CODE OF SAFE WORK PRACTICES
General

I. Control

General methods of controlling harmful environmental factors or stresses include the following:

Engineering Controls are designed to eliminate the hazard altogether, and should be considered first. This can be accomplished through recommendations to redesign/replace equipment, tools, or work stations. Feasibility, costs and ease of implementation must be considered.

Work Practices involve activities such as worker education and training, good housekeeping, labeling, proper storage, personal hygiene, rules compliance and behavior reinforcement.

Administrative Controls reduce the duration, frequency and severity of exposure. Examples include job rotation, rest breaks, safe work procedures, exposure warning, and alarm systems. Key elements include training, conditioning, monitoring, feedback, adjustments, and modifications.

Personal Protective Equipment (PPE) is designed to present a barrier between the worker and hazard or the potential hazard. PPE may be used as an additional precaution in conjunction with other control strategies.

II.
Housekeeping

a. Keep all work areas orderly and clean and use them only for activities or operations for which they have been approved. Keep work surfaces dry or take appropriate means to assure that surfaces are slip resistant.  Clean up spills immediately. Keep waste containers covered. Discard combustible oily and paint soaked rags in sealable metal containers only. Do not store excessive combustibles (e.g.,  paper) in work areas.

b. Clearly identify walkways and aisles and keep them free of obstructions. Cover wet surfaces with non-slip material. Clean up all spills immediately, and place a Caution sign on all wet or drying surfaces. Properly store equipment so that sharp edges do not protrude into walkways. Report all walkway hazards to your supervisor or a Safety Committee member.

c. Keep fire extinguishers accessible and functional at all times. Perform the required monthly inspections of each fire extinguisher. Keep means of egress unblocked, well-lighted and unlocked during work hours.

d. Open file cabinet drawers one at a time and close them when work is finished.

e. Store materials in workrooms or designated storage areas only. Do not use hallways or boiler and equipment rooms as storage areas.

f. Keep traffic lanes and loading areas clear and marked appropriately.

g. Do not exceed the rated floor capacity for stored material.  The load limit and the maximum height to which material may be stacked should be posted.

h. Arrange stored materials safely to prevent tipping, falling, collapsing, rolling, spreading, or any other undesired and unsafe motion.

i. Place materials such as cartons, boxes, or drums, in stable piles as appropriate for the type of material.

j. Store materials that are flammable, explosive, oxidizing, corrosive, or pyrophoric only under conditions approved for the specific. Segregate and store incompatible materials in separate locations.

k. Remove items that used infrequently from work areas and put them in storage.

l. Provide enough automatically activated emergency lighting to permit exit or entry of personnel if the primary lighting fails to areas without natural lighting and areas where hazardous operations are conducted

m. Use grounded or double-insulated type equipment such as electrical tools or appliances and extension cords with a grounding conductor. Multiple plug adapters (other than surge protectors) are prohibited for any use.
n. Replace exposed wiring and discard cords with frayed or deteriorated insulation.

o. Keep flexible cords and cables free of splices or taps. Extension cords may not be used in permanent installations. They are only approved for temporary use.
p. Provide either flexible cords or cables with clamps or other securing means at plugs, receptacles, tools, and equipment (e.g., computer cable connections). Ensure that the cord jacket is held securely in place.

q. Cord, cable and raceway connections should be intact and secure.

III.
Ergonomics

With the introduction of computers into the workplace, new areas of physical debilitation have been recognized. These new potential hazards require a redesigning of both the workplace and how employees work. Standards should be developed and practiced with this new technology. Furniture must be adjustable, positioned and arranged to minimize strain on all parts of the body. The glare of a computer screen should be minimized to prevent eyestrain. Repetitive motions can harm back, shoulders, neck, wrists and other parts of the body.  For this reason, employees should take periodic rest breaks.
YCPARMIA can provide assistance with ergonomic questions.
IV.
Lifting and Moving

Wherever practical, use mechanical devices rather than manual effort to lift and move heavy objects. Use the appropriate equipment for the lifting or moving task. Employees should not be required to lift heavy or bulky objects that overtax their physical condition or capability. The supervisor must make certain that personnel know how to move objects safely by hand or with mechanical devices in the operations normal to the area. The supervisor should enforce the use of safe lifting techniques and ensure that lifting equipment is in good mechanical condition.

Employees are required to observe all established safety regulations relating to safe lifting techniques.

Use methods that ensure the safety of both the employee and the material when manually lifting and handling material. Employees whose work assignments require heavy lifting must be properly trained and physically qualified. The following are rules for manual lifting:

a. Inspect the load to be lifted for sharp edges, slivers, and wet or greasy spots.

b. Wear proper gloves when lifting or handling objects with sharp or splintered edges. These gloves should be free of oil, grease, or other agents that may cause a poor grip.

c. Inspect the route over which the load is to be carried. It should be in plain view and free of obstructions or spills that could cause tripping or slipping.

d. Consider the distance the load is to be carried. Recognize the fact that your gripping power may weaken over long distances.

e. Size up the load and make a preliminary "heft" to be sure the load is easily within your lifting capacity. If it is not, get help.

f. If team lifting is required, personnel should be similar in size and physique. One person should act as leader and give the commands to lift, lower, etc.

g. To manually lift an object off the ground:

1. Make sure of good footing and set your feet about 10 to 15 inches apart.

2. Assume a knee-bend or squatting position, keeping your back straight and upright. Get a firm grip and lift the object by straightening your knees—not your back.

3. Carry the load close to your body (not on extended arms). To turn or change your position, shift your feet—do not twist your back.

4. The steps for setting an object on the ground are the same as above, but in reverse.

V.
Driving

Employees operating or riding in official vehicles, or personal vehicles on official business, are required to wear safety belts at all times. The driver should instruct the passengers to fasten their safety belts before operating the vehicle.

Report all accidents involving official vehicles on the forms which are provided by YCPARMIA, and are stored in the glove compartment of each vehicle. Exchange insurance information with the other driver and obtain the names and addresses of witnesses. Do not accept blame or offer to pay for injuries or damages. All vehicle accidents must be reported to a supervisor as soon as possible after the event.
Practice defensive driving. Lock unattended vehicles. Do not exceed the speed limit. Vehicles should be parked in legal spaces and should not obstruct traffic. Employees should park their vehicles in well-lighted areas at or near entrances. Also, it is recommended that headlights be turned on during daylight driving for safety purposes.

VI.
Personal Protective Devices (PPE) and Protective Equipment
We will provide suitable equipment to protect employees from hazards in the workplace. Protective clothing is not a substitute for adequate engineering controls.
Barriers and guards installed on machinery and equipment and other protective devices are provided for protection and should not be removed. Such guards, barriers, protective devices and equipment should be used in accordance with established procedures.

Equipment manuals should be kept near equipment and read by employees prior to operating any piece of equipment. Never operate machinery and/or equipment when guards and protective devices have been removed.

Immediately report any guards, barriers, or other protective devices not installed, inoperable, or are in need of repair or replacement.

Wear appropriate protective clothing and equipment whenever it is required. Protective clothing should be issued to employees who work with hazardous materials. YCPARMIA is available for consultation as needed. The following listed protection should be available and worn when an employee is conducting any operation where a hazard exists:

a. Eye Protection: Eye or face protection must be used when an employee may be exposed to hazards from flying particles, molten metal, liquid chemicals, acids or caustic liquids, chemical gases or vapors, or potential injurious light radiation.

b. Head Protection: A protective helmet shall be worn when working in areas where there is a potential for injury to the head from falling objects. When applicable, the helmet shall be designed to reduce electrical shock.

c. Hand Protection: Appropriate hand protection shall be worn when employees’ hands are exposed to hazards such as those from skin absorption of harmful substances, severe cuts or lacerations, abrasions, punctures, chemical burns, thermal burns, and harmful temperature extremes.

d. Foot Protection: Protective footwear must be worn when an employee is working in areas where there is a danger of foot injuries from: falling or rolling objects, objects that may pierce the sole, exposure to electrical shock, exposure to hot, corrosive, or poisonous substances, in shops, during equipment handling, or on construction jobs.

e. Hearing Protection: Examples which require hearing protection are: air boats, power boats, power tools, circular saws, table saws, chain saws, lawn mowers, etc. Hearing protection is required when an employee’s noise exposure is equal to or exceeds an 8-hour time weighted average sound level (Time Weighted Average) of 85 decibels measured on the A scale.
f. Respiratory Protection: Any operation that generates harmful airborne levels of dusts, fumes, sprays, mists, fogs, smokes, vapors, or gases or that may involve oxygen-deficient atmospheres requires the use of effective safety controls. This should be accomplished, as much as feasible, by accepted engineering control measures (for example, enclosure or confinement of the operation, general and local ventilation, and substitution of less toxic materials). When effective engineering controls are not feasible, or while they are being instituted, appropriate respiratory protection should be used.

Each supervisor shall assess the workplace to determine if hazards are present or are likely to be present, which would necessitate the use of PPE. If such hazards are present or are likely to be present the supervisor must:

·  Select and have each affected employee use the proper PPE in compliance with Cal-OSHA standards.

·  Include the employee in selection decisions.

·  Select PPE that fits properly and addresses the potential hazard.
