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Installation 
 

Equipment grounding conductors shall be installed and maintained in accordance with this procedure. 

− Installation - Equipment grounding conductors shall be installed as follows: 

o All 120 volt, single phase, 15- and 20- ampere receptacles shall be of the grounding type and 

their contacts shall be grounded by connection to the equipment grounding conductor of the 

circuit supply the receptacle in accordance with the applicable requirements of the National 

Electrical Code. 

o All 120 volt cord sets (extension cords) shall have an equipment grounding conductor which 

shall be connected to the grounding contacts of the connector(s) on each end of the cord. 

o The exposed concurrent-carrying metal parts of the 120 volt cord and plug-connected tools 

and equipment that are likely to become energized shall be grounded in accordance with the 

applicable requirements of the National Electrical Code. 

− Visual Inspection 

o Employees shall be instructed to visually inspect receptacle, flexible cord sets (extension 

cords), except those that are fixed and not exposed to damage, and equipment connected by 

cord and plug before each day's use for external defects such as deformed or missing pins or 

insulation damage and for indication of possible internal damage.  Where there is evidence 

of damage, the damaged item shall be taken out of service and tagged until tested and any 

required repairs have been made. 

− All 120 volt, single phase, 15 and 20- ampere receptacles which are not a part of the permanent 

wiring of the building or structure, 1220 volt flexible cord sets, and 120 volt cord and plug 

connected equipment required to be grounded shall be tested as follows: 



Page 174 of 264 
Carnes Contract Floors, Inc. – Accident Prevention & Safety Manual 

o All equipment grounding conductors shall be tested for continuity and shall be electrically 

continuous. 

o Each receptacle and attachment ca or plug shall be tested or correct attachment of the 

equipment grounding conductor.  The equipment grounding conductor shall be connected to 

its proper terminal. 

 

Recordkeeping 
 

Tests performed as required in this program are recorded. The test records identify each receptacle, cord 

set, and cord- and plug-connected equipment that passed the test, and indicate the last date it was tested or 

the interval for which it was tested.   The RSO is responsible for maintaining these records. 

 

This record is kept by means of an inspection log and color coding.  This log is maintained until replaced 

by a more current record. The record is made available on the job site for inspection by OSHA and any 

affected employee.
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LOCKOUT TAGOUT (CONTROL OF HAZARDOUS ENERGY) 

 

Purpose 
 

The following procedure is provided for use in both lockout and tagout programs.  This procedure may be 

used when there are limited number or types of machines or there is a single power source.  For more 

complex systems, a more comprehensive procedure will need to be developed, documented, and utilized. 

 

Lockout is the preferred method of isolating machines or equipment from energy sources.  This procedure 

establishes the minimum requirements for the lockout of energy isolating devices whenever maintenance 

or servicing is done on machines or equipment.  It shall be used to ensure that the machine or equipment 

is stopped, isolated from all potentially hazardous energy sources, and locked out before employees 

perform any servicing or maintenance where the unexpected energization or start-up of the machine or 

equipment or release of stored energy could cause injury such as minor to serious shock, burns (chemical 

or thermal), cuts, or abrasions. 

 
 

Administrative Duties 
 

Shane Carnes has overall responsibility for coordinating safety and health programs in this company.  He 

is the person having overall responsibility for the Lockout/Tagout Program. Shane Carnes will review and 

update the program, as necessary. Copies of the written program may be obtained in the RSO's office. 

 
All employees are required to comply with the restrictions and limitations imposed upon them during the 

use of lockout.  The authorized employees are required to perform the lockout in accordance with this 

procedure.  Servicing is to be done only by trained, authorized employees.  Each new or transferred affected 

employee and other employees whose work operations are or may be in the area shall be instructed in the 

purpose and use of the lockout or tagout procedures.  All employees, upon observing a machine or piece of 

equipment which is locked out to perform servicing or maintenance, shall not attempt to start, energize, or 

use the machine or equipment.   

 

Contractors are required to utilize this company's procedure except when the contractor can demonstrate that 

their current lockout procedure affords the same level of safety as Carnes Contract Floors, Inc.’ procedure.   

 

Basic Rules for Using Lockout or Tagout System Procedure 
 

All equipment shall be locked out or tagged out to protect against accidental or inadvertent operations when 

such operations could cause injury to personnel.  Do not attempt to operate any switch, valve, or other 

energy-isolating device where it is locked or tagged out. 

 

This standard does not apply to work on cord and plug connected to electrical equipment for which 

exposure to the hazards of unexpected energization or start up the equipment is controlled by the unplugging 

of the equipment from the energy source and by the plug being under the exclusive control of the employee 

performing the servicing or maintenance. 

 

In the event a piece of equipment is to be isolated for a period of time exceeding one normal shift and the 

isolating means is not capable of being locked out, a reasonable effort will be made to affix a device to the 

isolating means to make capable of being locked out. 
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Lockout-Tagout protects workers from these energy sources: 

89. moving machinery (kinetic)  

90. stored energy (potential)  

91. electrical  

92. chemical  

93. thermal  

94. hydraulic  

95. gravitational  

96. pneumatic  

 

Definitions 

 
Authorized (Qualified) Employees 

The only ones certified to lock and tagout equipment or machinery. Whether an employee is considered to 

be qualified will depend upon various circumstances in the workplace. It is likely for an individual to be 

considered "qualified" with regard to certain equipment in the workplace, but "unqualified" as to other 

equipment. An employee who is undergoing on-the-job training and who, in the course of such training, 

has demonstrated an ability to perform duties safely at his or her level of training and who is under the 

direct supervision of a qualified person, is considered to be "qualified" for the performance of those 

duties. 

 
Affected Employees 

Those employees who operate machinery or equipment upon which lockout or tagging out 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 procedures. 

 
Other Employees  

Identified as those that do not fall into the authorized, affected or qualified 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 machine or equipment when they see that it has been locked or tagged 

out. 

 

Machinery and Equipment 
  

Lockout is the preferred method of isolating machines or equipment from energy sources. Tagout is to be 

performed instead of lockout only when there is no way to lockout a machine.   

 

Routine Maintenance & Machine Adjustments 
 

Lockout/tagout procedures are not required if equipment must be operating for proper adjustment. This 

rare exception may be used only by trained and authorized Employees when specific procedures have 

been developed to safely avoid hazards with proper training. All consideration shall be made to prevent 

the need for an employee to break the plane of a normally guarded area of the equipment by use of tools 

and other devices. 

 

Locks, Hasps and Tags 
 

All Qualified Maintenance Personnel will be assigned a lock with one key, hasp and tag. All locks will be 

keyed differently, except when a specific individual is issues a series of locks for complex lockout-tagout 
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tasks. In some cases, more than one lock, hasp and tag are needed to completely de-energize equipment 

and machinery. Additional locks may be checked out from the Department or Maintenance Supervisor on 

a shift-by-shift basis. All locks and hasps shall be uniquely identifiable to a specific employee. 

 

Preparation for Lock and Tag Out Procedures 
 

A Lockout/Tagout survey has been conducted to locate and identify all energy sources to verify which 

switches or valves supply energy to machinery and equipment. Dual or redundant controls have been 

removed. 

 

A Tagout Schedule has been developed for each piece of equipment and machinery. This schedule 

describes the energy sources, location of disconnects, type of disconnect, special hazards and special 

safety procedures. The schedule will be reviewed each time to ensure employees properly lock and tag out 

equipment and machinery. 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. 

 

Sequence of Lockout System Procedure 
 

1. Lockout locks cannot be used for any purpose other than lockout, and must meet the following 

provisions: 

a. Standardized throughout the plant by color, shape or size. 

b. Durable enough to withstand heat, cold, humidity or corrosiveness. 

c. Strong enough so that it cannot be removed without heavy force or tools such as bolt cutters. 

d. Identified by the name of the employee who installs and removes it.   

 

2. The authorized employee (one who performs maintenance or servicing) shall identify the type and 

magnitude of the energy that the machine or equipment utilizes, shall understand the hazards of the 

energy, and shall know the methods to control the energy. 

 

3. The authorized employee is to notify all affected employees that servicing or maintenance is 

required on a machine or equipment, and that the machine or equipment must be shut down and 

locked out to perform the servicing or maintenance. 

 

4. If the machine or equipment is operating, shut it down by the normal stopping procedure (depress 

stop button, open switch, close valve, etc.). 

 

5. De-activate the energy isolating device(s) so that the machine or equipment is isolated from the 

energy source(s). 

 

6. Stored or residual energy (such as that in capacitors, springs, elevated machine members, rotating 

flywheels, hydraulic systems, and air, gas, steam, or water pressure, etc.) must be dissipated or 

restrained by methods such as grounding, repositioning, blocking, bleeding down, etc. 

 

7. Lockout the energy isolating devices with a lock(s). 

 

8. Ensure that the equipment is disconnected from the energy source(s) by first checking that no 

personnel are exposed, then verify the isolation of the equipment by operating the push button or 

other normal operating control(s), or by testing to make certain the equipment will not operate. 
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CAUTION:  RETURN OPERATING CONTROL(S) TO NEUTRAL OR "OFF" POSITION AFTER 

VERIFYING THE ISOLATION OF THE EQUIPMENT.   

 

The machine or equipment is now locked out.  Maintenance or servicing may be performed.    

 

 

Sequence of Tagout System Procedure 
 

The authorized employee shall use the tagout procedure ONLY WHEN THE MACHINE OR 

EQUIPMENT IS NOT CAPABLE OF BEING LOCKED OUT.   
 

1. The tagout device shall be standardized throughout the plant, and shall meet the following 

provisions: 

a. Easy to read and understand, even if used in dirty, corrosive, or damp areas. 

b. Can't be released with less than 50 pounds of pressure. 

c. Can be attached by hand. 

d. Is self-locking. 

e. Shows the identity of the authorized employee. 

f. Can't be reused. 

 

2. The tagout device shall be attached at the same location that the lockout device would have been 

attached. 

 

3. Authorized employees shall utilize additional means as necessary to provide the equivalent safety 

available from the use of a lockout device.  Additional safety measures that reduce the likelihood of 

inadvertent energization may include: 

a. The removal of an isolating circuit element; 

b. Blocking of a controlling switch; 

c. Opening of an extra disconnecting device; or 

d. The removal of a valve handle.   

 

Restoring Machines/Equipment to Normal Production Operations 
 

When the servicing is completed and the equipment is ready to return to normal operating condition, the 

following steps shall be taken: 

 

1. Check the work area to ensure that all employees are a safe distance from the equipment. 

 

2. Check the machine or equipment and the immediate area around the machine or equipment to ensure 

that nonessential items (such as tools) have been removed, and that the machine or equipment 

components are operationally intact. 

 

3. Reinstall any machine guards. 

 

4. Verify that the controls are in neutral. 

 

5. Remove the lockout and/or tagout devices and reenergize the machine or equipment. 
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6. Notify affected employees that the servicing or maintenance is completed and the machine or 

equipment is ready for use. 

 

NOTE:  The removal of some forms of blocking may require re-energization of the machine before safe 

removal.  When maintenance or service is done, only the same authorized employee who installed the 

lock may remove it.  When the authorized employee is not available to remove the lock, a "Lockout 

Removal" form must be completed by the employee removing the lock (see attachment Procedure for 

Lockout & Tagout Removal). 

 

Temporary Removal 

 
Occasionally, lockout/tagout devices must be temporarily removed in order to test the equipment or 

machine.  When this occurs the following steps should be taken. 

 

1. Clear away any tools from the danger area. 

2. Remove any employees from the danger area. 

3. Remove the lockout/tagout device(s). 

4. Carefully re-energize and proceed with testing. 

5. De-energize and reapply lockout/tagout device(s) following the sequence of lockout/tagout 

procedures listed above. 

6. Document the name and title of the individual(s) who performs and verifies this process. 

 

Procedure Involving More Than One Person 
 

In the preceding steps, if more than one individual is required to lockout or tagout equipment, each shall 

place his or her own personal lockout or tagout device on the energy isolating device(s). 

 

When an energy-isolating device cannot accept multiple locks or tags, a multiple lockout or tagout device 

(hasp) may be used.   If lockout is used, a single lock may be used to lockout the machine or equipment with 

the key being placed in a lockout box or cabinet which allows the multiple locks to secure it.  Each 

employee will then use his or her own lock to secure the box or cabinet.  As a person no longer needs to 

maintain his or her lockout protection, that person will remove his or her lock from the box or cabinet. 

 

If a single authorized employee is given the primary responsibility for a set number of employees working 

under the protection of a group lockout or tagout device then the following safety measures must be adhered 

to: 

- Authorized employee must ascertain the exposure status of individual group members. 

- Each employee shall attach a personal lockout/tagout device to the group’s device while he/she is 

working.  The device shall be removed when finished. 

 

Stored Energy 
 

Following the application of the lockout or tagout devices to the energy isolating devices, all potential or 

residual energy will be relieved, disconnected, restrained, and otherwise rendered safe. 

 

Where the re-accumulation of stored energy to a hazardous energy level is possible, verification of 

isolation will be continued until the maintenance or servicing is complete. 
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Release stored energy (capacitors, springs, elevated members, rotating fly wheels, and 

hydraulic/air/gas/steam systems) must be relieved or restrained by grounding, repositioning, blocking 

and/or bleeding the system. 

 

Extended Lockout/Tagout 
 

Should the shift change before the machinery or equipment can be restored to service, the lock and tag out 

must remain. If the task is reassigned to the next shift, those Employees must lock and tag out before the 

previous shift may remove their lock and tag. 

 

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: 

1. Unplug Electrical Equipment from wall socket or in-line socket. 

2. Attach "Do Not Operate" Tag and Plug Box & Lock on end of power cord. 

3. An exception is granted to not lock & tag the plug is the cord & plug remain in the exclusive 

control of the Employee working on, adjusting or inspecting the equipment. 

4. Test Equipment to assure power source has been removed by depressing the "Start" or On" 

Switch. 

5. Perform required operations. 

6. Replace all guards removed. 

7. Remove Lock & Plug Box and Tag. 

 

Inspect power cord and socket before plugging equipment into power source. Any defects must be 

repaired before placing the equipment back in service. 

 
NOTE: Occasionally used equipment may be unplugged from power source when not in use. 

 

Management'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 the facility before removing his/her lock and tag, the 

Maintenance Manager 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 are returned to service. 

Notification of the employee who placed the lock is required prior to lock removal.  This process must be 

properly documented. 

 

Additional State Requirements  

 

Some states include required procedures for equipment that needs to have power supplied to them for 

repair, adjust, test, or set up activities, including the following: 

 



Page 181 of 264 
Carnes Contract Floors, Inc. – Accident Prevention & Safety Manual 

- A qualified operator must control the activities, 

- The operator must be in clear view and clear communication with all participants, 

-   Participants must be beyond the reach of machine elements, and 

-  Locking out equipment if machines require the operator to leave the control station. 

De-energizing machines at their power sources during adjustment or replacement of machine components. 

 Outside contractors must use the host employer’s LOTO procedures. 

Training 
 

Authorized Employees Training 

All Maintenance Employees, Department Supervisors and Janitorial employees will be trained to use the 

Lockout/Tagout Procedures. The training will be conducted by the Maintenance Supervisor or Safety 

Coordinator at time of initial hire. Retraining shall be held at least annually. The training will consist of 

the following: 

- Review of General Procedures  

- Review of Specific Procedures for machinery, equipment and processes  

- Location and use of Specific Procedures  

- Procedures when questions arise  

 
Affected Employee Training 

 

- Only trained and authorized Employees will repair, replace or adjust machinery, equipment or 

processes. 

- Affected Employees may not remove Locks, locking devices or tags from machinery, equipment 

or circuits.  

- Purpose and use of the lockout procedures.  

 
Other Employee Training 

 

Only trained and authorized Employees will repair, replace or adjust machinery or Equipment.   

 

Other Employees may not remove Locks, locking devices or tags from machinery, equipment or circuits  

 

Documentation 
 

Procedural steps for lockout/tagout for all machines shall be documented on the Lockout/Tagout Schedule 

form.  A copy of this form will be given to the authorized employee and will be kept in the Safety  

Coordinator’s office. 

 

Documentation of employee training shall be kept on file in each employee's training file.  

 

An inspection shall be performed, certified and documented annually, under the direction of the RSO, to 

assure compliance with the written program.  This will be kept in the RSO's office.  The purpose is to ensure 

that the written procedures and the requirements of the standard are being followed, and that employees 

understand their responsibilities under the procedures.  
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Affected Employees for Lockout/Tagout 
 

Because people may be moved from one work area to another, it would not be appropriate or practical to 

generate a list of people identified with a particular area.  Therefore, the person who initiates, or terminates, 

a lockout or tagout procedure will notify those persons in the affected area. 

 

Periodic Inspection 
 

A periodic inspection is done, looking at the energy control procedures performed to ensure that the 

procedure and requirements of the standard are being followed. This inspection is performed annually.  
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HAND & POWER TOOL SAFETY PROGRAM 
  

Carnes Contract Floors, Inc. is committed to ensuring the safety of all employees who work with hand 

and power tools.  Small hand tools can inflict great injury, as can power tools. By outlining the following 

safe operating procedures we learn to prevent injury and safeguard ourselves and our co-workers.  This 

Hand & Power Tool Safety Program was developed to establish guidelines and Safe Operating 

Procedures for our employees. 

 

Administration 
 

Shane Carnes, Responsible Safety Officer is responsible to the implementation and maintenance of this 

program.  A copy of the Hand and Power Tool Safety Program is located in the RSO’s office. 

 

General Safe Operating Procedures 

− Whether furnished by the Company or the employee, all tools should be maintained in a safe 

condition. 

− Guards should be in place and operable at all times while the tool is in use. The guard may not be 

manipulated in such way that will comprise its integrity or compromise the protection in which 

intended. Guarding should meet the requirements set forth in ANSI B15.1. 

− Employees using hand and power tools and exposed to the hazard of falling, flying, abrasive, and 

splashing objects, or exposed to harmful dust, fumes, mists vapors, or gases will be provided with 

particular PPE necessary to project them from the hazard. 

− Any tool not in compliance should either be identified as unsafe by tagging or locking the controls 

to render them inoperable or should be physically removed from its place of operation. 

 

Hammers 
 

General Safety - Safe Operation 

− Wear eye protection. Whenever possible, use soft-faced hammers (plastic, wood, or rawhide) 

when striking hardened surfaces, 

− Check the condition of the handle. Keep handles tightly wedged in hammerheads to prevent 

injury.  

− Replace cracked or splintered handles. 

− Select the right size for the job. A light hammer bounces off the work. One that's too heavy is hard 

to control. 

− Grip the handle close to the end to increase leverage for harder, less tiresome blows. 

− Prevent injuries to others by swinging  in a direction that won't let your hammer strike someone if 

it slips from your hand. 

− Keep the handle dry and free of grease and oil. 

− Keep the hammer face parallel with your work. Force is then distributed over the entire hammer 

face, reducing the tendency of the edges of the hammerhead to chip, or slip off the object being 

struck. 

  

Chisels & Punches 
 

General Safety - Safe Operation 

− Wear eye protection. 
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− Grind off mushroom heads. The sharp edges can tear your skin or chips could break off the 

mushroomed head and fly into your eyes. 

− Keep a smooth bevel ground on the heads of all punches and chisels. 

− Don't use chisels and punches for prying. 

− Hold the tool steadily but loosely. The best place to hold it is just below the head. If you miss and 

strike your hand, your hand will not be caught between the hammer and the work piece. 

− Select the proper sized tool for the job. Heavy Pounding on tools too small for the job increases 

the risk of injury from tool breakage. 

 

 Knives 
 

General Safety - Safe Operation 

− Keep blades sharp.  The greater the force you have to apply, the less control you have over the 

cutting action of the knife.  The safest knife usually has the sharpest edge. 

− Cut away from the body.  Your hands and fingers should always be behind the cutting edge.  

− Keep knife handles clean and dry to keep your hand from slipping onto the blade. 

− Never pry with a knife; blades are hardened and can break with a snap. 

− Store knives safely.  Keep knives in their own box or scabbard when not in use.   

   

Screwdrivers 
 

General Safety - Safe Operation 

− Use screwdrivers only for driving screws.  

− Sharpen screwdrivers properly, File or grind worn or damaged tips to fit the slot of the screw. A 

sharp, square-edged tip won't slip as easily as a dull one, and less pressure will be required to hold 

the tip in the slot.  

− Don't hold parts in your hand, put the wok on a bench or in a vise to avoid the possibility of 

piercing your hand with the screwdriver tip. 

− Use screwdrivers with insulated handles for electrical work. 

  

Hand Saws  
 

General Safety - Safe Operation 

− Keep handsaws sharp and free of rust to prevent them from binding or jumping. 

− Always make saw cuts directly across the material with  a slow, careful, downward stroke. 

− Never force the saw through the cut as this may cause the saw to buckle or fly out of the groove 

causing an injury. 

 
Power Carpenter Tools 

− Three Types: Electrical, Pneumatic, and Hydraulic. 

− Operate power tools only if you are trained and completely familiar with the tool. 

− Inspect all power tools and cords before using them.  The tools should be clean and in good 

condition.  Do not use a tool that has a damaged cord or hose. 

− Make sure the work area is well lit. 

− Do not operate power tools if you cannot see the working surface clearly. 

− Ensure that the power source is the proper voltage and current for the tool. 

− Make sure the tool is turned “OFF” before connecting it to a power source. 
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− When using a power tool, give the tool your full and undivided attention. 

− Do not distract or disturb another worker who is operating a power tool. 

− Always disconnect a power source before cleaning or making adjustments to the tool. 

− Ensure that the power source for a hydraulic or pneumatic tool is the correct pressure for the tool. 

− Check electrical cords frequently and use only approved extension cords. 

− Ensure that cords and hoses are positioned so they do not become tripping hazards. 

− Do not use electric tools in areas where water is present. 

 

Air Compressors 

− Read all manuals included with this product carefully.  Be thoroughly familiar with the controls 

and the proper use of the equipment. 

− Only trained personnel shall be allowed to use the compressor. 

− Keep visitors away and NEVER allow children in the work area during operation. 

− Wear the appropriate personal protective equipment when operating the unit. 

− Before each use, inspect compressed air system and electrical components for signs of damage, 

deterioration, weakness or leakage.  Repair or replace defective items before operating. 

− Never weld or drill holes in the air tank. 

− Release air slowly when draining moisture or depressurizing the compressor system. 

− Keep fingers away from a running compressor, fast moving and hot parts will cause injury and /or 

burns. 

− Never use air compressor for the purpose of supplying breathing air. 

− Never operate or repair in or near a flammable gas or vapor. 

− Never stand on or use the unit as handhold. 

− Disconnect power and release all pressure from the system before attempting to install, service, 

relocate or perform any maintenance. 

− Do not use extension cords with this product.  Use additional air hoses instead to avoid power loss 

and permanent motor damage. 

− Do not exceed pressure limits for any component in the system. 

 

Table Saw 

− Always keep the blade guard and driving knife (splitter) in place and in working order.  Keep tools 

and cords in god repair and clean for better and safe performance. 

− Keep work area clean and well lit.  Don’t use power tools in damp or wet locations. 

− Wear the appropriate personal protective equipment.  Do not wear loose clothing or jewelry. 

− Disconnect tools, when not in use, before servicing, or when changing attachments, blades, bits, or 

cutters. 

− Never yank cord to disconnect from receptacle.  Keep cord from heat, oil, and sharp edges. 

− Avoid accidental starting, be sure switch is off when plugging in. 

− Keep hands away from cutting area.  Never touch blade or other moving parts during use. 

− Never use in explosive atmosphere. 

− Never leave tool running unattended. 

− Avoid cutting nails. 

− Never start a tool when its rotating parts are in contact with the work piece. 

− Always secure work firmly against rip fence or miter fence. 

− Never stand or have any part of you body in line with the path of the saw blade.  Do not reach over 

any moving parts. 
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− Never attempt to free a stalled saw blade without first turning the saw off and disconnecting the 

saw from the power source. 

− Avoid kickbacks (work thrown back toward you) by: 

o Keeping blade sharp. 

o Keeping rip fence parallel to the saw blade. 

o Keeping riving knife, anti-kickback pawls, and blade guard in place and operating. 

o Not releasing the work before it is pushed all the way past the saw blade using a push stick. 

o Not ripping work that is twisted or warped or does not have a straight edge to guide alone 

the fence. 

 

Chainsaw 

− Only trained and authorized operators shall be permitted to operate the designated equipment. 

− PERSONAL PROTECTIVE EQUIPMENT IS MANDATORY AND SHALL INCLUDE THE 

FOLLOWING: 

o Safety goggles 

o Hearing protection 

o Boots/Steel toe shoes  

o Gloves 

o Chaps 

o Hard hat with face protector 

o Snug fitting closes 

− Keep bystanders and animals out of the work area. 

− Do not operate the unit when you are fatigued, ill, or if you are under the influence of alcohol, 

drugs, or medication. 

− Do not operate a chain saw that is damaged, improperly adjusted, or not completely and 

securely assembled. 

− Do no start cutting until you have a clear work area, secure footing, and a planned escape 

route. 

− Prior to starting the engine, ensure that the nose of the saw is free of contact with anything. 

− Keep the handles dry, clean, and free of oil or fuel mixture. 

− Operate the chain saw only in well-ventilated areas. 

− Keep all parts of your body away from the saw chain when the engine is running. 

− Carry the chain saw with the engine stopped, the guide bar and chain to the rear with the 

muffler away from your body.  Use the appropriate guide bar safety cover. 

− Shut off the engine before setting the chain saw down. 

− Use caution when cutting small size brush; slender material may catch the saws chain pulling 

you off balance. 

− When cutting a limb that is under tension be alert for spring back so that you will not be struck 

when the tension in the wood fibers are released. 

− Do not operate a chain saw in a tree unless you have been specifically trained. 

− All chain saw service should be performed by competent chain saw service personnel. 

 

Kick Back Safety 

− Keep a good firm grip on the saw with both hands when the engine is running.  Use the chain 

brake and kickback guard. 

− Do not let the nose of the saw contact a log, branch, or any other object  in the cutting path which 

may cause kickback. 

− Cut at high engine speeds to reduce  possibility of kickback. 
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− Do not over extend or cut above shoulder height. 

− Keep the chain sharp and properly adjusted. 

− Specialty Items 

− Avoid making cuts with the saw between your feet and legs, always cut with the saw to the outside 

of your legs. 

− Never position yourself or others in line with the chain. A broken chain will fly forward in the 

direction the guide bar is pointing. 

− Keep the chain clean to prolong its life and to reduce the hazard of debris being thrown. 

 

Drill Press 

− Only authorized personnel shall operate specific pieces of equipment or power tools. 

− Know your equipment - read and understand the owner’s manual and labels affixed to the tools.  

Learn its applications and limitations. 

− All electrical or mechanical repairs should be attempted only by trained repair people. 

− Keep children away from all operating equipment. 

− Do not let visitors come in contact t with tools or extension cords.  All visitors shall be kept out of 

the immediate work area. 

− Use the drill press in a well-lit area and on a level, clean and smooth surface to reduce the risk of 

trips and fall around running equipment. 

− Do not use power tools in damp or wet locations. 

− Do not use the tool in the presence of flammable fluids or gases. 

 

Equipment Awareness 

− Don’t overreach while using tools and equipment.  Keep proper footing and balance at all times.  

Adjust the work area height as needed. 

− Never place your fingers in a position where they could contact the drill bit or other cutting tool 

parts. 

− Use the appropriate personal protective equipment - do not wear loose clothing or jewelry and 

restrain long hair which can be caught in moving parts. 

− Disconnect tools from power source when not in use and before servicing, when changing wheels, 

etc. 

− Keep all machine guards in place, in proper adjustment and alignment. 

− Ensure the switch is in the “off” position before plugging in the tool. 

− Before connecting the tool to a power source, be sure the voltage supplied is the same as that 

specified for the tool. 

− Check the tool for damage or needed repairs prior to use. 

− Do not leave a tool until it comes to a complete stop.  Do not lay it down to stop it. 

− Keep the tool dry, clean and free from oil and grease. 

 

Safe Work Surface 

− Always support the work piece so it doesn’t shift or bind on the tool. 

− Always position backup material underneath the work piece. 

− Use a drill press vise, do not do any work “free hand”, always fasten your stock to the table.  Use 

fixtures to adequately hold, guide and position the work piece. 

− Never move the head or table support while the tool is running. 

− Before starting operation, jog the motor switch to make sure the drill bit or other cutting tools do 

not wobble or cause vibration. 
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− Use the bit and speed recommended for the job and work piece material.  Remember, the longer 

the bit, the slower the drill speed. 

− Never climb on the drill press table, it could bread or pull the entire drill press down. 

− To avoid injury from thrown work or tool contact, do not perform layout, assemble or setup work 

on the table while the cutting tool is rotating. 

− When drilling wood or metal, raise the drill bit frequently to clean chips from the hole. 

− Prior to start, center punch the area to be drilled for an easier start and less chance of slippage. 

  

Belt Grinder (Free Standing or Hand Held) 

− Always wear approved eye respiratory, and hand protection when working with or near grinders.  

The most common injury is from flying particles in the eye.  Kick back causes the severest grinder 

injuries. 

− Visually inspect wheels for damage before mounting and using them.  Chipped or cracked wheels 

must be discarded - if used they will shatter and cause injury. 

− Do not stand directly in line with a newly-mounted wheel when beginning start-up.  

− Before grinding, always test run a newly-mounted wheel at full speed for the following : 

o Thirty (30) seconds for reinforced discs. 

o Sixty (60) seconds for stand-mounted grinders. 

− Make sure the r.p.m. of the machine does not exceed the rate wheel speed.  The governor 

mechanism should be checked to make sure it is functioning properly. 

− Rests used on grinders shall not be more than _ (one-eight) inch from the face, fastened securely 

and must not be adjusted while the wheel is in motion. 

− All spindles, adapters, flanges, and other parts should be inspected periodically and maintained to 

size and in good conditions. 

− Proper lubrication of the motor and bearing is essential. 

− Use proper safety guards on grinders.  Special guards area available for all grinders when working 

in confined areas.  Make sure the guards are properly secured. 

− Grind only on the face of a straight wheel.  Use disk wheels or angle grinders for side grinding.  

Light side grinding is permitted with a cup or saucer wheel. 

− Make sure the wheel has stopped before putting the grinder down as it can travel, thus injuring a 

person or damaging equipment.  Lay the machine down with the disk up. 

− Avoid dropping or bumping the wheel.  Do not allow anything to strike a wheel which is not in 

use.  Handle and store wheels carefully, following manufacturer’s specifications. 

 

Training 
 

Shane Carnes, RSO is responsible for ensuring that all employees that use hand tools have the necessary 

training to perform their job safely.
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EMERGENCY ACTION PLAN 
 

Purpose 
 

Carnes Contract Floors, Inc. is dedicated to the protection of its employees from emergencies such as 

tornadoes and fires. When emergencies do occur, our Emergency Action Plan (EAP) is initiated. This 

EAP is in place to ensure employee safety from emergencies during regular hours and after hours. It 

provides a written document detailing and organizing the actions and procedures to be followed by 

employees in case of a workplace emergency. 

 

OSHA's Emergency Action Plan requirements, require Carnes Contract Floors, Inc. to have a written 

emergency action plan (EAP). This EAP addresses emergencies that our company expects may 

reasonably occur at any of sites. 

 

The EAP communicates to employees, policies and procedures to follow in emergencies. This written 

plan is available, upon request, to employees, their designated representatives, and any OSHA officials 

who ask to see it. 

 

Administrative Duties 
 

Shane Carnes, RSO (or designee) is the EAP administrator, who has overall responsibility for the plan. 

This responsibility includes the following: 

- Developing and maintaining a written Emergency Action Plan for regular and after hours work 

conditions; 

- Notifying the local fire or police departments, and the building owner/superintendent in the event 

of an emergency affecting the facility; 

- Taking security measures to protect employees; 

- Integrating the Emergency Action Plan with any existing general emergency plan covering the 

building or work area occupied; 

- Distributing procedures for reporting emergencies, the location of safe exits, and evacuation routes 

to each employee; 

- Conducting drills to acquaint employees with emergency procedures and to judge the effectiveness 

of the plan; 

- Training designated employees in emergency response such as the use of fire extinguishers and the 

application of first aid; 

- Deciding which emergency response to initiate (evacuate or not); 

- Ensuring that equipment is placed and locked in storage rooms or desks for protection; 

- Maintaining records and property as necessary; and 

- Ensuring that our facility meets all local fire codes, building codes, and regulations. 

 

The RSO is responsible for reviewing and updating the plan as necessary. Copies of this plan may be 

obtained from the RSO's office. 

 

The RSO has full authority to decide to implement the EAP if he believes an emergency might threaten 

human health. The following potential emergencies might reasonably be expected at this facility or work 

areas and thus call for the implementation of this EAP: 

- Fire emergencies (process area fires, non-pressurized tank fires, pressurized tank fires, fires at 

loading facilities, warehouse fires, office building fires, electrical fires)  

- Toxic gas releases  
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- Flammable gas releases  

- Hazardous liquid spills  

- Oil spills  

- Release of radiation 

- Tornadoes 

- Winter storms  

- Flooding  

- Earthquakes 

- Bomb threat/Civil disturbance.  

- First-aid emergencies 

 

The RSO can be contacted regarding further information about duties under this written Emergency 

Action Plan 

 

Key management personnel home telephone numbers are kept in a safe place, on office and work area 

bulletin boards, and in company vehicles, for immediate use in the event of an emergency. These 

telephone numbers of key management personnel have been distributed all supervisors to be retained in 

their homes for use in communicating an emergency occurring during non-work hours: 

 

If, after reading this plan, you find that improvements can be made, please contact the plan administrator, 

Shane Carnes. We encourage all suggestions because we are committed to the success of our Emergency 

Action Plan. We strive for clear understanding, safe behavior, and involvement in the program from every 

level of the company. 

 

Alarms 
 

Different emergencies call for different alarms to indicate what actions employees should take. Carnes 

Contract Floors, Inc. has established an employee alarm system that complies with OSHA regulations. 

We will use the tornado alarm to warn employees of tornado warnings only.    

 

We have posted the emergency telephone numbers near telephones, or emergency notice boards, and 

other conspicuous locations for use when telephones serve as a means of reporting emergencies. 

 

Emergency Reporting and Weather Monitoring Procedures 
 

In the Event of an Emergency Requiring Evacuation 

 

When employees detect an emergency that requires an evacuation, such as a fire or hazardous release, 

they should Activate the fire alarm and exit the building to the designated safe area for a headcount. The 

fire department will be notified via telephone.    

 

In the Event of a Tornado Watch 

 

We monitor tornadoes by severe weather radio. When available, our backup method for monitoring 

tornadoes includes city and county tornado sirens 

 

Evacuation Procedures  
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Some emergencies require evacuation or escape procedures, while some require employees to stay 

indoors, or in a safe area. Our emergency escape procedures are designed to respond to many potential 

emergencies, depending on the degree of seriousness. Nothing in these procedures precludes the plan 

administrator's authority in determining whether employees should remain inside or evacuate. 

 

At this company, the following types of emergency evacuations exist: 

- total and immediate evacuation 

- partial evacuation 

  

Our emergency escape procedures and assignments are designed to respond to many potential 

emergencies that require them, including: fire, tornado, bomb threat, chemical release. 

 

Employees need to know what to do if they are alerted to a specific emergency. After an alarm is sounded 

to evacuate, employees should take the following steps: 

- Cease work immediately and proceed to the nearest available exit. 

- Go to your designated safe area for a headcount and further instructions. 

 

Procedures to Account for Employees 

 

Trained evacuation personnel assist in safe and orderly evacuation for all types of emergencies that 

require evacuation. Once evacuation is complete, they conduct head counts. The employees selected are 

trained in the complete workplace layout and the various alternative escape routes from the workplace. 

All trained personnel are made aware of employees with disabilities who may need extra assistance, such 

as using the buddy system, and of hazardous areas to be avoided during emergencies. Before leaving, 

these employees check rooms and other enclosed spaces in the workplace for employees who may be 

trapped or otherwise unable to evacuate the area.   

 

Frontline supervisors must be aware of the locations of those employees working on a particular day 

when an emergency occurs, and be aware of who is absent or otherwise away from the premises. 

Accounting for employees will aid local responding fire/rescue departments in determining whether 

rescue efforts are necessary.  

 

Once each evacuated group of employees have reached their evacuation destinations, each trained 

evacuation employee: 

- Takes roll of his or her group,  

- Makes sure all persons are accounted for, 

- Reports in to a central checkpoint managed by Shane Carnes, RSO, and  

- Assumes role of department contact to answer questions. 

 

Head count results should be given to the Fire Chief or firefighter, if requested. 

 

No employees are to return to their work area until advised by Shane Carnes, RSO or designee (after 

determination has been made that such re-entry is safe). 

 

Fire 
 

Upon sounding the alarm, all personnel shall evacuate the work area by the most direct route. The routes 

are shown on the work place maps posted on the bulletin boards. 
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Prior to exiting, turn off machine at your work station or close the valves on gas operated equipment such 

as oxygen/acetylene carts. Do not try to retrieve items or tools. 

 

Shane Carnes, prior to exiting the area, shall ensure that all equipment is secured and all areas are checked 

to ensure that no employee remains in his area. 

 

All employees shall go directly upon sounding the alarm to the parking lot and assemble with your 

Supervisor for a head count. At no time will you leave this area unless directed by management or 

supervision. Do not try to re-enter the work area to obtain personal items or tools. Supervisors will report 

to Shane Carnes or his or representative with the names of all employees counted and any unaccounted 

for personnel as soon as the head count is completed. 

 

Any fire fighting, rescue or medical duties will be performed by the fire department, police department, or 

hospital medical personnel. At no time will our personnel attempt on their own initiative, a rescue or fire 

suppression, after departing the area. The only fire fighting attempted by our personnel will be in the 

incipient stage of the fire. 

 

Should an employee discover a fire, he or she will notify the Supervisor in that area who will advise 

Shane Carnes or his or her representative. At the same time the Supervisor will direct the use of fire 

extinguishers against the fire and evacuate when he or she deems it necessary. 

 

Shane Carnes will be responsible for furnishing any further information to the employees concerning this 

plan. 

 

Tornado 

 
Upon being advised of the distinct possibility that a tornado may strike the area Shane Carnes or his 

representative shall sound the alarm. All personnel shall seek shelter immediately by either crawling 

under sturdy work benches, equipment, inside rooms or basements within the shop after shutting off 

power to machines. 

 

Upon sounding the all clear signal which will be a voice signal and providing the tornado missed the 

shop, all personnel shall resume normal production duties. 

 

If the tornado strikes the shop and the all clear is sounded by the U.S. Weather Bureau, it may be 

necessary to evacuate part of the work area. 

 

Personnel in each building will be advised by voice communication by Shane Carnes or his representative 

as to what action is necessary. If evacuation is deemed necessary those personnel to be evacuated will 

proceed directly to the parking lot. Do not try to retrieve personal items or tools. Head counting 

procedures will be the same as for fires. At no time will you leave this area unless directed by 

management or supervisory personnel. 

 

All fire fighting, rescue and medical duties will be performed by fire department, police department, and 

hospital medical personnel. At no time will our personnel attempt on his own initiative a rescue after 

departing the work area. 

 

Shane Carnes will be responsible for furnishing any further information to the employees. 
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Earthquake 
 

Upon realization that an earthquake is occurring get under the nearest workbench or equipment that will 

provide you overhead protection from falling objects. Try to stay away from electrical lines and overhead 

storage racks containing heavy objects.  

 

Upon sounding the alarm, all personnel shall evacuate the area by the most direct exit. The routes are 

shown on the work place maps posted on bulletin boards. Prior to your exit turn off your machine at your 

work station and close the valves on gas operated equipment such as oxygen/acetylene welding carts. Do 

not try and retrieve personal items or tools. 

 

Shane Carnes, prior to exiting the work area, shall ensure that all equipment is secured and all areas are 

checked to ensure that no employee remains on the work area. 

 

All employees shall go directly upon sounding of the alarm to the parking lot and assemble with your 

Supervisor for a head count. At no time will you leave the area unless directed by management or 

supervisory personnel. Do not try to re-enter the work area to obtain personal items or tools. Supervisors 

report to Shane Carnes or his or her representative the names of personnel counted and any unaccounted 

personnel as soon as the head count is completed. 

 

Any rescue or medical duties will be performed by fire departments, police departments, or hospital 

medical personnel. At no time will our personnel attempt on their own initiative a rescue or fire 

suppression after departing the work area. 

 

Terrorist Bomb Threat 
 

Conduct Bomb Search 

 

All supervisory personnel shall be advised by voice communication that a bomb threat has been received 

by the company at this work area. 

 

All work activities shall cease in the suspected areas and a planned, organized search for the suspected 

bomb will be conducted by all personnel. They are to be instructed to look for any item that normally 

would not be in this area. This could be a package, bundle, sack, box, or any object that might look 

suspicious. 

 

Employees are to be instructed never to touch the object in any way, but to notify supervision who in turn 

advise fire and police personnel of the find. 

 

At this time management must consider the possibility of a partial evacuation of the area. If this 

evacuation is deemed advisable then evacuation procedures outlined in the following paragraph shall be 

followed. 

 

Evacuation 

 

Upon sounding the alarm, personnel shall evacuate the area by the most direct exit. 

 

The routes are shown on the work place maps posed on bulletin boards. 
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Prior to exit, turn off your machine at the work station or close valves on gas operated equipment. Do not 

try to retrieve personal items, tools or vehicles. Shane Carnes, prior to exiting the work area, shall ensure 

that all equipment is secured and all areas are checked to ensure no employees remain on the work area. 

LEAVE THE LIGHTS ON TO ASSIST SEARCH PERSONNEL. 

 

The employees shall go directly upon sounding of the alarm, to the parking lot and assemble with your 

Supervisor for a head count. 

 

At no time will you leave this area unless directed by management or supervisory personnel. Do not try to 

re-enter the building or grounds to obtain personal items or tools or cars. Supervisors shall report to Shane 

Carnes or his representative the names of all employees counted and any unaccounted for personnel as 

soon as head count is completed. 

 

Hazardous Chemical Release 
  

In the event of an accidental release of hazardous chemicals, an evacuation would be required if the 

release is in a significant amount to cause, or have potential to cause, harm to employees. 

 

After it is determined that there is a hazardous chemical emergency, the Management Team will be 

notified and make the decision whether to evacuate any areas. All unqualified Employees should remain 

clear of any spill or release of any hazardous material. If evacuation procedures have been initiated, ALL 

EMPLOYEES MUST LEAVE THE PLANT and proceed to the designated meeting area 

 

NO ONE MAY ENTER THE RELEASE/SPILL/AFFECTED AREAS WITHOUT PROPER 

PERSONAL PROTECTIVE EQUIPMENT AND MANAGEMENT PERMISSION.  

 

PPE is required at all times until the hazard has been dissipated with proof by proper testing procedures.  

 

Maintenance Manager will proceed directly to the emergency area to determine if evacuation or outside 

help is necessary. 

 

Management will activate the Emergency Response Team if required. 

 

Management will implement the Emergency Spill Procedures of the Spill Prevention Control & 

Countermeasures Plan if any hazardous material is released.  

 

Notification of State Department of Environmental Monitoring and EPA is required if spilled oil material 

discharges or threatens to discharge into a waterway of the State causing a visible sheen on or a 

discoloration of the surface water or shorelines, or if a reportable quantity for a hazardous substance is 

discharged or may unavoidably be discharged to a waterway of the State. 

  

Medical Emergencies 
 

All Medical Treatment provided by OHCP employed by Company shall follow the Medical Directives 

and Nursing Procedures for Emergency Care 

 

After a medical emergency has been identified, the Assigned Manager, Occupational Health Care 

Professional or Senior Management Team Member and Area Supervisor should be notified immediately. 
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The Area Supervisor has the responsibility to assure that the Assigned Manager, OHCP or Senior 

Management Team Member has been notified. 

 

The severity of the medical emergency and level of action required will be determined by the on-site 

OHCP. 

 

All Medical Emergency Care Providers will use the proper PPEs as outlined in the Control of Bloodborne 

Pathogens Program and will follow the proper standards of care. 

 

All injured or ill Employees requiring emergency medical care for life/death medical emergencies will be 

transported by local Emergency Medical Services (EMS) to the nearest local Hospital. 

 

All non-life/death medical emergencies will be managed by the OHCP and Company Physician following 

proper standards of care. 

 

All Employees who are involved in an injury or accident shall be screened for drugs and alcohol as 

prescribed by company policy. 

 

During any emergency, the OHCP or Assigned Manager will have the responsibility to set-up the 

emergency medical care station at a location directed by the Senior Management Team Member 

depending on the emergency and relevant conditions. 

 

Plan Administrator Duties 
 

During an emergency, Shane Carnes, RSO will do the following: 

- Take all necessary measures to contain the hazard and prevent its spread to other nearby areas, 

with the assistance of emergency personnel. 

- If the emergency is a hazardous material spill, ensure that the hazardous material and any material 

with which in came into contact (gravel, soil, etc.,), will be scraped up using shovels and/or 

brooms. All this combined material will be considered hazardous waste unless analysis shows 

otherwise. 

- Provide for collection, treatment, and disposal of the waste and contaminated material by the 

emergency crew or outside contractor, as appropriate. 

- Ensure that contaminated soil, liquids, or other material is placed in drums and handled as a 

hazardous waste. 

- Ensure that the emergency crew restores all emergency equipment to full operational status. 

- Assisted by other qualified persons, begin to investigate the cause of the emergency and take steps 

to prevent a recurrence of such or similar incidents. 

- Ensure that the cause of the emergency has been eliminated and that cleanup and restoration have 

progressed at least to the point of not jeopardizing the health and safety of the employees, and that 

EPA, state, and local authorities have been notified, if required. 

- Ensure that for spills or releases involving a hazardous substance at or above its reportable 

quantity, the following necessary information is recorded and reported: name of chemical(s) 

involved, whether the substance is listed under 40 CFR 302—extremely hazardous substances, 

estimated quantity of the released substance, time of the release and duration, medium into which 

the substance was released, health risks associated with the release, precautions taken to respond 

to the release, name and telephone numbers of persons who can be contacted for further 

information. 
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Training 
 

Our Plan Administrator reviews with each of our employees at the following times, those parts of the 

Emergency Action Plan that employees must know to protect themselves in the event of an emergency: 

- Initially when the plan is developed, 

- Whenever an employee's responsibilities or designated actions under the plan change, and  

- Whenever the plan is changed.  

 

The information in this plan is not intended for casual reading, but is intended to get the appropriate 

message across.  

 

Drills are conducted annually.  After a drill, the Plan Administrator judges the effectiveness of the plan 

and reviews any employee input concerning the drill. Employees performing the drill may identify 

something that did not follow procedure or was ineffective. For example, they may discover doors that 

would not open; they may enter storage closets instead of exiting; they may get lost and confused. These 

are the types of things the Plan Administrator needs to hear about after a drill. That way, they can be 

addressed before a real emergency. 

 

Emergency Action Diagram 

 
The company Emergency Action Diagram showing the following: 

- Exit Locations 

- Fire Extinguisher Locations 

- Storage Locations for Hazardous/Flammable Materials 

- Storage Area for Spill Response Supplies and Personal Protective Equipment 

- Tornado Shelters 

 

A copy of this diagram is posted on company bulletin boards and near each exit. 
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FORKLIFTS: INSPECTION & SAFE OPERATION 
 

It's hard to imagine any tool more important to materials handling than the powered industrial truck-the 

forklift. Like many companies, Carnes Contract Floors, Inc. relies on these versatile vehicles to load, 

unload, and move stock and other materials. 

 

This written Forklift Operation Program establishes guidelines to be followed whenever any of our 

employees work with powered industrial trucks at this company. The rules established are to be followed 

to:  

- Provide a safe working environment,  

- Govern operator use of powered industrial trucks, and  

- Ensure proper care and maintenance of powered industrial trucks.  

 

The procedures here establish uniform requirements designed to ensure that powered industrial truck 

safety training, operation, and maintenance practices are communicated to and understood by the affected 

employees. These requirements also are designed to ensure that procedures are in place to safeguard the 

health and safety of all employees.  

 

It is our intent to comply with the requirements of OSHA's regulations. These regulations have 

requirements for powered industrial truck operations, including that for battery care and charging. We 

also comply with applicable requirements of design, construction, stability, inspection, testing, 

maintenance, and operation of ASME/ANSI B56.1-1969, Safety Standard for Low Lift and High Lift 

Trucks. However, the powered industrial trucks we operate in our storage and maintenance yards and 

warehouses comply with OSHA regulations.  

 

Administrative Duties 
 

Shane Carnes, RSO is our Forklift Operation Program Coordinator, who has overall responsibility for the 

plan. Copies of this written program may be obtained from the RSO's office. 

 

Training 
 

The RSO will identify all new employees in the employee orientation program and make arrangements 

with department management to schedule training. 

 

Before we begin training a new employee, our Forklift Operation Program Administrator, Shane Carnes 

and/or the Area Supervisor, determines if the potential powered industrial truck operator is capable of 

performing the duties necessary to be a competent and safe driver. This is based upon his/her physical and 

mental abilities to perform job functions that are essential to the operation of the vehicle. 

 

These capabilities include the level at which the operator must:  

- See and hear within reasonably acceptable limits, (this includes the ability to see at a distance and 

peripherally, and in certain instances, it is also necessary for the driver to discern different colors, 

primarily red, yellow, and green);  

- Endure the physical demands of the job; and  

- Endure the environmental extremes of the job, such as the ability of the person to work in areas of 

excessive cold or heat. An operator must be able to climb onto and off of a truck, to sit in the 

vehicle for extended periods of time, and to turn his/her body to look in the direction of travel 

when driving in reverse.  
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Once our Administrator determines that a potential operator is capable of performing powered industrial 

truck duties, the following person(s) will conduct initial training and evaluation: RSO and/or Area 

Supervisors. These instructor(s) have the necessary knowledge, training, and experience to train new 

powered industrial truck operators.   

 

Initial Training 

 

During an operator’s initial training, the instructor(s) combine(s) both classroom instruction and practical 

training. 

 

Our classroom instruction includes the following formats:  

 

Lecture 

Discussion 

Video 

Handouts 

 

 Classroom instruction, itself, covers the following topics:  

 

TRUCK-RELATED:  

- Operating instructions, warnings, and precautions for the types of trucks the operator will be 

authorized to operate;  

- Differences between the truck and automobiles;  

- Truck controls and instrumentation: where they are located, what they do, and how they work;  

- Engine or motor operation;  

- Steering and maneuvering;  

- Visibility (including restrictions due to loading);  

- Fork and attachment adaptation, operation, and use limitations;  

- Vehicle capacity;  

- Vehicle stability;  

- Any vehicle inspection and maintenance that the operator will be required to perform;  

- Refueling and/or charging and recharging of batteries;  

- Operating limitations;  

- Any other operating instructions, warnings, or precautions listed in the operator’s manual for the 

types of vehicle that the employee is being trained to operate.  

 

WORKPLACE-RELATED:  

- Surface conditions where the vehicle will be operated;  

- Composition of loads to be carried and load stability;  

- Load manipulation, stacking, and unstacking;  

- Pedestrian traffic in areas where the vehicle will be operated;  

- Narrow aisles and other restricted places where the vehicle will be operated;  

- Hazardous locations where the vehicle will be operated;  

- Ramps and other sloped surfaces that could affect the vehicle’s stability; 

- Closed environments and other areas where insufficient ventilation or poor vehicle maintenance 

could cause a buildup of carbon monoxide or diesel exhaust;  

- Other unique or potentially hazardous environmental conditions in the workplace that could affect 

safe operation. 
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Our practical training includes these formats:  

 

TRUCK-RELATED:  

- Operating instructions, warnings, and precautions for the types of trucks the operator will be 

authorized to operate;  

- Differences between the truck and automobiles;  

- Truck controls and instrumentation: where they are located, what they do, and how they work;  

- Engine or motor operation;  

- Steering and maneuvering;  

- Visibility ( including restrictions due to loading);  

- Fork and attachment adaptation, operation, and use limitations;  

- Vehicle capacity;  

- Vehicle stability;  

- Any vehicle inspection and maintenance that the operator will be required to perform;  

- Refueling and/or charging and recharging of batteries;  

- Operating limitations;  

- Any other operating instructions, warnings, or precautions listed in the operator’s manual for the 

types of vehicle that the employee is being trained to operate.  

 

WORKPLACE-RELATED: 

- Surface conditions where the vehicle will be operated;  

- Composition of loads to be carried and load stability;  

- Load manipulation, stacking, and unstacking;  

- Pedestrian traffic in areas where the vehicle will be operated;  

- Narrow aisles and other restricted places where the vehicle will be operated;  

- Hazardous locations where the vehicle will be operated;  

- Ramps and other sloped surfaces that could affect the vehicle’s stability.  

- Closed environments and other areas where insufficient ventilation or poor vehicle maintenance 

could cause a buildup of carbon monoxide or diesel exhaust;  

- Other unique or potentially hazardous environmental conditions in the workplace that could affect 

safe operation.. All powered industrial truck operators are trained and tested on the equipment they 

will be driving before they begin their job; 

- Each type of powered industrial truck has a different “feel” to it, and that makes operating it 

slightly different from operating other industrial trucks. The work areas where these trucks are 

being used also present particular hazards. For these reasons, it is impractical to develop a single 

“generic” training program that fits all of our powered industrial trucks. Accordingly, during 

training, Carnes Contract Floors, Inc. covers the operational hazards of our powered industrial 

trucks, including:  

o General hazards that apply to the operation of all or most powered industrial trucks; 

o Hazards associated with the particular make and model of the truck;  

o Hazards of the workplace in general; and  

o Hazards of the particular workplace where the vehicle is operated.  

 

If each potential operator has received training in any of the elements of our training program, and is 

evaluated to be competent, they need not be retrained in those elements before initial assignment in our 

workplace.  The training must be specific for the types of trucks that employee will be authorized to 

operate and for the type of workplace in which the trucks will be operated. 
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Training Certification 

 

After an employee has completed the training program, the instructor will determine whether the potential 

driver can safely perform the job. At this point, the trainee will take a performance test or practical 

exercise through which the instructor(s) will decide if the training has been adequate. All powered 

industrial truck trainees are tested on the equipment they will be driving. 

 

Shane Carnes, RSO is responsible for keeping records certifying that each employee who has successfully 

completed operator training and testing. Each certificate includes the name of the driver, the date(s) of the 

training, and the name of the person who did the training and evaluation.  

  

Performance Evaluation 

 

Each certified powered industrial truck operator is evaluated at least once every 3 years to verify that the 

operator has retained and uses the knowledge and skills needed to drive safely. This evaluation is done by 

RSO and/or Area Supervisor. If the evaluation shows that the operator is lacking the appropriate skills and 

knowledge, the operator is retrained by our instructor(s).  

 

Refresher Training 

 

Refresher training is triggered by any of the following situations:  

- If the operator is involved in an accident or a near-miss incident;  

- If the operator has been observed driving the vehicle in an unsafe manner;  

- When the operator is assigned to a different type of truck;  

- If it has been determined during an evaluation that the operator needs additional training; or  

- When there are changes in the workplace that could affect safe operation of the truck.   This could 

include a different type of paving, reconfiguration of the storage racks, new construction leading 

to narrower aisles, or restricted visibility.  

 

Current Certified Truck Operators 

 

Under no circumstances shall an employee operate a powered industrial truck until he/she has 

successfully completed this company’s powered industrial truck training program. Regardless of claimed 

previous experience, all new operators must at least undergo a performance evaluation.   

 

Pre-Operational Inspection Procedures 

 

The company requires operators to perform pre-operational equipment checks on powered industrial 

trucks prior to the beginning of each shift in which those trucks will be utilized to ensure the safe 

operating condition of the vehicle. The pre-operational check is performed by completing a daily truck 

inspection checklist.  

 

See an attached sample form. A supply of these forms is provided in each charging and parking area 

within user areas. 

 

No blank spaces are allowed on the form. If an item does not apply, we use the code N/A. We also require 

that operators fill out the comment section thoroughly and accurately if there are any operational or visual 

defects. That way our Maintenance Department can pinpoint and repair the problem before the truck 

becomes unsafe to operate. 
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Our pre-operational inspection procedures used by operators include: 

- If a completed checklist form is not present on the powered industrial truck, then the truck may not 

be operated until a checklist is completed.  

- If the powered industrial truck is safe to operate, the operator must:  

o Place the completed checklist form in the holder provided on the vehicle. The checklist 

must remain in the vehicle’s holder for the duration of the shift. This serves as a visual 

notice to all area operators that this piece of equipment was inspected at the beginning of 

the shift and may be used during the shift without another inspection.  

- At the end of the shift, operators must turn the checklist in to the department/area manager or 

supervisor. The manager or supervisor is responsible for reviewing the checklists for accuracy, 

completeness, and any noted defects.  

- If the powered industrial truck is unsafe to operate, the operator is to:  

o Remove the key from the powered industrial truck;  

o Place a DANGER DO NOT OPERATE tag on the steering wheel or control lever of the 

powered industrial truck;  

o Report the problem to his/her immediate supervisor;  

o Not use the truck until the problem has been identified and fixed. No one else may use the 

truck until the problem has been identified and fixed.  

 

Appropriate disciplinary action will be enforced for anyone violating this policy. 

 

Area Supervisor is responsible for retaining all daily truck inspection checklist forms for each vehicle for 

6 months. 

 

Periodic Inspection Procedures 

 

Periodic inspections are in conjunction with the particular powered industrial truck’s maintenance or 

service schedule. Maintenance schedules are normally expressed in days and operating or running hours. 

Qualified Maintenance Personnel perform(s) inspection and maintenance monthly. Most manufacturers’ 

operator instruction manuals contain the recommended maintenance schedule. Inspections and 

maintenance or repair beyond the recommended service schedules are done by authorized workshops 

and/or service technicians.  

 

See an attached sample of our periodic truck inspection checklist. A supply of these forms is provided in 

each charging and parking area within user departments. Maintenance Department is responsible for 

retaining all periodic truck inspection checklist forms for each vehicle.  

 

Operating Procedures 
 

Powered industrial trucks can create certain hazards that only safe operation can prevent. That’s why we 

have created sets of operating procedures. Our operating procedures follow.  

 

Driving 

 

Driving a powered industrial truck is fundamentally different than driving a car or other trucks. In fact, 

powered industrial trucks:  

- Are usually steered by the rear wheels,  

- Steer more easily loaded than empty,  
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- Are driven in reverse as often as forward,  

- Are often steered with one hand, and  

- Have a center of gravity toward the rear, shifting to the front as forks are raised.  

 

Unlike cars, some powered industrial trucks have a greater chance of tipping over when suddenly turned. 

Because of the design of powered industrial trucks, they have a very short rear wheel swing. This means 

that, at high speeds, sudden turns can tip them and could result in serious injury and damage. Speed can 

cause the center of gravity to shift dramatically. Similarly, speeding over rough surfaces can cause 

tipping. 

 

Although structurally different than cars, powered industrial trucks, like cars, can collide with property 

and people. Therefore it is our policy for all operators to follow these driving procedures:  

- Use only powered industrial trucks approved for the location of use.  

- Only start/operate a powered industrial truck from the designated operating location.  

- Observe all traffic regulations, including plant speed limits and keeping to the right.  

- Yield the right of way to pedestrians and emergency vehicles.  

- Maintain safe distances from powered industrial trucks ahead (typically three truck lengths). 

- Travel at speeds that will permit vehicles to stop safely at all times, under all road and weather 

conditions.  

- Avoid quick starts/changes of direction.  

- Turns must be negotiated by reducing speed and turning the steering wheel with a smooth, 

sweeping motion.  

- Maintain forks in proper position.  

- Drive properly in reverse.  

- Cross railroad tracks at an angle, never a right angle.  

- Do not engage in stunt driving and horseplay.  

- Drive slowly over wet or slippery floors.  

- When the forks are empty, travel with the forks at a negative pitch as low to the floor as practical. 

Adjust the height of the forks to a safe level when the operating terrain warrants.  

- When operating a narrow aisle reach truck that is unloaded, do not travel until the forks are fully 

retracted and positioned at a negative pitch as low to the floor as practical.  

- Approach elevators slowly and squarely. Once on an elevator, neutralize controls, shut off power, 

and set the brakes.  

- Direct motorized hand trucks into elevators with loads facing forward.  

- Do not run over loose objects on roadway surfaces.  

- Slow down and sound the horn and look at intersections, corners, and other locations where vision 

is obstructed.  

- Do not pass other trucks traveling in the same direction at intersections, blind spots, or other 

dangerous locations.  

- Maintain a clear view of the direction of travel at all times. Look in direction of travel.  

- Keep unauthorized personnel from riding on powered trucks, and provide a safe place to ride 

where riding on trucks is authorized.  

- Keep all body parts within truck.  

- Do not allow anyone to place their arms or legs between the uprights of the mast or outside the 

running lines of the truck.  

- Do not drive trucks up to anyone standing in front of a bench or other fixed object.  

- A vehicle is considered “unattended” when an operator is 25 feet or more away from a vehicle 

which remains in view, or whenever an operator leaves a vehicle and it is not in view. Unattended 

trucks must be secured by:  
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o Fully lowering forks or other attachments (when unloaded, tilt the forks forward first and 

then lower them to the ground until the tips of the forks come in contact with the ground; 

o Neutralizing controls;  

o Shutting off power; and  

o Setting brakes.  

- Secure trucks when dismounted operators are within 25 feet of a vehicle still in view by:  

o Fully lowering the load;  

o Neutralizing controls; and  

o Setting brakes.  

-  Be aware of headroom under overhead installations, lights, pipes, door beams, and sprinkler 

systems.  

- Do not block access to fire or emergency exits, stairways, fire equipment, or electrical panels.  

- Sound the horn or other audible warning device at all intersections and corners to warn 

pedestrians.  

- Maintain safe distances from the edges of ramps or platforms while on any elevated dock, 

platform, or freight car.  

- Dockboards and bridgeplates must be secured before vehicles cross over them. Be sure they do not 

exceed rated weight limits.  

- When ascending or descending a grade or incline:  

o Proceed slowly and with caution;  

o Tilt or raise the forks and attachments only as far as necessary to clear the road surface; 

and  

o Sound the horn before ascending or descending.  

- Do not park on inclines, ramps, or dock plates. If you must park on an incline, block the wheels.  

- Do not use powered industrial trucks for any purpose other than what they were designed.  

- Clean up all fluid leaks (oil, hydraulic, transmission, etc.) from the floor.  

- Do not operate a powered industrial truck with a leak in the fuel system until the leak has been 

corrected.  

- If the warning device (like a warning lamp or sound-producing device) comes on, stop the truck as 

soon as possible.  

- Follow manufacturer’s recommended emergency procedures for fire or tipover and be familiar 

with manufacturer’s emergency equipment.  

- Do not modify a powered industrial truck.  

- Report all powered industrial truck accidents involving employees, building structures, and 

equipment to department management. 

 

Load Lifting and Carrying 

 

Powered industrial trucks can lift only so much. Each truck has its own load capacity, which is indicated 

on the rating plate. Powered industrial trucks also have three-point suspension that forms an imaginary 

triangle from the left front wheel to the right front wheel to the point between the two back wheels. The 

center of gravity for a powered industrial truck must lie somewhere within this triangle or else the truck 

will tip over. The load and its position on the forks, as well as traveling speed and slopes, all affect the 

center of gravity. Loads, themselves, have gravity with which to contend. Loads need special care so that 

they do not fall. In order to prevent tipping and load falling hazards, we have established the following 

load lifting and carrying procedures:  

- Handle loads only within the capacity rating of the truck.  

- Use a forking system which suits the load.  
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- Do not allow anyone to stand or pass under the elevated portion of any truck whether empty or 

loaded.  

- Do not start a powered industrial truck or operate any of its functions or attachments from any 

position other than from the designated operator’s position.  

- Keep a clear view of the path of travel and look for other traffic, personnel and safe clearances. If 

the load being carried obstructs forward view, travel with the load trailing.  

- When traveling with a load on the forks, travel with the load as low to the floor as practical with 

the load tilted back slightly for improved stability.  

- When ascending or descending a grade or incline:  

o Drive with the load positioned upgrade or uphill when the truck is loaded.  

- When unloading or loading semi-trailers:  

o Engage dock lock mechanism and light before entering the trailer.  

o Check condition of dock leveler plate and trailer floor before entering.  

o Set the brakes of the semi-tractor.  

o Chock the rear wheels of the trailer prior to loading or unloading.  

- When unloading or loading the 28 foot trailers:  

o Engage dock lock mechanism and light before entering the trailer.  

o Check condition of dock leveler plate and trailer floor before entering.  

o Be sure the semi-tractor is coupled to the trailer, or the fixed jack on the front of the trailer 

is lowered to the ground to prevent these two trailers from tipping forward.  

o Set the brakes of the semi-tractor.  

o Chock the rear wheels of the trailer.  

- Use the following backup procedure and sequence:  

o Pivot at the waist and inspect the area of operation in the rear of the fork truck, watching 

for obstructions and pedestrians. 

o Blow the horn to alert any pedestrians that may or may not be visible.  

o Engage the directional lever to the reverse position.  

o Concentrate on the removal of the forks from the load to avoid any load disturbance, as 

you back the fork truck out of the load.  

o Stop the fork truck 18” to 24” away from the load’s resting location and lower the forks to 

the proper travel height and angle.  

- During load placement:  

o Square the fork truck with the load resting location.  

o Stop the fork truck 18” to 24” away from the load resting location.  

o Raise the load to proper entry height.  

o Drive forward with the load and position the load over its resting location.  

o Lower the load to a height of 4” if possible.  

o Tilt the load forward to a level position.  

o Lower the load to its resting platform.  

o Back up the unit using proper back up procedures and sequence.  

o Do not attempt to move loads with broken pallets.  

- During load retrieving:  

o Tie together unstable loads.  

o Square the fork truck with the load resting location.  

o Stop the fork truck 18” to 24” away from the load resting location.  

o Raise the forks to eye level and level the forks to a horizontal position.  

o Raise the forks to the proper entry height.  

o Slide the forks into the load and maintain the clearance around the forks to avoid load 

disturbance. Be sure to place the heaviest part of the load closest to the backrest.  
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o Raise the load so it is completely suspended from its resting platform. Be sure to support 

and center the load so that it will not fall forward or sideways.  

o Tilt the load back.  

o Visually inspect the rear area of the fork truck to ensure no pedestrians are behind or 

around the unit.  

o Back up the unit using proper back up procedures and sequence.  

o Back up the fork truck 18” to 24” and stop.  

o Know the load limits of elevators.  

o Whenever a truck is equipped with vertical only, or vertical and horizontal controls 

elevatable with the lifting carriage or forks for lifting personnel, use these precautions:  

� Use a safety platform that is firmly secured to the lifting carriage and/or forks. 

� Provide a way for the person on the platform to shut off power to the truck.  

� Provide protection from falling objects. 

 

Fuel Handling and Storage 
 

Some of our powered industrial trucks operate with highly flammable and combustible fuels.  

 

The storage and handling of liquid fuels, including gasoline and diesel fuel are done in accordance with 

NFPA Flammable and Combustible Liquids Code (NFPA 30-1969).  

 

The storage and handling of liquefied petroleum gas fuel is done in accordance with NFPA Storage and 

Handling of Liquefied Petroleum Gases (NFPA 58-1969). 

 

All employees who handle or use flammable liquids are instructed by RSO and/or Area Supervisors in 

their safe handling and use and made aware of the specific OSHA requirements for what they are doing 

with the liquids. More specifically, employees are instructed in the following procedures:  

- The storage and handling of liquid fuels such as gasoline and diesel fuel shall be in accordance 

with NFPA Flammable and Combustible Liquids Code (NFPA No. 30-1969), which is 

incorporated by reference as specified in the OSHA standard.  

- The storage and handling of liquefied petroleum gas fuel shall be in accordance with NFPA 

Storage and Handling of Liquefied Petroleum Gases (NFPA No. 58-1969), which is incorporated 

by reference as specified in the OSHA standard. General industry employers may also find more 

information under the applicable OSHA standards.  

 

Construction employers may find more information under 29 CFR 1926.152 and 1926.153.  

 

If your employees are required to handle or use flammable liquids they must be instructed in their safe 

handling and use and be made aware of the specific OSHA requirements for the tasks they perform with 

the liquids. Here are some good fuel storage and handling procedures you can use:  

- Never smoke in fueling areas.  

- Prevent open flames, sparks, or electric arcs while fueling.  

- Never fuel a powered industrial truck while the engine is running.  

- Keep solvent waste, oily rags, and flammable liquids (liquids having a flashpoint below 140 deg. 

F and capable of being easily ignited, burning intensely, or having a rapid rate of flame spread) in 

fire resistant covered containers until removed from the workplace.  

- To change an liquid petroleum (LP) gas tank:  

o Put on leather work gloves and goggles.  

o Disconnect powered industrial truck valve from the empty LP cylinder.  
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o Replace with full cylinder.  

NOTE: The pin on the lift truck must fit into the cut out hole(s) provided on the LP 

cylinder. This is required by law.  

o Strap in the cylinder and re-connect the truck valve securely to the cylinder outlet.  

o Open cylinder valve and listen for leaks.  

o If leaking, close cylinder valve and slowly uncouple the fuel valve. Try to re-connect. If 

still leaking, try a different cylinder and notify department management of faulty cylinder.  

o If no leaks are present, lift truck may be utilized. 

 

Battery Charging and Changing 
 

Batteries present a hazard because they contain corrosive chemical solutions, either acid or alkali. During 

recharging, a worker may be exposed not only to the acid solution but also to hydrogen gas that is 

produced during the recharging process. Because of the hazards involved in battery charging and 

changing, only personnel who have been trained in the appropriate procedures, understand the dangers 

involved, and know the appropriate precautions to take may be allowed to perform this work. 

 

We have an area in our facility specifically for charging or changing batteries.   This area is separate from 

the main aisles.  

 

Good housekeeping procedures are essential. We keep the area clean and free of any combustible 

materials. We also maintain a moderate temperature range suitable for battery maintenance. 

 

Carnes Contract Floors, Inc. has installed the following safety features: 

 

- An eyewash station for workers. 

- A hose and floor drain for flushing and neutralizing spilled electrolyte.  

- The charging apparatus is protected to prevent damage from vehicles.  

- Because we use on-board chargers, our designated charging area meets the electrical requirements 

of the charger and facility for fire protection.  

- Smoking is prohibited in charging areas. Battery charging generates hydrogen gas that may 

present an explosion hazard. This precaution also applies to open flames, sparks, or electric arcs. 

An effective means of fire protection must be provided in the area. 

  

Electric lift trucks are an excellent choice for moving materials inside a facility. They are much cleaner 

and quieter than trucks propelled by liquid fuels and they do not create a carbon monoxide hazard. This 

type of vehicle, however does have potentially dangerous situations associated with it—hazards that occur 

during battery recharging or changing.  

 

There are two types of batteries that are commonly used in electric lift trucks: lead and nickel-iron. These 

batteries present a hazard because they contain corrosive chemical solutions, either acid or alkali. If 

battery acid is splashed on a person, it will burn the skin; if splashed in the eyes, it can cause blindness; 

and if it gets on clothing, it will eat holes in it. During recharging, a worker may be exposed not only to 

the acid solution, but to hydrogen gas which is produced during the recharging process. Hydrogen gas 

may present an explosive hazard. Therefore, smoking, open flames, sparks, and electric arcs are 

prohibited in charging areas. An effective means of fire protection must be provided in the area. Because 

of the hazards involved in battery charging and changing, only personnel who have been trained in the 

appropriate procedures, understand the dangers involved, and know the appropriate precautions to take 

should be allowed to perform this work.  
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Due to the hazards above, it is necessary for the company to:  

- Provide battery charging installations located in areas designated for that purpose.  

- Provide fire protection, in the form of a fire extinguisher or standpipe system.  

- Provide for quick drenching of the eyes and body within 25 feet of battery handling areas.  

- Provide facilities for flushing and neutralizing spilled electrolyte.  

- Provide a means of protecting charging apparatus from damage by trucks.  

- Ventilate the battery charging area to prevent the build-up of hydrogen gas.  

- Treat racks and trays to make them resistant to electrolyte in the battery handling area.  

- Provide acid resistant floors in the battery handling area unless protected from acid accumulations.  

- Provide a conveyor, overhead hoist, or equivalent material handling equipment for handling 

batteries.  

- Provide appropriate personal protective equipment like eye and face protection, gloves, protective 

footwear, long-sleeved shirts, and aprons.  

- Provide an easily accessible first aid kit in the charging/changing area.  

 

Here are some good battery charging/changing procedures:  

- When removing battery covers to add or inspect electrolyte levels, wear proper goggles, 

faceshield, rubber gloves, and an apron. Protective equipment is not required when filling batteries 

equipped with an automatic filler.  

- Wear appropriate foot protection where there is the risk of foot injury.  

- If the powered industrial truck is not put on a charge during off shifts or weekends, disconnect the 

battery plug from the truck plug. NOTE: During normal production operation, the powered 

industrial truck may remain plugged into the battery when left unattended.  

- Do not smoke in the battery charging area.  

- Wear hearing protection in the battery charging area if necessary.  

- Prevent open flames, sparks, and electric arcs in the battery charging area.  

- Keep tools and other metallic objects away from the tops of uncovered batteries.  

- Keep the charging area clean.  

- Keep the charging area work surface dry and slip-resistant.  

- When batteries are being charged, keep the vent caps in place to avoid electrolyte spray.  

- Take care to assure that vent caps are functioning. The battery (or compartment) cover(s) must be 

open to dissipate heat.  

- When charging batteries, acid must be poured into water; water must not be poured into acid.  

- Provide carboy tilter or siphon for handling electrolyte.  

- Clean up spilled materials or liquids in the charging area immediately.  

- Test all non-supervised fire alarm systems near battery charging/changing areas bimonthly.  

- Test all supervised fire alarm systems (ones that have a device to indicate a system malfunction) 

yearly.  

- Always use a battery replacement that is within the weight range specified on the nameplate of the 

truck in order to maintain vehicle stability.  

- Properly position and secure reinstalled batteries to the truck.  

- Securely position and set the brakes of a truck before attempting to change or charge the battery.  

- Ensure that all workers in the immediate area of the changing area stay clear when the battery is 

moved.  

- Know where the eyewash station is located.  

- Know where the first aid kit is located. 

 

Carbon Monoxide Awareness 
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Powered industrial trucks with internal combustion engines produce carbon monoxide (CO), an odorless, 

colorless, and deadly gas produced by the incomplete burning of any material that contains carbon. These 

materials include gasoline, natural gas, propane, coal, and wood. The most common source of CO is the 

internal combustion engine. Trucks, cars, forklifts, floor polishers, pressure washers, or any other machine 

powered by fossil fuels generates CO. 

 

If inhaled, CO restricts the ability of your blood system to carry oxygen to the body tissues that need it. 

Overexposure combined with less oxygen results in carbon monoxide poisoning. Mild poisoning can 

result in headaches, tightness in the chest, dizziness, drowsiness, inattention, fatigue, flushed face, or 

nausea. If you continue exposure lack of coordination, confusion, weakness, or loss of consciousness may 

result. A heart condition, smoking, taking drugs or alcohol, and pregnancy can aggravate CO poisoning. 

Physical activity, too, can make a situation worse. That’s because your body needs more oxygen to exert 

itself. Severe poisoning can kill you within minutes, sometimes without warning symptoms. The more CO 

there is in the air and the longer the exposure, the greater the danger. 

 

DEFINITION OF CO:  an odorless, colorless, and deadly gas common in many workplaces and produced 

by the incomplete burning of any material that contains carbon. These materials include gasoline, natural 

gas, propane, coal, and wood. The most common source of CO is the internal combustion engine. Trucks, 

cars, forklifts, floor polishers, pressure washers, or any other machine powered by fossil fuels generates 

CO.  

 

SYMPTOMS OF CO POISONING  

 

If inhaled, CO restricts the ability of your blood system to carry oxygen to the body tissues which need it. 

Overexposure combined with less oxygen results in carbon monoxide poisoning. Mild poisoning can 

result in headaches, tightness in the chest, dizziness, drowsiness, inattention, fatigue, flushed face, or 

nausea. If you continue exposure lack of coordination, confusion, weakness, or loss of consciousness may 

result. A heart condition, smoking, taking drugs or alcohol, and pregnancy can aggravate CO poisoning. 

Physical activity, too, can make a situation worse. That’s because your body needs more oxygen to exert 

itself. Severe poisoning can kill you within minutes, sometimes without warning symptoms. The more CO 

there is in the air and the longer the exposure, the greater the danger.  

 

Carnes Contract Floors, Inc. will make every attempt to prevent CO poisoning.  When feasible and 

practical the company will: 

- Install an effective ventilation system in place if powered industrial trucks are used indoors;  

- Purchase trucks which comply with national safety standards;  

- Ensure that powered industrial trucks are maintained in good order. Be sure to address the 

carburetor, air cleaner, and ignition timing;  

- Only allow qualified persons to modify powered industrial trucks but only if approved by the 

manufacturer;  

- Use original parts instead of replacement parts when a new part is needed;  

- Switch from fossil fuel-powered to battery-powered trucks where possible;  

- Use fuels with high octane levels so that fuels will burn slower and more efficiently;  

- Try a CO emissions controller to be added to the fuel system to control the mixture of fuel and air. 

CO controller parts include a computer control box, a warning light, an oxygen sensor, and a 

solenoid air valve;  
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- Add a catalytic converter to truck exhaust systems, but only if trucks are used continually during 

the shift (if converter temperature does not rise above operating temperature, the converter will 

fail);  

- Install CO monitors and regularly test air levels;  

- Provides initial and periodic medical exams for exposed workers and instructs workers in the 

hazards of CO.  

 

WHAT OUR EMPLOYEES CAN DO ABOUT CO  

 

There are a number of approaches employees can take to prevent CO poisoning:  

 

- Inform your safety director of any condition (such as ventilation problems or enclosed areas) that 

may lead to the formulation or accumulation of carbon monoxide;  

- Report complaints immediately;  

- Be aware that physical activity can increase the danger of CO poisoning;  

- If someone is exposed to CO, take them to fresh air, loosen clothing, give artificial respiration if 

necessary, contact a doctor, administer oxygen if necessary, and let the victim rest to prevent 

cardiac or respiratory problems;  

- If you become ill, let your doctor know about the possibility of CO poisoning;  

- Consider reducing or eliminating any smoking habit (burning tobacco also produces CO resulting 

in a higher CO level before going to work). 

 

Personal Protective Equipment (PPE) 
 

We have assessed our workplace and determined that the hazards which threaten our operators include: 

- Injurious gases, vapors, and liquids;  

- Dusts or powders, fumes, and mists;  

- Flying objects or particles;  

- Foot compression or puncture;  

- Slipping;  

- Extreme heat or cold;  

- Hand cuts, punctures, abrasions, and crushing;  

- Electricity;  

- Materials handling;  

- Falling objects;  

- Bumping head or other body part against fixed object;  

- Noise;  

- Falling from an elevated platform attached to the powered industrial truck;  

- Falling out of the powered industrial truck;  

- Being crushed by a tipped over powered industrial truck.  

 

For this reason, we require that our powered industrial truck operators wear at least the following PPE and 

equipment:  

- Hard Cap 

- Steel-Toed Shoes 

- Gloves for Material Handling 

- Ear Plugs are required when noise levels exceed the db threshold listed in our Hearing 

Conservation Program 
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NOTE: According to a letter of interpretation dated 1/18/94 about ASME/ANSI B56.1-1988, if a powered 

industrial truck is equipped with a seat belt or other restraining device, the operator must use these 

devices. This will reduce the risk of entrapment of the head and torso between the truck and the ground. 

 

All operators required to wear this equipment are trained:  

- When PPE is necessary;  

- What PPE is necessary;  

- How to properly put on, take off, adjust, and wear PPE;  

- Limitations of the PPE; and  

- Proper care, maintenance, useful life, and disposal of PPE.  

 

See the Written Personal Protective Equipment Program for more details. 

 

Pedestrians 
 

Because powered industrial trucks are typically used near pedestrians, we require both pedestrians and 

powered industrial truck operators to watch out for each other. 

 

All powered industrial truck operators must: 

- Yield the right of way to pedestrians and emergency vehicles.  

- Sound the horn or other audible warning device at all intersections and corners to warn 

pedestrians.  

- When backing up pivot at the waist and inspect the area of operation to the rear of the powered 

industrial truck, watching for obstructions and pedestrians and blow the horn to alert any 

pedestrians that may or may not be visible.  

- When retrieving a load and before backing up, visually inspect the rear area of the powered 

industrial truck to ensure no pedestrians are behind or around the unit.  

- Never allow riders on any powered industrial truck.  

- Never engage in horseplay.  

- Do not allow pedestrians to walk under loads.  

- Do not allow anyone to place their arms or legs between the uprights of the mast or outside the 

running lines of the truck.  

- Do not drive trucks up to anyone standing in front of a bench or other fixed object. 

 

All pedestrians must: 

- Use designated pedestrian walkways.  

- Look out for powered industrial trucks and give them the right of way.  

- Listen for horns and other warning devices.  

- Use any provided mirrors to assist with vision around corners.  

- Do not walk in front of, behind, or beside a powered industrial truck.  

- Never walk or stand under a raised load.  

- Do not hitch a ride on a powered industrial truck. 

 

Maintenance 
 

Investing time and effort into the proper upkeep of our equipment results in day-to-day reliability. 

Keeping up with the manufacturer’s recommended maintenance and lubrication schedules, and 

completing the proper records, will also increase our trucks’ longevity and enhance its resale value. 



Page 211 of 264 
Carnes Contract Floors, Inc. – Accident Prevention & Safety Manual 

 

The Maintenance Department complete(s) a receiving or delivery inspection whenever our company 

purchases powered industrial trucks, and they perform the recommended “breaking in” inspections and 

maintenance.  

 

 Area Supervisors or the Forklift Operator follow(s) the manufacturer’s operator instruction manual for 

daily or weekly maintenance.  

  

Periodic maintenance (those completed monthly, every 6 months, or annually) is done by a factory-trained 

expert or a dealer. Maintenance Department retains all maintenance records. 

 

Additional State Requirements 
 

Some state’s requirements regarding powered industrial trucks include a substantial amount of regulatory 

information different from federal requirements. A summary of the additional requirements includes the 

following: 

- Industrial trucks in must comply with a variety of national design and construction standards, 

depending on their date of manufacture. 

- Trucks equipped with front-end attachments other than factory installed attachments must be 

marked to show the capacity of the truck and attachment combination. 

- When a conversion kit is installed, the original type designation must be replaced with a durable 

plate permanently mounted on the truck indicating the type designation of the converted truck. 

- Trucks must not be operated in atmospheres containing more than 20 percent of the Lower 

Explosive Limit of flammable gas or vapor unless approved for the area. 

- Batteries must be secured in suitable racks, which are secured to the truck. 

- Motorized hand and hand/rider trucks must be designed so that the brakes are applied and the 

power to the drive motor shut off when the operator releases his grip on the control tongue, or the 

device used to control travel, except vehicles designed for use in order picking operations.  

- Radio remote control vehicles must be equipped with positive means, which restrict the speed of 

the vehicle to 3.5 mph while it is being operated with radio remote control. 

- Counterweights, forks, fork extensions, and other attachments must be affixed so that they cannot 

be accidentally dislodged. 

- Industrial tractors, including tractors used for landscaping, construction, loading, digging, grounds 

keeping, and highway maintenance (with some exceptions), must be equipped with rollover 

protective structures.  

- Proper seat belt assemblies must be provided on all equipment where rollover protection is 

installed, and employees must be instructed in their use. 

- In industrial tractors, all sharp edges and corners at the operator's station must be treated to 

minimize operator injury in the event of upset, and batteries, fuel tanks, oil reservoirs, and coolant 

systems must be constructed and located or sealed to assure that spillage will not occur which 

might be harmful to the operator in the event of an upset.  

- Where vehicles are equipped with rollover protective structures and are subjected to the hazard of 

falling trees, brush, or the breaking of tow lines or winch cables, such hazards must be protected 

against using shear or brush deflector guards, or breaking line guards located between the lines 

and the operator.  

- On order pickers and stock pickers, when the operator's platform height exceeds 36 inches, the 

maximum horizontal speed must not exceed 2.5 miles/hr, and when the platform is over 152 

inches high, the truck must not travel. 

- Order and stock pickers must have: 
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o a warning light activated automatically when the platform is 6 feet or higher and the truck 

is moved; and 

o a work platform at least 20 inches wide;  

o standard guardrails on all open or exposed sides, or a safety belt or harness with lanyard; 

and 

o if the employee is exposed to a fall of four feet or more, a personal fall arrest system, 

personal fall restraint system, or positioning device system. 

- Where only stock pickers, order pickers, or side loaders are used in storage access aisles, 

employers must provide guide rails, electronic guidance systems, or other means of preventing the 

vehicle from colliding with the storage racks or stored material.  

- If employees are lifted using an industrial truck, the platform must: 

o be at least 24" x 24"; 

o meet guardrail and toeboard requirements (or be equipped with a safety belt or harness); 

o have no spaces or holes greater than one inch in its floor; 

o have a slip-resistant surface; and 

o not fall faster than 135 feet per minute if the load supporting hydraulic control circuits fail. 

- All bridge cranes or other moving or motorized equipment, which could overrun or otherwise 

injure an elevated worker must be shut down or locked out. 

- Before elevating personnel, employees must be instructed in a variety of safety precautions.  

- Every end control, reach, narrow aisle and motorized hand/rider truck must be equipped with an 

operator platform big enough to contain the operator's feet within its periphery. 

- The side of the platform nearest the mast frame truss must be guarded on every high-lift industrial 

truck where employees ride up or down. 

- The load backrest extension (or other means preventing parts of the load from falling onto the 

operator) on high-lift industrial trucks must not any openings larger than the smallest parcel 

carried.  

- Every employer using industrial trucks or industrial tow tractors must post and enforce a set of 

operating rules. 

- Vehicles must not be moved until the operator is certain that all persons are in the clear. 

- Motorized hand and hand/rider trucks must be operated on all grades with the load-engaging 

means downgrade. 

- The forks must always be carried as low as possible, consistent with safe operations. 

- When a vehicle is left unattended, the mast must be brought to the vertical position. 

- Vehicles must not be run onto an elevator unless the driver is specifically authorized to do so. 

Before entering an elevator, the driver must determine that the capacity of the elevator will not be 

exceeded. 

- When loading or unloading railroad cars, blue flags, or lights must be displayed as required by the 

Public Utilities Commission. 

- The width of one tire on the powered industrial truck must be maintained from the edge while on 

any elevated dock, platform, freight car, or truck. 

- Parking closer than 8-1/2 feet from the centerline of railroad tracks is prohibited. 

- When powered industrial trucks are used to open and close doors, a device specifically designed 

for opening or closing doors must be attached to the truck, the force applied to the door must be 

applied parallel to the direction of travel of the door, the entire door opening operation must be in 

full view of the operator, and the operator and other employees must be clear of the area where the 

door might fall while being opened.  

- Copies of operating instructions for industrial tractors, printed in a language understood by the 

majority of the employees, must be posted at a place frequented by the drivers. 
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- Vehicles operating on rails or drawn by chains or cables must be equipped with wheel guards or 

bumpers to prevent a person's feet from being crushed under the wheels. 

 

Appendices 
 

The following documents have been attached to this written program:  

 

- Daily Inspection Checklist 

- Monthly Inspection Checklist 

- Forklift Operator’s Initial Certification 

- Forklift Operator’s Re-Evaluation Certification 
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 FLEET MOTOR VEHICLE SAFETY 
 

Purpose 
 

Half of all accidental deaths in the US are caused by motor vehicles.  The greatest cause of job related 

fatalities in the U.S., is the driving of personal or company vehicles.  The safety of our employee and the 

protection of the property of others is a concern of Carnes Contract Floors, Inc.  This Fleet Motor Vehicle 

Safety Program was developed to assure this safety and protection. 

 

The Fleet Motor Vehicle Safety Program applies to all locations where Company vehicles are operated.  

Company operated vehicles include: 

 

Company Cars and Vans 

Company pool cars and vans 

Company delivery vehicles and trucks 

 

Administration 
 

Shane Carnes, Fleet Manager is responsible for the development and implementation of this program.  

He/she is  responsible for all motor equipment operations and to serve as a single point of contact for 

issues, information and reports on motor equipment. The Fleet Manager will maintain vehicle use records 

including home-to-work usage.  OSHA Source, LLC 

 

No employee shall use a Company vehicle for transportation between their home and place of 

employment without the expressed written approve of the Fleet Manager. 

 

Fleet Manager Responsibilities 
 

  

Each Branch Office Manager, which operates motor vehicles, shall designate in writing a local motor 

vehicle manager who shall be responsible for directing the operation of the motor vehicle fleet, and shall: 

- Operate the fleet in accordance with applicable laws and regulations, and Company and local 

directives; 

- Ensure that an adequate system of records including logs of home-to-work usage are established 

and maintained; 

- Perform and document reviews at least annually of  assignments to individuals or organizational 

components to  determine if continued assignment is justified; 

- Perform and document an annual review of motor vehicle utilization statistics to identify 

underutilized motor vehicles; 

- Rotate motor vehicles between high and low mileage assignments;  

- Perform documented trend analyses of the annual costs of  the motor vehicle fleet and review 

present operations and new requirements for the purpose, where feasible and cost effective, of 

establishing alternative sources for the motor vehicle fleet operation, e.g., pooling arrangements, 

shuttle bus service, taxicabs, and joint utilization by several groups;  and 

- Assure the maintenance of individual motor vehicle use records, such as trip tickets or vehicle 

logs, showing sufficiently detailed information to evaluate the appropriateness of assignment and 

adequacy of use being made. If one-time use is involved, such as assignments from motor pools, 

the individual's trip records must, as a minimum, identify the motor vehicle and show the name of 

the operator, dates, destination, time of departure and return, and mileage; 
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Policy 
 

Any employee that is authorized to operate a Company truck or vehicle must meet all requirements of the 

Federal Highway Administration and State Government Regulations.  Employees that are assigned to 

operate any kind of vehicle that has a gross combination weight rating of 26,000 or more pounds are 

required to have a current, valid Commercial Driver’s License (CDL), issued by the state. 

 

All company-owned vehicles will be operated only by employees authorized by the Fleet Manager for 

specific company purposes. 

 

Vehicles will be maintained in a safe condition at all times. In the event of an unsafe mechanical 

condition, the vehicle will be immediately placed out of service and the Fleet Manager notified. 

 

Only qualified company vehicle mechanics or approved service facilities are permitted to perform 

maintenance on company vehicles. 

 

All vehicles will be operated, licensed and insured in accordance with applicable local, state and federal 

laws. 

 

All employees authorized to operate any company owned or leased vehicle will be included in the 

company random drug-testing program. 

All authorized employees must possess a valid state driver's license for the class vehicle authorized. 

 

Authorized employees must have a driving record at least equal to that required for maintaining a 

commercial driver's license. 

 

Driver Qualifications 
 

Accident control for our fleet begins with the selection of company drivers.  Only the most qualified 

drivers should be selected, both for full-time and part-time drivers. 

 

Employees are often responsible for operating expensive equipment and handling valuable or hazardous 

cargo.  Employee selection must begin with well-defined requirements for each job that includes the 

duties of the job, the physical and mental attributes required, and the education of training required.  The 

applicant’s ability and skills, experience with similar jobs, job knowledge and attitude towards safety are 

be considered. 

 

The following lists the “minimum” qualifications that must be met (and maintained) by any employee 

assigned to drive a Company truck or vehicle, other than a company care or passenger van: 

- Applicants must be at least 21 years of age. 

- Applicants must be able to read, speak and write fluently in English. 

- Applicants must understand highway traffic signs and signals 

- Applicants must be able to respond to official inquiries and to make written entries on reports and 

records 

- Is physically qualified to operate a motor vehicle and has no movement limitations concerning 

their arms, legs, foot, head, waist, back, hands or fingers. 

- Has no established medical history that would interfere with their ability to operate a motor 

vehicle to include: 
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o Myocardial infarction, coronary difficulty, or any heart condition 

o Diabetes 

o Respiratory dysfunction 

o High Blood Pressure 

o Epilepsy 

o Mental, nervous, or other functional or psychiatric disorder 

- Arthritis, neuromuscular, or vascular disease 

- Has the visual acuity and binocular vision of at least 20/40 (with or without corrective lenses), and 

the field of vision of at least 70 degrees in each eye. 

- Does not have an average hearing loss in the better ear greater than 40 decibels at 500 Hz, 1000 

Hz, and 2000 Hz with or without a hearing aid. 

- Has passed a pre-employment drug test. 

- Does not use drugs that fall into the following categories: opiate, hallucinogenic,       depressant, 

or stimulants. 

-  Have a valid Commercial Driver’s License 

- Has furnished a list of all motor vehicle accidents AND convictions that have occurred in the last 

3 years. 

- Has successfully completed a Company monitored road test. 

- Has completed a Company written examination. 

-  A background investigation of the applicant’s driving record and employment record over the past 

three years have been completed.  

 

Home Use 
 

Only the Fleet Manager may approve the use of Company vehicles between residence and place of 

employment. The approval process for the use of vehicles between residence and place of employment 

will be different based on the reason for approval. 

 

Employees engaged in field work will be approved on the basis of positions. Each office requesting 

approval of vehicle use between residence and place of employment for employees engaged in field work 

shall submit justification, in memorandum form, to the Fleet Manager. This justification shall include the 

position title and series, number of employees affected, name and title of person requesting approval, 

dates, location of official duty station, frequency and duration of the field work, and justification for the 

use of the vehicles. 

 

After the initial justification for each position has been approved, the requesting office should reassess  

and resubmit justification every year. 

 

If a position is approved for the use of a vehicle between residence and place of employment based on 

field work, the approval is only in effect when an employee is actually engaged in field work and should 

not be interpreted as authorization to use the vehicle at anytime other than when conducting field work. 

 

Usage Documentation 
 

Each employee using a vehicle between his or her residence and place of employment will maintain a 

record identifying the vehicle used (license plate number), destination, starting and ending mileage and 

purpose of trip. This record will be turned into the Fleet Manager monthly. The record(s) shall be 

maintained together with the request for and approval of the use of a government vehicle between 
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residence and place of employment. These records shall be readily available for audit until disposed of 

according to established records management procedures. 

 

Driver Education 
 

Initial education of a new employee an ongoing training of current employees is extremely important in a 

motor vehicle safety program.    All employees should be familiar with the correct procedures in operating 

Company motor vehicles, as well as loading or unloading any property onto vehicles. 

 

Seat Belts 

 
The use of seat belts is mandatory for all employees when driving company or personal vehicles on 

company time.  All passengers are also required to wear seat belts.  

 

Use and Care of Company Vehicles 

 
Anyone who operates a licensed vehicle owned or controlled by this company must possess a valid 

driver’s license.  You are responsible for all personal property left in any company vehicle. 

 

The Vehicle 
- All drivers are required to inspect their vehicles on a regular basis. 

- Check oil level, water or antifreeze, tires, exhaust system, and windshield wipers. 

- Check for loose wheel nuts, oil, water, fuel or air leaks. 

- Check for proper vision and clean windshield.  Adjust seat, mirror, etc. 

- Check all safety equipment assigned to your vehicle. 

- Check all instruments. 

- Check air and/or hydraulic pressure. 

- Check sound of engine. 

- Start equipment and make sure all controls are operating properly. 

 

Winter Checklist 
- Clear snow, ice and/or frost from all windows. 

- Check proper ventilation when operating or sitting inside a vehicle with the motor running. 

- Keep the vehicle clean of trash and cans, etc., that could impede operation.  

- Large items such as tool boxes and fire extinguishers should be secured. 

- Orange cones must be placed at the front and rear of the vehicle when parked. 

 

Accident Reporting & Investigation 

 
Management has the responsibility to see that drivers are adequately trained on what to do when an 

accident occurs.  All information should be recorded and reported promptly to the insurance carrier.  The 

driver involved in an accident has the important duty of making the initial report of the accident.   The 

driver will usually contact the home base or terminal about the accident and then gather the information 

needed.  Even minor accidents must be reported to management to protect against potential claims. 

 

The importance of the driver’s report and conduct at the scene cannot be minimized.  What they say and 

do at the accident scene can either help or hinder the successful settlement of the accident case.  Drivers 

must know what to do and say to handle situations as they arise. 
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The following is the recommended procedure for drivers at the scene of an accident in which they were 

involved: 

1. Stop the vehicle immediately and shut off the engine. 

2. Protect the accident scene from further mishap by turning on four way flashers and by placing 

flares and reflectors at a safe distance.  Extinguish fires and do not smoke at the scene.  If 

necessary, direct traffic around the accident scene.  (Department of Transportation regulations 

specify the location and distance of warning devices in disabled vehicle situations.) 

3. See that injured persons are cared for until medical help arrives. 

4. See that help, such as police, medical personnel, and wreckers, are summoned to the scene as 

needed.  Make sure the police inspect the damage and make notes of bodily injury (if any).  Write 

down names, badge numbers, and stations of investigating officers. 

5. Be prepared to provide lists of any hazardous materials involved to fire department personnel. 

6. Be alert to statements made by occupants of other vehicles.  Take down any remarks concerning 

admissions of guild, defective conditions of other vehicles, extent of injuries and property damage. 

7. Make no statements to occupants of other vehicles or witnesses regarding your fault, injuries or 

condition of your vehicle. 

8. Always obtain: 

a. License plate numbers of other vehicles. 

b. Other driver’s license numbers, names and addresses. 

c. Names and addressed of owners or vehicles. 

d. Information on damage to other vehicles and any injuries. 

e. Name and address of all witnesses (including vehicle occupants). 
 

A diagram of the accident scene showing location of vehicles after the collision. 

 

 All accidents should be reported to the Supervisor as soon as possible. 
 

Vehicle Maintenance 

 
The primary purpose of a vehicle maintenance system is to ensure safe and efficient vehicle performance 

which can help to extend the vehicle’s life and avoid accidents.  The Company maintenance program 

provides the following benefits: 

- Accidents caused by brakes, tires, steering, and other component failure can be substantially 

reduces by proper maintenance. 

- Preventative maintenance can minimize interruptions of regular work schedules caused by 

breakdowns. 

- Regularly scheduled inspections made at proper intervals provide opportunities to make minor 

repairs and adjustments that may help to prevent unnecessary and costly repairs. 

- Commercial drivers may take pride in equipment that is kept in top operating condition, and may 

be more likely to drive safely and to handle equipment with care. 

- Fleet management recognizes the important sales and public relation value of keeping equipment 

clean and well maintained.  Trucks are traveling billboards and can reflect a safety-minded 

company. 

- Drivers should be responsible for the condition and safe operation of their assigned vehicles.  

Drivers should check their vehicles for possible defects and report them for correction according 

to company policy.  Driver vehicle conditions reports furnish valuable information for evaluating 

the efficiency of the maintenance system. 
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 ERGONOMICS 
 

General Company Policy 
 

The purpose of this program is to inform interested persons, including employees, that Carnes Contract 

Floors, Inc. is committed to improve our employees' comfort and well-being by identifying and correcting 

ergonomic risk factors on the job. This program applies to all work operations, both in our plant and in the 

office areas. Our RSO coordinates all safety and health programs for Carnes Contract Floors, Inc.. He/she 

reviews the Ergonomics Program and provides guidance, as needed. 

 

Carnes Contract Floors, Inc. has implemented this ergonomics program to address the problem of 

musculoskeletal disorders (MSDs). MSDs have become an issue of increasing concern because they 

continue to rise in occurrence. 

 

Under this program, a team of our employees will evaluate jobs which they have identified as having 

"problem areas" and develop and implement solutions to reduce job-related worker injury and illness. 

 

Our goal through this Ergonomics Program is to prevent the occurrence of work-related musculoskeletal 

disorders by controlling or eliminating the risk factors which cause them. This program ensures that all 

affected employees are aware of job-related risk factors and provides information and solutions to elevate 

them.  

Carnes Contract Floors, Inc. promotes continuous improvement for the efficiency, comfort, and well-

being of all employees through a team effort of management and employee involvement. 

 

If, after reading this program, you find that improvements can be made, please contact our RSO. We 

encourage all suggestions because we are committed to the success of our Ergonomics Program. We 

strive for clear understanding, safe and efficient work practices, and involvement in the program from 

every level of the company. 

 

Ergonomics Team 
 

Shane Carnes, RSO is responsible for our Ergonomics Program. The Ergonomics Team has developed 

objectives for ergonomic improvements within our company and methods for identifying and resolving 

these problem areas. The written plan for these goals, objectives, and solutions may be obtained from 

Shane Carnes, RSO in RSO's office. 

 

Our Ergonomics Team is comprised of a cross section of employee representatives from various 

departments/areas and staff levels in our company. Carnes Contract Floors, Inc. Management Team is 

committed to the success of this program by providing resources and the staff time necessary to identify 

and correct problem jobs.  

 

The Team members have been trained to recognize problem jobs, identify risk factors, and develop 

solutions to reduce those factors. Elements of this training include the identification of workplace risk 

factors; job analysis methods, implementation and evaluation of control measures, and teamwork skills. 

  

Injury/Medical Management 
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Our health care provider chosen to provide medical treatment for our employees with injuries or illnesses 

relating to ergonomic factors has visited our facility and are familiar with our specific workplace job 

procedures and the job risk factors. 

 

We encourage all employees to immediately report any symptoms of discomfort that may be associated 

with their job duties. In most cases, employees are to report to their immediate supervisor. Those 

supervisors are responsible to recommend alternative work or medical evaluation for injured or ill 

employees. 

 

Supervisors record and file written reports from the first observation of illness or injury through all 

subsequent follow-up activities. They are also responsible to forward information about the worker injury 

or illness for recording on the OSHA 300 Injury and Illness Form. The supervisor may recommend that 

the job receive an evaluation from the Ergonomics Team.  

 

Every work procedure that causes a worker injury or illness will be investigated and reported. This 

documentation provides vital information for the identification of job related risk factors so that the 

problems can be corrected before other injuries occur. 

 

The Ergonomics Team has developed a list of light and restricted duty jobs which have low 

musculoskeletal risks. This list is a valuable resource for assigning duties to recovering employees until 

they can resume their normal job functions.  OSHA Source, LLC 

 

After verification of an employee's job-related injury or illness, our RSO and the Ergonomics Team will 

review this plan and re-evaluate the work station to determine if additional practices, procedures, or 

redesign of the station could be implemented to prevent similar injuries. 

 

Identifying Problem Jobs 
 

There are several methods used to identify problem jobs which are most likely to result in ergonomic 

disorders. The Ergonomics Team initially reviewed and periodically monitors Carnes Contract Floors, 

Inc. injury and illness records such as the OSHA 300 form and workers' compensation data to identify 

patterns of ergonomic-related injuries and illnesses. 

 

In addition, jobs are evaluated for the following risk factors:  

- Rate and number of repetitions: performance of the same motion or motion patterns every few 

seconds for more than two hours at a time.  

- Postures and limb positions: fixed or awkward work postures such as overhead work, twisted or 

bent back, bent wrist, stooping, or squatting, for more than a total of two hours.  

- Vibration: use of vibrating or impact tools or equipment for more than a total of two hours.  

- Loads/lifted: lifting, lowering, or carrying of anything weighing more than 25 pounds (11.34 kg) 

more than once during the workshift.  

- Loads/static: holding a fixed or awkward position with arms or neck for more than ten seconds.  

- Muscle forces: continually pulling or pushing objects.  

- Work pace: piece rate or machine paced work for more than four hours at a time (legally required 

breaks cannot be included when totaling the four hour limit).  

 

Ergonomics Team members participate in evaluating new equipment and processes for potential risk 

factors. They also evaluate hand tools to determine if the designs are ergonomically suitable for the 

intended use and appropriate for the workers who use them. 
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Solutions 
 

When a job, process, or equipment has been evaluated, the Team completes a risk factor checklist. 

Through this checklist, problems are identified for correction and supervisors and employees in the 

affected areas are notified. The Ergonomics Team, in conjunction with those affected employees, will 

develop possible solutions, choose the most appropriate, implement the changes, and follow up to 

determine the effectiveness. 

 

For each problem job which has been changed, we maintain a file of the improvements and changes 

completed. The file contains documentation of the ergonomic-related illnesses or injuries, the actual 

changes made, and any similar incidents which occurred after the changes were implemented.   

  

Employee Training 
 

Carnes Contract Floors, Inc.'s management staff receives copies of this written ergonomics program and 

the company's policy statement regarding ergonomics in our workplace. We train each employee who 

works at a job with exposure to specific risk factors and each employee in a job where a work-related 

musculoskeletal disorder has been recorded. 

 

These are the ergonomic elements we teach to all employees:  

- How to recognize workplace risk factors associated with work-related musculoskeletal disorders 

and the ways to reduce exposure to those risk factors.  

- The signs and symptoms of work related musculoskeletal disorders, the importance of early 

reporting, and medical management procedures.  

- Reporting procedures and the person to whom the employee is to report workplace risk factors and 

work-related musculoskeletal disorders.  

- The process Carnes Contract Floors, Inc. is taking to address and control workplace risk factors, 

each employee's role in the process, and how to participate in the process.  

- Opportunity to practice and demonstrate proper use of implemented control measures and safe 

work methods which apply to the job.  

- Each employee involved in job analysis will be trained in job analysis methods, especially as they 

relate to identifying workplace risk factors, and evaluation and implementation of control 

measures. 

- This company will not implement any policy or practice which discourages reporting or which 

results in discrimination or reprisal against any employee who makes a report. 

 

Enforcement 
 

Constant awareness of and respect for ergonomic hazards, and compliance with all safety rules are 

considered conditions of employment. Supervisors and individuals in the Safety and Personnel 

Department reserve the right to issue disciplinary warnings to employees, up to and including termination, 

for failure to follow the guidelines of this program.
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Disciplinary Action 

Notice of Safety Infraction 
 

 

We consider the safety of our employees to be very important.  Therefore, to prevent accidents, it 

is our policy to strictly enforce company safety rules.  Infractions of safety rules will result in the 

following: 

 

1st  Infraction – Written/Verbal Warning      3rd  Infraction – 3 to 5 Day Suspension 

2nd Infraction – Written Warning          4th  Infraction – Dismissal  

 
________________________________________ (Employee Name) you have been observed  

 

working in the following unsafe manner, contrary to company safety rules: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Action taken, therefore  is: 

 

 

 

 

 

____________________________________________               ________________________ 

       (Supervisor Signature)      (Date) 

 

 

____________________________________________               ________________________ 

             (Employee Signature)                    (Date) 

 

This is your 

 
First 

Infraction 
 

Second 

Infraction    
  

Third 

Infraction   
  

Fourth 

Infraction 
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Employee Safety Suggestion/Information Form 

 
 

________________________________ thanks you for helping us improve safety and prevent 

workplace  injuries and illnesses. Please complete this form to suggest ideas or report an 

unsafe workplace condition or practice. 
 

 

 

Please describe what __________________________ can do to improve safety: 
 

 

 

 

 

 

 

Please describe any unsafe workplace condition or practice: 
 

 

 

 

 

 

What do you think are the causes or other contributing factors to this unsafe condition or 

practice? 
 

 

 

 

 

 

 

 

 

Has this matter been reported to the area supervisor?            � YES          � NO 
 

 

 

 

___________________________________________                      ______________________ 

             Employee Name (Optional)                                                               (Date) 
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Minutes of Safety Committee Meeting 

 

 
Department:  Date:  
 
Location:  Date Previous Meeting:  
    
Attendance (also list absentees who should have attended meeting):  
 
 
Minutes By:  Date of Next Meeting:  
 
Minutes should serve as a record of important discussions on accidents and 
inspections, and action taken or suggested to correct accident producing conditions.  
List under the following headings: 
 

1. Previous suggestions not acted upon (list and indicate why not, what to do 
now).  OSHA Source, LLC 

 
 
 

2. Accidents since last report (list & indicate corrective action necessary). 
 
 
 
 

3. Other items discussed (based on inspections, suggestions, etc.) 
 
 
 
 

4. Summary of new suggestions (indicate what is to be done & who is 
responsible). 

 
 
 
 

5. Future plans (list items to be studied, reports to be made at next meeting, date, 
etc.). 
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Safety Committee Accident Investigation Report 
 
Name Age Time Date 

Department – Shift Job How long on 
this job? 

What Happened? 

 

 

 

Why Did It Happen? 

 

 

 

What Should Be Done? 

 

 

 

What Has Been Done Thus Far? 

 

 

 

How Will This Improve Operations? 

 

 

Investigated By  Date   

RSO Signature  Date  

 
 
NOTE:  Number of injuries for this employee in the last 12 months: 
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ORIGINAL - MAIN OFFICE COPY 

SUPERVISOR'S REPORT OF INJURY OR ILLNESS 

REPORTE DEL SUPERVISOR DE LA LESION O ENFERMEDAD 
Employer/Patron  Division/Divición  

  

Name of Injured/Nombre Del Lesionado 

 

Occupation/Ocupación  

 

Date of Injury/Illness/Fecha de 
Lesiones/Enfermedades  

Hour/Hora 

Month/Day/Year A.M. P.M. 

Name and Address of Physician/Nombre Y Dirección Del Doctor 

 

 

 
Nature of Injury/Clase De Accidente 

 

Did Injured Leave Work?¿Se 

Fue Del Trabajo El 

Lesionado? 

Date/Fecha Hour/Hora 

  A.M. P.M.

Was Injured Acting in Regular Line of Duty?/¿Se Ocupaba En Su Puesto Regular? 

 

Where Did The Injury/Illness Occur?/¿Donde Sucedio de Lesiones/Enfermedades? 

 

What Steps Should Be Taken To Prevent A Similar Injury or Illness? 

¿Que Deberia De Hacer Para Prevenir de Lesiones/Enfermedades? 

 

Date/Fecha Supervisor’s Signature/Firma Del Supervisor 
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SUPERVISOR'S REPORT OF INJURY/EXPOSURE 
 

 

Employee's Name  

Job Position/Title  

Supervisor's Name  

Date and Time of injury  

Location  

Task being performed when 

injury occurred 

 

Date and Time injury was 

reported to you 

 

Name(s) of witness(es)  

Witness(es) comments   
 

Incident resulted in:                                              Injury  Fatality  Property Damage 

First Aid given?     Medical Treatment Required?    Workdays Lost    

Describe how the injury or illness occurred  

What actions, events or conditions contributed most directly to this injury or illness? 

 

Could anything be done to prevent injuries of this type?  If so, what? 

 

 

Signature of Supervisor                                                                                                       Date  
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EMPLOYEE'S REPORT OF INJURY/EXPOSURE 
 

Employees's Name  

Job Position/Title  

Shift Hours                                   Days Off                      Supervisor's Name    

Date And Time of Injury    Location  

Task Being Performed When Injury Occurred    

Date, Time Injury Reported    To Whom?    

Name(s) Of Witness(es)  

Witness(es) Comments  

Describe How The Injury Occurred  

What Part Of The Body Was Injured  

Describe The Injuries In Detail  

Date, Time You First Sought Medical Attention  

Name Of Doctor and/or Hospital  

Could Anything Be Done To Prevent Injuries/Illnesses Of This Type?  If So, What? 

 

 

 

 

 
 
 
 

 

 
 

 
 

 

 Signature of Employee  Date  
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Employee Survey on Hazard Assessment 
 

Name (Optional) ________________________________________  
 

Department/Unit ______________________________ Date _____________  
 
Work Location (if at alternate worksite) ________________  

 
Please assess your department/unit over the last year. Circle TRUE (T), FALSE (F) or DON'T 

KNOW(?). Thank you for your honest assessment.  

Management Commitment and Employee Involvement 

T F ? 1. Violence/threats are not accepted as "part of the job" 
by managers, supervisors and/or employees.  

T F ? • Employees communicate information about potentially 
assaultive/threatening clients or visitors to appropriate 

staff.  

T F ? • Management communicates information to employees 
about incidents of workplace violence.  

T F ? • Employees feel they are treated with dignity and 

respect by other employees and management.  

T F ? • Employees are basically satisfied with their jobs.  

T F ? • Employees are basically satisfied with management.  

T F ? • Employees are basically satisfied with the organization 
(i.e., mission, vision, goals).  

T F ? • Employees generally feel "safe" when they are at work.  

T F ? • Employees are familiar with the department’s/unit’s 
violence prevention policy.  

Potential Risk Factors 
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T F ? 10.Employees do not work in high-crime areas.  

T F ? • Employees do not work with drugs.  

T F ? • Employees do not work with cash.  

T F ? • Employees do not work with patients or clients who 

have a history of violent behavior or behavior 
disorders.  

T F ? • Employees do not work in isolated work areas.  

Hazard Prevention and Control 

T F ? • The department/unit has adequate lighting to, from 
and within the worksite.  

T F ? • The employee parking garage is secure when arriving, 

leaving and during changes of shift.  

T F ? • Access and freedom of movement within the workplace 
are restricted to those persons who have a legitimate 

reason for being there.  

T F ? • Alarm systems such as panic alarm buttons, silent 
alarms, or personal electronic alarm systems are being 
used for prompt security assistance.  

T F ? • Employees know to use security escort service after 
hours.  

T F ? • After hours, the building is locked down with only one 
access point.  

T F ? • Visitors are signed in and out.  

T F ? • Exits are accessible and clearly marked.  

T F ? • Employees are able to locate emergency equipment 
such as fire alarm boxes or emergency-generator 
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outlets.  

T F ? • Emergency equipment is accessible and free from 

obstruction.  

T F ? • Employees are able to locate cellular phones, power-
failure phones and/or radios for emergency 

communication.  

T F ? • Employees know proper procedures if a bomb threat is 
announced.  

T F ? • Employee emergency call-back list is up-to-date and 

available.  

T F ? • Employees provide privacy to reflect sensitivity and 
respect for clients and visitors.  

T F ? • Employees use the "buddy system" to work together if 

problems arise.  

T F ? • Employees working in the field have cellular phones or 
other communication devices to enable them to request 
aid.  

T F ? • Staffing levels are appropriate for department/unit 

functions.  

T F ? • Reference manuals are up-to-date and available to 
employees.  

T F ? • There is a grievance policy available to employees.  

T F ? • There is a Safety Committee available as a resource to 
staff for any hazard concern.  

Training 

      35.Employees have received training on the company’s 

workplace violence prevention program.  
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T F ? • Employees know how to ask for assistance by phone or 
by alerting other staff.  

T F ? • Employees have been trained to recognize and handle 
threatening, aggressive, or violent behavior.  

T F ? • Employees have been trained in verbal de-escalation 

techniques.  

T F ? • Employees have been trained in self-defense/restraint 
procedures.  

Incidents and Reporting 

T F ? • This work unit/department has not experienced violent 
behavior and assaults or threats from strangers.  

T F ? • This work unit/department has not experienced violent 
behavior and assaults or threats from clients or 

customers.  

T F ? • This work unit/department has not experienced violent 
behavior and assaults or threats from others employed 

in the organization.  

T F ? • This work unit/department has not experienced 
domestic violence issues.  

T F ? • Employees are required to report incidents or threats of 

violence, regardless of injury or severity; the reporting 
system is clear.  

T F ? • Medical and psychological counseling services were 

offered to employees who have been assaulted or 
threatened.  
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Office Hazard Checklist 
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Fire extinguisher areas are kept clear at all times.               

Means of egress are kept unblocked, well-lighted and unlocked 
during work hours. 

              

Excessive combustibles (paper) are not stored in work areas.               

Electrical machinery in good condition and properly grounded.               

Electric cords and phone cables secured to prevent tipping 
hazards. 

              

Aisles and hallways are kept clear at all times.               

Stairways equipped with non-slip tread and handrails.               

Safety treads provided on all step-stools and step-ladders.               

Designated employees are trained to respond to a fire or other 
emergency. 

              

Hot plates, coffee makers, and portable heaters are properly wired 
and turned off when not in use. 

              

Clerical/Administrative Checklist: 

For VDT work stations, background and screen lighting are 
compatible and adjustable. 

              

VDT screen positions, chairs, and keyboard are adjustable.               

Employee training on preventing problems associated with VDT 
use. 

              

Workplaces are kept free of debris, floor storage and electrical 
cords. 

              

Adequate aisle space is maintained.               

File cabinet drawers are anchored to prevent tipping and are 
opened one at a time and closed when work is finished. 

              

Heaviest material stored in bottom drawers of file cabinets.               

Proper lifting techniques are used by employees to avoid 
overexertion and strain when lifting and carrying loads. 

              

Delivery/Messenger Checklist : 

Defensive driving is practiced by employees and seat belts and 
shoulder harnesses are worn at all times.               

No alcohol or any intoxicating substance prior to or during work.               

Vehicles are locked when unattended to avoid criminal misconduct.               

Vehicles are parked in legal spaces and do not obstruct traffic.               
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The speed limit that is safe for conditions is not exceeded.               

Employees park their vehicles in well-lighted areas and/or near 
entrances to avoid criminal misconduct.               

Name:  Date:  
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Personal Protective Equipment 

Certification of Hazard Assessment 
 

 

Date of Hazard Assessment: _____________________________ 
 

Person Certifying Hazard Assessment:_______________________________ 
 

Title:_____________________________________ 

 

  

Task Hazard 
PPE 

Required 
Department(s) Comments 
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Air-Purifying Respirator Inspection  
Inspect After Each Use  

 
Employee Mask: __________________________________  Date ______________ 

 
Inspector Name: ______________________ Make / Model #: _________________ 
 
 

Inspection Item Comments 
Satisfactory Functional Test of Respirator   
Facepiece: Clean, not distorted, no tears, no cracks   
Head Harness: Clean, no tears, no cracks no missing pieces. No 
loss of elasticity. No wear from buckle.  

  

Lens: Clean & Clear, no cracks, sealed to mask   
Exhalation Valve: Clean, good seal, no tears, tight fitting   
Inhalation Valve: Clean, good seal, no tears, tight fitting   
Canister/Filter: Clean, no defects, tight fitting   
Respirator Stored Properly  

Respirator Cleaned   

 

Inspector’’’’s Signature:________________________________ 

 

If any defects are found DO NOT USE RESPIRATOR. 

Turn in the respirator to your Supervisor immediately for repair or 

replacement 

 

 

 

OSHA Source, LLC 
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ASR / SCBA Respirator Inspection 

Inspect Monthly & After Each Use 

 

Employee Mask: __________________________ Date ______________ 

Inspected Name: ___________________________ Unit # ____________ 

Inspection Item Comments 
Functional check of ASR / SCBA   
Alarm Works Properly   
Regulator Functions Properly   
Facepiece: Clean, not distorted, no tears, no cracks   
Elastic Parts: Pliable no deterioration   
Head Harness: Clean, no tears, no cracks no missing pieces. No 
loss of elasticity. No wear from buckle.  

  

Lens: Clean & Clear, no cracks, sealed to mask   
Exhalation Valve: Clean, good seal, no tears, tight   
Inhalation Valve: Clean, good seal, no tears, tight   
Cylinder: No dents or gouges, fits tightly in band   
Cylinder Hydro Test Date _______________   
Gage: Cylinder >90% full, check gage face, indicator   
Harness: Clean, no wear, fully extended   
Demand Valve O-ring: clean, no tears, seated properly   
ASR / SCBA Cleaned and reassembled after inspection & drying   
ASR / SCBA Stored Properly  

 

Inspector’s Signature:  _______________________________ 

 

 

If any defects are found DO NOT USE RESPIRATOR. 

 
Turn in the respirator to your supervisor immediately for repair or replacement. 
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SCBA Spare Bottle Inspection 

Inspect Monthly & After Each Use 

 

Location: __________________________   Date ______________ 

Inspector Name:  _______________________________ 
 

Bottle Number Inspection Item 
      

Comments  

Cylinder: No dents or  
gouges, fits tightly in band  

        

Cylinder Hydro Test Date         
Gage: Cylinder full, check gage 
face, indicator 

        

 

Inspector’s Signature:  ________________________________________ 

 

 

 

If any defects are found DO NOT USE THE BOTTLE. 

 

Turn in the Bottle to your Supervisor immediately for repair or replacement. 
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Respiratory Protection Program 

Fit Testing Certificate 

 

Name:______________________________    Employee No.  _________ 
Department:____________________________________ 

 
List All Respirators Properly Fitted For 

Manufacturer 
    

Model 
    

Type (APR or 
ASR) 

    

 
    

Test Date 
    

Type of Test 
(QLFT or QNFT) 

    

Protection Factor 
    

Testing Agent 
    

Comments 
    

Employee 
Signature 
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Respirator Medical Evaluation Questionaire 

 

Company _________________________________________________________ 
 

Employee ________________________ Department _______________________ 
 

Date of Form _______________ Date of Last Respirator Physical ____________ 
 

Note: Answers to questions in Sec 1, and to question 9 in Section 2 of Part A, 
do not require a medical examination 

Employee:    Can you read (circle one):  Yes  -  No 
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  4. Sex (circle one) Male - Female 
5. Your Height feet Inches 6. Weight lbs 
7. Job title  

8. Phone #  9. Best time to 
call  

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). 



Page 241 of 264 
Carnes Contract Floors, Inc. – Accident Prevention & Safety Manual 

12. Have you worn a respirator (circle one):  

Yes - No 
If "yes," what 
types 

 

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? 

a. Seizures (fits): YES NO 
b. Diabetes (sugar disease): YES NO 
c. Allergic reaction 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 or 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 
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 
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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 
f. 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 
b. Heart trouble YES NO 
c. Blood pressure YES NO 
d. Seizures (fits): 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 
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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 
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 

YES NO 
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working under these conditions 
 

 

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 
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 
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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 

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 
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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 - temp.greater than 77 deg. F YES NO 
15. Will you be working under humid conditions   
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): 

a. Name of the first toxic substance   
Estimated maximum exposure level per 
shift 

  

Duration of exposure per shift   
b. Name of the second toxic substance   

Estimated maximum exposure level per 
shift 

  

Duration of exposure per shift   
c. Name of the third toxic substance   

Estimated maximum exposure level per 
shift 

  

Duration of exposure per shift   
d. 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): 

 

 
Employee Signature _______________________________ 
 
Reviewed By _________________________ Title ______________ Date _________ 
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Physician Review Required  _______yes          ________no 
 
Physician Name  _______________________________  Date______________ 
 
Approved use of following respirators & conditions: 
 
 
Physician's Notes: 
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Hepatitis B 

Vaccination Declination Form 
 

                                                                                                                                                            
        Date _____________  

 

Employee Name: ________________________________ 

 

Employee SSN: ____________________ 

 
I understand that due to my occupational exposure to blood or other potential infectious materials I may 

be at risk of contracting the Hepatitis B viral (HBV) infection.  I have been given the opportunity to be 

vaccinated with Hepatitis B vaccine, at no charge to myself. 

 

However, I decline the Hepatitis B vaccination at this time.  I understand that by declining this vaccine, I 

continue to be at risk of contracting Hepatitis B, a serious disease. 

 

If, in the future, I continue to have occupational exposure to blood or other potentially infectious materials 

and I want to be vaccinated with the Hepatitis B vaccine, I can receive the vaccination series, at no charge 

to me, at that time. 

 

 

________________________     _____________ 

Employee Signature                Date 

                          

 

________________________     _____________ 

RSO Signature       Date 
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Employee Consent to Hepatitis B Vaccine 
 
On _______________ , I ____________________________ received information concerning the risk of 

occupational exposure to blood or other potentially infectious material in the position of 

__________________________, which has been determined as job classification exposure Category 

_____. I have received a copy of the Hepatitis B information packet which has been explained to me and I 

understand this information. 

 

I have been informed and understand (1) that Hepatitis B vaccination may reduce the potential risk of 

occupationally contracted viral hepatitis infection, and (2) the risks of the Hepatitis B vaccination which 

may include pain, itching, bruising at the injection site, sweating, weakness, chills, flushing and tingling, 

and (3) to obtain adequate immunity to viral Hepatitis B, it will be necessary to receive all three 

vaccinations of the vaccine series which are administered one month and six months after the initial 

vaccination, and (4) that the vaccination will be provided to me free of charge by  ___________ .  If at 

such future time the U.S. Public Health Service recommends a booster dose(s) of Hepatitis B vaccine, 

such booster dose(s) shall also be provided to me at no cost if I am employed by the facility in a job 

classification that involves some risk of an occupational exposure to blood or other potentially infectious 

materials. 

 

If I leave the employment of this facility before the series is completed, it is my responsibility to contact 

my own medical provider to complete the vaccine series. 

 

I hereby consent to the administration of the Hepatitis B vaccination and voluntarily acknowledge that: 

 

− I do not have an allergy to yeast. 

− I am not pregnant or nursing. 

− I am not planning to become pregnant within the next six months. 

− I have not had a fever, gastric symptoms, respiratory symptoms, or other signs of illness in the last 

48 hours. 

 I do have the following known allergies:  

Food:  _____________________________________________________   

Drugs: _____________________________________________________   

Other:  _____________________________________________________ 

YOU MAY WISH TO CONSULT WITH YOUR PHYSICIAN BEFORE TAKING THE VACCINE. 

 

______________________________________        ___________________ 

(Employee Name)                                (Date) 

 

____________________________    

(Social Security Number) 

 

________________________________________    ___________________ 

(Witness Signature)            (Date) 
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Bloodborne Pathogens 

Exposure Incident Investigation Form 
 

Date of Incident : _______________   Time of Incident : ___________________ 

 

Location : ________________________________________________________ 

 

Potentially Infectious Materials Involved: 

 

Type : ___________________________       Source : _______________________________ 

 

           ___________________________                      _______________________________ 

 

Circumstances :   {Work being performed, etc.} ____________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

How Incident Was Caused:  {Accident, equipment malfunction, etc.} 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Personal Protective Equipment Used : ____________________________________________________ 

 

Actions Taken : {Decontamination, clean-up, reporting, etc.} 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Recommendations for Avoiding Repetition: _______________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

_________________________________________                         _______________________ 

     (Signature)                                                                                           (Date) 
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Bloodborne Pathogens 

Post-Exposure Evaluation and Follow-up Checklist 
 

The following steps must be taken, and information transmitted to healthcare professional, in the event of 

an employee’s exposure to Bloodborne Pathogen. 

 

                                  Activity                                                                                     Completion Date 

 
1.  Employee furnished with documentation regarding exposure incident.                 _____________ 

 

 

2.  Source individual identified:  ______________________________                     _____________ 

                                                                (Source individual) 

 

3.  Source individual’s blood collected & results given to exposed employee.          _____________ 

 

               _______ Consent from source has not been obtained. 

 

4.  Exposed employee’s blood collected & tested:                                                      _____________ 

 

 

5.  Appointment arranged for employee with healthcare professional                       _____________ 

 

                  _______________________________ 

                         (Healthcare Professional Name) 

 

Documentation forwarded to healthcare professional: 

 

                ______ Bloodborne Pathogens Standard. 

 

                ______ Description of exposed employee’s duties. 

 

                ______ Description of exposure incident, including exposure routes. 

 

                ______ Results of source individual’s blood testing. 

 

                ______ Employee’s medical records. 

 

 

  ________________________________________                   _______________ 
    (Signature)                                                                                 (Date) 
OSHA Source, LLC 
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Hazard Communication 

List of Hazardous Substances 
 

No. Chemical Name Common Name Department / Work  Area * 

1     
2     

3     

4     

5     

6     

7     

8     

9     

10     

11     

12     

13     

14     

15     

16     

17     

18     

19     

20     

21     

22     

23     

24     

25     

 

*Please place a check in this column for any chemical identified in quantities of 55 gallons, 500 
pounds, 200 cubic feet or greater. 
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Lockout Tagout Schedule 
 

Equipment or Process:___________________________________ 

Location of Equipment: __________________________________ 

 

A tag is required on each Isolation Location listed below.  The Specific Type of Lock must 

be applied at the location listed  

 

Date prepared _______________________ Prepared by ____________________ 

 
Type of Energy Isolation Location Type of Lockout Device 

Electrical     
Potential (Stored)     
Kinetic (in-motion)     
Pneumatic (air - gas pressure)     
Hydraulic     
Thermal     
Chemical     

Special Hazards Procedure for Control of Special Hazard 
    

 

    

 
Special Procedures 

   

 

 

Stored Energy Release Procedure 
   

 

 

Notes 
Isolation Location shall positively identify the exact breaker, valve, switch or other disconnect or blocking device to 
be locked and tagged to isolate the source of energy from the work area. 
Type of Lockout shall specifically name the exact type of locking device needed to ensure the disconnect or blocking 
device stays in the isolated condition/position. i.e.. Breaker Clip, Valve Handwheel Cover, Blank Flange, etc. 
Stored Energy: Following the application of the lockout or tagout devices to the energy isolating devices, all potential 
or residual energy will be relieved, disconnected, restrained, and otherwise rendered safe. 
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Procedure for Lockout Tagout Removal 

 
 

This form must be completed before removal of any lockout or tagout by a person other 
than the person placing the lockout or tagout on equipment. 
 
Lockout/Tagout originator has been called and: 
 
  was reached and reported back to work to remove lock or tag. 
 
 could not be reached. 
 
Equipment Locked/Tagged Out  Date  
 
Location  
 
Reason Locked/Tagged Out  
 
 
 
 
 
 
Person Locking/Tagging Out  Date  
 
Reason Removing Lock or Tag  
 
 
 
 
 
Have you checked to ensure safety of removal?  Yes  No  
 
  
 Employee Signature 

 
 
Cc:  RSO 

        Supervisor  
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Periodic – Annual Observation of Lockout Tagout Program 

 
EMPLOYEE BEING OBSERVED PLANT #  DEPT. #  

   
BLDG. #  MACHINE/EQUIPMENT/PROCESS  EQUIP. #  

   
OBSERVATION QUESTION  YES  NO  COMMENTS  
1.        Has all energy-isolating device been located?           
2.        Does the plant provide devices specifically for 

lockout/tagout procedures?  
         

3.        Are lockout/tagout devices durable enough to 
withstand plant conditions?  

         
4.        When only tagout devices are used, are 

attachments non-reusable, attachable by hand, self-
locking and non-releasable with minimum unlocking 
strength of 50 lbs.?  

         

5.        Can the person using a lockout/tagout device be 
easily identified?  

         
Authorization:   

6.        Is an authorized person performing the 
lockout/tagout?  

         

Preparation:  

 7.        Are affected employees notified when there is an 
application or removal of lockout/tagout devices?  

         

Shutdown:  

 8.        Are normal “shutdown” procedures followed?  
         

Energy Isolation:  

 9.        Are energy isolating device(s) located and 
energy source(s) separated from the machine?  

         

Lockout/Tagout Device Application:  

 10.     Are lockout/tagout devices placed on each 
energy-isolating device?  

         

OBSERVATION QUESTION  
Stored Energy:  

11.     Are potentially hazardous, stored or residual 
energy relieved, disconnected or restrained?  

         

Verification of Isolation:  

 12.     Does the authorized employee verify that de-
energization of the equipment has been accomplished?  

         

Inspection:  

13.     Prior to removing locks/tags, has the work area 

         



Page 257 of 264 
Carnes Contract Floors, Inc. – Accident Prevention & Safety Manual 

been inspected, nonessential items removed and 
the machine components including guards, made 
operationally intact?  

Employee Notification:  

14.     Prior to removing locks/tags, have affected 
employees been notified and the work area 
inspected to ensure all employees are in a safe 
position?  

         

Lockout/Tagout Device Removal:  

15.     Have Lockout/Tagout devices been removed by 
the person who applied them?  

         

COMMENTS:  

   

   
OBSERVER  INFORMATION 

   
OBSERVER 
EMPLOYEE 
# 

OBSERVER SIGNATURE  TITLE  DEPT.  DATE  

   

    
            

EMPLOYEE 
# 

EMPLOYEE SIGNATURE  TITLE  DEPT.  DATE  
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Annual Lockout Tagout Administrative Review 

 

Facility _____________________  Date ____________ 

 

The Lockout - Tagout procedures for this facility have been reviewed for necessary 

changes. Each piece of equipment is listed and the required Lockout - Tagout isolation 

points (valves, breakers, disconnects, etc.) are properly identified. 

 

Responsible Manager _________________________ 

 

The following changes have been made: (if no changes write "None") 
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Forklift Operator’s Daily Forklift Inspection Report 

Operator’s Name:  Date:  

Unit #:  Model:  Serial #:  

Hour Meter Reading (Start of 1
st
 Shift):  Special Attachments:  

IMPORTANT!!!   This check must be made by the forklift operator daily at the start of each shift. 

���� Check each safe item          X each defect          NA-not applicable 

Inspection Checklist 
1

st
 

Shift 
2

nd
 

Shift 
3

rd
 

Shift COMMENTS 

1. Engine Oil:  Check level (When oil must be added, show number of 
quarts in “comments” column.)     

2. Fuel System:  Check for leaks & report any immediately.     

3. Radiator:  Check coolant level (caution).     

4. Tires:  Check for foreign particles, gouges and cuts; check pneumatic 
tire pressure.     

5. Mast, Carriage, Fork, or Attachment:  Check for loose or missing bolts 
& damage; check chain; check adjustment & operation.     

6. Oil & Water:  Check for leaks.     

7. Truck Damage:  Explain in comments.     

8. Operator’s Compartment:  Inspect for cleanliness.     

9. Engine Oil Gauge:  Check pressure & report any abnormal pressure 
reading.     

10. Fuel:  Check level.     

11. Ammeter:  Check charging rate & report unusual readings.     

12. Safety Equipment (Rotating lights, back-up alarms, etc.):  Check 
operation.     

13. Steering:  Check operation.     

14. Brakes:  Check brake pedal travel & parking brake adjustment.     

15. Truck Operation:  Report any unusual operation or noises.     

 
1st Shift Operator’s Signature:  ___________________________________ 
2nd Shift Operator’s Signature:  ___________________________________ 
3rd Shift Operator’s Signature:  ___________________________________ 
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Maintenance Department Monthly Forklift Inspection Record 
 

Inspector’s Name:  Month  20  

Unit #:  Model:  Serial #:  

Hour Meter Reading (Start of Week):  

Special 

Attachments:  

���� Check each safe item          X each defect          NA-not applicable 

Inspection Checklist COMMENTS 
1. Engine Off:  Check oil level.  When oil must be added & show number of qts in 

comments.   

2. Fuel System:  Check for leaks.  Report any leaks immediately.   

3. Radiator:  Check coolant level (caution).   

4. Tires:  Check for foreign particles, gouges and cuts; check pneumatic tire 

pressure.   

5. Mast, Carriage, Fork, or Attachment:  Check for loose or missing bolts & 

damage; check chain; check adjustment & operation.   

6. Oil  & Water:  Check for leaks.   

7. Truck Damage:  Explain in comments.   

8. Operator’s Compartment:  Inspect for cleanliness.   

9. Engine Oil Gauge:  Check pressure & report any abnormal pressure reading.   

10. Fuel:  Check level.   

11. Ammeter:  Check charging rate & report unusual readings.   

12. Safety Equipment (Rotating lights, back-up alarms, etc.):  Check operation.   

13. Steering:  Check operation.   

14. Brakes:  Check brake pedal travel & parking brake adjustment.   

15. Truck Operation:  Report any unusual operation or noises.   

Additional Items to Inspect Clean Air Cleaner   

Hydraulic Oil Level   

Clutch Oil Level   

Transmission Oil Level   

Oil Lines for Leaks   

Battery Compartment & Electrolyte Level   

Power Steering Oil Level   

Lift Chain Adjustment   

 

Inspector’s Signature:  ___________________          Date:  _______________ 
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Initial Forklift License Certification 

Name ___________________________________________                          Clock No. _______________  

Selection Criteria 

I certify that I meet all of the following physical qualifications and that if any changes to my physical condition 

develops or if I no longer possess a valid State Drivers License, I will inform my supervisor within 24 hours.  

• No adverse vision problems that are not corrected by glasses or contacts 
• No adverse hearing problems that are not corrected by hearing aids 
• No physical disorders that would impair safe operation 
• No medication is being taken that will affect perception, vision, or physical abilities 

 

Employee Signature: ___________________________________________________ 

Classroom Training 
Review of OSHA Standard 1910.178 Safe Operating Procedures 
Load Handling & Vehicle Inspections Refueling / Recharge Procedure 
Special Environments Stability & Control 
Fuel Spill / Battery Acid Spill Procedure Safety around pedestrians 
Trainer Signature: Date: 

Hands On Training & Evaluation:  Rating: 1=Poor 2=Fair 3=Good 4=Excellent 
Grade Area of Evaluation Grade Area of Evaluation  Familiarity w/ controls  Travel w/ load at proper height  Slows at intersections  Lowers load smoothly & slow  Sounds horn at intersections    Load properly balanced  Obeys Signs     Smooth start & stop  Plans route, checks doorways  Moves forks properly  Proper cornering & turning  Dock plate inspection  Proper Refueling  Yields to pedestrians  Places-stacks load square & even  Drives forward under control  Drives backward under control  Parks properly-neutralizes controls  Proper approach to loads  Maneuvers w/ load properly  Lifts load properly  Properly changes & charges battery  Maintains clear view  Drives on ramps 

Additional training is required for all areas graded as Fair or below 
Evaluator Signature Date: 

Certification 
Written Exam Grade / Date / 

Qualified - RSO Signature   
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Re-Evaluation Forklift License Certification 

 

Type of Re-Evaluation Certification: 
 
 3 Year  Other If Other, Explain:  

 
Name _____________________________                          Clock No. _____________  
 
Selection Criteria 
I certify that I meet all of the following physical qualifications and that if any changes to my 

physical condition develops or if I no longer possess a valid State Drivers License, I will inform 

my supervisor within 24 hours.  

• No adverse vision problems that are not corrected by glasses or contacts  

• No adverse hearing problems that are not corrected by hearing aids  

• No physical disorders that would impair safe operation  

• No medication is being taken that will affect perception, vision, or physical abilities  

 

Employee Signature: ___________________________________________________ 

Hands On Training & Evaluation 
Rating: 1=Poor 2=Fair 3=Good 4=Excellent 

Grade Area of Evaluation Grade Area of Evaluation  Familiarity w/ controls  Travel w/ load at proper height  Slows at intersections  Lowers load smoothly & slow  Sounds horn at intersections    Load properly balanced  Obeys Signs     Smooth start & stop  Plans route, checks doorways  Moves forks properly  Proper cornering & turning  Dock plate inspection  Proper Refueling  Yields to pedestrians  Places-stacks load square & even  Drives forward under control  Drives backward under control  Parks properly-neutralizes controls  Proper approach to loads  Maneuvers w/ load properly  Lifts load properly  Properly changes & charges battery  Maintains clear view  Drives on ramps 
Additional training is required for all areas graded as Fair or below 

Evaluator Signature Date: 
Certification 

Qualified - RSO Signature   
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Ergonomics Task Risk Analysis Checklist 

 
Work Area ____________________________    Date ___________ 
 
Conducted by _______________________________  
 
Reviewed by ________________________________  Date _____________ 
 

"No" responses indicate potential problem areas that will receive further investigation. 

 

1. Does the design of the primary task reduce or eliminate YES NO 
bending or twisting of the back or trunk?      
crouching?      
bending or twisting the wrist?      
extending the arms?      
raised elbows?      
static muscle loading?      
clothes wringing motions?      
finger pinch grip?      

2. Are mechanical devices used when necessary?     
3. Can the task be done with either hand?     
4. Can the task be done with two hands?     
5. Are pushing or pulling forces kept minimal?     
6. Are required forces judged acceptable by the workers?     
7. Are the materials     

able to be held without slipping?      
easy to grasp?      
free from sharp edges and corners?      

8. Do containers have good handholds?     
9. Are jigs, fixtures, and vises used where needed?     
10. As needed, do gloves fit properly and are they made of the proper       
      fabric?     
11. Does the worker avoid contact with sharp edges when performing the 
      task?     
12. When needed, are push buttons designed properly?     
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13. Do the job tasks allow for ready use of personal equipment that may  
      be required?     
14. Are high rates of repetitive motion avoided by     
spacespacejob rotation?     
spacespaceself-pacing?     
spacespacesufficient pauses?     
spacespaceadjusting the job skill level of the worker?     
15. Is the employee trained in     
spacespaceproper work practices?     
spacespacewhen and how to make adjustments?     

spacespacerecognizing signs and symptoms of potential problems?     
 

 

OSHA Source, LLC 




