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I.  SAFETY POLICY STATEMENT
It is the policy of our company, as well as the law of our country, that every working person is entitled to a safe and healthful place to work.
 
In conformance with that policy, this company, represented at the work site by our foreman and supervisors, will provide qualified supervision, 
safety equipment, tools and materials, and an accident prevention program to promote safe working habits and procedures.
 
The Company Safety Manual outlines such a program; however, it will only help in providing a safe working environment if the provisions of the 
program are observed.
 
The Company accepts its responsibilities, and as a condition of employment, all employees must accept theirs.

A. FITNESS FOR DUTY

It is also the policy of management to provide a drug free work environment for the protection and safety of all our employees.  All employees are 
expected to report to work free of alcohol and/or illegal drugs.
 
Employees using prescribed or over-the-counter drugs that may alter their ability to perform their job safely must advise their supervisor.  A 
physician’s report regarding fitness for duty may be required.
 
Compliance with a drug test where cause or reasonable suspicion exists is a condition of continued employment.  Cause for drug testing includes, 
but is not limited to the following:  accidents, injury requiring treatment at a medical facility, safety violations, property damage in excess of $500, 
or behavioral signs indicating reasonable suspicion of drug and/or alcohol abuse.

  Brennan Knott   , 

Brennan Knott
President



II.  SAFETY RESPONSIBILITIES
A. MANAGEMENT

1. Provide a sound safety program.
2. Enforce the company policies and discharge any employee willfully disregarding it.
3. Ensure that periodic inspections are performed and documented.
4. Establish safety-meeting procedures and provide safety training for company personnel.
5. Establish record keeping procedures as required by OSHA.
6. Establish accident-reporting procedures and maintain records of such accident.
7. Establish first aid and emergency response procedures.  

B. SUPERINTENDENTS 

1. The Project Superintendent shall be completely responsible for on-site safety and record keeping.
2. Have available all copies of federal and other applicable regulations posted when required and keep at the job-site office.
3. Be familiar with laws pertaining to safety and their basic requirements. (OSHA, EPA, etc.) 
4. Schedule the Supervisors Weekly Safety Meeting
5. Schedule monthly safety inspections.
6. Instruct line Supervisors and Foreman with regard to their safety responsibilities, all safety recommendations such as individual safety 

instructions, toolbox safety meetings, accident investigation procedures, first aid and emergency response procedures. 
7. Make available all necessary personal protective equipment, job safety materials and first aid equipment.
8. Instruct the field personnel that safe work practices are to be followed and safe work conditions maintained throughout the job.   
9. The Project Superintendent will distribute safety related information and/or a list of unsafe conditions observed during the previous week. 
10. Consult with management on Extra-Hazardous activities and special training requirements. 

C. SUPERVISORS AND FOREMEN

1. Ensure that the entire safety program is carried out at the job-site work level. 
2. Supervisors and Foreman must lead by example.
3. Be familiar with laws pertaining to safety and their basic requirements. (OSHA, EPA, etc.)
4. Ensure that all employees are working in a safe manner.
5. Ensure that no unsafe conditions exist at the work areas.
6. Ensure that employees are wearing personal protective equipment when necessary.
7. Advise employees on safety procedures and requirements and any unsafe acts or conditions. 
8. Attend the Supervisors Weekly Safety Training Meetings and address the current safety concerns with field personnel; communicated by the 

Superintendent with supervisors and the designated company safety representatives.  The information or list of unsafe conditions must be 
included in the topics of the employees Weekly Safety Training Meetings.

9. Conduct and document weekly toolbox meetings and discuss current safety concerns with employees.
10. Ensure that all safety responsibilities, safety instructions, accident investigation procedures, first aid and emergency response procedures are 

followed.
11. Ensure that injured employees are cared for properly and reported promptly.



II.  SAFETY RESPONSIBILITIES
D. EMPLOYEES

1. Shall abide by Company safety policies, rules and procedures.
2. Employees shall work in a safe and healthful manner and not willfully create any unsafe act or condition that may endanger co-workers
3. Each employee shall report to work in a condition free from the effects of drugs and/or alcohol. 
4. Employees shall not operate any piece of equipment if he/she has not been properly trained and authorized to use.
5. Report any unsafe acts and conditions to the supervisor or Foreman immediately.
6. Report any injury, accident or “near miss” to the immediate Supervisor or Foreman immediately.
7. Employees shall follow all company and OSHA safety regulations.  If an employee is caught and/or fined for not obeying OSHA safety polices, 

the employee will be sent home without pay for 1 – 3 days depending on the severity of the offense.  If an employee is caught a second time, 
the employee can be terminated.

E.  SUB-CONTRACTORS

1. Shall familiarize themselves with and abide by the safety rules and regulations set forth in the OSHA Construction Standard.
2. Shall familiarize themselves with and abide by KSC, Inc. safety policies and procedures as they may apply to the contractual agreement.
3. Shall set standards for site-specific safety issues.
4. Require employees to work in a safe and healthful manner.
5. Comply with all project owner published or directed safety requirements.
6. Provide drug free employees.
7. Provide KSC, INC. with Sub-Contractor safety program and training information if requested. 
8. Train employees in the specific tasks needed to perform the work specified by contract in a safe manner. 
9. Shall not permit employee misconduct that might result in injury or property damage.
10. Perform regular safety inspections for their employees and work areas.
11. Report any injury or accident to the KSC, INC. superintendent immediately. 



III.  GENERAL SAFETY INFORMATION
A. PROCEDURES FOR GOVERNMENTAL INSPECTIONS

1. Work place inspections can be made by one or more of the following governmental agencies:
a. OSHA (Occupational Safety Health Administration) 
b. MSHA (Mine Safety and Health Administration)
c. EPA (Environmental Protections Agency)

2. These agencies have guidelines they must follow; therefore, certain procedures must be followed.
3. When a representative from one of the above agencies shows up at the job site, follow the guidelines listed below. 
4. Get in contact with your company Safety Director or Safety Representative immediately. 
5. If the compliance officer contacts you, greet the compliance officer cordially. 
6. The compliance officer should present credentials of identification and tell you the nature of the business. 
7. Immediately after the compliance officer shows identification and states the purpose for the visit, ask the compliance officer to wait a few 

minutes while you call the main office. Tell the compliance officer that your company procedures are to contact your company Safety Director 
or Representative.

8. At that time, your company Safety Director or Representative will want to know who the compliance officer is and what his/her purpose is. 
9. The company Safety Director or Representative will then instruct you as what to do.
10. During a walk around inspection you should accompany the compliance officer; remember you are the company spokesman so watch what you 

say. The officer will be taking notes and may be recording your responses.
11. Take notes as you walk around with the compliance officer; record all comments and information he/she shares with you.
12. The compliance officer will take photographs of any discrepancies or violations. You should also take photographs of the same things for future 

defense of a citation.
13. The compliance officer may ask you to correct certain items immediately; you should immediately comply with the request.
14. The compliance officer has the right to interview company employees in private.
15. Company employees have the right to refuse the interview by the compliance officer.
16. Feel free to discuss any alleged violation with the compliance officer. Do not argue, regardless of how unreasonable it may seem. The key is to 

take good notes and photos.
17. After the walk around inspection the compliance officer will review the alleged violations and advise you of what citations will be issued.
18. You must then contact the main office and advise them of the inspection process and violations discussed.    

B. PROCEDURES FOR OTHER COMPANY INSPECTIONS

1. From time to time, KSC, Inc. insurance carriers may ask KSC to accompany an insurance representative to make a survey of KSC, Inc. job site to 
observe employee work practices, equipment and company operations. 

2. KSC, Inc. may also seek professional help from an outside Safety and Health Company to perform periodic inspections to help eliminate or 
reduce possible OSHA violations and potential hazards in the work place.

3. The same common courtesy that is extended when government agencies are doing inspections should also be practiced when these companies 
are doing job site evaluations. 



III.  GENERAL SAFETY INFORMATION
C. GENERAL RULES APPLYING TO ALL CONSTRUCTION JOBS 

1. Fighting, horseplay and practical jokes will not be tolerated.
2. All unsafe conditions must be reported to the foreman or safety personnel as soon as they are observed.
3. Take the time to warn any new or inexperienced employees working with you of any work hazards of which you are aware.
4. Do not try to work flashy and fast.  A smooth, well-balanced work cycle is safer and more productive.
5. Make a habit of good housekeeping.  Keep your tools picked up.  Do not leave materials and scrap where they may become a hazard to other 

workmen.
6. Reporting for work under the influence of, possession and/or use of unauthorized drugs and/or alcoholic beverages at the job site are strictly 

prohibited. 
7. Materials should be stored in such a way that they will not fall over or block passageways.
8. In the event of a strike or a picket, the foreman must make the necessary arrangement for his men to go on the job to pick up their tools, and to 

make sure his/her equipment and materials are safe and secure.
9. Possession or use of weapons, firearms, or explosives on the job site is strictly prohibited.
10. Do not operate tools, machines or moving equipment when using medication and/or drugs, which may cause drowsiness or alter behavior.

D. PROPER CLOTHING AND PERSONAL PROTECTIVE EQUIPMENT 

1. Workers will wear hard-hats at all times in the construction area.
2. Workers must be fully clothed at all times.  This includes:

a. SHIRT – Must be worn to prevent sunburn, weld spatter, and cuts.
b. TROUSERS – Must be full length and trim fitting, and without cuffs (to prevent tripping hazard).
c. SHOES – Must be in good condition, which means, for example, no floppy soles or gaping holes in the toes.

3. Heavy work gloves must be worn when handling objects, which are apt to cut, tear or burn the hands.
4. Eye protection, suitable for the job being performed, must be used.  This may include:

a. SAFETY GLASSES
b. GOGGLES (Tinted or clear, depending on the job)
c. FACE SHIELD
d. WELDING HOOD

5. Respirators of the proper type should be worn in areas where toxic dusts, fumes, gas or other irritants are present.
6. Each employee upon assignment to an area requiring respirators, must be instructed and trained on respirator usage. Each employee using 

respirators will be required to have a medical examination to make sure the individual is physically fit to use the respirator.
7. Respirator users, both supervisors and workers, must be trained by a competent person to comply with OSHA’s respiratory standard.
8. The training should include: selection, use, maintenance, fit testing, and emergency procedures.
9. Employees working in places 6 ft. or more above the working surface and where no other form of protection from falling is available, a safety 

full body harness and lifeline must be used. (Due  to the nature of some of our work, this may be impractical in some situations: decking, for 
example). The competent person must determine what protective method shall be used to protect employees from falling to comply with the 
OSHA standard on fall protection.

10. Ear protection must be used when the workers are subjected to prolonged periods of loud noise (for example, when using abrasive-wheel saw 
for more then a few minutes at a time).



III.  GENERAL SAFETY INFORMATION
E. EMERGENCY RESPONSE PROCEDURES

Accidents can happen and do occur. One of the key elements is knowing what to do if an accident happens. The following action items should be 
followed in case of an accident.

1. First and foremost, remain calm and take control of the situation.
2. Assess the situation 
3. Call 911
4. Provide 911 with the following information

a. Location of the accident scene
b. Type of emergency: injury, fatality, fire, explosion, etc.
c. Your name and phone number
d. Give as much detailed information as possible on the accident. 
e. Stay on the line until released by the dispatcher. 

5. Do not expose yourself or anyone else to any immediate danger.
6. After the area is secure and safe check the individual and ask them to remain calm, do not move the victim unless they are exposed to a more 

life threatening situation. (For instance, where the injured party is in an area where there may be an explosion or fire). 
7. Secure the accident scene and limit access to prevent further accidents and to keep the accident area undisturbed.
8. Use on-site staff to help you control the accident scene.
9. Ask someone to meet the emergency vehicles and ask them to direct the emergency vehicle to the accident scene. 
10. Notify the main office of the situation.
11. If the media shows up, direct them to your company spokesman and Project Manager.
12. Inform all employee and sub-contractors to direct all media information to the Project Manager.

F. FIRST AID 

1. If an accident should occur, after getting help for the injured party, the foreman should:
a. Call KSC, Inc.’s office immediately.
b. Tie up any loose materials (if he must leave the job site to accompany the injured party to the hospital doctor).
c. Correct unsafe conditions.

2. A first aid kit, fully stocked at all times, will be kept on every job in the gang box, or other suitable place.  Kit will include vinyl glasses and one-
way mouthpiece.

3. Foreman will be certified in C.P.R. and capable of applying first aid in given situations.
4. Availability and choice of hospitals and doctors must be pre-determined by employees, in the event an accident should occur.



III.  GENERAL SAFETY INFORMATION
G. WELDING AND USING WELDING MACHINES

1. When welding, the employee must be aware of any potential fire danger below him and take measure to prevent the danger, if possible.
2. When welding near the edge of a building, care must be taken not to drop sparks and slag over the side; a barricade must be set up below the 

welding perimeter area to protect and warn workers below the welding area.
3. Cylinders should never be in a laid down position; OSHA standard requires that all cylinders be secured in an upright position. 
4. A fire extinguisher should be within the proximity of the ignition source. 
5. Defective gauges, fittings and hoses should be taken out of service and removed from the job site.
6. Cylinders valves must be turned off and welding rods removed when not in use or unattended.
7. Gas welding machines should be located and maintained in a safe manner on the job site.

a. Oil must be checked every day before starting the machine. 
b. Always turn off the welding machine when refueling.
c. Locate welding machine in a place where sparks from other welders will not hit it.

8. Electric welding machines should be supplied with power by a    qualified electrician to insure that it has been properly hooked up.
9. Make sure that your welding machine has been grounded properly.
10. Check welding leads occasionally; repair (tape) any bear spots that would cause your machine to ground out.
11. Fire extinguishers must be located near the point of ignition

H. NOTCHING AND CUTTING 

1. When cutting material with an abrasive-wheel saw, proper face and eye protection (face shield) will be worn. 
2. When cutting material with an oxyacetylene torch, cutting goggles with the proper filtered lenses will be worn. 
3. A fire extinguisher should be within the proximity of the ignition source. 
4. When using an abrasive-wheel saw:

a. Be aware of the direction of spark spray – do not spray sparks against flammable objects or other works.
b. Be sure the saw is on a firm foundation.
c. When using a gas saw, do not spill gasoline in areas in which you are sawing or welding.
d. Do not operate a gas saw upside down.
e. Do not continue operating a saw with a broken or defective blade.
f. Do not operate an electric saw with cord underneath the piece being cut.
g. Defective equipment should never be used and must be removed from service.
h. Watch for flying debris and materials.



III.  GENERAL SAFETY INFORMATION
I. USE OF CRANES 

1. Each contractor using a crane shall identify, in writing, their competent person who will be responsible for the proper set-up and operation of 
the crane. 

2. A copy of this document shall be kept in the crane at all times.
3. Each contractor using a crane shall identify, in writing, their competent person who will be responsible for inspecting the rigging used by their 

employees.  
4. A copy of this document shall be kept in the crane at all times.  
5. Rigging inspections shall be performed in accordance with CFR Title 29, Part 1926.251.  
6. Rigging equipment shall be inspected before each days use by the competent person and before each lift by the employee rigging the load.
7. When the swing radius of a crane presents a hazard of striking or crushing, a barricade shall be provided to prevent employees from being 

struck or crushed.
8. Workers shall be instructed to stay out from under all loads.
9. When using a tower crane where radio communications is usually necessary, the man giving signals to the operator must be precise when 

hoisting, lowering or swinging a load, in order to start and stop the load when and where he wants it.
10. When using phones during hoisting, do not break communication with the operator.  If load is not within view of the operator, he should be 

instructed to stop it immediately.
11. When using a crane where the operator is watching for hand signals, only one man (preferably the same man all the time) should give the 

signals.
12. Avoid standing or walking under a suspended load or hoisting   operation.
13. Center the boom-point directly over the load before hooking up.  Do not pull the load-block to one side to attach it to the load.
14. Check all trucks during off-loading.



IV.  SIDING
A. GENERAL RULES FOR SIDING ERECTION 

1. When hoisting sheets, vice grips must never be used.  The proper way is to use proper rigging equipment.
2. When installing insulation between lines sheets and face sheets, eye protection must be worn.
3. When cutting sheets or other material using an abrasive-wheel saw, eye and face protection must be worn preferably a face shield.
4. When fastening sheets with a powder-actuated (HILTI) gun, eye protection, either goggles or glasses, must be worn.
5. Workers using a power-actuated tool must be trained and certified to use the tool.
6. Powder-actuated guns should be cleaned and inspected regularly, and maintained in good working condition.
7. Before using electric tools such as drill motors and screw guns, they should be checked for proper grounding by plugging them in and touching 

them to the metal surface where you will be working.  If a slight shock is felt, then the tool is not grounded properly and must not be used.
8. Never use defective tools. Remove or replace defective tools from service.

B. FORKLIFT OPERATION 

1. Only certified and authorized personnel must operate a forklift.
2. OSHA standard requires that anyone operating a forklift must receive training and a certificate of completion for forklift operations.
3. A pre-inspection shall be performed on the forklift before operating it. 
4. Oil, brakes, hoses and all moving parts must be checked every day prior to starting forklift.
5. Forklift outriggers will be used only as stabilizers, not as a means to plumb the forklift.
6. Specific forklifts will have a specific matching set of outriggers, and those outriggers are to be used only with the proper forklift.
7. A back-up alarm or bell will be in proper working order at all times, and must be recognizable to every employee.
8. Wheels must be blocked when forklift is to be parked and used in conjunction with scaffolding.
9. The forklift must be plumb and resting on firm ground of dunnage when using with scaffolding.
10. Forklifts must not be operated in strong wind, where there is a danger of it tipping over

C. SCAFFOLDING 

1. 1.3 – tier scaffold 
a. No tier scaffolding is to be used on this job.

2. Scaffold – Standard
a. OSHA standard 1926.450 requires that a competent person be present when erecting, moving, dismantling or inspecting a scaffold.
b. All scaffolds must hold four times the weight they are intended to hold.
c. Scaffolds must be plumb, secure and have firm footings.
d. Fall Protection must be provided on scaffolds for when working 10ft. or more above the ground surface.
e. Make sure all connections are pinned and casters are locked.
f. Wire all aluminum planks to prevent them from sliding and to prevent wind from blowing them off.
g. Use locking casters with jacks on slopes or uneven ground.
h. Never eliminate bracing on a tower scaffold unless it is absolutely necessary.
i. All scaffold users must be trained in fall protection, overhead electrical hazards, load capacity of scaffold and drop hazards.



V.  CURTAINWALL
A. GENERAL RULES FOR CURTAIN WALL ERECTION 

1. When working outside of safety cable, worker should always be tied off to a safety line by means of a safety full body harness.
2. Hard-hats must always be worn to guard against material falling from above.

B. USE OF SWING STAGE 

1. When using a swing stage, outrigger should be counter-weighted on a 9 to 1 factor, based on a load of men, tools and scaffold.
2. Safety cable will always be used on a swing stage.
3. Men working on a swing stage will wear safety belts and tie off to separate lifeline.
4. Always check cable safety device to make sure it works by jerking on the cable.
5. Outriggers for a swing stage should be fastened in a manner where they cannot roll over.
6. Cables should be checked daily for damage.  They must not be used if they are kinked.
7. Tie off to keep wind from blowing it.
8. Submit swing scaffold design as required.

C. USE OF LADDERS 

1. Before using a ladder, it must be inspected to make sure it is not damaged in any way.  If any damage exists, it must not be used; remove the 
ladder from service until it is satisfactorily repaired.

2. The right ladder for the job should be used.  For example, do not use a ladder that is too long or too short.
3. Make sure the feet of your ladder are properly placed – not on loose objects or with uneven footing.
4. When using extension ladders:

a. The horizontal distance from where the top rests to where the feet of the ladder rest must be approximately one-fourth of the length 
of the ladder.

b. The ladder must extend at least 36 inches above the landing where it is to reach.
c. The ladder must be tied off with rope or wire.

i. Never stand on the top step of a stepladder.
ii. Never work with more than one person on a stepladder.



VI.  WAREHOUSE
A. STORAGE YARDS

1. While operating a forklift or truck, be sure you look before backing up.  Always know where men working on the ground are before you move 
your machine.

2. While handling metal deck, flashing, etc., gloves must be worn.
3. Keep loose bands, dunnage and other debris picked up in the yard.
4. All trucks must be chocked during off-loading.

B. PROTECTIVE CLOTHING 

1. Your footwear and dress worn on the job site must be appropriate for the work and climatic condition. Tennis shoes and short pants are 
prohibited.  Work boots must be worn.

2. Safety glasses and/or goggles are required when cutting steel, drilling, sawing, grinding or when working near someone else who is doing this 
type of work.

3. While welding in the warehouse, a screen must be put around welding to protect others in area from flash burn.
4. Hearing protection is required in noisy areas.  If the background noise is so loud you cannot hear normal conversation, you should wear 

hearing protection.  We will provide you with earmuffs or earplugs.
5. Work gloves must be used while handling materials.
6. Do not wear jewelry (rings, bracelets or neck chains) on the job.
7. Good work boots are required; sandals, sneakers or other soft footwear are not permitted.

C. MATERIAL HANDLING 

1. Lifting or lowering heavy materials, machinery, or parts is normal on your job.  Doing it the right way – which is the safe way – will avoid 
painful injuries.

2. Use the power in your legs and arms to lift and lower.
3. Get a good grip; wipe off oil or grease, which could cause material to slip and fall on your hands or feet.
4. Keep you hands out of pinch points.
5. If it is awkward or heavy, get help.  Plan before you lift – consider weight, size, shape, path of travel and the down location.  Get help if 

necessary.



VII.  FIRST AID 
1. Report all injuries immediately, no matter how minor, to your supervisor.  Treatment will be given, and the incident will be recorded.  Should 

later medical care be needed, you will have fulfilled your obligations.
2. You must notify your supervisor prior to leaving the job site because of injury or illness, whether personal or work related.
3. If you get outside medical treatment for a work related injury or illness, you must notify your supervisor at the start of the next scheduled 

workday.  Failure to do so may result in disallowance of your claim and/or discharge.
4. Prior to returning to work after a disabling injury or illness, you must present a medical clearance form from the attending physician to the field 

and office manager.
5. Drugs, tranquilizers and insulin must not be taken on the job unless authorized in writing by our personal physician.
6. Never move an injured or seriously ill person unless necessary to prevent further injury – get emergency first aid to the person.



VIII.  USE OF TOOLS AND MACHINERY
A. MANUAL HAND TOOLS 
1. Every tool is designed for a specific user.  Do not misuse; Inspect daily for defects.
2. Keep tools in proper working condition – clean, sharpened, oiled, adjusted.
3. Never hit hardened steel with hardened steel, such as hitting a hatchet with a hammer.
4. Replace broken or loose handles on sledges, hammers, axes and files.

B. ELECTRIC TOOLS 

1. Portable electric power tools must have a ground wire in the extension cord, and three prong plugs connected to a grounded electrical outlet, 
unless they are approved double-insulated tools. 

2. Avoid using electric power tools when you are standing on wet ground.  
3. Do not use spliced or damaged extension cords or any tool with a broken case.
4. Power and gas saws, grinder and other power tools must have proper guards at all times.
5. Cords and hoses must be kept out of walkways and they must be placed so as to protect them from damage and not create a tripping hazard.
6. Electrical tools cannot be modified.
7. Be prepared for jamming or rotating tools.  Have good footing, good balance and watch out for nearby obstructions. Check yourself for loose 

clothing.
8. Store in a safe place when not in use.  Protect working tools from abuse, weather, dirt and water.



IX.  FIRE PROTECTION 
1. Know the locations of fire extinguishers, fire alarms and exit routes out of buildings and areas.
2. Fire fighting equipment must be provided and in a highly visible location.
3. Fire fighting equipment must be inspected daily.
4. Monthly inspections must be documented and noted on the inspection tag that is attached to the portable fire extinguisher.
5. Portable fire extinguishers must also be inspected and maintained in accordance with NFPA codes or the local authority having jurisdiction.
6. Only trained personnel are authorized to use fire fighting equipment
7. Different types of extinguishers are for different types of fires.  Use the correct extinguisher.
8. Smoking is prohibited where potential fire hazards are present.



X.  EQUIPMENT OPERATOR AND TRUCK DRIVER GENERAL SAFETY RULES 
1. Before operating equipment, make a complete walk-around inspection.  Look for oil leaks; check lights and turn signals.
2. Only trained and authorized personnel should operate vehicles and equipment.
3. Before operating the equipment, check brakes, hoses, gears, etc., and make sure the vehicle or equipment is in good operating condition.
4. Do not operate defective vehicles and equipment. 
5. Do not jump from equipment.  Use the steps, guardrails and handholds when mounting or dismounting equipment.
6. Follow other vehicles at a safe distance.  Passing must be limited to areas where adequate clearance and visibility are available.
7. Travel at a speed that is safe for prevailing conditions.  “High-balling” is ABSOLUTELY FORBIDDEN.
8. Never back up any machine until you are certain that there is no one behind you.  When in doubt, take the time to make sure.
9. Secure your machine against movement before dismounting – set parking brakes and check wheels of any truck parked on a grade.



XI.  FALL PROTECTION
1. Employees shall be protected from the hazards of falling, in accordance with OSHA regulations found at CFR 1926.500, 501, 502, and 503. 
2. All employees must be trained on fall protection and prevention hazards.
3. Standard guardrails shall be as follows:

a. Top guardrail shall be installed 42’ from the floor.
b. A mid rail is required midway between the floor and top guardrail from the floor or 21”.
c. A toe-board required at least 3½” tall and withstand a force of 50lbs. when applied to it.
d. Guardrails must withstand a force of 200 lbs. when applied to them.
e. Hole covers must be installed and secured on all floor openings
f. Hole covers must be marked “HOLE COVER”.  

4. All workers shall be protected from falls when working on a leading edge, by the use of personal protective equipment, warning lines, and/or 
controlled access zones.

5. Effective Jan. 1, 1998, body belts are no longer acceptable as part of a fall arrest system.  Also, effective Jan. 1, 1998, only locking type snap 
hooks shall be used.

6. Personal fall arrest systems can consist of full body safety harnesses, lanyards, anchorage points, D-Rings, snap hooks, carabiners, self 
retracting lifelines, positioning belts, rope grabs and lifelines.

7. All personnel using personal arrest systems must be trained on how to use, inspect and maintain the equipment.
8. Before personal arrest systems are used, each individual shall inspect the equipment before each use.
9. All defective equipment shall be taken out of service.



XII.  AERIAL LIFTS
Aerial lifts include articulating and extensible boom platforms, aerial ladders, and vehicle mounted aerial devices.

1. Only authorized persons shall operate an aerial lift. 
2. Belting off to an adjacent pole, structure, or equipment while working from an aerial lift shall not be permitted.
3. Employees shall always stand firmly on the floor of the basket, and shall not sit or climb on the edge of the basket or use planks, ladders, or 

other devices for a work position.
4. A body belt shall be worn and a lanyard attached to the boom or basket when working from an aerial lift.
5. Boom and basket load limits specified by the manufacturer shall not be exceeded.
6. The brakes shall be set and when outriggers are used, they shall be positioned on pads or a solid surface. 
7. Wheel chocks shall be installed before using an aerial lift on an incline provided they can be safely installed.
8. An aerial lift truck shall not be moved when the boom is elevated in a working position with men in the basket, except for equipment which is 

specifically designed for this type of operation 
9. Employees working from scissor lifts are not required to be tied-off when the guardrails are properly in place and maintained.
10. The employee’s feet shall remain on the scissor lift floor platform at all times when on a scissor lift.



XIII.  MISC. SAFETY REQUIREMENTS 
1. Horseplay, fighting, etc., will not be tolerated.
2. All personnel in the warehouse must wear safety glasses at all times.
3. Safety glasses or goggles must be worn by warehouse personnel while working with any power tools or as outlined under Personal Protective 

Equipment.
4. Shirts must be tucked in and no loose clothing allowed.
5. Nails sticking up out of pallets and boards must be removed or bent over immediately.
6. Trucks are to be used for company use only.
7. Abuse of trucks and any equipment will not be tolerated.



XIV.  SAFETY TRAINING AND EDUCATION 
1. Employers are required to instruct employees in the recognition and avoidance of unsafe conditions and the regulations applicable to their 

work environment (CFR 29 Part 1926.21).
2. Someone that is “Qualified” which means possessing the skills, knowledge, experience, and judgment to instruct employees on the specific 

topics being taught, must conduct the training. 
3. Safety posters and written training topics will be available for on- site use.  The project Superintendent will coordinate use and distribution of 

these resources.
4. Employees Weekly Safety Training Meetings – The Supervisors and Safety Representatives shall hold weekly Safety Training Meetings (toolbox 

talks) for the benefit of their employees. 
5. A report describing the Safety Training Meeting shall be filed with the Project Superintendent or his designated representative.  
6. The weekly Safety Training Meeting report shall contain the following:

a. Name of Employer and date of the meeting.
b. Name of the person conducting the meeting.
c. Names of all employees in attendance.
d. Subjects discussed, including the Project Superintendents information or list as described in paragraph (a) above.
e. Review of Project accidents, near missed, hazards and unsafe acts.
f. Safety comments and suggestions from employees.



XV.  ADDENDUM TO SAFETY POLICY 
1. Any operations that use a swing stage or suspend scaffolding should refer to the rules and guidelines described under Section II, Subtitle C of 

the current safety program.  
2. The following will also apply:

a. Each foreman or supervisor using a suspended scaffold system will read and follow all safety recommendations as published by the 
leasing company.  (Since KSC, Inc. does not own these scaffolds; all equipment will be leased on an as needed basis and safety 
guidelines will be sent to job sites when equipment is delivered).

b. Every man working on suspended scaffold will be tied-off at all times.
c. No two units will ever be tied together and act as one.
d. Tails of all cables will be suspended and allowed to twist freely.
e. Only pre-made, pre-formed counterweights will be allowed.  (No sand bags or water barrels, etc.).
f. Employees shall follow all company and OSHA safety regulations. If an employee is caught and/or fined for not obeying OSHA 

safety policies, the employee will be sent home without pay for 1 – 3 days depending on the severity of the offense.  If an employee 
is caught a second time, the employee can be terminated.

g. Daily inspections of all equipment before the start of each work shift are a necessity.  The lead man on each stage will be responsible 
for this complete inspection, including outrigger, counterweights, cables, motors and wiring.

h. The competent person on each job site has the ability to shut down the work on the project.
i. Substance Abuse Testing – all employees working on this project shall submit to substance abuse testing prior to beginning work on 

this project.  Each Subcontractor shall have in place a Drug Free Workplace Program as defined by the Drug Free Workplace Act of 
1988.  Subcontractors shall be prepared to certify their compliance with this requirement.



XVI.  HARASSMENT POLICY
POLICY:

Section 1 
Employees of KSC INC are entitled to a work place free from harassment by other employees. Reported incidents of alleged employee harassment 
will be taken to a supervisor and the investigation will be done by the president or his designate, and if proven will result in disciplinary action.

PROHIBITED CONDUCT:
Harassment based on national origin or race, religion, gender or age.

Section 1 
Harassment of this type is conduct which creates a hostile work environment characterized by vicious, frequent, and reprehensible instances of 
harassment based on national origin, race, religion, gender or age. This would include:

a. Racial or ethnic slurs;
b. Posting or distribution of derogatory bulletins, pictures, cartoons, ETC.
c. Offensive humor, including racial or ethnic jokes;
d. Derogatory comments or remarks concerning employees age, national origin, religion, gender or race.

Section 2
Harassment based on national origin, race, religion, gender or age has also been found to be a violation of the Civil rights Act, when the 
harassment creates a hostile environment, which goes beyond casual, infrequent, or isolated instances.

Section 3
Sexual harassment is defined as unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature. 
This would include:

a. “kidding” or “teasing”;
b. Sexually oriented or gender-oriented jokes or other offensive humor;
c. Pressure, however subtle, for sexual activity;
d. Physical contact, such as patting, touching or brushing against another’s body in an inappropriate manner, ETC.
e. Derogatory gender-based comments, cartoons, bulletins, ETC.

This conduct is considered a form of sex discrimination and is prohibited by the Civil rights Act of 1964 and 1991(Title VII) when:
a. Submission or conduct is explicit or implicit or implied condition of employment or:
b. Submission to or rejection of the conduct is used as a basis for personnel decision affecting the person involved.



XVII.  HAZARD COMMUNICATION PROGRAM
A. INTRODUCTION

The management of KSC INC  is committed to preventing accidents and ensuring the safety and health of our employees. We will comply with 
all applicable federal and state health and safety rules.  Under this program employees are informed of the contents of the OSHA Hazard 
Communications Standard, the hazardous properties of chemicals with which they work, safe handling procedures and measures to take to protect 
themselves from these chemicals. Theses chemicals may be physical or health-related. This written hazard communication plan is available at the 
following location for review by all employees: The GC trailer and inside a game box close to the work area.  

B. IDENTIFYING HAZARDOUS CHEMICALS

A list is attached to this plan that identifies all hazardous chemicals with a potential for employee exposure at this workplace. 
Caulking,Diesel,Gasoline,Goof Off and WD40). Detailed information about the physical, health, and other hazards of each chemical is included in 
a Safety Data Sheet (SDS); the product identifier for each chemical on the list matches and can be easily cross-referenced with the product identifier 
on its label and on its Safety Data Sheet.

C. IDENTIFYING CONTAINERS OF HAZARDOUS CHEMICALS 
The labeling system to be used by KSC INC will follow the requirements in the 2012 revision of the OSHA Hazard Communication Standard to 
be consistent with the United Nations Globally Harmonized System (GHS) of Classification of Labeling of Chemicals. The label on the chemical is 
intended to convey information about the hazards posed by the chemical through standardized label elements, including symbols, signal words and 
hazard statements.

All hazardous chemical containers used at this workplace will have:

1. The original manufacturer’s label that includes a product identifier, an appropriate signal word, hazard statement(s), pictogram(s), 
precautionary statement(s) and the name, address, and telephone number of the chemical manufacturer, importer, or other responsible party

2. A label with the appropriate label elements just described
3. Workplace labeling that includes the product identifier and words, pictures, symbols, or combination that provides at least general information 

regarding the hazards of the chemicals.

Ismael Rodriguez will ensure that all containers are appropriately labeled. No container will be released for use until this information is verified. 
Workplace labels must be legible and in English. Information in other languages is available at: The GC trailer and inside a gamebox closest 
to the work area  
Small quantities intended for immediate use may be placed in a container without a label, provided that the individual keeps it in their possession 
at all times and the product is used up during the work shift or properly disposed of at the end of the work day. However, the container should be 
marked with its contents.



XVII.  HAZARD COMMUNICATION PROGRAM
D. KEEPING SAFETY DATA SHEETS (PREVIOUSLY KNOWN AS MATERIAL SAFETY DATA SHEETS)

The manufacturer or importer of a chemical is required by OSHA to develop a Safety Data Sheet (SDS) that contains specific, detailed information 
about the chemical’s hazard using a specified format. The distributor or supplier of the chemical is required to provide this SDS to the purchaser.

SDS’s are readily available to all employees during their work shifts. Employees can review SDS for all hazardous chemicals used at this workplace. 
The GC trailer and inside a game box close to the work area 

The SDS’s are updated and managed by Ismael Rodriguez If a SDS is not immediately available for a hazardous chemical, employees can obtain 
the required information by calling Ismael Rodriguez.

E. TRAINING EMPLOYEES ABOUT CHEMICAL HAZARDS

Before they start their jobs or are exposed to new hazardous chemicals, employees must attend a hazard communication training that covers the 
following topics:

1. An overview of the requirements in OSHA’s Hazard Communication Standard.
2. Hazardous chemicals present in their workplace.
3. Any operations in their work area where hazardous chemicals are used.
4. The location of the written hazard communication plan and where it may be reviewed.
5. How to understand and use the information on labels and in Safety Data Sheets.
6. Physical and health hazards of the chemicals in their work areas.
7. Methods used to detect the presence or release of hazardous chemicals in the work area.
8. Steps we have taken to prevent or reduce exposure to these chemicals.
9. How employees can protect themselves from exposure to these hazardous chemicals through use of engineering controls/work practices and 

personal protective equipment.
10. An explanation of any special labeling present in the workplace.

a. What are pictorgrams?
b. What are the signal words?
c. What are the hazard statements?
d. What are the precautionary statements?

11. Emergency procedures to follow if an employee is exposed to these chemicals.

Ismael Rodriguez is responsible to ensure that employees receive this training.  After attending the training, employees will sign a form verifying that 
they understand the above topics and how the topics are related to our hazard communication plan.

Prior to introducing a new chemical hazard into any department, each employee in that department will be given information and training as 
outlined above for the new chemical hazard.



XVII.  HAZARD COMMUNICATION PROGRAM
F. INFORMING EMPLOYEES WHO DO SPECIAL TASKS

Before employees perform special (non-routine) tasks that may expose them to hazardous chemicals, their supervisors will inform them about the 
chemicals’ hazards. Their supervisors also will inform them about how to control exposure and what to do in an emergency. The employer will 
evaluate the hazards of these tasks and provide appropriate controls including Personal Protective Equipment all additional training as required.
Examples of special tasks that may expose employees to hazardous chemicals include: Moving 

G. INFORMING CONTRACTORS AND OTHER EMPLOYERS ABOUT OUR HAZARDOUS CHEMICALS

If employees of other employer(s) may be exposed to hazardous chemicals at our workplace (for example, employees of a construction contractor 
working on-site) It is the responsibility of Ismael Rodriguez to provide contractors and their employees with the following information:

1. The identity of the chemicals, how to review our Safety Data Sheets, and an explanation of the container labeling system.
2. Safe work practices to prevent exposure.

Ismael Rodriguez will also obtain a Safety Data Sheet for any hazardous chemical a contractor brings into the workplace.



XVIII.  DRUG & ALCOHOL-FREE WORKPLACE POLICY
KSC Inc. (KSC INC) intends to help provide a safe and drug-free work environment for our clients and our employees. With this goal in mind and 
because of the serious drug abuse problem in today’s workplace, we are establishing the following policy for existing and future employees of KSC 
Inc.

KSC INC explicitly prohibits:

1. The use, possession, solicitation for, or sale of narcotics or other illegal drugs, alcohol, or prescription medication without a prescription on 
Company or customer premises or while performing an assignment.

2. Being impaired or under the influence of legal or illegal drugs or alcohol away from KSC INC or customer premises, if such impairment or 
influence adversely affects the employee’s work performance, the safety of the employee or of others, or puts at risk KSC INC’s reputation.

3. Possession, use, solicitation for, or sale of legal or illegal drugs or alcohol away from KSC INC or customer premises, if such activity or 
involvement adversely affects the employee’s work performance,  the safety of the employee or of others, or puts at risk KSC INC’s reputation.

4. The  presence  of  any  detectable  amount  of  prohibited  substances  in  the  employee’s  system  while  at work, while on the premises of 
KSC INC or its customers, or while on company business. “Prohibited substances”  include  illegal  drugs,  alcohol,  or  prescription  drugs  not  
taken  in  accordance  with  a prescription given to the employee.

KSC INC will conduct drug and/or alcohol testing under any of the following circumstances:

1. RANDOM TESTING: Employees may be selected at random for drug and/or alcohol testing at any interval determined by KSC INC.
2. FOR-CAUSE TESTING: KSC INC may ask an employee to submit to a drug and/or alcohol test at    any time it feels that the employee may be 

under the influence of drugs or alcohol, including, but not     limited to, the following circumstances: evidence of drugs or alcohol on or about 
the employee’s person       or in the employee’s vicinity, unusual conduct on the employee’s part that suggests impairment or     influence of 
drugs or alcohol, negative performance patterns, or excessive and unexplained absenteeism     or tardiness.

3. POST-ACCIDENT TESTING: Any employee involved in an on-the-job accident or injury under circumstances that suggest possible use or 
influence of drugs or alcohol in the accident or injury event may be asked to submit to a drug and/or alcohol test. “Involved in an on-the-job 
accident or injury”   means not only the one who was or could have been injured, but also any employee who potentially contributed to the 
accident or injury event in any way.

If an employee is tested for drugs or alcohol outside of the employment context and the results indicate a  violation of this policy, or if an employee 
refuses a request to submit to testing under this policy, the employee may be subject to appropriate disciplinary action, up to and possibly including 
discharge from employment. In such a case, the employee will be given an opportunity to explain the circumstances prior to any final  employment  
action  becoming effective. 



XIX.  FALL PROTECTION PROGRAM
A. PROGRAM REQUIREMENTS

KSC INC will ensure that the hazards of all elevated falls over 6 feet in height, at our jobsites are evaluated, and that information concerning 
their hazards is transmitted to all employees.  This Program is intended to address the issues of evaluating these potential hazards, communicating 
information concerning these hazards, and establishing appropriate protective measures for employees.  This program will be maintained in 
accordance with OSHA Regulations 29 CFR 1910.66, 1926.104, and 1926.500.  In addition, KSC INC will review and evaluate this program on an 
annual basis or when operational changes occur that require a revision of this document. 

B. RESPONSIBILITY

The Safety Manager is the program coordinator, acting as the representative of the company owner, who has the ultimate responsibility for all facets 
of this program.  The Safety Manager has full authority to make necessary decisions to ensure success of the program.  KSC INC will submit a copy 
of this program to any Prime or General Contractor upon request.  KSC INC has authorized all Supervisors or any Employee to halt any operation 
of KSC INC where there is danger of serious personal injury.  Supervisors are required to ensure their employees are aware of the contents of this 
program and have received fall protection training before working in any areas where fall hazards exist.

C. TRAINING REQUIREMENTS

Under no circumstances shall employees work in areas where they might be exposed to fall hazards, do work requiring fall protection devices, or 
use fall protection devices until they have completed fall protection training.  KSC INC will provide training to ensure that the purpose, function, 
and proper use of fall protection is under¬stood by employees and that the knowledge and skills re¬quired for the safe application, and usage is 
acquired by employees.  Training will be conducted by the Safety Manager or other designated competent personnel.  The program will include but 
will not be limited to:
1. A description of fall hazards in the work area.
2. Types of fall protection systems appropriate for use such as guardrails, warning lines, and fall arrest systems.
3. Selection and use of personal fall arrest systems, including application limits, proper anchoring and tie-off techniques, estimation of free fall 

distance, methods of use, and inspection and storage procedures.
4. Recognition of the hazards of falling from elevations and to avoid falls from grade level to lower levels through holes or openings in walking/

working surfaces.
5. Procedures for removal of protection devices from service for repair or replacement.
6. Retraining.  The training content will be identical to initial training.  Refresher training will be conducted on an annual basis or when the 

following conditions are met, whichever event occurs sooner.
a. Retraining will be provided for all employees whenever a change in their job assignments, a change in the type of fall protection 

equipment used, or when a known hazard is added to the work environment which affects the fall protection program.
b. Additional retraining will also be conducted whenever a periodic inspection reveals, or whenever KSC INC has reason to believe, 

that there are deviations from or inadequacies in the employee’s knowledge or use of fall protection equipment or procedures, or 
whenever a fall protection procedure fails.

7. The retraining will reestablish employee proficiency and introduce new or revised methods and procedures, as necessary.
8. Certification.  KSC INC will certify that employee training has been accomplished and is being kept up to date.  The certification will contain 

each employee’s name and dates of training.



XIX.  FALL PROTECTION PROGRAM
D. JOBSITE/WORK AREA EVALUATION

All jobsites or work areas will be assessed by the Supervisor before each assigned job for potential fall hazards.  A Job Safety Analysis (JSA) sheet 
will be used to document fall hazard assessments (See Appendix to this Program).  A proper fall protection system will be used for jobs requiring fall 
protection when elimination of the hazard(s) is not possible.  

When evaluating the fall hazards of jobsites or work areas Supervisors must consider the following:

1. Must the work be performed at an elevation?
2. Are there any floor holes or openings greater than 2 inch in diameter?
3. Can a standard guardrail system be installed?
4. Can a barricade system be implemented?
5. Will warning line systems be sufficient protection?
6. Can Aerial Lifts or Platforms be used to increase worker safety?
7. Will the use of a fall arrest system be required?
8. Will a detailed, job-specific, fall protection plan be required?



XIX.  FALL PROTECTION PROGRAM
E. FALL PROTECTION SYSTEMS

When fall hazards cannot be eliminated through any other means, fall arrest systems will be used to control falls.  Proper training on the use of 
fall arrest equipment is essential and will be provided prior to use.  Supervisors will identify what types of fall protection systems can be used when 
conducting the job safety analysis for the jobsite.  Supervisors must consult with the Safety Manager prior to implementation of any fall protection 
system.  Although personal fall arrest systems are the most common type of system used by our employees, all of the following systems have been 
identified by KSC INC as generally accepted for work conducted at our job sites.

1. Floor Holes.  Employees must be protected from falling through or into floor holes  at or above 2 inches in diameter as follows:
a. All covers shall be color coded or marked with the word “HOLE” or “COVER” to provide warning of the hazard.
b. Covered with plywood or other material of sufficient strength capable of supporting, without failure, at least twice the weight of 

employees, equipment, and materials that may be imposed on the cover at any one time.
c. All covers shall be secured when installed so as to prevent accidental displacement by the wind, equipment, or employees.

2. Guard Rail Systems. Guard rail systems must meet these minimum requirements:
a. Have a top rail height of 42” (plus or minus 3”)
b. Have a proper midrail no less than 21” high
c. Have a top rail able to withstand 200 lbs. downward/outward force
d. Have a midrail able to withstand 150 lbs. downward/outward force
e. Have a toe board minimum of 3 1/2 inches in vertical height from the top edge to the level of the walking surface
f. Toe boards must not have more than 1/4 inch clearance above the walking surface
g. Toe boards must be solid or have openings not over 1 inch in greatest dimension
h. If the top rail is made of wire rope it must be flagged every 6 feet
i. All rails must be a minimum of 1/4” diameter or greater

3. Warning Line Systems. Warning line systems consist of ropes, wires, or chains, and supporting stanchions and are set up as follows:
a. Flagged at not more than 6-foot (1.8 meters) intervals with high-visibility material.
b. Lowest point including sag is no less than 34 inches (0.9 meters) from the surface and highest point is no more than 39 inches (1 

meter) from the surface.
c. Stanchions shall be capable of resisting, without tipping over, a force of at least 16 pounds applied horizontally against the 

stanchion, 30 inches (0.8 meters) above the walking/working surface, perpendicular to the warning line and in the direction of the 
floor, roof, or platform edge.



XIX.  FALL PROTECTION PROGRAM
F. FALL PROTECTION SYSTEMS (CONT.)

4. Fall Arrest System.  A full body harness system consists of a full-body harness, lanyard, energy shock absorber, and self-locking snap hook.  
Before using a full-body harness system, the supervisor and/or the user must address such issues as:

a. Has the user been trained to recognize fall hazards and to use fall arrest systems properly?
b. Are all components of the system compatible according to the manufacturer’s instructions?
c. Have appropriate anchorage points and attachment techniques been reviewed?
d. Has free fall distance been considered so that a worker will not strike a lower surface or object before the fall is arrested?
e. Have swing fall hazards been eliminated?
f. Have safe methods to retrieve fallen workers been planned?
g. Has the full-body harness and all of its components been inspected before each use?
h. Is any of the equipment, including lanyards, connectors, and lifelines, subject to such problems as welding damage, chemical 

corrosion, or sandblasting operations?
i. Will it meet these minimum requirements:
j. Limit maximum arresting force on an employee to 1,800 pounds 
k. Be rigged so that an employee can neither free fall more than 6 feet (1.8 meters) nor contact any lower level;
l. Bring an employee to a complete stop and limit maximum deceleration distance an employee travels to 3.5 feet (1.07 meters); and
m. Have sufficient strength to withstand twice the potential impact energy of an employee free falling a distance of 6 feet (1.8 meters) or 

the free fall distance permitted by the system, whichever is less.
n. Have a proper anchorage points used for attachment of personal fall arrest equipment capable of supporting at least 5,000 pounds 

per employee attached.

G. INSPECTION AND MAINTENANCE

To ensure that fall protection systems are ready and able to perform their required tasks, inspections and maintenance will be conducted.  The 
following as a minimum, will comprise the basic requirements of the inspection and maintenance program:

a. Floor hole covers, guardrails, and warning lines will be inspected periodically throughout the day to ensure they have not been 
defeated, broken, moved, or knocked over.  Any problems found with them should be reported immediately to the Supervisor and 
must be remedied as soon as possible after discovery.  Equipment manufacturer’s instructions will be incorporated into the inspection 
and preventive maintenance procedures.

b. Fall arrest systems must be inspected by the user before and after every use and according to manufacturer specifications.
c.  Any fall protection equipment subjected to a fall or impact load, will be removed from service immediately and turned into the 

Supervisor and/or Safety Manager.
d. The user will inspect anchors and mountings before each use for signs of damage.



XIX.  FALL PROTECTION PROGRAM
H. DEFINITIONS

Anchorage means a secure point of attachment for lifelines, lanyards or deceleration devices.

Body belt means a strap with means both for securing it about the waist and for attaching it to a lanyard, lifeline, or deceleration device.

Body harness means straps which may be secured about the employee in a manner that will distribute the fall arrest forces over at least the thighs, 
pelvis, waist, chest and shoulders with means for attaching it to other components of a personal fall arrest system.

Competent person means a person who is capable of identifying hazardous or dangerous conditions in any personal fall arrest system or any 
component thereof, as well as in their application and use with related equipment.

Connector means a device which is used to couple (connect) parts of the personal fall arrest system and positioning device systems together.  It may 
be an independent component of the system, such as a carabiner, or it may be an integral component of part of the system.

Deceleration device means any mechanism with a maximum length of 3.5 feet, such as a rope grab, ripstitch lanyard, tearing or deforming 
lanyards, self-retracting lifelines, etc. which serves to dissipate a substantial amount of energy during a fall arrest, or otherwise limit the energy 
imposed on an employee during fall arrest.

Energy shock absorber means a device that limits shock-load forces on the body.

Failure means load refusal, breakage, or separation of component parts.  Load refusal is the point where the ultimate strength is exceeded.

Fall arrest system means a system specifically designed to secure, suspend, or assist in retrieving a worker in or from a hazardous work area.  The 
basic components of a fall arrest system include anchorage, anchorage connector, lanyard, shock absorber, harness, and self-locking snap hook.

Free fall means the act of falling before a personal fall arrest system begins to apply force to arrest the fall.

Free fall distance means the vertical displacement of the fall arrest attachment point on the employee’s body belt or body harness between onset 
of the fall and just before the system begins to apply force to arrest the fall (maximum of 6 feet).  This distance excludes deceleration distance, and 
lifeline/lanyard elongation, but includes any deceleration device slide distance or self-retracting lifeline/lanyard extension before they operate and 
fall arrest forces occur.

Hole means a gap or void 2 inches or more in its least dimension, in a floor, roof, or other walking/working surface.

Lanyard means a flexible line of rope, wire rope, or strap, which generally has a connector at each end for connecting the body belt or body 
harness to a deceleration device, lifeline or anchorage.

Personal fall arrest system means a system used to arrest an employee in a fall from a working level.  It consists of an anchorage; connectors, a 
body belt or body harness and may include a lanyard, deceleration device, lifeline, or suitable combinations of these.  As of January 1, 1998, the 
use of a body belt for fall arrest is prohibited.



XIX.  FALL PROTECTION PROGRAM
I. DEFINITIONS (CONT.)

Snaphook means a connector comprised of a hook-shaped member with a normally closed keeper, or similar arrangement, which may be opened to 
permit the hook to receive an object and, when released, automatically closes to retain the object.  Snaphooks are generally one of two types:
The locking type with a self-closing, self-locking keeper which remains closed and locked until unlocked and pressed open for connection or 
disconnection; or 
The non-locking type with a self-closing keeper which remains closed until pressed open for connection or disconnection.  As of January 1, 1998, the 
use of a non-locking snaphook as part of personal fall arrest systems and positioning device systems is prohibited.

Toeboard means a low protective barrier that will prevent the fall of materials and equipment to lower levels and provide protection from falls for 
personnel.

Walking/Working surface means any surface, whether horizontal or vertical on which an employee walks or works, including, but not limited to, 
floors, roofs, ramps, bridges, runways, formwork and concrete reinforcing steel but not including ladders, vehicles, or trailers, on which employees 
must be located in order to perform their job duties.

Warning line system means a barrier erected on a roof to warn employees that they are approaching an unprotected roof side or edge, and which 
designates an area in which roofing work may take place without the use of guardrail, body belt, or safety net systems to protect employees in the 
area.

Work area means that portion of a walking/working surface where job duties are being performed.



XX.  HEARING CONSERVATION PROGRAM
A. OBJECTIVE

The objective of the KSC INC  Hearing Conservation Program is to minimize occupational hearing loss by providing hearing protection, training, 
and annual hearing tests to all persons working in areas or with equipment that have noise levels equal to or exceeding an eight-hour time-weighted 
average (TWA) sound limit of 85 dBA (decibels measured on the A scale of a sound level meter). A copy of this program will be maintained by all 
affected departments. A copy of OSHA’s Hearing Conservation Standard, 29 CFR 1910.95, can be obtained from Ismael Rodriguez.  A copy of 
the standard will also be posted in areas with affected employees.

B. ASSIGNMENT OF RESPONSIBILITY

1. Management
a. Use engineering and administrative controls to limit employee exposure.
b. Provide adequate hearing protection for employees.
c. Post signs and warnings in all high noise areas.
d. Conduct noise surveys annually or when new equipment is needed.
e. Conduct annual hearing test for all employees.
f. Conduct hearing conservation training for all new employees.
g. Conduct annual hearing conservation training for all employees.

2. Employees
c. Use company-issue approved hearing protection in designated high noise areas.
d. Request new hearing protection when needed.
e. Exercise proper care of issued hearing protection.

C. PROCEDURES

1. Noise Monitoring
a. Monitoring for noise exposure levels will be conducted by Ismael Rodriguez. It is the responsibility of the individual departments 

to notify Ismael Rodriguez when there is a possible need for monitoring. Monitoring will be performed with the use of sound level 
meters and personal dosimeters at the discretion of Ismael Rodriguez.

b. Monitoring will also be conducted whenever there is a change in equipment, process or controls that affect the noise levels. This 
includes the addition or removal of machinery, alteration in building structure, or substitution of new equipment in place of that 
previously used. The responsible supervisor must inform Ismael Rodriguez when these types of changes are instituted.



XX.  HEARING CONSERVATION PROGRAM
D. PROCEDURES (CONT.)

2. Employee Training
a. Affected employees will be required to attend training concerning the proper usage and wearing of hearing protection. The training 

will be conducted by Ismael Rodriguez or a designated representative, within a month of hire and annually thereafter.
b. Training shall consist of the following components:

iii. How noise affects hearing and hearing loss;
iv. Review of the OSHA hearing protection standard;
v. Explanation of audiometric testing;
vi. Rules and procedures;
vii. Locations within company property where hearing protection is required; and
viii. How to use and care for hearing protectors.

i. Training records will be maintained by Ismael Rodriguez (see Attachment A).

3. Hearing Protection
Management, supervisors, and employees shall properly wear the prescribed hearing protection while working or traveling through any area that is 
designated as a high noise area.

a. Hearing protection will be provided at no cost to employees who perform tasks designated as having a high noise exposure and 
replaced as necessary.  It is the supervisor’s responsibility to require employees to wear hearing protection when noise levels reach 
or exceed 85 dBA. Those employees will have the opportunity to choose from at least two different types of hearing protection.

b. Personal stereo headsets, or “Walkmen,” are not approved for hearing protection and are not permitted in any operating area of 
company property.

c.  Signage is required in areas that necessitate hearing protection. It is the responsibility of Ismael Rodriguez to provide signage to the 
appropriate areas.

d. Preformed earplugs and earmuffs should be washed periodically and stored in a clean area. Foam inserts should be discarded after 
each use. Hands should be washed before handling preformed earplugs and foam inserts to prevent contaminants from being placed 
in the ear.

e. Ismael Rodriguez will keep a log of the areas or job tasks designated as requiring hearing protection, as well as the personnel 
affected by this Hearing Conservation Program (see Attachment B).

4. Audiograms/Hearing Tests
a. Employees subject to the Hearing Conservation Program who have time-weighted average (TWA) noise exposures of 85 dBA or 

greater for an eight (8) hour work shift will be required to have both a baseline and annual audiogram. The audiograms will be 
provided by KSC INC and conducted by KSC INC with no cost to the employee.

b. The baseline audiogram will be given to an employee within one (1) month of employment with KSC INC and before any exposure 
to high noise levels. Annual audiograms will be performed within one year from the date of the previous audiogram. It is the 
responsibility of the individual and  Ismael Rodriguez to schedule the annual audiogram.

c. If an annual audiogram shows that an employee has suffered a standard threshold shift, the employee will be retested within thirty 
(30) days of the annual audiogram. If the retest confirms the occurrence of a standard threshold shift, the employee will be notified in 
writing within twenty-one (21) days of the confirmation. Employees who do experience a standard threshold shift will be refitted with 
hearing protection and provided more training on the effects of noise.



XX.  HEARING CONSERVATION PROGRAM - ATTACHMENT A
HEARING CONSERVATION TRAINING LOG

TRAINING DATE

TOPIC

TRAINING CONDUCTED BY

EMPLOYEE NAME (PRINTED) EMPLOYEE SIGNATURE JOB TITLE



XX.  HEARING CONSERVATION PROGRAM - ATTACHMENT B
RECORD OF HEARING PROTECTION NEEDS

EMPLOYEE NAME DEPARTMENT JOB DESCRIPTION / 
EQUIPMENT

TYPE OF HEARING 
PROTECTION USED

DATE ISSUED



XXI.  HEAT STRESS PREVENTION PROGRAM 
A. PURPOSE

This Heat Stress Prevention Program has been developed to provide workers with the training and equipment necessary to protect them from heat 
related exposures and illnesses.

B. TRAINING

All employees who are or may be exposed to potential heat related illnesses will receive training on the following:

1. The environmental and personal risk factors that cause heat related illnesses;
2. The employer’s procedures for identifying, evaluating and controlling exposures to the environmental and personal risk factors for heat illness;
3. The importance of frequent consumption of small quantities of water,  up to 4 cups per hour under extreme conditions of work and heat;
4. The importance of acclimatization;
5. The different types of heat illness and the common signs and symptoms of heat illness;
6. The importance of immediately reporting to the employer, directly or through the employee’s supervisor, symptoms or signs of heat illness in 

themselves, or in co- workers.
7. The employer’s procedures for responding to symptoms of possible heat  illness, including how emergency medical services will be provided 

should they become necessary;
8. Procedures for contacting emergency medical services, and if necessary, for transporting employees to a point where they can be reached by 

an emergency medical service provider;
9. How to provide clear and precise directions to the work site.

C. SUPERVISOR RESPONSIBILITIES 

1. All supervisors will be provided a copy of this program and training documents prior to assignment of employees working in environments 
where heat exposures may occur.

2. Supervisors will be provided the procedures to follow to implement the applicable provisions of this program.
3. Supervisors will be provided the procedures to follow when an employee exhibits symptoms consistent with possible heat illness, including 

emergency  response procedures 

D. PROVISION OF WATER

Employees shall have access to potable water. Water shall be provided in sufficient quantity at the beginning of the work shift to provide one quart 
per employee per hour for drinking the entire shift for a total of 2 gallons per employee per 8-hour shift. Employees may begin the shift with smaller 
quantities of water if effective procedures for replenishment of water during the shift have been implemented to provide employees one quart or 
more per hour.



XXI.  HEAT STRESS PREVENTION PROGRAM 
E. ACCESS TO SHADE

Employees suffering from heat illness or believing a preventative recovery period is needed shall be provided access to an area with shade that is 
either open to the air or provided with ventilation or cooling for a period of no less than five minutes.  Such access to shade shall be permitted at all 
times.  Shade areas can include trees, buildings, canopies, lean-tos, or other partial and/or temporary structures that are either ventilated or open 
to air movement. The interior of cars or trucks are not considered shade unless the vehicles are air conditioned or kept from heating up in the sun in 
some other way.

F. HEAT STRESS DISORDERS

1. Heat Rash (Prickly Heat)
a. Symptoms:

i. Red blotches and extreme itchiness in areas persistently damp with  sweat.
ii. Prickling sensation on the skin when sweating occurs.

b. Treatment:
iii. Cool environment.
iv. Cool shower.
v. Thorough drying.

c. Heat rashes typically disappear in a few days after exposure. If the skin is not cleaned frequently enough the rash may become 
infected.

2. Heat Cramps
a. Symptoms:

i. Loss of salt through excessive sweating.
ii. Cramping in back, legs and arms.

b. Treatment:
i. Stretch and massage muscles.
ii. Replace salt by drinking commercially available carbohydrate/electrolyte replacement fluids.



XXI.  HEAT STRESS PREVENTION PROGRAM 
F. HEAT STRESS DISORDERS (CONT.)

3. Heat Exhaustion
a. Heat exhaustion occurs when the body can no longer keep blood flowing to supply vital organs and at the same time send blood to 

the skin to reduce body temperature.
b. Symptoms:

i. Weakness.
ii. Difficulty continuing work.
iii. Headache.
iv. Breathlessness.
v. Nausea or vomiting.
vi. Feeling faint or actually fainting.

c. Treatment:
i. Call 911.

d. Help the victim to cool off by:
i. Resting in a cool place.
ii. Drinking cool water.
iii. Removing unnecessary clothing.
iv. Loosening clothing.
v. Showering or sponging with cool water.

e. It takes 30 minutes to cool the body down once a worker becomes overheated and suffers heat exhaustion.

4. Heat Stroke
a. Heat stroke occurs when the body can no longer cool itself and body temperature rises to critical levels.
b. Symptoms:

i. Confusion.
ii. Irrational behavior.
iii. Loss of consciousness.
iv. Convulsions.
v. Lack of sweating.
vi. Hot, dry skin.
vii. Abnormally high body temperature.

c. Treatment:
i. Call 911.

d. Provide immediate, aggressive, general cooling.
i. Immerse victim in tub of cool water or;
ii. Place in cool shower; or
iii. Spray with cool water from a hose; or
iv. Wrap victim in cool, wet sheets and fan rapidly.
v. Transport victim to hospital.

e. Do not give anything by mouth to an unconscious victim.



XXI.  HEAT STRESS PREVENTION PROGRAM 
G. SAFE WORK PROCEDURES

1. Supervisors Responsibilities
a. Supervisors are responsible for performing the following:

i. Give workers frequent breaks in a cool area away from heat.
ii. Adjust work practices as necessary when workers complain of heat  stress.
iii. Oversee heat stress training and acclimatization for new workers and for workers who have been off the job for a period of 

time.
iv. Monitor the workplace to determine when hot conditions arise.
v. Increase air movement by using fans where possible.
vi. Provide potable water in required quantities.
vii. Determine whether workers are drinking enough water.
viii. Make allowances for workers who must wear personal protective clothing (welders, etc.) and equipment that retains heat and 

restricts the evaporation of sweat.
ix. Schedule hot jobs for the cooler part of the day; schedule routine maintenance and repair work in hot areas for the cooler times 

of the day.
x. Make available to all workers, cooling devices (hard hat liners/bibs/neck bands) to help rid bodies of excessive heat.

2. Workers
a. Workers are responsible for performing the following:

i. Follow instructions and training for controlling heat stress.
ii. Be alert to symptoms in yourself and others.
iii. Determine if any prescription medications you’re required to take can increase heat stress.
iv. Wear light, loose-fitting clothing that permits the evaporation of sweat.
v. Wear light colored garments that absorb less heat from the sun.
vi. Drink small amounts of water – approximately 1 cup every 15 minutes.
vii. Avoid beverages such as tea or coffee.
viii. Avoid eating hot, heavy meals.
ix. Do not take salt tablets unless prescribed by a physician.
x. Review Attachment 1 for additional information.



XXI.  HEAT STRESS PREVENTION PROGRAM 
H. PROGRAM REVIEW

The Safety Director will periodically review this program for compliance with all applicable regulatory standards.  Updates will be provided to all  
employees.

Awareness of heat illness symptoms can save your like or the life of a co-worker.  The following provides valuable information concerning heat-
related illnesses and preventative measures.

1. If you are coming back to work from an illness or an extended break or you are just starting a job working in the heat, it is important to be 
aware that you are more vulnerable to heat stress until your body has time to adjust. Let your employer know you are not used to the heat.  It 
takes about 5-7 days for your body to adjust.

2. Drinking plenty of water frequently is vital for workers exposed to the heat. An individual may produce as much as 2 to 3 gallons of sweat per 
day. In order to replenish that fluid, you should drink 3 to 4 cups of water every hour starting at the beginning of your shift.

3. Taking your breaks in a cool shaded area and allowing time for recovery from the heat during the day are effective ways to avoid a heat-
related illness.

4. Avoid or limit the use of alcohol and caffeine during periods of extreme heat. Both dehydrate the body.
5. If you or a co-worker start to feel symptoms such as nausea, dizziness, weakness or unusual fatigue, let your supervisor know and rest in a cool 

shaded area. If symptoms persist or worsen seek immediate medical attention.
6. Whenever possible, wear clothing that provides protection from the sun but allows airflow to the body.   Protect your head and shade your eyes 

if working outdoors.
7. When working in the heat pay extra attention to your co-workers and be sure you know how to call for medical attention.



XXII.  LIGHT DUTY/RETURN TO WORK POLICY
A. NOTE

This document is not designed as a substitute for reasonable accommodation under any applicable federal or state laws, such as Americans with 
Disabilities Act, The Rehabilitation Act of 1973, or other applicable laws.

To preserve the ability to meet company needs under changing conditions, this company reserves the right to revoke, change, or supplement 
guidelines at any time with written notice. The policies and procedures in this return-to-work program are not intended to be contractual commitments 
and they shall not be construed as such by our employees. This policy is not intended as a guarantee of continuity of benefits or rights. No 
permanent employment for any term is intended or can be implied by this policy.

B. OBJECTIVES

KSC INC has developed a return-to-work policy. Its purpose is to return workers to employment at the earliest date following any injury or illness. 
We desire to speed recovery from injury or illness and reduce insurance costs. This policy applies to all workers and will be followed whenever 
appropriate.

KSC INC defines “transitional” work as temporary modified work assignments within the worker’s physical abilities, knowledge, and skills.
Where feasible, transitional positions will be made available to injured employees in order to minimize or eliminate time loss.
For any business reason, at any time, we may elect to change the working shift of any employee based on the business needs of this company.

The physical requirements of transitional/temporary work will be provided to the attending physician. Transitional/temporary positions are then 
developed with consideration of the worker’s physical abilities, the business needs of KSC INC, and the availability of transitional work.

In case of an on-the-job accident
If you have a work-related injury and are missing time from work, contact our Human Resources or Personnel Department or SAIF Corporation for 
details regarding time loss.

Transitional temporary work assignment
KSC INC will determine appropriate work hours, shifts, duration, and locations of all work assignments. KSC INC reserves the right to determine the 
availability, appropriateness, and continuation of all transitional assignments and job offers.

Communication
It is the responsibility of the worker and/or supervisor to immediately notify Personnel of any changes concerning a transitional/temporary work 
assignment. Personnel will then communicate with the insurance carrier and attending physician as applicable.



XXII.  LIGHT DUTY/RETURN TO WORK POLICY
C. EMPLOYEE RESPONSIBILITIES

1. Accident reporting
a. An accident is any unplanned event that disrupts normal work activities and may or may not result in injury or property damage. All 

work-related accidents, injuries, and near misses must be reported immediately to Personnel.
b. If an accident occurs, but does not require professional medical treatment, the supervisor should immediately be informed so that an 

accident analysis can be completed. If first-aid treatment is needed, it should be sought on-site.
c. If an accident occurs which requires professional medical treatment, the worker should follow the emergency response plan. The 

worker must fill out a workers’ compensation 801 form as soon as possible.

2. Worker’s physical condition
a. If professional medical treatment is sought, the worker should inform the attending physician that KSC INC has a return-to-work 

program with light duty/modified assignments available.
b. The worker should obtain a Release to Return-to-Work form and completed Job Description form (if available) from Personnel. This 

should be provided to the treating physician and should be returned to Personnel following the initial medical treatment.

3. Worker able to return to work
a. If the attending physician releases the worker to return to work, as evidenced by completion of a Release to Return-to-Work form 

and Job Description Form, the form(s) must be returned to Personnel within 24 hours for assignment of light duty/modified work. The 
worker must report for work at the designated time.

b. The worker cannot return to work without a release from the attending physician.
c. If the worker returns to a transitional/temporary job, the worker must make sure that he or she does not go beyond either the duties 

of the job or the physician’s restrictions. If the worker’s restrictions change at any time, he or she must notify his or her supervisor at 
once and give the supervisor a copy of the new medical release.

4. Worker unable to return to work
a. If the worker is unable to report for any kind of work, the worker must call in at least weekly to report medical status.
b. While off work, it is the responsibility of the worker to supply Personnel with a current telephone number (listed or unlisted) and an 

address where the worker can be reached.
c. The worker will notify Personnel within 24 hours of all changes in medical condition.



XXII.  LIGHT DUTY/RETURN TO WORK POLICY
D. EMPLOYER RESPONSIBILITIES

1. Accident reporting
a. The supervisor will conduct an accident analysis on all accidents, regardless of whether an injury occurs.
b. When an accident occurs which results in injury requiring professional medical treatment, Personnel will forward a completed 

workers’ compensation 801 form to the insurance carrier within five (5) calendar days of knowledge of the injury or illness.
c. Other information will be forwarded as soon as developed, including:

i. Name of worker’s attending physician
ii. Completed Release to Return-to-Work Form from attending physician and medical documentation, if appropriate
iii. Completed transitional/modified or regular Job Description
iv. Job Offer letter and responses

d. The supervisor will notify the insurance carrier of any changes in the worker’s medical or work status as soon as possible.

2. Medical treatment and temporary/transitional duty physical condition
a. A Release to Return-to-Work form and a completed Job Description form (if available) will be provided to the worker to take to the 

attending physician for completion and/or approval.
b. At the time of first medical treatment the Release to Return-to-Work form must be completed and returned to Personnel. If one is not, 

Personnel will request one from the attending physician.
c. The completed Release to Return-to-Work form will be reviewed by Personnel. A temporary/transitional Job Description form will be 

prepared from information obtained from the attending physician for review and approval.

3. Job Offer letter
a. Upon receipt of a signed temporary/transitional Job Description form from the attending physician, a written Job Offer letter will be 

prepared by the employer. It will be mailed by both regular and certified mail to the worker’s last known address or presented to the 
worker.

b. The letter will note the doctor’s approval and will explain the job duties, report date, wage, hours, report time duration of transitional 
work assignment, phone number, and location of the transitional assignment.

c. The worker will be asked to sign the bottom of the Job Offer letter indicating acceptance or refusal of the offered work assignment.
d. Copies of the Job Description, Work Releases, and Job Offer letters will be forwarded to the insurance carrier.

 
4. Supervisor

a. The supervisor will monitor the worker’s performance to ensure the worker does not exceed the worker’s physician release.
b. The supervisor will monitor the worker’s recovery progress through regular contact to assess when and how often duties may be 

changed. The supervisor will assess the company’s ability to adjust work assignments upon receipt of changes in physical capacities.

5. Worker acknowledgment
a. The return-to-work policy and procedures have been explained to me.
b. I have read and fully understand all procedures and responsibilities.
c. I agree to observe and follow these procedures.
d. I have received a copy of this policy and procedure.
e. I understand failure to follow these procedures may affect my re-employment, reinstatement, and vocational assistance rights.

Signature and Date



XXIII.  MACHINERY & MACHINE GUARDING PROGRAM
A. PURPOSE

The Machinery & Machine Guard Program is designed to protect Employees from hazards of moving machinery. All hazardous areas of a machine 
shall be guarded to prevent accidental “caught in” situations. 

B. RESPONSIBILITIES 

1. Management
a. Ensure all machinery is properly guarded
b. Provide training to employees on machine guard rules
c. Ensure new purchased equipment meets the machine guard requirements prior to use

2. Supervisors
a. Train assigned employees on the specific machine guard rules in their areas
b. Monitor and inspect to ensure machine guards remain in place and functional
c. Immediately correct machine guard deficiencies

3. Employees
a. Do not remove machine guards unless equipment if locked and tagged
b. Replace machine guards properly
c. Report machine guard problems to supervisors immediately
d. Do not operate equipment unless guards are in place and functional
e. Only trained and authorized employees may remove machine guards



XXIII.  MACHINERY & MACHINE GUARDING PROGRAM
D. HAZARDS

Use of machinery or equipment with inadequate guards or damaged controls can result in:
1. Amputation
2. Skin Burns
3. Cuts & fractures
4. Death

E. HAZARD CONTROLS
Controls used to prevent exposure to moving or energized machine parts includes:
1. Machine guards
2. Interlocks
3. Presence sensing devices
4. Gates
5. Two-hand controls
6. Employee training

F. MACHINE GUARDING REQUIREMENTS
1. Guards shall be affixed to the machine where possible and secured.
2. A guard shall not offer an accident hazard in itself.
3. The point-of-operation of machines whose operation exposes an Employee to injury shall be guarded.
4. Revolving drums, barrels and containers shall be guarded by an enclosure which is interlocked with the drive mechanism.
5. When periphery of fan blades are less than 7 feet above the floor or working level the blades shall be guarded with a guard having openings 

no larger than 1/2 inch.
6. Machines designed for a fixed location shall be securely anchored to prevent walking or moving. For example; Drill Presses, Bench Grinders, 

etc.

G. GENERAL REQUIREMENTS FOR MACHINE GUARDS
1. Guards must prevent hands, arms or any part of an Employees body from making contact with hazardous moving parts. A good safeguarding 

system eliminates the possibility of the operator or other Employees from placing parts of their bodies near hazardous moving parts.
2. Employees should not be able to easily remove or tamper with guards. Guards and safety devices should be made of durable material that will 

withstand the conditions of normal use and must be firmly secured to the machine.
3. Guard should ensure that no objects can fall into moving parts. An example would be a small tool which is dropped into a cycling machine 

could easily become a projectile that could and injure others.
4. Guard edges should be rolled or bolted in such a way to eliminate sharp or jagged edges.
5. Guard should not create interference which would hamper Employees from performing their assigned tasks quickly and comfortably.
6. Lubrication points and feeds should be placed outside the guarded area to eliminate the need for guard removal.

H. TRAINING
All Employees shall be provided training in the hazards of machines and the importance of proper machine guards. Machine safety and machine 
guarding rules will be thoroughly explained as part of the new hire orientation program and annually as refresher safety training.



XXIII.  MACHINERY & MACHINE GUARDING PROGRAM
C. DEFINITION OF TERMS

1. Guards: Barriers that prevent Employees from contact with moving portions or parts of exposed machinery or equipment which could cause 
physical harm to the Employees.

2. Enclosures: Mounted physical barriers which prevent access to moving parts of machinery or equipment.

3. Point-of-Operation: The area on a machine or item of equipment, where work is being done and material is positioned for processing or change 
by the machine.

 
4. Power Transmission: Any mechanical parts which transmit energy and motion from a power source to the point-of-operation. Example: Gear 

and chain drives, cams, shafts, belt and pulley drives and rods. NOTE: Components which are (7) feet or less from the floor or working 
platform shall be guarded.

5. Nip Points: In-Running Machine or equipment parts, which rotate towards each other, or where one part rotates toward stationery object.

6. Shear points: The reciprocal (back and forth) movement of a mechanical part past a fixed point on a machine.

7. Rotating Motions an exposed mechanism are dangerous unless guarded. Even a smooth, slowly rotating shaft or coupling can grasp clothing 
or hair upon contact with the skin and force an arm or hand into a dangerous position. Affixed or hinged guard enclosure protects against this 
exposure.

8. Reciprocating: Reciprocating motions are produced by the back and fourth movements of certain machine or equipment parts. This motion is 
hazardous, when exposed, offering pinch or shear points to an Employee. A fixed enclosure such as a barrier guard is an effective method 
against this exposure.

9. Transverse Motions: Transverse motions are hazardous due to straight line action and in-running nip points. Pinch and shear points also are 
created with exposed machinery and equipment parts operating between a fixed or other moving object. A fixed or hinged guard enclosure 
provides protection against this exposure.

10. Cutting Actions: Cutting action results when rotating, reciprocating, or transverse motion is imparted to a tool so that material being removed 
is in the form of chips. Exposed points of operation must be guarded to protect the operator from contact with cutting hazards, being caught 
between the operating parts and from flying particles and sparks.

11. Shearing Action: The danger of this type of action lies at the point of operation where materials are actually inserted, maintained and 
withdrawn. Guarding is accomplished through fixed barriers, interlocks, remote control placement (2 hand controls), feeding or ejection.



XXIV.  SILICA EXPOSURE
Material  Task
Drywall    Drilling/coring

Equipment and Control(s)
1) Employees will be in a well ventilated area with minimum exposure 
2) Hand held drill /Ventilation

Task/Control Description
Use hand held drill to attach fastener to stud under drywall / proper ventilation

Material Task
Concrete  Drilling/coring

Equipment and Control(s)
1) Hand held drills /proper ventilation 
2) Hand held drills/dust control: water or vacuum  

Task/Control Description
Use Hand held drills to drill through concrete. / Dust control/ water or vacuum proper ventilation
 
Safety of Others:
Dust control/ water or vacuum 
Area is well ventilated and will not expose employees to permissible exposure limit 
Area will be barricaded using danger tape

Worker Training:
Employees shall know the hazards of exposure
Employees shall know the specific tasks they perform that could expose them to silica
Employees shall know the preventative measures the employer has taken to prevent them from exposure

Housekeeping:
Employees will clean up any leftover dust containing silica, using wet methods or a HEPA filtered vacuum. 
Employees shall dispose of used vacuum bags in a container and keep container sealed 
Employees will not use compressed air or dry sweeping to remove dust and debris containing silica from work surfaces 

Medical Surveillance:
Employees will not require a respirator on this job site.
Medical surveillance shall be available if employees are required to use a respirator more than 30 days.

Other Considerations:
The area is well ventilated and employees
Employees will not exceed 50 PEL when drilling



XVI.  ACKNOWLEDGMENT
I hereby acknowledge receipt of a copy of the KSC, Inc. Safety Policy Statement and Safety Rules & Guidelines.  I understand that this is not a 
contract, and that the contents are subject to change at any time at the discretion of management.  I agree to accept and follow the rules.  I agree 
that I have read the Safety Policy, Rules & Guidelines in its entirety and that I am responsible for being familiar with the contents.

SIGNED

PRINTED NAME

DATE


