
1	
	

	

	

 
Environmental, Health and Safety Program and 

Proceedures (EHSPP) 
 
 

 
Company History 

 
Expert	Technology	Choice	Corp.,	was	incorporated	by	our	President	and	CEO	Jose	
Martin	Almontes	in	Miami,	Flolrida.	Our	personnel	has	more	than	35	years	of	
experience	in	the	enviromental	and	general	industry	field.		We	are	Environmental,	
Health	&	Safety,	base	behaviour	company	and	water	conservation	is	our	passion.		
Our	company	is	based	in	Miami,	Florida,	USA.	
	
We	are	a	Water	Conservation	Company	with	a	simple	concept	of	business	and	
that	is,	that	our	employees	are	family	and	our	work	environment	is	peacefull	and	
work	should	be	fun.		We	are	proffesionals	and	love	what	we	do;	therefore,	our	
clients	and	their	properties	are	treated	with	the	outmost	respect	and	love	to	go	
home	to	our	family	safe	and	sound.			

 
 

 
PREFACE 

 
The procedures and policies set forth in this Environmental, Health and Safety Program (EHSP) 
are the result of several years experience within the general industry.  While it is recognized that 
no program can encompass all situations and scenarios, this EHSP is presented as a guideline for 
the safe and environmentally sound performance of our assigned jobs. It is Expert Technology 
Choice Corp. intention to provide our employees with safe equipment and working conditions.  It 
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is our expectation that all personnel working for Expert Technology Choice Corp. will perform 
their duties in accord with our high standards and the high standards of our clients.   
 
Our most valuable assets are our employees. All employees have the right to return home to their 
loved ones without injury in the workplace.  No employee has the right to place his or her life 
and health in jeopardy.  Further, the safe performance of your duties will reduce the risk of injury 
to your co-workers, our clients property, their employees and the members of the surrounding 
community.  A shortcut in procedure will prove to be the fastest route to disaster. 
 
This EHSP, combined with training provided by Expert Technology Choice Corp., tool box talks 
conducted by Expert Technology Choice Corp. initial site training and periodic refresher training 
will help to emphasize our commitment to your safety and the continued safe operation and 
viability of Expert Technology Choice Corp. You can do your part by reviewing and 
familiarizing yourself with the contents of this EHSP, and maintaining a focus on the safe 
performance of yourself and your co-workers in the workplace. 
 
While this EHSP, constitutes the Expert Technology Choice Corp. safety and environmental 
policies and procedures, many of our client organizations maintain their own safety, health and 
environmental procedures. During your assignment with Expert Technology Choice Corp. your 
compliance with our clients policies, as well as Expert Technology Choice Corp. policies, is 
mandated.  You are cautioned to pay particular attention to instructions provided in our clients 
safety, health and environmental policies as well as the instructions and restrictions indicated on 
work permits issued by our clients.  The policies and procedures set forth in this EHSP, and the 
policies and procedures of our clients are not open to variation without the express approval of 
the authorized Corporate Health and safety Director (CHSD), and the client's designated safety 
representative.   
 
Regardless of Expert Technology Choice Corp. continued commitment to a safe and 
environmentally sound work place, our goal cannot be achieved without the cooperation, 
vigilance and safe performance of our employees. While "the craftsman is known by his tools," 
the "contractor is known by his operation."  Safe and environmentally sound work practices are 
both the tool of an excellent craftsman and a measure of the operation of the contractor. 
 
Expert Technology Choice Corp. Safety and Environmental Policy 
 
The management of Expert Technology Choice Corp. is firmly committed to the preservation of 
the safety and health of our employees, our clients employees and their facilities. Our relations 
with our neighbors and the neighbors of our clients mandate that we be equally concerned with 
the preservation of the environment.  We are committed to the safe and environmentally sound 
conduct of our day to day operation and believe that there can be no exceptions.  We at Expert 
Technology Choice Corp. strongly believe in a Safety Culture and that “Safety is a Core Value” 
and a mindset.   
 
As managers and employees of Expert Technology Choice Corp. we must work together to 
identify, evaluate and eliminate hazards in our work place.  We believe that all accidents are 
preventable and the exercise of good judgment, awareness and adherence to established 
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environmental, safety and health procedures will lead us to the optimum goal of a safe and 
environmentally sound workplace. 
 
Expert Technology Choice Corp. will comply with all applicable federal and state laws as well as 
industry standards and good work ethics. We will continue to provide a quality company and 
work force to our clients.  We will continue to strive to maintain and improve upon our record as 
a trusted and responsible member of our community. 
 
Expert Technology Choice Corp. will continue to work with our competitors to share 
information regarding health, safety and the environment in an effort to learn the lessons taught 
by mistakes.  It is our intention, through our commitment, the vigilance and awareness of our 
employees, to consistently improve our performance. 
 
Expert Technology Choice Corp. recognizes individual contributions toward the obtaining of our 
goal and apply that recognition to the evaluation of an individual's performance of their job. 
We know in our hearts that a strong and  safety culture and safety being a core value all 
employees can return safely and unharmed to their loved ones at the end of each day. If we 
accept these responsibilities as mutual responsibilities we will achieve the goal of a safe, healthy 
and environmentally sound work place. The price of failure is paid in human suffering as well as 
dollars and cents. 
 
                                                             
Jose Martin Almontes, President and CEO, Expert Technology Choice Corp. 
 
 
                               
 

INSTRUCTIONS 
                                         
This program is a controlled document prepared specifically for Expert Technology Choice 
Corp. It may not be reproduced, in whole or in part, without the express authorization of Expert 
Technology Choice Corp. 
 
Policies and procedures will be updated, periodically, as federal, state, corporate and client safety 
and environmental requirements change.  A complete review of this EH&S procedure and policy 
program will be conducted on a two year schedule.  Suggestions for changes or additions are 
requested, at any time, from our employees and clients.  A form is included as an attachment to 
this document and should be completed and forwarded to:  
 

Expert Technology Choice Corp. 
Miami, Florida USA 

CEL. # +1 (786) 412-2930 
President and CEO Mr. Jose Martin Almontes 
E-mail: ms@experttechnologychoice.com 

www.experttechnologychoice.com 
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This program will be maintained at Expert Technology Choice Corp., office and at each job site 
and accessible to our employees, their representatives and our clients at all times. 
 
Where ever feasible, reference to specific Occupational Safety and Health Administration 
(OSHA) Standards are included in this EHSP.  For more specific information, contact the Expert 
Technology Choice Corp. Health & Safety Director Mr. Francesco V. Rinaldi at the previously 
indicated address or by calling +1 (786) 412-2930. 
 
 
 
Thank you, 
 
CHSD, Mr. Francesco V. Rinaldi 
Expert Technology Choice Corp. Health & Safety Director 

 

 

GENERAL HEALTH AND SAFETY POLICY 
 
It is Expert Technology Choice Corp., Philosophy that “Safety is a Core Value and a mindset”; 
therefore, accident prevention shall be considered of primary importance in all phases of 
operations and administration.  It is our intention to provide safe and healthy working conditions 
and to establish and insist upon safe practices at all times by all employees. The prevention of 
accidents is an objective affecting all levels of our company and its operations.  It is, therefore, a 
basic requirement that each supervisor make the safety of all employees an integral part of his or 
her regular management function.  It is equally the duty of each employee to accept and follow 
established safety regulations and procedures. 
 
Every effort will be made to provide adequate training to employees. However, if an employee is 
ever in doubt about how to do a job or task safely, it is his or her duty to ask a qualified person 
for assistance. Employees are expected to assist management in accident prevention activities.  
Unsafe conditions must be reported immediately. Fellow employees that need help should be 
assisted.  Everyone is responsible for the housekeeping duties that pertain to their jobs. Every 
injury that occurs on the job, even a slight cut or strain, must be reported to their supervisors 
and/or the Health and Safety Director as soon as possible.  Under no circumstances should an 
employee leave our facility without reporting an injury. Safety is everyone's business. 
 
It is our commitment that everything possible will be done to protect you from accidents, injuries 
and/or occupational disease while on the job. Safety is a cooperative undertaking requiring an 
ever-present safety consciousness on the part of every employee. If an employee is injured, 
positive action must be taken promptly to see that the employee receives adequate treatment.  No 
one likes to see a fellow employee injured by an accident. Therefore, all operations must be 
planned to prevent accidents 
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A safe and healthful workplace is one of our highest priorities; it is therefore, that all employees 
and managers practice our Safety culture and keeping in mind that “Safety is a Core Value”.  
While we cannot anticipate every workplace hazard, the following general principals should 
guide your conduct.  To be safe, you must never stop being safety conscious. Study the 
guidelines contained in this program. Discuss the workplace situation with your immediate 
supervisor and attend all company sponsored training and safety meetings. Read all posters and 
warnings. Accept responsibility for the safety of others. If you don't understand any policy, 
please ask your supervisor, project safety officer or the Health and Safety Director. 
 
 
 
1.0 ENVIRONMENTAL HEALTH AND SAFETY PROGRAM OBJECTIVE 
2.0 RESPONSIBILITY for Safety and Health 
2.1 Health and Safety Safety Director 
2.2 Supervisors 
2.3 Safety Committee 
2.4 Employees 
3.0 GENERAL HEALTH AND SAFETY 
3.1 Prevention and Control of Workplace Hazards 
3.1.1 Principles of Hazard Control 
3.1.1.1 Reduction 
3.1.1.2 Isolation 
3.1.1.3 Administrative Control 
3.1.1.4 Personal Protective Equipment 
3.1.2 Development of Hazard Control Recommendations 
3.2 Hazard Reporting 
3.3 Hazard Assessment 
3.3.1 Guarding Hazards 
3.4 Personal Protective Equipment 
3.4.1 Eye and Face Protection 
3.4.2 Hearing Protection 
3.4.3 Hand Protection 
3.4.4 Safety Shoes 
3.5 Safety and Health Signs and Tags 
4.0 COMMUNICATION OF SAFETY AND HEALTH 
4.1 General Information 
4.2 Safety Meetings 
4.3 Postings 
4.4 Training 
4.4.1 General 
4.4.2 Training Schedule 
5.0 ENFORCEMENT OF THE HEALTH AND SAFETY PROGRAM 
5.1 1st Offense/Verbal Warning 
5.2 2nd Offense/Written Warning 
5.3 3rd Offense/Suspension and/or Discharge 
6.0 INCIDENT REPORTING AND INVESTIGATION 
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7.0 GENERAL CODE OF SAFE WORK PRACTICES 
8.0 SPECIFIC CODE OF SAFE PRACTICES 
8.1 Work Areas 
8.2 Personal Protective Equipment Clothing 
8.3 Combustible Materials 
8.4 Hazardous Substances 
8.5 General Fire Safety 
8.6 Machine Guarding 
8.7 Lockout/Tagout Procedures 
8.8 Electrical 
8.9 Material Handling 
8.10 Portable Power Tools 
8.11 Tool Maintenance 
8.12 Ladders 
8.13 Floor and Wall Opening 
 
 
1.0 ENVIRONMENTAL HEALTH AND SAFETY PROGRAM OBJECTIVE 

  
While no Environmental Health and Safety Program (EHSP) can guarantee an accident free 
work place, following the safety procedures set forth in this manual will significantly reduce the 
risk of danger to you and your co-workers. State and federal laws, as well as Expert Technology 
Choice Corp. policy, make the health and safety of our employees the first consideration in 
operating our business. Health and safety in our business must be a part of every operation. 
Without question it is every employee's responsibility at all levels. 
 
Our Environmental Health and Safety Program is designed to prevent injuries, illnesses and 
accidents in the workplace. The primary purpose of the program is to ensure the health and 
safety of our workers. It is our intent to comply with all laws concerning the operations of the 
business and the health and safety of our employees and the public.  To do this, we must 
constantly be aware of conditions in all work areas that can produce or lead to injuries. We 
firmly believe that accidents and injuries are caused; therefore, we can prevent them.  No 
employee is required to work at a job known to be unsafe or dangerous to his or her health.  Your 
cooperation in detecting hazards, reporting dangerous conditions and controlling workplace 
hazards is a condition of employment. Inform your supervisor immediately of any situation 
beyond your ability or authority to correct. Employees will not be disciplined or suffer any 
retaliation for reporting a safety violation in good faith. 
 
Our objective is an Environmental Health and Safety Program that will reduce the number of 
injuries and illnesses to an absolute minimum, not merely in keeping with, but surpassing, the best 
experience of operations similar to ours.  Our goal is nothing less than zero lost time accidents and 
injuries. Management is responsible and accountable for achieving that goal and each of you is 
responsible for your safety and the safety of your fellow employees. 
 
To achieve our goals, we have established a comprehensive and realistic Environmental Health 
and Safety Program; based on our past experience, sound engineering practice, employee 
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training and enforcement of health and safety regulations to prevent unreasonable health and 
safety risks. To be successful, such a program must embody the proper attitudes toward injury 
and illness prevention not only on the part of supervisors and employees, but also between each 
employee and his or her co-workers.  Management will provide all mechanical and physical 
facilities and equipment required for personal health and safety in keeping with this program. 
 
Your safety and the safety of others around you requires a constant vigilance on your part.  It is 
up to you to determine the location and operation of safety equipment and to be aware of those 
architectural features important to safety.  (i.e.; fire extinguishers, First aid kits, eye-washing 
stations, what doors people can use to escape from their work location in case of fire or major 
accident, etc.)  Any safety problem in the work location, whether potential or immediate, should 
be dealt with and/or reported to your immediate supervisor or the Health and Safety Director as 
soon as possible.  Remember, much of the responsibility for workplace safety must rest on the 
individual employee.  The best method of protection is prevention. 
 
2.0 RESPONSIBILITY FOR SAFETY AND HEALTH 
 
All employees of Expert Technology Choice Corp., are responsible for working safely and 
maintaining a safe and healthful work environment. 
 
2.1 Health and Safety Director 
The Health and Health & Safety Director is Francesco V. Rinaldi, he can be reached by calling 
his personal telephone number +1 (786) 675-8035. Mr. Francesco V. Rinaldi is responsible for 
the overall implementation and maintenance of Expert Technology Choice Corp., Environmental 
Health and Safety Program. His duties in this area include, but are not limited to: 

 
Ø Ensuring that managers are trained in workplace safety and health hazards to which 

employees under their immediate direction or control may be exposed, as well as applicable 
laws, regulations and Expert Technology Choice Corp., safety rules and policies. 

 
Ø Ensuring that employees are trained in accordance with this Program. 
 
Ø Inspecting, recognizing, and evaluating workplace hazards on a continuing basis. 
 
Ø Developing methods for abating workplace hazards. 
 
Ø Ensuring that workplace hazards are abated in a timely and effective manner. 
 
As the Health and Safety Director Francesco V. Rinaldi, may assign all or some of these tasks to 
other individuals within the organization.  Nevertheless, the Health and Safety Director remains 
ultimately responsible for the implementation and maintenance of our Health and Safety 
Program. 
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2.2 Supervisors 
Each supervisor employed by Expert Technology Choice Corp., has a responsibility to protect 
employees from injury or job-related illness.  Each individual manager will be held accountable 
for personally reacting to workplace hazards and protecting employees from their danger until 
they can be eliminated.   
 
Each supervisor will also be held accountable for reporting directly to the Health and Safety 
Director, any hazard that might even remotely be considered serious or a threat to people who 
might encounter it.  The Supervisor shall take it upon themselves to vacate all personnel from 
any area where an imminent hazard exists and cannot be immediately eliminated.  Any personnel 
who remain in the area to correct the hazard must be supplied with proper safeguards for the 
situation. 
 
In addition to their other duties, supervisor shall conduct periodic inspections of every 
employee's work area.  The manager shall retain these inspection records, and a copy sent to the 
office of the Health and Safety Director. Inspections shall be made no less frequently than once a 
month, but may be conducted more frequently if appropriate. 
 
Supervisors shall maintain all appropriate written records of employee training, including 
training in appropriate accident and illness prevention, safety procedures, and safety inspection 
improvement needs. 
 
Supervisors will be responsible for taking appropriate disciplinary action with any employee who 
openly violates Expert Technology Choice Corp., safety policies or procedures. Disciplinary 
action may also be taken against employees who fail to comply with hazard reporting 
procedures, or any other violation of the intent of this Environmental Health and Safety Program. 
That disciplinary action may include dismissal of the employee. 
 
2.3 Employees 
Every employee is responsible for maintaining a safe work environment for himself or herself, 
and for all other employees.  Individual work areas are to be kept neat and clean and free of 
hazards, which might cause injury or illness to the primary occupant or to others.   
 
Employees will also be given opportunities to participate in meetings on the subject of workplace 
safety, conduct safety inspections, and make recommendations about improving the nature of 
safety in the work environment. 
 
Each individual on Expert Technology Choice Corp., payroll must take personal responsibility 
for reporting any hazardous condition immediately. If it is possible to eliminate the hazard, the 
employee is expected to do so.  If additional assistance, or management involvement is necessary 
to eliminate the hazard, it should be sought in a timely fashion, which is directly related to the 
nature and urgency of the hazard. 
 
3.0 GENERAL HEALTH AND SAFETY 
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3.1 Prevention and Control of Workplace Hazards 
Occupational Safety and Health Act (OSHA) requires that all employees be provided with a safe 
and healthful place of employment. Identification of hazardous conditions may be accomplished 
at the planning and design stage, as a result of workplace inspections, or by employee reports. 
All recognized safety and health hazards shall be eliminated or controlled as quickly as possible, 
subject to priorities based upon the degree of risk posed by the hazards. The preferred method of 
hazard abatement shall be through application of engineering controls or substitution of less 
hazardous processes or materials. Total reliance on personal protective equipment is acceptable 
only when all other methods are proven to be technically and/or economically infeasible.  
 
 
3.1.1 Principles of Hazard Control  
 
3.1.1.1 Reduction 
The risk of injury or illness may be reduced by replacement of an existing process, material, or 
equipment with a similar item having more limited hazard potential. Some examples include: 
brush painting instead of spray painting to reduce inhalation hazards, welding instead of riveting 
to reduce noise levels, use of safety cans instead of bottles to store flammable liquids, etc. Care 
must be exercised in any substitution to ensure that the substitute materials are technically 
acceptable and to avoid introducing new or unforeseen hazards.  
 
3.1.1.2 Isolation 
Hazards can also be controlled by isolation whenever an appropriate barrier or guard is placed 
between the hazard and an individual who may be affected by the hazard. This isolation can be in 
the form of physical barriers, time separation, or distance. Examples include machine guards, 
electrical insulation, glove boxes, acoustical containment, and remote controlled equipment.  
 
3.1.1.3 Administrative Control 
This method of hazard mitigation depends on effective operating practices that reduce the 
exposure of individuals to chemical or physical hazards. These practices may take the form of 
limited access to high hazard areas, preventive maintenance programs to reduce the potential for 
leakage of hazardous substances, or adjusted work schedules, which involve a regimen of work 
in high hazard and low hazard areas. Adjusted work schedules are appropriate only when the 
hazard is recognized as having a limit below which nearly all workers may be repeatedly 
exposed without adverse effect.  
 
3.1.1.4 Personal Protective Equipment 
This method of hazard control is least preferred because personal protective devices may reduce 
a worker's productivity, while affording less effective protection against the recognized hazard 
than other methods of control. Nevertheless, there are instances where adequate levels of risk 
reduction cannot be achieved through other methods, and personal protective devices must be 
used, either alone or in conjunction with other protective measures.  
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3.1.2 Development of Hazard Control Recommendations  
 
The following possible actions will be considered when recommendations are developed for 
prevention or reduction of hazards:  
 
Ø Avoiding, eliminating, or reducing deficiencies by engineering design, material selection or 

substitution;  
Ø Isolating hazardous substances, components, and operations from other activities, areas, 

personnel, and incompatible materials;  
 
Ø Incorporating "fail-safe" principles where failures would disable the system or cause a 

catastrophe through injury to personnel, damage to the equipment, or inadvertent operation of 
critical equipment;  

 
Ø Relocating equipment/components so that personnel access during operation, maintenance, 

repair or adjustment shall not result in exposure to hazards such as chemical burns, electrical 
shock, electromagnetic radiation, cutting edges, sharp points, or toxic atmospheres;  

 
Ø Providing suitable warning and notes of caution concerning required personnel protection in 

operation, assembly, maintenance, and repair instructions;  
 
Ø Providing distinctive markings on hazardous components, equipment, or facilities;  
 
Ø Requiring use of personal protective equipment when other controls do not reduce the hazard 

to an acceptable level;  
 
Ø Monitoring exposure to insure that engineering controls effectively reduce the hazard; and  
 
Ø Training employees to recognize hazards and take appropriate precautionary measures.  
 
3.2 Hazard Reporting 
Identification and reporting of potentially unsafe or unhealthful working conditions is the 
responsibility of all Expert Technology Choice Corp., employees. All Expert Technology Choice 
Corp., employees are encouraged to report unsafe or unhealthful working conditions to their 
immediate supervisor who will promptly investigate the situation and take appropriate corrective 
actions. Supervisors will contact the Health and Safety Director for assistance as necessary. 
Supervisors will keep the reporting employee informed of all actions taken.  
 
Any employee may submit a written report of an unsafe or unhealthful working condition 
directly to the Health and Safety Director. 
 
The Health and Safety Director will investigate all reports of hazards brought to its attention. The 
Health and Safety Director will provide an interim or complete response in writing to the 
originator of the report of hazard. If the investigation validates the reported hazard, the complete 
response shall include a summary of the action taken for abatement. If no significant hazard is 
found to exist, the reply shall include the basis for that determination.  
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If the originator of the report of a hazardous condition is dissatisfied with the assessment of the 
alleged hazard made by the Health and Safety Director or with actions taken to abate a confirmed 
hazard, he/she shall be encouraged to confer with the Health and Safety Director to discuss the 
matter further.  
 
3.3 Hazard Assessment  
Injuries in the workplace often occur because employees are not adequately trained in the proper job 
procedure.  Establishing proper job procedures is accomplished by conducting a job hazard analysis.  
Improving how work is performed reduces injuries, improves absenteeism rates promotes an 
increase in productivity. Job hazards pose a serious problem for exposed workers. Expert 
Technology Choice Corp., will ensure that operations having a potential for employee injury are 
evaluated and controlled.  We understand that engineering solutions, where feasible, are the 
preferred method of control for workplace hazards. The focus of the Job Safety Analysis is to 
eliminate hazards from the workplace.  This is accomplished whenever possible by redesigning the 
workstation, work methods, or tool(s) to reduce the hazards associated with the demands of the job. 
This program will whenever possible research into currently available controls and technology.  
PPE will be a last choice. 
 
Job Safety Analysis consists of recording the steps required to accomplish the job, if the job is 
complex, it should be broken down into detailed segments.  Each step will be reviewed in the order 
of occurrence as the employee is observed performing the job.  Each segment will be reviewed in 
proper sequence. Expert Technology Choice Corp., has developed Job Safety Analysis for typical 
operations. These Job Safety Analysis may be found in Company Program-–Job Safety Analysis. 
 
Where engineering controls and job safety analyses do not eliminate all job hazards, employees will 
(where appropriate) wear personal protective equipment (PPE). This include items such as hard 
hats, face shields, safety goggles, glasses, hearing protection, foot guards, gloves, etc. 
 
3.3.1 Guarding Hazards 
When people interact with machines, lots of things happen. Wheels turn. Engines hum. Stock 
gets cut, punched, or molded. Finished pieces are ejected. Work gets done. Other things can 
happen, too. Because machines or various parts of them move, fingers, hands, hair, jewelry, or 
loose clothing can get caught in the machinery.  Sparks or fragments of material can fly and hurt 
anyone in their path. Too much noise from production equipment can cause workers to lose 
concentration, temporarily causing them to abandon sound safety practices.  
Each year, a substantial number of occupational injuries—including those resulting in permanent 
partial disability—involve machinery. The risk is to both equipment operators and maintenance 
workers injured while repairing equipment or performing other non-operating tasks.  
 
One way to think about the problem (and solutions) is to view machine hazards as coming from 
one of three areas:  
 
Ø The point of operation or contact at which the cutting, shearing, punching, or other work 

takes place 
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Ø Any moving part 
 
Ø Power transmission equipment (which includes any part that transmits energy to the sections 

of the machine that perform work). 
 
OSHA deals with the issue of machine guarding primarily in 29 CFR 1910.211–. 222.  The 
general regulation (29 CFR 1910.212) says:  "One or more methods of machine guarding shall 
be provided to protect the operator and other employees in the machine area from hazards such 
as those created by point of generation, ingoing nip points, rotating parts, flying chips, and 
sparks.  The guard shall be such that it does not offer an accident hazard in itself."  OSHA 
recommends that machine guards should:  
 
Ø Prevent contact.  That means keeping all body parts away from all moving parts of a 

machine. 
 
Ø Be secure.  Workers should not be able to easily remove the device. 
 
Ø Protect the equipment from falling objects.  By so doing, the guard protects the worker.  A 

small object that falls into a fast-moving machine can become a dangerous projectile. 
 
Ø Allow for safe, efficient lubrication.  A system for lubricating the machine without removing 

the safeguards means that a maintenance worker enters the danger area fewer times.  That 
means less risk. 

 
Ø NOT create an additional hazard.  A guard with rough metal edges, for example, presents its 

own risk. 
 
Ø NOT interfere with work tasks.  Workers will predictably find a way to override a safeguard 

that keeps them from working in a comfortable or efficient manner. 
 
Among machines mentioned by OSHA as usually requiring point-of-operation guards are:  
guillotine cutters, shears, alligator shears, power presses, milling machines, power saws, jointers, 
portable power tools, and forming rolls and calendars.  The law requires that point-of-operation 
guards be designed to prevent the operator from having any body part in the danger zone during 
the machine's operating cycle. In addition, OSHA's lockout/tagout regulation requires employer 
energy control programs to prevent injuries from unexpected energization, start-up, or release of 
stored energy. 
 
 
3.4 Personal Protective Equipment 
Engineering controls shall be the primary methods used to eliminate or minimize hazard 
exposure in the workplace. When such controls are not practical or applicable, personal 
protective equipment shall be employed to reduce or eliminate personnel exposure to hazards. 
  
Personal protective equipment (PPE) will be provided, used, and maintained when it has been 
determined that its use is required and that such use will lessen the likelihood of occupational 
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injuries and/or illnesses. The Health and Safety Director will recommend and/or provide 
necessary protective equipment where there is a reasonable probability that the use of the 
equipment will prevent or reduce the severity of injuries or illness.  
 
All personal protective clothing and equipment will be of safe design and construction for the 
work to be performed. Only those items of protective clothing and equipment that meet National 
Institute of Occupational Safety and Health (NIOSH) or American National Standards Institute 
(ANSI) standards will be procured or accepted for use.  
 
3.4.1 Eye and Face Protection  
Due to providing our services to different facilities there may be different types of hazards and 
risks; it is therefore, that all our Expert Technology Choice Technicians must follow our client’s 
safety protocol and receive as a minimum orientations and training.  The majority of 
occupational eye injuries can be prevented by the use of suitable/approved safety spectacles, 
goggles, or shields. Approved eye and face protection shall be worn at all times. Typical hazards 
that can cause eye and face injury are:  
 
Ø Splashes of toxic or corrosive chemicals, hot liquids, and molten metals;  
 
Ø Flying objects, such as chips of wood, metal, and stone dust;  
 
Ø Fumes, gases, and mists of toxic or corrosive chemicals; and  
 
Prevention of eye accidents requires that all persons who may be in eye hazard areas wear 
protective eyewear. This includes employees, visitors, contractors, or others passing through our 
facility. If these personnel wear prescription glasses, they shall be provided with a suitable eye 
protector to wear over them.  
 
 
Ø Stranding Area Ø Assembly Area 
Ø Fitting Area Ø Twin Wire Area 
Ø Conduit Cutting/Stamping Area Ø Grinding Area 
Ø Extrusion Area Ø Electrical Cutting Area 
Ø Warehouse Area Ø Office Personnel (Production Area) 

 
Emergency eyewash stations will be located where the actual work is being perform and shall be 
located where they are easily accessible to those in need.  
 
3.4.2 Hearing Protection  
Hearing protection devices are the first line of defense against noise in environments where 
engineering controls have not reduced employee exposure to safe levels. Hearing protective 
devices can prevent significant hearing loss, but only if they are used properly.  The most 
popular hearing protection devices are earplugs, which are inserted into the ear canal to provide a 
seal against the canal walls. Earmuffs enclose the entire external ears inside rigid cups. The 
inside of the muff cup is lined with acoustic foam and the perimeter of the cup is fitted with a 
cushion that seals against the head around the ear by the force of the headband.  
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Preformed earplugs and earmuffs should be washed periodically and stored in a clean area, and 
foam inserts should be discarded after each use. It is important for you to wash hands before 
handling pre-formed earplugs and foam inserts to prevent contaminants from being placed in the 
ear, which may increase your risk of developing infections.  Also, check hearing protective 
devices for signs of wear or deterioration.  Replace devices periodically.  
 
Employees working in the stranding areas are required to wear hearing protection at all time.  
Expert Technology Choice Corp., will supply hearing protection to all employees working in 
areas of high noise. 
 
The Health and Safety Director maintains a supply of a variety of disposable foam ear inserts and 
earmuffs.  
 
3.4.3 Hand Protection  
Skin contact is a potential source of exposure to toxic materials; it is important that the proper 
steps be taken to prevent such contact. Gloves should be selected on the basis of the material 
being handled, the particular hazard involved, and their suitability for the operation being 
conducted. One type of glove will not work in all situations.  
 
Most accidents involving hands and arms can be classified under four main hazard categories: 
chemicals, abrasions, cutting, and heat. There are gloves available that can protect workers from 
any of these individual hazards or any combination thereof.  
 
Gloves should also be worn whenever it is necessary to handle rough or sharp-edged objects, and 
very hot or very cold materials. The types of glove materials to be used in these situations 
include leather, welder's gloves, aluminum-backed gloves, and other types of insulated glove 
materials.  
 
Careful attention must be given to protecting your hands when working with tools and 
machinery. Power tools and machinery must have guards installed or incorporated into their 
design that prevent the hands from contacting the point of operation, power train, or other 
moving parts. Do not wear gloves around moving machinery, such as drill presses, mills, lathes, 
and grinders.  
 
3.4.4 Safety Shoes 
Safety shoes shall be worn in the Stranding and Warehouse areas, and other areas as determined 
by the Health and Safety Director. All safety footwear shall comply with ANSI Z41-1991, 
"American National Standard for Personal Protection - Protective Footwear."   Safety shoes or 
boots with steel toes are required to be worn in work areas where carrying or handling materials 
such as packages, objects, parts or heavy tools, which could be dropped; and for other activities 
where objects might fall onto the feet.  
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Safety shoes or boots with puncture protection are required where sharp objects such as nails, 
wire, tacks, screws, large staples, scrap metal etc., could be stepped on by employees causing a 
foot injury.    
3.5 Safety and Health Signs and Tags 
Signs and tags are not intended as substitutes for preferred abatement methods such as 
engineering controls, substitution, isolation, or safe work practices. Rather, they are additional 
safety guidance and increase the employee's awareness of potentially hazardous situations. Tags 
are temporary means of warning all concerned of a hazardous condition, defective equipment, 
etc. Tags are not to be considered as a complete warning method, but should only be used until a 
positive means can be employed to eliminate the hazard; for example, a "Do Not Start" tag is 
affixed to a machine and is used only until the machine can be locked out, de-energized, or 
inactivated.  
 
Danger signs shall be used where an immediate hazard exists and specific precautions are 
required to protect personnel or property. The sign shall be of red, black, and white colors.  
 
Danger tag shall be placed on a damaged ladder or other damaged equipment, and immediate 
arrangements made for the ladder/equipment to be taken out of service and sent to be repaired.  
 
Caution signs shall be used to warn of a potential hazard or to caution against unsafe practices, 
and to prescribe the precaution that will be taken to protect personnel and property from mishap 
probability. The sign shall be of yellow and black colors.  
 
Exit signs shall be utilized to clearly identify the means of egress from a building or facility. 
Where the exit is not apparent, signs shall have an arrow indicating the direction of the exit.  
 
Any Expert Technology Choice Corp. employee who becomes aware of an unsafe condition will 
immediately advise the work area supervisor of that condition. The supervisor will determine 
whether a tag or sign is needed and, if so, that the appropriate sign or tag is posted or attached as 
required. They will coordinate the placement of tags, with the Health and Safety Director, if the 
responsible supervisor is not available; the employee will contact the Health and Safety Director 
and request assistance.  
 
The supervisor will evaluate the situation and initiate appropriate corrective action. The 
supervisor, in coordination with the Project Safety Officer, is responsible for removing the sign 
or tag only after the unsafe condition has been corrected.  
 
 
4.0 COMMUNICATION OF SAFETY AND HEALTH  
 
4.1 General Information 
Expert Technology Choice Corp., will use a variety of ways to communicate with its employees 
about safety.  From time to time there may be "Safety Bulletins" issued to call attention to certain 
issues or hazards either on or off the job. 
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All employees will be expected to attend training on our Environmental Health and Safety 
Program to learn about our procedures. You can also expect that you will be asked to attend 
meetings on the subject of safety, and perhaps even to make presentations at such meetings. 
 
4.2 Safety Meetings 
All supervisors will conduct safety meetings every quarter.  During these meetings, each 
manager shall discuss with employees under his or her direct supervision such issues as: 
 
Ø New hazards that have been introduced or discovered in the workplace. 
Ø Causes of recent accidents or injuries and the methods adopted by Expert Technology Choice 

Corp. to prevent similar incidents in the future. 
Ø Any health or safety issue deemed by the manager to require reinforcement. 
 
4.3 Postings 
You will see posted around the office, from time to time, safety posters designed to increase your 
awareness of safety and its importance to all of us. 
 
4.4 Training 
Expert Technology Choice Corp., has training requirements designed to instruct each employee 
on general safety procedures as well as on safety procedures specific to each job. These training 
requirements are described in greater detail below: 
 
4.4.1 General 
Awareness of potential health and safety hazards, as well as knowledge of how to control such 
hazards, is critical to maintaining a safe and healthful work environment and preventing injuries, 
illnesses, and accidents in the workplace Expert Technology Choice Corp., is committed to 
instructing all employees in safe and healthful work practices. To achieve this goal, we will 
provide training to each employee with regard to general safety procedures and with regard to 
any hazards or safety procedures specific to that employee's work assignment. 
 
4.4.2 Training Schedule 
Training will be provided upon hiring; whenever an employee is given a new job assignment for 
which training has not previously been provided; whenever new substances, processes, 
procedures or equipment which represent a new hazard are introduced into the workplace; and 
whenever Expert Technology Choice Corp., is made aware of a new or previously unrecognized 
hazard. 
  
5.0 ENFORCEMENT OF THE HEALTH AND SAFETY PROGRAM 
 
The safe and efficient work practices of this company require a spirit of teamwork and 
cooperation from all employees. Also required are uniform standards of expected behavior. 
Employees who refuse or fail to follow the standard set forth in the Expert Technology Choice 
Corp., Environmental Health and Safety Program and/or Regulatory standards; will subject 
themselves to disciplinary action up to, and including discharge. In cases not specifically 



17	
	

mentioned, employees are expected to use good judgment and refer any questions to their 
supervisors.  Employees found refusing to comply with or in violation of the Expert Technology 
Choice Corp.,  Environmental Health and Safety Program may be subject to one of the following 
disciplinary actions: 
 
5.1 1st Offense/Verbal Warning   
Safety and supervisory personnel may give employees a verbal warning for a known unsafe act, 
procedural, or operational infraction. 
 
5.2 2nd Offense/Written Warning 
A written warning will be issued automatically for a second verbal warning for an unsafe act.  The 
written warning will become part of the employee’s permanent personnel record. 
 
5.3 3rd Offense/Suspension and/or Discharge 
The immediate supervisor will be consulted to determine if a lesser form of discipline is warranted.  
The employees' rebuttal (if provided) will be considered along with the severity of the act, the 
supervisors’ recommendation and any other supporting information provided at the time of the time 
of the hearing. 
 
6.0 INCIDENT REPORTING AND INVESTIGATION 
 
Incident reporting will ensure an immediate report on all incident/accidents and to provide an 
effective follow-up for corrective action in order to eliminate unsafe practices and unsafe 
conditions.  Every effort should be made that all information recorded is accurate and reveals all 
that is known about the cause of any accident.  Even though the greatest proportion of accident 
reports are simple first aid cases, they should all be investigated as a means of avoiding future 
injuries and reports completed as outlined in this procedure. The employee’s Supervisor must 
complete an Incident Report/Investigation Form within one day of the incident.  
 
Immediately or Within 8 hours after the occurrence of an employment accident which is fatal to one 
or more employees or which results in hospitalization, Expert Technology Choice Corp.,  shall 
report the accident either orally or in writing to the nearest Occupational Safety and Health 
Administration area office. The report shall relate the circumstances of the accident, the number of 
fatalities, and the extent of any injuries.   
 
Incident investigations are the primary tool used by our company to identify the areas 
responsible for accidents. The results of each investigation will be submitted to management for 
review.  A written report should be prepared from notes and diagrams made at the scene, or 
direct eyewitness statements as near to the actual time of observation as possible. If a formal 
police report or other official investigation is conducted by any government agency, get the name 
and badge number of the official, or a business card, and find out when a copy of the official 
report will be available to the public.  
 
When reporting or investigating an incident, keep in mind that the information you are obtaining 
may be the only information available several years later down the line. Be objective and as 
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thorough as possible; remember this is a fact-finding mission not a fault finding one. Do not use 
information unless it is from the injured employee or from a direct witness. 
 
The Safety Committee will review all Incident Report/Investigations and management 
responsible for the department involved ensuring pertinent information is transmitted to all 
concerned and remedial action taken. 
 
Expert Technology Choice Corp., will maintain a log and summary of all recordable 
occupational injuries and illnesses by calendar year.  Each recordable injury and illness will be 
entered on the log and summary as early as practicable but no later than 6 working days after 
receiving information that a recordable injury or illness has occurred.    
 
7.0 GENERAL CODE OF SAFE WORK PRACTICES 
 
All employees shall follow these safe practices rules, render every possible aid to safe 
operations, and report all unsafe conditions or practices to their supervisors and/or the Health and 
Safety Director.   
 
No one shall knowingly be permitted or required to work while the employee's ability or 
alertness is so impaired by fatigue, illness, or other causes that it might unnecessarily expose the 
employee or others to injury. Never start on any hazardous job without being completely familiar 
with the safety techniques, which apply to it. Check with your supervisor if in doubt. 
 
Reporting for work or performing work under the influence of drugs or intoxicating substances 
such that the employee’s job performance or safety of the employee or of others may be 
adversely affected is strictly prohibited. 
 
All injuries are to be reported to your immediate supervisor promptly so that adequate medical 
attention may be given.  An Incident Report/Investigation Form shall be completed and faxed the 
representative division within 24 hours. 
 
Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety or 
wellbeing of the employees shall be prohibited. 
 
Employees shall not operate equipment unless they are authorized and training to do so and shall 
ensure that all guards and other protective devices are in proper places and adjusted prior to 
operation, and shall report deficiencies promptly to their supervisors. Safeguards are not to be 
altered or removed from tools and equipment. 
 
Approved eye and/or face protection suitable for the conditions encountered are to be worn when 
working near welding operations, grinding, chipping, or wire brushing, or when working with 
acids or other harmful substances. Hearing protection shall be worn whenever a noise hazard is 
present at the work site. Hard Hats are to be worn at all times on site. 
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All tools and equipment shall be maintained in good condition. Broken or defective equipment 
shall be taken out of service and/or replace.  Employees will inspect equipment prior to using 
them. 
 
Portable electric tools shall not be lifted or lowered by means of the power cord. Ropes shall be 
used. Electric cords shall not be exposed. 
 
Never repair or adjust any machine or equipment unless you are specifically authorized to do so.  
Never oil, clean, repair, or fuel any machine while it is in operation.  Never repair or adjust any 
electrically driven machine without properly locking/tagging the main switch. 
 
Loose or frayed clothing, or long hair, dangling ties, finger rings, etc., shall not be worn around 
moving machinery or other sources of entanglement. 
 
Do not place equipment and materials so as to block emergency exit routes, fireboxes, sprinkler 
shutoffs, machine or electrical control panels, or fire extinguishers. 
 
Good housekeeping must be maintained at all times. 
 
Sometimes smoking is not permitted on some areas of the facility, except in designated areas 
 
8.0 SPECIFIC CODE OF SAFE PRACTICES 
 
8.1 Work Areas  
Work sites must be clean and orderly. Spills must be reported and cleaned up immediately.  All 
combustible scrap, debris and waste must be stored safely and removed promptly. Waste 
containers must be covered. Oily and paint soaked rags are combustible and should be discarded 
in sealed metal containers only. Make sure all pits and floor openings are either covered or 
otherwise guarded.  Fire extinguishers must remain accessible at all times.   Work sites shall be 
kept free of debris, floor storage and electrical cords. 
 
8.2 Personal Protective Equipment Clothing  
Where there is a danger of flying particles or corrosive materials, employees must wear 
protective goggles and/or face shields.  Employees are required to wear safety glasses at all times 
in areas where there is a risk of eye injuries.  Employees who need corrective lenses are required 
to wear only approved safety glasses, protective goggles, or other medically approved 
precautionary procedures when working in areas with harmful exposures, or risk of eye injury. 
Employees are required to wear protective gloves, aprons, shields and other means provided in 
areas where they may be subject to cuts, corrosive liquids and/or harmful chemicals. Hard hats 
must be worn in areas subject to falling objects, and at all times while at construction sites. 
Appropriate footwear including steel-toed shoes must be worn in an area where there is any risk 
of foot injuries from hot, corrosive, poisonous substances, falling objects, and crushing or 
penetrating action. When necessary employees must use the approved respirators that are 
provided for regular and emergency use. All safety equipment must be maintained in sanitary 
condition and ready for use.  Report any defective equipment immediately. Food may not be 
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eaten in work areas, or in places where there is any danger of exposure to toxic materials or other 
health hazards. In cases of Cleaning toxic or hazardous materials, protective clothing provided 
must be worn.  
 
8.3 Combustible Materials  
All combustible scrap, debris and waste materials (oily rags, etc.) must be stored in covered 
metal receptacles and removed from the work site promptly. Proper storage to minimize the risk 
of fire, including spontaneous combustion must be practiced. Only approved containers and 
tanks are to be used for the storage and handling of flammable and combustible liquids. All 
connections on drums and combustible liquid piping, vapor and liquid must be kept tight. All 
flammable liquids should be kept in closed containers when not in use (e.g., parts-Cleaning 
tanks, pans, etc.). Liquefied petroleum gas must be stored, handled, and used in accordance with 
safe practices and standards. No smoking signs must be posted on liquefied petroleum gas tanks. 
Liquefied petroleum storage tanks should be guarded to prevent damage from vehicles. All 
solvent wastes and flammable liquids should be kept in fire-resistant, covered containers until 
they are removed from the work site. Fuel gas cylinders and oxygen cylinders must be separated 
by distance, fire resistant barriers, etc., while in storage. Fire extinguishers will be 20 lb. ABC 
and placed in areas where they are to be used.  Fire extinguishers must be mounted within 75 ft. 
of outside areas containing flammable liquids, and within 10 ft. of any inside storage area for 
such materials. "NO SMOKING" rules will be enforced in areas involving storage and use of 
hazardous materials.  "NO SMOKING" signs have been posted where appropriate in areas where 
flammable or combustible materials are used and/or stored. Safety cans must be used for 
dispensing flammable or combustible liquids at point of use. All spills of flammable or 
combustible liquids must be reported and cleaned up promptly. 
 
8.4 Hazardous Substances  
When hazardous substances are used in the workplace, the hazard communication program with 
new standard of Globally Harmonized System of Classification, labeling chemicals and indexed 
set of Safety Data Sheets dealing with Safety Data Sheets (SDS), labeling and employee training 
will be in operation. SDS materials will be readily available for each hazardous substance used.  
A training program plus regular question and answer sessions on dealing with hazardous 
materials will be given to keep employees informed. The program will include an explanation of 
what an SDS is and how to use and obtain one; SDS contents for each hazardous substance or 
class of substances; explanation of the "Right to Know"; identification of where employees can 
see the employer's written hazard communication program and where hazardous substances are 
present in their work area; the health hazards of substances in the work area, how to detect their 
presence, and specific protective measures to be used; as well as informing them of hazards of 
non-routine tasks and unlabeled pipes.  
 
8.5 General Fire Safety  
Portable fire extinguishers are provided in adequate number and type (5 to 10 lb. ABC) and are 
located throughout the facility. Fire extinguishers are mounted in readily accessible locations. 
Fire extinguishers are recharged regularly and the date of last inspection noted on their tags. 
Extinguishers should be placed free from obstructions or blockage. All extinguishers must be 
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fully charged and in their designated places unless in use. All employees are periodically 
instructed in the use of extinguishers and fire protection procedures. 
 
8.6 Machine Guarding  
All equipment and machinery should be securely placed and anchored when necessary, to 
prevent tipping or other movement that could result in personal injury.  Electrical power to each 
machine shall be capable of being locked out for maintenance, repair or security. All manually 
operated valves and switches controlling the operation of equipment and machines must be 
clearly identified and readily accessible.  All moving chains and gears must be properly guarded.  
The supervisor will instruct every employee in the work area on the methods provided to protect 
the operator and other employees in the machine area from hazards created by the operation of a 
machine, such as nip points, rotating parts, flying chips and sparks. The machinery guards must 
be secured and arranged so they do not present a hazard. All radial arm saws must be arranged so 
that the cutting head will gently return to the back of the table when released.  
 
8.7 Lockout/Tagout Procedures  
All machinery or equipment capable of movement must be de-energized or disengaged and 
blocked or locked out during cleaning, servicing, adjusting or setting up operations, whenever 
required. The lockout procedure requires that stored energy (i.e. mechanical, hydraulic, air) be 
released or blocked before equipment is locked out for repairs. Appropriate employees are 
provided with individually keyed personal safety locks. Employees are required to keep personal 
control of their key(s) while they have safety locks in use.  Employees must check the safety of 
the lockout by attempting a start up after making sure no one is exposed. Where the power 
disconnector does not also disconnect the electrical control circuit, the appropriate electrical 
enclosures must be identified. The control circuit can also be disconnected and locked out.  In 
some cases while setting up Ozone generators and Dehumidifiers in mechanical rooms it may be 
necessary to perform such procedures; therefore, always have someone competent with you to 
perform lock/out and tag/out.   
 
8.8 Electrical  
Equipment such as electrical tools or appliance must be grounded or of the double insulated type.  
Extension cords being used must have a grounding conductor.  If ground-fault circuit interrupters 
are installed on each temporary AC circuit at locations where construction, demolition, 
modifications, alterations are being performed, suitable disconnecting switches or plug 
connectors must protect temporary circuits with permanent wiring at the junction. Personnel 
must be aware of the following: Exposed wiring and cords with frayed or deteriorated insulation 
must be repaired or replaced. Flexible cords and cables must be free of splices or taps. Clamps or 
other securing means must be provided on flexible cords or cables at plugs, receptacles, tools, 
and equipment. The cord jacket must be held securely in place. All cord, cable and raceway 
connections must be intact and secure. In wet or damp locations, electrical tools and equipment 
must be appropriate for the use or location, or otherwise protected.  
 
8.9 Material Handling 
In the handling of materials, employees must know the following: There must be safe clearance 
for equipment through aisles and doorways.  Vehicles must be shut off and brakes must be set 
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prior to loading or unloading. Containers of combustibles or flammable, when stacked while 
being moved, must be separated by dunnage sufficient to provide stability. Trucks and trailers 
will be secured from movement during loading and unloading operations. Hand trucks must be 
maintained in safe operating condition.  Hooks with safety latches or other arrangements will be 
used when hoisting materials, so that slings or load attachments won't accidentally slip off the 
hoist hooks. Securing chains, ropes, chokers or slings must be adequate for the job to be 
performed. When hoisting material or equipment, provisions must be made to assure no one will 
be passing under the suspended loads. 
 
8.10 Portable Power Tools  
Portable power tools pose a special danger to employees because they are deceptively small and 
light, yet they can do great bodily harm if used improperly or poorly maintained.  These rules 
apply to all power tools, but are especially important when handling portable saws, drills and 
power screwdrivers. Check your equipment before you use it.  All grinders, saws and similar 
equipment should be equipped with appropriate safety guards. Power tools should not be used 
without the correct shield, guard, or attachment, recommended by the manufacturer. Portable 
circular saws must be equipped with guards above and below the base shoe. 
 
Circular saw guards should be checked periodically and before each use to assure they are not 
wedged up, thus leaving the lower portion of the blade unguarded. All rotating or moving parts 
of equipment should be guarded to prevent physical contact. All cord-connected, electrically 
operated tools and equipment should be effectively grounded or of the approved double insulated 
type. Effective guards must be in place over belts, pulleys, chains, sprockets, on equipment such 
as concrete mixers, air compressors, etc. 
 
If portable fans are provided, they must be equipped with full guards or screens having openings 
1/2 inch or less. Do not attempt to lift heavy objects without proper equipment.  Hoisting 
equipment will be made available for lifting heavy objects, with hoist ratings and characteristics 
appropriate for the task. Power tools are either battery operated or wired.  If battery operated, 
don't under-estimate their power.  A small electric drill or power screwdriver can cause a severe 
injury if it lands in the wrong place. Typically used with extension cords, the more powerful 
hard-wired equipment presents a double safety problem: the actual equipment plus its electrical 
power source. Ground-fault circuit interrupters must be provided on all temporary electrical 15 
and 20-ampere circuits used during periods of construction. Pneumatic and hydraulic hoses on 
power-operated tools should be checked regularly for deterioration or damage. 
 
8.11 Tool Maintenance  
Faulty or improperly used hand tools are a safety hazard. All employees shall be responsible for 
ensuring that tools and equipment (both company and employee-owned) used by them or other 
employees at their workplace are in good condition.  Hand tools such as chisels, punches, etc., 
which develop mushroom heads during use, must be reconditioned or replaced as necessary.  
Broken or fractured handles on hammers, axes and similar equipment must be replaced 
promptly.   Worn or bent wrenches should be replaced regularly. Appropriate handles must be 
used on files and similar tools. Check your tools often for wear or defect.  Jacks must be checked 
periodically to assure they are in good operating condition. Tool handles must be wedged tightly 
into the heads of tools. Tool cutting edges should be kept sharp enough so the tool will move 
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smoothly without binding or skipping. When not in use, tools should be stored in a dry, secure 
location.  
 
8.12 Ladders  
Check ladders each and every time before you climb.  Ladders should be maintained in good 
condition: joints between steps and side rails should be tight; hardware and fittings securely 
attached; and movable parts operating freely without binding or undue play.  Non-slip safety feet 
are provided on each ladder. Ladder rungs and steps should be free of grease and oil. Employees 
are prohibited from using ladders that are broken, missing steps, rungs, or cleats, or that have 
broken side rails or other faulty equipment. It is prohibited to place a ladder in front of doors 
opening toward the ladder except when the door is blocked open, locked or guarded. It is 
prohibited to place ladders on boxes, barrels, or other unstable bases to obtain additional height.  
Face the ladder when ascending or descending. Be careful when you climb a ladder. When 
portable rung ladders are used to gain access to elevated platforms, roofs, etc., the ladder must 
always extend at least 3 feet above the elevated surface and secured. It is required that when 
portable rung or cleat type ladders are used, the base must be so placed that slipping will not 
occur, unless it is lashed or otherwise held in place. All portable metal ladders must be legibly 
marked with signs reading "CAUTION" - "Do Not Use Around Electrical Equipment."  Only 
adjust extension ladders while standing at a base (not while standing on the ladder or from a 
position above the ladder). Metal ladders should be inspected for tears and signs of corrosion. 
Rungs of ladders should be uniformly spaced at 12 inches, center to center.  
 
8.13 Floor and Wall Openings  
Be careful when working near floor and wall openings.  All floor openings (holes) should be 
guarded by a cover, guardrail or equivalent barrier on all sides except at the entrance to stairways 
and ladders.  Toe boards must be installed around the edges of a permanent floor opening. Before 
beginning work at a new location, inspect it to insure that all floor openings, which must remain 
open, such as floor drains, are covered with grates or similar covers. 
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