Introduction

It is the policy of this workplace to provide and maintain a safe and healthful working environment for all employees.  However ultimate success is dependent upon your participation and the realization that it is your safety awareness that the greatest progress can be made towards minimizing the chance of accidental injury.

The rules and regulations contained in this pamphlet have been developed primarily for your protection and the protection of your fellow workers, and are intended to help you achieve this goal.  However, as with most publications of this type, it is virtually impossible to address all situations.  Your sound judgment and desire to work accident and injury free will help resolve these circumstances.
General Policy
1.
Before our employees will be permitted to operate machinery or any other potentially hazardous equipment, they must have been properly trained in the safe method of operation


2.
Only employees who are experienced and authorized to do so will make repairs to equipment, machinery, or electrical appliances.


3.
Report all industrial accidents and injuries immediately to the supervisor or to the plant manager, if the supervisor is not available.


4.
Electrical switches and control boxes shall be opened only by electricians or authorized persons.  Tampering with electrical, acetylene, air, or mechanical equipment is prohibited.


5.
Employees shall not use crates, boxes, chairs or improvised platforms to stand on while working.


6.
Air hoses are for specific functions and shall not be used for cleaning material from the body or clothing.


7.
Flammable solvents must be used in approved containers with contents identified and not left in open cans or trays.


8.
Employees are not permitted to wear loose clothing, jewelry, necklaces, bracelets, or use gloves when working with revolving or reciprocating machines or parts


9.
Ask for assistance to lift objects that are too heavy for you to lift comfortably.


10.
All containers used with solvents, chemicals, or any other hazardous type liquids shall be properly labeled as to its contents and warnings of its hazards.  If they are not labeled, see your supervisor.


11.
No employee shall remove, unlock, or start machines which are locked out or tagged out by another individual unless properly authorized.

Machine Safety

1. Do not oil, clean or adjust machines unless the power is shut off, both electrical and air, and the machine has stopped and has been locked out and tagged.

2. Keep your fingers away from revolving gears, cutting edges, and drills.

3. Do not wear gloves when your hands are close to rotating or moving parts.

4. Do not wear loose fitting long sleeves when operating revolving machinery.

5. Before starting your machine, be sure all guards are in position.

6. Do not reach or bend over rollers or other moving parts of machinery.

7. Do not operate any machine unless safeguards are in place and working properly.  Machine guards may be removed only to make necessary repairs and adjustments and must be replaced before the machine is put into operation again.  If guards become broken or inoperable, the machine should be shut down until it can be operated again in a fully guarded position.

8. Never try to stop a machine, revolving cart, or drive belt by manually slowing them.  Never use any part of the body as a brake.

9. Observe all warning and hazards signs in place as to danger of operation.

10. Secure all compressed gas cylinders and containers in the upright position to ensure against knock over.

Material Handling

1. Learn to lift the right way.  Keep body upright, lift with leg muscles and the back.

2. Always obtain help when lifting heavy objects.

3. Remove all projecting nails and staples from crates or pallets or other objects where they might cause accidents.

4. When moving heavy loads on a hand truck, push the load whenever possible.

Forklift Trucks

1. Only properly licensed or authorized persons may operate a lift truck.

2. Before operating, check working condition of horn, lights, brakes, and other warning and braking devices.

3. Before starting vehicle, check the water, oil and battery for proper fill levels.

4. Carrying passengers is prohibited.

5. Never carry forks over 1 foot from the floor when moving materials.

Housekeeping

1. Employees are responsible for keeping their areas clean and orderly.

2. Keep tools and materials in their proper place.

3. Do not leave anything on the floor or aisles that could cause you or someone else to trip.

4. Place loose paper, wrappers, and paper strapping in trash containers.

5. Keep floors and aisles clean and clear of any obstruction.  Use proper absorbents to clean up oil or chemicals spilled accidentally.

Acid & Chemicals

1. Do not use flammable substances in closed room near an open flame or any hot surface.

2. Never wash your hands in any solvent, alcohol, or blanket wash.  Absorption of these liquids through the skin can cause illness and lead to dry scaly skin or allergic dermatitis.

3. Exercise care when storing or handling carboys or drums to prevent accidental spilling.  Use proper personal protective equipment when handling or pouring. 

Storage

1. All paints and other flammable liquids or chemicals must be stored in specially provided, properly labeled safety containers.  Only small quantities of such materials - an 8 hour supply or less - are allowed at the workstation at one time.  More than an 8 hour supply must be stored in cabinets designed for flammable substances.  Portable containers shall be painted red and equipped with splash back screens in the pouring spout, known as flame arresters.
2. Arrange materials carefully, securely, and avoid leaving projecting edges or points.  Do not pile or place objects on materials near machines or block walkways.

3. Put all scrap and waste material into proper receptacles  Keep oily and solvent covered rags in closed metal containers which are available.

4. Keep access to fire extinguishers clear. 

Fire or Weather

1. Know your department’s emergency evacuation program.

2. Know the locations of the exits in your department.

3. Obey all alarms and follow proper instructions.

Personal Protection

1. All employees must wear eye protection of an approved type when working in an area where safety glasses are required.

2. When engaged in any type of work where there is danger of flying material entering the eye such as drilling, welding, pouring, or handling chemicals or acids, face shields shall be worn.

3. Safety type shoes are encouraged to be worn where injury from falling objects is apparent.

Office

1. Do not plug equipment into electrical outlets which are not properly grounded.  Always check for frayed ends before operation.

2. Never use extension cords in places where someone could trip.

3. Never open a fully loaded top file drawer unless cabinet is secured.

4. Do not use boxes or chairs or temporary stands to reach high places, bookshelves, etc.

5. Open door slowly when your view is obstructed.

6. Never look into photo section of copy machine while machine is operating.

7. Do not attempt to free jammed paper from copy machine while machine is operating.

8. Keep floors and aisles clear of obstruction, wipe up any spills immediately.

Points to Remember
1. Work safely - - Find the safest way to each job, then do it that way until it becomes a habit.
2. Use guards - - Use all machine guards and protective equipment provided for your use.
3. Observe safety rules - - Prevent accidents by observing safety rules and instructions.  Wear personal equipment when required.  Be alert when walking, do not run.
4. Report hazards - - Report to your supervisor or any member of management any hazardous condition that you may find.
5. Fellow workers - - Be alert for the safety of others, they depend on you.  No horseplay.
6. Neatness - - Since housekeeping is an effective safety measure, keep your area and general work place clean and neat.
Remember that your life, your health, your paycheck, and your family’s welfare is in your hands!  It makes sense to protect it. 

