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PART 1 – SAFETY COMMITMENT and RESPONSIBILITIES 
 

Company Safety Commitment 
 

The personal safety and health of each employee of this Company is of primary importance.  
The policy of this Company will be to maintain a safe and healthy working environment at all 
times, and to comply with applicable Occupational Safety and Health Administration (OSHA) 
and Mine Safety & Health (MSHA) regulations, and state and local safety requirements.   

 

The prevention of occupational injuries and illnesses will be treated as a priority by Management 
and Employees, and will be given precedence in all operational matters.  The Company will not 
knowingly allow unsafe conditions to exist. 

 

Employer Responsibility for Safety 

 

The Employer has a primary responsibility for the safety and health of its employees.  These 
responsibilities include, but are not limited to: 

• To establish safe work practices and procedures to minimize workplace hazards. 
 

• To train all employees in good safety and health practices. 
 

• To provide the necessary personal protective equipment (PPE), tools and equipment 
and instructions on their use. 
 

• To conduct pre-project and JSA planning to prevent the occurrence of workplace injuries 
and illnesses. 
 

• To conduct frequent safety inspections to find and eliminate unsafe working conditions 
and practices, to control health hazards and to comply fully with the safety health 
standards for every job. 
 

• To report and investigate, promptly and thoroughly, every accident or injury.  To find the 
root cause and to correct the problem so it will not happen again. 
 

• To recognize employees for outstanding safety service or performance. 
 

• To ensure compliance with all Company, Client, Federal, State and Local safety 
requirements. 
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Supervisor Responsibility for Safety 

 

The Supervisor must accept the day to day responsibility for assuring the safety and health of 
those Employees working under his supervision.  The Supervisor is ultimately responsible for 
the safety and health of the Employees working on the Jobsite.  These responsibilities include, 
but are not limited to: 

 

• Know and enforce all safety rules and regulations (i.e. Prime Machine’s safety and drug 
policies, OSHA and MSHA standards, and all other state and client safety requirements. 
 

• Instruct all new and existing employees in safe working practices. 
 

• Ensure all work is performed in a safe manner and that no unsafe conditions or 
equipment exist.  The Supervisor is responsible for the safety of all men and women on 
their crew, and therefore liable by law for any accident or injury that occurs because of 
his/her neglect to safety (contributory neglect). 
 

• Correct, log and report all unsafe conditions, practices or near misses to the Safety 
Department as soon as possible. 
 

• Responsible for conducting a weekly tool box safety meeting, teaching or demonstrating 
safe practices.  Discuss unsafe conditions found, corrections made, near misses, safety 
training lessons, any injuries and how to avoid recurrences. 
 

• Secure prompt medical attention for any injured employee. 
 

• Fill out the accident reports thoroughly and forward to the Safety Department within 24 
hours. 
 

• Plan safety into each day’s work activities using the JSA process. 
 

• Provide each employee with the time, material, equipment and training to implement the 
work plan safely. 
 

• Be receptive and respond to Employee’s safety and health concerns. 
 

• Encourage employee participation in the identification and correction of safety and 
health issues. 
 

• Assure that all Employees fully understand what to do in the event of an emergency. 
 

• Administer disciplinary action if necessary, but do so in a manner that exhibits a caring 
attitude. 

 

  



  

                 Safety Manual 

Page 6 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

Employee Responsibility for Safety 

 

Each Employee is expected to cooperate with all aspects of the safety and health program, 
which includes compliance with all rules and regulations. 

Employees are expected to: 

 

• Accept primary responsibility for his/her personal safety and for the safety of others, and 
caution fellow employees in the workplace when they perform unsafe acts. 
 

• Be familiar with the safety requirements that pertain to their jobs and follow all prescribed 
safety regulations, rules, practices, instructions and signs. 
 

• Report all injuries and illnesses immediately to their Supervisor no matter how minor the 
injury.  All near misses and unsafe conditions must also be reported so that an 
appropriate response may be made. 
 

• Actively participate in safety training, meetings, incident investigations, safety 
inspections, safety audits, industrial hygiene monitoring, medical surveillance, JSA’s, 
and other safety related matters or programs as requested. 
 

• Know that disciplinary action may result from a violation of the safety rules. 
 

Subcontractor’s Responsibility for Safety 

 

All sub-contractors and their employees are required to meet or exceed Prime Machine’s safety 
policies and procedures, including the policies of all other agencies such as OSHA, EPA and 
MSHA while working on PFS work sites or on Company premises. 
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PART 2 – POLICIES and PROCEDURES 
 

 

Training Plans 
 

Prime Machine functions as a Machine and Repair Services Shop.  It also has a Field Services 
division (dba. Prime Field Service).  OSHA rules apply to both physical facilities as well as at 
most Non-Mining businesses served by our Company.  When the employees are onsite at 
Mining-related businesses, MSHA rules apply. 

 

MSHA Training Plan 

 

MSHA training is provided by an outside Consultant who trains based on an approved MSHA 
Plan.  The current Trainer is: 

 

Terrance Hamblin 
LTC Safety Training LLC 
6194 S 1450 E  
S. Ogden, UT 84405 
Phone: (801) 721-3710 
 

Training provided by this Consultant includes: 

 

1) MSHA Part 48 – New Miner 

2) MSHA Part 48 – Annual Refresher 

 

After training is completed, each employee receives a signed MSHA Form 5000-23.  Copies of 

this form are presented to each Mining Customer as proof that the Craftsman has received the 

required training. 

A copy of the MSHA Training Plans are attached below.  
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OSHA Training Plan 

 

As an aid to implementing the required OSHA Training, this Safety Manual has been produced. 

 

Prime Machine Area Managers and Field Supervisors will include this workplace safety training 
in their new employee orientations.   

 

Ongoing Training will include reviews of all topics in this Manual.   

 

Further, each Employee will be informed that they are not expected to undertake a job until 
receiving job instructions on how to do it properly and they have been authorized to perform that 
job.  No employee should undertake a job that appears unsafe. 

 

Safety Meetings – The Safety Manager, along with the Area Managers will arrange for periodic 
employee Safety Meetings, no less than one a month.  These meetings will include review of 
any additions, changes or corrections to the workplace safety program and procedures and the 
hazard communication program.   

 

Specific topic meetings may also be held (i.e., for natural disaster drills, proper use of fire 
extinguisher, administering first-aid, etc.) and may include use of outside consultants, speakers, 
audiovisual aids, etc. 

 

Prime Machine has signed up with the Utah Safety Council, who provides a library of Streaming 
Videos that may be used for Safety Training. 

 

These videos are found at: 

 

www.trainingnetworknow.com 

Password – see the Safety Manager for this. 

 

Television screens are provided for viewing these videos.  Area Managers are encouraged to 

use all training tools that are provided. 

  

http://www.trainingnetworknow.com/
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Substance Abuse Policy 
 

Summary – Prime Machine believes that a healthy, productive work force, free from the effects 
of drugs and alcohol is very important, not only to the Company, but also to all Employees and 
the General Public. 

 

Quite simply, Prime Machine is firmly committed to provide its employees with a safe, 
drug/alcohol free work environment.  Any employee involvement with illegal drugs or alcohol, in 
accordance with this policy, will prevent the Company from meeting this commitment. 

 

Employees who may have a drug/alcohol problem are strongly encouraged to come forward 
with their problem.  This problem should be directed to your Supervisor or the Company 
Employee Relations, and will be kept in strict confidentiality.  Rehabilitation will be available to 
you through your coverage in the Health Insurance as prescribed by carrier.  Rehabilitation 
cannot be used by any employee, as a means of avoiding disciplinary action if he or she has 
violated the Company’s drug abuse policy. 

 

Further, Prime Machine hereby adopts this policy for the testing of employees and prospective 
employees for the presence of illegal drugs and/or alcohol in the work place.   The policy that 
has been developed is not meant to be punitive.  Rather, it is designed to be preventative.  The 
importance of this issue to the Company and its employees cannot be overemphasized.  The 
guidelines and procedures for policy fulfillment are described under general policy. 

 

General Policy – The Company reserves the right to test employees or prospective employees 
for the presence of drugs or alcohol in accordance with the provisions of this policy as a 
condition of employment.  For this policy, terms “drug” or “alcohol” are defined according to Utah 
Law (Utah Code Section Title 34-38 UCA) and include intoxicants and narcotics, marijuana, or 
any other controlled substance.   

 

• Investigation of possible individual impairment that constitutes reasonable grounds for 
requesting an employee to yield to a urinalysis and/or blood alcohol test and execute a 
consent form, including, but are not limited to: the manifestation of physical or 
physiological signs, symptoms, or reactions commonly caused by the use of alcohol on 
the breath, slurred or thickened speech, apparent loss of coordination or unsteady gait, 
or uncharacteristic emotional behavior. 
 

• Incidents of theft in the workplace. 
 

• Maintenance of safety for employees or the public.  
 

• Maintenance of productivity, quality of products or services, security of property or 
information, including review of unusual trends of absenteeism or tardiness. 
 

• Reasonable grounds shall also be deemed to exist whenever an employee is directly 
involved in an accident, while on duty, which results in any injury to himself/herself or 
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any other person, or which causes damage to the Prime Machine’s property or the 
property of another individual. 
 

• Periodic testing as stated in RANDOM TESTING. 
 

• Pre-employment testing of applicants that Prime Machine intends to hire. 
 

• After a leave of absence, medical leave or disability, or injury that has resulted in lost 
time. 
 

• An employee that is enrolled in a rehabilitation treatment or counseling program will be 
required to have additional drug or alcohol testing, as a condition of continued 
employment. 
 

• Any employee who has previously tested positive and allowed continued employment 
will be required to have periodic testing, as a condition of continued employment. 

 

The collection and testing of samples shall not be limited to circumstances where there are 
indications of individual, job-related impairment. 

 

Upon the refusal of an employee to provide a sample, the Company will use that test result or 
refusal as the basis for disciplinary or rehabilitative actions, which may include any or all of the 
following: 

 

• A requirement that the employee enroll in an employer-approved rehabilitation, 
treatment, or counseling program, which shall include additional drug or alcohol testing, 
as a condition of continued employment; 
  

• Suspension of the employee with or without pay for a period; 
 

• Termination of employment; 
 

• Refusal to hire a prospective employee; or 
 

• Other disciplinary measures in conformance with the Company’s usual procedures, 
including any collective bargaining agreement, including disqualification from operating 
Company vehicles. 

 

Whenever the employee’s supervisor has reasonable grounds to believe an employee is under 
the influence of alcohol or illegal drugs while on duty, the supervisor shall report that fact to 
Employee Relations or the President.  If these parties concur that reasonable grounds exist to 
believe an employee is under the influence of alcohol or illegal drugs, the employee shall be 
requested to submit to a drug and/or blood alcohol analysis test.  

 

If the employee drives Company vehicles more than 26,001 GVW, the employee will be tested 
pursuant to D.O.T. regulations. 
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Testing and Collection – The Company will utilize a laboratory that is experienced in performing 
analysis for alcohol and drug detection.  Sample testing shall conform to scientifically-accepted 
analytical methods and procedures.  Testing shall include verification or confirmation of any 
positive test result by chromatography, gas chromatograph, mass spectroscopy or other 
comparably reliable analytical methods before the Company will use the result of any test as 
basis for any action. 

 

Samples for testing shall be collected under reasonable and sanitary conditions and tested with 
due regard to privacy of the individual being tested, and in a manner reasonable calculated to 
prevent substitutions or interference with the collection or testing of reliable samples.  

 

Sample collection shall be documented, and documentation procedures shall include: 

 

• Labeling of samples to reasonably preclude the probability of erroneous identification of 
test results, and 
 

• The individual being tested will be given the opportunity to provide notification of any 
information which he considers relevant to the test.  For example, identification of 
prescription or nonprescription drugs, which they may be currently using or have recently 
taken, or other relevant medical information. 

 

Sample collection, storage and transportation to the place of testing shall be performed so as 
reasonably to preclude the probability of sample contamination or adulteration. 

 

The employee or prospective employee shall also be requested to sign a consent form 
authorizing the analysis of his urine for determining the presence of illegal drugs or blood/breath 
for the purpose of determining the presence of alcohol, and further authorizing the release of the 
written results of such test results to the employer. 

 

The Company shall pay all costs of testing, including transportation if the testing of a current 
employee is conducted at a location other than the work place. 

 

Any drug or alcohol testing shall occur during or immediately after the regular work period of all 
current employees and shall be deemed work time for the purposes of compensations and 
benefits for current employees. 

 

If employee is unable to produce a urine sample, that individual will have one (1) hour to submit 
to the test.  If after one (1) hour has passed and the employee is still unable to produce a urine 
sample, that individual will be responsible to submit to the test on their own time, at a pre-
approved medical facility.  Employee will not be allowed to return to work until the drug screen 
has been taken and will jeopardize further employment.   

 

Random Testing – For the program to be unbiased, the random source has been derived from 
a source outside management; the Stock Market. 
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Two management personnel, within the first five (5) days of the month, would select a day for 
the random test to be held for that month.  If a day is not selected, the test will not be done for 
that month. 

 

The Employee selection will be determined on the day selected by the last digit in the 
employee’s payroll number, and the preceding day’s closing of the Dow Jones Shares.  For 
example: Dow Jones closes at 2,821.65.  All employees with payroll numbers that end in higher 
6 or 5 will be required to take the drug/alcohol screen. 

 

All employees (i.e., Management, Area Managers, Craftsmen, etc.) are given a two-digit number 
when their employment begins and are subject to the random testing.  

 

If employee is unable to produce a urine sample, that individual will have one (1) hour to submit 
to the test.  If after one (1) hour has passed and the employee is still unable to produce a urine 
sample, that individual will be responsible to submit to the test on their own time, at a pre-
approved medical facility.  Employee will not be allowed to return to work until the drug screen 
has been taken and will jeopardize further employment.   

 

Federal D.O.T. Drug Testing Policy – Applies to anyone who will drive a Company vehicle 
26,001 GVW or more: 

 

Prime Machine will conduct five (5) different types of controlled-substance tests of its drivers: 

 

• Pre-employment testing of applicants that Prime Machine intends to hire or utilize as 
drivers per D.O.T. regulations; 
 

• Periodic testing of all drivers conducted at least every two (2) years per D.O.T. 
regulations; 
 

• Reasonable-cause testing per D.O.T. regulations whenever Prime Machine believes an 
on-duty driver’s actions or conduct are indicative of using a controlled substance; 
 

• Annual random testing per D.O.T. regulations of at least fifty percent (50%) of Prime 
Machine’s drivers; and 
 

• Post-accident testing per D.O.T. regulations whenever a Prime Machine driver is 
involved in a D.O.T. defined reportable accident.  

 

Work Care Clinic will be the Employee Assistance Program Resource Center and collection site. 

 

Test Results – To maintain confidentiality, all test results will be processed through Employee 
Relations, in a need-to-know basis.  The results of such tests shall not otherwise be divulged to 
any other person, except when necessary for the conduct of the Company’s business affairs.  
The employer shall not be precluded, however, from divulging such test results upon request to 
agencies of local, state or federal governments, or administrative or judicial proceedings 
wherein the results of such a test are relevant to the issues involved or when required to divulge 
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such test results by subpoena.  

 

• Require the employee to enter a Company approved drug or alcohol rehabilitation 
program, which shall include additional drug or alcohol testing as a condition of 
continued employment. 
 

• Suspend the employee, with or without pay, for a period.  This will include additional 
drug and/or alcohol testing as a condition of continued employment. 
 

• Terminate the employee. 
 

• Refuse to hire a prospective employee. 
 

• Any other disciplinary measure that is a usual procedure at Prime Machine, which shall 
include additional drug and/or alcohol testing at the employee’s expense or disqualifying 
the employee from driving a Company vehicle. 

 

Prescription Drugs – All employees are required to report to their supervisors and Employee 
Relations the use of any prescribed medication, which may affect or hinder their performance on 
the job. 

 

No employee will be allowed to operate equipment if medication could interfere with safe 
operation.  Failure to notify the supervisor and Employee Relations of the use of medication that 
could affect performance on job, may lead to disciplinary action. 

 

Records – The Employee Relations will be responsible to ensure that the drug and alcohol 
testing policy is followed and maintained, and is also responsible for maintaining a designated 
area in the personnel department  
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Disciplinary Action Policy 
 

This policy covers disciplinary actions for violation of PFS Safety policies and procedures, Site 
Specific Safety policies, MSHA and OSHA regulations, and any other safe work practices: 

 

A) Employee Retraining 

 

Enhances the Safety Program by retraining an Employee in how to prevent the policy or 
procedure violation and to gain commitment towards being incident and injury free. 

 

B) Written Reprimands 

 

Issues when a violation is committed which is designated as a Serious Violation, but does not 
immediately expose the employee or others to a life-threatening situation.  Will also be used in 
the case of a second offense of a Non-Serious violation. 

 

C) Suspension (Time Off without Pay) 

 

Issued when a violation is committed which immediately exposes the Employee or others to a 
Life-Threatening Violation.  Will also be used for a 2nd Offense of a Serious Violation and for the 
3rd Offense of a Non-Serious Violation.    

 

D) Termination 

 

Issued when a violation is committed that is inexcusable and Life Threatening to the Employee 
or others.  Can and will be used for a 3rd Offense of a Non-Serious Violation and a 2nd or 3rd 
Offense of a Serious Violation. 

 

Physical inspections of work areas must be conducted to ensure compliance with safety rules 
and policies. 
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Disciplinary Sanction Guidelines 

 

OFFENSES 1st OFFENSE 2nd OFFENSE 3rd OFFENSE 

I. Positive Alcohol or 
Drug Test 

30 Day Suspension 
without pay, 
substance abuse 
professional 
recommendation, 
subject to Company’s 
discretion 

Termination subject 
to Management’s 
discretion 

 

II. Non-Serious 
Safety Violation 

Oral Reprimand Written Reprimand 3-day suspension 
without pay, and 
subsistence up to 
termination 
(depending on 
offense). Subject to 
Company’s discretion 

III. Serious Safety 
Violation 

Written Warning 3-day suspension 
without pay, and 
subsistence up to 
termination 
(depending on 
offense). Subject to 
Company’s discretion 

Termination 

IV. Life-Threatening 
Safety Violation 

3-7-day suspension 
without pay, and 
subsistence up to 
termination 
(depending on 
offense). Subject to 
Company’s discretion 

Termination  
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DEFINITIONS:  

Positive Test for Drugs / Alcohol: An Employee testing positive with an alcohol 
content of .04 or greater may not operate 
machinery.  An Employee testing above .04 
will be suspended at a minimum of 1 day 
without pay or subsistence up to 30 days or 
possible termination, all of which is under 
Management’s discretion. 

 

Non-Serious Safety Violation: Not wearing PPE, Violation of Site 
Requirements, not wearing double eye and 
face protection when required, etc. 

 

Serious Safety Violation: Not being tied-off in a man-lift even though 
the Employee may be wearing a body 
harness with a lanyard attached.  Tied-off, 
but standing on the top rail of a man-lift, 
unsafe operation of a forklift or piece of 
equipment. 

 

Life-Threatening Safety Violation: Being outside the warning line system, 
working the leading edge, ridge or eave 
without being tied-off.  Jumping from the 
man-lift to the roof or elevated surface.  
Jumping from the roof of one building to 
another.  Accessing or egressing the steel 
without being tied-off, etc. 
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Reporting and Recordkeeping 
 

Reporting – Regardless of severity, all work-related accidents and injuries shall be reported to 
the Area Manager and the Safety Coordinator immediately.  If injury occurs during swing, 
graveyard and/or weekend shifts, and has not resulted in a fatality, hospitalization, or medical 
treatment, the Safety Coordinator is to be notified on the following business day. 

 

Recordable Injuries – Each injury or illness that requires medical attention, other than first-aid, 
and is the result of a work accident or from an exposure is the work environment, must be 
recorded by the Safety Coordinator, on the OSHA Form No. 300-Long and Summary of 
Occupational Injuries and Illnesses and record additional information on the supplementary 
record, Employer’s First Report or Injury.  Completion of the form will be in accordance with 
OSHA instructions and must be completed within five (5) days of reported incident. 

 

A Prime Machine executive must certify that he/she has examined the OSHA 300 log and that 
he/she reasonably believes, based on knowledge of the process by which the information was 
recorded, that the annual summary is correct and complete.  The summary shall be posted in a 
visible place to all employees from February 1 through April 30 of the following year. 

 

Within forty-eight (48) hours the lower portion of the SRI must be completed and forward to the 
Company’s worker’s compensation carrier. 

 

Employee’s Report – For all injuries, illnesses and near miss accidents that are the result of a 
work accident or from an exposure in the work environment, the craftsman involved must report 
immediately to his Area Manager and the Safety Coordinator, and he must properly fill out an 
SRI Employee’s Report of Incident within twenty-four (24) hours of the accident. 

 

Area Manager’s Report – For every injury or illness resulting from a work accident, the injured 
employee’s Area Manager is to complete an accident investigation report within twenty-four (24) 
hours of the accident. 

 

Witnesses Report – Each witness to a work accident resulting in an injury or illness, must file a 
completed Witness Incident Statement within twenty-four (24) hours of the accident. 

 

Investigation - The Safety Manager and Safety Coordinator will be responsible for investigating 
and reviewing all accidents and may request help in the investigation.  After the investigation is 
completed, the Safety Manager will make recommendations for a safer workplace. 

 

Fraud – If fraud is suspected the Company will immediately notify the worker’s compensation 
carrier for investigative assistance. 

 

Record Keeping – The Safety Coordinator will be responsible for maintain a designated area in 
the personnel department for filing all the above records, reports and documentation of the 
Company’s Workplace Safety Program.  All records and documentation, unless otherwise 
required, will be retained for a period of not less than five (5) years.  

 



  

                 Safety Manual 

Page 22 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

Contractor Injury/Illness Reporting – All accidents involving any contractor’s employee(s) will 
be promptly reported to Safety Coordinator for investigation. 

 

Corporate Reporting – The Safety Coordinator is to report to the President of Prime Machine 
and the Safety Manager any incidents/accidents resulting in: 

 

• A fatality or life-threatening injury to employees, contractors, visitors or the public. 
 

• Lost Time Accidents – injuries resulting in lost work days. 
 

• Restricted Work Days – injuries resulting in restricted duty. 

 

Incident Investigation and Reporting - While all incidents should be investigated, the extent of 
such investigation shall reflect the seriousness of the incident utilizing a root cause analysis. 

 

• Required incidents must be verbally reported to OSHA within 8 hours of their discovery.  
Incidents must also be reported to the customer (if on a job site) as soon as possible, or 
in a timely manner (within 24 hours of the incident). 
 

• Incident investigation will be done by the site supervisor, or by notifying the Safety 
Manager, who will then conduct the investigation, based on severity. 
 

• All investigating personnel shall be trained in their roles and responsibilities for incident 
response and incident investigation techniques.  Training requirements relative to 
incident investigation and reporting (Awareness, First Responder, Investigation and 
training frequency) should be used. 
 

• Proper equipment shall be used in the investigation, including writing instruments, paper, 
measuring equipment, cameras, audio recorder, etc. 
 

• Initial identification of evidence immediately following the incident might include a listing 
of people, equipment and materials involved and a recording of environmental factors 
such as weather, illumination, temperature, noise, ventilation, etc. 
 

• Evidence such as people, positions of equipment, parts and papers must be preserved, 
secured and collected through notes, photographs, witness statements, flagging and 
impoundment of documents and equipment. 
 

• Witness interviews and statements must be collected.  Locating witnesses, ensuring 
unbiased testimony, obtaining appropriate interview locations and use of trained 
interviewers should be detailed.  The need for follow-up interviews should also be 
addressed. 
 

• Incident investigations should result in corrective actions. 
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• A written incident report should be prepared, including an incident report form and 
detailed narrative statement concerning the events.   The form of the report should 
include introduction, methodology, summary of the incident, investigation board member 
names, narrative of the event, findings and recommendations.  Photographs, witness 
statements, drawings, etc. should be included. 
 

• Lessons learned should be reviewed and communicated to the employees.  Changes to 
processes must be placed into effect immediately to prevent reoccurrence of similar 
events. 
 

Access to Employee Medical and Exposure Records – 
 
"Employee medical record" means a record concerning the health status of an employee 
which is made or maintained by a physician, nurse, or other health care personnel, or 
technician. 
 
Medical records must be retained for the duration of employment plus 30 years. 
Employee exposure records must be retained for 30 years, including; 

• Environmental (workplace) monitoring or measuring of a toxic substance or harmful 
physical agent, including personal, area, grab, wipe, or other form of sampling, as well 
as related collection and analytical methodologies, calculations, and other background 
data relevant to interpretation of the results obtained. 
 

• Biological monitoring results which directly assess the absorption of a toxic substance or 
harmful physical agent by body systems (e.g., the level of a chemical in the blood, urine, 
breath, hair, fingernails, etc.) but not including results which assess the biological effect 
of a substance or agent or which assess an employee's use of alcohol or drugs. 

 

Access to records must be provided in a reasonable time, place, and manner. If access to 
records cannot reasonably be provided within fifteen (15) working days, the employer shall 
within the fifteen (15) working days apprise the employee or designated representative 
requesting the record of the reason for the delay and the earliest date when the record can be 
made available. 
 
Whenever an employee or designated representative requests a copy of a record, that record 
must be provided at no cost. 
 
Whenever access is requested to an analysis which reports the contents of employee medical 
records by either direct identifier (name, address, social security number, payroll number, etc.), 
or by information which could reasonably be used under the circumstances indirectly to identify 
specific employees (exact age, height, weight, race, sex, date of initial employment, job title, 
etc.), personal identifiers must be removed before access is provided. 
 
Upon an employee's first entering into employment, and at least annually thereafter, information 
must be given to current employees of the existence, location, availability and the person 
responsible for maintaining and providing access to records and each employee's rights of 
access to these records.  
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Whenever an employer is ceasing to do business, the employer shall transfer all records subject 
to this section to the successor employer. Whenever an employer either is ceasing to do 
business and there is no successor employer to receive and maintain the records, or intends to 
dispose of any records required to be preserved for at least thirty (30) years, the employer shall 
notify affected current employees of their rights of access to records at least three (3) months 
prior to the cessation of the employer's business. 
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PART 3 – PREVENTING INJURIES & ILLNESSES 
 

 

Abrasive Blasting 
 

Abrasive blasting operations can create high levels of dust and noise.  Abrasive material and 
the surface being blasted may contain toxic materials that are hazardous to Workers. 

 

Engineering controls are the primary means of preventing or reducing exposure to airborne 
hazards during abrasive blasting, including: 

 

• Use less toxic abrasive blasting media  
 

• Use barriers, walls or cabinets to isolate blasting operations from other workers 
 

• Use exhaust ventilation system to contain dust 
 
Other controls may be put in place to reduce hazards, including; 
 

• Do not use compressed air to clean as this will create more dust in the air 
 

• Schedule blasting when the least number of people will be affected 
 

• Avoid blasting in windy conditions outdoors 
  

• Prohibit eating and drinking in blasting areas 
 

• Provide wash stations for hand washing before eating or drinking 
 
Respiratory Protection must be used when other methods fail to provide the worker protection 
required.  Respirators approved by NIOSH shall be used. 
 
Personal Protective Equipment shall be used in all cases, including; Hearing Protection, Eye 
and Face protection, Helmet (if required), Gloves that protect full forearm, Safety Shoes and 
other protective clothing (coveralls, etc.) 
 
All workers using Abrasive Blasting equipment shall be given training in the use of the 
equipment, health and safety hazards, personal hygiene requirements, safe work practices and 
the correct use of PPE and Respirators.  Workers should be aware of Safety Data Sheet 
information for the blasting Media being used. 
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Aerial Lifts 
 

Aerial lifts are vehicle-mounted, boom-supported aerial platforms, such as cherry pickers or 
bucket trucks, used to access utility lines and other aboveground job sites. The major causes of 
fatalities are falls, electrocutions, and collapses or tip-overs. Prime Machine shall take measures 
to ensure the safe use of aerial lifts by their workers if they are required to use this equipment in 
the course of their employment. 

 
Safe Work Practices – 
 

• Workers who operate aerial lifts are to be properly trained in the safe use of the 
equipment.  
 

• Maintain and operate elevating work platforms according to the manufacturer's 
instructions.  Alterations or modifications to aerial lifts shall not be performed unless 
explicit written consent has been attained by the equipment manufacturer   
 

• Never override hydraulic, mechanical, or electrical safety devices.  
 

• Never move the equipment with workers in an elevated platform unless this is permitted 
by the manufacturer.  
 

• Workers shall not be allowed to position themselves between overhead hazards, such 
as joists and beams, and the rails of the basket. Movement of the lift could crush them.  
 

• Maintain a minimum clearance of at least 10 feet, or 3 meters, away from the nearest 
energized overhead lines.  
 

• Always treat power lines, wires and other conductors as energized, even if they are 
down or appear to be insulated.  
 

• Use a body harness or restraining belt with a lanyard attached to the boom or basket to 
prevent the worker(s) from being ejected or pulled from the basket.  
 

• Set the brakes and use wheel chocks when on an incline.  
 

• Use outriggers, if provided.  
 

• Do not exceed the load limits of the equipment. Allow for the combined weight of the 
worker, tools and materials.  
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Asbestos Awareness 
 

The purpose of this procedure is to make employees aware at a basic level about the properties 
and dangers of asbestos, general guidelines and training requirements and to provide basic 
precautions and protections for employees to avoid exposure to asbestos containing material 
(ACM) or presumed asbestos containing material (PACM).  Prime Machine employees are 
typically told to stay completely away from this material and let other Companies perform all 
abatement. 

 

Managers/Supervisors 

• Notify owners or operators are of PACM. 

• Prohibit Prime Machine employees from working until material in question is confirmed as 
non-asbestos or abated. 

• Ensure proper employee asbestos awareness training is completed. 

 

All Employees 

• All employees are required to act in strict compliance with the requirements of this program 
and delay or discontinue work if there is ever an unresolved concern regarding exposure 
to asbestos. 

• Immediately report any suspected asbestos containing material to your supervisor 

 

Exposure to asbestos fibres can cause serious health risks. The major risks from asbestos 
come from inhaling the fibres. Asbestos is composed of long silky fibres that contain hundreds 
of thousands of smaller fibres. These fibres can be subdivided further into microscopic filaments 
that will float in the air for several hours. Asbestos fibres can easily penetrate body tissues and 
cause disabling and fatal diseases after prolonged exposure. 

 

Although exposure to asbestos is potentially hazardous, health risks can be minimized. In most 
cases the fibres are released only if the asbestos containing materials (ACM) is disturbed. Intact 
and undisturbed asbestos materials do not pose a health risk. The mere presence of asbestos 
does not mean that the health of occupants is endangered. When ACM is properly managed, 
release of fibres into the air is prevented or minimized, and the risk of asbestos related disease 
can be reduced to a negligible level. However, asbestos materials can become hazardous when 
they release fibres into the air due to damage, disturbance, or deterioration over time. 

 

Health Effects of Asbestos 

The most dangerous exposure to asbestos is from inhaling airborne fibres. The body's defenses 
can trap and expel many of the particles. However, as the level of asbestos fibres increase 
many fibres bypass these defenses and become embedded in the lungs. The fibres are not 
broken down by the body and can remain in body tissue indefinitely.  Exposure to asbestos has 
been shown to cause respiratory diseases such as lung cancer, asbestosis, mesothelioma and 
various types of cancer of the stomach and colon. 

 

Possible Locations Where Employees May Be Exposed to Asbestos 
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Asbestos materials are used in the manufacture of heat-resistant clothing, automotive brake and 
clutch linings, and a variety of building materials including insulation, soundproofing, floor tiles, 
roofing felts, ceiling tiles, asbestos-cement pipe and sheet and fire-resistant drywall.  Asbestos 
is also present in pipe and boiler insulation materials, pipeline wrap and in sprayed-on materials 
located on beams, in crawlspaces, and between walls. 

 

Client owned and/or operated equipment and facilities, where surfacing material or insulation is 
present, must be confirmed non-asbestos before Prime Machine employees disturb that 
material.  Where surfacing material or insulation cannot be confirmed non-asbestos, the client or 
owner must test, and where necessary abate, the material before Prime Machine employees 
are permitted to work. 

 

Identifying Asbestos 

There are many substances that workers contact that may contain asbestos and have the 
potential to release fibres. Only rarely can asbestos in a product be determined from labeling or 
by consulting the manufacture. The presence of asbestos cannot be confirmed visually in many 
cases. The only way to positively identify asbestos is through laboratory analysis of samples. If 
the presence of asbestos is suspected always assume that it is an asbestos containing material 
and have it analyzed. 

 

Employees will abide warning signs and labels and will not disturb the asbestos containing 
material.   

 

Signs and labels shall identify the material which is present, its location, and appropriate work 
practices which, if followed, will ensure that Asbestos Containing Material (ACM) and/or 
Presumed Asbestos Containing Material (PACM) will not be disturbed. Prime Machine 
Supervisors shall ensure that Employees working in and adjacent to regulated areas 
comprehend the warning signs. 

 

General Safety Precautions 

The following general precautions will reduce exposure and lower the risk of asbestos related 
health problems: 

 

• Drilling, sawing, or using nails on asbestos materials can release asbestos fibres and 
should be avoided. 

• Floor tiles, ceiling tiles or adhesives that contain asbestos should never be sanded. 

• Use care not to damage asbestos when moving furniture, ladders, or any other object. 

• Know where asbestos is in your work area. Use common sense when working around 
products that contain asbestos. Avoid touching or disturbing asbestos materials on walls, 
ceilings, pipes, ducts or boilers. 

• All asbestos containing materials should be checked periodically for damage or 
deterioration. Report any damage, change in condition or loose asbestos containing 
material to a supervisor. 

• All removal or repair work involving asbestos must be done by specially trained personnel.  
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• Asbestos should always be handled wet to help prevent fibres from being released. If 
asbestos is soaked with water or a mixture of water and liquid detergent before it is 
handled, the fibres are too heavy to remain suspended in the air. 

• In the presence of asbestos dust above the PEL, the use of a respirator approved for 
asbestos work is required. A dust mask is not acceptable because asbestos fibres will 
pass through it.  

• Dusting, sweeping, or vacuuming dry asbestos with a standard vacuum cleaner will put 
the fibres back into the air. A vacuum cleaner with a special high efficiency filter (HEPA) 
must be used to vacuum asbestos dust. 

• If a HEPA vacuum is not used clean-ups must be done with a wet cloth or mop. The only 
exception to this would be if the moisture presents an additional hazard such as around 
electricity. 

 

Remember, the mere presence of asbestos itself does not create a health hazard unless the 
material is disturbed and releases fibres to the atmosphere. Protect yourself and others by 
being aware of where asbestos is located, the dangers involved and using common sense when 
working around ACM. 

 

Personnel Air Monitoring 

Depending on the exposure level Prime Machine is required to perform air sampling. 

 

Medical Surveillance Program 

All Prime Machine employees who are exposed to asbestos shall be included in a Prime 
Machine medical surveillance program. 

 

Respiratory Protection 

The only circumstances that will necessitate Prime Machine employees using respiratory 
equipment for protection against asbestos is during the asbestos exposure assessment 
process, while confirming (via personnel monitoring) that the engineering controls and work 
practices designed and employed for a certain work activity are adequate to maintain exposure 
levels below the PEL/excursion limit. Asbestos work that requires respiratory equipment beyond 
the PEL should be performed by a qualified contractor. 
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Waste Disposal 

Asbestos waste, scrap, debris, bags, containers, equipment, and contaminated clothing shall be 
collected and disposed of in sealed, labeled impermeable bags of greater than 6 mils thickness 
or other closed, labeled, impermeable containers. 

 

Training 

Asbestos awareness training is required for employees who work in areas that contain or may 
contain asbestos and Prime Machine shall ensure the training is documented.   

 

Asbestos awareness training is required for employees whose work activities may contact 
Asbestos Containing Material (ACM) or Presumed Asbestos Containing Material (PACM) but do 
not disturb the ACM or PACM during their work activities. 

 

Subcontractors performing work shall comply with the requirements of this standard and all 
applicable regulatory and environmental regulatory requirements. 

 

 

Assured Equipment Grounding Conductor Program 

 
a.  Ground fault Circuit Interrupters (GFCI) should be used on all sites for cord sets, 

receptacles which are not part of the building or structure and equipment connected 
by cord and plug which are available for use or used by employees. 
 

b. A competent person will be designated to implement and oversee this program. 
 

c. Daily visual inspection shall be made of the following to determine any external 
defects or indications of internal damage prior to use: cord sets, attachment cap, 
plug and receptacle of cord sets and any other equipment connected by cord and 
plug.  Any damaged items shall not be used until repaired. 
 

d. All equipment grounding conductors shall be tested for continuity and shall be 
electrically continuous.  Each receptacle and attachment cap or plug shall be tested 
for correct attachment of the equipment grounding conductors.  The equipment 
grounding conductor shall be connected to its proper terminal.  The equipment shall 
be inspected:  before each use, before equipment is returned to service following any 
repairs, before equipment is used such as when a cord has been run over, at 
intervals not to exceed three months.  Test required by this program shall be 
recorded as to the identity of each receptacle, cord set, and cord and connected 
equipment that passed the test and shall indicate the last date tested or interval for 
which it was tested.  This record shall be kept by means of logs, color coding and 
other effective means and shall be maintained until replaced by a more current 
record.  These records shall be made available at the job site for inspection of any 
affected employees. 
 

e. Any equipment which has not met the requirements of this program shall not be 
available or permitted to be used.  Damaged items shall not be used until repaired. 



  

                 Safety Manual 

Page 31 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

 

Basic Safety Rules 
 

We are responsible for our personal safety and for the safety of co-workers.  The following 
safety rules apply to everyone: 

 

• Understand the potential hazards of the work activities that you are about to perform and 
the potential impact of those activities on those working around you. 
 

• Do not handle chemicals without fully understanding the hazards they present, or the 
knowledge required to work safely with those chemicals. 
 

• Do not attempt to operate machinery, tools, or equipment unless you are trained to. 
 

• Do not start an activity that you believe to be unsafe. Ask your supervisor or safety 
representative for assistance. 
 

• Follow safety rules, procedures and guidelines, safe work practices and permits, and posted 
signs. 
 

• Do not enter work areas that are barricaded or posted unless you are authorized to do so. 
 

• Use personal protective equipment and respiratory protection when required, and maintain your 
equipment in good condition. 
 

• Use all machine, equipment tool guards and other mechanical safeguards. Do not remove or 
circumvent guarding. 
 

• Look out for the safety of your coworker and do not hesitate to say something if you observe 
an unsafe act. 
 

• Immediately report injuries and illnesses that occur on the job to your supervisor. 
 

• Report all unsafe conditions immediately. 

 

 

Behavior Based Safety. 
 

Behavior based observations provide direct, measurable information on employees’ work 
practices identifying both safe and unsafe practices. 

 

• The safety training shall include: (1) program objectives and incident metrics reviewed 
(2) how to conduct the observation (3) how to complete the observation form (4) what do 
the behaviors mean (5) feedback training and role playing (6) employees should be 
aware that they may be observed at any time. 
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• Upon completion of an observation, the observer is expected to have a discussion with 
the observed to get feedback.  The observer will: (1) review the observation with the 
observed employee (2) start with positive comments (3) reinforce safe behaviors 
observed first (4) describe and discuss unsafe behaviors observed (5) solicit from 
observed employee and explanation of the unsafe behavior with open-ended questions 
(6) re-emphasize no consequence to observed behavior. 
 

• Trend analysis will be done with collected data, using an acceptable method so that 
numerical and statistical comparisons can be made over time. 
 

• Once trend analysis is complete, and action plan will be developed to address unsafe 
behaviors.  The plan will contain (1) evaluation of unsafe behaviors from trend analysis 
(2) develop plan based on comments and feedback from data sheets (3) designate 
responsible parties and timeframes within the action plan (4) define who is responsible 
for action planning (5) ensure management support. 

 

 

Benzene Awareness. 
 

• Prime Machine does not have any benzene issues on our property.  However, when 
field jobs occur, benzene contact could be a possibility.  Some instances are field 
maintenance at petroleum refining sites, tank gauging at producing, pipeline and 
refining operations. 
 

• Benzene is toxic, colorless, has an aromatic odor, is not soluble in water and is 
flammable. 
 

• Short term effects of overexposure may include:  irritation of eyes, nose and skin, 
breathlessness, irritability, euphoria, headache, dizziness, or nausea.  Long term 
effects may result in blood disorders such as leukemia and anemia. 

 

• PPE will be provided as needed. 
 

• Smoking is prohibited in areas where benzene is used or stored. 
 

• Benzene liquid is highly flammable and vapors may form explosive mixtures in air.   
Fire extinguishers must be readily available in areas where benzene is used or 
stored. 

 

• Employees should be aware of site-specific contingency plans and provisions.  
Employees must be informed where benzene is used in the host facility and aware of 
any additional plant safety rules. 
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Blood Borne Pathogens 
 

Purpose/Scope: This section of the Company Safety Manual has been established to ensure a 
safe and healthful working environment and act as a performance standard for all employees.   

 

• Training shall be provided at the time of initial assignment to tasks where 
occupational exposure may take place, and at least annually thereafter. Annual 
training for all employees shall be provided within one year of their previous training. 
 

• All appropriate PPE will be provided to employees, at no cost to the employee, when 
needed.  PPE shall be repaired & replaced as needed to maintain its effectiveness 

 

• Hand washing facilities shall be readily available for all work locations or else 
antiseptic solutions/towelettes shall be available for use. 

 

• Accurate medical records for each employee with occupational exposure must be 
maintained for at least the duration of employment plus 30 years. 

 

• Training records shall be maintained for 3 years from the date of training. 
 

• All employees will have access to a copy of the exposure control plan. 
 

• OSHA requires that all employers that can “reasonably anticipate exposure” of 
employees to infectious material to prepare a written exposure plan.  Prime Machine 
does not anticipate exposure. 

 

• However, universal precautions should be observed, all body fluids should be 
considered potentially infectious. 

 

• All equipment or environmental surfaces shall be cleaned and decontaminated after 
contact with blood or other infectious materials. 

 

• If conditions warrant, Hepatitis B Vaccine will be available at no cost to employees. 

 

Cadmium Awareness 
 

Work involving Cadmium is typically not accepted by Prime Machine.  However, there is always 
a possibility of contact.  

 

Cadmium is a toxic metal commonly found in both manufacturing and construction workplaces.  
In its elemental form, cadmium is either a blue-white metal or a grayish-white powder found in 
lead, copper, and zinc sulfide ores.  Due to its low permissible exposure limit (PEL), 
overexposures may occur even in situations where only trace quantities of cadmium are found.   

 

Cadmium is found in some industrial paints and may represent a hazard when sprayed. 
Operations involving removal of cadmium paints by scraping or abrasive blasting may also pose 
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a significant hazard. Cadmium emits a characteristic brown fume (CdO) upon heating, which is 
relatively non-irritating, and thus does not alarm the exposed individual.   

 

A primary use of cadmium is as an anti-corrosive.  It may be found in anti-fouling or anti-rust 
paints and is sometimes electroplated onto steel, nuts, bolts and rivets.  Cadmium may also 
serve as an electrode component in alkaline batteries and may be used in alloys, silver solders 
and welding.  Welding on cadmium-containing alloys or working with silver solders containing 
cadmium can unsuspectingly cause acute illness.   

  

Health Effects:  

Acute (short term)— Metal fume fever may result from acute exposure with flu-like symptoms of 
weakness, fever, headache, chills, sweating and muscular pain. Acute pulmonary edema 
usually develops within 24 hours and reaches a maximum by three days. If death from asphyxia 
does not occur, symptoms may resolve within a week.   

  

Chronic (long term) — the most serious consequence of chronic cadmium poisoning is cancer 
(lung and prostate). The first observed chronic effect is generally kidney damage, manifested by 
excretion of excessive (low molecular weight) protein in the urine.  

 

Employer Responsibilities:  

Manufacturing operations that use or produce materials or products containing cadmium must 
assess exposure to cadmium. Construction or maintenance activities that may result in 
exposure to cadmium include, but are not limited to, demolition, renovation and salvaging 
structures where cadmium or cadmium-containing materials are present; cutting, brazing, 
grinding, or welding on surfaces that are painted or coated with cadmium-containing 
compounds; and transporting, storing, and disposing of cadmium or cadmium-containing 
materials on site or location at which construction activities are performed.  

 

An employer whose workplace or work operation involves cadmium in any way must determine 
if any employee may be exposed to cadmium at or above the Action Level (AL) of 2.5 
micrograms per cubic meter of air (µg/m3).  An employer must identify which employees 
potentially are exposed to cadmium at or above the AL and must conduct exposure monitoring 
to determine what the exposure levels are.   

 

All employees who may be exposed to cadmium must be provided training in accordance with 
the standard.   When a need for this more detailed training arises, Prime Machine will provide 
this training. 

 

When employee exposures are determined to be at or in excess of the AL, the employer must 
implement periodic air monitoring.    

 

Employee exposures in excess of the PEL of 5 µg/m3 require additional actions including, the 
establishment of regulated areas with warning signs, the application of engineering and work 
practice controls, the implementation of a written compliance program, the use of respiratory 
protection, the use of protective work clothing and equipment, and the use of hygiene facilities 
(i.e., change areas, shower and hand washing facilities, and eating facilities).    
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Medical surveillance is required for employees exposed above the AL for 30 or more days per 
year.    

 

How to Avoid Hazards  

When employees are exposed above the PEL, the employer must develop a compliance 
program that includes engineering and work practice controls. The best way to prevent over-
exposure to cadmium is to install and maintain engineering controls to eliminate or reduce the 
hazard.  

 

Examples of engineering and other controls include:  

• Conduct bulk material analysis to determine if cadmium is present.   

• Provide interim protection (i.e., respirator and protective equipment, gloves, coveralls, 
etc.) until air monitoring determines exposure levels.   

• Use exhaust ventilation and dust collection systems. For example, power tools used for 
grinding surfaces coated with cadmium containing paint can be equipped with localized 
exhaust ventilation dust collection systems.    

• Don’t dry sweep or use compressed air to clean work areas contaminated with cadmium 
materials; use wet methods or a vacuum equipped with a high efficiency particulate 
(HEPA) filter.   

 

  

Company-Owned Vehicles 
 

Before using the vehicle, check the appearance; tires, fluids and oil if problems arise or if the 
vehicle needs servicing, please relay the vehicle problems to Purchasing Dept. Mgr.  

 

If any damage occurs to the vehicle while in your possession, an incident report must be filled 
out and returned to Safety Coordinator. 

 

Seat belts are to be used by all employees and passengers.  Any employee found not following 
this safety procedure would be subject to termination. 

 

Employees are not to exceed the posted speed limits.  Any employee found to be abusing this 
would be subject to termination. 

 

Any employee receiving any moving violations or involved in an accident while in a Company 
vehicle, must report it immediately to Safety Coordinator. 

 

When vehicles are returned to the shop, pick up after yourself.  Do not leave items in vehicle.  
All vehicles should be locked whenever the vehicle is parked. 

 

Only authorized employees can drive a company motor vehicle. 
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Compressed Air & Gas Cylinders 
 
Exercise care when using, handling, and storing compressed air and gas cylinders. 
 

• Cylinders, whether full or empty, must be stored and transported in an upright position, 
caps in place and chained or otherwise secured with a non-combustible material so they 
cannot fall or be upset. 

 

• Oxygen cylinders in storage must be separated from fuel gas cylinders and other 
flammable or combustible materials by a minimum of 20' feet or by a 1/2 hour rated, 5’ 
foot high, non-combustible barrier. 
 

• Cylinders must have the valve cap or valve protection device in place when not in use. 
 

• A suitable cradle or other lifting device must be used to hoist cylinders. Never hoist a 
cylinder by its cap or attempt to use a choker or sling secured to the cylinder. 
 

• Before each use, inspect cylinders, valves and attachments for leaks. A flame shall 
never be used to detect a leak. 
 

• Gas identification should be stenciled or stamped on the cylinder or affixed with a label. 
No compressed gas cylinder should be accepted for use that does not legibly identify its 
content by name. 
 

• When a cylinder cap cannot be removed by hand, cylinder shall be tagged "Do Not Use" 
and returned to the designated storage area for return to vendor.  Exercising care when 
using, handling, and storing compressed gas cylinders is necessary. 
 

• Visual and other inspections shall be conducted to determine that compressed gas 
cylinders are in a safe condition. 
 

• Cylinders must be equipped with the correct regulators. Regulators and cylinder valves 
should be inspected for grease, oil, dirt and solvents. 
 

• Only tools provided by the supplier should be used to open and close cylinder valves. 
 

• Cylinders must always be secured in such a way as to avoid them being knocked over or 
damaged, must be stored in a vertical position, not stored in public hallways, and 
segregated based upon contents. 20 feet should be maintained between oxidizers and 
flammables or firewalls erected at least 5 feet high and with a fire rating of 30 minutes.  
 

• Cylinders must be protected from damage, corrosion, sunlight and kept away from heat 
sources.  
 

• Cylinders should be capped when they are not being used. 
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• Inside of buildings, cylinders shall be stored in a well-protected, well-ventilated, dry 
location. Cylinders shall not be kept in unventilated enclosures such as lockers and 
cupboards. 
 

• Storage areas for full and empty cylinders must be designated and labeled. Cylinders 
should be stored in assigned places away from elevators, stairs, or gangways. 
 

• Cylinders must be transported in a vertical secured position using a cylinder basket or 
cart, and must not be rolled. Regulators should be removed and cylinders capped before 
movement. Cylinders should not be dropped or permitted to strike violently and 
protective caps are not used to lift cylinders. 
 

• Leaking cylinders should be moved to an isolated, well ventilated area, away from 
ignition sources. Soapy water should be used to detect leaks. If the leak is at the junction 
of the cylinder valve and cylinder, do not try to repair it. Contact the supplier and ask for 
response instructions. 

• Cylinders should be marked as "MT" and dated when empty. Never mix gases in a 
cylinder and only professionals should refill cylinders. Empty cylinders must be handled 
as carefully as full cylinders. 
 

• Hoses and connections should be inspected regularly for damage. Hoses should be 
stored in cool areas and protected from damage. 
 

• Employees must be trained on the proper use, handling and storage of compressed gas 
cylinders. 
 

Compressed gas cylinders at Prime Machine shall be kept in a safe condition to the extent that 
this can be determined by visual inspection. These visual inspections shall be conducted as 
prescribed in the Hazardous Materials Regulations, as they pertain to the type of the 
compressed gas cylinder. 
 
Compressed air shall not be used for cleaning purposes except where the pressure is reduced 
to less than 30 psi and effective chip guarding and personal protective equipment is used. 
 
Every air tank shall be equipped with an indicating pressure gauge, so located as to be readily 
visible, and with one or more spring-loaded safety valves. The total relieving capacity of such 
safety valves shall be such as to prevent pressure in the receiver from exceeding the maximum 
allowable working pressure of the receiver by more than 10 percent. 
 
All safety valves shall be tested frequently and at regular intervals to determine whether they 
are in good operating condition. Safety valves, indicating/controlling devices, and other safety 
appliances need to be constructed, located, and installed so they cannot be rendered 
inoperative by any means. 
 
The drain valve on air tanks shall be opened and the receiver completely drained frequently and 
at such intervals as to prevent the accumulation of excessive amounts of liquid in the receiver. 
This includes air compressors, both stationary and fixed. 
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Confined Space Entry 
 

It is often necessary for many types of work operations to be performed in confined spaces.  
The purpose of the Confined Space Entry Program is to ensure that entry and subsequent work 
operations in confined spaces are accomplished in a manner where safety, health and fire 
protection procedures are always maintained. 

 

A “confined space” is defined as any space which has a limited means of access, but which is 
large enough that an employee can enter the space and perform assigned work, and which is 
subject to the accumulation of toxic or flammable contaminants, or which has an oxygen-
deficient atmosphere.  Confined spaces include, but are not limited to, the following: caissons, 
storage tanks, vessels, tunnels, bins, boilers, sewers, ventilation, exhaust ducts, pipelines or 
open excavations over four (4) deep. 

 

All employees required to enter confined spaces shall be instructed as to the following: 

 

• Entrance Permit 

• The nature of the hazard involved 

• The necessary precautions to be taken 

• The proper use of protective and emergency equipment 

 

In addition to the above-listed requirements, the craftsmen shall comply with any specific 
regulations that apply to work in dangerous or potentially dangerous areas. 

 

Entry permits will be terminated with the issuing authority when they are no longer needed, or at 
the completion of the job. 

 

Hazard Assessment:  
Confined space must be assessed for all hazards. Hazard assessments are critical to identifying 
existing or potential hazards associated with each confined space. 

 

Hazards to be aware of include, but are not limited to: 

Oxygen deficiency/enrichment 

Flammable, combustible, or explosive agents 

Toxic air contaminants, smoke, fumes, and dust 

Ignition hazards 

Electrical 

Engulfment 

Access/Egress 

 

Atmospheric Testing:  

Prior to entry into a confined space, the following atmospheric tests shall be performed:  

• Oxygen concentration.  

• Combustible gas and vapors.  
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• Site-specific concentration of airborne contaminants.  

Entry into a confined space shall be prohibited or terminated when atmospheric tests indicate 
that:  

• Oxygen concentrations are below 19.5% or above 23.5%.  

• A flammable gas or vapor is more than 10% of its lower explosive limit (LEL).  

• Concentration of site-specific contaminants is approaching published exposure level 
limits or IDLH values.  

Atmospheric testing shall be performed regardless of the use of mechanical ventilation or 
respiratory protective devices.  

 

When testing for atmospheric hazards, test first for oxygen, then for flammable gases and 
vapors, and then for on-site-specific contaminants.  It is recognized that modern instrumentation 
monitors for a combination of atmospheric hazards, and therefore it may not be possible to 
monitor for oxygen first. Nevertheless, an oxygen reading is below 19.5% may indicate that 
other atmospheric hazards are present.  Instruments used to conduct the atmospheric testing 
shall be checked daily and calibrated if necessary in accordance with the manufacturers’ 
instructions.  

 

The atmosphere in the confined space shall be continuously monitored in the areas where 
authorized entrants are working.  At least one worker in the confined space shall be equipped 
and required to use a multiple gas monitor for oxygen, and combustible and toxic gases. The 
point of entry shall also be continuously monitored.  

 

Training: 

All craftsmen shall be trained prior to initial assignment to work in a confined space, including: 

 

• Identification of all confined spaces. 
 

• A discussion of the hazards, which may be present in each, confined space and the 
potential health effects of each hazard. 
 

• An explanation of entry procedures. 
 

• Identification of required personal protective equipment; i.e., harness, lifeline and other 
protective equipment; and 
 

• A discussion of the duties of an attendant and a review of emergency equipment and 
procedures. 
 

• Where applicable, hands-on training with emergency equipment shall also be conducted 

 

Entrants, or their representatives, will be given an opportunity to participate in and review 
calibrated air monitoring data before entry.  Ventilation must be used and testing of air quality 
must be conducted before entry and during work.  Employees are entitled to request additional 
monitoring at any time. 
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The training program includes procedures for summoning rescue and emergency services, for 
rescuing entrants, providing first aid and for preventing unauthorized personnel from attempting 
a rescue  

 

DUTIES OF AUTHORIZED CONFINED SPACE PERSONNEL  

Authorized Entrants: 
Employees who are authorized to enter a confined space shall be provided with and 
use the personal protective and safety equipment needed for safe entry, work, and 
exit.  

• The entrant shall maintain communications with the attendant.  

• Authorized entrants shall exit the confined space when the attendant orders an 
evacuation.  

• An automatic alarm is activated.  

• A prohibited condition is detected.  

• Signs or symptoms of exposure to a hazardous atmosphere are experienced  

• Any failure of protective equipment has occurred.  
 
Attendant: 
The Attendant shall always be stationed directly outside of the point of entry, during 
entry, work operations, and exit unless relieved by another authorized attendant. The 
attendant’s primary duty shall be attending to the confined-space entrants.  The 
attendant shall not perform other duties, because doing so may interfere with 
performing his or her primary duties.  

 
The Attendant’s primary responsibilities shall include the following:  

• Continuously maintaining an accurate count of all persons in the confined space  

• Maintaining effective and continuous communication with the entrants during confined-
space entry, work, and exit  

• Monitoring activities inside and outside the space to determine if it is safe for entrants  

• to remain in the space  

• Ensuring that entry operations remain consistent with the Entry Permit and that 
acceptable entry conditions are maintained  

 
The Attendant shall order all entrants to evacuate the space immediately under the following 
conditions:  

• A hazardous atmosphere is present in the confined space or a gas alarm has been 
activated.  

• A general site evacuation alarm has been sounded.  

• A ventilation system, engineering controls or gas detection system has failed.  

• A situation outside the space develops that could endanger the entrants.  

• Upon exiting from the confined space, an entrant has signs and symptoms of exposure 
to a hazardous atmosphere.  

• The attendant must leave the post.  
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The Attendant shall not enter the confined space to attempt a rescue of entrants.  
The Attendant shall summon rescue and other emergency services immediately upon determining 
that entrants need to be assisted from the confined space.  

 
When unauthorized persons approach a confined space while permit actions are underway, the 
Attendant shall warn the person away from the space.  If an unauthorized person enters the 
confined space, the Attendant shall instruct the person to immediately exit the confined space 
and shall inform the authorized entrants, the entry supervisor, and the Safety Manager of the 
unauthorized entry. 
 
Entry Supervisor: 
The Entry Supervisor shall be knowledgeable about the hazards that may be faced during entry, 
work, and exit, including information on the mode, signs or symptoms, and consequences of the 
exposures.  

 
The Entry Supervisor is responsible for the following:  

• Cataloging of all confined-space entries.  

• Verifying, by checking that the appropriate entries have been made on the Entry 
Permit, that all tests specified by the Entry Permit have been conducted and that all 
procedures and equipment specified by the permit are in place before endorsing the 
Entry Permit and allowing entry to begin.  

• Verifying that engineering controls are operational and that the means for summoning 
help is available.  

• Ensuring that entry operations remain consistent with the Entry Permit and that 
acceptable entry conditions are maintained.  

• Removing unauthorized persons who enter or attempt to enter the permit space during 
entry operations.  

• Terminating the entry and canceling the permit.  

• Notifying the Fire Department or Rescue Team (if applicable) when confined-space 
entry has been terminated.  

 
Rescue Services: 
Rescue services must be either: (1) provided by the host facility (2) provided by an outside 
service which is given an opportunity to examine the entry site, practice rescue and decline as 
appropriate (3) provided by the employer by selecting a rescue team that is equipped and 
trained to perform the needed rescue services. A means of communication (battery-operated 
hand-held radios) must be used to summon rescue if needed. Equipment will be checked prior 
to entry and checked to ensure operability.  
 
Rescue service must be on-site for immediately dangerous to life and health (DLH) conditions 
while work is being performed.  

Cranes 
 

• Conduct a group risk assessment, write and post a JSA at the jobsite. 
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• Only authorized persons shall enter the cab or attempt to operate a crane. The operator 
shall be in good condition both physically and mentally. 
 

• Cranes shall be kept in safe operating condition and inspected before they are put into 
operation. Logs shall be kept of such inspections. 
 

• Equipment must not be assembled or used unless ground conditions are firm, drained, 
and graded to a sufficient extent so that, in conjunction (if necessary) with the use of 
supporting materials, the equipment manufacturer’s specifications for adequate support 
and degree of level of the equipment are met. 
 

• The manufacturer's procedures and prohibitions must be complied with when 
assembling and disassembling equipment.  The assembly/disassembly of equipment 
must be directed by a competent and qualified person. 
 

• If it is determined that any part of the equipment, load line or load could get closer than 
20 feet to a power line then at least one of the following measures must be taken: 
 
1) Ensure the power lines have been deenergized and visibly grounded 
 
2) Ensure no part of the equipment, load line or load gets closer than 20 feet to the 
power line 
 
3) Determine the line's voltage and minimum approach distance permitted 
 

• Critical lift means a lift that exceeds 75 percent of the rated capacity of the crane, or 
requires the use of more than one crane. 
 

• A Critical Lift Plan is required for every Critical Lift.  This must be prepared, documented 
and available at the workplace prior to completing a Critical Lift.  This must be reviewed 
by all parties involved with the Lift and the review must be documented. 
 

• All cranes will be equipped with rate load limits. 
 

• All cranes will be equipped with anti-two block devices. 
 

• A standard signal system shall be posted on the crane, and the operator will take signals 
from only one signal man. If in doubt about the signal, the operator shall not move any of 
part of the crane until a clear signal is given. 
 

• All outriggers with pads will be used when attempting to lift all loads. 
 

• No one shall be allowed to ride the hook, load, headache ball, or cable at any time. 
 

• No load will be left suspended when the crane is unattended. 
 

• Make sure all slings, ties, and hooks are properly placed and secured before hoisting. 
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• In the event the boom contacts overhead power lines, stay in the machine until the 
power is turned off. All grounds men will stay clear of the crane and its load when 
working near power lines. 
 

• Crane operations are to be limited to a minimum clearance distance of 10 feet from 
power lines and related equipment energized up to 50 kilovolts (50,000 volts). For power 
lines and equipment energized at more than 50 kV, the distance is 10 feet plus 4 inches 
for every 10 kV over 50 kV. 
 

• The safe working clearance distance is determined by adding a crane’s furthest reach, 
including the extension of any load, to the line clearance distance. 
 

• Any required jurisdictional permits must be obtained before proceeding. 
 

• Equipment must be inspected monthly by a competent person. The inspection must be 
documented. Documentation must include the following: items checked, results of 
inspection, and name and signature of the inspector. Documentation must be retained 
for 3 months. (Documented monthly inspection not required if the daily inspection is 
documented and records are retained for 3 months) 
 

• Safety devices are required to be on all equipment and must be in proper working order 
before operations begin. If any of the devices are not in proper working order the 
equipment must be taken out of service and operations must not resume until the device 
is working properly again. Examples of safety devices may include: crane level indicator, 
boom stops, jib stops, foot pedal brake locks, horns, etc. 
 

• All manufacturer procedures applicable to the operational functions of equipment, 
including its use with attachments, must be complied with. 
 

• The operator shall have access to procedures applicable to the operation of the 
equipment. Procedures include rated capacities (load charts), recommended operating 
speeds, special hazard warnings, instructions and operator's manual. 
 

• Whenever there is a safety concern, the operator must have the authority to stop and 
refuse to handle loads until a qualified person has determined that safety has been 
assured. 
 

• Safety measures must be used when the equipment has the potential to strike and injure 
an employee or pinch/crush an employee against any other object.  These measures 
shall be determined before any lifting or Crane movement is initiated. 
 

• The manufacturer must approve all modifications/additions in writing. A registered 
professional engineer must be qualified with respect to the equipment involved, and 
must ensure the original safety factor of the equipment is not reduced. 
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D.O.T. POLICY 
 

The purpose of this section is to gain a basic knowledge of the requirements of the Federal 
Motor Carriers Safety Regulations (FMCSRs) for operation of a commercial motor vehicle that 
has a gross combination weight rating of 26,001, or more, pounds.  The section is not a 
complete reference.  It is to be used as a guide to the FMCSRs.  It should not be used as the 
basis for legal interpretations.  In addition, State and local laws must be obeyed.  No person 
shall encourage or require Prime Machine or its employees to violate FMCSRs.  Any person 
who violates the FMCSRs may be subject to civil or criminal penalties.  

 

 Every commercial motor vehicle in operation must be marked on both sides with the following: 

a. Company’s name 
b. City and State of its principal place of business or where the vehicle is customarily based 
c. Company’s identification number preceded by “USDOT” 

 

There are seven subparts describing the requirements while driving commercial motor vehicles. 

 

Subpart (a) – Prime Machine and all employees are responsible for the management, 
maintenance, operation, or driving of commercial motor vehicles, and the hiring, supervising, 
training, assigning, or dispatching of drivers must be in compliance with the rules of this part.  A 
driver cannot drive if he is under the influence of alcohol, schedule I drugs, amphetamines, 
narcotic or any other substance causing the driver to be impaired.  The driver must also be sure 
his vehicle is safe and properly working before each trip.  Additionally, the driver must be sure 
that the emergency equipment is in place and ready to use and the cargo is properly loaded and 
secured.   

 

Subpart (b) – Generally, buses transporting passengers, hazardous material trucks, and certain 
other D.O.T. regulation must stop at railroad crossings.  A driver must also exercise extreme 
caution, reducing the speed of the vehicle or stop driving, if he is having trouble seeing or the 
road becomes unsafe because of the weather.  Drivers are required to wear their seat belt. 

 

Subpart (c) – The parking brake should be set and any other steps taken to keep the truck from 
moving before the driver leaves it unattended.  After making an emergency stop, the driver must 
immediately activate the vehicle’s hazard warning signal flashers and then has 10 minutes to 
put out emergency warning devices.  Flame producing devices may not be used when 
hazardous material is being transported. 

 

Subpart (d) – Use of headlights is required from one-half hour after sunset to one-half hour 
before sunrise or anytime there is not enough light to see clearly 500 feet away.  Lights and 
reflectors are to be clean and not hidden by cargo, the tailboard, or anything else.  

 

Subpart (e) – If a driver is involved in an accident, regardless of seriousness, he shall: 

a. Stop Immediately 
b. Take steps to prevent more accidents at the scene 
c. Assist injured persons 
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d. Upon request provide their name and address, Prime Machine’s name and address, and 
tag number of truck 

 

If a driver loses his license, the driver must tell Prime Machine before the end of the next day. 

 

Subpart (f) – A driver or any other Company employee may not smoke or expose any open 
flame near a vehicle being fueled.  Extra fuel shall be carried only in properly mounted tanks. 

 

Subpart (g) – Written permission from Prime Machine is necessary for passengers to ride in a 
motor vehicle and the vehicle may only be driven by the assigned driver. 

 

DOT Part 391 – Drivers of commercial motor vehicles must be qualified.  A detailed statement is 
available from the Safety Coordinator. 

 

Briefly stated, a driver must meet the following requirements: 

a. Be in good health, must pass DOT driver physical (blue card).  If driving a vehicle 
licensed over 10,000 lbs. 

b. Be at least 21 years of age. 
c. Speak and read English well enough to do their job and respond to official questions. 
d. Can drive the vehicle safely. 
e. Can determine whether the vehicle is safely loaded. 
f. Know how to block, brace, and tie down cargo.  Loads shall be secure and within the 

manufacturer and legal limits. 
g. Have only one valid driver’s license. 
h. Pass a commercial driver’s road test, if driving a vehicle licensed for over 26,000 lbs. 
i. Take a DOT written exam for drivers. 
j. Not be disqualified to drive a commercial motor vehicle. 
k. Pass a DOT drug test 
l. Drivers must have a commercial driver’s license (CDL) in order to drive a commercial 

motor vehicle. 

 

Prime Machine cannot allow or require any diver to drive: 

a. More than 11 hours following 10 consecutive hours off duty; or 
b. After being on duty 14 hours following 10 consecutive hours off duty 
c. After being on duty more than 60 hours in any 7 consecutive days 
d. After being on duty more than 70 hours in any 8 consecutive days. 

 

It is required that drivers keep a summary (recap) of hours worked and hours available and to 
make a record of duty status “logs”, in duplicate, for each 24-hour period per D.O.T. regulation 
[49 CFR Part 395]. 

 

Motor carriers and drivers who do not complete and keep record of duty status “logs” or make 
false records of duty status “logs” can be prosecuted. 

 

The driver must give or send by mail the original of the driver’s record of duty status “log” to 
Prime Machine within 13 days after completing the record, which must be kept on record for six 
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(6) months.   

 

A driver does not have to make a record of duty status “log if the following apply: 

 

• The driver operates within a 125 air-mile radius of the normal work reporting location. 

 

Prime Machine employees involved with the maintenance of equipment must understand and 
obey the rules.  They must insure that equipment is regularly inspected, repaired, maintained 
and cannot operate any commercial motor vehicle unless it is properly equipped. 

 

All vehicle parts and accessories must be in a safe and proper working order at all times. 

 

The following maintenance records must be kept on each commercial motor vehicle: 

a. An identification of the vehicle including company number (if so marked), make, 
serial number, year, and tire size.  The record must show the name of the person 
providing the vehicle, if Prime Machine does not own the vehicle 

b. A way to show the type and due date of the various inspection and maintenance 
operations to be performed 

c. A record of inspection, repairs, and maintenance showing the date and type 
d. Lubrication records 
e. Maintenance records must be kept for a period of one year 

 

All drivers are required to complete a vehicle inspection report at the end of each day, which 
must cover the parts and accessories set forth in the D.O.T. regulations [49 CRF Part 396.11] 
The report must identify the commercial motor vehicle and list anything wrong that could affect 
its safe operation.  If this report is unavailable, it can be reported on the back of the duty status 
“log”. 

 

Before the vehicle is driven again, any safety defects listed must be repaired and signed off on 
the vehicle inspection report.   

 

A copy of the last vehicle inspection report must be kept with vehicle. 

 

Before driving a commercial motor vehicle, the driver must do the following: 

a. Be satisfied that it is in a safe operating condition; 
b. Review the last inspection report; and 
c. Sign the report if defects were listed and the repot has been signed to show that 

repairs were made 
d. Ensure that the vehicle is of the correct size and designed for the intended use. 

 

All vehicles are to be inspected annually, as a minimum, and that proof of inspection is 
maintained on the vehicle. 

 

Any inspection, repair and maintenance of the brakes and brake systems of the vehicles are to 
be performed by a commercial shop where the inspector has met the Federal Qualifications. 
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Hands free devices will be used if possible.  No cell phone use will be allowed while driving in a 
Company vehicle.  The driver must not manipulate radios or other equipment which may cause 
distraction.  The speed limit will be obeyed at all times, remembering that conditions may make 
it hazardous to drive the posted limit.  A safe distance shall be maintained between other 
vehicles. 

 

Early Return to Work Policy 
 

The purpose of this policy is to encourage employees who have been injured on the job to 
return to work as soon as possible.  Modified or other early return to work assignments will be 
described in writing and are contingent upon the written approval of the employee’s Area 
Manager, Safety Coordinator, and treating physician. 

 

All employees are eligible for early return to work assignments.  Employees will be informed that 
the company does provide this program. 

 

Early return to work is contingent upon the “Company’s” ability to provide modified work 
assignments. 

 

Early return to work options for employees injured on the job will generally be limited to six 
weeks.  However, upon the advice of the treating physician, exceptions to this rule may be 
made if modified job assignments are available. 

 

Physical demands of job assignments will be assessed to ensure they can be performed safely 
by injured employees. 

 

Prime Machine will work with the employee’s health care provider to make them aware that the 
company does provide this program.  This will normally be taken care of by phone. 

 

Modified work will be consistent with restrictions provided by the health care provider. 

 

Physician’s instructions and restrictions will be provided to Area Managers so that they can 
ensure they are followed for their employee. 

 

All medical records for injured employees shall be kept confidential. 

 

All documentation related to an incident is to be maintained by Prime Machine. 

 

Types of special accommodations may include:  

▪ Reduced hours 
▪ More frequent rest breaks 
▪ Light shop work, general clean-up 
▪ Pickup or delivery work 
▪ Training in their selected field, where possible 
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▪ Computer safety training  
 

Electrical Safety Awareness 
 

Prime Machine, Inc. is committed to providing a safe and healthy work environment and to 
protecting employees from injury or death caused by uncontrolled electrical hazards in the 
workplace. The purpose of this Electrical Safety Program is to establish work policies, practices 
and procedures to train employees in basic electrical hazard recognition and safe work 
practices. This program applies to qualified and non-qualified employees who are exposed to 
electricity as part of their job. 

 
Program Responsibilities 

 
Management:  Along with providing financial and leadership support, the Management of Prime 
Machine will assist the Safety Manager, Area Managers and employees with complying with this 
policy.  

 
Safety Manager: The Safety Manager is responsible for: 
 

• Identifying work tasks that need to be performed by a qualified employee 

• Conducting electrical safety inspections 

• Correcting electrical safety hazards as soon as possible 

• Ensuring all new electrical equipment and components comply with this program  

• Reviewing this program annually and revising if necessary 

• Conducting training for employees 
 
Area Managers: Area Managers are responsible for: 
 

• Conducting periodic work inspections using a standard form 

• Ensuring employees are provided with and use the appropriate PPE  

• Ensuring employees comply with all aspects of the Electrical Safety Program 
 
Employees: An Employee will only work on electrical equipment if he/she is a qualified worker, 
meaning he/she has been trained and authorized to perform work on de-energized electrical 
equipment and components. Employees are responsible for: 
 

• Wearing the appropriate PPE when working with or around electrical equipment 

• Reporting electrical safety hazards to their supervisor of the Program Administrator 

• Following the safe work practices outlined in this program 

• Visually inspecting electrical equipment, tools and cords before each use 

• Completing all required training 
 

Work Practices 

All electrical equipment will have the manufacturer’s name, trademark or other descriptive 
marking which identifies the organization responsible for the product. The equipment will also 
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have its operating voltage, current, wattage or other rating clearly marked on it. 

Qualified employees will use lockout/tag-out procedures on all electrical equipment while 
completing maintenance work. Lockout/tag-out procedures are found in Prime Machine’s 
Lockout/Tag-out Program. If the equipment cannot be de-energized because it would introduce 
an additional or increased hazard, or it is infeasible due to the design or its operational 
limitations (i.e. emergency alarm systems), Prime Machine will hire a qualified electrical 
contractor to perform the work.  

 

When a qualified person is working in the vicinity of overhead lines, whether in an elevated 
position or on the ground, the person may not approach or take any conductive object without 
an approved insulating handle closer to exposed energized parts than shown in Table S5. 
 
TABLE S5  
Voltage range (phase to phase) | Minimum approach distance  
300V and less ....................| Avoid Contact  
Over 300V, not over 750V .........| 1 ft. 0 in. (30.5 cm).  
Over 750V, not over 2kV ..........| 1 ft. 6 in. (46 cm).  
Over 2kV, not over 15kV ..........| 2 ft. 0 in. (61 cm).  
Over 15kV, not over 37kV .........| 3 ft. 0 in. (91 cm). 
Over 37kV, not over 87.5kV .......| 3 ft. 6 in. (107 cm).  
Over 87.5kV, not over 121kV ......| 4 ft. 0 in. (122 cm). 
Over 121kV, not over 140kV .......| 4 ft. 6 in. (137 cm). 

 

Any vehicle or mechanical equipment capable of having parts of its structure elevated near 
energized overhead lines shall be operated so that a clearance of 10 ft. (305 cm) is maintained. 
If the voltage is higher than 50kV, the clearance shall be increased 4 in. (10 cm) for every 10kV 
over that voltage. 

 

Extension Cords and Power Strips 

Employees must be aware of the hazards associated with the misuse of extension cords and 
power strips. All power strips must be UL listed and used according to the manufacture’s 
guidelines. 

 

Choosing an Appropriate Extension Cord.  Prime Machine has a variety of extension cords 
available for employee use. Employees will select an extension cord that can handle the 
electricity requirement for any connected tools or equipment. All employees will adhere to the 
following guidelines when choosing an appropriate extension cord. 

• Lights and fans (1-13 amperage rating). Employees may use a 25-100-foot-

long extension cord with 16-gauge wire, or a 150-foot cord with 14-gauge wire. 

• Small electrical hand-held tools, such as drills and sanders (14-15 

amperage rating). May use a 25-100-foot-long extension cord with 14-gauge 

wire, or a 150-foot cord with 12-10-gauge wire. 

• Large electrical tools such as shop vacuums, circular saws, table saw and 

space heaters (16-20 amperage rating). May use a 25-100-foot-long extension 

http://www.emcins.com/guest/default.asp?Category=RWEBU&Service=SPT-SafetyTemplates&topic=11
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cord with 12-10-gauge wire. Do not use an extension cord longer than 100 feet 

with large electrical tools. 

* All extension cords used for construction or outdoor maintenance work will be 

equipped with, or connected to, a ground fault circuit interrupter (GFCI). 

If an employee is unsure which size of extension cord he/she should use, contact a supervisor 
or the Program Administrator.  

 

Safe Work Practices for Extension Cords and Power Strips. The following safe work 
practices will be followed at all times by all employees when using an extension cord or power 
strip. 

• No employee will plug in or unplug a power strip or extension cord with wet hands. 

• Power strips will only be used in office settings. 

• Grounding prongs will never be removed from the end of any extension cord or power 

strip. No strip or cord with a missing grounding prong shall be plugged into outlets. 

• All extension cords and power strips will be inspected before use. If any defects are 

found, the cord or strip will be removed from service. 

• All power strips and extension cords will be tested every 3 months using an ohm meter. 

• When extension cords or power strips are used, they will not be: 

o Run through holes in walls, ceilings or floors 

o Run through doorways or windows without appropriate protection 

o Used in areas where vehicles, forklifts or other equipment could drive over the 

cord 

o Fastened with staples or hung in a way that could damage the insulation 

o Used for more than 30 days 

If it is necessary to run an extension cord through a doorway (for example, work completed 

outdoors with no outlet), the cord will be protected using high contrast tape or coverings and will 

not be left out overnight. Employees must get approval from the Program Administrator before 

an extension cord can be used in this manner.  

 

Repairing and Replacing Electrical Cords 

If a cord is damaged, the following guidelines will be followed: 

• All repairs will be completed by the rime Machine Maintenance Department  

• Electrical shrink wrap will be used to repair the cord. One shrink wrap repair can be used 

per cord. The cord will be replaced if a second repair is needed. 

• The electrical shrink wrap will cover no more than 12 inches of the cord. 

• After the repair, the cord must retain its original flexibility and integrity. 

• If the inner insulation is damaged, the cord must be replaced. 

• Damaged cords used in wet areas shall be immediately replaced.  

Circuit Overload 

To reduce the possibility of overloaded circuits, Employees will only plug in one device per 
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outlet. Employees will not use splitters, multi-plug adapters, etc. without direct permission from 
the Program Administrator.  If you have a concern that a circuit may be overloaded, you are to 
contact your supervisor or the Program Administrator as soon as possible. 

 

Tools 

The following requirements shall always be adhered to: 

• All electrical tools will be stored in a clean, dry place when not in use. 

• Employees will not carry electrical tools by the cord or yank cords from the wall. 

• If a tool is unintentionally de-energized due to a circuit breaker or GFCI, it must be 

removed from service until the cause of de-energization is discovered.  

• All electrical tools will be tested every 3 months using an ohm meter.  

• All tools will have grounding prongs. Any tool without a grounding prong will be removed 

from service.  

• All electrical tools will be inspected before use. If any defects are found, the tool will be 

removed from service until it can be repaired or replaced.  

• Fiberglass ladders will be used when working around or on electrical equipment or wires. 

Guarding 

All electrical systems must be guarded to prevent contact with live conductors. The following 
requirements will be adhered to: 

• All electrical distribution panels, breakers, disconnects, switches and junction boxes will 

be completely enclosed.  

• Live parts to electrical equipment operating at 50 volts or more must be guarded to 

prevent contact and prevent damage. 

• All electrical receptacles and cover plates will be kept intact and in good condition.  

• All electrical panels will be easily accessible and a minimum of three feet of clearance 

shall be maintained on all sides.   

High Voltage Electrical Rooms and Closets 

The following requirements for electrical rooms and closets shall be adhered to: 

• High voltage rooms and closets must be locked. 

• Only qualified employees are allowed into high voltage rooms and closets. 

• No Employee will open or remove covers or access panels of high voltage electrical 

distribution panels or transformers. 

• Nothing will be stored in rooms or closets designated for electrical equipment.  

• Safety signs which warn employees about any electrical hazards shall be displayed 

prominently on the door of the room or closet.  

Ground Fault Circuit Interrupters 

Ground fault circuit interrupters (GFCIs) protect Employees who use electrically-powered tools 
and equipment from electrical shocks, especially when working in wet environments. GFCIs are 
required for electrically-powered equipment and tools in the following conditions: 
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• When used at locations where employees are likely to contact water or conductive 

liquids, such as outdoors, bathrooms, kitchens or any other area with potential exposure 

to water 

• When used at construction or renovation sites 

• When used for portable lighting in wet or other conductive locations (such as inside  

Working near Power Lines 

Both overhead and underground power lines present electrical hazards. The following 
procedures shall be adhered to when working near power lines.  

• Remain at least 10 feet away from overhead power lines. 

• If the voltage is greater than 50,000 volts, add 4 more inches of safe distance for each 

10,000 volts beyond 50,000. 

• When working around high voltage lines, ground all equipment that may become 

energized. 

• Call Utah’s Blue Stakes of Utah 811 - 48 hours before any digging. Once underground 

power lines have been identified, add an additional 18-inch clearance on either side of 

the marking or flag. Do not dig in this clearance area.  If it is required to dig within the 

clearance area a Licensed Contractor will perform the work.  If working in states other 

than Utah, look on the Internet to find the correct Authorizing Utility. 

• If possible, before working under power lines, the lines shall be de-energized and 

grounded or other protective measures provided.  

Additional Safety Precautions 

The following additional safety precautions shall be adhered to: 

• If a circuit breaker trips or blows a fuse more than once, it shall be investigated and 

corrected by a qualified employee or contractor before being cleared for continued use. 

• All areas with electrical equipment shall be properly illuminated.  

• Housekeeping duties will not be performed in an area if there is a possibility of contact 

with an electrical hazard unless there are protective shields, barriers or if insulated 

materials are used to protect the employee.  

• Safety signs that warn employees about any electrical hazards shall be displayed 

prominently when a hazard is present. 

• Safe work practices shall be employed to prevent electric shock or other injuries 

resulting from either direct or indirect electrical contacts when work is performed near or 

on equipment or circuits which are or may be energized. 

• Conductors and parts of electrical equipment that have been de-energized but not been 

locked or tagged out shall be treated as live parts. 

• All electrical safety procedures apply to work performed on exposed live parts (involving 

either direct contact or by means of tools or materials) or near enough to them for 

employees to be exposed to any hazard they present. 

Personal Protective Equipment (PPE) 

Employees working in areas where electrical hazards are present will be provided with and shall 
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use PPE that is designed for the specific part of the body to be protected and for the work being 
performed. Employees are required to adhere to the following procedures for PPE use: 

• All PPE must be inspected prior to each day’s use and immediately following any 

incident. 

• Non-conductive head protection will be worn if there is danger of electrical burns or 

shock from contact with electricity.  

• When working on electrical equipment or wiring, employees will: 

o Not wear conductive articles of clothing or jewelry  

o Wear non-melting clothing such as cotton 

o Wear electrical-rated boots 

o Wear non-conductive gloves  

Employee Training 

Qualified Workers. At a minimum, qualified workers must be trained on the following: 

• The hazards associated with electrical equipment 

• Electrical safety practices and procedures (lockout/tag-out) for doing de-energized work 

• Safe work practices that must be followed when working around or with electrical tools or 

equipment 

• How to distinguish exposed live parts from other parts of electrical equipment 

• How to properly inspect and use the appropriate PPE 

• The location of the electrical breaker panels and fuse boxes 

Unqualified Workers. Unqualified workers will receive general electrical safety awareness 
training on how to recognize, evaluate and avoid electrical hazards and training on all Prime 
Machine electrical safety practices.  

 

Training will occur before an employee begins work in a new area and when an employee 
doesn’t comply with safe work practices. Retraining will occur at least every 3 years.  Training 
will be documented. 

 

Periodic Program Review 

The Safety Manager will review the Electrical Safety Program and procedures annually. The 
review will be documented. 

 

Emergency Action Plan 
 

Emergencies do happen!  When they happen, we need to be prepared.  The Action Plan that 
follows is to be made available for all Employees to review.  The evacuation information is to be 
reviewed at least annually at Department Safety Meetings. 

 

Report Fires and other Emergencies by calling 911 on either company or personal phones.  
Any evacuation shall be announced on the company Paging System.  On company telephones 
this is done by Pressing “PAGE” and “0” for Prime Machine or “1” for PFS building. 
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Shown below are the various Prime Machine buildings with their planned escape routes and 
employee meeting area:  
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Froriep Building 
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West Building 

 

 

 

  



  

                 Safety Manual 

Page 57 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

East Building 

 

Whenever it is determined that an emergency evacuation is required, all employees shall leave 
their Offices or Work Areas and gather in the front yard area of Prime Machine.  The gathering 
area will be moved as necessary if the specified gathering area is not safe.  Area Managers 
shall determine if any of their Employees are missing and report this to the Safety Manager. 

 

The following people shall be the Points of Contact should an emergency occur: 

 

Clint Murray (President) – 801-673-5572 

Tawny Hughes (Safety Coordinator) – 801-580-7790 

Vlad Sarpe (Production Manager) – 801-556-5297 

Craig Tew (Safety Manager) – 801-560-6492 

 

At this time, there are no critical plant operations that need to be shut down before evacuations.  
However, if at the time of evacuation, an employee is using any tool or equipment that could 
become a problem, it should be shut down (if it can be done safely).  This may include natural 
gas Ovens, kerosene/oxygen HVOF Spray System, etc. 

 

We currently have no Employees that are Rescue Specialists or Emergency Medical 
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Technicians. 

 

Yearly Safety Training shall be provided for all Employees regarding safe and orderly 
evacuation.  A safety drill shall be conducted periodically. 

 

A review of the Emergency Action Plan is required; 1) For every new Employee at the time of 
their hire, 2) if an Employee’s responsibilities under the Plan have changed, or 3) if the Plan is 
changed. 

 

 

Fall Hazard Training 
 

Under no circumstances shall employees work in areas where they might by exposed to fall 
hazards, do work requiring fall protection devices, or use fall protection devices until they have 
successfully completed a Fall Protection Training Program. 

 

A training program shall be provided for each employee who might be exposed to fall hazards. 
Training shall enable each employee to recognize the hazards of falling & shall train each 
employee in the procedures to follow to minimize these hazards 

 

The training program includes classroom instruction and operation training on recognition and 
avoidance of unsafe conditions and the regulations applicable to their work environment for 
each specific fall hazard the employee may encounter.  A Foreman, the Safety Manager, or a 
contracted consultant/trainer gives the training program.  A competent person qualified in each 
aspect of the program must cover the following areas: 

 

• The nature of fall hazards in the work area. 
 

• The correct procedures for erecting, maintaining, disassembling, and inspecting the fall 
protection systems to be used. 
 

• The use and operation of guardrail systems, personal fall arrest systems, safety net 
system, warning line systems, safety monitoring systems, controlled access zones, and 
other protection to be used. 
 

• The role of each employee in the safety monitoring system when this system is used. 
 

• The limitation on the use of mechanical equipment during the performance of roofing 
work on low-sloped roofs. 
 

• The correct procedures for handling and storage of equipment and material and the 
erection of overhead protection. 
 

• The role of employees in the written Fall Protection Plan. 
 

• The standards contained in OSHA 29 CFR 1926, subpart M, Fall Protection 
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Re-training shall be provided when deficiencies in training are discovered, when work practices 

are changed or when fall protection equipment is modified. 

Written certification records showing participants, training dates, and signatures of instructors 

must be maintained.  This documentation is stored on the company Network Safety Folder. 

The fall protection plan shall be prepared by a qualified person for the specified work site.   

Incident investigations shall be conducted to evaluate the fall protection plan for potential 

updates to practices, procedures or training in order to prevent reoccurrence.  Documents to be 

used for this investigation are stored on the company Network Safety Folder.  Typically, the 

investigation includes a statement from the Employee, Manager and any Witnesses. 

 

Fall Protection Requirements 
 

OSHA currently regulates fall protection for construction under Part 1926, Subpart M.  The 
standards for regulating fall protection systems and procedures are intended to prevent 
employees from falling off, onto or through working levels and to protect employees from falling 
objects.  Fall protection requirements under the OSHA Construction regulations require 
considerable planning and preparation. 

 

Through a competent person, Management will determine if the walking/working surface on 
which its employees are to work have the strength and structural integrity to support employees 
safely.  Employees are allowed to work on those surfaces only when the surfaces have the 
requisite strength and structural integrity as determined by the competent person. 

 

Each employee on a walking/working surface which is 6 feet (1.8 meters) or more above a lower 
level shall be protected from falling by the use of guardrail systems, safety monitoring systems, 
or personal fall arrest systems for the following exposures as determined by the competent 
person: 

A. Unprotected sides and edges 
B. Leading edges 
C. Hoist areas 
D. Ramps, runways and other walkways 
E. Excavations 
F. Holes 
G. Roofing work on a low-slope roofs 
H. Steep roofs 
I. Wall openings 
J. Walking/working surfaces not otherwise addressed 

 

The exposure determination shall be made without regards to the use of personal protective 
equipment.  When Prime Machine purchases equipment and raw material for use in fall 
protection systems, applicable ANSI and ASTM requirements will be met. 
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Personal Fall-Arrest System  

 

Personal fall arrest systems shall meet the following requirements: 

 

Connectors, d-rings, snap hooks, lanyards, lifeline and anchorages are designed, constructed 
and installed according to specification addressed in OSHA 1926.502 

• Limit maximum arresting force on an employee to 1,800 pounds when used with a body 
harness 

• Rigged such that an employee can neither free fall more than 6 feet (1.8 meters) nor 
contact any lower level  

• Body belts, harnesses and related components shall be used only for employee fall 
protection and not to hoist materials 

• Personal fall arrest systems and components subject to impact loading shall be removed 
from service until inspected an approved for use by the competent person 

• Prompt rescue of employees in the event of a fall 

• Inspected prior to each use for wear, damage and/or deterioration with defective 
components removed 

• Not to be attached to guardrail systems 
 

Warning Line System (WLS) 

 

A WLS is the area on the roof, which has been designated and clearly marked in which work 
may take place without the use of employees using some form of fall arrest system. Inside this 
warning line area, a person may perform certain work duties without concern of a potential fall. 
Any time an individual works outside this warning line and/or on the leading edge a form of fall 
protection must be used. These forms of protection will include, but not limited to a body 
harness, retractable lifeline, standing seam roof clamp, or roof anchorage system (includes B-
Deck and PBR roof sheets). 

 

Guardrail Systems 

 

Guardrail systems shall meet the following requirements: 

• Top rail 42 inches above the walking/working level 

• Mid-rail (or suitable alternative) 21 inches above walking/working level 

• Ability to withstand a force of at least 200 pounds in any outward or downward direction 

• Surfaced to prevent injury from puncture, laceration or snagging of clothing designed so 
as not to constitute a projection hazard 

• Inspected at regular intervals 

 

Positioning Device Systems 

 

Positioning device systems shall meet the following requirements: 

• Rigged such that an employee cannot fall more than 2 feet (.9 meters) 

• Secured to an anchorage capable of supporting at least twice the potential impact load 
of an employee’s fall or 3,000 pounds, whichever is greater 
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• Connectors, d-rings and snap hooks are designed, constructed and installed according 
to specifications addressed in OSHA 1926.502 (e) (1-8) 

• Inspected prior to each use for wear, damage and/or deterioration with defective 
components remove 

 

Which Equipment to Use: 

 

The equipment supplied by PFS meets OSHA's standards for strength.  Equipment must be 
designed to stop falls quickly and without causing too much force to the body. Here are a few 
things to keep in mind when choosing your equipment: 

 

• Make sure you use the proper equipment for the job. 
 

• Follow manufacturer's instructions on how each item is to be used. 
 

• Make sure all the lanyards you are using have a deceleration device. 
 

• Make sure snap hooks are used with the hardware they're attached to. 
 

• All parts of the system must work properly with each other.  Your Supervisor must 
approve any substitution. 
 

• Fall-protection equipment is to be used only for worker fall protection. 

  

Anchorage Connection 

 

Choosing the Proper Anchorage: 

 

• Make sure the anchorage is strong enough to withstand the fall arrest force. 
 

• Inspect the anchors for damage before hooking up to them. 
 

• When your anchorage is the steel structure, tie-off only to primary steel. Tying off to 
secondary steel will not be allowed unless there is no other alternative and the 
secondary steel has been completely 100% secured. 
 
 

Free-Fall Path: 

  

• When selecting your anchor, allow for free-fall distance (the deceleration distance of 
your equipment and any distance your lifeline stretches). 
 

• Check for manufacturers labels stating equipment stretch and deceleration. 
 

• A good rule of thumb is to allow a maximum deceleration distance of 3feet or 42 inches. 
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• Remember, the farther your attachment to the lifeline is from the lines anchor, the more 
the line can stretch. 

 

Limiting Free-Fall Distance: 

 

A shorter free-fall reduces your chances of falling into obstacles, being injured by fall­arrest 
force and damaging your equipment. 

 

There are two ways to limit free-fall: 

 

• Use a shorter lanyard between the lifeline and your harness. 
 

• Reduce the amount of slack in your lanyard by raising tie off to the lifeline, or anchor 
must always be level with or higher than the connection to your harness. 

 

Never rig a system that will allow you to free-fall more than six feet! 

 

Hooking Up Lifelines: 

 

• Horizontal lifelines must be designed, installed and used under the supervision of a 
qualified person. 
 

• The more workers tied off to a single horizontal line, the stronger the line and anchors 
need to be. 
 

• Vertical lines must never have more than one person per line. 
 

• Terminate a vertical lifeline in a way that will keep you from moving past its end, or make 
sure the line reaches to the ground or the next working level below. 

 

Retractable lifelines: 

 

• Only one worker can be tied off to a retractable lifeline, the hook must be attached to the 
D-ring in the back. 
 

• When retractable lifelines are attached to roof anchors (II-clamps) only one retractable 
may be attached to the anchor. 
 

• When using a retractable system by the eaves of the building, you must take in 
consideration the swing radius of the fall. 
 

Snap-Hooks 

 

There are two basic kinds of snap hooks: 
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• Locking 

• Non-locking 

 

Locking snap hooks help prevent rollout when the snap hook opens accidentally. 

Non-locking snap hooks have been taken out of service and have been banned by OSHA.  

 

Roll Out 

 

To avoid rollout: 

 

• Do not attach your hook to anything that could press it open. 
 

• Do not attach two snap hooks to each other. 

 

D-rings, should be large compared to hooks, so that the ring will reach beyond the hook's 
keeper, rather than press against it. After you've attached any snap hook, make sure it is tightly 
closed and rollout is impossible. 

 

Fall Protection Gear  

 

Body Harness: 

 

• Harness should fit snugly. 
 

• The harness D-ring must be positioned at the center of the back between the shoulder 
blades. 

 

Lanyards: 

 

• Lanyards must be attached to the harness on the back D-ring, with the deceleration 
device located at the connection on the back. 

 

Ladder Safety Devices: 

 

Ladder safety devices are designed so that you can climb without using your hands to operate 
the safety device. 

 

• You should always have a three-point connection when using a ladder. This includes 
both hands and one foot. 
 

• The connection between the device's carrier or lifeline and your harness cannot be more 
than nine inches long. 
 

• Be especially careful in poor weather, which can make the ladder slippery.  
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Rescue after a fall: 

 

If a fall occurs, any employee hanging from the fall-arrest system must be rescued safely and 
quickly. PFS will provide a way for fast rescue of fall victims, which includes any or all of the 
following: 

 

• Equipment that helps the victim to rescue himself or herself. 
 

• A system of rescue by co-workers. 
 

• A way of calling a trained rescue squad. 

 

 

Rescue Plan: 

 

All good rescue systems involve advance planning. 

 

• Before there is any risk of a fall, make sure you know what PFS's rescue plan calls for 
you to do. 
 

• Find out what rescue equipment is available and see where it is located. This can 
include ladders, hoists and man lifts. 
 

• Learn how to use equipment for self-rescue and the rescue of others. 

 

Call for Help: 

 

Know whom to call for outside help and the fastest way of reaching them. 

 

• You may have to call the fire department’s rescue squad and medical service. 
 

• Any needed phone numbers must be posted at the worksite. 

 

During the rescue: 

 

Several things should be done during the rescue: 

 

• Provide fall protection for the Victim and his rescuers. 

• Communicate with the victim and monitor him constantly. 

• Call any special rescue services needed. 

 

Other steps to take will depend on the circumstances and PFS rescue plan. 

Some possibilities include: 
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• Getting to the victim with rescue equipment if this cart be done safely. 
 

• Moving the victim carefully, so that you don't make head, neck or back injuries worse. 

 

 

What Happens When You Fall 

 

Falling: 

 

• At first, before fall-arrest equipment begins to work, the person is in free-fall. 
 

• After a certain free-fall distance, the system activates. 
 

• It then takes more distance (called deceleration distance), to bring the person to a 
complete stop. 
 

• Force is needed to stop a fall. 
 

Fall Arrest Force: 

 

Fall arrest force hits the body through the straps of the body harness. If the equipment is not 
worn properly, this sudden jolt can damage the spine or internal organs. 

 

• K deceleration system helps to absorb the fall-arrest force. 

• Body harness distributes the force to areas of the body that are protected by bones. 

 

Care and Inspection of Equipment: 

 

Keeping equipment in good working order makes things safer for everyone. Follow the 
manufacturer's instructions and PFS policies for equipment maintenance, cleaning and storage. 
Defective equipment must be identified and replaced at once. This makes equipment 
inspections very important. 

 

You must inspect all personal fall-protection systems before each use. 

 

• All of our systems must be inspected prior to the start of the project. 
 

• A competent person must inspect any equipment that has been subject to impact 
loading before it can be used again. 
 

• In your regular inspections, follow manufacturer's instructions and look for anything that 
could make any item unsafe. 
 

• Check all equipment for wear, damage, mold, mildew or distortion. 
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• Make sure no straps are cut, broken, torn or scraped. 
 

• Check for damage from fire, acid or other corrosives. 
 

• Hardware should be free of cracks, sharp edges or burrs. 
 

• Snap hooks should close and lock tightly. 
 

• Buckles should work properly. 
 

• Check rope for wear, broken fibers, pulled stitches or discoloration. 
 

• Make sure lifeline anchors and mountings are not loose or damaged. 
 

• Check manufacturer's guidelines for inspections. If any item is damaged or defective, 
remove it from service at once. Have a competent person inspect the item before 
throwing it away. 

 

 

Fatigue Management 
 

Initial and annual training must be provided on how to recognize fatigue, how to control fatigue 
through appropriate work and personal habits, and reporting of fatigue to supervision. 
 
Prime Machine will set work hour limitations and will control job rotation schedules to control 
fatigue, allow for sufficient sleep, and increase mental fitness to control employee turnover and 
absenteeism. 
 
Ergonomic equipment will be used to improve workstation conditions such as anti-fatigue mats 
for standing, lift assist devices for repetitive lifting, proper lighting and control of temperature, 
and other ergonomic devices as deemed appropriate. 
 
Work tasks to control fatigue must be analyzed and evaluated periodically. 
 
Chairs will be provided for workers to sit periodically, and will provide periodic rest breaks for 
personnel. 
 
Employees in safety critical positions shall report fatigue/tiredness and lack of mental acuity to 
their supervision. Area Managers and Field Supervisors are to make safety critical decisions 
and take appropriate actions to prevent loss. 
 
Employees must not chronically use over-the-counter or prescription drugs to increase mental 
alertness. Employees are discouraged from taking any substance known to increase fatigue in 
that employee, including fatigue that sets in after the effects of the drug wear off. 
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Field Safety Plan (Site Specific) 
 

This site-specific safety procedure forms a part of the standards and procedures of the 
Workplace Safety Policy. 

 

Review other Company safety procedures, for the other applied work scope safety, i.e. Confined 
Space Entry, Hazard Communications, Handling, and Protective Equipment. 

 

Employee Training and Orientation – All personnel assigned to work on an on-site project will be 
trained according to the requirements of the tasks performed.  It is the responsibility of the Area 
Manger to provide and insure qualified Craftsmen are assigned.  Specific training will include: 

• Customer site-specific training.  All personnel, including Area Managers that will have 
the possibility of working on a customer’s project should attend the customer site-
specific training. 
 

• Hazard Communication Program for the site specific. This will include informing 
employees of the hazards of non-routine tasks and the hazards associated with 
chemicals that may be contained in unlabeled pipes in their work areas. 
 

• Personnel assigned to work in or around rigging equipment shall be instructed in basic 
and specific hand signals. 
 

• Prime Machine’s or customer’s lock out/tag out procedure is to be followed. 
 

• Prime Machine’s or Customer’s Confined Space Procedure is to be followed. 
 

• Prime Machine will provide MSHA and HAZWOPER, when it is mandated by the 
Customer’s Safety Policy. 

 

Personal Protective Equipment – Personal protective equipment required for the project will 
include the following and any other specialized equipment warranted by the Customer. 

• Hard Hat. 

• Safety glasses or goggles. 

• Steel-toe sturdy leather boots or shoes. 

• Chemical protective clothing long sleeve shirts. 

• Respirator approved by Customer’s Safety Department. 

• Specific protective equipment (as required by trade, i.e. welding helmet). 

 

Waste Management – It is the responsibility of the craftsmen to communicate with the 
Customer the need to dispose of any waste, discarded commercial products and used materials 
requiring a MSDS during the course of work being done.  The craftsmen must follow the 
customers and Prime Machine’s policies in disposing of such items. 

 

In NO case will any liquid waste, discarded commercial products or used liquid materials be 
disposed of in plant drains or the site landfill.  
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Solid waste must be disposed of in an approved manner and in the designated location by the 
customer. 

 

All containers shall have approved labels fixed to the container. 

 

All unused product shall be taken with the craftsmen at the completion of the job.  ANY 
EXCEPTION must have the approval of Customer. 

 

First-Aid and Medical Treatment – The Project Manager or Crew Supervisor will be first-aid 
trained and will have a basic first-aid kit.  First-aid kit is check out and it through the Secretary.  
First-aid treatment will be provided on site either by a Supervisor or the Customer’s medical 
facility.  If emergency or further medical treatment is indicated, Prime Machine will provide 
transportation to:  

 

Non-Emergency (if on site location permits*) 

Work Care 

2390 So. Redwood Road 

Salt Lake City 

 

Emergency or After Hours (if on site location permits*) 

LDS Hospital 

8th Avenue & C St  

Salt Lake City, UT 84101 

(801) 408-1180 

 

*If location of job site does not warrant the above, go to the nearest Emergency Facilities in the 
area.  First aid and medical incidents will be reported to Customer’s Safety Dept. before the end 
of the current shift.  

 

In the event of an accident, incident or injury, Area Manager, with the assistance from 
Customer’s Safety Dept., will investigate the cause and steps necessary to correct any 
problems and document the investigation in a report.  This investigation will be conducted 
immediately, but in no case later than the end of the shift during which the incident occurred.  
Copies of the report will be forwarded to the Safety Coordinator. 

 

Fire Protection and Prevention – Vehicles that are on site are to be equipped with a minimum 
of one 10-lb. ABC fire extinguisher mounted in an accessible location.  It is the craftsman’s 
responsibility to check the extinguisher daily during the course of his pre-shift inspection to 
ensure that the extinguisher is fully charged and accessible. 

 

Chocked Vehicles – All vehicles will be chocked and parking brake engaged when parked on 
the Customer’s property. 

 

Safety Training – Safety training will continue for all o site personnel, with weekly “Tool-Box” 
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safety meetings held for each crew by the Supervisor of the crew.  The support and assistance 
of the Customer’s Safety Department may be requested.  A copy of the attendance logs and a 
statement of the subject discussed will be forwarded to Safety Manager each week. 

 

Fire Prevention/Protection 
 

The threat of a fire is a serious problem on any construction project. All of the ingredients (heat, 
fuel and oxygen) for a fire are readily available on each and every project site. Carelessness 
with any of the three can have but one result-FIRE. 

 

• Firefighting equipment shall be centrally located, and readily accessible at all times and 
maintained in proper working condition. 
 

• Be familiar with the location of firefighting equipment and with its proper use. 
 

• Prime Machine has instituted an annual training program on the PASS system of fire 
control. Training shall be given at hire, within 30 days, and then all employees shall 
receive the annual training.  The training shall include general principles of fire 
extinguisher use and hazards involved in fighting fires 
 

• Don't fight a fire that is too large or dangerous. 
 

• Flammable and combustible liquids must be handled and stored and UL or FM 
approved, properly labeled safety containers. 
 

• Burning, welding and other spark-producing work requires special attention and care. 
Cover or move anything that can burn. 
 

• All fire extinguishers shall be visually inspected monthly and receive an annual 
maintenance inspection by a certified inspector based on the due date on their tags. 
 

• Smoking is permitted only in designated areas.  Smoking is prohibited in all Company 
vehicles and in all Company buildings. 
 

• All flammable liquids are to be stored in areas that are specifically designed for these 
products and as required by applicable fire code provisions.  Flammable liquids such as 
gasoline, benzene, naphtha or lacquer thinner, shall not be used for general cleaning 
purposes and shall be kept in approved labeled containers.   
 

• Fire extinguishers, exit doors, exit signs, passageways and means of emergency exits 
shall be inspected periodically by the Safety Manager to ensure that they are working 
properly and unobstructed. 
 

• Waste paper and other combustible materials shall not be allowed to accumulate. 
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• Annually the Safety Manager and Area Mangers will conduct fire drills and evacuation 
procedures. 
 

• Protective Clothing – Any employee who is working with or around any function that 
produces any spark, flame, or heat source (example grinder, welder, heating torches, 
heat treat oven, flame spray or metal spray), must be wearing 100% cotton clothing. 

 

HOUSEKEEPING is your best defense against fires. Place all trash and debris in proper 
containers. Oily and/or paint-soaked rags shall be placed in a covered metal container for safe 
disposal.  

 

Fit for Duty 
 

• Pre-employment physicals are required in the hiring process, and when changing 

into certain job functions and different environments to ensure that employees are 

physically capable of performing their job function. 

 

• Employees must receive training specific to their assigned task (for example, 

welding, scaffold building, etc.) 

 

• Drug and alcohol screening is mandatory for pre-employment, post-accident and 

random screenings.  Drug and alcohol screening will also be done for any applicable 

DOT requirements. 

 

• Safe work practices and procedures are in place and will be followed.  Examples 

include LO/TO, Electrical safety, etc. 

 

• Employees must notify their supervisor when taking prescription or over-the-counter 

medication that could impair his/her ability to work safely.  Employees must report 

ALL medications that they are taking.  Over-the-counter medications (such as cold 

and flu medications) could also impair one’s ability to perform safely. 

 

• Employee’s activities and behaviors should be monitored to determine if an 

employee should be removed from the work site. 

 

• Employees are responsible for ensuring they are physically and mentally fit to 

perform their job functions safely.  Employees must take responsibility for their own 

safety as well as not reporting to work in a condition as to endanger the safety of 

their fellow workers.  If an employee is fatigued to the point of not being able to 

perform their duties safely, they should inform their supervisor. 
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Forklift Operation  
 

Forklift Inspections: 

 

The first step in the safe forklift operation is to have a safe unit to operate. This is accomplished 
by conducting pre-operational inspections. These inspections are required before every work 
shift. 

  

Items that should be inspected each time include: 

 

• Brakes 

• Steering 

• Fluid levels and leaks 

• Gauges 

• Tires 

• Horn and other alarms 

• Mast operation 

• Hoses 

• Fire extinguisher 

• Load charts 

• Warning and operational lights 
 

If you should discover a problem with anything listed above; have it fixed before using the 
forklift.  You will be held responsible for an accident caused by faulty equipment, if you knew 
about the problem beforehand. 

  

Mounting and dismounting your forklift is necessary during the inspection process. Since getting 
on or off the unit is a leading cause of injury, use the following techniques: 

 

• Face the vehicle (never jump off). 
 

• Use a three-point stance (always have two hands and one foot in contact with the unit). 
 

• Wear proper shoes (oil resistant and non-slippery). 
 

• Wear proper clothing (very loose clothes may catch on parts). 

 

The last major step in the inspection process is refueling. You need to exercise caution when 
refueling: 

 

No smoking or use of open flame! 
 

With propane: 

 

• Shut off the valve with the machine running so the fuel in the line will be used up. 
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• Shut off the engine. 

• Close the valve on the bottle. 

• Propane is heavier than air and will hug the floor if there is a leak. 

• Make sure valves are seated properly and in excellent condition. 

• Smell is your best sense for detecting a leak. 

• Propane can cause a freeze burn if it comes in contact with the skin. 

• Handle tanks carefully. 

• DO NOT refuel your forklift or store fuel tanks near heat sources. 

• DO NOT store fuel tanks in places where leaking gas can accumulate. 

• Check all couplings and fittings for deterioration or wear. 

• Wear proper protective gear, including gloves, long sleeves, and eye protection. 

 

With gasoline or diesel fuel: 

 

• No smoking or use of open flames. Shut off the forklift. 

• Avoid breathing the fumes. 

• Be sure you are using the proper fuel. Avoid over-filling the tank. 

• Replace the fuel cap. 

• Clean up any spills before starting the unit.  

• Watch for leaking fuel lines. 

• Wear eye protection and other protective gear. 

  

Picking up Loads: 

 

You have to start your forklift to pick up a load. Remember to fasten your seat belt. Apply the 
brake and shift to neutral. Now you are ready to start the engine. Check around you for 
clearance and pedestrians. 

 

Loads must be picked up properly to travel safely. 

 

• Never exceed the rated capacity of your unit. 

• Forks must be spaced properly. 

• Be sure the load is stacked properly and is balanced. 

• Secure the load to the mast when necessary. 

• Check fork height before driving into load. 

• Drive into load as far as possible. 

• Tilt the load back slightly and then lift it. 

• Watch for overhead objects or obstructions to the sides. 

• Lower load two to four inches off the ground for traveling. 

Be sure that the area you are working in is clear of people. Loads may slide off injuring 
someone when traveling. Also moving forward or backward could cause you to hit a pedestrian. 
Never leave a load in the high position to check for a problem. Do not walk under a load or allow 
anyone else to walk under it. Always park forklift in a safe place with the forks on the ground. 

 

Traveling with Loads: 
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Two of the most important aspects in safely transporting loads are your speed and the height of 
the load. It's because of these excesses and careless procedures that the government has 
stepped into making forklift operation a safer construction function. The forklift rules of the road 
when traveling with loads are: 

 

• Although pedestrians don't always have the right of way, always be aware of their 
presence. 
 

• Look in the direction of travel. 
 

• Forks should be 2 to 4 inches high, if the ground clearance permits. 
 

• Mast should be angled slightly back. 
 

• Slow down and sound horn when approaching blind comers and pedestrians. 
 

• Avoid running into building materials and barricades. 
 

• DO NOT lift or lower a load when traveling. 
 

• Going around curves and comers too fast can shift the forklift's center of gravity causing 
tip over. 
 

• Watch for overhead obstacles such as temporary brace cables and decks. 
 

• Starts and stops should be gradual. 
 

• Never let anyone ride on your forklift. 
 

• Be aware of bumps and holes on the surface. 
 

• Safe following distances relative to speed should be maintained between forklifts and 
other equipment (at least 3 lengths). 
 

• Familiarize yourself with traffic-patterns-and site lay out. 
 

• Keep hands and legs inside the compartment when traveling. 
 

• Check the floor of the vehicle you are entering for cracks and holes. 
 

• Never pass another vehicle at a blind spot. 
 

• Drive in reverse if your forward vision is obstructed. 
 

• Obtain a spotter in all cases where your ability to see your path is obscured. 



  

                 Safety Manual 

Page 74 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

 

Every driver should be conscious of the center of gravity of his/her forklift. This will depend on 
the vehicle capacity, counterweights, and wheel distribution. Be aware that the center of gravity 
shifts forward as you raise a load. Raising extremely heavy loads too high can cause tip over. 
Also, turning too fast with the load too high or weight distributed unevenly will cause the same 
type of accident. 

 

Stacking and Dropping Loads: 

 

Unloading areas are as varied as loading spots. Excavations, buildings, heavy equipment, 
uneven surfaces and trucks are all part of the forklift operator's work environment. Now that you 
have arrived at your unloading area, these are the points that you should be aware of: 

 

• Never stand under a load that is raised or let anyone stand under it. 
 

• Always move slowly when the load is raised. 
 

• Be sure that where you are stacking the load is level and secure. 
 

• Tilt the load forward only when you are over the stack. 
 

• Be sure the forks are clear of the load before you pull out or turn. 
 

• Stack joists and girders tightly together.  If it looks like they will tip over, crib them or set 
them flat on the ground. 
 

• Always stack loads straight and square. 
 

• Be aware of your surroundings when backing out of a load, look behind you and make 
sure there are no pedestrians, if there are, honk your horn and ask them to move. 

 

When you leave your forklift unattended, lower the forks, disengage the controls, shut off the 
engine, set the brakes and chock the wheels. 

 

Gas Hazards 
 

At times, Prime Machine employees may be required to work in an area that requires a 
knowledge of specific gases and their potential for harm.  This program will institute procedures 
to make the employees aware of the dangers.  At all times, the site-specific training must be 
followed.  This program is NOT meant to replace site specific training, but to enhance it.  
Currently, at the Prime Machine facility, there are no known gas hazards. 

 

Gas Hazard Awareness training will be conducted prior to initial assignment to a potential gas 
hazard and annually thereafter.  Employees will certify that they understand the training. 
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The annual training (and initial training) includes; 
 

• Locations of any alarm stations 
 

• Gas monitoring equipment, portable and fixed protection 
 

• Gas Alarms 
 

• Gas Hazards, which will include; 
 

i. Characteristics of gases, including oxygen deficiency, oxygen or nitrogen 
enrichment, carbon monoxide and HS.   

ii. The training will include any plant or specific gases of concern, and includes signs 
and symptoms of overexposure 

 

• Personnel rescue procedures  
 

• Use and care of Self-Contained Breathing Apparatus (SCBA), including donning and 
emergency procedures. 

 

• Evacuation procedures. 
 

• Staging areas, secondary and primary. 
 
All training should be documented on the employee training matrix, and be available for review 
by authorized agencies or personnel. 
 
Upon entry to a high-gas hazard area, employees should have a portable gas detector on their 
person.  This detector will be furnished by Prime Machine at no cost to the employee as part of 
their required PPE.  These portable monitors, and all gas monitors, shall be calibrated per the 
manufacturer’s recommendations and contain a current calibration sticker on the monitor 
showing date of calibration and the initials of the person performing the calibration. 
 
Prior to the beginning of each shift, the employee is required to perform a “bump test” per the 
manufacturer’s guidelines to ensure that the monitor is functioning correctly.  If there are any 
discrepancies, device will not be used.   
 
At all times, employees must be aware of any site-specific contingency/emergency plans and 
participate in all site-specific drills.  Prime Machine employees must be aware of all contingency 
plan provisions including evacuation routes and alarms. Employees will participate in all 
emergency evacuation drills and practice rescue procedures. 
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Hand and Power Tools 
 

All hand and power tools shall be used in the manner and for the task intended by the 
Manufacturer. Never use hand or power tools improperly or if in poor condition. 

 

• Inspect your tool(s) before use to insure they are in proper working order. 
 

• Do not use damaged or defective tools; repair or replace.  They may not be used until 
they are deemed safe. 
 

• Compressed air shall not be used for cleaning purposes except where reduced to less 
than 30 psi, and then only with effective chip guarding and personal protective 
equipment. 
 

• Where Power Tools are designed to accommodate guards, the guards must remain 
installed during use.  No tools should be at Prime Machine without their guards.  All 
moving parts of Power Tools that may present a hazard must be guarded. 
 

• All electric power tools must be grounded or double insulated. 
 

• Never carry, raise or lower electric power tools by the cord.  
 

• Guards are to be on all grinders.  While using a hand-held grinder, craftsmen are to wear 
goggles and a face shield. 
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Hazard Communication 

I. Objective 

The objective of this program is to set forth policies and procedures concerning Hazard 
Communication which will enhance the safety and well-being of Prime Machine, Inc. employees.  
Furthermore, execution of this program is designed to help the Company comply with the 
Occupational Safety and Health Administration’s (OSHA) Hazard Communication Standard. 

II. Assignment of Responsibility 

The Safety Manager is the Hazard Communication Officer and is responsible for insuring that 
responsible persons noted herein adhere to this program and report properly.   

III. Program  

The following items are to be followed to insure compliance with the OSHA Hazard 
Communication Standard and the safety of our employees. 

A. Hazardous Chemical List  

A list of the hazardous materials and chemicals used at Prime Machine and PFS will be 
maintained and updated by the Safety Manager.  This list is to include all substances 
that require a Safety Data Sheet (SDS). 

One copy of this list will be kept in the front of each SDS book and one copy will be kept 
on file with the Hazard Communication Officer.  For each chemical used in the 
workplace, an SDS sheet must be available on that jobsite. 

B. SDSs 

The Safety Manager will keep all SDSs will in an organized fashion and will place them 
in Folders and on the Company Network for all employees to view at will.  A duplicate 
set of SDS information will be maintained by the Hazard Communication Officer. 

SDS books and the Hazardous Chemical List will be maintained and kept up to date by 
the Safety Manager.  As obsolete SDSs are replaced by updated copies, they will be 
retained for 30 years.  

The Safety Manager will verify annually that SDSs correctly reflect chemical 
reformulations, improvements, or updates. 

If a hazardous chemical or substance is received without a proper SDS, the receiving 
person will immediately notify the Hazard Communication Officer.  The Safety Manager 
or assigned agent will immediately contact the manufacturer or distributor of the product.  
If the manufacturer or distributor is unable to produce an SDS, the Hazard 
Communication Officer will return the product to the supplier. 

(Note: Material Safety Data Sheets (MSDSs) cannot be used after June 1, 2015.) 

C. Labeling and Pictograms 
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Each container of a hazardous chemical must be properly labeled with the identity of the 
hazardous material, the appropriate hazard warnings, pictogram(s), signal word(s), and 
the name and address of the manufacturer.  Appropriate labels must be on all 
containers, regardless of size.  Containers must be approved and recommended for 
storage and/or dispensing of the particular hazardous chemicals contained in them. 

Worn and torn labels must be replaced.  It is the responsibility of employees to report 
inappropriate labels to their supervisor.  It is the responsibility of the Hazard 
Communication Officer to ensure that appropriate labels are in place and that 
replacement labels are available. 

Portable containers of hazardous materials do not require labeling if the materials are 
transferred from labeled containers and are intended for immediate use by the employee 
who performs the transfer.  Portable containers not immediately used will be emptied 
(and cleaned when necessary) typically within 24 hours. 

D. Training 

All full- and part-time employees, new hires, and contractors of Prime Machine are 
required to be trained on the following:  

1. label elements; 
2. pictograms; 
3. SDS format to facilitate recognition and understanding of the product, its required 

personal protective equipment (PPE), and first aid requirements; 
4. the chemicals they will be exposed to; 
5. locations of SDSs; and 
6. Chemicals in supply lines within the site. 

(Note: If required, Department of Transportation (DOT) pictograms and identification 
placards should also be included in this training.)    

Each affected employee working for or associated with Prime Machine is required to 
review the training material with their Manager, and sign the acknowledgment form, 
which will be placed in the employee’s file. This training is to be done during the new 
employee orientation process before the new employee assumes status as an active 
employee.  

 

Employees will receive training on any new hazardous chemical/material introduced into 
the workplace before the chemical/material is used or when changes are made to the 
program.  

E.  Storage 

All storage areas for hazardous substances will be secured, properly ventilated, and 
identified by signs. 

F.  Non-Routine Tasks 
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Before any non-routine task is performed, employees shall be advised and/or they must 
contact the Area Manager or Field Supervisor for special precautions to follow and that 
Area Manager or Field Supervisor shall inform any other personnel who could be 
exposed. 

If a non-routine task is necessary, the Area Manager or Field Supervisor will provide the 
affected employees with information about the activity as it relates to the specific 
chemicals expected to be encountered: 

1. specific chemical name(s) and hazard(s); 
2. personal protective equipment required and safety measures to be taken; 
3. measures that have been taken to lessen the hazards including ventilation, 

respirators; and 
4. Emergency procedures. 

The Area Manager or Field Supervisor will contact each contractor before work starts to 
gather and disseminate any information concerning chemical hazards the contractor is 
bringing into the workplace. 

G.  Program Compliance 

Any direct or intentional violation or non-compliance with this program may result in the 
termination of the person or persons involved in accordance with company policy. 
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Acknowledgement of Receipt of Hazard Communication 
Training 

 
 

My signature below acknowledges I have received training concerning Hazard Communications. 
I understand that this training fulfills the employee training requirement of the Occupational 
Safety and Health Administration (OSHA) Hazard Communication Standard. 

The jobsite and classroom training included the following: 

1. Understanding the purpose and scope of the OSHA Hazard Communication Standard. 
2. Explanation of the existence of federal, state and local right-to-know laws. 
3. Definition of the classification “hazardous chemical.” 
4. Explanation of situations and elements that must be present for a material to be considered 

a health hazard. 
5. Explanation and interpretation of labels, what is required on all containers, and the Hazard 

Materials Identification System (HMIS). 
6. Understanding and interpretation of Safety Data Sheets and pictogram(s). 
7. My responsibilities as an employee of Prime Machine, Inc. (also dba Prime Field Service). 
8. Policies and procedures to follow in case of exposure. 

Employee Signature      

Date of Training        
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Sample Hazardous Materials 

and Chemicals List 
INDEX 
NUMBER 

PRODUCT HAZARD CLASSIFICATION 
SYSTEM (HMIS) 

DATE 
INTRODUCED 

DATE 
DISCONTINUED 

1 Clorox Health – 3 

Fire – 0 

Reactivity - 1 

04-15-1999  

2  WD40 Health – 1 

Fire – 1 

4-12-1998 10-01-2000 

     

 

 

 

 

Standard SDS Hazard Pictograms 
HEALTH HAZARD 

 

FLAME GAS CYLINDER 

Carcinogen 

Mutagenicity 

Reproductive Toxicity 

Respiratory Sensitizer Target 
Organ Toxicity 

Aspiration Toxicity 

Flammable 

Pyrophorics 

Self-Heating 

Emits Flammable Gas 

Self-Peroxides 

Gases Under Pressure 
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CORROSION EXCLAMATION MARK* FLAME OVER CIRCLE 

in Corrosion/Burns 

Eye Damage 

Corrosive to Metals 

Irritant (skin and eye) 

Skin Sensitizer 

Acute Toxicity 

Narcotic Effects 

Respiratory Tract Irritant 

Hazardous to Ozone Layer  

Oxidizers 

EXPLODING BOMB  SKULL AND CROSSBONES  ENVIRONMENT*  

Explosives 

Self-Reactives 

Organic Peroxides 

Acute Toxicity (fatal or toxic) Aquatic Toxicity 

*(Non-Mandatory) 
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Heat / Cold Stress Management 
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You may have to work in very cold or hot environments. Use the following information to avoid 
illness from conditions with extreme temperatures. 

 

Prime Machine Area Managers and Field Supervisors shall address jobs, tasks or employees 
who are at risk for either heat or cold exposure. 

 

The only jobs at Prime Machine that include prolonged exposure to heat and cold extremes are 
Field Mechanics, Field Machinists and Field Welders (approximately 25 Workers).  These 
employees are to receive training on how to prepare for these extreme conditions.  Special 
consideration shall be given to providing work clothing for these Workers – possibly including 
insulated Coveralls or Parkas.  First Aid Training shall be provided for extreme heat and cold 
related issues. 

 

Heat 

 

Heat disorders include heat exhaustion and heat stroke. Some symptoms of heat exhaustion 
include nausea, headaches, moist and clammy skin and pale or flushed complexion. Symptoms 
of heat stroke include hot dry skin, confusion, and loss of consciousness or convulsions. Heat 
stroke is a life-threatening condition and requires immediate medical attention. 

 

• Employees shall have access to potable drinking water.  Where it is not plumbed 
or otherwise continuously supplied, it shall be provided in sufficient quantity 
throughout the work shift. 

 

• Employees suffering from heat illness or believing a preventative recovery period 
is needed, shall be provided access to an area with shade that is either open 
to the air or provided with ventilation or cooling. Such access to shade shall be 
permitted at all times. 

 

• Supervisors must receive training in the prevention of heat related illnesses prior 
to supervising employees working in heat. 

 

• Supervisors should be trained in heat illness procedures to prevent heat illness 
and procedures to follow when employee exhibits symptoms consistent with 
possible heat illness, including emergency response procedures. 

 

• Procedures must be in place to control the effects of environmental factors that 
can contribute to heat related illness. The most common environmental factors 
are air temperature, humidity, radiant heat sources and air circulation. 

 

• Physical factors that contribute to heat related illness should be taken into 
consideration before performing a task. The most common physical factors that 
can contribute to heat related illness are type of work, level of physical activity 
and duration, and clothing color, weight and breathability. 
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• Supervisors must ensure personal factors that contribute to heat related illness are taken 
into consideration before assigning a task where there is the possibility of a heat-related 
illness occurring. The most common personal factors that can contribute to heat related 
illness are age, weight/fitness, drug/alcohol use, prior heat-related illness, etc. 

 

Cold 

 

Extreme cold and windy conditions can contribute to frostbite, hypothermia and other cold 
related hazards.  The main symptoms of frostbite are that the affected areas will feel frozen on 
the surface, the layers of tissue below the surface will also be hard and the skin will turn spotted 
or blotchy. 

 

Symptoms of hypothermia include shivering, feelings of numbness and drowsiness or lack of 
interest in even the simplest activities.  External heat sources shall be used to slowly heat the 
body. If there is any doubt as to the severity of the hypothermia or frostbite, do not re-warm the 
patient.  Move the victim to a warm area and call for emergency medical assistance. 

 

Hypothermia occurs when body heat is lost faster than it can be replaced. When the core body 
temperature drops below the normal 98.6° F to around 95° F, the onset of symptoms normally 
begins. The person may begin to shiver and stomp their feet in order to generate heat. Workers 
may lose coordination, have slurred speech, and fumble with items in the hand. The skin will 
likely be pale and cold. 

 

Frostbite occurs when the skin actually freezes and loses water.  In severe cases, amputation of 
the frostbitten area may be required. While frostbite usually occurs when the temperatures are 
30° F or lower, wind chill factors can allow frostbite to occur in above freezing temperatures. 

 

Frostbite typically affects the extremities, particularly the feet and hands. The affected body part 
will be cold, tingling, stinging or aching followed by numbness. Skin color turns red, then purple, 
then white, and is cold to the touch.  There may be blisters in severe cases. 

 

Trench Foot or immersion foot is caused by having feet immersed in cold water at temperatures 
above freezing for long periods of time. It is similar to frostbite, but considered less severe. 

 

Symptoms usually consist of tingling, itching or burning sensation. Blisters may be present. 

 

Health effects of cold exposure, proper rewarming procedures, recognition and first aid for 
frostbite and hypothermia, required protective clothing, proper use of warming shelters, the 
buddy  system, vehicle breakdown procedures, and  proper eating and drinking habits for 
working in the cold. 

 

Protective Clothing is the most important way to avoid cold stress. The type of fabric also makes 
a difference. Cotton loses its insulation value when it becomes wet. Wool, silk and most 
synthetics, on the other hand, retain their insulation even when wet. The following are 
recommendations for working in cold environments: 
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• Wear at least three layers of clothing. An inner layer of wool, silk or synthetic to wick 
moisture away from the body. A middle layer of wool or synthetic to provide insulation 
even when wet. An outer wind and rain protection layer that allows some ventilation to 
prevent overheating. 

 

• Wear a hat or hood.  Up to 40% of body heat can be lost when the head is left exposed. 
 

• Wear insulated boots or other footwear. 

 

• Keep a change of dry clothing available in case work clothes become wet. 

 

• With the exception of the wicking layer do not wear tight clothing. Loose clothing allows 
better ventilation of heat away from the body. 

 

• Do not underestimate the wetting effects of perspiration. Oftentimes wicking and venting 
of the body’s sweat and heat are more important than protecting from rain or snow. 

 

• Implement a "Buddy System" to ensure that no employee is working alone in cold work 
environments. 

 

Some preventive measures include: drinking plenty of liquids, avoiding caffeine and alcohol. It is 
easy to become dehydrated in cold weather. If possible, heavy work should be scheduled during 
the warmer parts of the day. Take breaks out of the cold. Try to work in pairs to keep an eye on 
each other and watch for signs of cold stress. Avoid fatigue since energy is needed to keep 
muscles warm. Take frequent breaks and consume warm, high calorie food such as pasta to 
maintain energy reserves. 

 

All employees who are required to perform work in cold conditions should be knowledgeable on 
how to administer first aid treatment on cold induced injuries or illnesses. 

 

All employees should be informed of the dangers and destructive potential caused by unstable 
snow buildup, sharp icicles, and ice dams and know how to prevent accidents caused by them. 

 

 

Regularly used walkways and travel-ways shall be sanded, salted, or cleared of snow and ice. 

 

Regular inspections on cold weather supplies (e.g. hand warmers, jackets, shovels, etc.) should 
be carried out to ensure that supplies are always in stock. 

 

 

Hexavalent Chromium 
 

All Employees with the potential of being exposed to Hexavalent Chromium shall be trained, 
initially and annually, in this procedure.  All training shall be documented. 
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Every effort shall be made to protect Employees from exposure to Hexavalent Chromium.  

 

The client facility representative is solely responsible for: Testing, Air monitoring, Identifying, 
Maintenance, Upkeep of ventilation systems, Protection devices, Decontamination and personal 
hygiene facilities.  They are also responsible for communicating with Prime Machine about the 
location of areas and surfaces which pose potential exposure to Hexavalent Chromium.  

 

Employees will be monitored every six months if the initial monitoring shows employee 
exposure in accordance. Respirators must be used when engineering controls and work 
practices cannot reduce employee exposure during work operations, where engineering 
controls and work practices are not feasible and emergencies.   

 

The Supervisor is to ensure that the Employee Protection Program is implemented whenever 
Hexavalent Chromium levels are at 5 micrograms per cubic meter of air (5 ug/m3) and the 
Action Level of 2.5 ug/m3 calculated as an 8-hour time weight average.  No employee shall be 
exposed of the PEL higher than these listed levels.  

 

If at any time an employee is suspicious or aware of potential exposures that are not addressed, 
the employee is to contact the Prime Machine Safety Manager who will then coordinate with the 
client representative in addressing the Employee concerns.   

 

Additional Personal Protective Equipment may include:  A respirator appropriate for 
Hexavalent Chromium particles and Suitable coveralls and gloves.  

 

Gloves, respirators, coveralls, and rags should be decontaminated or placed in double bags, 
sealed and held for proper disposal.  

 

The need for Personal Medical Monitoring should be evaluated and provided as required.  

 

Personal Protective clothing exposed to Hexavalent Chromium should not be cleaned by: Air 
blasting, Shaking or any method that could create air borne Hexavalent Chromium particulate. 

 

Surfaces shall be maintained as free as practicable of accumulation of chromium. All spills and 
releases of chromium, shall be cleaned promptly methods of cleaning include HEPA filtered 
vacuums, dry or wet sweeping,  

Employees are to be notified within five working days, in writing, if they have identified 
unacceptable blood levels.  

 

Personal Hygiene: All Employees exposed to Hexavalent Chromium should wash their hands 
and faces before eating, drinking or smoking. No eating, drinking or tobacco products are 
allowed in the area where possible Hexavalent Chromium exposure may occur. Workers should 
shower and decontaminate before leaving work site. Vehicles should not be parked in 
contaminated areas. Employees are to maintain an extremely high level of personal hygiene.   
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Possible sources of Exposure: Welding and cutting, Paints, Braising and welding filler 
material, Chromium plated steel and Chromate pigments and powders  

  

Job Safety Analysis (JSA) and pre job planning will include Hexavalent Chromium Awareness to 
ensure that work activity precautions are developed and communicated to each employee 
involved. Signage and barricades shall be placed at a sufficient distance to protect any 
employee from entry into the areas which pose hazards from Hexavalent Chromium All work 
activities involving Hexavalent Chromium are to be coordinated with the Prime Machine Safety 
Manager, who is responsible for administering, coordinating, reviewing, and updating this policy 
at least annually.  

 

Medical surveillance shall be provided when an employee experiences signs or symptoms of 
the adverse health effects of Hexavalent Chromium (dermatitis, asthma, bronchitis, etc.). 
Medical evaluations will be provided at no cost to employees. Examinations will be performed 
by a physician or under the supervision of a physician or other licensed healthcare professional. 

 
 

Housekeeping 
 

Good housekeeping helps prevent fires, reduces tripping hazards and is the foundation of a 
safe and efficient workplace. Housekeeping must be the concern of each and every project 
employee in the performance of day-to-day activities in order to control and eliminate accidents 
by having a clean and orderly workplace. Your job is not finished until your work area is clean. 

 

• Rubbish, debris, waste and other useless materials constitute fire and accident hazards 
and should be kept out of the work area. 
 

• Greasy rags shall be kept in fire resistant closed containers and all oil or grease spots 
shall be cleaned up as soon as possible. 
 

• Good housekeeping cannot be accomplished through occasional clean-up routines. It 
must be a continuous chore by all personnel. 
 

• When operating internal combustion engines in the shop, be sure the exhaust is vented 
to the outside or provide ample ventilation to dilute and render harmless any poisonous 
fumes. 
 

• Materials shall be stored with due regard to their fire characteristics. 
 

• All materials stored in tiers shall be secured to prevent sliding, falling, or collapse. 
 

• When loads are raised from the floor, proper cribbing shall be installed before any work 
is begun on equipment. Persons shall not work or walk under suspended loads. 
 

• All moving parts to powered equipment shall be properly guarded. 
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• Keep your immediate work area clean and orderly, especially while performing task at 
heights in scaffold, platforms, confined spaces, etc. 
 

• Keep stairway and ladder landings clear of debris; cord sets and leads, materials, 
equipment and all other hazards. 
 

• Keep all aisles, walkways and doorways clear of debris, materials and equipment. 
 

• Clean up oil/liquid spills immediately. 
 

• Do not bring glass containers such as drink bottles into construction areas. 
 

• Route cord sets and leads so they don't create a tripping hazard. They must be routed 
overhead if possible using a non-conductive material for support. 
 

• Where such items as protruding rebar and anchor bolts create an impalement hazard, 
they shall be properly protected and conspicuously marked. 

 

Hydrogen Sulfide – H2S 
 

a. Hydrogen sulfide gas is not present at the Prime Machine worksite.  However, Field 
Workers may come in contact with H2S.  Some of these locations may be drilling 
operations, recycled drilling mud, blowouts, water from sour crude wells, tanks at 
producing, pipeline and refining operations, field maintenance of tanks and wells, etc. 

b. H2S gas is toxic, colorless with the odor of rotten eggs at low concentrations, it is 
soluble in water and is flammable. 

c. Health exposures to H2S are eye irritations, effects on the nerve centers of the brain 
which control breathing. 

d. When needed, Prime Machine has H2S monitors that alarm when PEL exceeds the 
preset level of 20 PPM for 1910 or 10 PPM for 1926. 

e. Approved self-contained breathing apparatus (SCUBA) or airline respirator with 
escape SCBA should be used. 

f. Employees should be aware of the job site contingency plan provisions. 

 

Job Safety Analysis (JSA)  
JSA is a procedure used to review work methods and uncover hazards that might result in 
incidents/accidents.  The job safety analysis will provide a framework for incident/accident 
analysis. 

 

WHEN TO PERFORM A JOB SAFETY ANAYSIS:   

 

A job safety analysis will be performed on all jobs that have resulted in a trend, death, or a 
change in a job procedure or equipment, all field jobs, and any job that is considered to be non-
routine. 
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Step 1: Select the Job 

 

In selecting jobs to be analyzed and in establishing the order of analysis, the following factors 
should be considered.  They are listed in order of importance: 

 

• Production of injuries Jobs that have produced medical treatment or disabling injury 
during the past three years should be analyzed. 
 

• Frequency of Accidents Jobs that repeatedly produce accidents should be analyzed.  
The greater the number of accidents associated with the job, the greater its priority for a 
job safety analysis.  Subsequent injuries indicate that preventive action taken prior to 
their occurrence was not successful. 
 

• Potential Severity Some jobs may not have a history of accidents but may have the 
potential for severe injury or property damage.  The greater the potential severity, the 
greater its priority for a job safety analysis. 
 

• New Jobs or a Change in a Job New operations created by changes in equipment or 
processes obviously have no history of accidents, but their accident potential should be 
fully appreciated.  A job safety analysis should be made on every new job created.  
Analysis should not be delayed until an accident or a near miss occurs. 
 

• Any accident that caused the personal injuries or death of an employee MUST have a 
job safety analysis made as part of the investigation.   

 

Step 2:  Perform the Analysis 

 

The supervisor or the safety officer responsible for the task should perform the job safety 
analysis using the PFS Job Safety Analysis Worksheet.  The supervisor or safety officer 
should conduct the job safety analysis with the help of employees who regularly perform the 
task.  The job being analyzed should be broken down into a sequence of steps that describe the 
process in detail.  Avoid these two common errors: 1. making the breakdown too detailed so 
that unnecessarily large number of steps results; or 2. making the job breakdown so general 
that the basic steps are not distinguishable.  As a rule, the job safety analysis should contain 
less than 12 steps.  If more steps are needed, the job should be broken into separate tasks. 

 
Job safety analysis involve the following steps: 
 

• Selecting a qualified person to perform the analysis. 
 

• Briefing the employee demonstrating the task on the purpose of the analysis. 
 

• Observing the performance of the job and breaking it into basic steps. 
 

• Recording and describing each step in the breakdown. 
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• Reviewing the breakdown and description with the person who performed the task. 

 

Select an experienced, capable, and cooperative person who is willing to share ideas.  They 
should be familiar with the purpose and method of a job safety analysis.  Sometime it is difficult 
for someone who is intimately familiar with a job to describe it in detail; therefore, reviewing a 
completed job safety analysis before conducting one will help illustrate the terminology and 
procedure to be followed.   

 

Review the breakdown and analysis with the person who performed the job to ensure 
agreement of the sequence and description of the steps.  Variations of routine procedure should 
be analyzed also. 

 

Step 3:  Identify Hazards 

 

Hazards associated with each step are identified.  To ensure a thorough analysis, answer the 
following questions about each step of the operation: 

 

• Is there a danger of striking against, being struck by, or otherwise making injurious 
contact with an object? 
 

• Can the employee be caught in, by or between the objects? 
 

• Is there a potential for slip or trip?  Can someone fall on the same level or to another? 
 

• Can an employee strain himself or herself by pushing, pulling, lifting, bending or 
twisting? 

 

Using the Job Safety Analysis, document hazards associated with each step.  Check with the 
employee who performed the job and others experienced in performing the job for additional 
ideas.  A reliable list will be developed through observation and discussion. 

 

Step 4:  Develop Solutions 

 

The final step in job safety analysis is to develop a safe, efficient job procedure to prevent 
accidents. These methods are used to ensure that identified hazards have been addressed and 
mitigated.  The principal solutions for minimizing hazards that are identified in the analysis are 
as follows: 

 

• Find a new way to do the job.  To find an entirely new way to perform a task, determine 
the goal of the operation and analyze the various ways of reaching this goal.  Select the 
safest method.  Consider work saving tools and equipment. 
 

• Change the physical conditions that create the hazard.   If a new way to perform the job 
cannot be developed, change the physical conditions such as tools, materials, 
equipment, layout, and location to eliminate or control the hazard. 
 



  

                 Safety Manual 

Page 92 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

• Change the work procedure to eliminate the hazard. Investigate changes in the job 
procedure that would enable employees to perform the task without being exposed to 
the hazard. 
 

• Reduce the frequency of its performance. Often an in service repair job has to be 
repeated frequently because of another condition that needs correction.  This is 
particular true in maintenance and material handling.  To reduce the frequency of a 
repetitive job, eliminate the condition or practice those results in excessive repairs or 
service.  If the condition cannot be eliminated, attempt to minimize the effect of the 
condition.  Reducing the number of times a job is performed contributes to safer 
operations only because the frequency of exposure to the hazard is reduced.  It is 
preferable to eliminate hazards and prevent exposure by changing physical conditions or 
revising the job procedure or both.  In developing solutions, general precautions such as 
“be alert”, “use caution”, or “be careful” are useless.  Solutions should precisely state 
what to do and how to do it.  For example, “make certain the wrench does not slip or 
cause loss of balance” does not tell how to prevent the wrench from slipping.  A good 
recommendation explains both “what” and “how”.  For example: “set wrench jaws 
securely on the bolt.  Test its grip by exerting slight pressure on it.  Brace yourself 
against something immovable, or take a solid stance with feet wide apart before exerting 
slow steady pressure”.  This recommendation reduces the possibility of a loss of balance 
if the wrench slips.   

 

If a job or process is changed dramatically, it should be discussed with all personnel involved to 
determine the possible consequences of the changes.  Such discussions check the accuracy of 
the safety analysis and involve personnel in efforts to reduce job hazards. 

 

Step 5: Conduct Follow-up Analysis 

 

No less than once per month, each supervisor should observe employees as they perform at 
least one job for which a job safety analysis has been developed.  The purpose of these 
observations is to determine whether or not the employees are doing the jobs in accordance 
with the safety procedure developed.  The supervisor should review the job safety analysis 
before doing the follow-up review to reinforce the proper procedures that are to be follows. 

 

Use of the Job Safety Analysis: 

 

The job safety analysis provides a learning opportunity for the supervisor and employee.  
Copies of the job safety analysis should be distributed to all employees who perform that job.  
The supervisors should explain the analysis to the employees and, if necessary, provide 
additional training. 

 

New employees or employees asked to perform new tasks must be trained to use the safe and 
efficient procedures developed in the job safety analysis.  The new employee should be taught 
the correct method to perform a task before dangerous habits develop, to recognize the hazard 
associated with each job step, and to use the necessary precautions to avoid injury or 
accidents. 
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Jobs that are performed infrequently require additional effort to minimize accident potential.  
Pre-job instruction addressing the points listed on the job safety analysis will serve as a 
refresher to employees who may have forgotten some of the hazards in performing the task and 
proper procedure to be used to avoid these hazards. 

 

Finally, the job safety analysis is an incident/accident investigation tool.  When 
incidents/accidents occur involving a job for which a job safety analysis has been performed, the 
analysis should be reviewed to determine if proper procedures were followed or the procedures 
should be revised. 

 

Job Safety Matrix Tool 

 

At the end of this write-up you will find a form (with instructions) which should be used for 
performing a Job Safety Analysis.  It provides a simple Matrix which can be used to analyze the 
severity of potential safety issues.  It is a spreadsheet filed on the Prime Machine Network 
under Safety Forms SFM-821 Safety Matrix. 

 

Record Keeping 

 

Job safety analysis form should be maintained in a notebook in the department creating the 
documents, or on the Prime Machine Computer Network, and should be readily accessible to 
employees.  An index naming the task, date the job safety analysis was competed, and date the 
analysis was revised should be maintained in the front of each department’s notebook (or on the 
Network).  After each employee has been trained on the hazard identification process, a signed 
document (training record) will be placed into their personnel file. 

 

  



  

                 Safety Manual 

Page 94 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 



  

                 Safety Manual 

Page 95 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 



  

                 Safety Manual 

Page 96 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 



  

                 Safety Manual 

Page 97 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

 



  

                 Safety Manual 

Page 98 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

 
 

 

 

  



  

                 Safety Manual 

Page 99 of 140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

Ladders 
 

Many different types of ladders are used to provide access for performing work activities. Use 
ladders wisely and always inspect them before each use for defects and unsafe conditions. 

 

Per OSHA/ANSI Standards:  Ladder rungs, cleats, and steps shall be parallel, level, and 
uniformly spaced, when the ladder is in position for use. Rungs, cleats, and steps of portable 
ladders (except as provided below) and fixed ladders (including individual-rung/step ladders) 
shall be spaced not less than 10 inches (25 cm) apart, nor more than 14 inches (36 cm) apart, 
as measured between center lines of the rungs, cleats, and steps. Rungs, cleats, and steps of 
step stools shall be not less than 8 inches (20 cm) apart, nor more than 12 inches (31 cm) apart, 
as measured between center lines of the rungs, cleats, and steps. Rungs, cleats, and steps of 
the base section of extension trestle ladders shall not be less than 8 inches (20 cm) nor more 
than 18 inches (46 cm) apart, as measured between center lines of the rungs, cleats, and steps. 
The rung spacing on the extension section of the extension trestle ladder shall be not less than 
6 inches (15 cm) nor more than 12 inches (31 cm), as measured between center lines of the 
rungs, cleats, and steps. The minimum clear distance between the sides of individual-rung/step 
ladders and the minimum clear distance between the side rails of other fixed ladders shall be 16 
inches (41 cm). The minimum clear distance between side rails for all portable ladders shall be 
11 1/2 inches (29 cm). The rungs of individual-rung/step ladders shall be shaped such that 
employees' feet cannot slide off the end of the rungs. The rungs and steps of portable metal 
ladders shall be corrugated, knurled, dimpled, coated with skid-resistant material, or otherwise 
treated to minimize slipping. 

 

• Report and remove all unsafe ladders. 
 

• Select the appropriate ladder for the task. 
 

• Straight ladders must be on a firm and solid surface secured at the top and extended 
36"above the surface/landing being accessed. 
 

• Always face the ladder when ascending or descending using the three-point method (2 
feet, 1hand; 2 hands, 1foot). 
 

• You should always use the belt buckle rule while using a ladder. This means the center 
of your body should always stay in between the side rails. 
 

• Do not climb while holding objects. Either carry them on belt hooks or have them hoisted 
to you. 
 

• Do not carry tools or materials while ascending or descending a ladder. 
 

• Shoes need to be free of mud, grease or other substance that could cause a slip or fall. 
 

• Ladders are not to be placed against movable objects. 
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• Only one person is allowed on a ladder at one time. 
 

• Before climbing an extension ladder, the latches must be engaged and the extension 
rope tied to a rung at the base. 
 

• Metal and aluminum ladders are not allowed on the site. 
 

• The base of an extension and/or straight ladder is to be placed 1foot horizontal from the 
base of the surface for every 4 feet vertical. 
 

• Stepladders must have all four feet on a firm, level surface with the spreaders fully 
extended and locked. Never use a stepladder as a straight ladder. 
 

• Do not stand on and/or work off the top "two steps" of a stepladder. 
 

• When working on a ladder, do not reach or stretch excessively to perform your work 
task. 
 

• Never move, extend and/or shorten a ladder while on the ladder. 

 

 

Lead Abatement 
 

Currently, it is the policy of Prime Machine to have qualified Outside Vendors perform all 
procedures that require Lead Abatement.  We will enforce the following guidelines if required to 
perform our own Lead Abatement. 

 

• Prime Machine will provide training for each employee who has potential exposure to 
lead prior to the time of initial job assignment and annually thereafter. 
 

• Any specific PPE that may be required will be provided to Prime Machine employees 
at no cost to the employee. 

 

• Prime Machine will monitor the air for lead particulates as needed. 
 

• If initial air monitoring is above the action level, monitoring will be conducted every 
six months until two consecutive results are below the action level. 

 

• All affected employees will be notified in writing of the air monitoring results and 
corrective actions, if any, will be taken. 

 

• A site-specific compliance program will be developed and implemented as needed to 
reduce exposures to or below the permissible limits. 
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• Respirators are to be used during the time required to install or implement 
engineering or work practice controls, where engineering and work practice controls 
are insufficient, and in emergencies. 

 

• All employees who are or may be exposed above the action level for more than 30 
days will require a medical surveillance program. 

 

• The medical surveillance program will include blood sampling, monitoring, medical 
benefits and employee notification.  (The blood sampling and monitoring will be 
conducted every 6 months until two consecutive blood samples and analyses are at 
acceptable levels.  The sampling and monitoring should be performed at least 
monthly during the removal period.  Any employee with elevated blood levels should 
be temporarily removed.  Employees should be notified in writing within five days 
when lead levels are not acceptable.  This standard requires temporary medical 
removal with Medical Removal Protection benefits.) 

 

• When exposure is above the PEL, Prime Machine will provide lunch rooms, 
changing, and shower and hygiene facilities. 

 

• Signs will be posted in and around the regulated work area regarding lead exposure. 
 

• No employee should be exposed to lead at concentrations higher than 50  
Micrograms per cubic meter of air averaged over an 8-hour period. 
 

• If needed, full shift personal samples will be taken. 

 

 

Lifting and Material Handling 
 

Before manual lifting is performed, a hazard assessment must be completed. The assessment 
shall consider size, bulk, and weight of the object(s), if mechanical lifting equipment is required, 
if two-man lift is required, whether vision is obscured while carrying and the walking surface and 
path where the object is to be carried. 

 

Training should include general principles of ergonomics, recognition of hazards and injuries, 
procedures for reporting hazardous conditions, and methods and procedures for early reporting 
of injuries. Additionally, job specific training should be given on safe lifting and work practices, 
hazards, and controls 

 

Do not attempt to lift heavy objects alone. Get help for heavy or awkward loads. The following 
lifting techniques will greatly reduce the risk of developing a back injury: 

 

• Warm up prior to lifting to reduce possibility of damaging muscles and disks. 
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• Position your feet in front of the load, properly spaced for good balance to reduce any 
chance of losing your balance, tripping or falling. 
 

• Keep your back straight and chin up with no twisting to align your spine properly and 
reduce wear and tear on the discs. 
 

• Get a firm grip on the object to reduce the force required to lift the object, and the risk of 
dropping it. 
 

• Keep the load close to your body to reduce the leverage and the force on your back. 
 

• Lift with your legs, not with your back, to reduce the risk of tearing muscle fibers in your 
back (muscle strain). Your leg muscles are much longer and stronger than your back 
muscles. 
 

• Lift slowly to reduce the risk of muscle strain. Don't jerk. 
 

• Get help from a co-worker and coordinate timing and movements of the lift so you can 
hold the load closer to your-body and cut the weight lifted in half.  Let your partner know 
if you are going to release the load you are carrying jointly. 
 

The best lift for your back is no lift. If you can, use a crane, chain fall, forklift, hand truck or other 
mechanical means instead of your back. 

 

Musculoskeletal injuries caused by improper lifting must be investigated and documented (see 
Reporting and Recordkeeping in Part 2 of this Manual.  Investigation findings shall be 
incorporated into work procedures to prevent future injuries. 

 

Where use of lifting equipment is impractical or not possible, two man lifts must be used. 

 

Area Managers or Field Supervisors must periodically evaluate work areas and employees' 
work techniques to assess the potential for and prevention of injuries. New operations should be 
evaluated to reduce hazards before work proceeds. 

 

Manual lifting equipment such as dollies, hand trucks, lift-assist devices, jacks, carts, hoists 
must be provided for employees. Other engineering controls such as conveyors, lift tables, and 
work station design should be considered if applicable. 

 

Area Managers or Field Supervisors shall evaluate whether Employees are using the provided 
manual lifting equipment and make changes as needed. 

 

 

Lock-out / Tag-out Procedure  
 

Overview: 
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A lockout/tag-out (LOTO) procedure is necessary to protect our employees from operating 
unsafe equipment, or to protect maintenance personnel from an unexpected start-up.  

 

LOTO shall apply to all permanently wired machines and equipment.  Cord or plug connected 
equipment shall be exempt, provided that the cord is unplugged and under the direct control of 
the craftsmen performing the service or maintenance. 

 

Responsibility: - Craftsmen authorized to implement LOTO shall be designated by the 
Production Manager.  The Production Manager and Area Managers are required to ensure that 
the program is implemented.  Failure to comply with LOTO may lead to disciplinary action, 
including dismissal. 

 

Periodic Audits – A periodic audit of the LOTO program shall be performed by the Safety 
Manager or authorized Employee.  This shall be done at least annually to assure procedures 
are being followed.  All authorized employees shall demonstrate the LOTO procedure during the 
audit.  The audit shall be performed and documented as follows: 

 

• Identify the machine or equipment the procedure was utilized on 

• Date of the audit 

• Name of employee(s) using the procedure 

• Name of the person performing the audit 

 

The inspection shall include a review of the procedure and responsibilities with all authorized 
employees.  The Safety Manager shall record and retain the Training document. 

 

Training Requirements – Craftsmen shall be classified as follows, and trained by an authorized 
and certified person: 

 

Authorized Craftsman: 

A person who implements or supervises the implementation of the LOTO procedure for the 
purpose of performing maintenance or service on machines or equipment. 

 

Affected Craftsman: 

A person whose job requires them to operate or use machines or equipment that may be 
periodically locked out/tagged out during service or maintenance activities; or 

 

A person whose job requires them to work in the area of equipment that may be periodically 
locked out/tagged out during service or maintenance activities. 

 

Training for Authorized and Affected Craftsmen – Authorized and Affected Craftsmen shall be 
trained by an authorized and certified employee.  Training shall include the following: 

 

Authorized Craftsmen: 
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• Description of procedure 

• Prohibition – against restart or energizing locked out or tagged out equipment 

• Purpose and use of procedure 

• Recognition of applicable hazardous energy sources 

• Type and magnitude of energy available in the workplace 

• Methods and means for isolation 

 

Affected Craftsmen: 

 

• Description of procedure 

• Prohibition – against restart or energizing locked out or tagged out equipment 

• Purpose and use of procedure 

 

Retraining – Retraining shall be performed for Authorized and Affected Craftsmen whenever 
there is a change in job assignments, machines, equipment, processes or energy control 
procedures.  Retraining shall also be performed whenever a periodic inspection identifies 
inadequacies in craftsmen knowledge or use of the program. 

Authorized Craftsmen shall be retrained annually as part of the periodic inspection.  All training 
and retraining must be documented, signed and certified – use Prime Machine Training Form 
PMF-151 for all documentation. 

 

Lockout/Tag-out Methods and Rules –  

 

• All Equipment shall be locked out or tagged out to protect employees from accidental or 
inadvertent operations during service or maintenance work.   

• No equipment shall be operated when any lock or warning tag is attached to the 
isolating device.  

• Only authorized employees shall implement the following procedure.  Prior to 
lockout/tag-out, notify the following Affected Craftsmen: 

a. The supervisor in charge of the equipment to be worked on; and 
b. Employees that operate the equipment or work in the area of the equipment. 

• Shut down the equipment by the normal stop procedures (depress STOP button, open 
switches, operate valve, shift lever, etc.). 

• Isolate the equipment from the energy source by; 
a. Opening the main disconnect switch(s) or circuit breaker(s) 
b. Switching any mechanical isolating device such as a valve lever, etc. to the 

safest or “off” position. 
c. Shutting off all hydraulic or pneumatic energy sources 
d. Draining or bleeding off all stored pressure in the lines 
e. Blocking out sources of Mechanical Energy (gravity, springs, etc.) 

• Lock-out the isolating device(s) in the OFF position using a lockout device and your 
personal lock and lockout device (valves or other mechanical isolating devices may 
require the use of a chain and lock).  Each Authorized Craftsmen working on a machine 
or equipment shall place their lock on the lock-out device. 
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• There shall be an authorized employee assigned who has primary responsibility for a 
set number of employees working under the protection of a group lockout or Tag-out 
device.  

 

If lockout is not possible on a particular device, attach an approved tag to indicate to the 
Affected Craftsmen that equipment is de-energized and is not to be operated until further notice.  
Each Authorized Craftsman working on a machine or equipment shall place his tag on the 
lockout or isolating device.  Tags shall have metal grommets and be attached with non-reusable 
nylon wire tags.  Tags shall have specific instructions such as DO NOT OPERATE, DO NOT 
USE, DO NOT START, DO NOT ENERGIZE, printed on them. 

 

• All locks must have only one key per lock (no master keys) and states the Employee 
number and name.  

• A tag shall be installed with all locks.  The tag must include warning others that the 
equipment is not to be operated and must designate the employee(s) servicing the 
equipment. 

• Relieve any stored energy (i.e. bleed compressed air, ground capacitors, purge water 
or steam lines, etc.), disconnect, block or restrain the equipment, or otherwise prevent 
accidental energy release. 

• After lockout, try to operate the isolating device to be sure it cannot be moved to the 
ON position.  Then try the machine or equipment start control(s) to be certain that it is 
de-energized.  If necessary, meter circuits to verify zero state. 
 

Returning Equipment to Operation – After servicing/maintenance is complete and equipment is 
ready for normal production operation, check the area around the machine to ensure that no 
one is exposed to hazards, that all tools are removed and that guards have been reinstalled. 

 

Remove LOTO devices.  Authorized craftsmen must remove their own lock or tag. 

 

When all locks and tags are removed, place the isolated device in the ON or operating position. 

 

Notify all Affected Craftsman that the equipment is cleared for normal operation. 

 

Removal of Locks and Tags in the Absence of the Authorized Craftsman – When the Authorized 
Craftsman who applied the lockout/tag-out device is not available to remove it, the lock or tag 
may be removed only by the highest ranking Prime Machine employee after the following 
procedures have been met: 
 

• Verify that the Authorized Craftsman is not on the premises. 

• Make all reasonable efforts to contact the Authorized Craftsman and inform him that his 
lock/tag has been removed. 

• Ensure that the Authorized Craftsman knows that their lock/tag has been removed 
before they resume work at the facility. 

 
Multiple Shifts – LOTO transfers from one shift to another. 
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At the end of shift each Authorized Craftsmen will remove his lock before leaving the premise. 

 

The Area Manager/Supervisor in-charge of the next shift will receive ownership of the leaving 
Supervisor’s lock. 

 

Purpose and Use of the Program – 

 

•  Protect employees from unexpected startups or release of stored energy during 
maintenance and service of machines or equipment. 

• Establish minimum standards for control of potentially hazardous energy sources. 

• Prevent injuries by providing a procedure to utilize lock and tags to de-energize or 
disable machines and equipment prior to service and maintenance. 

 

Prohibition against Restart - 

 

• No one is to attempt to energize, restart or otherwise operate any machine or 
equipment that has a lock or tag attached to the energy control device. 

• No one is to remove a lock or tag other than the Authorized Craftsmen that applied it, 
except under the express direction and supervision of the Safety Manager. 

 

Authorized Craftsmen Recognition of Applicable Hazardous Energy Sources - 

 

Lines, conduit, hoses, cords and pipes attached or leading to machines and equipment may 
contain potential energy sources. 

• Multiple sources of energy may supply a single machine or piece of equipment (e.g. 
electricity and compressed air). 

• Gravity may also be a potential energy source.  Do not suspend a load from a crane or 
hoist that is locked out or tagged out. 

 

Limitations of Tags – Tags are warning devices.  They do not provide the physical restraint 
provided by locks.  Tags are not to be ignored, bypassed or otherwise defeated.  A tag is not to 
be removed except by the authorized employee responsible for it. 

 

Tags must be legible and understandable by all employees who work in the area.  Tags and 
their means of attachment must be able to withstand the workplace environmental conditions. 

 

Tags are only to be used when there is no possible way to lock out machines or equipment. 

 

Where Tag-out devices are used with energy isolating devices designed with the capability of 
being locked, the tag attachment shall be fastened at the same point at which the lock would 
have been attached.  
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Where a tag cannot be affixed directly to the energy isolating device, the tag shall be located as 
close as safely as possible to the device in a position that will be immediately obvious to anyone 
attempting to operate the device.  

 

Tags must be securely attached to the locks. 

 

List of Authorized Personnel - A list of qualified and safety-trained personnel shall be available 
upon customer request, or as required by contract. 

 

In situations in which lockout or tag out devices must be temporarily removed from the energy 

isolating device and the machine or equipment energized to test or position the machine, 

equipment or component thereof, the following sequence of actions shall be followed: 

a) Clear the machine or equipment of tools and materials 

b) Remove employees from the machine or equipment area  

c) Remove the lockout or tag out devices  

d) Energize and proceed with testing or positioning; 

De-energize all systems and reapply energy control measures to continue the servicing and/or 

maintenance. 
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Mechanical Lifting 

  

Always be aware of cranes, hoists, vehicles, elevators and heavy equipment operating in the 
immediate vicinity of your work area. 

 

• Keep clear of the swing radius and out from underneath suspended loads. 
 

• Areas where lifts are being made should be flagged or barricaded. Outriggers should 
also be flagged or barricaded. 
 

• The operator should blow his horn to alert employees working in close proximity of 
hoisting operations that a lift is taking place. 
 

• A safety watch should be used if working in-close proximity of power lines. 
 

• Operators of equipment are permitted to take signals from one person, but must accept 
an emergency signal form anyone. 
 

• Know the weight of the object to be handled. 
 

• Know the capacity of the handling/lifting device (crane, fork lift, hoist, chain fall, come-
along, choker or sling etc.) that you intend to use. 
 

• Use tag lines to control loads. 
 

• NEVER ride the load. Stand clear of lifting cable, straps or chains under stress. 
 

• Keep hands clear of pinch points on slings and hooks when rigging the load. 
 

• Wear gloves to protect hands. 
 

• Always obtain rigging instructions from your supervisor before beginning.  

 

Know the standard hoist signals for cranes prior to lifting a load! 

 

 

Mechanized Equipment  
 

Many different types of mechanized equipment are utilized, which when used properly, makes 
your job easier and allows you to perform your work task in a better and more efficient manner. 
There are dangers involved with each piece of equipment and it is only as safe as the person 
operating it. 
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• Only those persons qualified/certified by training and experience shall be authorized to 
operate any piece of equipment, whether the equipment is a pickup truck, forklift, crane, 
JLG, scissor lift, backhoe, front-end loader, etc. 
 

• It is the responsibility of the operator to inspect the equipment before each use and 
during operation to make sure the equipment is in a safe operating condition. 
 

• All vehicles, front-end loaders, backhoes, forklifts, earth moving equipment, etc. shall be 
equipped with seatbelts and a Roll-Over Protective Structure (ROPS). Seat belts shall 
be worn at all times whenever the equipment is in use. 
 

• Equipment shall not be left unattended with the engine running. Buckets, forks, etc. shall 
be lowered to the full down position when the equipment is unattended. 
 

• All equipment on the project site must have working backup alarms. 
 

• Know the specifications and limitations of the equipment you use in the performance of 
your work. Do not exceed established limits and do not use any equipment for reasons 
other than its intended use. 
 

• Personnel shall not ride on any equipment including trucks at any time unless the 
equipment is specifically designed for carrying passengers. 

 

Noise Exposure 
 

• Hearing protectors shall be available to all employees exposed to an 8-hour time-
weighted average of 85 decibels or greater at no cost to the employees. Hearing 
protectors shall be replaced as necessary. 

 

• Training shall be given before exposure and repeated annually for each affected 
employee. 

 

• Training shall be updated consistent to changes in PPE and work processes and include 
the proper techniques of wearing hearing protection. 

 

• Employees shall be given the opportunity to select their hearing protectors from a variety 
of suitable hearing protectors provided at no cost by the employer. 

 

• Hearing protection shall be worn by any employee that has been provided hearing 
protection by their employer. Employees will wear hearing protection in signed areas 
while at a host facility. 

 

• The program includes the establishment of a baseline audiogram for each exposed 
employee within six months of first exposure.  
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• The program provides for an annual audiogram and if a standard threshold shift has 
occurred; the employee will be notified in writing immediately after the determination.  

 

• All required recordkeeping is to be completed and maintained for 30 years.  

 

• When exposure limits exceed the established level (85 db.), monitoring procedures will 
include sound measurement every 15 minutes while the limits are exceeded. If the limits 
become unsafe, the supervisor is required to halt the procedure until the exposure limits 
are within compliance.  

 

Office Safety 
 

• Icy walkways and building entrances should be approached with caution. 
 

• Arrange electrical equipment such as computers, printers, copy machines, typewriters, 
desk lamps, and other equipment, which require outlets and extension cords, to avoid 
tripping hazards. 
 

• Electrical cords shall be free from splices and shall be disconnected by grasping the 
plug, not by pulling the cord. 
 

• Allow nothing on the floor where it could become a tripping hazard. 
 

• Pile materials neatly in stable piles that will not fall over. The heaviest and largest pieces 
should be on the bottom of the pile. 
 

• Flammable liquids and similar materials shall be stored in safety cans, preferably in 
locked cabinets. Only minor quantities shall be left in office areas. 
 

• Drawers on desks and file cabinets should be equipped with safety stops. 
 

• Use appropriate step ladders when transferring materials from one elevation to another. 
 

• DO NOT store chemicals or liquids at shoulder height or above. 
 

• Keep fingers out from under the cutting edge of the paper cutter and always lock the 
blade in the closed position when not in use. 
 

• All office personnel shall know the location and operation of the fire extinguishers. 
 

• Every department shall have an emergency escape plan and be assigned a specific 
route. (An alternate route will be planned in case the exit is blocked) 

 

Permit to Work 



 
 

                 Safety Manual 

Page 111 of 
140 

 

Revision 

     R 

Revision Reason for change Date Approval 

R Updated Drug and Alcohol Policy 7/20/2018 CRT 

 

 
The purpose of this program is to set requirements for Safe Work Permits to be used by Prime 
Machine to ensure work is planned and executed safely with the proper permission and 
documentation.  The Permit to work document is SFM-842. 

 
This program applies to all Prime Machine employees, temporary employees and contractors. 
When work is performed on a non-owned or operated site, the operator’s program shall take 
precedence, however, this document covers Prime Machine employees and contractors and 
shall be used on owned premises, or when an operator’s program doesn’t exist or is less 
stringent. 

 
Safe Work Permit Issuing 

 

A Safe Work Permit is at minimum issued for all high-risk and non-routine tasks.  A Safe Work 
Permit is issued for all high-risk and non-routine tasks. When performing low-risk/routine tasks, 
the authorized permit issuer must be consulted to determine if a safe work permit is needed. 
Deviations from a work permit may apply in the event of an emergency 

 

The Safe Work Permit shall be issued and executed before work begins on the task.  A Safe 
Work Permit shall be issued and executed before work on a task begins. In certain situations it 
may not be reasonably practical to issue the permit prior to work beginning. Any such 
exceptions should be authorized by site supervisor. 

 

A risk assessment is conducted and controls are implemented for the hazards identified.  A risk 
assessment shall be conducted to identify and assess hazards. Proper controls must be 
implemented to mitigate identified hazards. 

 

Roles, Responsibilities and Signatures of the Personnel Working Under the Permit 

 

Permit Requestor: Individual requesting Safe Work Permit; identifies hazards and proposed 
controls. Permit Requestors shall not issue Safe Work Permits to themselves. 

 

Permit Issuer: Individual approving use of Safe Work Permit, ensures site preparations are 
complete and informs individuals affected by the work. 

 

Permit Holder: Individual responsible for obtaining the Safe Work Permit and ensuring work is 
carried out in accordance with conditions of the Work Permit. 

 

Permit Actions 

 

Active Safe Work Permits will be reviewed at the beginning of each shift change.  Before the 
beginning of each shift, a thorough review of any active Safe Work Permits shall be completed. 

 

The Safe Work Permit must be reassessed or revised once the work scope changes or new 
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hazards are identified.   

 

If the work scope changes, then the current safe work permit must be closed and a new permit 
must be issued. In situations where new, previously unidentified hazards arise, the safe work 
permit will be suspended and reviewed. 

 

 

Personal Protective Equipment (PPE) 
 

Personal protective equipment, or PPE, is designed to protect employees from health and 
safety hazards that cannot be practically removed from their work environment. Personal 
protective equipment is designed to protect many parts of the body, including; eyes, face, head, 
hands, feet and ears. 

 

A Job Safety Analysis (JSA - See Job Safety Analysis section above) will be performed on all 
jobs that have resulted in a trend, death, or a change in a job procedure or equipment, all field 
jobs, and any job that is considered to be non-routine. 

 

The Job Safety Analysis must determine if hazards are present or are likely to be present that 
will require the use of PPE. The certifier's name, signature, date(s) should be present on the 
written JSA documents. 

 

Upon performing a hazard assessment, and determining that hazards are present (or likely to 
be present), Area Manager or the Safety Manager will help select the appropriate PPE for each 
employee. They will be trained in the following areas: 

 

• When PPE needs to be worn. 
 

• What PPE must be worn? 
 

• How to wear and adjust the PPE.  
 

• The limitations of PPE. 
 

• The proper care, maintenance, useful life and disposal of PPE. 

 

Once the Worker has demonstrated an understanding of this training, PFS Area Manager or 
Safety Manager will verify employee certification in writing.  
 
Retraining will be conducted when the workplace changes, making earlier training obsolete; the 
type of PPE changes; or when the employee demonstrates lack of use, improper use, or 
insufficient skill or understanding. 
 
Defective or damaged PPE shall not be used.  Where necessary, the selected PPE must be 
fitted to each affected employee.   
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PPE training shall be documented using standard Training Form (PMF-151 or equivalent). 

 

If employees provide their own protective equipment, Prime Machine Management must assure 
its adequacy, including proper maintenance, and sanitation of such equipment.  

 

 

Eye & Face Protection  

 

Eye protection is required at all times while on a PFS job site.  

 

Additionally, correct eye and face protection should be worn if working with: 

 

• Molten metals 

• Liquid chemicals 

• Hazardous gases 

• Flying particles 

• Injurious radiant energy 
 

Safety glasses are the basic form of eye protection. Safety glasses must meet the requirements 
of the American Standards Institute (ANSI)-Z87.1. Coverage from the front and sides is required 
at all times while on the jobsite. Detachable side protectors are acceptable. 

 

Types of eye and face protection include: 

 

☼ Safety glasses ☼ Goggles ☼ Face shields   ☼ Welding helmets    ☼ Full hoods 

 

Prime Machine will reimburse employees for the purchase of prescription safety glasses, not to 
exceed one a year.  The price guideline are as follows: 

 

$75 – single vision lenses with frames, $35 for lenses 
$100 – bifocal lenses with frames, $60 for lenses 
$105 – trifocal lenses with frames, $65 for lenses 

 

Safety glasses or goggles are to be worn under face shields and welding helmets for added 
protection. Tinted or shaded lenses-may be needed to protect from glare when working in a 
bright environment.  If using a hand grinder, a face shield and safety glasses are required to be 
worn.  If using a hand grinder in close quarters, a face shield and goggles are required. 

 

Tinted or phototropic can limit vision when moving from a bright area to a dim area. A special 
filtering lens may be needed to protect eyes from welding or other radiant energy. To insure that 
eye protection is safe, identification of the manufacturer must be listed on the item. 

  

Contact lens wearers may face additional hazards from dust or chemicals. 
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Dust caught underneath the lens can cause painful abrasions. Some chemicals can react with 
contact lenses to cause permanent injury. Keep in mind that contact lenses are not considered 
protective devices. If eye hazards are present, eye protection must be worn in addition to or 
instead of contact lenses. 

 

If wearing prescription glasses, the Worker must wear one of the following:  

 

• Goggles, safety glasses, or another protective device designed to fit over regular 
prescription glasses. 
 

• Goggles or safety glasses that incorporate corrective-lenses mounted behind the 
protective lenses. 
 

Head Protection  

 

• Hard hats meeting the ANSI Standard Z-89.1 shall be worn by all craftsmen as required 
by the nature of the job or by Supervisor direction. 
 

• Hard hats-are designed to protect from impact or penetration caused by objects hitting 
the head and from limited electrical shock or burns. The shell of the hat is designed to 
absorb some of the impact. The suspension, which consists of the headband and 
strapping, is even more critical for absorbing impact. It must be adjusted to fit the wearer 
and to keep the shell a minimum distance of one and one-fourth inches above the 
wearer's head. 
 

• Hardhats are designed to withstand the impact of an eight-pound weight dropped five 
feet­ that's about the same as a two pound hammer dropped twenty feet and landing on 
your head. Hardhats must also meet other requirements including weight, flammability 
and electrical insulation. 
 

• Be sure to wear the right hat for the job. Hardhats come in two types with three different 
classes: 
 

• TYPE I: The standard kind of hard hat that provides protection for the top of the head.  
 

• TYPE II: Helmets, which provide some degree of top and off-center protection. 
 

• CLASS E (Electrical): hardhats are made from insulating material to protect from falling 
objects and electric shock by voltage of up to 20,000 volts. 
 

• CLASS G (General): hardhats are made from insulated material to protect from falling 
objects and electric shock by voltages of up to 2,200 volts. 
 

• CLASS C (Conductive): hardhats are designed to protect from falling objects, but are not 
designed for use around live electrical wires or where corrosive substances are present. 
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Hand Protection 

 

Fingers, hands and arms are injured more often than any other parts of the body. You must 
wear hand protection when you are exposed to hazards such as those from skin absorption of 
harmful substances, severe cuts or laceration, severe abrasions, punctures, chemical burns, 
thermal burns and harmful temperature extremes. 

  

Gloves are the most common protectors for the hands. When working with chemicals, gloves 
should be taped at the top, or folded with a cuff to keep liquids from running inside your glove or 
onto your arm.  Vinyl, rubber or neoprene gloves are sufficient when working with most 
chemicals. However, if you work with petroleum-based products synthetic gloves will be 
needed. Leather or cotton knitted gloves are appropriate for handling most abrasive materials. 

 

Gloves reinforced with metal staples offer greater protection from sharp objects. Do not wear 
metal reinforced gloves when working with electrical equipment. It is dangerous to wear gloves 
while working on moving machinery.  Moving parts can easily pull your glove, hand and arm into 
the machine. Your supervisor will instruct you on the best type of hand protection available for 
your job. Whatever gloves are selected, make sure they fit. 

 

Foot Protection 

 

Foot protection meeting ANSI Standard Z-41 shall be worn by all craftsmen, contractors, and 
subcontractors on the worksite except office personnel who remain in areas not requiring foot 
protection. 

 

Exceptions shall be made only if the foot protection hinders the work and creates an unsafe 
condition.  Employees are required to purchase their own safety boots. 

 

Hearing Protection 

 

Hearing loss is a common workplace injury, all too often ignored because it happens gradually 
over time. Workers may suffer permanent hearing loss because loud noises can be damaging 
without causing pain. Hearing protection worn incorrectly can be almost as damaging as 
wearing no hearing protection at all. 

 

Wear ear protection when: 

 

• The sounds of the work area are irritating. 

• You need to raise your voice to be heard by someone closer than two feet away. 

• There are signs indicating hearing protection is required. 

• Sound levels reach 85 decibels or higher for an 8-hour time period. 

• There are short bursts of sound, which can cause hearing damage. 

• Each situation must be evaluated and the determination to wear dual hearing protection 
or not will be made. 
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Earplugs offer the most protection. Foam earplugs that fit snugly are very effective. To insert 
properly: 

 

• Roll the plug into a small diameter. 

• Place it well into the ear canal. 

• You may find it helpful if you pull your ear back and up as you insert the plug. 

• After you have inserted it, hold the plug in your ear for a few seconds to insure a good fit. 

 

Earmuffs may also be used to protect your hearing. Earmuffs fit on the outside of the ear.  
Though they look like they would provide better protection than earplugs, their effectiveness is 
actually limited by the seal they form around the ear. The cups on the earmuffs should be made 
of sponge to give a good seal.  

 

To insure the proper degree of protection, earplugs and earmuffs may have to be worn together. 
This is especially true in an extremely noisy work environment.  Keep in mind that when you are 
using hearing protection to block out damaging noises, you may also be blocking out sounds 
you need to hear-such as voices and alarms. 

 

Alarms should be accompanied by flashing red lights. You may also need to devise hand 
signals to communicate safely with co-workers. 

 

Respiratory Protection  

 

The worker must be trained in respirator use.  Training shall meet OSHA requirements, and 
include a fit test.  

 

• Respiratory protection is completed initially, then annually thereafter.  The program 
includes knowledge of respirators, fit, use, limitations, emergency situations, wearing, fit 
checks, maintenance and storage, medical signs and symptoms of effective use, and 
general requirements of the OSHA standard.  Training must be before requiring the 
employee to use the respirator. 
 

• Respiratory equipment will be provided to all employees that may be exposed to harmful 
vapors and oxygen deficient atmospheres.  Respirators shall be provided which are 
applicable and suitable for the purpose intended. 
 

• A respiratory program administrator shall be named by position or job title and this 
individual must be knowledgeable of the complexity of the program, able to conduct 
evaluations and have the proper training.  Currently, the respirator program administrator 
is the PFS Mechanic Area Manager. 
 

• Respirators are provided free of charge to employees. 
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• Respirators (NIOSH approved) are furnished based on the hazards that the worker will 
be exposed to. 
 

• Employees will be medically evaluated prior to fit testing.  The evaluation will be 
confidential, during normal working hours, convenient, understandable, and the 
employee will be given a chance to discuss the results with the physician. 
 

• Employees are required to pass qualitative fit test (QLFT) or quantitative fit test (QFNT) 
before initial use, if a different respirator is used, and annually. 
 

• Anything that can affect the seal is prohibited, including facial hair, eyeglasses, etc.  
Respirators with tight-fitting face pieces shall not be worn by employees who have facial 
hair that comes between the sealing surface of the face piece and the face or that 
interferes with valve function. 
 

• The administrator will ensure that employees leave the area to wash, change cartridges 
or if they detect break-through or resistance. 
 

• IDLH atmosphere work is not allowed for Prime Machine employees. 
 

• Respirators are required to be provided in a clean and sanitary manner using 
manufacturer’s procedures. 
 

• Respirators will be protected from damage, contamination, etc. when not in use. 
 

• Respiratory protective equipment will be properly stored and inspected annually, at a 
minimum. 
 
 

Limitations of PPE 

 

You should know the limitations of your PPE. It won't protect you from everything. For example, 
your gloves may protect you from the chemicals you work with, but may dissolve if they come 
into contact with chemicals used at another location on the project. 

 

Earmuffs with cracked, cut or missing gaskets reduce your protection. Dirty or scratched 
eyewear could limit your vision. 

 

Periodically, check the suspension of your hardhat. Look for loose or torn cradle straps, loose 
rivets, broken sewing lines or other defects. Replace your hardhat at least every five years, or 
after a major impact. 

 

PPE must fit properly to protect you. If you are not wearing the right size shoe, you may be in 
danger more from tripping than you would from any other hazard. 
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PPE must be maintained properly. Learn how to clean and sanitize your equipment. Earplugs, 
for example, may keep your ears safe from damaging noise, but may cause an infection if 
inserted with dirty hands. 

 

Knowing how to store your equipment is just as important. For example, rubber boots can easily 
be punctured if left where others can step on them. If your equipment is damaged, know how to 
repair it or when to replace it. If you work with chemicals and your rubber boots or gloves are 
punctured or tom, don't repair them - throw them out. 

 

 

Process Safety Management 
 

Purpose:  The intended purpose of the Process Safety Management (PSM) plan is to prevent, 
or minimize, the consequences of catastrophic releases of toxic, reactive, flammable or 
explosive chemicals in any job location at which they are working.  When Prime Machine is a 
contractor working inside a PSM facility, it will abide by all PSM Contractor requirements.   
Under this program, all Prime Machine employees working on the site will be trained in the 
concepts and requirements of PSM. 

 
Training:  Each contract employee will be trained in the work practices necessary to perform 
their job (based on their written Job Description). If the facility has further requirements, those 
requirements will be used for training.  Prime Machine Area Managers and Field Supervisors 
are responsible to ensure that all required training is conducted and verified. 

 

Hazard Instruction: Each Prime Machine employee will be instructed in the known potential 
fire, explosion or toxic release hazards related to his/her job and the process and the applicable 
provisions of the emergency action plan.  The specific job hazards will be identified in the pre-
planning stage and will be communicated to the job supervisors so that they can convey the 
information to the employees. 

 

Training Records.  Records which contain the identity of the Prime Machine employee, the 
date of training & the means used to verify that the employee understood the training will be 
maintained.  These records will be kept in the employee’s personnel file. 

 

Safe Work Practices.  All Prime Machine employees shall abide by the safety rules of the PSM 
facility including the safe work practices of the facility during operations such as lockout/tag out, 
confined space entry, opening process equipment or piping and controls over entrance to 
facility.  Prime Machine has an extensive Safety Manual which will be used to supplement these 
rules if needed.  However, the safety rules of the PSM facility take precedence. These issues 
will also be covered during initial training, and at the “toolbox” safety training that is done at the 
beginning of each shift. 

 

Unique Hazards.  Prime Machine employees will advise the PSM employer of any unique 
hazards presented by Prime Machine employee’s work, or of any hazards found by Prime 
Machine employee’s. 
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Hot Work. Prime Machine employees shall not perform hot work until a hot work permit is 
obtained from the PSM employer. The permit shall document that the fire prevention and 
protection requirements in have been implemented prior to beginning the hot work operations 

 

Near Misses, Accidents and Injuries.  Prime Machine employees must immediately report all 
accidents, injuries and near misses. An incident investigation must be initiated within 48 hours. 
Resolutions and corrective actions must be documented and maintained for 5 years. 

 

Confidentiality.  All Prime Machine employees must respect the confidentiality of Trade Secret 
information when the process safety information is released to them. 

 

 

Return to Work Authorization 
 

Release to Return to Work – Sometimes known as a doctor’s slip, must include the following 
information: 

• The date of first treatment. 
 

• A description of the medical condition, which was the cause of the employee’s absence 
from work and for which the employee was treated. 

 

• The time period during which the employee was under the care of a physician and 
disabled from work. 

 

• The date on which the physician released the employee to return to work. 
 

• Whether the employee is released to full or restricted duty.  If the employee is given a 
limited release, the physical restrictions must be described by the treating physician. 

 

Upon receipt of a valid “release to return to work” and the employee’s return to the job, Prime 
Machine will inform the worker’s compensation carrier. 

 

 

Rigging Safety 
 

Whether you perform rigging duties as a main part, or as a secondary-part of your normal 
activities, it is your responsibility to follow established procedures and safe work practices. 

 

The Rigger has an important role in helping to make sure each lift is a safe lift. The fact that an 
object is lifted off the ground does not mean it was rigged properly. Take the time to have your 
rigging checked, then double-checked by your supervisor or a competent person. 

 

• Conduct a group risk assessment, write and post a JSA at the jobsite. 
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• No one shall pass under a suspended load. 
 

• Make sure you know the capacities and limitations of the attachments you use. 
 

• Familiarize yourself with types of slings available for the easiest and safest lift.  
 

• Tag lines shall be used unless their use creates an unsafe condition. 
 

• Slings and hooks shall be visually inspected before each use and tagged and removed 
from service if any defects are observed.   
 

• Hooks on overhaul ball assemblies, lower load blocks, or other attachment assemblies 
shall be of a type that can be closed and locked, eliminating the hook throat opening. 
Alternatively, an alloy anchor type shackle with a bolt, nut and retaining pin may be 
used. 
 

• All rigging equipment and attachments should be inspected before each use for signs of 
excessive wear and/or defects. 
 

• Rigging equipment shall not be loaded beyond its recommended safe working load. 
Identification markings, indicating rated capacity for the type(s) of hitch used, the angle 
upon which it is based, and the number of legs if more than one, shall be permanently 
affixed to the rigging. 
 

• Rigging equipment not in use shall be removed from the immediate work area so as not 
to present a hazard to employees. 
 

• All damaged rigging equipment shall be removed from service immediately. 
 

• The rigger must be familiar with the standard hand signals for controlling and directing 
the Crane operator. 

 

If the operator sees that the signal person does not know proper signal techniques-stop the lift 
and get a qualified signal person. 

 

Communication is an important part of the lift procedure, not only with the Crane Operator, but 
also with co-workers working in close proximity to the hoisting operation. Make sure everyone in 
the area is aware a lift is taking place.  

Employers must use qualified riggers during hoisting activities for assembly and disassembly 
work.  Additionally, qualified riggers are required whenever works are within the fall zone and 
hooking, unhooking, or guiding a load, or doing the initial connection of a load to a component 
or structure. 

Who can be a qualified rigger? 
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A qualified rigger is a rigger who meets the criteria for a qualified person.  Prime Machine will 
determine whether a person is qualified to perform specific rigging tasks.  Each qualified rigger 
may have different credential or experience.  A qualified rigger is a person that: 

• Possesses a recognized degree, certificate, or professional standing, or 
• Has extensive knowledge, training, and experience, and 
• Can successfully demonstrate the ability to solve problems related to rigging loads 
• The person designed as the qualified rigger must have the ability to properly rig the load 

for a particular job.  It does not mean that a rigger must be qualified to do every type of 
rigging job. 

Each load that requires rigging has unique properties that can range from the simple to the 
complex.  For example, a rigger may have extensive experience in rigging structural 
components and other equipment to support specific construction activities.  Such experience 
may have been gained over many years.  However, this experience does not automatically 
qualify the rigger to rig unstable, unusually heavy, or eccentric load that may be require a 
tandem lift, multiple-lifts, or use of custom rigging equipment.   

Prime Machine will make sure the person can do the rigging work needed for the exact type of 
load and lifts for a particular job with the equipment and rigging that will be used for that job. 

 

Safety Signs / Tags, Signals & Barricades 
 

Safety signs, signals and barricades are used to provide you with a warning of immediate or 
potential hazards and other safety instructions to increase the level of safety awareness. 

 

Signs/Tags 

 

• Danger Signs are used only where an immediate hazard exists. 
 

• Caution Signs are used to warn against a potential hazard or to caution against unsafe 
practices. 
 

• Other Types of Signs Include: Exit signs, Safety Instruction signs, and Traffic signs. 
 

• Tags are used to provide warnings associated with defective equipment, in conjunction 
with locks for lockout/tag out, restrictions associated with scaffolds, etc. 
 

Signals 

 

• Signals are used to warn others of possible or existing hazards. This may include a 
flagman with red flags and orange reflective vest, positioned for vehicular traffic control. 
 

Barricades 
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Barricade tape is used frequently to provide warning of potential or existing hazards in a work 
area. 

 

• Red barricade tape with black lettering - (DANGER) is used to restrict access to only 
authorized individuals. Anyone entering a red barricade without authorization is subject 
to immediate dismissal from the project. 
 

• Yellow barricade tape with black lettering - (CAUTION) is used to indicate the presence 
of ongoing operations and that anyone entering the area should exercise caution. 
 

• Once the hazard no longer exists, the barricade tape must be removed promptly. 
 

• We work on a wide range of projects. Therefore we will comply with our customer's 
policies and procedures pertaining to Barricades so long as their policies and 
procedures meet or exceed ours. 
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Scaffolds 
 

A competent person shall supervise the erection, alteration and/or dismantling and daily 
inspection of the scaffolds. A personal fall arrest system shall be used during erection and 
dismantling of scaffolds. 

 

All scaffolds shall be properly tagged and signed by the competent person: 

 

GREEN TAG: 

 

Scaffold has been properly erected and has the required access, guardrails and toe boards at 
working platforms and does not require a personal fall arrest system. 

 

YELLOW TAG: 

 

Scaffold has been erected properly, has the required access, but requires a personal fall arrest 
system at the working platform(s). 

 

RED TAG: 

 

DO NOT USE.  Scaffold that is damaged/defective or under construction/dismantling. 

  

• Guardrails and toe boards (4 inches) shall be installed on all open sides and ends of 
working platforms. Top rail height shall be 42 inches. Mid rail height shall be 21 inches. 
Guardrails must support 200 pounds lateral force. The X bracing of scaffolds is not 
accepted as guardrails. 
 

• Scaffolds shall be provided with an access ladder or equivalent safe means of access. 
Do not use scaffold frame(s) to access work platform(s). 
 

• Scaffolds and components shall be capable of supporting four times the maximum 
intended load(s). 
 

• Scaffold shall be plumb, securely and rigidly braced and supported to prevent swaying 
and displacement. 
 

• Safe work zone(s) shall be provided and maintained around the base of scaffolds on all 
sides. 
 

• Rolling scaffolds shall be on level/firm surface and all wheels locked/secured to prevent 
movement. 
 

• Rolling scaffold shall not be relocated while in use. 
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• Scaffold training shall be provided to all employees regarding hazards by “qualified” 
persons in the subject matter.  The program shall address hazards, including fall 
protection, electrical safety, falling object protection, scaffold use and load capacity. 
 

• Retraining is required where changes at the worksite present a hazard about which an 
employee has not been previously trained, where changes in the types of scaffolds, fall 
protection, falling object protection, or other equipment present a hazard about which an 
employee has not been previously trained, or where inadequacies in an affected 
employee's work involving scaffolds indicate that the employee has not retained the 
requisite proficiency. 

 

Short Service Employee (SSE) 

 
• An employee is considered a "Short Service Employee" if he/she has less than 6 

months experience with his/her present employer, or in his/her present role. 
 

• A Short Service Employee may not work alone. A work crew of less than 5 
employees may not have more than one Short Service Employee. 
 

• Prior to starting work, the contractor shall notify the host facility (project coordinator, 
contractor contact, and/or on-site supervisor) if Short Service Employees are present 
on work crews 
 

• Short Service Employees shall be visibly identified through the use of a different 
colored hardhat or other method of identification. The method used to identify SSEs 
should be communicated to the Owner Client 

 

• Short Service Employees shall be monitored for compliance with health, safety, and 
environmental policies and procedures. Once the Short Service Employee has 
demonstrated competency and compliance with HSE policies and procedures, the 
contractor may remove the hi-visibility identifier, even if the time limit is less than six 
months. 

 

• A mentoring system shall be implemented to provide guidance to Short Service 
Employees and assist with their development. A mentor may only be assigned to one 
crew that includes Short Service Employees, and he/she must remain on site with 
them 

 

• Subcontractors must manage their Short Service Employees in accordance with the 
requirements of the Short Service Employee program 

 

Spill Prevention & Response 
 

Due to the nature of Prime Machine’s business, we may come in contact with materials that 
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would represent a negative impact on the environment or the personal safety of our employees 
if they were inadvertently released by a spill.  This program is to assist you in preventing or, in 
the case of a release, the proper response for the spill. 

 

Proper chemical storage - Any chemicals should be properly stored as noted on their MSDS.  At 
the minimum, they should be stored in their properly marked containers with lids, if applicable, 
to minimize the potential for a spill.  They should be stored so that they are not exposed to 
storm water. 

 

Spill response materials (spill kits) - Prior to the beginning of a job, the project foreman will 
determine the proper supplies that he might need to assemble the spill kit.  Some items to 
consider are oil absorbent pads, Big Orange cleaner, Aerosolve II cleaner, flannel rags, etc.  
The most important consideration is that the supplies are appropriate for items that might be 
spilled.  The supplies must be readily accessible so that we may respond quickly to a spill to 
mitigate the potential damage.  Consideration also must be given to the potential amount of a 
spill; be sure to have enough to clean up the spill completely. 

 

Training of Employees on spill prevention and response procedures - All employees will be 
trained on spill prevention and response procedures.  The correct time to do this is prior to the 
job, so that the specific materials can be addressed.  The training should include the supplies 
available for use, proper waste disposal and the communication process to notify supervisors of 
the spill.  The notification of supervisors should be done immediately after the spill has been 
contained.  Training should be documented. 

 

Good Housekeeping best management practices - The best practice is to prevent spills from 
occurring.  Good housekeeping best management practices require that the areas where 
chemicals may be used or stored must maintained, at a minimum, (a) in a clean and organized 
storage manner, (b) in a properly labeled container, and (c) in secondary containment, when 
necessary. 

 

Proper Communication Measures - Employees should be informed of the proper communication 
measures during their training on spill prevention and response procedures prior to the start of 
the job.  This communication should be reiterated during the daily “tool box” safety meetings 
prior to the start of their shifts.  Immediate communication to their supervisors is required as 
soon as the spill has been contained.  If possible, the supervisor should be notified even before 
the spill has been contained so that he may offer guidance on handling the spill.  If the spill is 
major, either in quantity or the type of material spilled, the supervisor should be notified 
immediately. 
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Steel Erection 
 

• Overhead-hoisting operations must be pre-planned to avoid exposure to employees from 
suspended loads. 
 

• A qualified rigger shall inspect the rigging prior to each shift. 
 

• During the final placing of solid web structural members, the load shall not be released 
from the hoisting line until the members are safely secured. 
 

• Open web steel joists shall not be placed on any structural steel framework unless such 
framework is safely bolted or welded. 
 

• In steel framing, where bar joists are utilized and columns are not framed in at least two 
directions with structural steel members, a bar joist shall be field bolted at columns to 
provide lateral stability during construction. 
 

• When long span joists 40 feet or longer are used, a center row of bolted bridging shall be 
installed to provide lateral stability during construction prior to slacking of hoisting line. 
 

• No load shall be placed on open web steel joist until the security requirements are met. 
 

• Taglines shall be used for controlling ALL loads. 
 

• Employees working above any adjacent working surface where there is a danger of 
falling shall wear and use a safety harness and tie off equipment as required for that 
operation. 
 

Stop Work Authority 
 

This program establishes the Stop Work Authority (SWA) of all team members to suspend 
individual tasks or group operations when the control of Health, Safety or Environmental (HSE) 
risk is not clearly recognized or understood and/or safety is compromised. It is the policy of 
Prime Machine that:  

 

a. All team members have the authority and responsibility to stop any task or operation 
where concerns or questions regarding the control of HSE exist. 

b. No work will resume until all stop work issues and concerns have been effectively 
addressed. 

c. Any form of retribution or intimidation directed at any team member for exercising their 
authority as outlined in this program will not be tolerated. 

d. All employees working on Field Jobs or Shop Work shall be trained to understand they 
have this SWA. 

 

As with any policy, accountability for non-compliance will follow established company 
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procedures or contract requirements. 

Production Managers, Area Managers, Field Supervisors and Safety Managers all have the 
responsibility to accept and support “stop work” intervention from team members.   

 

Team members have the responsibility and are authorized to “stop work” on any activity or 
situation they believe danger or a risk is present to them or a coworker - without fear of 
retribution from management. The “stop work” may include discussion with other team 
members, Management or the Safety Manager to resolve work related issues, address potential 
unsafe conditions, and/or clarify work instructions, etc.  

 

The Safety Manager is responsible for monitoring compliance with the requirements of this 
program, the maintenance of associated documents, processes, training materials, identification 
of trends, and sharing of lessons learned. 

 

1. Team members who identify a potentially unsafe condition or act which could result in an 
undesirable event shall immediately initiate a “stop work” intervention for the individual(s) and/or 
equipment potentially at risk.  On field jobs, all potential unsafe conditions or acts shall be 
documented on a Job Safety Analysis Card (JSA) card.  The card shall be completed daily at 
the beginning of every job to identify potentially unsafe conditions or issues.      

 

2. The team member who identified the “stop work” incident will notify all affected team 
members and their Operations Manager of the stop work issue.  

 

3. All team members shall discuss and gain agreement on the “stop work” issue. 

 

4. Resolve any issues that have resulted in the “stop work”.  The issue resolution or corrective 
action must be discussed with all team members, including the Manager, and be in place before 
returning to work.  

 

5. If team members cannot provide a resolution to the “stop work”, then work shall be 
suspended until a resolution can be achieved. The Manager shall make the final determination 
on the corrective action and provide the go-ahead to continue.  

 

6. All corrective actions on job “stop work” incidence when finalized shall be documented. The 
team member(s) shall use the PMF-133 Near Miss Report.  

 

The Safety Manager will review and then publish incident details regarding the “stop work” 
action to all Management and team members outlining the issue, corrective actions, and 
lessons learned.  
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Subcontractor Management Plan (SMP) 

 
General Requirements: 
All Prime Machine, Subcontractors are to be managed in accordance with this program.  
The use of subcontractors must be pre-approved by Prime Machine.  
 
Approval requirements:  

• A formal safety review of the subcontractor is to be performed by Prime Machine Safety 
Manager or a PFS Field Safety Supervisor.  

• The scope of the review shall be commensurate with the hazards and risk exposure.  
• Subcontractor has been/will be oriented to the safety policies, expectations and 

requirements 
• Subcontractor agrees to abide by our drug and alcohol policy and on-site safety rules 

throughout the duration of the work.  
• Any subcontractor that has a “Non-Approved” safety status will not be used. 

  
Pre-Qualification of Subcontractors:  

• Subcontractors will be pre-qualified by reviewing their safety programs, safety training 
documents, and safety statistics.  

• Acceptable safety metrics will be used as criteria for prequalifying and selecting 
subcontractors. These metrics shall include: 
 
o OSHA incident rates 
o Experience Modification Rate (EMR) 
o OSHA/MSHA citations 
o Work related fatalities 
o Total Recordable Incident Rate (TRIR) 

 
The safety metrics and scoring will consider:  

• Subcontractor Pre-Qualification Form responses and subcontractor safety program 
documents review.  

• Subcontractor safety training documents review.  
• Subcontractor safety statistics review.  

 
 Prime Machine reserves the right to change a Subcontractor’s status to “Non-Approved” if the 
subcontractor shows insufficient progress towards accepted mitigation plan or other agreed 
upon criteria.  
 
Contractors are required to follow or implement the work practices and systems described 
below while performing work at Prime Machine or PFS work sites:  

• Attend safety orientation, pre-job meeting, or kick-off meeting provided prior to any work 
beginning.  

• Monitor employees for substance abuse and report nonconformities.  
• Ensure personnel have the required training and competency for their work.  
• Participate in tailgate safety meetings, job safety analysis or hazard assessments, and 

on-the-job safety inspections.  
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• Perform a pre-job safety inspection that includes equipment.  
• Participate in the BBS hazard reporting system.  
• Report all injuries, spills, property damage incidents and near misses.  
• Comply with on-site and owner/client safety rules.  
• Implement Prime Machine safety practices and processes as applicable.  
• Clean up and restore the work site after the job is over.  
• Ensure compliance with regulations at all times.  
• Post job safety performance reviews shall be conducted for subcontractors.  

   
At the completion of any job involving the use of subcontractors, Prime Machine will conduct a 
post job safety performance review and place the documented review in the subcontractor’s file. 

 

 

Trenching and Excavation 
 

Prime Machine does not provide Trenching or Excavation services.  This section is included to 
give a basic safety overview. 

 

All trenching or excavations five feet (5'-0") or more in depth shall be properly sloped and/or 
shored to provide stability and protection to personnel. Trenches and excavations shall be 
inspected daily by a competent person to determine: 

 

• Change in soil conditions due to rain, snow, ice, etc. 
 

• Possibility of slides or cave-ins. 
 

• Indication of failure in protective systems or other hazardous conditions. 
 
Equipment in immediate area that may cause vibrations, toxic fumes and/or super-
imposed loads. 
 

• Proper access and/or egress. 
 

• Confined space monitoring requirements. 
 

• Have all requirements on the excavation permit been satisfied? 
 

• In excavations which employees may be required to enter, excavated or other materials 
shall be effectively stored and retained at least 2'-0"or more from the leading edge of the 
excavation.  
 

• Trenches more than 4'-0" deep shall have ladders or steps, located so as to require no 
more than 25'-0" of lateral travel for them to egress the trench. 
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• At a jobsite that may have excavation edges that will not be readily seen (i.e., concealed 
from view by plants, etc.) and when the excavation is 6 feet or more deep we protect 
these excavations by Guardrails. 
 

• In addition, walls, pits, shafts, and similar excavations 6 feet or more deep will be 
guarded to prevent employees from falling into them by Guardrails and/or fences. 

  

Prior to beginning trenching and excavation operations, a survey shall be made to determine if 
underground utilities, storage tanks, abandoned foundations, wells, high water-table, etc. exist 
within the boundaries of the excavation. 

 

Remember, the maximum slope that can be used without a soil analysis by a 
trained competent person is 34 degrees or 1'-1/2' horizontal to 1' vertical! 

 
 

Traffic Safety (Vehicular and Pedestrian) 
 

Many types of vehicles and mobile equipment are used on our projects. These may include 
automobiles, trucks, loaders, dozers, forklifts, backhoes, scissor and boom type aerial lifts and 
golf carts. Drivers, passengers and pedestrians are responsible for obeying all traffic rules. 

 

• Never run on project property. 
 

• Always use designated walkways when available. 
 

• Be careful when crossing crane or railroad tracks and when coming out of buildings or 
from other blind areas. 
 

• Take extreme caution in congested work areas or when entering intersections. 
 

• A vehicle operator and all other passengers of any vehicle must wear seat belts when 
the vehicle is in operation. The number of passengers is limited to the number of seats 
provided. 
 

• Obey the speed limits posted and all other traffic signs.  
 

• Do not park vehicle or store equipment next to fire hydrants or fire equipment. 
 

• Turn the ignition off and set the parking brake when leaving the vehicle. 
 

• Do not park or place material closer than six feet from the center of railroad tracks.  
 

• Inspect your vehicle or equipment before use and report any unsafe conditions to your 
supervisor. 
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Walking/Working Surfaces Not Otherwise Addressed 
 

We realize there will be situations that are not covered by our written safety, for which we have 
the duty to provide fall protection.  All employees exposed to falls of 6 feet or more to lower 
levels must be protected by a guardrail system, safety net system, or personal fall arrest system 
except where specified otherwise. 

 

 

Wall Openings 
 

Employee who are exposed to the hazard of falling out or through wall openings (including 
those with chutes attached) where the outside bottom edge of the wall opening is 6 feet or more 
above lower levels and the inside bottom edge of the wall opening is less than 39 inches above 
the walking/working surface must be protected from falling. 

 

We protect our employees from falls out or through wall openings by Guardrails or personal fall 
arrest systems. 

 

Waste Disposal Plan 
  

This plan defines what procedures we are to follow at Prime Machine for removal of waste 
coming from our various Projects.   

 

Initial Identification of Waste Management Needs:  In the course of the initial job risk 
analysis, consideration of the amount of wastes, trashes and/or scrap materials that will be 
generated by our work will be done.  An estimate of the amount and type of waste that will be 
generated prior to work being done must be made so that the need for containers and waste 
removal can be identified.  Any requirements should be included on the job router and the field 
supervisor informed of them in advance of beginning the job. 

 

Proper handling, organization and storage of waste and scrap materials:  All waste 
materials will be properly stored and handled in order to minimize the potential for spills and 
impact to the environment.  MSDS’ should be consulted in order to identify any special handling 
required.  At a minimum, during outdoor activities, any receptacles must be covered to prevent 
dispersion of waste materials and to control the potential for run-off.  Consideration should be 
given to having oil absorbent pads and socks present in case of release of run-off. 

 

Waste disposal:  Employees will be informed about the proper method of disposing of waste 
that is generated during the field job.  General instruction is adequate for disposal of non-
hazardous wastes, trash or scrap materials.  Any hazardous waste requires specific training as 
to proper disposal methods.  MSDS’ will be used for proper guidance as to the requirements.  At 
all times, the customer’s requirements for disposal will be followed, and incorporated into Prime 
Machine’s requirements. 
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Recycling:  All practical effort should be made to segregate wastes that are reusable or 
recyclable.  Prime Machine encourages all employees to look for opportunities to recycle or 
reuse items. 

 

Waste Types:  

 

1. Grease – When grease is removed from industrial equipment in any substantial 
amounts, it is to be stored in a steel drum which is clearly labeled for this purpose.  It 
may be stored along with the rags used to clean it out.  Emerald will provide an 
Analytical Test for heavy metals before removing it. 

 

2. Oil – We will provide a clearly labeled 250 gallon Tote for disposal of Waste Oil.  This oil 
may not include Chlorinated Oil products or else it quickly becomes hazardous waste.  
This may include Engine Oil, Hydraulic Fluid, and most other pure forms of oil without 
Chlorine products mixed in.  This will be cleaned and recycled by Emerald. 

NOTE: If an Oil Drum has less than 1/2” of material left, it can be crushed and put into 
our standard trash bin. 

 

3. Chlorinated Oil – This oil includes Machine Coolant and Cutting Oils.  We will provide a 
clearly labeled 250 gallon Tote for disposal.  Emerald will provide an Analytical Test for 
heavy metals before removal. 

 

4. Antifreeze – This includes water-based Antifreeze from automobiles and other 
machinery.  We currently have a plastic Tote for this waste, located behind the NT6000 
Lathe in the PMI Engine Department. 

 

5. Paint – Every can of scrap paint must be identified.  Brand name, can or bucket size and 
type of paint (latex, enamel, epoxy, oil base, etc.) must be specified.  This should be 
provided on a Spreadsheet.  We need to provide an MSDS for each different variety.  
Part A and Part B components must be separated for shipment.  Each different paint 
type should be stored in a separate box or on a separate pallet. 

 

Spray Paint may be thrown in the garbage if all aerosol is gone.  We have a facility for 
this spray paint in front of the PMI Tool Room.  If the paint and aerosol is not gone, 
record the Brand Name and material type and provide an MSDS.  May be stored in a 
steel drum while waiting for removal. 

NOTE: If a Latex paint is solidified, it can be disposed of in our standard trash. 

NOTE: If a paint can has no labels, it may be identified as Unknown, which assumes it is 
Hazardous. 

 

6. Grout – Liquid is Similar to Paint.  Identify Brand name, can or bucket size and type of 
material.  Need MSDS for each material.  For powdered grout, the same information is 
required.  
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7. Solvents or Acids – Soaked rags with Solvents are to be stored in lidded steel buckets 
made for this purpose until they can be burned in the PMI oven.  Used solvents shall be 
stored in a sealed steel barrel or their original cans until removed.  Do not mix solvent 
varieties together.  Need to have the Brand Name (if possible) and material type along 
with an MSDS before Emerald can remove. 

 

Use of the Oil Separator Sump next to the PMI Saw Room –  

 

Emerald is the vendor we have used for emptying the Oil Separator Sump.  They vacuum 
out the Oil layer on top, the water layer and also solids on the bottom (mud, grease, metals, 
etc.)  During use, the water and any pollutants mixed with it goes directly into the City Sewer 
System. 

 

We cannot pour industrial wastes into this Sump!   

 

 

Welding, Cutting & Hot Work 
 

Welding, Cutting and Hot Work operations have a significant potential for causing personal 
injury and damage to property resulting from a fire. 

 

• Only persons properly trained and authorized to do so shall handle or operate welding 
and/or cutting equipment. 
 

• Individuals performing welding/cutting must be suitably trained in the safe operations of 
their equipment and the safe use of the process. 
 

• Proper eye and face protection, as well as proper protective gloves and clothing, shall be 
used when performing welding and/or torch burning tasks.  Any welding, cutting or 
burning of lead base metals, zinc, cadmium, mercury, beryllium or exotic metals or 
paints not listed here shall have proper ventilation or respiratory protection. 
 

• When performing welding/torch-burning tasks in a closed or confined space, use proper 
ventilation and wear respiratory equipment if required. 
 

• If the object to be welded or cut cannot be moved and if all the fire hazards cannot be 
removed, then guards shields, fire blankets, etc. shall be used to confine the heat, 
sparks and slag and to protect the immovable fire hazards. 
 

• Never use matches or a cigarette lighter to ignite acetylene torches. 
 

• Never perform welding or torch-burning tasks that could allow sparks, hot metals or 
severed parts to fall on you, other employees, cylinders, hoses, or flammable materials. 
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• Areas where welding or torch burning is to be performed shall be cleared of materials, 
debris, etc., so as not to start a fire.  If the object to be welded or cut cannot readily be 
moved, all moveable fire hazards should be removed. 
 

• Welding and/or torch-burning tasks shall not be conducted in any area where there are 
flammable materials, explosive gases or vapors. Consult with your supervisor. 
 

• Obtain a hot work permit prior to performing welding or torch-burning tasks if required. 
 

• A fire watch is required when welding, cutting, brazing and/or soldering is performed 
near combustible materials and/or in locations where fire may develop. 
 

• Assigned fire watchers must be trained in the use of fire extinguishing equipment and 
familiar with the facilities for sounding an alarm in the event of a fire. 
 

• Fire watchers shall have fire extinguishers readily available and within 25 feet of all 
welding/burning operations.   
 

• A fire watch shall be maintained at least a half an hour after the welding or cutting 
operation was completed. 
 

• Inspect all welding leads, grounds, clamps, welding machine(s), hoses, gauges, torches 
and cylinders prior to each use. Do not use torch-burning equipment without flashback 
arrestors. 
 

• Operators of equipment should report any equipment defect or safety hazards and 
discontinue use of equipment until its safety has been assured. Repairs shall be made 
only by qualified personnel. 
 

• If fire hazards cannot be taken to a safe place or guards cannot be used to confine heat, 
sparks, slag and protect the immovable fire hazards, the welding/cutting shall not be 
performed. 
 

• We will comply with our customer's policies and procedures pertaining to welding and 
burning so long as their policies and procedures meet or exceed ours.  
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PART 4 – IF THINGS GO WRONG 
 

While we plan for a work environment that is incident and injury free, there is a possibility you 
may be involved in or need to properly report or react to an accident, fire, material spill, property 
damage or other incident. Use the following information for guidance in responding to one of 
these situations.   

 

Reporting Accidents / Incidents  
 

In Case of a Near Miss: 

 

A near miss is defined as an incident that could have, but did not result in serious personal 
injury or property damage. 

If you witness a near miss incident, report it immediately to your supervisor. Cooperate fully in 
the investigation of near misses so that we can prevent similar incidents from occurring in the 
future. 

 

First Aid: 

 

• In the event of work-related injury or illness, no matter how minor, each employee is 
required to report the incident immediately to his or her supervisor. 

 

• Failure to report a work-related injury or illness may result in denial of Workers 
Compensation benefits. For alleged occupational cases that are reported late, the 
circumstances of the incident will be investigated thoroughly by the workers 
compensation carrier, who will have the final say about compensability. 

 

• Obtaining immediate first aid treatment is essential in preventing a minor injury from 
becoming a serious injury. 
 

• The Employee shall report an injury immediately to their Supervisor and/or Safety 
Manager so that you can receive the appropriate level of care from a trained first aid 
provider. 
 

• If, after receiving first aid treatment, it is determined that the injury requires a doctor's 
assistance, the Employee will be transported to a Clinic or doctor's office for treatment.  
The transportation will be provided by Prime Machine as required. 
 

• An incident should be investigated to determine the cause, so that corrective actions can 
be taken to prevent recurrence. 
 

• A basic first-aid kit will be kept at the front office and in the Production Manager’s office.   
If Medical access is not reasonably accessible in terms of time and distance to the 
worksite, which is available for the treatment of injured employees, a person who has a 
valid certificate in first-aid shall be available at the worksite to render first aid.  A valid 
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certificate in first aid training must be obtained from The US Bureau of Mines, American 
Red Cross or equivalent training that can be verified by documentary evidence. 
 

• First aid kits shall consist of appropriate items which will be adequate for the 
environment in which they are used. For construction operations, items shall be stored in 
a weather proof container with individual sealed packages of each type of item. 
 

• Cintas First Aid & Safety of Salt Lake City is currently paid to be responsible for tracing 
expiration dates, ensuring the appropriateness and replenishing supplies in the first-aid 
kits, eye wash stations, and eyeglasses cleaning stations.  
 

• Where the eyes or body of any person may be exposed to injurious corrosive materials, 
suitable facilities shall be provided within the work area.   

 

If you discover a seriously injured or ill person: 

 

• Call for immediate emergency assistance following the established emergency plan for 
your project. 
 

• Assess the immediate area to determine whether your surroundings are unsafe. 

 

• Remain calm. Reassure the injured that they will be taken care of. A good mental 
attitude is important in maintaining control of the scene and avoiding unnecessary 
confusion. 
 

• Do not try to move the injured person unless they are in a life-threatening situation (such 
as: fire flood, falling objects). Wait for the arrival of emergency response personnel.  An 
injured back, neck, head or other serious injury could be aggravated if mishandled by 
untrained people. 
 

• Attempt only to provide the level of care for which you have received training, but make 
the injured as comfortable as possible. 
 

• Assist emergency personnel as requested. If you are not an active emergency 
responder, stay clear to give others room to work. 
 

• Emergencies or injuries that require medical care but are not life threatening and can be 
safely transported by automobile will be treated at the local health care facility.  The local 
emergency rescue service will be called for any serious life-threatening injuries, and for 
transporting injured employees that cannot be safely transported by automobile. 
 

• Transportation of an injured worker to a hospital, doctor’s office or worker’s home will be 
provided by a volunteer when necessary, in the absence of an ambulance.” 
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• The local emergency rescue service for the PFS facility is contacted by dialing 911.  This 
number is also used for fire and police service.   

 
Our local health care facility is:  
 
Non-Emergency 7:30 am to 9:00 pm 
 
Rocky Mountain Care Clinic 

1820 South 4088 West 

Salt Lake City, UT  

(801) 975-7799 

 

Emergency or After Hours 

 

LDS Hospital – Emergency Department 

8th Avenue & C St  

Salt Lake City, UT 84101 

(801) 408-1180 

 

• Regardless of severity, all work-related accidents and injuries shall be reported to the 
Area Manager and the Safety Coordinator immediately.  If injury occurs during swing, 
graveyard and/or weekend shifts, and has not resulted in a fatality or hospitalization, the 
Safety Coordinator is to be notified on the following business day.   

 

In Case of a Fire: 

 

• Report all fires immediately as an emergency following the established emergency plan 
for your project. 
 

• Do not attempt to fight a fire that is too large or dangerous. 
 

• Only attempt to extinguish small fires if you are not endangering your personal safety 
and you have been trained to use portable fire extinguishing equipment. 

 

In Case of a Spill: 

 

• Report all spills regardless of quantity following your emergency action plan for your 
project. 
 

• In case of a large spill, isolate the area and evacuate. 
 

• If you can do so, at no risk to your personal safety, stop the leak by closing a valve, 
shutting off a piece of equipment, etc., and eliminate sources of ignition. 
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• Do not attempt to control or lean up any spill unless you have been trained and have the 
appropriate PPE for the job. 

 

In Case of Property or Equipment Damage: 

 

• Report the incident immediately following the established emergency action plan for your 
project. 
 

• Secure the area if necessary to assure the safety of personnel, but do not alter the 
scene of the accident. 

 

Recordable Injuries –  

 

Each injury or illness that requires medical attention, other than first-aid, and is the result of a 
work accident or from an exposure is the work environment, must be recorded by the Safety 
Coordinator, on the OSHA Form No. 300-Long and Summary of Occupational Injuries and 
Illnesses and record additional information on the supplementary record, Employer’s First 
Report or Injury.  Completion of the form will be in accordance with OSHA instructions and must 
be completed within five (5) days of reported incident. 

 

A Prime Machine company executive must certify that he/she has examined the OSHA 300 log 
and that he/she reasonably believes, based on knowledge of the process by which the 
information was recorded, that the annual summary is correct and complete.  The summary 
shall be posted in a visible place to all employees from February 1 through April 30 of the 
following year. 

 

Within forty-eight (48) hours the lower portion of the SRI must be completed and forward to the 
Company’s worker’s compensation carrier. 

 

Employee’s Report - 

For all injuries, illnesses and near miss accidents that are the result of a work accident or from 
an exposure in the work environment, the craftsman involved must report immediately to his 
Area Manager and the Safety Coordinator, and he must properly fill out an SRI Employee’s 
Report of Incident within twenty-four (24) hours of the accident. 

 

Area Manager’s Report -  

 

For every injury or illness resulting from a work accident, the injured employee’s Area Manager 
is to complete an accident investigation report within twenty-four (24) hours of the accident. 

Witnesses Report - 

 

Each witness to a work accident resulting in an injury or illness, must file a completed Witness 
Incident Statement within twenty-four (24) hours of the accident. 
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Investigation - 

 

The Safety Manager and Safety Coordinator will be responsible for investigating and reviewing 
all accidents and may request help in the investigation.  After the investigation is completed, the 
Safety Manager will make recommendations for a safer workplace. 

 

Fraud - 

 

If fraud is suspected the Company will immediately notify the worker’s compensation carrier for 
investigative assistance. 

 

Record Keeping - 

 

The Safety Coordinator will be responsible for maintaining a designated area in the personnel 
department for filing all the above records, reports and documentation of the Company’s 
Workplace Safety Program.  All records and documentation, unless otherwise required, will be 
retained for a period of not less than five (5) years.  

 

Contractor Injury / Illness Reporting - 

 

All accidents involving any contractor’s employee(s) will be promptly reported to Safety Manager 
for investigation. 

 

Corporate Reporting - 

 

The Safety Coordinator is to report to the President of Prime Machine and the Safety Manager 
any incidents/accidents resulting in: 

A. A fatality or life threatening injury to employees, contractors, visitors or the general public; 

B. Lost Time Accidents – injuries resulting in lost work days. 

C. Restricted Work Days – injuries resulting in restricted duty. 

 

Incident Investigation and Reporting - 

 

While all incidents should be investigated, the extent of such investigation shall reflect the 
seriousness of the incident utilizing a root cause analysis. 

 

•  Required incidents must be verbally reported to OSHA within 8 hours of their discovery.  
Incidents must also be reported to the customer (if on a job site) as soon as possible, or 
in a timely manner (within 24 hours of the incident. 
 

• Incident investigation will be done by the site supervisor, or by notifying the Safety 
Manager, who will then conduct the investigation, based on severity. 
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• All investigating personnel shall be trained in their roles and responsibilities for incident 
response and incident investigation techniques.  Training requirements relative to 
incident investigation and reporting (Awareness, First Responder, Investigation and 
training frequency) should be used. 
 

• Proper equipment shall be used in the investigation, including writing instruments, paper, 
measuring equipment, cameras, audio recorder, etc. 
 

• Initial identification of evidence immediately following the incident might include a listing 
of people, equipment and materials involved and a recording of environmental factors 
such as weather, illumination, temperature, noise, ventilation, etc. 
 

• Evidence such as people, positions of equipment, parts and papers must be preserved, 
secured and collected through notes, photographs, witness statements, flagging and 
impoundment of documents and equipment. 
 

• Witness interviews and statements must be collected.  Locating witnesses, ensuring 
unbiased testimony, obtaining appropriate interview locations and use of trained 
interviewers should be detailed.  The need for follow-up interviews should also be 
addressed. 
 

• Incident investigations should result in corrective actions. 
 

• A written incident report should be prepared, including an incident report form and 
detailed narrative statement concerning the events.   The form of the report should 
include introduction, methodology, summary of the incident, investigation board member 
names, narrative of the event, findings and recommendations.  Photographs, witness 
statements, drawings, etc. should be included. 
 

• Lessons learned should be reviewed and communicated to the employees.  Changes to 
processes must be placed into effect immediately to prevent reoccurrence. 


