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How to use this document: 

 
This safety plan is designed and intended to be a platform 
for providing a safe, healthy, and complaint working 
environment and experience for all CBJ employees.  
 
It is a living document and is subject to change and 
programmed revision. 
 
It does provide SOME compliance assistance and material 
but cannot provide all necessary compliance related 
material to every CBJ employee under all circumstances.  
 
Use this document as your own or the basis for your own. 
 
Remove what does not apply to your facility or team and 
embellish what does to suit your work group’s needs.   
 
Review and revise it annually at the very least and 
whenever working condition change.  
 
While this document does offer some training points, it is 
not designed or intended to be a stand-alone training tool 
as no training materials are suitable for all facilities or 
work groups. Training materials are widely available and 
much material is available through the Safety Office.  
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Introduction 
 
The Code of Federal Regulation in 29 USC 654 Section 5 Duties States that: 
 

(a) Each Employer – 
 

(1) shall furnish to each of his employees employment and a place of 
employment which are free from recognized hazards that are causing or 
are likely to cause death or serious physical harm to his employees; 

(2) shall comply with occupational safety and health standards promulgated 
under this Act.  

 
(b) Each employee shall comply with occupational safety and health standards and 

all rules, regulations, and orders issued pursuant to this Act which are applicable 
to his own actions and conduct. 

 
The above law is referred to as the General Duty Clause. It is a clear directive for both 
employers and employees mandating working conditions and behavior. The standards 
that the above clause refers to are OSHA Standards. OSHA Standards are a set of 
federal laws which can be found in the Code of Federal Regulations in Title 29. They 
govern both general and specific work and working conditions as they pertain to safety, 
behavior and hazard control. These Standards also mandate employee qualifications 
and competencies. It may be noted that OSHA Standards constitute a very substantial 
body of regulation.  
 

Purpose 
 
As it is the responsibility of all employees to act in accordance with applicable OSHA 
Standards, policies set fourth in this plan and the duties that are part of their job, it is 
the purpose of this Safety Plan to provide a comprehensive platform for achieving just 
that. This safety plan is hardly the only source of compliance assistance, but it is a 
useful one and is designed to be a complete or nearly complete single source.  
 

 Overview 
 
OSHA Standards provide the basis for employer safety policy set forth by this plan but 
they constitute the minimum level of safety and policy. Policy set forth in this plan is in 
some cases more stringent than OSHA Standards. It is important to note that OSHA 
defers to employer policies that are more stringent than their Standards. What this 
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means for instance is that if a city safety policy states that if employees are required to 
wear safety glasses in a shop area during working hours, which is essentially far more 
stringent than OSHA Standards under most circumstances, and an OSHA compliance 
officer observes an employee in that area without safety glasses, they may cite the 
employee and employer under their own policy language with the same level of 
seriousness and penalty as with OSHA Standards. 
 
In order for all organization employees to comply with applicable Standards and 
policies, they must have the capacity and opportunity to learn and understand them 
both upon hire and where necessary periodically thereafter. All organization employees 
must also act accordingly based on their knowledge of Standards and policy and be 
held accountable for their actions (or inactions) where warranted and reasonable.  
 
This document does not presume that all employees can always comply with all 
Standards and policies at all times. The City and Borough of Juneau maintains the 
expectation that its employees will actively pursue mastery of the regulations and 
policies regarding their position, tasks, and the positions and tasks in their control or 
authority, never knowingly acting contrary to them. That being said, inadvertently or 
unknowingly acting contrary to Standards or policy may not be without penalty or loss 
and acting in accordance with Standards or policy is no guarantee against loss.  
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CBJ Organization (Applicable to All CBJ Enterprises) 

 
Employee Roles 
 
Department and Division Directors and their supervisory personnel are responsible 
for providing or ensuring appropriate and necessary job and safety training for the 
personnel under their direction. Training must be tailored to meet the needs of the 
Department or Division and be set forth in a documented plan. Directors must 
designate personnel responsibilities, conduct or oversee facility and conditions 
evaluation, conduct or review incident and accident reports and identify a departmental 
or divisional safety representative. The designated safety representative from any 
department or division must have the authority and resources to maintain the safety 
plans and ensure timely and necessary training is conducted and documented. They 
must also act to facilitate enforcement plans. 
 
All Other Employees are responsible for observing established safety plans, policies 
and procedures. They are also responsible to notify or report to their supervisor safety 
hazards, injuries and illnesses, near misses, and incidents involving property damage or 
other losses. Employees must also attend and support required training, use 
appropriate safety and personal protective equipment, and use only appropriate 
equipment, tools, and vehicles for which they are authorized, trained, and competent 
and directed to use. 
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Incident Reporting 
 
It is the responsibility of the Supervisor to ensure the prompt and accurate reporting of 
Property Damage, Injuries, Illnesses, and Near Misses.  
 
There are two forms designed and intended for this purpose, the Incident/Accident 
Report and the Property Damage Report.    
 
For the purpose of filling out these forms, use Just the Facts. Do not venture into 
supposition, speculation, fault, or opinion. The purpose of the form is to record 
observable facts.  
 
It should be noted here that the number one priority following an accident or incident 
that involves, or could involve loss, is prevention. Temporary corrective actions must be 
utilized to prevent further loss or potential loss where warranted.  
 
There are some additional questions that might help to complete these forms.  
 
Additional Incident Reporting Question Examples 
 
Does the victim have any physical impairments, illnesses or prior injuries that may have 
contributed? 
Describe the weather conditions. 
What was the air temperature and humidity where the incident occurred? 
Were alcohol/drugs (illegal, prescription, OTC) potentially involved? 
Were there witnesses? Get names and contact information. 
Who was first notified of incident, when, and by who? 
Any third parties involved? Names and contact information.  
Were the police involved and are there police reports? 
Was there an ambulance, hospital visit, and/or 911 call? 
Was medical treatment provided, first aid or otherwise? 
Fit for duty? 
What was the visual acuity of the involved parties at the time of the incident? 
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Reporting Incidents Involving Injury or Illness 
 
In order to facilitate the claims process and avoid penalties, the reporting supervisory 
personnel must notify appropriate Risk Management personnel of incidents involving 
injury or illness. Work-related injuries and illnesses must be recorded using a Report of 
Occupational Injury.  
 
If an employee accident results in a fatality or in-patient hospitalization, the Report of 
Occupational Injury form must be completed and sent to Risk Management not later 
then eight hours after the supervisor has been notified. Additionally, you must notify 
OSHA by telephone at 1-800-321-6742 as soon as you are aware of an accident 
resulting in a fatality or in-patient hospitalization. 
 
There are five colored copies of the Report of Occupational Injury form with instructions 
on the reverse side of the pink page. After completion, forward the Blue and White 
pages to Risk Management. The Pink copy is for supervisor records and the Green and 
Yellow copies given to the employee. 
 
This form (49 blocks) must be accurately and completely filled out. If a block does not 
apply, indicate by writing “N/A”. The employee completes blocks 1 – 17 following 
the directions as noted on the reverse of the yellow page and the front/reverse of the 
green page. If the employee is unable to complete their portion of this form because of 
incapacitation, the supervisor must complete these blocks to the best of his/her 
knowledge. 
 
Important Notes: 
 

 Indicate in block 11, if Emergency Room treatment was received. I.E. Next to the 
doctor’s name, indicate treatment was performed in the “emergency room”. 

 In block 14, be specific as to type of injury or illness. 
 After completing this form, the employee will return it to his/her supervisor. 
 The supervisor completes blocks 18 –49. 

 In block 38, be as specific as possible. 
 
After the form has been completed, forward it to Risk Management. DO NOT forward 
the form to the adjusting company. That is the responsibility of Risk Management. 
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Investigation 
 
Accidents, incidents, property damage, and near misses shall be investigated by 
appropriate supervisory personnel utilizing the information provided in the 
Incident/Accident or Property Damage Report.  
 
Where behaviors or conditions are present that have or are likely to yield consequences 
resulting in loss, these behaviors or conditions must be properly identified, evaluated 
and controlled according to OSHA Standards or other applicable policies or regulations. 
Accidents and incidents must be investigated by supervisors with the knowledge and 
authority to effect changes that prevent further accidents through the institution of new 
training, policies, methods, awareness and disciplinary action where necessary. 
 
Investigations must be documented.  
 
The objective of an investigation is to determine the cause of the accident and to 
implement suitable corrective measures. It is crucially important that this process is 
carried out in the interest of finding fact, not fault. It is achieved through a systematic 
process of examination, observation, and inquiry comprised of three parts focusing on 
“how” and “why” and not who. It includes: 
 

1. A description of the accident or incident which identifies in detail how, when, and 
where the accident/incident occurred, including all related factors; i.e., weights, 
heights, distance, time of day, weather conditions…etc. 

2. Cause, (Why did it occur.) What circumstances contributed to the accident. 
3. Recommendations to prevent its recurrence after the cause has been 

determined. 
 
Investigations are to be carried out by supervisory or management personnel 
immediately. This may sideline other position duties temporarily. Where accidents 
involve overnight hospitalization or fatality the supervisor can begin the preliminary 
investigation, however, the City Safety Officer and/or Risk Manager is expected to 
complete a thorough investigation. A report of this investigation must be supplied to the 
City Manager. 
 
Here are some guidelines for investigating that will help in producing desirable results.  
 

 Investigate immediately following an incident. Details, accuracy and facts can 
evaporate quickly.  
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 Investigate at the scene or as close to the scene as possible (or safe).  

 Take careful notes and make sketches and take pictures.  

 Always interview personnel individually. 

 Put witnesses at ease and ask open-ended questions or ask for descriptions.  

 Repeat information back to witnesses for verification.  

 Give witnesses copies of their statements when possible and thank them for their 
time.  

 Indicate that you may need to ask additional questions in the future.  
 
Begin analysis when facts are obtained or verified.  List the facts as consecutively as 
possible and identify any conflicting accounts and evidence. Establish a probable 
progression of events using reason and draw conclusions from it. It may be necessary 
to examine a second probable progression and a separate set of conclusions depending 
on the circumstances. Identify the cause or causes of the accident or incident, and then 
summarize. Include pictures, diagrams, and sketches as necessary  
 
Use the completed incident report as a tool in formulating permanent corrective action.  
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Unsafe Acts 
 
Unsafe acts are prohibited.  
 
Unsafe acts are acts (or inactions) that result in injury or loss.  
 
Unsafe acts are not supported or are prohibited by applicable Standards, Codes, City 
and Borough of Juneau Policies and Department or Division plans or programs, 
regulations, manufacturer manuals, industry best practices, training, experience, or 
common sense and may result in disciplinary action. 
 
It is presumed that where there is injury or loss, violation of regulations may have 
occurred. Any employee found to be violating safety standards whether following an 
injury or loss or not should receive appropriate administrative intervention or discipline.  
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Orientation and Training 
 
New employees of any facility or work group must receive appropriate safety training 
prior to exposure to hazards associated with their position and duties.  
 
This is a Federal Law.  
 
Prior to engaging an new employee in tasks that involve workplace hazards that have 
the potential to cause harm, train and document that affected or potentially affected 
employees have been trained.  
 
In most cases, training must occur prior to regular duties but in some cases on the job 
training may be conducted prior to full completion of training. For instance, it may be 
necessary for an employee who will regularly operate a piece of equipment prior to 
receiving employer certification in order to gain the experience necessary for 
completing practical examination.  
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Job/Task Hazard Analysis 
 
Job or Task Hazard Analyses are not specifically required by any law or regulation but if 
used as designed and intended are powerful tools to communicate with and train 
employees.  
 
It is highly recommended that supervisors utilize Job/Task Hazard Analysis to 
communicate to their subordinates their expectations and appropriate safety 
information such as required training, administrative controls, engineering controls, and 
personal protective equipment.  
 
When employees receive JHA/THA as communication from their supervisors, they 
should be required to sign off on it prior to the commencement of associated tasks to 
indicate they understand the material. They should also make any necessary and 
appropriate changes and remit them back to their supervisor for record.  
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Facility Safety Plan Elements 
 
The following safety plan component parts elements are intended for use at the facility, 
department, division, or work group level and may be adjusted or synthesized where 
necessary to fulfill specific facility needs or regulation requirements. There is no 
requirement that these particular plans or programs be used; only that programs and 
plans that are used are compliant with all applicable regulations. It is the responsibility 
of each work group, division, or department to ensure that the program or plan they 
use meets or exceeds minimum allowable regulations for safety and health.  
 
All safety programs, plans, policies, processes or tasks should be evaluated at the very 
least annually. Every time they are evaluated or revised, the material should be dated 
and initialed by the reviewer. This ensures that when a program, plan, policy, or 
process guideline is current and compliant with regulations.  Any training using the 
material discussed here may qualify as a review and hence it should be dated and 
signed.  
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Annual Facility Hazard Assessment 
 
Each CBJ enterprise facility must conduct an Annual Facility Hazard Assessment. This is 
an account of hazards requiring Personal Protective Equipment, hazard controls such as 
ventilation fans or machine guards, associated safety measures and plans such as Job 
or Task Hazard Analyses or Confined Space Entry and Hazard Communication plans. It 
must list required site-specific and work-specific hazards and control methods. That 
means that it must indicate hazards employees face at each location they work and 
what methods will be used specifically at that location to combat them. It should specify 
what safety programs and plans are in place, their annual revision dates and who 
revised them. It should audit personnel safety training as well as process safety tools 
such as JHA’s. It should document the facility exit routes and safety features such as 
eyewash stations among other things. It goes hand in hand with facility Hazard 
Communication Plan, Emergency Action Plan, and Fire Prevention Plan as well as 
others. 
 
A template intended to be a starting platform for Facility Hazard Assessments is 
included in the appendix section of this plan.  
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Emergency Action Plan 
 
OSHA Standards in 1910.38(b) state that: 
 “An emergency action plan must be in writing, kept in the workplace, and 
available to employees for review. However an employer with 10 or fewer employees 
may communicate the plan orally to employees.” 
 
While this Standard allows for some leeway, it does require that workplaces actually 
have a plan. The City and Borough Policy on Emergency Action Plans is that all facilities 
and workplaces to which employees normally report require emergency action plans in 
writing. Although much of the information contained in these plans would normally be 
considered “common sense”, during emergencies, things that normally might be 
considered common sense can become more subjective. Emergency Action Plans are 
then an excellent (though not foolproof) tool in guiding decision. There are some basic 
guidelines in the composition of an EAP, and a generic example of a plan is provided 
below. This plan may be synthesized for any facility in the City, or location staff may 
create plans of their own as long as they meet the appropriate criteria.  
 All employees in a particular workplace must: 
 

1. Be familiar with the Emergency Action Plan, and  
2. Be able to locate a copy of it at all times.  

 
Here are the excerpted OSHA Standards concerning Emergency Action Plans.  
 
1910.38(c) Minimum elements of an emergency action plan. An emergency 
action plan must include at a minimum: 
 
1910.38(c)(1) Procedures for reporting a fire or other emergency; 
 
1910.38(c)(2)Procedures for emergency evacuation, including type of evacuation and 
exit route assignments; 
 
1910.38(c)(3)Procedures to be followed by employees who remain to operate critical 
plant operations before they evacuate; 
 
1910.38(c)(4)Procedures to account for all employees after evacuation; 
 
1910.38(c)(5)Procedures to be followed by employees performing rescue or medical 
duties; and 
 

http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1910_0038&src_anchor_name=1910.38%28c%29%283%29
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1910.38(c)(6)The name or job title of every employee who may be contacted by 
employees who need more information about the plan or an explanation of their duties 
under the plan. 
 
1910.38(d)Employee alarm system. An employer must have and maintain an 
employee alarm system. The employee alarm system must use a distinctive signal for 
each purpose and comply with the requirements in §  
 
1910.165. 
 
1910.38(e)Training. An employer must designate and train employees to assist in a 
safe and orderly evacuation of other employees. 
 
1910.38(f)Review of emergency action plan. An employer must review the 
emergency action plan with each employee covered by the plan: 
 
1910.38(f)(1)When the plan is developed or the employee is assigned initially to a 
job; 
 
1910.38(f)(2)When the employee's responsibilities under the plan change; and 
 
1910.38(f)(3)When the plan is changed. 
 
Below is a sample of a very basic Emergency Action Plan. In no uncertain terms can it 
be used in its current form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1910_0038&src_anchor_name=1910.38%28d%29
http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1910_0038&src_anchor_name=1910.38%28e%29
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Emergency Action Plan 
 

For: 
Rail Station 
1234 Rail Station Way 
Juneau, AK 99801 
 
In the event of emergency, employees are alerted by: (choose the appropriate methods 
below) 

1. sounding an alarm 
2. public address system announcement 
3. verbal announcement 
4. bell 

 
Earthquakes will be indicated by a (list method).  
 
Avalanche (for arguments sake) will be indicated by a (list method). 
 
Fires will be indicated by (list method).  
 
Flood will be indicated by (list method).  
 
The policy of this establishment in the event of fire or other emergency is: Evacuate 
(this presumes that there are no critical duties. At a hospital for instance, it may be 
necessary for some personnel to remain during an emergency. Those personnel must 
be listed and their functions explained.) 
 
In the event of an emergency, employees shall evacuate by means of the nearest 
available marked exit. (If other actions must be taken instead of this, they must be 
listed and clearly explained as appropriate.) 
 
In the event of a fire, the following individuals are authorized to use portable fire 
extinguishers to attempt to extinguish fires before evacuating: (Only employees with 
valid, current, documented fire extinguisher training are permitted to utilize fire 
extinguishers. All other employees must evacuate.) 
 
In the event of an emergency, the following employees are to remain in the workplace 
to shutdown or monitor critical operations before they evacuate: (List employees and 
their critical operations or state that all employees must evacuate without delay.) 
 
The following employees are to perform rescue or medical duties during an emergency: 
(Enter a statement explaining the rescue or medical duties to be performed and who is 
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to perform them. If no employees are assigned to perform these duties during 
evacuation or emergency situations, state that.)  
After an emergency evacuation, employees are to gather in the following location(s): 
(“Under the Beech tree adjacent to the mail box 187 meters to the east of the station” 
for instance) 
 
After an emergency evacuation, the procedure for accounting for all employees is: 
(“Betty will command employees to line up and sound off” or “Thad will take roll call 
from his emergency clip board” or some such)  
 
For further assistance with emergency evacuation procedures, the following individuals 
may be contacted: (Enter Contact Information Here) 
 
 
 
In order to use the same eTool that created the above Emergency Action Plan click on 
the link below. Pop-up blockers must be turned off in order to obtain the final product.  
 
http://www.osha.gov/SLTC/etools/evacuation/expertsystem/default.htm# 
 
The above EAP is a very simple one. Plans may be as simple or elaborate as needed. It 
is a good idea to list emergency call numbers and instructions as well, but the most 
important concern is removing our personnel from potential harms way.  
Each facility where employees might normally report for work must have an Emergency 
Action Plan.  
 
The purpose of this plan is to document and coordinate the actions of personnel in the 
facility for the purpose of preventing harm in the event of an emergency such as a fire.  
 
The emergency action plan should provide explicit instructions for actions that 
employees should take for each type of emergency as some emergencies will have 
different responses.  
 
 
 
 
 
 
 

 
 
 

http://www.osha.gov/SLTC/etools/evacuation/expertsystem/default.htm
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Fire Prevention Plan 
 
A fire prevention plan is a document that lists all major fire hazards and organizes and 
manages proper handling and storage procedures for hazardous materials, potential 
ignition sources and their control and the type of fire protection equipment necessary to 
control each major fire hazard. 
 
It defines procedures to control accumulations of flammable and combustible waste 
materials, and procedures for regular maintenance of safeguards installed on heat-
producing equipment to prevent the accidental ignition of combustible materials.  
 
A Fire Prevention Plan lists the names or titles responsible for maintaining equipment to 
prevent or control sources of ignition or fires and the name or job title of employees 
responsible for the control of fuel source hazards.  
 
In addition to tracking and organizing the control of sources of fires, the Fire Prevention 
Plan serves as a tool to communicate to employees upon initial assignment or when 
ever there is a change, what fire hazards they may be exposed to.  
 
A Fire Prevention Plan should dovetail seamlessly with a facilities Emergency Action 
Plan. 
 
To produce a Fire Prevention Plan, list all potential sources of ignition, combustible 
materials, flammable materials, and hazardous materials on your site.  
 
This might include torches, microwave ovens, water heaters, stoves, welding machines, 
toasters, grinders, coffee makers and many others.  
 
It also might include files, books, service manuals, oily rags, paint, heating fuel, vehicle 
fuel, compressed gasses, task chemicals, aerosol cans, others.  
 
Determine how often each should be maintained and/or inspected (at a minimum 
annually).  
 
Assign maintaining and inspecting and controlling to appropriate personnel.  
 
Share the plan with new employees and train on it at a minimum annually. 
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GHS Compliant - Hazard Communication Plan 
 
This plan is directly produced to follow the revised GHS requirements of the OSHA 
Hazard Communications Standard, 29 CFR 1910.1200.  If and where necessary it 
should be tailored to reflect specific requirements of individual facilities.  
 
Policy 
 
 The following plan has been established to ensure that information about the 
hazards and risks associated with workplace chemicals and materials is communicated 
to affected employees. As part of this plan, you will be informed of the contents of the 
OSHA Hazard Communication Standard, the properties of the chemicals and materials 
you work with, safe handling procedures, and measures and methods to protect 
yourself and others from these materials and chemicals.  
 
This plan applies to all enterprises of the City and Borough of Juneau where you may 
be exposed to hazardous chemicals or materials under normal working conditions or 
during an emergency situation. Copies of this plan are available at each operational 
location and on the CBJ website and are available for review  by any interested 
employee.  
 
Each operations facility will designate a person responsible for coordinating aspects of 
this plan for that location. They are responsible to review and date the plan annually 
which must be signified by a date and signature.  
 
Container Labeling 
 
 Container Labeling shall be consistent with the new Globally Harmonized System 
requirements reflected in revised OSHA Standards 1910.1200 as of May 25, 2012. 
 
Each facilities designated coordinator will verify that all containers received for use will 
be clearly labeled as to the contents, note the appropriate hazard warning and list the 
manufacturer’s name and address.  
 
That person shall also ensure that any secondary containers used are labeled with 
either a manufacturers copy of the original containers label or with a compliant 
secondary container label consistent with OSHA Standards reflecting incorporation of 
the Globally Harmonized System.  
 
List of all containers and their locations on site.   
 
Process containers. 
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 Container locations.  
Primary containers from manufacturers. 
 Container locations.  
Secondary containers.  
 Container locations.  
 
The Labeling System 
 
We are using an in-house labeling system that relies on (describe any in-house system 
which uses numbers or graphics to convey hazard information). 
 
 The (name of responsible person and/or position) will review the company labeling 
procedures every (provide a time period) and will update labels as required. 
 
3. Material Safety Data Sheets (MSDSs) 
 The (name of responsible person and/or position) is responsible for establishing and 
monitoring the company MSDS program. He/she will ensure that procedures are 
developed to obtain the necessary MSDSs and will review incoming MSDSs for new or 
significant health and safety information. He/she will see that any new information is 
communicated to affected employees. The procedure below will be followed when an 
MSDS is not received at the time of initial shipment: 
 
(Describe procedure to be followed here) 
 
Copies of MSDSs for all hazardous chemicals to which employees are exposed or are 
potentially exposed will be kept in (identify location). 
 
 MSDSs will be readily available to all employees during each work shift. If an MSDS is 
not available, contact (name of responsible person and/or position). 
 
 MSDSs will be readily available to employees in each work area using the following 
format: 
 
(Describe company format here) 
 
Note: If an alternative to paper copies of MSDSs is used, describe the format and how 
employees can access them. 
 
 When revised MSDSs are received, the following procedures will be followed to replace 
old MSDSs: 
(Describe procedures) 
 
4. Employee Training and Information 
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 (Name of responsible person and/or position) is responsible for the Hazard 
Communication Program and will ensure that all program elements are carried out. 
 
 Everyone who works with or is potentially exposed to hazardous chemicals will receive 
initial training on the hazard communication standard and this plan before starting 
work. Each new employee will attend a health and safety orientation that includes the 
following information and training:  
An overview of the OSHA hazard communication standard  
The hazardous chemicals present at his/her work area  
The physical and health risks of the hazardous chemicals  
Symptoms of overexposure  
How to determine the presence or release of hazardous chemicals in the work area  
How to reduce or prevent exposure to hazardous chemicals through use of control 
procedures, work practices and personal protective equipment  
Steps the company has taken to reduce or prevent exposure to hazardous chemicals  
Procedures to follow if employees are overexposed to hazardous chemicals  
How to read labels and MSDSs to obtain hazard information  
Location of the MSDS file and written Hazard Communication program  
Prior to introducing a new chemical hazard into any section of this company, each 
employee in that section will be given information and training as outlined above for the 
new chemical hazard. The training format will be as follows: 
 
(Describe training format, such as audiovisuals, interactive computer programs, 
classroom instruction, etc.) 
 
 
5. Hazardous Non-routine Tasks 
 Periodically, employees are required to perform non-routine tasks that are hazardous. 
Examples of non-routine tasks are: confined space entry, tank cleaning, and painting 
reactor vessels. Prior to starting work on such projects, each affected employee will be 
given information by (Name of responsible person and/or position) about the hazardous 
chemicals he or she may encounter during such activity. This information will include 
specific chemical hazards, protective and safety measures the employee should use, 
and steps the company is taking to reduce the hazards, including ventilation, 
respirators, the presence of another employee (buddy systems), and emergency 
procedures. 
 
 Examples of non-routine tasks performed by employees of this company are: 
 
Task Hazardous Chemical 
____________________ 
____________________ 
____________________ 
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____________________  
____________________ 
____________________ 
____________________ 
 
 
6. Informing Other Employers/Contractors 
 It is the responsibility of (Name of responsible person and/or position) to provide other 
employers and contractors with information about hazardous chemicals that their 
employees may be exposed to on a job site and suggested precautions for employees. 
It is the responsibility of (Name of responsible person and/or position) to obtain 
information about hazardous chemicals used by other employers to which employees of 
this company may be exposed. 
 
 Other employers and contractors will be provided with MSDSs for hazardous chemicals 
generated by this company's operations in the following manner: 
 
(Describe company policy here) 
 
In addition to providing a copy of an MSDS to other employers, other employers will be 
informed of necessary precautionary measures to protect employees exposed to 
operations performed by this company. 
 
 Also, other employers will be informed of the hazard labels used by the company. If 
symbolic or numerical labeling systems are used, the other employees will be provided 
with information to understand the labels used for hazardous chemicals for which their 
employees may have exposure. 
 
7. List of Hazardous Chemicals 
 A list of all known hazardous chemicals used by our employees is attached to this plan. 
This list includes the name of the chemical, the manufacturer, the work area in which 
the chemical is used, dates of use, and quantity used. Further information on each 
chemical may be obtained from the MSDSs, located in (identify location). 
 
 When new chemicals are received, this list is updated (including date the chemicals 
were introduced) within 30 days. To ensure any new chemical is added in a timely 
manner, the following procedures shall be followed: 
 
(Identify procedures to be followed) 
 
The hazardous chemical inventory is compiled and maintained by (Name of responsible 
person and/or position and telephone number). 
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8. Chemicals in Unlabeled Pipes 
 Work activities are sometimes performed by employees in areas where chemicals are 
transferred through unlabeled pipes. Prior to starting work in these areas, the employee 
shall contact (Name of responsible person and/or position) for information regarding:  
The chemical in the pipes  
Potential hazards  
Required safety precautions.  
Include here the chemical list developed during the inventory. Arrange this list so that 
you are able to cross-reference it with your MSDS file and the labels on your containers. 
Additional useful information, such as the manufacturer's telephone number, an 
emergency number, scientific name, CAS number, the associated task, etc., can be 
included. 
 
9. Program Availability 
 A copy of this program will be made available, upon request, to employees and their 
representatives. 
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Lock Out - Tag Out Plan 
  
SCOPE 
 
The Occupational Safety and Health Administration (OSHA) Hazardous Energy Source 
(Lockout/Tagout) Standard 29 CFR 1919.147 covers the serving and maintenance of 
machines and equipment in which the unexpected energization or start-up of the 
machines or equipment or release of stored energy could cause injury to employees.  
This standard establishes minimum performance requirements for the control of such 
hazardous energy. 
 
PURPOSE 
 
The CBJ requires all authorized employees to utilize procedures for affixing appropriate 
lockout devices or tagout devices to energy isolating devices, and to otherwise disable 
machines or equipment to prevent unexpected energizations, start-up or release of 
stored energy in order to prevent injury to employees. 

 
This program establishes the minimum requirements for the lockout or tagout of energy 
isolating devices.  It shall be used to ensure that the machine or equipment is isolated 
from all potentially hazardous energy and locked out or tagged out before employees 
perform any servicing or maintenance activities where the unexpected energization, 
start-up or release of stored energy could cause injury. 
 
APPLICATION 
 
This program applies to the control of energy during servicing and/or maintenance of 
machines and equipment.  This program supplements the CBJ Confined Space Program.  
Servicing and/or maintenance which takes place during normal operations are covered 
by this program if: 
An employee is required to remove or bypass a guard or other  safety device; or 
An employee is required to place any part of his or her body into  an area on a machine 
or piece of equipment where work is actually    performed upon the material being 
processed or where An associated danger zone exists during a machine operating cycle. 
 
 
DEFINITIONS 
 
Affected Employee  
 
An employee (trained in lockout/tagout procedures) whose job requires him/her to 
operate or use a machine or equipment on which servicing or maintenance is being 
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performed under lockout or tagout, or whose job requires him/her to work in an area in 
which such servicing or maintenance is being performed. 

 
Authorized Employee 
 

An employee (trained in lockout/tagout procedures) who locks or implements a tagout 
system procedure on machines or equipment to perform the servicing or maintenance 
on that machine or equipment.  An Authorized employee and an affected employee may 
be the same person. 

 
Capable of Being Locked Out 
 
An energy isolating device is capable of being locked out if it has a hasp or other means 
of attachment to which, or through which, a lock can be affixed, or it has a locking 
mechanism built into it.  Other energy devices are capable of being locked out, if 
lockout can be achieved without the need to dismantle, rebuild, or replace the energy 
isolating device. 
 
Energized 
 
Connected to an energy source or containing residual or stored energy. 

Energy Isolating Device 
 

A mechanical device that physically prevents the transmission or release of energy, 
including but not limited to the following:  a manually operated electrical circuit 
breaker; a disconcert switch; a manually operated switch by which the conductors of a 
circuit can be disconnected from all ungrounded supply conductors and, in addition, no 
pole can be operated independently; a slide gate; a slip blind; a line valve; a block; and 
any similar device used to block or isolate energy.  The term does not include a push 
button, selector switch, and other control circuit type device. 

Energy Source 
 
Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other 
energy to include water. 

Hot Tap 
 
A procedure used in the repair maintenance and services activities which involves 
welding on a piece of equipment under pressure, in order to install connections. 

Lockout 
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The placement of a lockout device on an energy isolating device, in accordance with 
established procedures, ensuring that the energy isolating device and the equipment 
being controlled cannot be operated until the lockout device is removed. 

 
Lockout Device 
 

A device that utilizes a positive means such as a lock, either key or combination type, to 
hold an energy isolating device in the safe position and prevent the energizing of a 
machine or equipment.  

 
Normal Production Operations 
 

The utilization of a machine or equipment to perform its intended production function. 

 

Servicing/Maintenance  
 
Workplace activities such as construction, installing, setting up, adjusting, inspection, 
modifying, and maintaining and/or servicing machines or equipment.  This can include 
lubrication, cleaning or unjamming machines or equipment and making adjustments or 
tool changes, where the employee may be exposed to the unexpected energization or 
startup of the equipment or release of hazardous energy. 

 

Setting Up 
 
Any work performed to prepare a machine or equipment/areas to perform its normal 
operation. 

 
Tagout  
 

The placement of a tagout device on an energy isolating device, in accordance with 
established procedures, to indicate that the energy isolating device and the equipment 
being controlled may not be operated until the tagout device is removed.  

 

Tagout Device 
 
A prominent warning device, such as a tag and a means of attachment, which can be 
securely fastened to an energy isolating device in accordance with established 
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procedures, to indicate the energy isolating device and the equipment being controlled 
may not be operated until the tagout device is removed. 

SUPERVISOR RESPONSIBILITIES 

Each supervisor shall ensure all new employees receiving appropriate training regarding 
the provisions and requirements of this program. 

Each supervisor will enforce compliance with this program including the use of 
disciplinary action where/when necessary. 

Supervisors shall assure that lockouts and/or tagouts are provided to each authorized 
employee. 

Supervisors shall perform annual inspections of this program to ensure the program is 
in compliance with the standard. All affected employees will be briefed on this 
inspection. 

The review must be conducted by a person other than the employee using the energy 
control.  

If/when discrepancies are noted, all affected employees will be briefed as to the hazard 
and the corrective action. 

When logout/tagout is used for energy control, all employees must be included in the 
review. 

EMPLOYEE RESPONSIBILITIES 

 
All employees must comply with this program. 
Each authorized employee will coordinate with their supervisor and other affected co-
workers (buddy system) whenever there are any questions regarding their safety. 
Authorized employees will obtain and properly care for their lockout/tagout devices.  
Authorized employees will conduct surveys to locate and identify all devices to be 
isolated to be certain which switch(s) or other energy isolating devices apply to the 
equipment to be locked or tagged out.  MORE THAN ONE ENERGY SOURCE (electrical, 
mechanical, or others] MAY BE INVOLVED. 
Authorized employees shall lockout or tagout all equipment during servicing and/or 
maintenance of machines and equipment. 
NO employee shall attempt to operate any switch, valve, or other energy isolating 
device when it is locked or tagged out except in accordance with accepted procedures. 

 
GROUP LOCKOUT OR TAGOUT 
 
An authorized supervisor will be designated for a set number of employees.  
The supervisor will identify the exposure status of individual group members with 
regard to the lock/tagout of the machine or equipment.  
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Each individual employee will continue to affix a personal lockout or tagout device as 
required. 
 
TRAINING - COMMUNICATION 
 
The appropriate supervisor will provide training to ensure that the purpose and function 
of this program is understood by employees and that the knowledge and skills 
necessary for the safe application, usage and removal of the energy controls are 
acquired by the employees.  Training will include;  

Recognition/identification of hazardous energy sources to include the type and 
magnitude and the methods and means necessary for energy isolation and control. 
 
Purpose and use of the energy control procedure. 
All other personnel/employees who may work in the affected area shall be instructed 
about the procedure, and about the prohibition relating to attempts to restart or 
reenergize machines or equipment which are locked or tagged out.  
Retraining is accomplished; 
 
When there is a change in job assignments, change in machines/equipment/processes 
that present a new hazard or when there is a change in energy control procedures. 
When the supervisor and/or other employees feel there are unauthorized deviations  
from or inadequacies in the use of the program. 
 
NOTE:  When the tagout system is used, the training of limitations must be included; 

Tags are warning devices and do not provide the physical restraint on those devices 
that is provided by a lock. 
Tags are never to be removed except by the authorization of the authorized person 
responsible for it. 
Tags are never to be by-passed, ignored, or otherwise defeated. 
Tags must be legible and understood by all persons in the affected area. 
Tags must be made of material which will withstand the environmental conditions 
encountered in the workplace. 
As tags can evoke a false sense of security, their meaning and importance must be 
understood as part of the overall energy control program.  
Tags must be securely fastened to the energy isolating devices. 
 
LOCKOUT - TAGOUT PREPARATION/SEQUENCE 
 
Procedure/Sequence should follow those steps in the attached Application for Energy 
Control - Lockout/Tagout (checklist) and the instructions as contained in this program. 
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Deviations can be implemented if all affected employees are aware and the deviations 
do not compromise safety. 
 
CONTRACTOR PERSONNEL 
 
The CBJ employees (supervisors) and contractor must ensure that their employees are 
aware/comply with each others respective lockout or tagout procedures. 
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Respiratory Protection Plan 
 
PURPOSE 
 
This plan as part of the CBJ Personal Protective Equipment program outlines the policies 
to be followed by all personnel who will/may wear air purifying respirators (APR) or Self 
Contained Breathing Apparatus (SCBA) and those personnel who are responsible for 
ordering, storing and maintaining  respirators/SCBAs to include supervisors of these 
individuals. 
 
This plan will be readily available to all people affected.  
 
DIRECTIVES 
 
29 CFR 1910.134, applicable Alaska Department of Labor, and other directives 
(guidance) to include National Institute for Occupational Safety and Health (NIOSH) 
have been reviewed to determine specific objectives included in this plan. 
 
Manufacturer Instructions will be followed. 
 
RESPIRATOR/SCBA PROGRAM OBJECTIVES: 
(The term "respirator" unless otherwise indicated includes SCBA.)  
 

 Responsibilities 
 Hazard Identification 

 Hazard Assessment 
 Respirator - Cartridge Selection 
 Maintenance/Storage - APR 
 Maintenance/Storage - SCBA 
 Medical Surveillance 

 Respirator Use 
o Fit Testing 

 Respirator Training Program 
 Program Evaluation 

 
 
RESPONSIBILITIES 
 
The CBJ Risk Management Division ,  Safety Officer is responsible for;  
 

(1) Development of the CBJ Respirator Program/Plan. 
(2) Developing and conducting the respirator training program. 
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(3)  Evaluating respiratory hazards to include user factors for bas 
respirator selection. 

(4) Conducting respirator fit tests. 
(5) Advising supervisors/managers on when respirators will be worn. 
(6) Maintaining training and fit test records. 
  

b. Supervisors will; 
 

(1) Determine which employees require respirators. 
(2) Schedule and ensure employees receive necessary training and fit tests. 
(3) Provide adequate storage areas for respirators. 
(4) Ensure necessary inspections and maintenance of 

respirators are conducted. 
(5) Maintain training and fit test records. 

 
c. Wearers will; 
 

(1) Attend respirator training classes and fit testing. 
        (2) Inspect, maintain and store respirators in accordance with CBJ and    
      manufacturers instructions. 

(3) Request additional fit tests when facial features change and/or a weight 
gain/loss are experienced. Facial hair that interferes with the respirator seal will 
be removed. 

 
THE BUDDY SYSTEM SHOULD BE EMPLOYED WHEN RESPIRATORS ARE BEING WORN.    
 
V.  OBJECTIVES - IMPLEMENTATION 
 
a. Identification - Hazard Conditions 
 

(1) Two basic conditions must be considered when determining use of respirators. 
 

A. Geography and climatic conditions in Alaska can pose significant limitations. 
 

I Because of the close proximity to coastal waters and heavy rainfall, the 
wearer and supervisors must be cognizant of saturation (from 
humidity) of the cartridge materials. Increased resistance to inhalation 
of purified air can be expected. 

2 The use of SCBAs in temperatures -25F or below may void the 
manufacturers               warranty (see manufacturers instructions). 

3 All wearers must be alert to the possibility of freezing of the 
exhale/inhale valve assemblies. 
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4 Terrain, darkness, confined spaces, etc. can pose visibility and    
       physical wear problems while wearing respirators. 
 

B. The type of respiratory hazard must be considered. Four main categories 
can exist to      include; 
 

1 Oxygen deficiency 
2 Particulates 
3 Gas/Vapors 
4 Combination of all the above 

 
b. Hazard Assessment 
 

(I) Before any entry into a contaminated environment (or suspected contaminated 
area) can be made wearing a respirator, an initial assessment must be made to 
determine the actual/potential hazard(s). This is necessary for selecting the 
appropriate respiratory protection to be used or if Risk Management and 
supervisor(s) cannot identify or reasonably estimate the exposure,  
 the atmosphere shall be considered Immediately Dangerous to Life and Health 

(IDLH) which    requires a SCBA or Supplied Air Respirator (with auxiliary 
self-contained air supply). 
 

(2) This initial assessment includes determining; 
 

A. Identification of the contaminant 
B. Toxicity of the contaminant 
C. Permissible Exposure Limits 
D. Route(s) of Entry 
E. Confined Space Limitations 
F. Biological Effects - Individual Limitations 

 
c. Hazard Control 
 

(1) Engineering (Hazard) controls play a vital part in reducing  worker exposure to 
respiratory hazards. These controls include; 

 
A. Ventilating the area (mechanical - natural) 
B. Source removal (i.e. using forklift to place contaminant in over packs, use 

of sorbents, etc.) 
C. Remote sampling 
D. Minimize physical exposure to toxic substance 
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(2) Even if engineering controls are in place and the toxic  substance is removed, 
employees must    continue to be alert for the recurrence of toxic vapor, mist 
and/or gasses. 
 
d. Respirator - Cartridge Selection 
 

(1) Respirator Selection 
 

A. Respirator (and cartridge) selection will be based on the  following; 
 
1. Safe area with respirable air for installation/changing  
2. Type of hazard 
3. Hazard operation and/or process 

 
B. The Risk Management Division and departments will select only those 

respirators to include respirators used for escape from IDLH atmospheres, 
that are approved by the National Institute of Occupational Safety and 
Health (NIOSH). 

C. The Risk Management Division will provide for each wearer, a minimum of 
two       manufacturer's brands (during fit testing) for the wearer's 
choice/selection. 

D. Appropriate "nose cups" must be installed in all respirators to include 
SCBAs. 

E. Only full or half-facepiece, PAPRs, air purifying respirators and/or self-
contained breathing apparatus will be worn by CBJ employees.   

F. Respirator - Cartridge selection will be based on the following 
 

(2) Cartridge Selection 
 
A. Cartridge selection is based on the specific hazard, hazard operation and  

permissible      exposure limit (PEL)/threshold limit values (TLVs) and 
approval by NIOSH. 

B. Cartridges are color coded with the specific contaminant data printed on 
the cartridge.      READ THE WRITTEN DATA FIRST AND THEN MATCH 
THE WRITTEN DATA TO            THE COLOR TO DETERMINE IF THE 
CARTRIDGE IS THE CORRECT ONE TO 

USE.  If there is a conflict between the written data and color code, discard 
(destroy) the cartridge(s). 

C. For protection against particulates, high efficiency particulate air (HEPA) 
filters certified by NIOSH (30 CFR part 11, 42 CFR part 84) will be used. 

 
(3) Cartridge Change Schedules 
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NOTE:  Most city/borough operations requiring use of respirators do not involve long 
periods of exposure (more than 2 hours). 
 

A. It can be very difficult to determine when to change cartridges due to break 
through/saturation of the cartridge material by the contaminant or possible 
physical deterioration of the cartridge material such as by absorption of 
water particles. 

B. Because the wearer may not recognize difficulty in breathing while wearing 
a respirator, the BUDDY system must be used. If the buddy senses that 
there is abnormal increase of breathing or other abnormal activity by the 
other employee, assume a breakdown/saturation  of the cartridge or 
respirator and leave (all individuals) the contaminated area.  

C. If increased breathing resistance is noted. - Leave the area, change 
cartridge.   

D. If the wearer senses an uncommon taste/odor. - Leave the area, change 
cartridge 

 
 (5) Limitations 
 

A. Oxygen deficient atmosphere 19.5% or below (air purifying respirators 
WILL NOT be      worn) 

B. Fogging (use of nose cups) 
C. Possible freezing of the exhaust valves 
D. Manufacturer Warranty Limitations (-25F for SCBA) 
E. Cartridge saturation (humidity - contaminant) 
F. Possible claustrophobia 

 G. Air purifying respirators will not be worn in contaminant concentrations 
above published National Institute of Occupational Safety and Health, 
Environmental Protection Agency,  Occupational Safety and Health 
Administration) Immediately Dangerous to Life and Health. 

H. If an employee wears corrective glasses or goggles or other PPE, the 
employer will ensure           that such equipment is worn in a manner that 
does not interfere with the seal of the             facepiece to the face of 
the user. 
 
e. Maintenance/Storage - Inspection (Air Purifying Respirators/Cartridges) 
 

(1) Inspection of respirators is the responsibility of the employee who is issued a 
respirator and     supervisor/custodian for stored respirators.  Inspection of 
respirators/cartridges will include the          following;  
 

A. Check all straps for pliability and connections 
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B. Check face piece to ensure there are no cracks. IF THE FACE PIECE  
IS/APPEARS TO     BE CRACKED, DISPOSE OF  IMMEDIATELY - DO NOT 
WEAR 

C. Check all rubber parts. IF PARTS APPEAR TO BE BRITTLE/CRACKED, 
DISPOSE OF     IMMEDIATELY - DO NOT WEAR 

D. Check inlet/exhale valves.   If they do not lay flat and appear brittle or 
discolored, replace     before wearing mask. 
 
NOTE: Only personnel who have been trained on use and care will perform any 

maintenance (other than cleaning/inspecting). 
 

E. Check canister/filters and if they appear to have been damaged or are 
misshapen.  DO NOT USE - DESTROY IMMEDIATELY. 

 
(2) Inspection Frequency 

 
A. Upon receipt of respirator 
B. Before each use 
C. After each use (cleaning/sanitizing) 
D. MONTHLY for respirators stored for emergency use 

 
(3) Maintenance/Storage 

 
A. Proper maintenance and storage is the responsibility of the individual issued 

a respirator and supervisor/custodian for stored respirators. 
B. DO NOT store respirators where temperature extremes can be expected or 

in areas of high            humidity. Protect against dust, sunlight, damaging 
chemicals and mechanical hazards. 

C. Store respirators in sealed bags. Do not stack one upon the other or in 
cramped spaces.  Store with the facepiece facing up and straps loose (do 
not stretch straps over the facepiece. 

D. For stored respirators, ensure all personnel who may require them know 
where and how to            issue them. 

E. Identify respirators as to the individual to whom it has been issued. 
 

(4) Cleaning and Sanitation 
 
NOTE:  If cartridges have been contaminated, dispose of as contaminated  waste. 

 
A. Remove canisters (destroy after use) 
B. Disassemble/inspected all parts to include valves. Replace as necessary. 
C. Thoroughly wash the face piece and mask components 

using normal dishwashing soap. Scrub with a sponge or soft brush. 
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D. Immerse components in a disinfecting solution for at least two minutes. 
E. Rinse thoroughly in warm water (important as the residue of the sanitizing 

solution can            cause dermatitis in some individuals.). 
F. Dry all components: inspect them again for any defects.  
G. Reassemble and store properly. 
H. Store in a plastic bag  
 
NOTE:  DO NOT STORE RESPIRATOR UNTIL IT IS COMPLETELY DRY! 

 
f. Maintenance/Storage - Inspection (Self Contained Breathing Apparatus 

{SCBA}). 
 
NOTE:  ENSURE (from air provider) THAT ONLY GRADE D AIR IS USED. 
 

(1) Maintenance performed on any self-contained Breathing Apparatus WILL ONLY 
BE      ACCOMPLISHED BY MANUFACTURER APPROVED PERSONNEL 
except as noted. 
 

A. CBJ employees, who have been trained in SCBA use, may change air tanks 
in accordance     with manufacturers written instructions and as taught in a 
Risk Management certified      training course. 

B. Department personnel will clean/sanitize face pieces as noted for air 
purifying respirators. 
 

(2) SCBAs will be stored in the same manner as air-purifying respirators except the 
SCBA may be    stacked if in an authorized carrying/storage cases as allowed by 
the manufacturer. 
 

(3) SCBAs will be inspected monthly; 
 

A. Check for tank leakage. If leakage is found, notify Risk 
Management/Supervisor.   DO NOT USE LEAKING TANKS. 

B. Check hydrostatic test dates. Steel tanks MUST be hydrostatically tested 
every five (5)      years. Fiber coated tanks MUST be tested every three  
(3) years. DO NOT USE TANKS     WHICH HAVE EXPIRED TESTS.     

C. Notify Risk Management for test instructions. 
D. Inspect hoses, face piece and regulators for evidence of damage/wear.  

Face pieces will be     inspected with the same criteria as for air purifying 
respirators. 
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g. Medical Surveillance for personnel will be in accordance with  current federal/state 
Occupational   Safety and Health Administration  29CFR 1910.134,  Appendix C.  
This examination  may be 

thru the use of a OSHA Respirator Medical Evaluation Questionnaire maintained by 
the Risk   Management Division. 
 

 (1)  Provisions for utilizing this questionnaire are as follows 
 

A. The employee will complete the questionnaire during normal  working 
hours, or at a time and place that is convenient to him/her. B.  The 

employer or supervisor     must  not look at or review the employee's 
answers (replies). 

B. The employee will be given an envelope (sealable) in which to place the 
completed              questionnaire and told how to deliver or send this 
questionnaire to the health care       professional who will review it. 

C. Questions 10 to 15 must be answered by each employee who has been 
selected to use either a fullface respirator or a self contained breathing 
apparatus (SCBA). 

D. If a positive response is given to any question among questions 1 
through 8 in Section 2, Part A of the questionnaire, the PLHCP     

            will/may notify CBJ Risk Management that a follow-up medical 
examination is necessary. 

F. Part B of the questionnaire and other questions not listed, may be added at 
the discretion of the health care professional. 

 
(2) The PLHCP will;  (the PLHCP will only include the following  information 

paragraph A. - E.) 
 

A. Notify the Risk Management Division (who will in turn notify the supervisor) 
in writing, of his/her recommendations regarding the employee's ability to 
use the respirator. 

B. Provide any limitations related to the medical condition or  relating to the 
workplace      conditions in which the respirator will be used. 

C. State whether or not the employee is medically able to use the respirator. 
D. Inform Risk Management the need, if any, for follow-up medical evaluations 

and a             statement that he/she (PLHCP) has provided the employee 
with a copy of the PLHCP's      written recommendation. 

 E. The PLHCP may approve wear of respiratory protections under certain 
conditions. 
 

(3) Additional Medical Evaluations will be provided by CBJ when;  
 

A. An employee reports medical signs or symptoms that are related  to 
the ability to use a respirator. 
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B. The PLHCP or supervisor informs Risk Management that an employee needs 
to be              reevaluated. 

C. Observations are made during fit testing such as shortness of breath, 
difficulty in breathing or other irregular symptom.  

D. A change occurs in workplace conditions such as wearing protective 
clothing, increased            work effort, temperature, etc..  
 

(4) Employees who choose to wear respirators when not required  under this 
standard (such as for comfort) must notify the Risk Management division and; 

 
 
A. Read and heed all instructions provided by the manufacturer on use, 

maintenance, cleaning  and care, and warnings regarding the respirators 
limitations. 

B. Choose respirators certified for use to protect against the contaminant of 
concern by the            National Institute for Occupational Safety and health. 

C. Do not wear the respirator into atmospheres containing contaminants for 
which the             respirator is not designed to protect.  
 
h. Respirator Use 
 

(1) Regardless of the type of respirator, little protection will be afforded to the 
wearer if the respirator does not fit properly. 

 
(2) It is essential that each wearer understand the capability of the 

respirator/cartridge that he/she    will be wearing. 
 

(3) Several factors determine the fit of each employee's  respirator. 
 

A. Facial hair (must not interfere with the respirator seal). 
B. Wear of dentures. 
C. Weight loss/gain. 
D. Facial surgery 

 
(4) An additional factor that will determine respirator fit will  include "comfort".  

The wearer must          feel comfortable - therefore, more than one brand of 
respirator will be offered. 
 

(5) A wash area will be established in order that employees leaving the respirator 
use area can wash their skin areas and respirator facepieces to prevent eye or 
skin irritation associated with respirator use or if they suspect skin 
contamination or to replace canister/filters. 

 
I. Immediately Dangerous to Life and Health (IDLH) Atmosphere Procedures 
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(1) For purposes of respiratory protection, an IDLH atmosphere is an atmosphere 

that poses an     immediate threat to life (deficient oxygen or toxic 
substance atmosphere), would cause      irreversible adverse health 
effects or would impair an individuals ability to escape from a     dangerous 
atmosphere.   
 

(2) Risk Management will be notified whenever an IDLH atmosphere exists to is 
suspected to exist.  

 
A. An atmosphere containing <19.5% O2 or >23.5% O2. 
B. Atmospheres with a PEL reading requiring wear of a Self-Contained 

Breathing       Apparatus. 
 

(3) No individual will enter an IDLH area until approved by Risk Management or 
supervisor.  
 

(4) If entry into a IDLH atmosphere is required; 
 
  A. A qualified attendant with appropriate PPE, emergency retrieval equipment 

and SCBA will be stationed outside the area for communication and rescue 
assistance (when approved by the supervisor for entry into the area). 

B. Communication with all employees must be maintained. 
C. Appropriate rescue personnel (normally the fire department) are notified 

and provided with all necessary data concerning the entry. 
  

(4) IDLH respirator selection; 
 

A . Only a full facepiece, positive pressure, pressure demand supplied-air 
respirator certified by NIOSH for a minimum life of 30 minutes or 

B. A combination fullface piece, positive pressure, pressure demand supplied-
air respirator            with auxiliary self-contained air supply will be worn. 
 

(5) Air purifying respirators will not be worn in an IDLH atmosphere. 
 

j. Fit Testing 
 

(1) Any CBJ employee who is required to use any respirator (negative/positive 
pressure tight fitting face piece), must be fit tested and successfully complete 
the fit test prior to initial use of the respirator. 

 
(2) Fit testing will be required annually. 

 
(3) Supervisors will identify and notify Risk Management of those  employees 
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and Position Control Number (P.N.) which will require fit testing.  
 

(4) The Risk Management Division will; 
 

A. Conduct the fit test, utilizing a quantitative fit tester device. The fit 
test will be administered following the manufacturers and 
Occupational Safety and Health Administration guidelines. 

B. Establish a fit test schedule. 
C. Notify supervisors for scheduling personnel. 
D. Provide a certificate of completion for each employee. A letter  will 

be sent to the supervisor indicating the fit test result. 
 
k. Respirator Training Program 
 

(1) Respirator training will be administered to all personnel involved in the 
respirator program to include supervisors. 

 
(2) Respirator Training will be conducted prior to issuance of respirators. 

Training will also be included during fit tests. 
(3) Refresher training will be conducted annually. 

 
(4) Specific training objectives include 

 
A. Effects of toxic substances on the respiratory/CNS 
B. Engineering controls 
C. Types and use of air purifying respirator cartridges/filters  
D. Types of air supplied apparatus 
E. Respirator inspection 
F. Respirator components 
G. Limitations 

 
1. Psychological effects 
2. 02 deficient atmosphere <19.5% 
3. Fogging of facepiece, freezing of exhaust valves 
4. Cartridge degradation 

   
  H. Cartridge replacement – For most uses, cartridges will be replaced after 
each use. 
 

I. Don - Doff procedures 
 

1.    Don 
2. Securing/adjusting the respirator 
3. Positive - Negative pressure checks 
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4. Continuous wear (5 minutes) to determine comfort and limitations   
       such as restricted breathing, fogging, etc.. 

5. Doff (chin first, up, over head towards rear) 
 

J. Cleaning - Storage 
 
l. Program Evaluation 
 

(1) Employees will be included in respirator decision making.  
 

(2) Employees will be allowed to change their respirator  preference at 
their discretion. 

 
(3) The Risk Management Division will continually monitor the effectiveness of  this 

program     through case studies, attendance at technical training courses 
and review of technical      publications (private and government). 
 

(4) Risk Management Safety Officers during visits to Departments  will; 
 

A. Inspect assigned respirators to; 
 

1.    Evaluate employee respirator proficiency (care/use) 
2. Determine respirator serviceability 

 
B. Document noted discrepancies with a copy left with the appropriate 

supervisor and              employee. 
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Confined Space Entry Plan 
 
Workplaces: Various (See list) 
 
CBJ enterprises maintain numerous confined space installations in the community. For 
the purpose of maintaining these confined spaces, it is necessary for workers to enter 
these spaces with their extremities, with part, or all of their body to conduct work. 
Some of these spaces may fit the criteria for Permit Required Confined Spaces as 
described by OSHA Standards in 1910.146 for General Industry. Those criteria are as 
follows:  
 

"Permit-required confined space (permit space)" means a confined space that 
has one or more of the following characteristics:  

 
 (1) Contains or has a potential to contain a hazardous atmosphere;  

 
  (2) Contains a material that has the potential for engulfing an entrant;  
 

(3) Has an internal configuration such that an entrant could be trapped or 
asphyxiated by inwardly converging walls or by a floor which slopes downward 
and tapers to a smaller cross-section; or  

 
(4) Contains any other recognized serious safety or health hazard. Potential 
hazards:  

 
Where confined spaces are likely to be exposed to measurable vehicle exhaust, 
downward/downstream flowing or wafted vehicle exhaust, flammable or toxic fumes, or 
oxygen deficient atmosphere, they shall be deemed permit required confined spaces.  
 
Where confined spaces contain a material, such as sediment, that has the potential to 
engulf an entrant, they shall be deemed Permit Required Confined Spaces. 
 
Where confined spaces have internal configurations such that an entrant could be 
trapped or asphyxiated by inwardly converging walls or by a floor which slopes 
downward and tapers to a smaller cross-section they shall be deemed Permit Required 
Confined Spaces.  
 
Where confined spaces contain any other recognized serious safety or health hazard, 
they shall be deemed Permit Required Confined Spaces. Each confined space shall be 
evaluated by a qualified person on every entry occasion. A qualified person is an 
employee that has received appropriate hazard recognition training and is authorized to 
make the correct determination. 
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A. ENTRY WITHOUT PERMIT/ATTENDANT 
 
1. Certification. Confined spaces may be entered without permitting or attendant 
provided they can be maintained in a safe condition for entry by mechanical or passive 
ventilation alone as provided by 1910.146(c)(5) as determined by an appropriately 
trained worker.  

 
All spaces are Permit-Required Confined Spaces until the pre-entry procedures and 
evaluation demonstrate otherwise. Any employee required or permitted to pre-check 
or enter an enclosed/confined space shall have successfully completed, as a minimum, 
the training as required by the following sections of these procedures. A written copy 
of operating and rescue procedures as required by these procedures shall be at the 
work site for the duration of the job. The Confined Space Pre-Entry Check List must be 
completed by the LEAD WORKER before entry into a confined space. This list verifies 
completion of items listed below. This check list shall be kept at the job site for 
duration of the job. If circumstances dictate an interruption in the work, the permit 
space must be re-evaluated and a new check list must be completed. 

 
2. Control of atmospheric and engulfment hazards. 
 
Pumps and Lines. All pumps and lines which may reasonably cause contaminants to 
flow into the space shall be disconnected, blinded and locked out, or effectively 
isolated by other means to prevent development of dangerous air contamination or 
engulfment. Not all laterals to sewers or storm drains require blocking. However, 
where experience or knowledge of industrial use indicates there is a reasonable 
potential for contamination of air or engulfment into an occupied sewer, then all 
affected laterals shall be blocked. If blocking and/or isolation requires entry into the 
space the provisions for entry into a permit-required confined space must be 
implemented.  

 
3. Surveillance. The surrounding area shall be surveyed to avoid hazards such as 
drifting vapors from the tanks, piping, or sewers. 

 
4. Testing. The atmosphere within the space will be tested to determine whether 
dangerous air contamination and/or oxygen deficiency exists. Detector tubes, alarm 
only gas monitors and explosion meters are examples of monitoring equipment that 
may be used to test permit space atmospheres. Testing shall be performed by the 
LEAD WORKER who has successfully completed the Gas Detector training for the 
monitor he will use. The minimum parameters to be monitored are oxygen deficiency, 
LFL, and hydrogen sulfide concentration. A written record of the pre-entry test results 
shall be made and kept at the work site for the duration of the job. The supervisor will 
certify in writing, based upon the results of the pre-entry testing, that all hazards have 
been eliminated. Affected employees shall be able to review the testing results. The 
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most hazardous conditions shall govern when work is being performed in two 
adjoining, connecting spaces. 

 
5. Entry Procedures. If there are no non-atmospheric hazards present and if the pre-
entry tests show there is no dangerous air contamination and/or oxygen deficiency 
within the space and there is no reason to believe that any is likely to develop, entry 
into and work within may proceed. Continuous testing of the atmosphere in the 
immediate vicinity of the workers within the space shall be accomplished. The workers 
will immediately leave the permit space when any of the gas monitors alarm set points 
are reached as defined. Workers will not return to the area until a SUPERVISOR who 
has completed the gas detector training has used a direct reading gas detector to 
evaluate the situation and has determined that it is safe to enter. 

 
6. Rescue. Arrangements for rescue services are not required where there is no 
attendant. See the rescue portion of section B., below, for instructions regarding 
rescue planning where an entry permit is required. 

 
B. ENTRY PERMIT REQUIRED 
 
1. Permits. Confined Space Entry Permit. All spaces shall be considered permit-
required confined spaces unless pre-entry procedures demonstrate otherwise. Any 
employee required or permitted to pre-check or enter a permit-required confined 
space shall have successfully completed, as a minimum, the training as required by the 
following sections of these procedures. A written copy of operating and rescue 
procedures as required by these procedures shall be at the work site for the duration 
of the job. The Confined Space Entry Permit must be completed before approval can 
be given to enter a permit-required confined space. This permit verifies completion of 
items listed below. This permit shall be kept at the job site for the duration of the job. 
If circumstances cause an interruption in the work or a change in the alarm conditions 
for which entry was approved, a new Confined Space Entry Permit must be completed. 

 
2. Control of atmospheric and engulfment hazards. Confined spaces that have 
any measurable atmospheric hazards shall be ventilated either passively or 
mechanically in order such that atmospheric hazards are neutralized prior to entry. If 
atmospheric hazards cannot be neutralized, the confined space may not be entered.  

 
3. Surveillance. The surrounding area shall be surveyed to avoid hazards such as 
drifting vapors from vehicles, boats, tanks, piping or sewers. 

 
4. Testing. The confined space atmosphere shall be tested to determine whether 
dangerous air contamination and/or oxygen deficiency exists. A direct reading gas 
monitor shall be used. Testing shall be performed by an employee who has 
successfully completed the gas detector training (during confined space entry training) 
for the monitor they will use. The minimum parameters to be monitored are oxygen 
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deficiency, LFL and hydrogen sulfide concentration. A written record of the pre-entry 
test results shall be made and kept at the work site for the duration of the job. 
Affected employees shall be able to review the testing results. The most hazardous 
conditions shall govern when work is being performed in two adjoining, connected 
spaces. 

 
5. Space Ventilation. Mechanical ventilation systems, where applicable, shall be set 
at 100% outside air. Where possible, open additional access points to increase air 
circulation. Use portable blowers or vacuums where applicable to augment natural 
circulation if needed. After a suitable ventilating period, repeat the testing. Entry may 
not begin until testing has demonstrated that the hazardous atmosphere has been 
eliminated. 

 
6. Prohibited Entry Conditions. Under the following circumstances a confined space 
may not be entered. 1.) Testing demonstrates the existence of dangerous or deficient 
conditions and additional ventilation cannot reduce concentrations to safe levels; 2.) 
The atmosphere tests as safe but unsafe conditions can reasonably be expected to 
develop. 

 
7. Training and Rescue. If at any time there is any questionable action or non-
movement by the worker inside a confined space, a verbal check must be made and 
no attending personnel may enter the confined space. If there is no response from the 
verbal check, call 911 immediately. If the worker is disabled due to falling or impact, 
he/she shall not be removed from the confined space unless there is immediate 
danger to his/her life. A standby worker may only enter the confined space in case of 
an emergency after 911 emergency services have been notified and only when 
atmospheric testing and mechanical ventilation can rule out a hazardous atmosphere 
as being the cause for the entrant’s inability to respond. Also, an attendant may never 
enter a confined space unless relieved by another qualified worker. An appropriate 
extraction harness with attached lifeline shall be used by all workers entering the 
space with the free end of the line secured outside the entry opening. The standby 
worker shall attempt to remove a disabled worker via his lifeline before entering the 
space. 

 
When practical, these spaces shall be entered through side openings -- those within 3 
1/2 feet (1.07 m) of the bottom. When entry must be through a top opening, the 
safety belt shall be of the harness type that suspends a person upright and a hoisting 
device or similar apparatus shall be available for lifting workers out of the space. 

 
In any situation where their use may endanger the worker, use of a hoisting device or 
safety belt and attached lifeline may be discontinued. 
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When dangerous air contamination is attributable to flammable and/or explosive 
substances, lighting and electrical equipment shall be Class 1, Division 1 rated per 
National Electrical Code and no ignition sources shall be introduced into the area. 

 
Continuous gas monitoring shall be performed during all confined space operations 
where there is any reason to believe a harmful atmosphere may exist or a harmful has 
existed previously according to monitoring records. If alarm conditions change 
adversely, entry personnel shall exit the confined space and a new confined space 
permit issued. 

 
8. Rescue. Where immediate hazards to injured personnel are present, workers at the 
site shall implement emergency procedures to fit the situation. 

 
Training 
 
For the purposes of training CBJ personnel in confined space entry, all concerned 
employees must master the following through reading and practical exercise: 

 

 CBJ Facility Specific Confined Space Entry Program 
 OSHA Standards for General Industry Permit Required Confined Spaces 
 Portable Gas Monitoring and Detection Meter Operation 
 Retrieval Harness Use, Wear, and Care 
 Retrieval Equipment Operation 

 Confined Space Hazard Recognition 
 Confined Space Certification (Permit or Non) 
 Confined Space Entry Permit Completion and Use 

 
In order to satisfy the requirements for training, the associated materials must be 
distributed to each employee for study. After reading the associated materials, each 
employee will attend a training session whereby the confined space entry process is 
discussed and simulated to ensure that all affected personnel understand confined 
space entry as required. The training session will consist of a discussion of the 
regulations, this program, portable gas monitor hardware use and care, harness and 
retrieval use and care, hazards and combating them, the use and completion of entry 
permits. Each attendant shall be designated as an authorized attendant and entrant by 
virtue of their participation in this training. Each training session must be accompanied 
by a completed sign-in sheet.   
 
All trained, confined space entry personnel shall also be trained to conduct confined 
space rescue. This includes current First Aid and CPR certification. It includes 
proficiency with rescue equipment and methods appropriate for the concerned confined 
spaces including annual training whereby a simulated rescue is conducted such that it is 
closely representative of an actual rescue. In the event that an entrant requires rescue 
in an actual confined space entry, attending personnel must call 911 before undertaking 
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any appropriate rescue efforts. Rescue efforts may not endanger rescuers, meaning PPE 
sufficient to protect rescuers from hazards they are trained to recognize and contend 
with must be used. If the hazards present in the confined space exceed the rescuers 
training and personal protective equipment, employees may not proceed with rescue 
and must wait for emergency services to arrive.  
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Confined Space Entry Permit (retain for a minimum of 1 year for records) 
 
Section 1 Location. Describe or identify the exact space or location of the space. 
_______________________________________________________________________
_______________________________________________________________________ 
 
Section 2 Date and Authorized Duration of Entry _____/_______/_______    
    Authorized Start Time _____________ 
     Authorization Valid Until _____________ 
 
Section 3 Authorizing Employee ____________________ 
 Entry Supervisor (if Different than Authorizing Employee) _________________ 
 
Section 4 Authorized Entrants and Attendants 
 
Entrants    Time of Entry/Exit  Attendants  
  
________________________ ________ ________ _____________________ 
________________________ ________ ________ _____________________ 
________________________ ________ ________ _____________________ 
 
5. Purpose of Entry _______________________________________________________ 
 
6. Hazards and Potential Hazards 
 
Hazard_________________________ Control ________________________ 
Hazard_________________________ Control ________________________ 
Hazard_________________________ Control ________________________ 
 
7. Atmospheric Testing. Meter Used ________________ Initials of Tester ___________ 
 Results. O2_____________ H2S___________ LFL/LEL_______________ 
 
8. PPE Used for this entry (circle all that apply)  Safety Glasses Harness 
Ear Protection Hardhat  Respiratory Protection Gloves  Boots 
 Other ____________________________________________________________ 
 
9. Communication (Circle which apply) Voice  Radio  Phone 
 
 
In the event of an emergency, DIAL 911 from any applicable cell phone or nearest 
other phone. 
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The following is a list of confined spaces that may be serviced by CBJ personnel of the 
plans title division. They may include non-permit required confined and permit required 
confined spaces depending on changing conditions.  
 
Location descriptions must be exact. For example: 
 

“23’ due west of the center of the intersection of Oak Street and 3rd Avenue and 
thirteen feet east of the fire hydrant directly in front of the porch for the house 
at 2446 Oak Street.” 

 
This leaves little room for confusion, and while everyone might know on any given day 
where “The Oak Street catch basin” is on a given day, that is no guarantee that on 
another day the same will be true, and exacting location descriptions may be important 
for safety.   
 
It should also be noted that location numbers may  
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Hot Work Plan  

 
Purpose 
 
This plan is designed to minimize or eliminate fire hazards associated with hot work 
operations.  
 
Scope 
 
This program applies to all persons conducting Hot Work on city owned or leased 
property.  
 
Hot work - Hot work is considered welding, soldiering, cutting, brazing, grinding, use 
of asphalt / tar kettle(s), or other work that might create sufficient heat or spark which 
could start a fire.  
 
Hot work shall not be conducted in any area other than those specifically intended and 
designed for conducting said work unless the area has been inspected and a Hot Work 
Permit issued to the person(s) who will be conducting the actual work. 
 
Only approved and inspected hot work apparatus in good working condition may be 
used. 
 
Manufacture's procedures must be followed with respect to the sequence of operations 
for lighting torches or striking arcs. 
 
Only acetylene tanks that have been in the vertical position for a minimum of 2 hours 
may be used. 
 
Torches must be pointed away from people and combustible materials when igniting. 
 
Torches may only be lit with a friction lighter or stationary pilot flame.  
 
When equipment is not going to be used for periods of 30 minutes or more or when left 
unattended the equipment will be shut off. When torch cylinders are not in use for 
more than 24 hours, valves must be closed, regulators must be removed, and valve 
caps installed. 
 
Only people who are trained and proficient may conduct hot work. Trainees may 
perform work only when their trainer or supervisor is in the immediate area.  
 
Permits will be issued by the manager of the facility or other designated individuals only 
after conducting a visit of the work site and ensuring the area is fire safe and/or 
providing the necessary instructions to ensure such safety. 
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The signed permit authorizing the work will be readily available in the immediate area 
where the hot work is being conducted. 
 
Permits are issued for twelve hours only. However, in areas where the work will be 
ongoing for an extended period of time permits can be issued for periods not to exceed 
seventy-two hours as long as the work or situational factors do not change.  
  
Where sprinkler protection exists it will be fully operational while hot work is being 
performed and the proper fire extinguishing equipment will be readily available. 
 
Where possible all combustible materials located within 35 feet of the operation will be 
removed.  
 
Hot work will never be conducted within 50 feet of flammable liquids (flashpoint below 
100 degrees F. 
 
Whenever there are cracks or other floor openings that can not be closed or covered 
within 35 feet of the hot work precautions may be directed by the safety  inspector, 
dependent on the situation to remove or otherwise protect combustible materials on the 
floor below that may be exposed to sparks. The same precautions will be observed with 
regard to cracks or openings in walls, open doorways, and open or broke windows. 
 
Combustible floors and other interior finishes must be kept wet or protected by fire 
resistant shielding. Where floors have been wet down or shielding put down rigid 
control will be exercised over the grounding of equipment. In addition, personnel shall 
be protected from possible shock. Appropriate controls must be exercised against slips 
and falls on any wet surfaces. 
 
A fully charged and operable fire extinguisher(s), appropriate for the work must be kept 
in the immediate work area at all times while hot work is in progress.  
 
Fire watch procedures will be implemented whenever hot work is being conducted 
within 35 feet of combustible materials regardless of the protection provided. A 
qualified person proficient in the operation of available fire extinguishing equipment and 
knowledgeable of emergency reporting procedures will observe the hot work area. Their 
responsibility is to detect and prevent the spread of fire produced by the hot work. An 
additional fire watcher may be required to observe areas that are hidden from the view 
of a single fire watcher (other side of partition, walls, ceilings, etc). 
 
A fire watch shall be maintained for at least 60 minutes following the completion of the 
hot work to detect and extinguish possible smoldering fires. 
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Exposure Control Plan 
  
1. PURPOSE 
 

a. Any person may be considered at risk for exposure to blood borne pathogens 
such as the human immunodeficiency virus (HIV) and others if he/she chooses to 
render aid in a first aid or trauma incident involving another person.  It is up to 
the employee to decide whether or not to render first aid to the public or a fellow 
employee. 

 
b. Blood borne pathogens are disease-causing microorganisms that may be present 

in human blood as well as certain human body fluids such as saliva.  Blood is the 
most common source of HIV and HBV transmission in the workplace.  Other 
potentially infectious materials include feces, nasal secretions, urine and vomit. 

 
c. The purpose of their exposure control plan is to give direction to CBJ employees 

on how to protect themselves from infection while performing first aid and 
general maintenance and repair.  By understanding and then complying with the 
following (minimum) guidelines, it is possible to minimize, if not eliminate your 
risk of exposure. 

 
d. Each Department will amend this plan where necessary to meet their needs. 

 
2. EXPOSURE DETERMINATION 
 

a. An occupational exposure means reasonable anticipated skin, eye, mucous 
membrane, or parenteral contact with blood or other potentially infectious 
materials that may result from the performance of an employee’s duties. 

 
b. Source individuals include, but are not limited to, hospital and clinic patients; 

trauma victims; drug users and human remains. 
 

c. Employees of Wastewater treatment plants, Wastewater Collections, Capital 
Transit, Streets Divisions, Harbors, Parks & Recreation, Custodial staffs, Schools, 
Hospital, Fire and Police departments may be exposed to a bloodborne 
pathogen. 

 
d. Each department must identify those job classifications in which 

employees may have an occupational exposure.  These classifications 
must be part of the amendment to this plan.  Additionally, a list of all 
tasks and procedures in which occupational exposures may occur must 
be included. 

 
3. MODES OF TRANSMISSION 
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a. Blood borne pathogens can enter and infect the human body through openings 
in the skin.  Examples of skin openings are:  open cuts, nicks, skin abrasions, 
dermatitis and acne. 

 
b. Blood borne pathogens can enter and infect the human body through mucous 

membranes.  Examples of mucous membranes are:  the mouth, eyes and nose. 
 

c. Blood borne pathogens can enter and infect the human body through an 
accidental injury by a contaminated sharp object.  Examples of sharp objects 
that may be contaminated are:  hypodermic needles, exposed ends of dental 
wires and broken glass. 

 
 

4. UNIVERSAL PRECAUTIONS 
 

a. Treat all blood or other bodily fluids as though they are known to be infected 
with a blood borne pathogen.  Do not allow blood or other body fluids 
to come into contact with skin or mucous membranes.  

 
b. Do not perform work on or in any potentially contaminated equipment or 

facilities without FIRST donning personal protective equipment (PPE).  (Vinyl 
liquid-proof Gloves, Safety Glasses/Goggles, Rubber Boots, etc.)  The purpose of 
PPE is to isolate the skin and mucous membranes from coming into contact with 
potentially contaminated blood or other fluids. 

 
c. Do not render assistance in a first aid incident without FIRST putting on 

personal protective equipment as noted above, supplement with One-Way CPR 
Valves.  

 
 
5. PERSONAL PROTECTIVE EQUIPMENT 
 

For First Aid: 
  

a. In most cases, latex gloves are sufficient protection for administering first aid to a person with a 
minor “Band-Aid” variety cut/abrasion. 

 

b. If there is a risk that bodily fluids may splash or spray, face shields or goggles 
and a disposable mask and vinyl gloves are required.  For administering CPR, a 
One-Way valve, placed over the mouth of the victim, is recommended.  Some 
medical conditions may require that you call 911 immediately to summon 
Emergency Medical Services. 

 
c. First aid blood borne pathogen PPE (gloves) is to be used only once.  Never 

wash or decontaminate this type of PPE for reuse.  After it has been 
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contaminated, the PPE must be disposed of properly.  (See DISPOSAL 
instructions below) 

 
d. Latex gloves must be removed so that no substances from the soiled gloves 

contact your hand: 
 

(1) With both hands gloved, peel one glove off from top to bottom (inside – 
out) and then place it in the hand: 

(2) With the exposed hand, peel the second glove from the inside, tucking the 
first glove inside the second. 

(3) Dispose (as listed below) of the entire bundle. 
(4) Wash your hands thoroughly. 

 
e. Clean Up Kits, containing personal protective equipment, disinfectants as well as 

cleaning and containment supplies shall be made readily available to employees. 
 

f. Supervisors or individuals otherwise “in charge” shall ensure that there is a Blood 
borne Pathogen Clean up Kit at their location and it is sufficiently stocked.  Kits 
used for first aid clean up must contain a red biohazard bag with tie, congealing 
powder, isopropyl alcohol, red scoop, spatula absorbent pad, liquid-proof gloves 
and an instruction sheet. 

 
g. PPE must be used by persons engaging in first aid as well as clean up activities. 

 
6. For Maintenance and Repair Work: 

 

a. Supervisors or individuals otherwise “in charge” shall ensure that the Personal 
Protective Equipment is readily available at each location where a blood borne 
pathogen incident could occur. 

 

b. The nature of the maintenance or repair work to be done will determine the 
type(s) of PPE that must be selected and used. 

 
For example: In most cases, liquid-proof gloves are sufficient protection for 
minor spill/clean up.  ENSURE PPE IS WORN BEFORE beginning any maintenance 
or repair work. 

 
c. If there is a risk that the infectious material may splash, spray or overflow onto 

the floor, face shields or goggles combined with disposable masks, vinyl gloves, 
aprons and liquid-proof boots are required.  Vinyl gloves, goggles and liquid-proof 
boots may be decontaminated and reused unless they are torn, cracked, peeling, 
punctured or no longer provide barrier protection.  (See DECONTAMINATION 
PROTOCOL below) 
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d. Broken glassware which may be contaminated shall not be picked up directly with 
the hands.  It shall be cleaned up using mechanical means, such as a brush and 
dust pan. 

 
e. Mechanical equipment such as brush and dust pan used in cleanup must be 

decontaminated. 

 
6. DECONTAMINATION PROTOCOL 
 

a. Hard Surfaces: 
  

(1) Always wear Personal Protective Equipment while cleaning and disinfecting contaminated 

facilities and equipment. 

 
(2) Preclean contaminated surfaces.  Remove all visible organic matter with 

detergent and hot water.  Dispose of organic matter in the nearest 
sanitary sewer system. 

 
(3) Disinfect hard surfaces wiping or spraying with a disinfectant solution.  A 

chlorine bleach to water solution of 1:10 or ¼ cup bleach to a 
gallon of water is effective. 

 
(5) Allow the surface to air dry once it has been disinfected. 

 
      b. Personal Protective Equipment: 

 

(1) Always wear Personal Protective Equipment while cleaning and disinfecting PPE. 

 
(2) Reusable personal protective equipment must be cleaned and disinfected as 

soon as the job has been completed.  Never leave contaminated PPE or any 
other type of equipment at the job area.  The employee that follows you may 
pick it up, use it, and risk infection. 

 
(3) Items that are too grossly contaminated should be disposed of appropriately.  

(See DISPOSAL PROTOCOL below.) 
 

(4) Preclean contaminated equipment.  Remove all visible organic matter with 
detergent and hot water.  Dispose of organic matter in the nearest sanitary 
sewer system. 

 
(5) Disinfect equipment by wiping or spraying with a disinfectant solution (see 

para c, above) 
 

(6) Allow the equipment to air dry once it has been disinfected. 
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f. Clothing 
 

(1) Always wear Personal Protective Equipment while cleaning and disinfecting 
clothing. 

 
(2) Handle contaminated clothing as little as possible. 

 
(3) Wash contaminated clothing separately from other laundry. 

 
(4) Machine wash clothing using a solution of hot water, disinfectant and 

detergent. 
 

(5) Run the washing machine’s rinse cycle twice to ensure that all contaminants 
are removed. 

 
(6) Machine dry the clothing. 

 
g. Hand Washing 

 
Because our hands constantly touch contaminated surfaces, hand washing is the single most 

effective way to prevent the transmission of disease.  Using an antimicrobial skin cleanser, hand/skin 
washing should be done at the following times. 

 
(1) After each time the employee comes into contact with a potentially 

contaminated 
surface. 

 
(2) After cleaning protective clothing or equipment. 

 
(3)  Before/after performing any personal body function such as eating, blowing 
or  
 wiping your nose or using the restroom 

 
(3) Before and after handling food or food utensils. 

 
7. DISPOSAL 
 

a. All materials used to clean the spill that cannot be decontaminated must be 
placed in a red plastic biohazard bag and disposed of properly.  Red plastic 
biohazard bags are included in first aid spill kits and must be available at work 
locations. 

 
b. Any items that cannot be decontaminated and reused are to be sealed inside a 

red biohazard plastic bag. 
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c. Staff shall be responsible for dropping-off the red bag to an on-duty firefighter at 
either the Juneau or Glacier Fire Stations. 

 
8. IN THE EVENT OF EXPOSURE 
 

a. Wash affected areas with soap and water and/or flush mucous membranes with 
water immediately or as soon as feasible following contact with blood or other 
potentially infectious materials. 

 
b. Immediately inform your supervisor. 

 
c. A confidential medical evaluation, including blood tests, any available post-

exposure preventative treatment and follow-up counseling shall be made 
available to anyone who experienced a possible exposure.  Follow-up is 
confidential and done only at the request and consent of the individual who may 
be exposed to potentially infectious body fluids. 

 
9. TRAINING 
 

a. The information contained in this plan shall be communicated to the entire staff. 
b. Copies of this plan shall be made available to all personnel. 

 
c. The contents of this plan shall be reviewed on an annual basis with staff 

personnel 
 

d. Document all training to include the name, date and training objectives. 
 
10. RECORD KEEPING 
 

a. Possible exposures shall be treated as a work related injury or illness.  Use 
Department of Labor form 07-6101 (Report of Occupational Injury or Illness).  An 
incident report must also be completed.  Both forms are to be sent to Risk 
Management as soon as possible. 
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Fall Protection Plans 

 
A fall protection plan is typically a tool of construction associated work. It is important 
to determine whether or not the work being done falls under OSHA Standards for 
Construction or OSHA Standards for General Industry because the two standards are 
remarkably different.  
 
For any and all fall hazards that employees may be exposed to for Construction related 
tasks the employer must have a fall protection plan involving training and description of 
areas and circumstances that employees may require personal fall protection.  
 
For General Industry covered areas of work, personal fall protection devices are not 
typically employed because employees must not be exposed to falls that would require 
them.  
 
For any areas of an employees tasks and duties where they may be exposed to 
unguarded walking/working surfaces that are 4 feet or more above a lower level, either 
General Industry or Construction Standards may apply.  
 
For consultation on fall protection and fall protection plans, please contact the Safety 
Office at 586-0322. Sample plans that can be tailored are not difficult to produce and 
training is available as well! 
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Specific Safety Topics 

 
The following material covers safety topics not necessarily governed or 
contained in larger plans required by OSHA Standards.  
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Fire Extinguisher Use 
 

For facilities that are equipped with portable fire extinguishers, employees required to 
report for work at that facility must be trained in their use annually.  
 
For the purpose of training employees in the use of fire extinguishers, the following 
training material may be used under many circumstances and is suitable. It is designed 
to be presented amongst employees along with a practical is offered for employees to 
familiarize themselves with fire extinguisher use. A foam/water extinguisher and 
wastebasket make perfectly acceptable targets for practice and while no fire is 
necessary, it is certainly an option under appropriate circumstances.  
 
For any questions about conducting fire extinguisher training, contact the Safety Office 
at 586-0322. 
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Fire Extinguisher Training        
 
The below Standards are excerpted directly from OSHA Standards for General Industry.  
 
1910.157(g)(1)  Where the employer has provided portable fire extinguishers for 
employee use in the workplace, the employer shall also provide an educational program 
to familiarize employees with the general principles of fire extinguisher use and the 
hazards involved with incipient stage fire fighting. 
 
1910.157(g)(2)  The employer shall provide the education required in paragraph 
(g)(1) of this section upon initial employment and at least annually thereafter. 
 
This language is clear. There are two basic components of compliance with this 
Standard.  
 

 Understanding fire hazards. 
 Fire extinguisher use.  

 
For the purposes of compliance, each and every CBJ employee that is protected in their 
workplace by fire extinguishers and can reasonably be expected to utilize one under 
appropriate circumstances must have practical training. That training should consist of 
actually physically discharging a fire extinguisher if possible in a way that mimics correct 
use, being presented with appropriate fire hazard information, and acknowledging that 
they understand that information by signing and dating this document or appropriate 
sign-in sheet.  
 
There are three types of fire that CBJ employees may reasonably be expected to 
address with a fire extinguisher. They are the Type A, B, and C fires.  
 
 Type A – Paper, wood, plastic, other dry ordinary materials. 
 Type B – Flammable liquids. Oil, wax, grease, paint, and other liquids.  
 Type C – Electrical. Boxes, panels, power strips, cords, other small electrical 
objects.   
 
Combustion normally occurs when there are three conditions present: fuel, oxygen, and 
heat. The purpose of a fire extinguisher is to remove, or neutralize one or more of 
these conditions. Most fire extinguishers installed for use by CBJ employees are of the 
ABC variety and are designed to contend with all three of the above fire Types. If the 
fire extinguisher available does not match the type of fire, than it may not be used and 
evacuation procedures on the facilities Emergency Action Plan must be completed 
immediately. Use of the incorrect fire extinguisher can cause fatality in the user or 
others.  

http://www.osha.gov/pls/oshaweb/owalink.query_links?src_doc_type=STANDARDS&src_unique_file=1910_0157&src_anchor_name=1910.157%28g%29%281%29
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Fire extinguishers may only be used on the INCIPIENT stage of a fire and may only be 
used after alarm has been raised and 911 operators have been appropriately contacted. 
Use of a fire extinguisher to control a fire prior to notifying other building personnel and 
contacting emergency services is expressly forbidden and is an actionable offense. The 
incipient stage of a fire is the beginning stage. These would be small fires or maybe 
even just smoke.  
 
Before fighting a fire, you must identify the material that is burning to ensure that the 
fire extinguisher Type and size is appropriate for use on it. You must also be aware of 
anything around the fire that might catch fire or explode. If there are materials that 
burn violently or explode about or near the fire, leave the fire for professional fire 
fighters and do not attempt to extinguish it, ever.  
 
The first rule of fire extinguisher use is to keep your exit or exits behind you for retreat. 
If this cannot be done, the fire should be left to professional fire fighters, and you 
should evacuate. Also, if circumstances indicate you may be exposed to harmful toxic 
fumes, then leave the fire for professionals. Synthetic materials in carpeting and 
upholstery can produce gasses that are lethal in small amounts such as hydrogen 
cyanide, acrolein, ammonia or even carbon monoxide. If your instincts tell you not to 
engage a fire for safety sake, evacuate and let the fire department handle the fire.  
 
In order to operate a fire extinguisher, use the PASS method (or any compliant and 
acceptable variation of it). 
 
 Pull the pin.  
 Aim the fire extinguisher at the base of the fire.  
 Squeeze the handle. 
 Sweep 
 
Pull Pin. Fire extinguishers have a safety pin to prevent accidental discharge. 
Sometimes there is a sacrificial plastic tie keeping the pin from being accidentally lost. 
The operative word is sacrificial. Sacrifice it with confidence should any need arise. Drop 
the pin or put it in a pocket but get rid of it safely and out of your hands if possible 
before you have to activate the extinguisher and concentrate on aiming and expending 
it.  
 
Aim. The key to putting out most fires with an extinguisher is to treat the source of the 
flames or smoke. Treating the flames or smoke is basically ineffectual and a near total 
waste of good fire extinguishing agent. Aim low, at the base of the fire, or at its fuel.  
 
Squeeze the handle. Do it confidently. Don’t worry about “feathering” the flow by 
opening the valve part way to conserve the extinguishing agent. Let it fly! Blast that fire 
into submission. OWN IT! 
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Sweep. This sweeping action is important to spread the extinguishing agent over the 
fuel and combustion reaction surfaces. If the fire is tiny, the sweeping should be tiny. If 
the fire is larger, the sweeping should be adjusted appropriately.  
 
Once you have completely expended the fire extinguisher, if the fire is still active, 
evacuate. If it is not active, continue to monitor the area until professional fire teams 
have evaluated it and indicated further action. If during the extinguishing process 
circumstances escalate beyond the INCIPENT stage, evacuate.  
 
When you have expended a fire extinguisher, lay it down on its side. This is an indicator 
to fire fighters that it is expended.  
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Housekeeping 
 
Housekeeping is at the heart of safety. Clutter, dirt, filth, grime, trash, garbage, dust, 
accumulation, wastes, and obstructions all reduce the function and safety of CBJ 
workplaces, vehicles, tools, equipment, and spaces.  
 
Housekeeping should be a part of all employees’ duties even to the point it is listed as 
part of a task or job on a Job Hazard Analysis or Task Hazard Analysis.  
 
Unkempt workplaces are a violation of OSHA Standards.  
 
1910.22(a)(1) All places of employment, passageways, storerooms, and service rooms 
shall be kept clean and orderly and in a sanitary condition. 
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Office Safety 
 
Office workers may not be exposed to the same risks as non-office workers, but an 
office environment offers no protection from unsafe acts.  
 
Unsafe acts in offices and by office personnel are prohibited.  
 
Standing on office chairs is prohibited.  
 
File drawers not actively being used must be closed. No file cabinet should have more 
than one drawer open at a time.  
 
Electrical equipment must be maintained in good and clean condition and be used as it 
is designed.  
 
Office spaces must remain clear of clutter and improperly stored flammable or 
combustible materials.  
 
Walkways must be clear. No cords may be strung across walkways.  
 
Close paper cutter blades and latch.  
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Personal Protective Equipment 
 
PURPOSE: Each department, division, work group, facility is required to assess their 
workplace and tasks at the very minimum annually (which is done in an Annual Facility 
Hazard Assessment) or whenever there are changes that could result in hazards that 
could require the use of or a change in Personal Protective Equipment (PPE). PPE may 
be required based on environment, job, specific tasks, equipment, or tools. If they are 
required, it should be documented in the Annual Facility Hazard Assessment and in an 
associated Job/Task Hazard Analysis. If you have a lot of tasks or areas requiring the 
use of PPE, a spreadsheet denoting the tasks and PPE required is an excellent 
reference! 
 
NOTE:  Respiratory and hearing PPE are included in separate CBJ plans. 
 
It is the position of the City and Borough of Juneau that hazards that might be 
controlled through the use of PPE be mitigated first through Administrative or 
Engineering (in that order) means if at all possible to neutralize or reduce them. Only 
after Administrative and Engineering controls are feasibly or reasonably exhausted, 
should PPE be used to control hazards.  
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(Personal Protective Equipment Continued) 
Eye and Face Protection 
 
It is the position of the City and Borough of Juneau that eye and face protection is 
inexpensive and eye and face injuries and the potentially reduced quality of life that can 
result from them are expensive. For all areas and tasks revealed by the Facility Annual 
Hazard Assessment and regulated areas where eye and/or face protection is required 
by posting, CBJ and its associated enterprises must provide clean and sanitary eye or 
eye/face protection suitable for the hazard being controlled.  
 
Eye or eye and face protection must be provided where there is a potential for injury to 
the eyes or eyes and face from flying particles and dusts, molten metal, liquid 
chemicals, acids or caustic liquids, chemical gases or vapors, light radiation, impacts, or 
a combination of these. 
 
Where eye or eye and face protection is warranted by the above conditions or by JHA 
or manufacturer operational instructions or manuals, employees must wear 
indicated appropriate eye or eye and face protection as defined by OSHA 
Standards.  
 
Persons using corrective spectacles and who are required to wear eye or eye and face 
protection must wear face shields, goggles, or spectacles of one of the following types: 

  

 Spectacles with protective lenses providing optical correction.  
 Goggles or face shield worn over corrective spectacles without disturbing the 

adjustment of the spectacles or; Goggles that incorporate corrective lenses 
mounted behind the protective lenses. 

 Employees wearing respirators will follow the guidance in 29 CFR 1910.134 
(contact the CBJ Safety Officer). 

 
Where eye or eye and face protection is issued to employees, employees are 
responsible for its proper care.  
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(Personal Protective Equipment Continued) 
Hearing Protection 
 
There are no known areas or job descriptions within the CBJ organization where 
employees are routinely exposed to noise above permissible exposure limits.  
 
That being said, there are non-routine tasks or potentially even routine tasks where 
employees could be exposed above permissible exposure limits and they must be dealt 
with on an individual basis.  
 
Where there is a potential for occupational noise exposure above permissible exposure 
limits and time weighted averages, employees shall wear suitable hearing protection 
designed and intended to protect them from the type and amount of noise being 
encountered.  

 
If there is any concern about noise exposure, the Safety Office maintains a sound 
pressure meter for the purpose of determining employee exposure. If measurement 
indicates a hearing conservation plan is necessary, one must be implemented. 
Employees may not be exposed above permissible exposure limits until a hearing 
conservation plan is implemented and hearing monitoring is conducted according to 
OSHA Standards.  
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(Personal Protective Equipment Continued) 
Head Protection 
 
It is the position of the City and Borough of Juneau that head protection is inexpensive 
and head injuries and the potentially reduced quality of life or death that can result 
from them are expensive. For all areas and tasks revealed by the Facility Annual Hazard 
Assessment and regulated areas where head protection is required by posting, CBJ and 
its associated enterprises must provide clean and sanitary head protection suitable for 
the hazard being controlled.  
 
Head protection must be provided where there is a potential for injury to the head from 
overhead obstructions and falling objects.  
 
Where head protection is warranted by the above conditions or by JHA or manufacturer 
operational instructions or manuals, employees must wear indicated appropriate 
head protection as defined by OSHA Standards. 
 
Aluminum hard hats are not acceptable head protection.  
 
I certain cases, construction type hardhat protection may not be adequate for overhead 
obstruction protection and properly fitted and selected spelunking or arborist type 
helmets must be used.  
 
All hardhats used by CBJ employees must be certified by ANSI. 
 
Hardhats must be chosen to meet or exceed the purpose of their required use.  
 
Hardhats must be properly cared for according to manufacturer specifications by 
controlling employees.  
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(Personal Protective Equipment Continued) 
Foot Protection 
 
When there is a danger of foot injury to employees due to falling or rolling objects, 
objects piercing the sole, or by electrical hazard, employees must wear appropriately 
protective footwear as denoted by manufacturer certification. 
 
Under certain circumstances The City and Borough of Juneau may supply protective 
footwear such as surgical booties, rubberized waterproof work boots for wet 
environments or even waders.  
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(Personal Protective Equipment Continued) 
Hand Protection 
 
It is the position of the City and Borough of Juneau that hand protection is inexpensive 
and hand injuries and the potentially reduced quality of life that can result from them 
are expensive. For all areas and tasks revealed by the Facility Annual Hazard 
Assessment and regulated areas where hand protection is required by posting, CBJ and 
its associated enterprises must provide clean and appropriate hand protection suitable 
for the hazard being controlled.  
 
Hand protection must be provided where there is a potential for injury to the hands 
from sharp objects, hot or cold objects, splinters, steam/hot gasses, sparks, flying 
objects and particles, excessive vibration that can be mitigated through gloves, wet, 
chemicals or absorption of harmful substances.  
 
Where hand protection is warranted by the above conditions or by JHA or manufacturer 
operational instructions or manuals, employees must wear indicated appropriate 
hand protection as defined by OSHA Standards.  
 
Where hand protection is issued to employees, employees are responsible for its proper 
care.  
 
The City and Borough of Juneau is not responsible to provide hand protection for 
weather that employees should be providing for themselves. The City and Borough of 
Juneau may however provide foul-weather gear at its discretion.  
 
For specific information on what gloves are necessary for a given task, consult the 
appropriate JHA or tool/equipment manufacturer specifications or Safety Data Sheet. If 
those sources are not available for the hazard, consult the Safety Office at 586-0322. 
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Hand Tool Safety 
 

Hand tools must be stored in a clean and safe manner. Hand tools must be used as 
they were designed and within their manufacturer specified parameters. All PPE 
required by the tools manufacturer must be worn when it is being used. Hand tools 
should never be forced to perform beyond their design limits. Forcing a tool beyond its 
design limits can cause it or the components it is being used to service to break, cause 
property damage, and cause injury. Any employee that routinely or systemically breaks 
tools or damages them should receive remedial training and potentially discipline. Tool 
breakage, equipment damage, and injury during repair are potentially indicators of 
lapse in judgment.  
 
All hand tools shall be kept in safe condition. Handles of tools shall be kept tight in the 
tool, and wooden handles shall be free of splinters or cracks. Wedges, chisels, etc. shall 
be free of splinters or cracks. Wedges, chisels, etc. shall be free of mushroomed heads. 
Wrenches shall not be used when sprung to the point that slippage occurs.  
 
All edged tools should be maintained sharp.  
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Power Tool Safety 
 
Power tools may only be used as indicated in the power tool owner/operational manual 
from the manufacturer. All applicable PPE required by the manual or task must be worn 
by all potentially affected personnel.  
 
All power tools must be treated with respect, stored properly, inspected regularly, used 
within their design parameters, and tagged out for repairs when not functioning or 
configured properly.  
 
All personnel using power tools must have appropriate training of the tools use and 
limitations. This may be as simple as familiarizing with the help of the product or 
owner/operator manual or as in depth as having a factory representative lead a class 
depending on the complexity and hazards of the tool. For a battery powered drill motor, 
minimal training may be necessary or none if the employee using it has significant 
experience. For machines such as lathes or mills, significant training may be required. 
 
For all power tools, whether portable or fixed, applicable machine guarding must be 
installed correctly. Applicable machine guarding may not be less than required by OSHA 
Standards for Machine Guarding and may not be less than required by the 
manufacturer.  
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Lifting Safety 
 

Lifting safely is not as simple as “lifting with your legs”. 
 
Employees engaging in lifting tasks as a part of their duties must have appropriate 
training.  
 
That training should be documented.  
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Ladder Safety 
 

The vast majority of ladders fall into two distinct categories. Portable and fixed. 
Portable ladders are just what they sound like. Moveable. Usable in different places for 
different tasks. Fixed ladders are just that. Permanently configured and installed ladders 
designed for a single purpose. It is these two ladder types that are primarily of concern, 
but other types are out there and before they are used, users must receive training on 
their use.  
 
For portable ladders, there are two basic variants. There is the stepladder and the 
straight ladder. The stepladder typically has an “A” frame and a metal brace that runs 
between the outer rail on the ladder side and the corresponding rail on the rear side. 
The straight ladder usually comes in the form of an extensible ladder having two 
straight ladder sections that work together to change the ladder total length.   
 
For stepladders there are three types that are acceptable for use according to OSHA 
Standards for General Industry.  
 

Type I - Industrial stepladder, 3 to 20 feet for heavy duty, such 
           as utilities, contractors, and industrial use. 
 

Type II - Commercial stepladder, 3 to 12 feet for medium duty, such 
           as painters, offices, and light industrial use. 
 

Type III - Household stepladder, 3 to 6 feet for light duty, such as 
           light, household use. 
 
In the CBJ organization, Type II and III ladders are not preferable. Type I ladders are 
typically far superior in duty. They are more rigid and have a higher capacity allowing 
for a higher level of safety for the user. Replacement of Type II and Type III ladders 
with Type I, Type IA or Type IIA ladders is strongly encouraged.  
 
For fixed ladders, there are strict regulations about design and capacity. Typically 
speaking, an installed fixed ladder will be suitable for the use it was intended for as 
long as it meets OSHA design requirements. Periodic verification that fixed ladders 
continue to meet OSHA Standards is a recommended task to include on annual facility 
hazard assessments.  
 
 
Do not use a ladder if:  
 

 You feel dizzy, light headed, or tired or if you have balance difficulties. 
 Weather is not permitting. i.e. high winds, lightning, storms, low visibility, icy 
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 Are wearing inappropriate footwear such as leather soled shoes or heels. Also, 
shoes and ladder rungs must be clean. 

 There is anything wrong with the ladder. If it has missing, broken, or 
questionable parts. 

 Ladder is inappropriate size, configuration, or duty for the task to be performed.  
 The ladder does not have secure footing. 
 The location is inherently hazardous, such as behind a door or around a blind 

corner with traffic.  

 Manufacture, rating, or warning labels are missing. 
 You are not adequately trained to use that ladder.  

 
Rungs and Rails 
 
There two basic components of every ladder: rails and rungs. The rails are the vertical 
supports and the rungs are the steps.  
 

Inspection: Rails and rungs must be free of dirt, grease, paint, or other 
coatings that make use hazardous and obscure these parts from complete 
inspection. Paint and dirt can cover cracks and other discontinuities that may be 
at the heart of a ladders failure during use. Rails and rungs must be in good 
condition maintaining their manufacturer rated integrity.  

 
Feet or Shoes 
 
Ladders are typically equipped with non-slip or gripping solid-state or adjustable feet. 
Some of these feet are equipped with holes where they may actually be screwed into 
the supporting surface to prevent slippage! 

Inspection: These must be functioning and used as the manufacturer intends 
and in good condition. Check appropriate decals, documentation or with the 
manufacturer if there is any question as to the function/use and configuration of 
adjustable feet.  

 
Top Plate 
 
 On stepladders, where the brace and climbing sections come together is the top 
plate. This top plate used to just be a flat surface, but on newer ladders, it is a 
multifaceted work station for supporting an array of tools and materials safely. The top 
plate may never be used as a step or as a seat. Note: Typically, the use of the two 
rungs below the top plate as steps is also prohibited. Top plates or workstations are 
sometimes available on other work ladders.  
 
Sections 
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Multi-section straight ladders will have a base section that is designed and intended to 
always be in contact with the ground through the feet attached to the rails. Any other 
sections are “flying” sections intended to extend beyond the base section.  
 
Locks and Braces (or spreaders) 
 
Extension ladders have locks. These are the hook-like parts that hang over sets of 
rungs on a 2 section extension ladder. They must be engaged over rungs from both 
ladder sections for safe, correct ladder use. Stepladders have braces/spreaders that 
connect the climbing and rear sections of the ladder. These braces/spreaders must be 
in the locked, horizontal position to function.  

 
Decomissioning 
 
Ladders that do not pass inspection must be tagged out immediately.  
 
Ladders that will not be repaired may be sold through appropriate surplus channels but 
must be sold with tag out tags affixed.  
 
Ladders being discarded must be rendered unusable in a safe but permanent manner.  
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Safe Driving Practices 
 
Employees may on occasion as a part of their duties and tasks or as a major component 
of their position description, drive a vehicle. Regardless of the vehicles owner, 
employees engaged in vehicle operation during work must obey ALL APPLICABLE traffic 
laws, rules, city policies, ordinances, and state statutes. Vehicle operation outside those 
applicable regulations are PROHIBITED by CBJ.  
 
This includes: 
 

1. Unattended vehicles with keys left in the ignition. 
2. Seat belt disuse. 
3. Cellular device use.  

 
Also, employees that may or are required to operate a motor vehicle either on occasion 
or as a regular part of their duties must be in possession of a valid operators license or 
drivers license. Operation of a vehicle on a roadway without a valid driver’s license is 
PROHIBITED.  
 
Employees operating commercial class vehicles, whether for material or personnel 
transport purposes, requiring the possession of a valid commercial operator license shall 
have that license in their possession prior to operation or be under the legally defined 
instruction of a qualified operator at the time of operation and as a permitted student. 
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Electrical Safety 
 
All applicable OSHA Standards must be met. 

 
 Panels 
 
Electrical panels must have clear access. Clear access is defined by the following. 
 
An unimpeded, unobstructed clear path must be maintained to all electrical panels. The 
space in front of any electrical panel measured from the face of the panel to 36” 
perpendicularly away from the face (30” for some low amp panels may be acceptable 
but is not recommended), with a width 30” or the width of the panel, whichever is 
greater must remain clear of all obstructions and protrudences. That space shall be 
clear to a minimum height of 72” or the height of the panel, whichever is greater. All 
panels must be clear to 15” either side of their center, regardless of the panel width.  
 
 Extension Cords 
 
All extension cords and power strips must be inspected annually. The Annual Facility 
Hazard Assessment provides for the documentation of that inspection.  
 
The use of each cord should be evaluated to determine if it is being used within its 
design parameters.  
 
Cords that do not pass inspection should be discarded.  
 
Extension cords may not be used as a substitute for the permanent wiring of a 
structure. If an extension cord is in use in the same location it was in use for the prior 
Annual Facility Hazard Assessment, it may be being used as a substitute for the 
permanent wiring of a structure and the services of a qualified electrician may be 
necessary to alleviate the situation.  
 
 Qualified 
 
Only competent and qualified personnel or personnel under the supervision of a 
competent or qualified person shall be permitted to work on or install live electrical 
equipment.  
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Compressed Gas Safety 
 
Compressed gasses must be stored and used safely. This includes compressed air. Air 
compressors must be used safely and inspected regularly. This means moisture bleeds 
must be used regularly and oil must be inspected and changed according to 
manufacturer guidelines.  
 
Compressed gas cylinders shall be stored in the upright position.  
Compressed gas cylinders shall be secured so that they cannot fall over. 
 
Unless connected to a permanently installed compressed gas distribution system, 
compressed gas cylinders must have tank valves closed, regulators removed, and tank 
caps screwed on when cylinders are not in use for a period of 24 hours or more.  
 
LPG and propane cylinders must be stored and used appropriately. LPG and propane 
cylinders designed for vertical use may not be used horizontally without an appropriate 
valve structure attached.  
 
Regulations governing the storage of flammable liquids must be followed for the 
storage of LPG, propane, and other flammable/combustible liquids where applicable.  
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Forklift Operator 

 
Only trained and employer certified employees are permitted to operate powered 
industrial trucks (forklifts). Non-employees are PROHIBITED from operating CBJ owned 
vehicles and equipment. Employees operating a forklift must have a signed forklift 
operator card.  
 
Only forklifts in good repair and configured according to manufacturer specifications 
may be used in CBJ operations.  
 
Any improper use of a forklift by OSHA Standards, manufacturer operational manual 
provisions, or known principles of forklift operation is prohibited.  
 
For forklift training, call the Safety Office at 586-0322. 
 
Forklift operator cards are good for three years. 
 
Forklift operator manuals from the manufacturer must be kept with the machine.  
 
Pre-operation inspections must be completed.  
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Aerial Lift Platforms and Scissor Lifts 
 
Only CBJ trained employees are permitted to operate Aerial Lift Platforms and Scissor 
Lifts (mobile scaffolds). Non-employees are PROHIBITED from operating CBJ owned 
vehicles and equipment. Employees operating an Aerial Lift Platform or Scissor Lift must 
have documented CBJ sanctioned training at appropriate intervals. 
 
Personal fall protection devices must be used while on the platform of any Aerial Lift or 
Scissor Lift and appropriate personal fall protection training is required. This 
requirement exceeds OSHA Standards.  
 
No employee may connect their personal fall protection equipment to fixtures other 
than approved anchor points within the platform. Connecting to a structure other than 
the platforms approved anchor point is prohibited by OSHA Standards and is very 
dangerous! 
 
Only properly inspected Aerial and Scissor Lifts in good repair and configured according 
to manufacturer specifications may be used in CBJ operations.  
 
Any improper use of an Aerial Lift or Scissor Lift by OSHA Standards, manufacturer 
operational manual provisions, or known principles of Lift operation is prohibited.  
 
For Aerial Lift or Scissor Lift training, contact the Safety Office at 586-0322. 
 
Lift operator manuals from the manufacturer must be kept with the machine.  
 
Pre-operation inspections must be completed.  
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Machine Guarding 
 
Machines must be equipped with point of operation guarding as defined by OSHA 
Standards in 1910 Subpart O. 
 
For some machinery this may mean retrofit guarding.  
 
Machine guarding must be adjusted properly according to manufacturer and OSHA 
Standards.  
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Welding Safety 
 
Welding is only permitted by qualified and competent employees. This means they must 
have the permission of their supervisor and their experience and/or training should be 
recognized and documented in their personnel file.  
 
No employee shall be permitted to produce structural or supporting weldments without 
appropriate CERTIFICATATIONS. This means that employees producing welds that may 
support people, things, or structures must have a laboratory welding certificate that 
denotes a passing destructive or appropriate non-destructive test on a weld they have 
personally produced that is in the same or congruent class and type of welds they are 
conducting.  
 
FOR INSTANCE: An employee welding an floor grate into a supported structure using a 
2G SMAW position and process must possess an appropriate laboratory welding 
certificate indicating that they are certified to produce that or similar and lesser 
weldments.  
 
For non-supporting non-structural weldments and repairs, certifications are not 
necessarily required but highly encouraged.  
 
Arc welding equipment shall be chosen for safe application to the work and shall be 
installed properly. Workmen designated to operate welding equipment shall have been 
properly instructed and qualified to operate it.  

 
Proper shielding, and eye protection to prevent personnel from welding hazards shall be 
provided.  
 
Proper precautions (isolating welding and cutting, removing fire hazards from the 
vicinity, providing a fire watch, etc.) for fire prevention shall be taken in areas where 
welding or other "hot work" is being done.  
 
Work and electrode lead cables shall be inspected daily or before use. Cables with 
damaged insulation or exposed bare conductors shall be replaced.  
 
The welder shall be enclosed in a booth or behind non-combustible screening with a 
finish of low reflectivity with respect to visible and ultra-violet radiation.  
 
Production welding, such as build ups on equipment tire chains, must be conducted 
outside or indoors with permanently installed appropriate ventilation. Articulated or 
gooseneck fume vacuums are required where there is inadequate natural ventilation. 
 
 Appropriate clothing, such as chaps, jackets, shirts, shoes, gloves, hoods, safety 
glasses, shoe covers, or hats must be worn where warranted.  
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No welding is permitted in close proximity to flammable gasses and liquids without 
appropriate precautions. No tank or enclosed vessel welding is permitted without 
adequate purging.  
 
No welding may be conducted without the use of appropriate welding blankets where 
the use of welding blankets is required by OSHA Standards or tenets of safe work 
practices for welding.  
 
Hot weldments should be appropriately labeled with soapstone or made inaccessible by 
casual contact if left unattended. 

Welding in Confined Spaces 

 
All welding and cutting operations carried out in confined spaces shall be adequately 
ventilated to prevent the accumulation of toxic materials or possible oxygen deficiency. 

 
In such circumstances where it is impossible to provide such ventilation, supplied air 
respirators approved by the U.S. Bureau of Mines for this purpose shall be used and 
only by qualified and trained personnel with appropriate medical evaluation on file.  
 
In areas immediately hazardous to life, supplied air respirators or self-contained 
breathing equipment shall be used and only after appropriate training as well as direct 
consultation and approval the Safety Officer. 
 
Where welding is conducted in a confined space, that space shall be deemed a PERMIT 
REQUIRED CONFINED SPACE and entrants and tenders shall have confined space 
training appropriate to their level of participation. Also, a permit must be issued prior to 
any work in the confined space.  
 
ONLY air shall ever be used for ventilation. 
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Road Work 
 
All work in active roadways shall comply with OSHA Standards and provisions set forth 
in the Manual for Uniform Traffic Control Devices (AMUTCD) as prescribed by OSHA 
Standards. 
 
Any employee of the City and Borough of Juneau when engaged in work within 15 feet 
of an active roadway shall wear a high visibility color and reflective work vest designed 
for the purpose (such as “type II”). 
 
Eye protection may also be required where there is a hazard or risk of flying objects 
dislodged from the ground or tread of passing vehicles.  
 
All work adjacent to active roadways must have appropriate traffic signage and controls 
as defined by OSHA Standards and the AMUTCD. Workers conducting work within 15 
feet of an active roadway must have training in working around traffic safely, traffic 
control (where necessary), and signs and signals.   
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

90 
 

Rigging 
 
Any and all rigging conducted by CBJ employees may only be conducted by a qualified 
rigger or under the direction and supervision of a qualified rigger.  
 
A qualified rigger is an employee that has documented training and/or adequate 
experience in the type of rigging they are conducting and is competent to inspect and 
approve loads, methods, and equipment by reason of their training and/or training and 
experience.  
 
No employees of the City and Borough of Juneau are permitted from working under a 
suspended load or under the probable influence zone of a suspended load if it should 
fall. No employee of the City and Borough of Juneau shall permit another employee or 
even a non-employee to stand or walk through the probable influence zone of a 
suspended load under the control of the City and Borough of Juneau and shall take all 
means necessary and reasonable to prevent said acts.  
 
All rigging owned or used by enterprises of the City and Borough of Juneau shall be 
documented and inspected by qualified and competent persons annually as required by 
OSHA Standards.  
 
All rigging owned or used by the enterprises of the City and Borough of Juneau shall be 
inspected prior to use or even during use as required by OSHA Standards.  
 
All rigging shall have permanently affixed tags or identification and specification data as 
required by OSHA Standards.  
 
Rigging that is not equipped with appropriate tagging MUST BE TAGGED OUT until it 
can be recertified by an appropriate certifying agency or properly discarded.  
 
Discarded rigging must be destroyed or rendered unusable as rigging prior to discard to 
prevent reclaiming for the purpose of use as rigging. Rigging that isn’t safe for the city 
to use isn’t safe for anyone else either.  
 
Note: Rigging that may be rendered safe through inspection and/or testing and 
subsequent tagging may be sold appropriately at auction without modification, but only 
in a tagged out state. 
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Scaffold Erector/Scaffold User 
 
Scaffolds may only be erected by competent, qualified erectors as defined by OSHA 
Standards and designated by CBJ and the enterprise they are employed by.  
 
Scaffolds may only be used by competent, qualified users as defined by OSHA 
Standards and designated by CBJ and the enterprise they are employed by.  
 
Competence and qualification are denoted by documents in an employees personnel 
file.  
 
Scaffold erector and user training must be conducted annually for erectors and users.  
 
Scaffolds must be fully planked. 
 
Scaffold platforms must be capable of supporting four times any intended load.  
 
Scaffolds must be equipped with fall protection as defined by OSHA Standards and 
erectors must use appropriate personal fall protection devices during erecting 
procedures. This means erectors must be “tied off” 100% of the time they are exposed 
to fall hazards. 
 
Scaffolds must be constructed according to requirements of OSHA Standards and 
manufacturer specifications.  
 
Where required by the nature of the work being done from a scaffold, toe boards must 
be installed.  
 
Scaffold planks that deflect under maximum intended load more than 1/60th of their 
span may not be used.  
 
Scaffolds must have appropriate access installed.  
 
Zones where scaffolds are erected and there is a risk of falling objects must have 
proper barricading and signage for controlled access.  
 
Hardhat protection must be worn when working around or on scaffolding.  
 
All applicable OSHA Standards for the use, erecting, and inspection of scaffolds must be 
followed.  
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Working Over/Near Water and PFD Use 
 
Employees working over or near water, where the danger of drowning exists, shall be 
provided with and wear a U.S. Coast Guard-approved life jacket or buoyant work 
vests. 
 
Prior to and after each use, the buoyant work vests or life preservers shall be inspected 
for defects which would alter their strength or buoyancy. Defective units shall not be 
used. 
 
Ring buoys with at least 90 feet of line shall be provided and readily available for 
emergency rescue operations. Distance between ring buoys shall not exceed 200 feet. 
Workers must be trained to deploy ring buoys and it is highly encouraged that each 
employee engaged in work over or near water regularly practice deploying a ring buoy.  
 
At least one lifesaving skiff shall be immediately available at locations where employees 
are working over or adjacent to water. 
 
For employees covered by OSHA Maritime Standards, PFD regulations must be 
observed.  
 
Where workers are engaged in work operations more than six feet above the water, 
appropriate personal fall protection must be used.  
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Boat Operation/Boater Safety 
 
Boats may only be operated by trained employees and as a part of their defined duties.  
 
No city owned boat shall be permitted to be operated by non-employees.  
 
All applicable waterway rules must be followed including speed, signaling, flagging, 
communication, right of way, and lighting.  
 
CBJ owned boats must be equipped and used according to manufacturer, U.S. Coast 
Guard, State, Federal, and local regulations.  
 
CBJ boats may only be used for the purposes of conducting the business of CBJ for 
authorized purposes.  
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Weather Safety 
 
CBJ is not responsible to provide all appropriate outdoor wear that employees may need 
in order to safely and comfortably conduct their work in all weather, but CBJ may assist 
or provide appropriate wear for certain conditions under some circumstances, especially 
where high visibility clothing is required for certain types of work.  
 
All employees engaging in outdoor work tasks and operations must dress appropriately.  
 
This may include wearing removable ice cleats. 
 
The State of Alaska requires employers whose employees to work outside in inclement 
or cold weather to possess and circulate and train employees using the state published 
Physical Agent Data Sheets pertaining to cold weather work.   
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Flammable Liquids Handling and Storage 
 
All flammable and combustible liquids must be handled, stored, and disposed of in 
accordance with applicable OSHA, DOT, State, Local, and city regulations.  
 
Facilities that store combustible or flammable liquids, a plan-view drawing of the 
locations indicating type of liquids stored should be kept on file as part of the facilities 
Fire Prevention Plan, and can also be submitted to the nearest fire station or Juneau 
main station as a reference and record in the event of a fire. Amounts of combustible or 
flammable liquids should be recorded on the drawing and can be color coded for 
convenience.  
 
In the installation of above-ground storage tanks for flammable liquids, the distance 
between two tanks (shell to shell) shall not be less than 3 feet. A flammable liquid shall 
be defined by its flash point, which for flammable liquids is a flash point less than 199.4 
degrees Fahrenheit. This includes diesel fuels (unless specifically verified), heating oils, 
gasoline, propane, kerosene, jet fuel, ethanol, and liquefied petroleum gas among other 
less frequently stored bulk flammable liquids. It may also be assumed that waste oils in 
collection tanks may be flammable by that definition unless the flashpoint is verified or 
the contents of the tank are reasonably and directly controlled. \ 
 
Flammable liquids shall be kept in secured containers when not actually in use. No 
coffee cans, soup cans, Tupperware containers, paint cans or other unlisted, untested, 
or unspecified containers may be used to store or even dispense flammable liquids. 
Only flammable liquid containers designed and intended to contain flammable liquids 
may be used. These are generally UL Listed containers that have been tested and 
approved by Underwriters Laboratories.  
 
The quantity of flammable or combustible liquid that may be located outside of an 
inside storage room or storage cabinet in anyone fire area of a building shall not 
exceed: 25 gallons of Class A liquids in containers; 120 gallons of Class IB, IC, II, or III 
liquids in containers; or 660 gallons of Class IB, IC, II, or III liquids in a single, portable 
tank. 
 
Flammable and combustible liquids shall be drawn from or transferred into containers 
within a building only through a closed piping system, from safety cans, by means of a 
device drawing through the top, or by gravity through an approved self-closing valve. 
Transferring by means of air pressure shall be prohibited.  
 
Safety cans are UL Listed cans (may be plastic) that have a spring closure to allow for 
the release of excess fumes to accommodate changes in temperature and are not in 
excess of 5 U.S. gallons in usable volume.  
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Inside storage rooms for flammable and combustible liquids shall be of fire-resistive 
construction, have self-closing fire doors at all openings, four-inch sills or depressed 
floors, a ventilation system that provides at least six air changes within the room per 
hour, and in areas used for storage of Class I liquids, electrical wiring approved for use 
in hazardous locations. 
 
Outside storage areas shall be graded in such a manner to divert spills away from 
buildings or other exposures, or be surrounded with curbs or (likes at least six inches 
high with appropriate drainage to a safe location for accumulated liquids. The area shall 
be protected against tampering or trespassing where necessary, and shall be kept free 
of weeds, debris, and other combustible material not necessary to the storage.  
 
Unit physical operation areas where flammable liquids with flashpoints below 100 
degrees F are used shall be ventilated at a rate of not less than one cubic-foot-per-
minute per square foot of solid floor area.  
 
Gasoline shall not to be used for cleaning or degreasing purposes, ever, ever, ever.  
 
Adequate precautions shall be taken to prevent the ignition of flammable vapors. 
Source of ignition include but are not limited to open flames, lighting, smoking, cutting, 
and welding, hot surfaces, frictional heat, static, electrical, and mechanical sparks, 
spontaneous ignition, including heat-producing chemical reactions, and radiant heat. 
 
Flammable liquid storage tanks must shall have adequate signage that must state “No 
Smoking”, and “Flammable”. Storage tanks must be affixed with a permanent data 
plate that is legible. That data plate must contain manufacture and volumetric 
information as provided by applicable standards.  
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Cranes/Hoists 
 
No employee shall be permitted to operate cranes, hoists, jib cranes, overhead or 
gantry cranes, bridge cranes, deck cranes, truck cranes, vehicle mounted cranes or 
hoists without documented training that is appropriate for the type of crane being 
operated and the load being handled.  
 
Training must include machine inspection, hazard recognition, rigging training, rigging 
inspection, and machine operation.  
 
No crane or hoist may be operated unless it has a current annual inspection. Operation 
of a crane or hoist without an affixed tag from a current annual inspection is prohibited 
and any person doing so may be subject to appropriate disciplinary action. Any 
supervisor permitting the use of untagged or uninspected equipment may also be 
subject to disciplinary action.  
 
Cranes and hoists must be part of an inspection program of periodic and annual 
inspections that is based on their amount of and the impact of use. A crane that is used 
all day every day of the year should have frequent inspections. A crane that is used four 
times a year might receive few if any periodic inspections with the exception of a pre-
shift inspection. Guidelines for inspections can be found in OSHA Standards.  
 
The rated load of the crane shall be plainly marked on each side of the crane, and if the 
crane has more than one hoisting unit, each hoist shall have its rated load marked on it 
or its load block, and this marking shall be clearly legible from the ground or floor.  
 
All cranes and hoists shall be subject to a pre-lift function test.  
 
All angle indicators shall be inspected for proper function prior to crane/hoist use.  
 
All applicable load charts shall accompany every crane and hoist and be maintained in 
legible and good condition.  
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Trenching and Excavating 
 
Employees conducting or exposed to trenching and excavating must receive hazard 
recognition training at the very least annually commensurate with their level or 
probable maximum level of exposure to excavations or trenches.  
 
For an employee that may walk around an excavation or trench, that may mean a 
whole lot.  
 
For an employee that is digging or working in an excavation or trench, that is a 
substantial burden of education.  
 
Training must be documented.  
 
For the purposes of employees and departments or divisions of the City and Borough of 
Juneau including Bartlett Regional Hospital and the Juneau School District, all 
excavations or trenches shall be treated as though they are in Type C soil unless they 
are blasted or hammered out of stable rock.  
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Asbestos Awareness 
 
OSHA Standards State: 

 
1910.1001(j)(4)(iv) At the entrance to mechanical rooms/areas in which employees 
reasonably can be expected to enter and which contain ACM and/or PACM, the building 
owner shall post signs which identify the material which is present, its location, and 
appropriate work practices which, if followed, will ensure that ACM and/or PACM will not 
be disturbed. The employer shall ensure, to the extent feasible, that employees who 
come in contact with these signs can comprehend them. Means to ensure employee 
comprehension may include the use of foreign languages, pictographs, graphics, and 
awareness training. 
 
Employees of the City and Borough of Juneau that can be expected to enter and which 
contain Asbestos Containing Material or Presumed Asbestos Containing Material must 
be trained to understand the meaning of ACM/PACM signage. 
 
Asbestos is nasty stuff and while its use in buildings ended a very long time ago, The 
City and Borough of Juneau still owns and operates buildings that were built before 
constructors stopped using it.  
 
Bonded into a matrix and undisturbed, asbestos is generally not a hazard to life and 
health. When it is released through disturbance, it becomes a hazard.  
 
Employees who work around ACM or PACM are prohibited from disturbing it unless they 
are specifically required to do so by specific instruction and they have received 
appropriate training and they are utilizing that training and all necessary protective 
systems to protect themselves, coworkers, and anyone else from the hazards created. 
 
For work with asbestos, employees need Asbestos Worker Training which is not 
provided in this manual.  
 
If your staff need Asbestos Worker Training, call the Safety Office at 586-0322. 
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Asbestos Worker 
 
If any employees of the City and Borough of Juneau might reasonably be exposed to 
disturbed asbestos, or might reasonably be expected to disturb asbestos during their 
operations, normal or within the realm of possibility though abnormal, they must 
receive timely asbestos worker of an appropriate class and be equipped to do the work 
as required by ALL APPLICABLE STANDARDS.  
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Appendix A – Facility Hazard Assessment Guidelines 
 
Conduct an assessment of your facility noting the condition of the building, grounds, 
installations, equipment, calibrations of equipment, programs, policy, training, 
certifications, qualifications, etc. Use pictures and documentation to illustrate findings.  
 
Building and Grounds 
 
Conduct a walk around inspection of the entirety of the building and grounds. Look for, 
observe and document inherent and potential hazards. Review OSHA Standards for 
Access and Egress as well as Fire Protection prior to, during, and after inspection to 
identify any discontinuities. Be mindful of building and grounds security as well.  
 
Installations and Equipment 
 
Make a list of and observe the configuration of all equipment on site. Identify the 
location, presence, and condition of operational manuals for equipment that was 
originally supplied with it. Observe the configuration of equipment based on 
manufacturer manuals as well as their condition. Review OSHA Standards for 
equipment safety such as Guarding prior to inspection. Note any equipment or 
installation requiring repair or reconfiguration to facilitate proper compliance with 
Standards. Note especially floor marking requirements around equipment. Does the 
installation require certification, testing, or calibration? Note what it needs and when.  
 
List and Review Safety and Training Programs 
 
Make a list of all safety and training programs required from the training schedule. 
Review each of these by asking the following questions. Is it compliant with applicable 
Standards? Is it effective? Is it timely? Are we missing programs or training? 
 
Build your own or use the following materials to conduct your Facility Hazard 
Assessment. It is important to note that a hazard assessment and mitigation plan are 
different. A Facility Hazard Assessment is designed to identify hazards or potential 
hazards, not correct them. It is a big picture tool that relies on completeness, accuracy, 
and objectivity. A plan to correct and control hazards and deficiencies uncovered by the 
Facility Hazard Assessment is a companion piece.  
 
 
 
 
 
 
 
Building 
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It is extremely helpful to use a plan view map of the building and grounds during walk 
through inspections to collect data. Include here (if possible) a plan-view layout of the 
building and grounds. During walkthrough, plot references on the map such as fire 
extinguisher locations, eyewash stations, fire sprinkler risers, alarm pulls, fire blankets, 
safety showers, flammables cabinetry, escape routes, and observed hazards or potential 
hazards. 
 
List Each Building Exit/Access Point and Grounds Exit/Access Point Here. For example 
“Exit Door next to water cooler on south corner of building” and so forth.  
 
 

1. _______________________________  
 

a. Is access clear and unobstructed? Yes No 
b. Is exit route and door equipped with appropriate signage? Yes No 
c. Is the exit route clear of flammable materials? Yes No 
d. Is traffic at the grounds exit point safe and unobstructed?     Yes No 

 
2. _______________________________ 
 

a. Is access clear and unobstructed? Yes No 
b. Is exit route and door equipped with appropriate signage? Yes No 
c. Is the exit route clear of flammable materials? Yes No 
d. Is traffic at the grounds exit point safe and unobstructed?     Yes No 
 

3. _______________________________ 
 

a. Is access clear and unobstructed? Yes No 
b. Is exit route and door equipped with appropriate signage? Yes No 
c. Is the exit route clear of flammable materials? Yes No 
d. Is traffic at the grounds exit point safe and unobstructed?     Yes No 

 
4. _______________________________ 
 

a. Is access clear and unobstructed? Yes No 
b. Is exit route and door equipped with appropriate signage? Yes No 
c. Is the exit route clear of flammable materials? Yes No 
d. Is traffic at the grounds exit point safe and unobstructed?     Yes No 

 
 
 
 
Identify exit routes on the plan view. Identify escape route maps on the plan view. 
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Are exit routes adequate for the number of personnel? Yes No 
Are escape plans posted appropriately? Yes No 
Are floor loading data plates located in storage areas appropriately?  Yes No 
 
 
Sprinkler Riser/s 
 
Riser Location ___________________________ Date of Last Inspection_____________ 
Date of Last Test__________________________ 
Notes_________________________________________________________________ 
 
Riser Location ___________________________ Date of Last Inspection_____________ 
Date of Last Test__________________________ 
Notes_________________________________________________________________ 
 
 
Fire Extinguishers 
 
Location _____________________ Size ____________________  
Type_________________________ 
Last Hydro ___________________ Monthly Inspections?  Yes No   
On Time?  Yes No 
 
Location _____________________ Size ____________________  
Type_________________________ 
Last Hydro ___________________ Monthly Inspections?  Yes No   
On Time?  Yes No 
 
Location _____________________ Size ____________________  
Type_________________________ 
Last Hydro ___________________ Monthly Inspections?  Yes No   
On Time?  Yes No 
 
Location _____________________ Size ____________________  
Type_________________________ 
Last Hydro ___________________ Monthly Inspections?  Yes No   
On Time?  Yes No 
 
Location _____________________ Size ____________________  
Type_________________________ 
Last Hydro ___________________ Monthly Inspections?  Yes No  
 On Time?  Yes No 
 
Emergency Lighting 
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Emergency lighting should be tested in accordance with OSHA and other applicable 
Standards and Codes, but must also be tested in accordance with the fixtures 
manufacturer mandates. Identify the brand and model of fixture for each emergency 
light and research the protocols for testing it. During inspection, test each fixture as 
required and record results. 
 
Manufacturer _____________________ Model ______________________ 
Location ____________________ Type ___________________ Last Test 
______________________ 
Results of This Test 
_______________________________________________________________________
__ 
 
Manufacturer _____________________ Model ______________________ 
Location ____________________ Type ___________________ Last Test 
______________________ 
Results of This Test 
_______________________________________________________________________
__ 
 
Manufacturer _____________________ Model ______________________ 
Location ____________________ Type ___________________ Last Test 
______________________ 
Results of This Test 
_______________________________________________________________________
__ 
 
Manufacturer _____________________ Model ______________________ 
Location ____________________ Type ___________________ Last Test 
______________________ 
Results of This Test 
_______________________________________________________________________
__ 
 
Manufacturer _____________________ Model ______________________ 
Location ____________________ Type ___________________ Last Test 
______________________ 
Results of This Test 
_______________________________________________________________________
__ 
 
Manufacturer _____________________ Model ______________________ 
Safety Showers and Eyewash Stations 
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Safety showers must be tested in accordance with their manufacturer specifications as 
well as OSHA and ANSI Standards and Codes. Identify the manufacturer of any safety 
showers and the protocols for proper testing for flow, temperature, water pressure or 
spray spread and any other required attributes. Record that data here. 
 
Manufacturer ___________________________ Model ______________________ 
Testing Requirements 
Temp ___________ Flow Rate __________________ Drainage____________________ 
Test Duration __________________ Testing Frequency _________________________ 
Is the unit tagged and tested properly and appropriately? Yes No 
Is the unit located appropriately (within 10 seconds of hazard)?  Yes No 
Notes:__________________________________________________________________
_______________________________________________________________________ 
 
Manufacturer ___________________________ Model ______________________ 
Testing Requirements 
Temp ___________ Flow Rate __________________ Drainage____________________ 
Test Duration __________________ Testing Frequency _________________________ 
Is the unit tagged and tested properly and appropriately? Yes No 
Is the unit located appropriately (within 10 seconds of hazard)?  Yes No 
Notes:__________________________________________________________________
_______________________________________________________________________ 
 
Manufacturer ___________________________ Model ______________________ 
Testing Requirements 
Temp ___________ Flow Rate __________________ Drainage____________________ 
Test Duration __________________ Testing Frequency _________________________ 
Is the unit tagged and tested properly and appropriately? Yes No 
Is the unit located appropriately (within 10 seconds of hazard)?  Yes No 
Notes:__________________________________________________________________
_______________________________________________________________________ 
 
Manufacturer ___________________________ Model ______________________ 
Testing Requirements 
Temp ___________ Flow Rate __________________ Drainage____________________ 
Test Duration __________________ Testing Frequency _________________________ 
Is the unit tagged and tested properly and appropriately? Yes No 
Is the unit located appropriately (within 10 seconds of hazard)?  Yes No 
Notes:__________________________________________________________________
_______________________________________________________________________ 
 
 
Flammables Cabinets 
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Review OSHA Standards for flammable material cabinets and the storage of flammable 
and combustible materials to verify the following. 
 
Location ______________________________  
 
Does this unit have proper ventilation?  Yes No 
 
Are materials contained in the cabinet properly labeled? Yes No _____________ 
 
Are the materials in the cabinet in appropriate containers? Yes No _____________ 
 
Is the cabinet in good condition? ____________________________________________ 
 
Is appropriate leak protection provided? ______________________________________ 
 
 
Location ______________________________  
 
Does this unit have proper ventilation?  Yes No 
 
Are materials contained in the cabinet properly labeled? Yes No _____________ 
 
Are the materials in the cabinet in appropriate containers? Yes No _____________ 
 
Is the cabinet in good condition? ____________________________________________ 
 
Is appropriate leak protection provided? ______________________________________ 
 
 
Location ______________________________  
 
Does this unit have proper ventilation?  Yes No 
 
Are materials contained in the cabinet properly labeled? Yes No _____________ 
 
Are the materials in the cabinet in appropriate containers? Yes No _____________ 
 
Is the cabinet in good condition? ____________________________________________ 
 
Is appropriate leak protection provided? ______________________________________ 
 
 
Flammable/Combustible Tank Storage 
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Tank Location _______________________ Material Contained ___________________ 
 
Tank Manufacturer ___________________ Tank Volume ________________________ 
 
Last Tank Inspection Date _____________ Conducted By ________________________ 
 
Appropriate Signage?  Yes No ___________________________________ 
 
Describe the Condition of the Tank 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
List Actual Physical Distances to Nearby Tanks, Buildings, other Installations 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
 
Tank Location _______________________ Material Contained ___________________ 
 
Tank Manufacturer ___________________ Tank Volume ________________________ 
 
Last Tank Inspection Date _____________ Conducted By ________________________ 
 
Appropriate Signage?  Yes No ___________________________________ 
 
Describe the Condition of the Tank 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
List Actual Physical Distances to Nearby Tanks, Buildings, other Installations 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
 
 
 
 
Cranes/Hoists 
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Location of Crane/Hoist ___________________________________________________ 
 
Manufacturer of Crane/Hoist _______________________________________________ 
 
Model of Crane/Hoist _____________________________________________________ 
 
Date of Last Annual Inspection _____________________________________________  
 
Inspector _______________________________________________________________ 
 
Date of Last Periodic Inspection _____________________________________________ 
 
Inspector _______________________________________________________________ 
 
Observed Condition of Equipment 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
 
Location of Crane/Hoist ___________________________________________________ 
 
Manufacturer of Crane/Hoist _______________________________________________ 
 
Model of Crane/Hoist _____________________________________________________ 
 
Date of Last Annual Inspection _____________________________________________  
 
Inspector _______________________________________________________________ 
 
Date of Last Periodic Inspection _____________________________________________ 
 
Inspector _______________________________________________________________ 
 
Observed Condition of Equipment 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
 
Equipment/Installed or Other 
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For all other equipment such as bench grinders, drill presses, lathes, mills, 

rollers, wheel balancers, air compressors, welding machines, presses, saws, ventilating 
fans, HVAC equipment, rod ovens, toaster ovens, stoves, microwaves, dishwashers, 
water heaters, coffee makers, elevators, scales, sanders, jointers, planers, fume hoods, 
paint booth ventilation systems, pumps, all power tools, and any other mechanically, 
pneumatically, hydraulically, electrically driven tools and equipment, MAKE A LIST. 
Following the listing of each item, indicate its condition and any attention it needs such 
as certification, calibration, repair, lubrication, inspection, or replacement in part or in 
whole. This may amount to a lot of equipment under some circumstances.  

Equipment manuals for all equipment should be obtained and reviewed and 
deficiencies in maintenance should be identified. A good example of a maintenance or 
service that should be identified is water heater care. Most tank style water heaters 
recommend or require in the maintenance schedule that the tank be flushed and the 
safety valve checked at the least annually. This is rarely done anywhere with regularity 
but should be at the manufacturers stated intervals in the manual. A sample list entry is 
provided below: 
 
Date__________________ Inspector __________________________ 
Equipment_______________________ Manufacturer __________________  
Model _________________ 
Type ___________________________ Location 
______________________________________________ 
Does this equipment have a fire risk associated with it?  Yes No 
 (Are there heating elements, flames, sparks, or chemicals present in it that could 
cause a fire if the equipment is used incorrectly, installed incorrectly or the equipment 
malfunctions?) 
Last Inspection by Qualified Personnel ___________________ Inspector 
____________________________ 
Describe Equipment Condition 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_________________________________________________________ 
 
List Any Uncontrolled Equipment Hazards Observed 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_________________________________________________________ 
 
 
 

Equipment Documentation – Lists 
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Ladders 
 
Make a list of all ladders.  
 
All ladders, stepladders, straight ladders, extension ladders, fixed ladders, chicken 
ladders, scaffold ladders should be inspected by a qualified person. Each ladder should 
be listed with the results of its inspection. Each ladder should have its appropriate 
manufacturer labels and warning decals. If those are not present, they may be ordered. 
All ladders not in manufacturer specified configuration or not meeting OSHA Standards 
for the specific ladder type must be tagged out and effectively rendered unusable either 
through locking or destruction until they can be repaired or returned to appropriate 
condition or destroyed and disposed of.  
 
Extension Cords and Power Strips 
 
Make a list of all extension cords and power strips. 
 
Each extension cord should be tagged and listed in a manner that is conducive to 
tracking it. Each extension cord that is exposed to or is potentially exposed to damage 
should be inspected on a quarterly basis and its condition documented. Extension cords 
that do not meet the requirements of their intended application should not be used. 
Extension cords may not be used as a substitute for the permanent wiring of a 
structure. Extension cords may not be used with equipment or equipments that exceed 
their rated load. Inspections should ascertain the applicability of the extension cords 
present. Power strips must also be evaluated for load and location. Locations must be 
congruent with manufacturer specifications for power strips (indoor/outdoor or 
construction/light duty). List extension cords and power strips, evaluate their locations, 
use, condition.  
 
Rigging 
 
Make a list of all rigging. 
 
Rigging must be inspected by a qualified person and must be tagged legibly in 
accordance with OSHA Standards. In some cases it must be load tested. Catalog all 
rigging, inspect it if you have someone on staff qualified to do so, test it if you have the 
means and it is warranted by the riggings type or use, and permanently tag or 
permanently mark all rigging according to the requirements of OSHA or ANSI Standards 
as applicable. All rigging not previously so tagged or marked must be tagged out and 
may not be used until it is tagged and inspected by a qualified shop. All damaged 
rigging must be tagged out.  
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It is especially important to see that all rigging goes through its annual inspections as 
well as prior to use. Straps, chokers, shackles, hooks and other paraphernalia have a 
way of getting tucked behind seats of heavy equipment and trucks and do not get 
inspected properly.  
 
Audit Facility Signage 
 
Make a list of all facility signage. 
 
Do you have appropriate exit signs, traffic signs, bathroom signs, electrical room 
signage, floor markings, electrical cabinet clearing, overhead obstruction signage, no 
smoking signage for tanks and flammable areas, security signs, controlled access signs, 
safety shower signs, eyewash signs, safety shower signs, fire blanket signs, fire 
extinguisher signs, falling snow and ice, slippery floor/wet floor, hearing/eye protection 
requirements, other… 
 
Storage Areas 
 
Make a list of all storage areas. 
 
All storage areas must be appropriately tidy. Inspect them for accumulation of dust, 
dirt, trash, combustibles, flammables, fire protection, access, stability, floor loading, 
shelf/rack loading, lighting, ventilation, humidity, pest control, and any observable 
hazards.  
 
Vehicles and Material Handling Equipment 
 
Make a list of all vehicles and material handling equipment. 
 
Must be inspected daily or upon use but should also be inspected by a qualified 
mechanic regularly. Document the process by which vehicles and material handling 
equipment are inspected and evaluate for timeliness, thoroughness, effectiveness. 
Programs 
 
Hazard Communication Plan 
 
If your facility or personnel utilize hazardous or potentially hazardous chemicals and 
products, you need a Hazard Communication Plan. Read OSHA Standards regarding 
Hazard Communication and evaluate your existing plan, your staff, and your hazardous 
chemicals and products. Identify if your personnel are appropriately trained, that 
training is documented, and that the plan meets OSHA’s Standard requirements and 
your facilities needs. Also, examine your list of hazardous chemicals and determine its 
accuracy. Examine your database of Material Safety Data Sheets and determine 
whether it is exactly representative of your inventory. Note any deficiencies identified in 
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MSDS database, hazardous chemical list, employee training, and Hazard Communication 
Plan. Ensure that required Physical Agent Data Sheets are also present as required by 
the State of Alaska.  
 
Respiratory Protection Plan 
 
If your facility has (and continues to need) a Respiratory Protection Plan by virtue of 
hazards employees are exposed to as described by OSHA Standards (or needs one), 
evaluate it here. Does the plan account for all respiratory hazards and their locations? 
Does the plan train employees annually as required? Does the plan include new 
employees aggressively? Do employees get fit tested with appropriate annual 
regularity? Are medical monitoring, consultation, and the associated documentation 
accurate, up to date, and timely?  
 
Fall Protection Plan 
 
Are your workers exposed to fall hazards as described by OSHA Standards i.e. 
unprotected floor sides and edges 4 feet or more above a lower level or in construction 
tasks 6 feet or more? If so, you need a fall protection plan to address these hazards. 
This plan accounts for administrating exposure, controlling hazards through 
engineering, training employees and utilizing personal protective equipment. Evaluate 
the plan or need for one and its effectiveness and thoroughness as well as compliance 
with OSHA Standards in General Industry as well as Construction Standards where 
applicable for floors, holes, unprotected sides and edges, and other hazards. 
 
Lock-Out Tag-Out (hazardous energy control) Program 
 
Evaluate your Lock-out Tag-out program (plan for controlling hazardous energy). This 
plan needs to be evaluated to ensure that it covers all applicable installations from 
electrical, mechanical, pneumatic, hydraulic, chemical, and process equipment. It must 
reflect the equipment it covers accurately, employees must be trained effectively and 
the plan must be used appropriately. Systems for locking and tagging machinery and 
equipment must follow OSHA and Manufacturer Standards and requirements.  
 
Hot Work Program 
 
Hot work typically requires the utilization of a Hot Work Program except under some 
very specific conditions. Read OSHA Standards for hot work such as welding and cutting 
and evaluate the facility for compliance. Note any discontinuities between OSHA 
Standards and facility practices.  
 
Personal Protective Equipment 
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Evaluate Personal Protective Equipment and where it is required and why. Determine 
whether the hazards necessitating the PPE can be administrated/designed out or 
engineered out removing the necessity for PPE in the tasks currently requiring them. 
Evaluate the PPE used in current tasks and determine if it is adequate. Evaluate 
employee PPE usage and training. Note findings.  
Fire Prevention Plan 
 
Review OSHA Standards for Fire Prevention Plans and determine whether yours is 
adequate and accurate. Your facility may not be required to have one, or it may also be 
a part of your Emergency Action Plan. Note findings.  
 
Employee Training 
 
Part of an annual facility hazard assessment is an evaluation and review of the 
personnel training plan. Review and evaluate the training plan to ensure that all 
employees are up to date on required or necessary training such as powered industrial 
truck, aerial lift platform, heavy equipment, machinery, respiratory protection, PPE, 
processes and protocols, drug and alcohol policy as well as other policies, fire 
extinguisher training, hazard awareness, asbestos awareness or worker (if needed) and 
many others. This is a good opportunity to review required certifications or licenses as 
well and report areas requiring attention.  
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APPENDIX B – Training and Training Safety Plans 
 
Appendix B outlines the safety training programs and training plans for departments 
and divisions. 
 
 
The annual training plans contain training topics, which should be reviewed for that 
division or department. Supervisors must use discretion in applying the annual training 
program for their area. Supervisors need only train employees in topics which relate to 
the employee's job tasks or are required by OSHA standards. If you have questions 
about mandatory minimum training according to OSHA standard, please contact the CBJ 
Risk Management safety officer.  
 
CBJ Risk Management can help in coordinating safety training and developing training 
plans. 
 
Administration 
Manager's Office  
M.I.S. 
Human Resources & Risk Management 
Lands and Resources  
Clerks and Elections  
ANNUAL TRAINING PROGRAM 

 Hazard Communication 
  Office Safety/Ergonomics 

  Facility Emergency Action Plan. 
  Personal Protective Equipment Requirements 

The Safety Officer is designated to develop and update the training plan 
 
Library 
ANNUAL TRAINING PROGRAM 
 

 Hazard Communication 
 Office Safety/Ergonomics 
 Facility Emergency Action Plan 

The Librarian is designated to develop and update the training plan for the Mendenhall 
Library. 
 
The Supervisor is designated to develop and update the training plan for the Douglas 
Library.  
 
The Circulation Supervisor is designated to develop and update the training plan for the 
Downtown Library. 
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Airport 
Terminal Maintenance 
ANNUAL TRAINING PROGRAM 

 Emergency Evacuation/Fire Prevention.  
 Slips, Trips, and Falls Prevention. 
 Back Injury Prevention 

 Hazard Communication  
 Electrical Safety  
 Hand and Power Tool Safety  
 Lock Out/Tag Out 

 
Field Maintenance 
ANNUAL TRAINING PROGRAM 

 Aircraft Accident Response. 
 Hazard Communication  
 Hearing Conservation   
 Electrical Safety. 
 Back Injury Prevention. 

 Emergency Evacuation/Fire Prevention. 
 Runway Maintenance Safety. 
 Welding Safety. 
 Personal Protective Equipment 
 Hazard Communication Program. 
 Facility Emergency Action Plan. 

 Personal Protective Equipment Requirements. 
 Written Respiratory Program  
 Lock Out/Tag Out Program  

 
City Fire/Rescue 
ANNUAL TRAINING 

 Office Safety/Ergonomics  

 Emergency Evacuation/Fire Prevention. 
 All Applicable NFPA Training Standards 
 Hazardous Communication Plan. 
  Bloodborne Pathogen Exposure Control Plan. 
  Personal Protective Equipment Requirements  

The Fire Chief will be responsible for developing and update the training plan. 
 
Capital Transit 
Mechanic Shop 
ANNUAL TRAINING PROGRAM 

 Slips/Fall Protection  
 Back Injury Prevention 
 Forklift Training for users. 
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 Electrical/Lock Out. 
 Hazard Communication  
 Personal Protective Equipment  

 Respirator Program. 
 Facility Emergency Action Plan  
 Personal Protective Equipment. 
  Lock Out/Tag Out Program 

The Transit Automotive Shop Supervisor is designated to develop and update the 
training plan. 
 
Administration and Drivers 
ANNUAL TRAINING PROGRAM 

 General Housekeeping  
 Difficult Passengers  
 Defensive Driving (as applicable)  
 Winter Driving 

 Slips/Falls Protection. 
 Back Injury Prevention. 
 First Aid/CPR (as applicable)  
 Hazard Communication 
  Emergency Action Plan 

The Transit Manager is designated to develop and update the training plan. 
 
Community Development 
ANNUAL TRAINING PROGRAM 

 Hazard Communication. 

  Emergency Evacuation/Fire Prevention  
  Office Safety/Ergonomics  
 Hazard Communication Program 
 Facility Emergency Action Plan. 

The Community Development Director is designated to develop and update the training 
plan. 
 
Engineering 
ANNUAL TRAINING PROGRAM 

 Hazard Communication 
 Emergency Evacuation/Fire Prevention. 
  Office Safety/Ergonomics 
  Facility Emergency Action Plan. 

  Personal Protective Equipment. 
The Engineering Administrator is designated to develop and update the training plan. 
 
Finance 
Administration Accounts Receivable Controller 
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Payroll 
Purchasing 
Accounts Payable Assessor 
Mail Room 
Sales Tax Treasury 
ANNUAL TRAINING PROGRAM 

 Hazard Communication. 
  Emergency Evacuation/Fire Prevention  

  Office Safety/Ergonomics  
 Facility Emergency Action Plan  

The Finance Secretary is designated to develop and update the training plan. 
 
Print Shop 
ANNUALTRAINING PROGRAM 

 Hazard Communication  
 Emergency Evacuation/Fire Prevention. 
 Office Safety/Ergonomics 
 Personal Protective Equipment 

 
Law 
ANNUALTRAINING PROGRAM 

 Hazard Communication 
 Emergency Evacuation/Fire Prevention. 
  Office Safety/Ergonomics 
 Emergency Action plan 

 
Park Maintenance 
ANNUAL TRAINING PROGRAM 

 Power Tool Safety 
  Emergency Evacuation/Fire Prevention . 
 Ladders and Scaffolding 
 Cold Weather Safety 
  Hazard Communication 

 Office Safety/Ergonomics 
 Back Injury Prevention 
 Personal Protective Equipment 

The Park Maintenance Supervisor is designated to develop and update the training plan. 
 
Landscape Maintenance 
ANNUAL TRAINING PROGRAM 

 Equipment Operations. 
 Hazard Communication  
 Hand and Power Tool Safety 
 Hearing Conservation 



 
 

118 
 

 Office Safety/Ergonomics 
  Bloodborne Pathogens. 
  Excavation Safety 

  Emergency Action Plan. 
  Ladders and Scaffolding 
  Back Injury Prevention 
 Personal Protective Equipment 

The Landscape Maintenance Supervisor is designated to develop and update the 
training plan. 
 
Building Maintenance 
ANNUAL TRAINING PROGRAM 

 Power and Hand Tool Safety 
  Emergency Evacuation/Fire Prevention. 
  Ladders and Scaffolding 
 Welding  

 Machine Safety  
 Slips, Trips, and Falls Prevention  
 Electrical Safety. 
 Hazard Communication  
 Personal Protective Equipment 

  LockOut/Tag Out 
 
City Museum 
ANNUAL TRAINING PROGRAM 

 Emergency Evacuation/Fire Prevention. 
  Hazard Communication 
 Office Safety/Ergonomics 
 Back Injury Prevention 

 
Centennial Hall 
ANNUAL TRAINING PROGRAM 

 Ladders and Scaffolding 
  Hazard Communication 
  Emergency Evacuation/Fire Prevention. 
 Office Safety/Ergonomics 

 Personal Protective Equipment 
The Centennial Hall Events Supervisor is designated to develop and update the training 
plan. 
 
Zach Gordon Youth Center 
ANNUAL TRAINING PROGRAM 

 Slips, Trips, and Falls Prevention. 
  Hazard Communication 
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 Back Injury Prevention. 
  Emergency Evacuation/Fire Prevention. 
  Personal Protective Equipment 

 Office Safety/Ergonomics 
 
Augustus Brown Pool 
ANNAUL TRAINING PROGRAM 

 Hazard Communication. 
 Back Injury Prevention  
 Bloodborne Pathogens. 
 Office Safety/Ergonomics. 

  First Aid/CPR (as applicable) 
 Facility Emergency Action Plan. 
  Personal Protective Equipment  

 The Pool Manager is designated to develop and update the training plan. 
 
Police 
ANNUAL TRAINING PROGRAM 

 Hazard Communication 
 Emergency Evacuation Procedures/Fire Prevention. 
 Back Injury Prevention 

 First Aid/CPR (as applicable) 
 Bloodborne Pathogens 
 Office Safety/Ergonomics 
 Personal Protective Equipment Requirements.  

The Safety Training Officer is designated to update the safety training plan. 
 
Public Works 
Streets 
ANNAUL TRAINING PROGRAM 

 Confined Space Entry 
  Heavy Equipment Safety 
 Power Tool Safety 
 Hazard Communication 

 Defensive Driving 
  Personal Protective Equipment/Respirator Training 
 Lock Out/Tag Out 
 Fire Evacuation 
 Traffic Control 

 Hearing Conservation 
 Back Injury Prevention 
 Excavation Safety 
  Forklift Safety 
 Respirator Program 
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 Confined Space Entry Program 
The Senior Operators for Valley and Town facilities are designated to develop and 
update the training plan. 
 
Wastewater Treatment 
ANNAUL TRAINING PROGRAM 

 Personal Hygiene 
 Emergency Evacuation/Fire Prevention. 
 Respirator Training 
 Confined Space Entry 
 Slips, Trips, and Fall Prevention 

 Tool Safety  
 Hazardous Communication 
 Back Injury Prevention 
 Office Safety/Ergonomics 
 Forklift Safety 

 Facility Emergency Action Plan 
 Personal Protective Equipment Requirements 

The Treatment Plant Supervisors are designated to develop and update the training 
plan. 
 
Wastewater Collections 
ANNUAL TRAINING PROGRAM 

 Confined Spaces Entry 
 Trenching and Excavations 
 Heavy Equipment Operations 
  Traffic Control and Work Site Safety 
 Hazard Communication 
 Personal Protective Equipment 

 Hand/Power Tools Safety 
 Back Safety 
 Emergency Evacuation/Fire Prevention 
  Facility Emergency Action Plan 
 Respirator Program 

 Confined Space Entry Program 
The Wastewater Collection Supervisors is designated to develop and update the training 
plan. 
 
Water Utilities 
ANNAUL TRAINING PROGRAM 

 Hazard Communication 

 Slips, Trips, and Falls Prevention 
 Respirator Training  
 Traffic Control 



 
 

121 
 

 Back Injury Prevention 
 First Aid/CPR (as applicable) 
 Confined Space Entry Program 

 Facility Emergency Action Plan 
 Personal Protective Equipment Requirements 
 Hearing Conservation Program. 
 Forklift 
 Backhoe 

Water Operations and Utilities Supervisors are designated to develop and update the 
training plan. 
 


