energized parts, employees shall use insulated tools or
handling equipment suitable for the voltage present and working environment. In cases
where the insulation may be damaged, a protective outer layer should be employed.
 Fuse handling equipment, insulated for the circuit voltage, shall be used to remove or install
fuses when the terminal is energized.
 Ropes and other hand‐lines used near exposed energized equipment shall be non‐conductive.
Warnings and Barricades
Warnings and barricades shall be employed to alert employees of the present danger related to
exposed energized parts. The following rules apply:
 Safety signs, warning tags, etc., must be used to warn employees of the electrical hazards
present, even temporarily, that may endanger them.
 Non‐conductive barricades shall be used with safety signs to prevent employees access to
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exposed energized parts or areas.
Where barricades and warning signs do not provide adequate protection from electrical
hazards, an Attendant shall be stationed to warn and protect employees

Powered Equipment Safety Rules
Electrical equipment is defined as cord or plug‐type electrical device, which includes the use of
flexible or extension cords. Examples of portable electrical equipment included powered hand tools,
powered bench tools, fans, radios, etc. The following safety rules apply to portable electrical
equipment (PEE):
 PEE shall be handled in such a manner as to not cause damage. Power cords may not be
stapled or otherwise hung in a way that may cause damage to the outer jacket or insulation.
 PEE shall be visually inspected for damage, wear, cracked or spilt outer jackets or insulation,
etc., before use or before each shift. PEE that remains connected once put in place need not
be inspected until relocated. Any defects, such as cracked or split outer jackets or insulation
must be repaired, replaced or placed out of service.
 Always check the compatibility of cord sets and receptacles for proper use.
 Ground type cord sets may only be used with ground type receptacles when used with
equipment requiring a ground type conductor.
 Attachment plugs and receptacles may not be altered or connected in a way that would
prevent the proper continuity of the equipment grounding conductor. Adapters may not be
used if they interrupt the continuity of the grounding conductor.
 Only portable electrical equipment that is double insulated or designed for use in areas that
are wet or likely to contact conductive liquids may be used.
 Employees that are wet or have wet hands may not handle PEEs (plug‐in, un‐plug, etc.).
Personal protective equipment must be used when handling PEEs that are wet or covered
with a conductive liquid.
Electrical Circuit Safety Procedures
Electrical power and lighting circuits are defined as devices specifically designed to connect,
disconnect or reverse circuits under a power load condition. When these circuits are employed, the
following rules apply:
 Cable connectors (not of load‐break type) fuses, terminal plugs or cable splice connectors may
not be used, unless an emergency, to connect, disconnect or reverse in place of proper
electrical circuits.
 After a protective circuit is disconnected or opened, it may not be connected or closed until it
has been determined that the equipment and circuit can be safely energized.
 Over‐current protectors of circuits or connected circuits may not be modified, even on a
temporary basis, beyond the installation safety requirements.
 Only qualified employees may perform test on electrical circuits or equipment.
 Test equipment and all associated test leads, cables, power cords, probes and connectors shall
be visually inspected for external damage before use.
Any damage or defects shall be repaired before use or placed out of service.
 Test equipment shall be rated to meet or exceed the voltage being tested and fit for the
environment in which it is being used.
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Where flammable or ignitable materials are stored, even occasionally, electrical equipment
capable of igniting them may not be used unless measures are taken to prevent hazardous
conditions from developing.
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MACHINE SAFETY
Purpose
The Machine Safety Program is designed to protect employees from hazards of moving machinery. All
hazardous areas of a machine shall be guarded to prevent accidental "caught in" situations.
Responsibilities
Administration
 Ensure all machinery is properly guarded.
 Provide training to employees on machine guard rules.
 Ensure new purchased equipment meets the machine guard requirements prior to use.
Supervisors
 Train assigned employees on the specific machine guard rules in their areas.
 Monitor and inspect to ensure machine guards remain in place and functional.
 Immediately correct machine guard deficiencies.
Employees
 Do not remove machine guards unless equipment if locked and tagged out.
 Replace machine guards properly.
 Report machine guard problems to supervisors immediately.
 Do not operate equipment unless guards are in place and functional.
 Only trained and authorized employees may remove machine guards.
Definition of Terms
Guards
Barriers that prevent employees from coming into contact with moving portions or parts of exposed
machinery or equipment which could cause physical harm to the employees.
Enclosures
Mounted physical barriers, which prevent access to moving parts of machinery or equipment.
Point‐of‐Operation
The area on a machine or item of equipment, where work is being done and material is positioned for
processing or change by the machine.
Power Transmission
Any mechanical parts which transmit energy and motion from a power source to the point‐of‐
operation. Example: Gear and chain drives, cams, shafts, belt and pulley drives and rods. NOTE:
Components which are seven (7) feet or less from the floor or working platform shall be guarded.
Nip Points
In‐running machine or equipment parts, which rotate towards each other, or where one part rotates
toward a stationery object.
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Shear points
The reciprocal (back and forth) movement of a mechanical part past a fixed point on a machine.

Rotating Motions
An exposed mechanism is dangerous unless guarded. Even a smooth, slowly rotating shaft or coupling
can grasp clothing or hair upon contact with the skin and force an arm or hand into a dangerous
position. Affixed or hinged guard enclosure protects against this exposure.
Reciprocating
Reciprocating motions are produced by the back and forth movements of certain machine or
equipment parts. This motion is hazardous, when exposed, offering pinch or shear points to an
employee. A fixed enclosure such as a barrier guard is an effective method against this exposure.
Transverse Motions
Transverse motions are hazardous due to straight line action and in‐running nip points. Pinch and
shear points also are created with exposed machinery and equipment parts operating between a
fixed or other moving object. A fixed or hinged guard enclosure provides protection against this
exposure.
Cutting Actions
Cutting action results when rotating, reciprocating or transverse motion is imparted to a tool so that
material being removed is in the form of chips. Exposed points of operation must be guarded to
protect the operator from contact with cutting hazards, being caught between the operating parts
and from flying particles and sparks.
Shearing Action
The danger of this type of action lies at the point of operation where materials are actually inserted,
maintained and withdrawn. Guarding is accomplished through fixed barriers, interlocks, remote
control placement [two (2) hand controls], feeding or ejection.
Machine Guarding Requirements
 Guards shall be affixed to the machine where possible and secured.
 A guard shall not offer an accident hazard in itself.
 The point‐of‐operation of machines whose operation exposes an employee to injury shall be
guarded.
 Revolving drums, barrels and containers shall be guarded by an enclosure which is interlocked
with the drive mechanism.
 When periphery of fan blades are less than seven (7) feet above the floor or working level, the
blades shall be guarded with a guard having openings no larger than 1/2 inch.
 Machines designed for a fixed location shall be securely anchored to prevent walking or
moving. For example: Drill Presses, Bench Grinders, etc.
General Requirements for Machine Guards
 Guards must prevent hands, arms or any part of an employee’s body from making contact
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with hazardous moving parts. A good safeguarding system eliminates the possibility of the
operator or other employees from placing parts of their bodies near hazardous moving parts.
Employees should not be able to easily remove or tamper with guards. Guards and safety
devices should be made of durable material that will withstand the conditions of normal use
and must be firmly secured to the machine.
Guard should ensure that no objects can fall into moving parts. An example would be a small
tool, which is dropped into a cycling machine could easily become a projectile that could and
injure others.
Guard edges should be rolled or bolted in such a way to eliminate sharp or jagged edges.
Guard should not create interference, which would hamper employees from performing their
assigned tasks quickly and comfortably.
Lubrication points and feeds should be placed outside the guarded area to eliminate the need
for guard removal.

Training
All employees shall be provided training in the hazards of machines and the importance of proper
machine guards. Machine safety and machine guarding rules will be thoroughly explained as part of
the new hire orientation program and annually as refresher safety training.
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TOOL SAFETY
Purpose
Use of tools makes many tasks easier. However, the same tools that assist us, if improperly used or
maintained, can create significant hazards in our work areas. Employees who use tools must be
properly trained to use, adjust, store and maintain tools. This program covers hand and power tool
safety.
Responsibilities
Administration & Supervision
 Provide employees with the correct tools for assigned tasks.
 Ensure tools are being inspected, used, maintained and stored safely.
 Provide employee training.
 Provide for equipment repair.
Employees
 Follow proper tool safety guidelines.
 Inspect their tools before and after each use.
 Report tool deficiencies and malfunctions to their supervisor.
 Properly store tools when their work is complete.
Hazard Control Measures
Engineering
 Select and use the right tool for the job.
 Use all tool in accordance with the manufacturers’ specifications.
 Install, use and maintain safety guards and other tool safety devices.
Administrative
 Maintain a tool sharpening program.
 Ensure employees are using the proper PPE.
 Control of tool issue and use.
 Ensure employee are properly trained on tools use and safety.
 Controlled access to equipment and tool areas.
General Safety Precautions
Employees who use hand and power tools and who are exposed to the hazards of falling, flying,
abrasive and splashing objects, or exposed to harmful dusts, fumes, mists, vapors, or gases must be
provided with the PPE necessary to protect them from such hazards.
All hazards involved in the use of tools can be prevented by following five basic safety rules:
 Keep all tools in good condition with regular maintenance.
 Use the right tool for the job.
 Examine each tool for damage before and after use.
 Operate all tools according to the manufacturer's instructions.
 Provide and use the proper protective equipment.
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Hand Tools
Hand tools are non‐powered. They include anything from axes to wrenches. The greatest hazards
posed by hand tools result from misuse and improper maintenance.
Some examples:
 Using a screwdriver as a chisel may cause the tip of the screwdriver to break and fly, hitting
the user or other employees.
 If a wooden handle on a tool such as a hammer or an axe is loose, splintered or cracked, the
head of the tool may fly off and strike the user or another worker.
 A wrench must not be used if its jaws are sprung, because it might slip.
 Impact tools such as chisels, wedges, or drift pins are unsafe if they have mushroomed heads.
The heads might shatter on impact, sending sharp fragments flying.
Appropriate personal protective equipment, e.g., safety goggles, gloves, etc., should be worn due to
hazards that may be encountered while using portable power tools and hand tools.
Floors shall be kept as clean and dry as possible to prevent accidental slips with or around dangerous
hand tools.
Around flammable substances, sparks produced by iron and steel hand tools can be a dangerous
ignition source. Where this hazard exists, spark‐resistant tools made from brass, plastic, aluminum or
wood will provide for safety.
Power Tool Precautions
Power tools can be hazardous when improperly used. There are several types of power tools, based
on the power source they use: electric, pneumatic, liquid fuel, hydraulic, and powder‐actuated. The
following general precautions should be observed by power tool users:
 Never carry a tool by the cord or hose.
 Never yank the cord or the hose to disconnect it from the receptacle or equipment.
 Keep cords and hoses away from heat, oil and sharp edges.
 Disconnect tools when not in use, before servicing and when changing accessories such as
blades, bits and cutters.
 All observers should be kept at a safe distance away from the work area.
 Secure work with clamps or a vise, freeing both hands to operate the tool.
 Avoid accidental starting. The worker should not hold a finger on the switch button while
carrying a plugged‐in tool.
 Tools should be maintained with care. They should be kept sharp and clean for the best
performance.
 Follow instructions in the user's manual for lubricating and changing accessories.
 Be sure to keep good footing and maintain good balance.
 The proper apparel should be worn. Loose clothing, ties or jewelry can become caught in
moving parts.
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All portable electric tools that are damaged shall be removed from use and tagged "Do Not
Use."

Guards
Hazardous moving parts of a power tool need to be safeguarded. For example, belts, gears, shafts,
pulleys, sprockets, spindles, drums, fly wheels, chains or other reciprocating, rotating or moving parts
of equipment must be guarded.
Guards, as necessary, should be provided to protect the operator and others from the following:
 Point of operation;
 In‐running nip points;
 Rotating parts; and
 Flying chips and sparks.
Safety guards must never be removed when a tool is being used. For example, portable circular saws
must be equipped with guards. An upper guard must cover the entire blade of the saw. A retractable
lower guard must cover the teeth of the saw, except when it makes contact with the work material.
The lower guard must automatically return to the covering position when the tool is withdrawn from
the work.
Safety Switches
The following hand‐held powered tools can be equipped with a momentary contact "on‐off" control
switch: drills, tappers, fastener drivers, horizontal, vertical and angle grinders with wheels larger than
2 inches in diameter, disc and belt sanders, reciprocating saws, saber saws and other similar tools.
These tools also may be equipped with a lock‐on control provided that turnoff can be accomplished
by a single motion of the same finger or fingers that turn it on.
The following hand‐held powered tools may be equipped with only a positive "on‐off" control switch:
platen sanders, disc sanders with discs 2 inches or less in diameter, grinders with wheels 2 inches or
less in diameter, routers, planers, laminate trimmers, nibblers, shears, scroll saws and jigsaws with
blade shanks ¼‐inch wide or less.
Other hand‐held powered tools such as circular saws having a blade diameter greater than 2 inches,
chain saws and percussion tools without positive accessory holding means must be equipped with a
constant pressure switch that will shut off the power when the pressure is released.
Power Tool Safety
Among the chief hazards of electric‐powered tools are burns and slight shocks which can lead to
injuries or even heart failure. Under certain conditions, even a small amount of current can result in
severe injury and eventual death. A shock also can cause the user to fall off a ladder or other elevated
work surface.
To protect the user from shock, tools must either have a three‐wire cord with ground and be
grounded, be double insulated or be powered by a low‐voltage isolation transformer. Three‐wire
cords contain two current‐carrying conductors and a grounding conductor. One end of the grounding
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conductor connects to the tool's metal housing. The other end is grounded through a prong on the
plug. Anytime an adapter is used to accommodate a two‐hole receptacle, the adapter wire must be
attached to a known ground. The third prong should never be removed from the plug.
Double insulation is more convenient. The user and the tools are protected in two ways; by normal
insulation on the wires inside and by a housing that cannot conduct electricity to the operator in the
event of a malfunction.
Electric Power Tool General Safety Practices:
 Electric tools should be operated within their design limitations.
 Gloves and safety footwear are recommended during use of electric tools.
 When not in use, tools should be stored in a dry place.
 Electric tools should not be used in damp or wet locations.
 Work areas should be well lit.
Powered Abrasive Wheel Tools
Powered abrasive grinding, cutting, polishing and wire buffing wheels create special safety problems
because they may throw off flying fragments.
Before an abrasive wheel is mounted, it should be inspected closely and sound‐ or ring‐tested to be
sure that it is free from cracks or defects. To test, wheels should be tapped gently with a light non‐
metallic instrument. If they sound cracked or dead, they could fly apart in operation and so must not
be used. A sound and undamaged wheel will give a clear metallic tone or "ring."
To prevent the wheel from cracking, the user should be sure it fits freely on the spindle. The spindle
nut must be tightened enough to hold the wheel in place, without distorting the flange. Follow the
manufacturer's recommendations. Care must be taken to assure that the spindle wheel will not
exceed the abrasive wheel specifications.
Due to the possibility of a wheel disintegrating (exploding) during start‐up, the employee should
never stand directly in front of the wheel as it accelerates to full operating speed.
Portable grinding tools need to be equipped with safety guards to protect workers not only from the
moving wheel surface, but also from flying fragments in case of breakage.
Powered Grinder Safety Precautions
 Always use eye protection and face protection is recommended.
 Turn off the power when not in use.
 Never clamp a hand‐held grinder in a vise.
Pneumatic Tools
Pneumatic tools are powered by compressed air and can include chippers, drills, hammers and
sanders. There are several dangers encountered in the use of pneumatic tools. The main one is the
danger of getting hit by one of the tool's attachments or by a fastener the worker is using with the
tool. Eye protection is required and face protection is recommended for employees working with
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pneumatic tools. Working with noisy tools such as jackhammers requires proper, effective use of
hearing protection.
When using pneumatic tools, employees are to check to see that they are fastened securely to the
hose to prevent them from becoming disconnected. A short wire or positive locking device attaching
the air hose to the tool will serve as an added safeguard.
A safety clip or retainer must be installed to prevent attachments, such as chisels on a chipping
hammer, from being unintentionally shot from the barrel.
Screens must be set up to protect nearby workers from being struck by flying fragments around
chippers, riveting guns, staplers or air drills.
Compressed air guns should never be pointed toward anyone. Users should never "dead‐end" it
against themselves or anyone else.
Powder‐Actuated Tools
Powder‐actuated tools operate like a loaded gun and should be treated with the same respect and
precautions. In fact, they are so dangerous that they must be operated only by specially trained and
authorized employees.
Hydraulic Power Tools
The fluid used in hydraulic power tools must be an approved fire‐resistant fluid and must retain its
operating characteristics at the most extreme temperatures to which it will be exposed. The
manufacturer's recommended safe operating pressure for hoses, valves, pipes, filters and other
fittings must not be exceeded.
Jacks
All jacks, lever and ratchet jacks, screw jacks and hydraulic jacks, must have a device that stops them
from jacking up too high. Also, the manufacturer's load limit must be permanently marked in a
prominent place on the jack and should not be exceeded.
A jack should never be used to support a lifted load. Once the load has been lifted it must
immediately be blocked up.
Use wooden blocking under the base to make the jack level and secure. If the lift surface is metal,
place a 1‐inch‐thick hardwood block or equivalent between it and the metal jack head to reduce the
danger of slippage.
Proper maintenance of jacks is essential for safety. All jacks must be inspected before each use and
lubricated regularly. If a jack is subjected to an abnormal load or shock, it should be thoroughly
examined to make sure it has not been damaged.
Hydraulic jacks exposed to freezing temperatures must be filled with adequate antifreeze liquid.
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Acknowledgement, Agreement & Receipt
Of Safety Handbook
The undersigned hereby acknowledges receipt of a copy of the Effingham County Safety Handbook.
The undersigned hereby acknowledges and agrees that nothing contained in the safety handbook
including policies, practices and benefits stated herein are intended to create any contractual right,
express or implied, to employment or to any particular term or condition of employment. We retain
the right to revise, amend this handbook or terminate any policy unilaterally without notice at any
time, and the employee's continued employment will be deemed acceptance of such revisions and
modifications. The information contained in this Safety Handbook supersedes all previous Safety
Handbooks.

_________________________________________________
Employee Signature

___________________________________
Witness Signature

_____________
Date
(This acknowledgement and agreement will be retained in the employee's personnel file).
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Annex A
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Hot Work Permit
This Hot Work Permit is required for any operation that could cause a source of ignition, including but not limited to:
Brazing, Torch Cutting, Grinding, Soldering, and Welding. All Hot Work Permits must be completed by authorized
managers, supervisors, or other designated personnel.
IMPORTANT – If the required precautions cannot be met then hot work operations shall not be permitted.
Hot Work Performed By:

□ Employee
□ Contractor

Date:

Location:
Nature of Work:

Name of Hot Work Operator(s)

Permit Request

Date:

Time:

Permit Expires

Date:

Time:

YES

NO
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N/A

□ AM
□ PM
□ AM
□ PM

Manager, Supervisor, or Other Designated Personnel:

Required Precautions (General):
Available sprinklers, hose streams and fire extinguishers are in service/operable.
Hot work equipment is in good condition.
Area is protected with heat and/or smoke detection equipment.
Ample ventilation is available to remove smoke, fumes or vapors from area.
Confined space entry permit is required and completed.
Lockout‐tagout is required.
Required Precautions (Within 35 Feet of Hot Work):
Flammable liquids, dust, lint and oil deposits removed.
Explosive atmosphere in area eliminated.
Floors swept clean of combustibles.
Combustible floors wet down.
Combustible floors wet down, covered with damp sand or fire‐resistant sheets.
Remove other combustibles where possible or cover with fire‐resistant tarpaulins, screens,
or shields.
All wall and floor openings are covered.
Fire‐resistant tarpaulins are suspended beneath elevated hot work operation.
Required Precautions (Hot Work on Walls/Ceilings/Enclosed Equipment):
Construction is noncombustible and without combustible covering or insulation.
Combustibles on other side of wall have been moved away.
No danger exists by conduction of heat into another room or area.
Enclosed equipment is cleaned of all combustibles.
Containers have been purged of flammable liquids and vapors.
Required Precautions (Fire Watch & Hot Work Area Monitoring):
Fire watch will be provided during and continuously for 30 minutes after work, including
during any work breaks.
Fire watch is supplied with suitable extinguishers.
Fire watch is trained in the use of this equipment and in sounding alarm.
Fire watch is required for adjoining areas, above and/or below.
Hot work inspected 30 minutes after hot work is completed.
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Effingham County
First Aid Log
FORM A
Date of Injury:

Time of Injury:

A.M.

P.M.

Employee’s Name:
Location:
Job Title:

Describe Injury:

Describe How Injury Occurred:

Was First Aid Provided?

Yes

No

Describe the First Aid Treatment:
Person Rendering First Aid Treatment:
Witnesses
Name:

Name:

Phone #:

Phone #:

Position:
Statement:

Position:
Statement:

Supervisor Signature:
Employee Signature:
Date Form Completed

111

Effective Date: February 18, 2020

Effingham County
Administration Investigation Report
FORM B
Employee Information
Employee’s Name:
Date of Birth:

Date of Hire:

Job Title:

Department:

Accident Details
Date of Injury:

Time of Injury

Location:

Scheduled
Hours:

Weather Conditions:

Temperature:

A.M.

P.M.

From:
To:

Please provide a Summary of the Accident:

Body part(s) injured:
Nature of Injury:
What Job was being done at the time of the incident?
Who else was involved?
What machine, equipment, or object directly caused the
injury?
What PPE or Safety Equipment was in use?
What safety rules/OSHA rules or procedures were
violated?
Has the employee had this accident/ incident before?
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Yes
No
If yes, when:
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Witnesses
Name:
Phone #:
Position:

Name:
Phone #:
Position:

Corrective Action / Follow‐Up
Was there anything that could have been done to prevent
this accident/injury/incident?

Yes

No

Yes

No

Yes

No

What Corrective Action or Follow‐Up Action was taken?
When?
Was an all employee discussion of this accident
conducted?
If yes, by whom?
Did the Supervisor/Safety Committee review this
incident?
If yes, what was recommended?
Supervisor Signature:
Employee Signature:
Date Form Completed
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Effingham County
Authorization for Medical Records
and Communication Release
FORM C
By this form, or copy thereof, I, _________________________________________, authorize any treating physician or
medical care provider to communicate orally or in writing with my employer, it’s insurer, a third‐party claim administrator
hired by the County and/or the County’s insurance provider or any representative of Bushue HR, Inc., as to my care and
treatment and as to any other issues including diagnosis, prognosis, causal connection of care and treatment to my work
injury or duties and ability to work. In conjunction with this, I also authorize any treating physician or medical provider to
review any additional medical records provided to them.
A photo copy of this authorization shall be valid as the original. This release shall remain valid for the length of my claim.

Patient Name______________________ Patient Signature________________________
Date Signed

________________________

Patient Address__________________________________________________________
Street
City
State
Zip Code
Employer Name__________________________________________________________
Employer Contact_________________________________________________________
Name
Phone Number

Bushue HR, Inc., PO Box 89, Effingham, IL 62401 (217) 342‐3046 FAX (217) 342‐5673
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Effingham County
Employee Responsibilities
For Work Related Injuries
The County has implemented policies and procedures to ensure a rapid return to work following a work‐
related accident. If you should become injured during working hours, please follow the instructions as outlined
below:
Report all injuries to your immediate supervisor or the County Board Office Administrator immediately. All
injuries/incidents are to be reported regardless of how insignificant the injury may appear.
Should you require medical attention for a work‐related injury, we recommend that you use the care provider
directed by the County.
If you incur medical bills, notify the treating medical facility to send the bills directly to Effingham County,
101 N. 4th Street, Suite 301, Effingham, IL 62401, (217) 342‐4990, Attn: County Board Office
Administrator. Provide the County with a doctor’s note following each doctor’s visit.
Cooperate with the County in completing the accident report form and conducting the accident investigation
to ensure the accident can be turned into the insurance company in a timely manner.
If a work‐related injury requires you to miss work you will need to provide your immediate supervisor a
medical release from your doctor. The County will attempt to work with your doctor to make alternative
duty/work available where possible.
When you return to work, you must provide your immediate supervisor with a written release to return to
work from your doctor. You should contact your immediate supervisor as soon as you know that you will be
returning to work, so that you can be rescheduled for work.
Follow up weekly and/or following each doctor’s visit with the County and the insurance company claim
adjuster on the status of your treatment and your recovery. Should you have any questions/concerns about
the handling of your workers compensation benefits please contact the main office and let them assist you
with your questions/concerns.
If you are released from work, workers compensation will pay your lost wages. The first 3 days of lost time
after an injury are not compensable. Compensation is payable beginning on your 4th day of lost time. If your
disability extends beyond 14 calendar days, the first 3 days of lost time will be paid retroactively. Your
compensation is based on the average of 52 weeks of wages prior to your last day worked and the
compensation benefit is paid at a 66 2/3 percent of the average weekly wage (subject to state
max/minimums). Compensation benefits are nontaxable. In most cases, the first lost wage‐disability payment
will be received within 30 days from the insurance company. If payment takes longer, you should contact the
County Board Office Administrator or the insurance company.
Please Note, just because an accident happens at work it does not always mean it will be considered a work
related accident. The workers’ compensation carrier always makes the determination regarding coverage of
the claim.
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Effingham County
FORM D
ILLINOIS FORM 45: EMPLOYER'S FIRST REPORT OF INJURY Please type or print.
Employer's FEIN

Date of report

Case or File #

Is this a lost workday case?

37-6000771

Yes

Employer's name

Doing business as

Effingham County

Effingham County

No

Employer's mailing address
101 N. Fourth Street, Suite 301, Effingham, IL 62401
Nature of business or service

SIC code

Municipality

9111

Name of workers' compensation carrier/admin.

Policy/Contract #

CIRMA

Self-insured?
SP 4045137

Employee's full name

No

Social Security #

Birthdate

Employee's mailing address
Employee's telephone number
Male

Female

Employee's e-mail address
Married

# Dependents

Employee's average weekly wage

Single
Job title or occupation
Time employee began work

Date hired
Date and time of accident

Last day employee worked

If the employee died as a result of the accident, give the date of death. Did the accident occur on the employer's premises?
Yes

No

Address of accident
What was the employee doing when the accident occurred?
How did the accident occur?
What was the injury or illness? List the part of body affected and explain how it was affected.
What object or substance, if any, directly harmed the employee?
Name and address of physician/health care professional
If treatment was given away from the worksite, list the name and address of the place it was given.

Was the employee hospitalized overnight as an inpatient?

Was the employee treated in an emergency room?
Yes

No

Report prepared by

Yes
Signature

No
Title and telephone #

Please send this form to the ILLINOIS INDUSTRIAL COM M ISSION 4500 S. SIXTH ST FRONTAGE RD. SPRINGFIELD, IL 62703-511 IC45 11/11

By law, employers must keep accurate records of all work-related injuries and illness (except for certain minor injuries). Employers
shall report to the Commission all injuries resulting in the loss of more than three scheduled workdays. Filing this form does not
affect liability under the Workers' Compensation Act and is not incriminatory in any sense. This information is confidential.
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Effingham County
Motor Vehicle Accident Form
FORM E
Time of
Accident:

Date of Accident:

A.M.

P.M.

Accident Address:
City, State, Zip:

County:

Weather Conditions:

Vehicle Information
Vehicle Make:
Year:
State of Registration:

Vehicle Model:
Vehicle Identification Number (VIN):

Vehicle Driver
Driver’s Job
Title:

Name of Driver:
Driver’s License Number (DRL):
Is Driver CDL Licensed:

Yes

No

Driver Injured:

First Aid Administered:

Yes

No

Drug Tested:

Blood borne Pathogen
Used:

Yes

No

Citation Issued:

Yes

No

Yes

No

Yes

No

Passenger #1:

Vehicle Passenger(s)
Injured:

Yes

No

Passenger #2:

Injured:

Yes

No

Passenger #3:

Injured:

Yes

No

Hospital Information (Employee)
Hospital Name:
Hospital Address:
City, State, Zip Code:
Hospital Phone #:

Other Vehicle Driver
Name of Driver:
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Was the Driver
Injured:

Yes

No
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Driver’s Address:
City, State, Zip:
Vehicle Make:
Year:

Vehicle Model:
Vehicle Identification Number (VIN):

State of Registration:
Insurance Company:
Agent Name:
Insurance Company Phone#:

Passenger #1:

Other Vehicle Passenger(s)
Injured:

Yes

No

Passenger #2:

Injured:

Yes

No

Passenger #3:

Injured:

Yes

No

Hospital Information (Other Driver)
Hospital Name:
Hospital Address:
City, State, Zip Code:
Hospital Phone #:
Hospital Information (Other Vehicle Passenger(s))
Hospital Name:
Hospital Address:
City, State, Zip Code:
Hospital Phone #:

Law Enforcement Agency Investigation
State Police

County Police

Name of Officer:
Badge #:

Phone#:

Photographs Taken:

Yes

City Police

No

Photographer’s Phone #:

118

Effective Date: February 18, 2020

Witness(es)
Name of Witness #1:
Witness Phone #:
Witness Address:
City, State, Zip:
Witness involved in accident:

Yes

No

Yes

No

Name of Witness #2:
Witness Phone #:
Witness Address:
City, State, Zip:
Witness involved in accident:
Description of Accident:

Supervisor’s Signature:
Date Form Completed
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Effingham County
Property Damage Report Form
FORM F
Loss Information
Time of
Accident:

Date of Accident:

A.M.

P.M.

Address of Loss Location:
City, State, Zip:
Of Whom Reported:

Police Dept.

Type of Loss:

Fire Depart.

Fire

Theft

Lightning

Hail

Flood

Other:

Other:

Description of Loss:
Description of Damage:

Estimated Cost of Damage:

$

Witness Information
Witnesses Name:

Phone #:

Witness Address:
City, State, Zip Code:

Follow‐Up Action Recommended

Follow‐Up Action Taken
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Additional Space for Any Diagrams

Supervisor’s Signature:
Date Form Completed
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Effingham County
Public Liability Report Form
FORM G
Time of
Accident:

Date of Accident:

A.M.

P.M.

Name of Injured
Party and/or Owner
of Property
Damaged:
Address:
City, State, Zip:
Phone #:

Sex:

Male

Female

Location of Incident:
Estimate Amount:
Describe Injury or
Damage:

$

How did the Incident
Occur?

Treatment for Injury:

Emergency Personnel / Hospital Information
Was a First Responder Involved?
Was an Ambulance Service Involved?
If So, Which Service?
What Hospital was
the Injured Taken To?

Yes
Yes

No
No

Corrective Action
Identify specific Administration Controls
(Policies/Procedures, Training, Enforcement, and
Monitoring) to eliminate Incident:
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Witness(es)
Name of Witness #1:
Witness Phone #:
Witness Address:
City, State, Zip:
Witness involved in accident:

Yes

No

Yes

No

Name of Witness #2:
Witness Phone #:
Witness Address:
City, State, Zip:
Witness involved in accident:

Supervisor’s Signature:
Date Form Completed
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Effingham County
Unsafe Practices & Hazardous Conditions Report

FORM H (optional)
Condition is not safe and may cause injury.
Personal danger of contact with electricity, high heat, or chemical.
Danger of being caught on, caught in, or caught between.
Danger of hazard inhalation, ingestion, or absorption.
Danger of being struck by or struck against.
Danger of slips, trips, or falls.
Other (Please Specify):_____________________________________
A hazard can be a violation of safety rules, standards, or regulations.
Employee Reporting Incident:
Date of Accident:

Time:

A.M.

P.M.

Reported To:
Please describe hazardous /
dangerous condition and
location:
If possible, identify at least one
reasonable solution to the
hazard:

What is the priority of required
action to this hazard?

High ‐ Action required immediately or ASAP
Medium ‐ Action required within 24 hours
Low ‐ Action required as soon as time allows

Employee Signature: __________________________Date: ______________________
Administration Use Only
Work Order #:

Date of Repairs/
Hazard Control:

Repaired By:
Corrective Action:
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Effingham County
Vehicle Safety Program Acknowledgement Form

I have read and will comply with the conditions as stated in this document regarding the operation of
any vehicle while engaged in County business.
Acknowledgement Statement
I have received a copy of the County Vehicle Safety Program and agree to comply with the provisions
of the policy during the operation of any vehicle while engaged in County business.

Name (Printed)____________________________________________________________________

Signature _______________________________________ Today’s Date______________________
Witness ________________________________________ Today’s Date ______________________
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Equipment Care Procedures
Fall Arrest, Fall Restraint, & Positioning Device Systems
Inspecting Harnesses, Lifelines, and Anchorages
Component
When to Inspect
What to Inspect
Harness webbing
1. Before each use;
Inspect webbing for frayed edges,
2. At least once per year by a
broken fibers, pulled stitching, cuts,
competent person.
burns, and chemical damage.
Harness D‐rings
1. Before each use;
Inspect D‐ring for cracks, bends,
2. At least once per year by a
and rough or sharp edges.
competent person.
Harness buckles
1. Before each use;
Inspect buckles for frayed edges,
2. At least once per year by a
broken fibers, pulled stitching, and
competent person.
cuts.
Harness grommets
1. Before each use;
Inspect grommets for cracks,
2. At least once per year by a
bends, and rough or sharp edges.
competent person.
Rope lifelines
1. Before each use;
Inspect rope lifelines for cuts,
2. At least once per year by a
burns, chemical damage, and
competent person.
excessive wear/deterioration.
Metal cable lifelines
1. Before each use;
Inspect metal cable lifelines for
2. At least once per year by a
frayed strands, kinks, rough or
competent person.
sharp edges, and excessive wear.
Self‐retracting lifelines 1. Before each use;
Inspect self‐retracting lifelines for
2. At least once per year by a
cuts, frayed strands, burns,
competent person.
chemical damage, and excessive
wear. Inspect snaphooks for cracks,
excessive wear and corrosion. Test
snaphooks to verify they open
easily and close firmly. Verify
mechanism extends and retracts
properly.
Anchorages and
1. Before each use;
Inspect synthetic slings for cuts,
anchorage connectors 2. At least once per year by a
cracks, broken fibers, abrasions,
competent person.
burns, chemical damage, damaged
D‐rings, and frayed or broken
stitching. Check for excessive kinks
and damaged steel fibers.
Snaphooks
1. Before each use;
Inspect snaphooks for cracks,
2. At least once per year by a
excessive wear and corrosion. Test
competent person.
snaphooks to verify they open
easily and close firmly.

Equipment Care Procedures
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Fall Arrest, Fall Restraint, & Positioning Device Systems

Type of Lanyard
Wire rope lanyard

Inspecting Lanyards
When to Inspect
1. Before each use;
2. At least once per year by a
competent person.

Web lanyards

1. Before each use;
2. At least once per year by a
competent person.

Rope lanyards

1. Before each use;
2. At least once per year by a
competent person.

Shock‐absorbing lanyards

1. Before each use;
2. At least once per year by a
competent person.
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What to Inspect
Inspect wire rope lanyards for
frayed strands, kinks, rough or
sharp edges, and excessive
wear. Inspect snaphooks for
cracks, excessive wear and
corrosion. Test snaphooks to
verify they open easily and close
firmly.
Inspect webbing for frayed
edges, broken fibers, pulled
stitching, cuts, burns, and
chemical damage. Inspect
snaphooks for cracks, excessive
wear and corrosion. Test
snaphooks to verify they open
easily and close firmly.
Inspect rope for frayed, broken,
or cut fibers. Rope should also
be checked for chemical
damage and excessive wear.
Inspect snaphooks for cracks,
excessive wear and corrosion.
Test snaphooks to verify they
open easily and close firmly.
Inspect lanyard for cuts, burns,
discoloration, chemical damage,
and frayed or broken stitching.
Inspect snaphooks for cracks,
excessive wear and corrosion.
Test snaphooks to verify they
open easily and close firmly.
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Equipment Care Procedures
Fall Arrest, Fall Restraint, & Positioning Device Systems
General Requirements:
Always follow manufacturers’ instructions and warnings.
Always inspect equipment before using it. Look for damaged or missing parts. Labels, warnings, and
other instructions should be readable.
If equipment looks like it needs repair, remove it from service and have a competent person examine
it.
Have a competent person inspect equipment regularly. (At least once a year.)
Mark equipment with a unique code or item number. Identification numbers make it easier to keep
track of the equipment and to document maintenance or repair.
Equipment Cleaning (General Requirements):
Follow manufacturers’ instructions and warnings for cleaning equipment.
Wash synthetic rope and body harnesses in mild soapy water to remove dirt; rinse them with clean
water. Air‐dry at room temperature. Don’t use cleaning solvents; solvents can damage synthetic
material.
Don’t lubricate moving parts unless the manufacturer requires it; lubricants attract dirt.
Don’t remove information labels and warnings; make sure they’re still legible after cleaning.
Storing Equipment (General Requirements):
Follow manufacturer’s instruction for storing equipment.
Store equipment in an area that is clean, dry, and moisture‐free; avoid excessive heat, light, oil, and
corrosive chemicals.
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LOCATION:

EQUIPMENT ID:

AERIAL LIFT & ELEVATED WORK PLATFORM ‐ DAILY INSPECTION CHECKLIST
Monday

Tuesday

Wednesd
ay

Thursday

Pas
s

Pas
s

Friday

Saturday

Sunday

Date
Inspector's Initials
Pas
s

ITEM INSPECTED

Fail

Pas
s

Fail

Fail

Fail

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Oil Level
Fuel Level
Coolant Level
NOT CHECK IF HOT)
Tire Pressure/Condition

(DO

Hydraulic Level
Leaks
CHECK OPERATIONS:
Horn
Gauges
Brakes
Lights
Steering
Attachments
Accessories
Backup Alarm
Warning Lights
Warning Buzzer
NOTES:

1. This checklist must be completed daily and returned for documentation for at least one year.
2. If the equipment is found to be unsafe, it shall be removed from services and the condition must be reported
immediately to your supervisor and repaired.
3. No aerial lift or elevated work platform equipment shall be operated with a leak in the fuel system.
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Location:

Forklift ID:

FORKLIFT PRE‐SHIFT INSPECTION CHECKLIST
Monday

Tuesday

Wednesda
y

Thursday

Friday

Saturday

Sunday

Date
Inspector's Initials
ITEM INSPECTED

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Pas
s

Fail

Forks, Backrest,
Carriage
Mast, Chain,
Hydraulic Lines
Tires, Axles
Overhead Guard
Fuel Tank &
Connections
Fuel Level
Engine Oil Level
Leaks under Fork Lift
Seat and Seat belts
Horn and/or Backup
alarm
Lights
Gauges and
Instruments
All Brakes
Hydraulic Controls &
Lift
Steering
Other:
Other:
NOTES:

1. This checklist must be completed daily and returned for documentation for at least one year.
2. If the forklift is found to be unsafe, it shall be removed from services and the condition must be reported immediately
to your supervisor and repaired.
3. No forklift shall be operated with a leak in the fuel system.
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Appendix C to Sec. 1910.134: OSHA Respirator Medical Evaluation Questionnaire (Mandatory)
To the employer: Answers to questions in Section 1, and to question 9 in Section 2 of Part A, do not require a
medical examination.
To the employee: Your employer must allow you to answer this questionnaire during normal working hours, or at a
time and place that is convenient to you. To maintain your confidentiality, your employer or supervisor must not
look at or review your answers, and your employer must tell you how to deliver or send this questionnaire to the
health care professional who will review it.
Part A. Section 1. (Mandatory) The following information must be provided by every employee who has been
selected to use any type of respirator (please print).
1. Today's date:_________________________________________________________
2. Your name:__________________________________________________________
3. Your age (to nearest year):______________________________________________
4. Sex (circle one): Male / Female
5. Your height: __________ ft. __________ in.
6. Your weight: ____________ lbs.
7. Your job title:_________________________________________________________
8. A phone number where you can be reached by the health care professional who reviews this questionnaire
(include the Area Code): ____________________________________________
9. The best time to phone you at this number: _______________________________________
10. Has your employer told you how to contact the health care professional who will review this questionnaire
(circle one): Yes / No
11. Check the type of respirator you will use (you can check more than one category):
a. ______ N, R, or P disposable respirator (filter‐mask, non‐cartridge type only).
b. ______ Other type (for example, half‐ or full‐facepiece type, powered‐air purifying, supplied‐air,
self‐contained breathing apparatus).
12. Have you worn a respirator (circle one): Yes / No
If "yes," what type(s):______________________________________________________
_______________________________________________________________________
Part A. Section 2. (Mandatory) Questions 1 through 9 below must be answered by every employee who has been
selected to use any type of respirator (please circle "yes" or "no").
1. Do you currently smoke tobacco, or have you smoked tobacco in the last month: Yes / No
2. Have you ever had any of the following conditions?
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a. Seizures: Yes / No
b. Diabetes (sugar disease): Yes / No
c. Allergic reactions that interfere with your breathing: Yes / No
d. Claustrophobia (fear of closed‐in places): Yes / No
e. Trouble smelling odors: Yes / No
3. Have you ever had any of the following pulmonary or lung problems?
a. Asbestosis: Yes / No
b. Asthma: Yes / No
c. Chronic bronchitis: Yes / No
d. Emphysema: Yes / No
e. Pneumonia: Yes / No
f. Tuberculosis: Yes / No
g. Silicosis: Yes / No
h. Pneumothorax (collapsed lung): Yes / No
i. Lung cancer: Yes / No
j. Broken ribs: Yes / No
k. Any chest injuries or surgeries: Yes / No
l. Any other lung problem that you've been told about: Yes / No
4. Do you currently have any of the following symptoms of pulmonary or lung illness?
a. Shortness of breath: Yes / No
b. Shortness of breath when walking fast on level ground or walking up a slight hill/incline: Yes / No
c. Shortness of breath when walking with other people at an ordinary pace on level ground: Yes / No
d. Have to stop for breath when walking at your own pace on level ground: Yes / No
e. Shortness of breath when washing or dressing yourself: Yes /No
f. Shortness of breath that interferes with your job: Yes / No
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g. Coughing that produces phlegm (thick sputum): Yes / No
h. Coughing that wakes you early in the morning: Yes / No
i. Coughing that occurs mostly when you are lying down: Yes / No
j. Coughing up blood in the last month: Yes / No
k. Wheezing: Yes / No
l. Wheezing that interferes with your job: Yes / No
m. Chest pain when you breathe deeply: Yes / No
n. Any other symptoms that you think may be related to lung problems: Yes / No
5. Have you ever had any of the following cardiovascular or heart problems?
a. Heart attack: Yes / No
b. Stroke: Yes / No
c. Angina: Yes / No
d. Heart failure: Yes / No
e. Swelling in your legs or feet (not caused by walking): Yes / No
f. Heart arrhythmia (heart beating irregularly): Yes / No
g. High blood pressure: Yes / No
h. Any other heart problem that you've been told about: Yes / No
6. Have you ever had any of the following cardiovascular or heart symptoms?
a. Frequent pain or tightness in your chest: Yes / No
b. Pain or tightness in your chest during physical activity: Yes / No
c. Pain or tightness in your chest that interferes with your job: Yes / No
d. In the past two years, have you noticed your heart skipping or missing a beat: Yes / No
e. Heartburn or indigestion that is not related to eating: Yes / No
d. Any other symptoms that you think may be related to heart or circulation problems: Yes / No
7. Do you currently take medication for any of the following problems?
a. Breathing or lung problems: Yes / No
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b. Heart trouble: Yes / No
c. Blood pressure: Yes / No
d. Seizures: Yes / No
8. If you've used a respirator, have you ever had any of the following problems? (If you've never used a respirator,
check the following space and go to question 9:)
a. Eye irritation: Yes / No
b. Skin allergies or rashes: Yes / No
c. Anxiety: Yes / No
d. General weakness or fatigue: Yes / No
e. Any other problem that interferes with your use of a respirator: Yes / No
9. Would you like to talk to the health care professional who will review this questionnaire about your answers to
this questionnaire: Yes / No
Questions 10 to 15 below must be answered by every employee who has been selected to use either a full‐
facepiece respirator or a self‐contained breathing apparatus (SCBA). For employees who have been selected to use
other types of respirators, answering these questions is voluntary.
10. Have you ever lost vision in either eye (temporarily or permanently): Yes / No
11. Do you currently have any of the following vision problems?
a. Wear contact lenses: Yes / No
b. Wear glasses: Yes / No
c. Color blind: Yes / No
d. Any other eye or vision problem: Yes / No
12. Have you ever had an injury to your ears, including a broken ear drum: Yes / No
13. Do you currently have any of the following hearing problems?
a. Difficulty hearing: Yes / No
b. Wear a hearing aid: Yes / No
c. Any other hearing or ear problem: Yes / No
14. Have you ever had a back injury: Yes/No
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15. Do you currently have any of the following musculoskeletal problems?
a. Weakness in any of your arms, hands, legs, or feet: Yes / No
b. Back pain: Yes / No
c. Difficulty fully moving your arms and legs: Yes / No
d. Pain or stiffness when you lean forward or backward at the waist: Yes / No
e. Difficulty fully moving your head up or down: Yes / No
f. Difficulty fully moving your head side to side: Yes / No
g. Difficulty bending at your knees: Yes / No
h. Difficulty squatting to the ground: Yes / No
i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: Yes / No
j. Any other muscle or skeletal problem that interferes with using a respirator: Yes / No
Part B Any of the following questions, and other questions not listed, may be added to the questionnaire at the
discretion of the health care professional who will review the questionnaire.
1. In your present job, are you working at high altitudes (over 5,000 feet) or in a place that has lower than normal
amounts of oxygen: Yes / No
If "yes," do you have feelings of dizziness, shortness of breath, pounding in your chest, or other symptoms when
you're working under these conditions: Yes / No
2. At work or at home, have you ever been exposed to hazardous solvents, hazardous airborne chemicals (e.g.,
gases, fumes, or dust), or have you come into skin contact with hazardous chemicals: Yes / No
If "yes," name the chemicals if you know them:__________________________________
_______________________________________________________________________
_______________________________________________________________________
3. Have you ever worked with any of the materials, or under any of the conditions, listed below:
a. Asbestos: Yes / No
b. Silica (e.g., in sandblasting): Yes / No
c. Tungsten/cobalt (e.g., grinding or welding this material): Yes / No
d. Beryllium: Yes / No
e. Aluminum: Yes / No
f. Coal (for example, mining): Yes / No
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g. Iron: Yes / No
h. Tin: Yes / No
i. Dusty environments: Yes / No
j. Any other hazardous exposures: Yes / No
If "yes," describe these exposures:___________________________________________
_______________________________________________________________________
_______________________________________________________________________
4. List any second jobs or side businesses you have:_____________________________
_______________________________________________________________________
5. List your previous occupations:____________________________________________
_______________________________________________________________________
6. List your current and previous hobbies:______________________________________
_______________________________________________________________________
7. Have you been in the military services? Yes / No
If "yes," were you exposed to biological or chemical agents (either in training or combat): Yes / No
8. Have you ever worked on a HAZMAT team? Yes / No
9. Other than medications for breathing and lung problems, heart trouble, blood pressure, and seizures mentioned
earlier in this questionnaire, are you taking any other medications for any reason (including over‐the‐counter
medications): Yes / No
If "yes," name the medications if you know them:________________________________
10. Will you be using any of the following items with your respirator(s)?
a. HEPA Filters: Yes / No
b. Canisters (for example, gas masks): Yes / No
c. Cartridges: Yes / No
11. How often are you expected to use the respirator(s) (circle "yes" or "no" for all answers that apply to you)?:
a. Escape only (no rescue): Yes / No
b. Emergency rescue only: Yes / No
c. Less than 5 hours per week: Yes / No
d. Less than 2 hours per day: Yes / No
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e. 2 to 4 hours per day: Yes / No
f. Over 4 hours per day: Yes / No
12. During the period you are using the respirator(s), is your work effort:
a. Light (less than 200 kcal per hour): Yes / No
If "yes," how long does this period last during the average shift:____________hrs.____________mins.
Examples of a light work effort are sitting while writing, typing, drafting, or performing light assembly work;
or standing while operating a drill press (1‐3 lbs.) or controlling machines.
b. Moderate (200 to 350 kcal per hour): Yes / No
If "yes," how long does this period last during the average shift:____________hrs.____________mins.
Examples of moderate work effort are sitting while nailing or filing; driving a truck or bus in urban
traffic; standing while drilling, nailing, performing assembly work, or transferring a moderate load (about 35 lbs.) at
trunk level; walking on a level surface about 2 mph or down a 5‐degree grade about 3 mph; or pushing a
wheelbarrow with a heavy load (about 100 lbs.) on a level surface. c. Heavy (above 350 kcal per hour): Yes / No
If "yes," how long does this period last during the average shift:____________hrs.____________mins.
Examples of heavy work are lifting a heavy load (about 50 lbs.) from the floor to your waist or shoulder; working on
a loading dock; shoveling; standing while bricklaying or chipping castings; walking up an 8‐degree grade about 2
mph; climbing stairs with a heavy load (about 50 lbs.).
13. Will you be wearing protective clothing and/or equipment (other than the respirator) when you're using your
respirator: Yes / No
If "yes," describe this protective clothing and/or equipment:________________________
_______________________________________________________________________
14. Will you be working under hot conditions (temperature exceeding 77 deg. F): Yes / No
15. Will you be working under humid conditions: Yes / No
16. Describe the work you'll be doing while you're using your respirator(s):
_______________________________________________________________________
_______________________________________________________________________
17. Describe any special or hazardous conditions you might encounter when you're using your respirator(s) (for
example, confined spaces, life‐threatening gases):
_______________________________________________________________________
_______________________________________________________________________
18. Provide the following information, if you know it, for each toxic substance that you'll be exposed to when you're
using your respirator(s):
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Name of the first toxic substance:___________________________________________
Estimated maximum exposure level per shift:__________________________________
Duration of exposure per shift:______________________________________________
Name of the second toxic substance:________________________________________
Estimated maximum exposure level per shift:__________________________________
Duration of exposure per shift:______________________________________________
Name of the third toxic substance:___________________________________________
Estimated maximum exposure level per shift:__________________________________
Duration of exposure per shift:______________________________________________
The name of any other toxic substances that you'll be exposed to while using your respirator:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
19. Describe any special responsibilities you'll have while using your respirator(s) that may affect the safety and
well‐being of others (for example, rescue, security):
_____________________________________________________________________________
[63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998; 76 FR 33607, June 8, 2011; 77 FR 46949, Aug. 7, 2012]
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Report of Blood and Body Fluid Exposure
Employee Exposed___________________________________________________________________________
Home Address__________________________________________

City_________________________________

Home Telephone Number________________________________

Date of Birth: ________________________

Present Job Classification_____________________________________________________________________
Date of Exposure__________________________________

Time of Exposure _____________________am/pm

Time employee’s shift began ____________________________________________________________am/pm
Exposure Source (if known)____________________________________________________________________
Contagious Disease (if known)_________________________________________________________________
Route of Exposure
(check all that apply)
_______ Needle Stick

______ Blood Exposure to Mucous Membrane

_______ Other Bodily Fluid Exposure
To Mucous Membrane

______ Blood Exposure to Open Skin or Wound

_______ Other Bodily Fluid Exposure
To Open Skin or Wound

______ Other _________________________________________
_________________________________________

Precautions Taken During Incident Resulting in Exposure__________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Other Emergency Services Involved in Incident
Fire _________________
Local Police ______________
Local Police __________
Ambulance_______________
Other__________________________________________________
I ____ request/____ do not request to be evaluated and tested for bloodborne pathogens by a physician. I understand
this is not mandatory and that all customary expenses will be paid by the Employer. Following the initial bloodborne
pathogens test, additional testing may be scheduled at approximately 6 weeks, 12 weeks, and 6 months to determine if a
bloodborne pathogen has been transmitted. I understand that I will be provided the test results, counseled by a physician
and that all information regarding the exposure, and test results will remain confidential.
Form Completed By___________________________________________

Title__________________________

Print Name

Signature____________________________________________
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Notice of Hepatitis B Vaccination Form
I understand that due to my occupational exposure to blood or other potentially infectious materials, I may be at risk of
acquiring Hepatitis B Virus (HBV) infection. I have been given the opportunity to be vaccinated with Hepatitis B Vaccine at
no charge to myself.
_______ Option #1: I choose to have the Hepatitis B vaccination at his time.
_______ Option #2: I choose not to have the Hepatitis B vaccination at his time.
I understand that by declining this vaccine, I continue to be at risk of acquiring Hepatitis B. If in the future I continue to
have occupational exposure to blood or other potentially infectious materials and I want to be vaccinated with Hepatitis B
vaccine, I can receive the vaccination series at no charge to me.
Employee’s Name:

___________________________________________________________
(Please Print)

Employee’s Signature:________________________________ Date:___________________
Employee’s Supervisor:_______________________________ Date:___________________

For Employer Use Only

Date HBV Vaccination Process Started:___________________ Completed__________________
NOTES:
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
_______________

Healthcare Provider Signature:______________________________ Date: _________________

143

Effective Date: February 18, 2020

MEDICAL AND EXPOSURE RECORDS ACCESS FORM
I, ____________________________________________________________________,
(Full Name of Employee or Legal Representative) (Please Print)
hereby request access to the employee: [ ] Medical Records

[ ] Exposure Records

of: __________________________________________________________________.
(Full Name of Employee) (Please Print)
The following generally describes the information desired to be accessed:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
I understand I will be provided access to the requested record(s) within a reasonable time, place, and manner, but in no
event later than fifteen (15) days after the date of this request. I further understand that whenever a record has been
provided previously without cost, I may be charged reasonable, non‐discriminatory administrative costs for additional
copies.
______________________________________________________________________________
(Signature of Employee or Legal Representative)
Date

Released by: ___________________________________________________________
(Individual/Organization Holding Medical Records)
Date
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RELEASE OF MEDICAL RECORD INFORMATION FORM
I, ______________________________________________________, hereby authorize
(Full Name of Employee/Patient) (Please Print)
___________________________________________________________, to release to
(Individual/Organization Holding Medical Records)
______________________________________________________________________
(Individual/Organization Authorized to Receive Medical Information)
the following medical information from my personal medical records (describe generally the information desired to be
released):
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
I give my permission for this medical information to be used for the following purpose:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
but I do not give permission for any other use or re‐disclosure of this information.
______________________________________________________________________
(Full Name of Employee or Legal Representative) (Please Print)

Date

______________________________________________________________________
(Signature of Employee or Legal Representative)

Date

Released by: ___________________________________________________________
(Individual/Organization Holding Medical Records)
Date
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