


SAFETY IS 
EVERYONES 

RESPONSIBILITY

²ƘŜƴŜǾŜǊ ǘƘŜǊŜΩǎ ŀƴ ŀŎŎƛŘŜƴǘΣ ǿƘŜǘƘŜǊ ǘƘŜ 
result is a fatality or a broken plate or anything in 
between, someone is sure to ask: "How did it 
ƘŀǇǇŜƴΚά ¢ƘŜ ŀƴǎǿŜǊ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ōŜ ǘƘŜ 
ǎŀƳŜΥ ϦLǘ ŘƛŘƴΩǘ ƘŀǇǇŜƴΤ ƛǘ ǿŀǎ ŎŀǳǎŜŘΦϦ !ƴŘ ƛǘΩǎ 
almost always possible to trace it back to 
somebodyτor several somebody'sτwho fell 
down on their job somewhere along the line. 
9ƛǘƘŜǊ ǘƘŜȅ ŘƛŘ ǎƻƳŜǘƘƛƴƎ ǘƘŜȅ ǎƘƻǳƭŘƴΩǘ ƘŀǾŜ 
done, or they failed to do something they should 
ƘŀǾŜ ŘƻƴŜΦ !ŎŎƛŘŜƴǘǎ ƻƴ ǘƘŜ Ƨƻō ŘƻƴΩǘ ϦƧǳǎǘ 
happen,". They are caused by the actions or 
inactions of one or more people.

Just as people cause accidents to happen, 
ǘƘŜȅ Ŏŀƴ ǇǊŜǾŜƴǘ ǘƘŜƳ ŦǊƻƳ ƘŀǇǇŜƴƛƴƎΦ ¢ƘŀǘΩǎ 
the reason safe work practices that have been 
ŜǎǘŀōƭƛǎƘŜŘ ōȅ h{I! ŀƴŘ ǘƘŜ {ŎƘƻƻƭ 5ƛǎǘǊƛŎǘΦ LǘΩǎ 
why we have safety equipment and training 
sessions to inform and remind you of ways to 
keep yourselves and your co-workers safe. 
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SAFETY IS 
EVERYONES 

RESPONSIBILITY

But no work practices, rules, training, or 
equipment can prevent an accident from 
happening. You do that. You follow the lockout-
tagout procedure; you leave machine guards in 
place; you tag and report a damaged tool or wire; 
you wear your safety glasses or gloves.

Some of us have special responsibilities that 
ƘŀǾŜ ŀƴ ŜŦŦŜŎǘ ƻƴ ŜǾŜǊȅƻƴŜΩǎ ǎŀŦŜǘȅΦ ! 
maintenance supervisor, for example, has to do 
his or her job correctly or mechanical failures 
could be followed by accidents. The safety 
committee chairperson must be sure to post any 
change in evacuation procedure. And so on. But 
for the most part, your own safe behavior is your 
own greatest safeguard. Remember that when 
ȅƻǳΩǊŜ ǘŜƳǇǘŜŘ ǘƻ ǘŀƪŜ ŀ ǎƘƻǊǘŎǳǘ ƻǊ ōǊŜŀƪ ǘƘŜ 
safety rule "just this once" or "just for a minute." 
That one minute could be exactly when the 
ŀŎŎƛŘŜƴǘ ŘƻŜǎƴΩǘ ϦƘŀǇǇŜƴϦ ōǳǘ ƛǎ ŎŀǳǎŜŘΦ
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Make safety a priority
in your daily routine.

ÅNegative attitudes toward safety lead to 
negative resultsςACCIDENTS.
ÅExperience has shown us that all the safety 

training and equipment in the world cannot 
ensure a safe workplace unless managers 
and employees have a positive attitude 
about workplace safety.
ÅSafety is an important part of your job.
ÅYou should work with your supervisors and 

fellow employees to help ensure that you 
have a safe workplace.
ÅRemember that your employer makes and 

enforces workplace safety rules to protect 
you and make sure that you go home safe at 
the end of the day.
ÅFollow these helpful reminders to keep you 

and your fellow employees safe within the 
School District.
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PRACTICE SAFETY 
ALL THE TIME

1. Make Safety a Priority.

ï Make safety an important part of your job and help set a good 
example for other employees.

ï Do not be influenced by others around you who are negative.

2. Operate Equipment Only if Qualified.

ï Do not operate machinery on which you have not been trained.

ï Your employer will ensure that you receive the necessary training 
to operate assigned equipment.

ï Employee safety is a shared responsibility, you have the duty to 
alert your supervisor if you feel that you need additional training.

ï Verify product safety prior to employee use.

3. Respect Machinery.

ï Make sure all guards are in place.

ï Never hurry beyond your ability to think and act safely.

ï Remember to de-energize the power first before placing your 
hands in a point of operation.

ï Evaluate terrain and tip over hazards.

4. Use Your Own Initiative for Safety Protection.

ï You are in the best position to see problems when they arise.

ï Ask for the personal protective equipment or additional guidance 
you need.

5. Ask Questions.

ï If you are uncertain, ask.

ï 5ƻ ƴƻǘ ŀŎŎŜǇǘ ŀƴǎǿŜǊǎ ǘƘŀǘ ŎƻƴǘŀƛƴΣ ϦL ǘƘƛƴƪΣ L ŀǎǎǳƳŜΣ L ƎǳŜǎǎΦά    
Be sure.
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PRACTICE SAFETY 
ALL THE TIME

6. Use Care and Caution When Lifting.
ï Most muscle and spinal injuries are from overstrain.

ï Know your limits. Do not attempt to exceed them.

ï The few minutes it takes to get help can prevent immeasurable pain.

7. Practice Good Housekeeping.
ï Disorganized work areas are the breeding grounds for accidents.

ï You may not be the only victim.

ï Don't be a cause.

ï Be alert to your surroundings for the good of yourself and your 
fellow employees.

8. Wear Proper and Sensible Work Clothes.
ï Wear sturdy and appropriate footwear. These should enclose the 

foot fully.

ï Avoid loose clothing, dangling jewelry and be sure that long hair is 
tied back and cannot become entangled in the equipment with 
which you are working.

9. Practice Good Personal Cleanliness.
ï Avoid touching your eyes, face, and mouth with dirty gloves or 

hands.

ï Wash your hands frequently with hot water and soap.

10.Be a Positive Part of the Safety Team.
ï Willingly accept and follow safety rules.

ï Encourage others to do so.

ï Your attitude can play a major role in the prevention of accidents 
and injuries.
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AERIAL LIFTS

ÅIncludes:
ïExtensible boom platforms
ïAerial Ladders
ïArticulating Boom Platforms
ïVertical Towers
ïCombination of any such devices

ÅSafety harness and lanyard attached to 
basket (scissors lift exempt if provided 
with adequate guardrail system)
ïBefore moving, ladders shall be secured in 

the lower position.
ïControls shall be tested before using.
ïTying off to adjacent structures prohibited.
ïDo not sit or climb on edge of basket.
ïDo not move truck when workers are in 

basket or boom is elevated.

ÅPersonnel Carriers
ïMUST HAVE Upper and Lower controls.

8



ASBESTOS

Å ACM - Asbestos Containing Material (more than 1% by weight)

Å HEPA - High Efficiency Particulate Air

Å Friable - Can be reduced to dust by normal hand pressure

Å More than 3,000 products in use today contain asbestos.

ï Pipe

ï Building insulation.

ïWall and ceiling panels.

ï Carpet underlayment's.

ï Roofing materials.

ï Artificial fireplaces and materials.

ï Patching and spackling compounds.

ï Pot holders and ironing board pads.

ï Brake pads and linings.

ï Hair dryers.

ï Floor tiles.

ï Electrical wires.

ï Textured paints.

ï Cements.

ï Toasters and other household appliances.

ï Furnaces and other furnace door gaskets.
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ASBESTOS RESPONSE 
ACTIONS
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Three Most Common 
Types of Asbestos

ÅChrysotile: a.k.aά²ƘƛǘŜ !ǎōŜǎǘƻǎέ
ïFine, silky, flexible white fibers (most 

commonly used asbestos in the U.S.

ïApproximately 95% of building materials 
contain chrysotile

ïMined in Canada

ÅAmosite: a.k.aά.Ǌƻǿƴ !ǎōŜǎǘƻǎέ
ïStraight, brittle fibers that are light gray to 

pail brown

ïMost commonly used in thermal system 
insulation

ïMined in Africa

ÅCrocidolite:
ïStraight blue fibers

ïHigh temperature insulation applications

ïMined in South Africa
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Asbestos Diseases

ÅAsbestosis
ïScarring (Fibrosis) of the Lung
ï Scarring impairs the elasticity of the lung tissue
ïHampers the lungs ability to exchange gases
ïRestricts breathing; decreased lung volume
ïLatency period 20-30 years

ÅLung Cancer
ïMalignant tumor of the bronchi covering
ïTumor grows through surrounding tissue invading 

and often obstructing air passages
ïSymptoms: persistent cough, bronchitis, reduced 

breathing capacity
ïLatency period 20-30 years

ÅMesothelioma
ïCancer of the Mesothelium (Lining of the chest or 

abdominal wall
ïRarest form of disease
ïFew symptoms
ïCancer spreads rapidly and always fatal
ïLatency period 20-30 years
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CLASSES OF 
ASBESTOS WORK

ÅClass I asbestos work

ïRemoval of TSI and surfacing ACM 
and PACM

ÅClass II asbestos work

ïRemoval of wall- board, floor tile, 
sheeting, roofing, and siding

ÅClass III asbestos work

ïRepair and maintenance 
operations

ÅClass IV asbestos work

ïMaintenance and custodial work 
where in contact but not 
disturbing ACM. (ie. - floor tiles)
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Regulations on 
Asbestos

ÅOSHA 1910.1001 (General Industry) 
Establishes minimum requirements for 
working with asbestos
ïExposure monitoring, Engineering controls, 

PPE, Training, Hygiene,
ïMedical Surveillance,
ïIncorporates housekeeping after renovations 

under the construction standard (1926.1101)

ÅTraining Requirements
ïClass I ς4 day course with 16 hours
Åhands-on training - 1 day
Åannual refresher

ïClass II - 4 day course with 16 hours
Åhands-on training - 1 day
Åannual refresher

ïClass III 
Å16 Hours
ÅAnnual refresher

ïClass IV (custodians exposed to asbestos) 
Å2 hours
Åannual refresher

14



AVOIDING HEAT 
STRESS

ÅThe sun and warm weather of summer 
can also bring special hazards for those 
working outdoors.

ÅThe combination of heat, humidity and 
physical labor can lead to fatalities.

ÅThe two most serious forms of heat-
related illnesses are;
ïheat exhaustion (primarily from 

dehydration)

ïheat stroke, which could be fatal. 

ÅSigns of heat exhaustion or heat 
stroke need immediate attention.

ÅRecognizing those warning signs and 
taking quick action can make a 
difference in preventing a fatality.
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AVOIDING HEAT 
{¢w9{{ΧΦΦ

Å The following are guidelines all employees should follow during 
the warm weather months:

1. Understand what heat stress is and be able to recognize the 
symptoms.
ï It is a signal that says the body is having difficulty maintaining its narrow 

temperature range. The heart pumps faster, blood is diverted from internal 
organs to the skin, breathing rate increases, sweating increases, all in an 
attempt to transfer more heat to the outside air and cool the skin by 
evaporation of sweat. If the body can't keep up then the person suffers 
effects ranging from heat cramps to heat exhaustion, and finally to heat 
stroke.
Å Symptoms of Heat Exhaustion include headaches, dizziness, 

lightheadness or fainting; weakness and moist skin; mood changes 
such as irritability or confusion; upset stomach or vomiting.

Å Symptoms of Heat Stroke include dry, hot skin with no sweating; 
mental confusion or loss of consciousness; seizures or convulsions. 
Seek professional assistance immediately.

2. Dry clothes and skin do not mean that you are not sweating.
ï In dry climates, you might not feel wet or sticky, but you are still sweating.
ï On a very warm day, you can lose as much as two liters of fluid.

3. Beat the Heat. Help Prevent the ill effects of heat stress by:
ï Drinking water frequently and moderately (about eight ounces every 15 

minutes.)
ï If possible, avoid direct sunlight or other heat sources.
ï Plan your day to tackle more strenuous jobs during the cooler morning 

hours.
ï Utilizing the ventilation or fans in enclosed areas.
ï Rest frequently in cool, shaded areas.
ï Avoid alcoholic or caffeinated beverages and eat lightly.
ï Remembering that it takes about one to two weeks for the body to adjust to 

the heat; this adaptation to heat is quickly lost τso your body will need 
time to adjust after a vacation or extended absence.

ï Wearing lightweight, light-colored and loose fitting clothes.

4. Be prepared to act.
ï In the event you recognize these symptoms in yourself or a co-worker, 

immediately notify your supervisor and contact EMS.
16



Carbon Monoxide
CO2

Å Source of Carbon Monoxide:
ïByproduct of incomplete combustion.

Å Symptoms of CM Poisoning:
ïLightheaded, dizzy, nauseous, headache, Unconscious, 

death.

ÅWhat is Carbon Monoxide
ïOdorless, tasteless, colorless, gas
ïChemical Asphyxiate

ÅDeprives the brain of oxygen.
ÅCarbon Monoxide likes the blood cells 300 times greater 

than oxygen.
ÅIt prevents blood from carrying oxygen to the cells necessary 

to live.

ÅOSHA Permissible Exposure Limit -(8-hour Exposure)
ï50 ppm(35 ppmin some states)
ïFlammable Range - 12.5% - 74%
ïVapor Density - .97 (Air - 1.0) Weighs about the same as 

air - Will travel wherever the wind/current takes it.

Å Control:
ïAdequate ventilation,

ÅOpendoors and enclosures at least once every hour to allow 
for air flow to enter room.

ÅIAQ IS A VERY IMPORTANT 
FACTOR IN CO2 MONITORING. 
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COMPRESSED GAS 
SAFETY

ÅSTORAGE
ïSecured and upright in designated area

ïProtect from being struck

ïDry, well-ventilated areas (should be resistant 
to fire)

ïKeep temperature below 125 degree F

ïProtect from weather, dampness, and direct 
sunlight

ÅDo not lay cylinder on its side.
ïWhen empty, cylinders shall be:
ÅSecured and upright

ÅValves closed

ÅSeparated from full cylinders

ÅOxygen cylinders in storage shall be 
separated from fuel-gas or combustible 
ƳŀǘŜǊƛŀƭǎ ŀ ƳƛƴƛƳǳƳ ŘƛǎǘŀƴŎŜ ƻŦ нлΩ ƻǊ ōȅ 
ƴƻƴ ŎƻƳōǳǎǘƛōƭŜ ōŀǊǊƛŜǊ ŀǘ ƭŜŀǎǘ рΩ ƘƛƎƘ 
and fire rating of 1/2 hour.
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COMMPRESSED 
GAS CYLINDERS

Å Compressed gas cylinders can pose serious hazards.
Å Their contents can present chemical hazards (flammable, 

toxic, corrosive) and the cylinders could present a physical 
hazard.

Å Transportation
ï Valve protection caps must be in place when compressed gas cylinders are 

transported.
ï Secure compressed gas cylinders in an upright position on an approved carrier 

while being transported.
ï Cylinders should never be stored horizontally in a vehicle.

Å Handling
ï Use only approved spark igniters to light torches.
ï If a leak develops in a cylinder and it cannot be immediately corrected, move 

the cylinder to a safe location outside the building if possible and contact the 
fire department.

ï Keep oxygen and flammable gas regulators in proper working order and a 
wrench in position on the acetylene valve when in use.

Å Storage
ï Valve protection caps must be in place when compressed gas cylinders are 

stored.
ï Close cylinder valves and replace valve protection caps when work is complete 

and when cylinders are empty or moved.
ï Keep cylinders at a safe distance or shielded from welding or cutting 

operations.
ï Do not place cylinders where they can contact an electrical circuit.
ï Cylinders must not be taken into or stored in confined spaces, including sheds, 

gang boxes and office/storage trailers.
ï Do not store hoses and regulators in unventilated or closed containers or areas.

Å CONTRACTORS:
ï Do not leave behind partially filled or empty cylinders.
ï Always remove them from the site.
ï If not connected to a manifold for immediate use, separate oxygen and 

flammable gas cylinders by 20-feet or a 5-foot high 30-minute fire rated barrier.
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CONFINED SPACE

Å A confined space must meet all of the following criteria:
ï Have limited means of egress
ï Manholes
ï Removable Plates/Hatches
ï Ladder as an Entrance/Exit
ï Hole/Pit/Excavation Site with a depth of 5 ft
ï The space must be large enough to enter
ï The space is not designed for continuous human occupancy

Å If you answer Yes to all of these questions, it is a confined 
space:
ï Does the space have a sign from the Operations Department 

designating it as a Confined Space?
ï If it does not and you think it could meet the criteria of a 

confined space, please contact EH&S for further assistance.

Å When is a Confined Space Entry Permit Needed?
ï If a confined space has any recognized hazards such as an 

atmospheric hazard, an engulfment hazard or an entrapment 
hazard then a permit is required for entry. Remember that 
certain work activities in a Confined Space can make a permit 
necessary.

ï Only workers that have attended the Confined Space Entry 
training or annual refresher training are allowed to enter a 
permit-required space.
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CONFINED SPACE ENTRY

PERMIT REQUIRED

Å For every 10 accidents that occur during a Confined Space 
Entry, one of those accidents result in someone dying.

Å Confined Spaces present a variety of hazards and that is 
why specific procedures must be developed and followed 
for every entry.

Å ONLY EMPLOYEES THAT HAVE COMPLETED CONFINED SPACE 
TRAINING MAY PARTICIPATE IN A CONFINED SPACE ENTRY.

21

1. Obtaina copy of the Entry Permit and Hazard Assessment.

Å Reviewthe Hazards associated with the space.

2. Ensure that proper PPE, Rescue/ Retrieval Equipment and 
Communications are available and in good working order.

3. Lock Out/Tag Out any hazardous energy that the entrant could 
be exposed to.

4. Conduct Continuous Air Monitoring with Multi-Gas Monitor.

5. tƻǎǘ ǘƘŜ ǎǇŀŎŜ ǿƛǘƘ ŀ ά5!bD9wΩ ǎƛƎƴΦ

Å Make sure the sign has the proper information posted as 
described in the Hazard Assessment.

6. Notify the Operations Department and wait for Authorization to 
begin the entry.

7. Notify Operations when entry in completed.

8. Return the permit to the Supervisor.



CONFINED SPACE ENTRY

PERMIT REQUIRED

ÅATTENDANT RESPONSIBILITIES

ï Understand signs and symptoms of exposure the entrant may 
exhibit.

ï MUST NEVER LEAVE THE SPACE UNATTENDED.

ï Monitor atmospheric conditions.

ï Maintain communications with Entrant.

ï DO NOT PERFORM ANY WORK WHILE ATTENDING ENTRY.

ï Perform non-entry rescue and initiate emergency rescue by 
notifying the Operations Department and EMS.

ÅENTRANT RESPONSIBILITIES

ï Understand potential entry hazards and be aware of signs 
and symptoms of exposure.

ïWear PPE as specified on the Permit on the CS Hazard 
Assessment.

ï Maintain communications with Attendant.

ï EVACUATE SPACE IMMEDIATELY UPON NOTIFICATION FROM 
ENTRY ATTENDANT.

ï Alert the Attendant and exit the space immediately whenever 
there is a warning sign or symptom of exposure.
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CUSTODIAL 
CLOSETS

ÅA well organized custodial closet is the 
first step to ensure your School building 
is truly safe and clean.

ÅFacilities with important amounts of 
human traffic like schools depend on an 
organized and efficient custodial 
department to run smoothly, and this 
can only be accomplished if the 
cleaning supplies are in order and 
adequately stored.

ÅAll School Districts rely on an efficient 
and effective Custodial staff to keep 
things running smoothly.

ÅCustodial closets are often the unseen 
source chemical hazards and accidents.

ÅThe first step to preventing a mishap is 
ensuring you have ample space for all 
their equipment and required products.
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CLOSET SIZE

ÅWhen considering how much space 
to devote, be sure to include 
enough space for extra supplies and 
room for your employees to 
maneuver.

ÅThe size of the space will depend 
on the size of the area in your 
school that is cleaned and its needs; 
however, there should be enough 
room for extra supplies and for the 
staff to move freely and safely 
around.

ÅIf the area is share for storage of 
other items, proper shelving must 
be installed to keep things neat and 
in order.
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CUSTODIAL CLOSET 
ORGANIZATION

ÅIf there is enough room for everything, it is 
easier to store it and keep it clean, 
organized, and safe, and it is also easier to 
deal with an emergency in case there is 
one.

ÅKeep in mind that Custodial Closets are a 
priority on the lists of health and safety 
inspectors.

ÅA well equipped Custodial Closet must contain;
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LǘΩǎ ǳǇ ǘƻ ¸h¦Η

ÅYour can save of money and prevent 
serious emergencies by complying with 
these simple guidelines.

ÅDo not over-look the Custodial Closet 
when checking safety and health 
aspects in your area or building.

ÅOne of the perhaps the most important 
things to consider; 

ïAm I receiving the right training

ïDo I know where everything is in my 
Custodial Closet.

ÅYOU, as a Custodian in your building 
must respect your Departments policies 
and standards as well as reinforce the 
good habits and safety procedures put 
into place by the School District.
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SAMPLES
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CUSTODIAL 
TRAINING

ÅIt is vital that all cleaning staff 
receive the appropriate training, and 
that they are familiar with all the 
Custodial closets in the building.

ÅStart good habits and safe 
procedures yourself by taking the 
time to attend training seminars and 
read Tool Box Talks.

ÅThis way you can ensure 
understanding the rules and adhere 
to your Districts standards and 
policies.

ÅIt might be the smallest room in the 
building, but a well-organized 
janitor's closet can make all the 
difference when it comes to safety 
and cleanliness.

28



DRIVING

29

Å In all cases, while operating a motor vehicle, drivers should practice 
defensive driving techniques. Defensive driving is the art of driving so as to 
prevent and avoid traffic crashes, regardless of the unsafe conditions and 
actions created by other drivers and adverse road and or weather 
conditions.

Å A good defensive driver will practice the following eight techniques;

Always allow an escape route, leave a cushion by slowing or moving 
ahead of the vehicles beside you;

Keep your vehicle visible and signal your intentions early;

When stopped prior to making left turns across incoming traffic leave 
wheels straight to prevent being pushed into oncoming traffic in the 
event of a rear-end crash;

When entering intersections practice looking left/right/left. Be sure to 
come to a full stop before proceeding;

Learn to compensate for hazards such as weather, debris, potholes, 
loose gravel, or sand; and

ALWAYS maintain a cautious driving attitude.

DŜǘ ǘƘŜ άōƛƎ ǇƛŎǘǳǊŜέΤ ƭŜŀǊƴ ǘƻ ǎŜŜ ǘƘŜ ŜƴǘƛǊŜ ǊƻŀŘǿŀȅΦ {ǿŜŜǇ ǘƘŜ ǎŎŜƴŜΣ 
ǎƛŘŜǎ ŀƴŘ ōŀŎƪΦ !ǾƻƛŘ άǘǳƴƴŜƭ ǾƛǎƛƻƴέΦ YŜŜǇ ȅƻǳǊ ŜȅŜǎ ƳƻǾƛƴƎΤ tƻǎƛǘƛƻƴ 
vehicle slightly offset to traffic to increase your field of vision.

Glance well ahead in the direction of travel. Look 2 or 3 vehicles ahead 
to observe driving conditions in front of you. This allows you to consider 
a condition before you reach it;



ELECTRIC SAFETY

Å Basic electrical safety geared towards non-electricians.
Å Extension cords/Power Strips

ï Extension cords should not be used in place of permanent wiring.
ï Ensure that cords are in proper working condition (the outer insulation should not be 

cracked/broken, the ground pin needs to be intact). Discard unsafe extension cords.
ï Only licensed electricians are authorized to replace plugs, or splice cords.
ï Extension cords need to be protected from motor vehicles, fork lifts, pallet jacks, 

heavy pedestrian traffic, etc.
ï Power strips should not be permanently mounted to a wall or any other structure, 

even if the power strip has specific mounting fittings.
ï Power strips or extension cords should not be connected to each other. Doing this 

can overload the circuit creating a potential fire hazard.

Å Circuit Overload Protection Devices:
ï These devices are designed to protect the wiring in a house/building and to prevent a 

potential fire.
ï Fuses

Å Break the circuit when too much current is flowing through the circuit. A small conductor 
inside the fuse heats up and melts when it reaches a specific temperature.

ï Circuit Breakers
Å As current increases in the circuit, an electromagnet inside the breaker generates increased 
ƳŀƎƴŜǘƛŎ ŦƻǊŎŜΣ ŜǾŜƴǘǳŀƭƭȅ ōŜƛƴƎ ƎǊŜŀǘ ŜƴƻǳƎƘ ǘƻ Ǉǳƭƭ ǘƘŜ ǎǿƛǘŎƘ ƻƴ ǘƘŜ ōǊŜŀƪŜǊ ŦǊƻƳ ǘƘŜ άƻƴέ 
ǘƻ ǘƘŜ άƻŦŦέ ǇƻǎƛǘƛƻƴΦ

ï Ground Fault Circuit Interrupters
Å FCIs are designed to protect people from an electric shock.
Å A GFCI works by detecting a current drop from the hot to the neutral wiring in a circuit. The 

GFCI detects energy that is escaping the circuit.
Å GFCIs should be installed wherever a water hazard is present.
Å You will commonly find GFCI plugs on hairdryers, wet vacs, etc.
Å GFCIs can be at the breaker, the outlet, incorporated with the plug of the appliance/piece of 

equipment, or part of a short extension cord.

Å Other common Electrical Safety Issues
ï Discard any piece of equipment that gives you even the slightest shock. If the 

resistance through your body is lowered i.e. standing in water or touching metal, 
even the slightest shock can be deadly.

ï Never use electrical equipment in or around water.
ï Junction boxes and electrical panels need to have proper covers in place to conceal 

all wiring.
ï Hard wiring should not be exposed/accessible to non-electrical employees.
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ELECTRIC SAFETY, 
GFCI

Å Receptacles shall be grounded unless:
ï Installed in a complete metallic conductive raceway
ïEach branch circuit has a devoted equipment grounding 

conductor
ïAll receptacles are electrically connected to the 

grounding conductor

ÅGround Fault Circuit Interrupter (GFCI)
ïAll 120-volt, single phase 15- 20-ampere receptacle 

outlets on construction sites, which are not apart of the 
permanent wiring of the building or structure and 
which are in use by employees, shall have approved 
ground-fault circuit interrupters for personnel 
protection.

ÅGFCI
ïFast acting circuit breaker which senses imbalances in 

the circuit caused by current leakage to ground.
ïShuts off at 5 milliamps
ïWithin 1/40 second

ÅWith respect to custom-made equipment or related 
installations which are designed, fabricated for, and 
intended for use by a particular customer, if it is 
determined to be safe for its intended use by its 
manufacturer on the basis of test data which the 
employer keeps and makes available for inspection.
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ELECTRIC SAFETY, 
TOOLS

ÅWorkspaces clear of electrical cords/tools.

ÅNo live exposed parts on appliances.

ÅContact guards not removed or altered.

ÅElectrical power tools shall be guarded or 
double insulated.

ÅInspect power tools/equipment for:
ïMissing ground pins/plugs

ïDamaged/deteriorated insulation

ïExposed wires/hot switches

ïEvidence of arcing/sparking/smoking

ÅFLEXIBLE/EXTENSION CORDS
ïShall not be:
ÅRun through doorways or window unless protected

ÅFastened with staple, hung on walls with nails, or 
suspended on wires

ÅUsed as substitutes for fixed wiring

ÅRun through holes in walls, ceilings, or floors
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ERGONOMICS

Å Over the past few decades, computer-based technology has become 
indispensable in most offices. Along with the proliferation of the 
technology, concern about healthy, safe, and comfortable use of 
computers has emerged.

Å Symptoms:
ï Muscular Discomfortςpain, aching, loss of coordination, numbness, and 

stiffness
ï Eye Strain- headaches, dizziness, nausea

Å Preventative Ergonomic Guidelines:
ï Monitor Configuration:

Å DepthςThe monitor should be arms length away from you while seated.
Å Height- The toolbar at the top of the screen should fall just below eye 

level, this allows the user to view the screen without causing neck strain 
from repetitive moving.

ï Keyboard and Mouse Configuration:
Å Keyboard- The keyboard should be set to a height so your forearms are 

parallel to the floor and make a 90° to 110° angle with the upper arm.
ï This should allow you to freely type without resting your wrists on 

ANY hard or soft surface. Most desks require an adjustable 
keyboard tray to accomplish this.

Å Mouse- The mouse should be located on the same plane as the keyboard 
(keyboard trays should have a mouse caddy to accommodate the mouse). 
Determine which mouse causes the least strain on your wrist 
(conventional, trackball, etc).

ï Chair Configuration:
Å Depth (Seat Pan)- The seat pan should leave roughly a 2-3 finger space 

between the end of the seat and the back of your legs.
Å Height- The chair should be at a height that allows you to place your feet 

flat on the floor with your thighs perpendicular to your lower legs.
Å Lumbar Support- The lumbar support on the chair should contour and 

rest against the small of your back.
Å Backrest Tilt- The Backrest should be at a 90° to 110° angle when typing.

Å ω Preventative Exercise:
ï Get up and walk around to stretch your legs for a few minutes on an as needed 

basis.
ï Stretch- wrist, arms, and back periodically while at your workstation
ï For our online Ergonomic Evaluation please visit our website
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FIRE SAFETY

Å Basic fire safety knowledge is an important skill that can save 
your life on or off the job. Here are basic characteristics of a fire, 
important fire safety tips, what to do if you find yourself 
involved with a fire and some topics to think about.

Å Characteristics of Fire
ï To support fire, you must have; HEAT, FUEL, OXYGEN, and SUSTAINED 

CHEMICAL REACTION
ï A small fire can grow out of control in as little as 30 seconds.
ï A room involved with a fire can have a temperature of 100°C at floor level and 

600°C at eye level. In less than 5 minutes a room can flashover.
ï Fire starts bright but will quickly turn the room pitch black from releasing 

smoke and toxic gases. Be familiar with your surroundings and evacuation 
routes!

Å Fire Safety Tips
ï An important fire safety tip is to look for and eliminate any potential fire 

hazards before they become a reality!
ï Know where pull stations and extinguishers are located.
ï Time is the biggest enemy, get out of the building!
ï If a fire, pull nearest fire alarm if possible, if not, call for help from a safe 

location outside.
ï If smoke, stay as low to the ground as possible.
ï If safe, close all doors behind you as you leave the building.
ï 5ƻƴΩǘ ǳǎŜ ǘƘŜ ŜƭŜǾŀǘƻǊ ŦƻǊ ŜǾŀŎǳŀǘƛƻƴ ōŜŎŀǳǎŜ ǘƘŜ ǎƘŀŦǘ Ŏŀƴ ŀŎǘ ŀǎ ŀ chimneyS.
ï Elevators also present an entrapment hazard if they fail.

Å Never return to a burning building.

Å THINKING Topics
ï LŘŜƴǘƛŦȅ ŀƭƭ άƘƛƎƘ Ǌƛǎƪέ ŀǊŜŀǎ ƛƴ ȅƻǳǊ ŦŀŎƛƭƛǘƛŜǎΦ
ï Where are the nearest fire extinguishers, pull stations, and your buildings 

primary and secondary evacuation routes?
ï Can these areas be modified to eliminate or lessen the potential risk?
ï Most fires occur between 1:00 a.m. and 7:00 a.m. Brainstorm what causes this 

and how you could address these issues.
ï Identify if anyone has seen any close calls or fires during their tenure. How 

were those situations handled, good or bad?
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HAND WASHING

Å The single most important action we can take to keep from 
getting sick and spreading illness to others is to wash our hands.

Å As a member of the school community, you interact with dozens of teachers, 
children and fellow employees on a daily basis.

Å You carry millions of microbes on your hands. Most are harmless, but you can pick up 
some that cause illnesses such as colds, flu, Hepatitis A and other illnesses.

Å Hand washing can also deter the spread of Methicillin-resistant Staphylococcus 
aureus(MRSA), Norovirus, E. Coli and other bacteria or viruses.

Å When we do not wash our hands properly, we spread these germs to other people, 
or give them to ourselves by touching our eyes, mouths, noses or open wounds on 
our bodies.

Å We can also pick up germs from objects and surfaces, such as doorknobs and stair 
railings, touched by other people who are not properly washing their hands. Think 
about all the things you touch each day and how many people may have touched 
them before you.

Å When should employees wash their hands?
ï Employees should wash their hands after any potential contamination, such as handling 

food; using the washroom; touching their hair or clothing; sneezing or coughing; eating, 
drinking or smoking; carrying trays to the table, removing dirty plates, taking out the trash; 
or handling any type of waste materials.

Å How long should it take to effectively wash your hands?
ï Effective hand-washing takes 20 seconds, or about the time it takes to sing two choruses of 

"Happy Birthday or ABC song."

Å What is the proper hand-washing technique?
ï According to the Centers for Disease Control and Prevention, you should use the following 

technique:
1. Hands should be washed using soap and warm, running water.
2. Hands should be rubbed vigorously during washing for at least 20 seconds with 

special attention paid to the backs of the hands, wrists, between the fingers and 
under the fingernails.

3. Hands should be rinsed well while leaving the water running.
4. With the water running, hands should be dried with a single-use towel.
5. Turn off the water using a paper towel, covering washed hands to prevent 

recontamination.

Å What other actions should employees take to prevent the spread of germs in the 
workplace?
ï If water is not immediately accessible, keep hands clean using an alcohol-based sanitizer.
ï Keep cuts and scrapes clean and covered with a bandage until fully healed.
ï !ǾƻƛŘ ŎƻƴǘŀŎǘ ǿƛǘƘ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ǿƻǳƴŘǎ ƻǊ ōŀƴŘŀƎŜǎΦ
ï Avoid sharing personal items, such as towels, washcloths, razors or clothes.
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HAZARD CONTROL

37



HOUSEKEEPING

Å Good House keeping is as essential to the day to day 
working of a site as a Method Statement or Risk 
Assessment.

Å Good house keeping is the responsibility of all those 
involved in the project and at all levels.

Å It is a continually process throughout the whole life of the 
project and daily work routines.

Å By doing so we hope to be able to:
ï Improve Perception of both the Department, site & yourselves.

ï Reduce the Number of accidents caused by slips, trips & falls.

ï Avoid Delays caused by accidents.
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1. Remove scrap/waste materials from the working 
area a place in the correct skip or receptacle.

2. Return tools once finished with to prevents trip 
hazards and maintain them in good condition.

3. Maintain all work areas that are provided for 
you.

4. Fix or ramp all trip hazards, such as cables.

1. Allow leads from tools to trail.
2. Let food scraps; sandwich papers 

and litter accumulate in work or 
break area, dispose of properly.

3. Ignore spills of chemicals and 
oils, clean up and report to Site 
Supervision immediately.


