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Section I: General Policy 

1.0 Statement of Policy 

1.1 The City Manager considers accident prevention to be one of the prime 
functions of each and every employee of the City of Asheboro. It is not only 
the job of the supervisor, but equipment operators, truck drivers, drafters, 
pipe layers --- every person who works for the City, no matter in what 
capacity. Each Department Head is responsible for safe working conditions 
at all his facilities and job sites. The City has designated the Safety Manager 
to assist the department heads in securing an effective program. 

1.2 The primary reason for an accident prevention program is the human side. It 
is painful to get hurt. It is no fun being in the hospital or home under a 
doctor's care while an injury heals. The City needs you here on the job and 
your family expects you to come home safe and sound every day after work. 

1.3 Therefore, in recognition of the extreme importance of accident prevention, 
the basic prevention as outlined in this manual shall be applied throughout 
the entire City. It shall be the responsibility of each supervisor, not only to 
inform each of his employees that accident prevention is an essential part of 
the job, but also to see that the policies of this manual are strictly followed. 

1.4 This policy is to serve in conjunction with safety policies that are 
incorporated in the individual departments standard operating procedures. 
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2.0 Definitions 

The following terms and definitions of terms are applicable to these safety rules. 

Approved - Acceptable to management 

Authorized Person - One who has the authority to perform specific duties under 
certain conditions. 

Excavations - Any opening such as holes, trenches, ditches or tunnels made in the 
ground, street or sidewalk in connection with company work. 

Manhole - A subsurface enclosure, which personnel may enter. It is used when 
installing, operating and maintaining underground equipment. 

May - Indicates discretionary provisions 

Safety Committee - Employee representatives from each division assembled to 
discuss and review safety practices and procedures. 

Shall - Indicates necessary provisions essential for protection of life and property. 

Supervisor - Person directly in charge of the work force. 

Unsafe Conditions - Dangerous, hazardous, defective, or unusual conditions, 
which could cause accidents. 

Vault - An enclosure above or belowground, which personnel may enter. It is 
used for installing, operating and maintaining equipment. 

Workmen's Compensation Form #19 - A form required under the provisions of 
the Workers' Compensation Act reporting an employee injury to the North 
Carolina Industrial Commission. 
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3.0 Responsibilities  

3.1 Responsibilities of the Department Heads 

(A) The Department Head must be sincerely interested in safety, express a
willingness to cooperate in safety activities and actively support and direct
the program. Success in accident prevention requires coordinated
cooperative action and the Department Head must take the lead and set the
pace. Mere approval is not enough. Without maximum participation by the
Department Head, no accident prevention program will ever fill its potential.

(B) He/She shall inform all levels of supervision that accident prevention is an
essential part of their jobs.

(C) He/She shall make prompt decisions on accident prevention problems
referred to him or her by the Safety Manager and whenever possible, give
facts supporting his decision.

(D) He/She shall support the Safety Committee and support a representative
serving on the Safety Committee when asked to serve, and also a committee
within the department, to coordinate with the Safety Manager their safety
program.

3.2 Responsibilities of the Safety Manager 

(A) Develops and directs a safety program for all City employees, within the
requirements of Federal and State Law and City policies to reduce the
probability of loss of manhours and materials due to accidents.

(B) Makes recommendations to management for removal of hazardous
conditions, etc., as a result of job site and facility inspections.

(C) Responsible for handling employees' claims involving Workers'
Compensation and maintaining and posting adequate accident records.

(D) Act in an advisory capacity on all matters pertaining to safety.
(E) Responsible for all OSHA Recordkeeping

3.3 Responsibilities of the Superintendents and Supervisors 

As part of his or her operating duties, the Superintendent is responsible for control 
of accidents. Accidents result from wrong methods - wrong methods are 
inefficient methods, and methods are immediately under the control of the 
Superintendents and Supervisors. They have the following responsibilities: 

(A) Strive for safe working conditions under your control.
(B) In accidents requiring a doctor's treatment, it shall be the responsibility of

the Supervisor of the division involved to make a thorough investigation and
complete an accident injury report within 24 hours.

(C) The supervisor shall evaluate the qualifications of all drivers and operators
in their division. No person shall be allowed to operate a vehicle or piece of
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equipment until they have been instructed in the correct method of operation 
and has the proper license. 

(D) Special attention shall be given to the newer or less experienced employees
to assure that safe working habits are being developed.

(E) Ensure that upon return to work a person involved in a lost time accident is
given clearance by the Human Resources Department.

(F) Coordinate and cooperate with all persons in Human Resources.
(G) Supervisors shall ensure that all employees understand the proper method of

carrying out any work task instructed to perform. Tailgate sessions before
each job are encouraged.

3.4 Responsibilities of the Employee 

(A) It is the responsibility of each employee to follow all safety regulations as
set forth, to ensure his or her safety and the safety of others who work with
him or her.

(B) It shall be the responsibility of the employee to report any injury no matter
how slight, immediately, to the immediate Supervisor. Failure to report
injuries promptly may result in disciplinary action.

(C) The City shall maintain proper first aid supplies on each vehicle so that
minor injuries may be treated on the job site. First aid shall only be
administered to another individual by those people who have been properly
trained to do so.

(D) Before an employee may return to work after an absence due to an accident,
the supervisor must assure Human Resources has cleared the employee.
The City has the right to request a physical examination from the City Nurse
and/or a doctor designated by the City at the City's expense in order to
ensure that the employee is physically fit to return to work.

(E) Human Resources will schedule all appointments to medical facilities for
work related injuries (the only exception is life-threatening injuries).

(F) It is the responsibility of each employee to report any unsafe condition to his
or her supervisor. If the employee is not satisfied with the response of
his/her supervisor, he/she should report the condition to the Safety Manager.

3.5 Accident investigation 

(A) Accident investigation shall be performed by the immediate supervisor
and/or the Human Resources Department.  Human Resources may also
involve the city’s Accident Investigation Committee.  Any accident
involving death, permanent disability, temporary disability, hospitalization,
medical treatment, loss of work time by city employee, damage to or
destruction of any property or injury to a visitor shall be investigated.

(B) The purpose of accident investigation is to prevent the reoccurrence of
accidents by identifying contributing causes, determining corrective
measures necessary to eliminate causes, and disseminating information on
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accident prevention to all employees. Accurate, complete accident reports 
are essential to identify and remedy causes. Copies of accident 
investigations shall be forwarded to the Safety Manager. 

(C) The accident investigation shall be initiated as soon as possible after the
occurrence of the accident.

3.6 Self Inspections 

(A) The purpose of self-inspections is to identify hazardous work conditions and
materials or methods that may result in an accident so that these hazards can
be corrected. Each activity and facility shall be inspected not less than once
every three months. The department head is responsible for preparing an
inspection schedule for all activities of his/her department. The department
head shall also designate inspectors for their department and have them use
a department inspection checklist to record their findings. Upon completion
of the inspection the checklist, violations should be transferred to the City’s
Inspection Report.  This Inspection Report will furnish the department head
with violations found, recommendations for abatement of violations and
abatement dates. The inspectors shall have the department head sign the
report and the inspector will maintain a copy. The department head shall
take whatever corrective action deemed appropriate to abate the violations.
The department head will keep a copy of the report for his/her records and
forward the original copy to the Safety Manager.

GUIDELINES FOR DETERMINING ABATEMENT DATES IS ON
THE FOLLOWING PAGE
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GUIDELINES FOR DETERMINING ABATEMENT DATES 

1- IMMEDIATE HAZARDS - MUST BE CORRECTED WITHIN 8 HOURS.

2 MODERATE HAZARDS - MUST BE CORRECTED WITHIN 10 
WORKING DAYS. 

3 - IF PARTS AND/OR EQUIPMENT MUST BE ORDERED - 30 
WORKING DAYS. 

4 - ANY VIOLATION THAT CANNOT BE CORRECTED WITHIN 30 
WORKING DAYS MUST BE APPROVED BY THE SAFETY 
MANAGER.
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4.0 ORGANIZATION AND FUNCTION OF THE CITY EMPLOYEES 
SAFETY COMMITTEE 
 
4.1 Membership: (To be rotated on a periodic basis) 
 
(A) The Human Resources Director, Safety Manager, and City Nurse to be 

permanent members. 
(B) All areas of the City shall be represented. In large departments, there may be 

two or more representatives. 
 
4.2 Meetings shall be held on a regularly scheduled basis. 
 
4.3 Minutes: 
 
(A) Minutes of all meetings shall be taken. 
(B) Permanent records of minutes shall be retained by the Safety Manager. 

 
4.4 Activities: 
 
(A) Review accidents and corrective action taken. 
(B) Review inspection reports for recommendations. 
(C) Review accident data. 
(D) Have outside speakers, films, etc. 
(E) Monthly safety inspections and recommendations. 
 
5.0 Housekeeping 
 
5.1 Good Housekeeping is a must in accident prevention and is directly related 

to health and sanitation. 
 
5.2 Each employee is responsible for keeping his respective work area in a clean 

and orderly condition. 
 
5.3 Exits shall be kept unobstructed so personnel may be evacuated from any 

structure in case of an emergency. 
 
5.4 Tools, air hoses, and materials shall not be left on the floor and must be 

returned to their proper storage areas. All rags, discarded parts, and cleaning 
materials shall be kept in a storage receptacle. 

 
5.5 All stairways and halls shall be kept free of storage or miscellaneous 

materials. 
 
5.6 File cabinets shall be opened one drawer at the time and shall be closed 

when not in use. 
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6.0 General Safety 

6.1 Do not clean or adjust machinery while in motion (see 6.10). 

6.2 No running, horseplay, shouting, playing, scuffling, fighting, or other 
disorders shall be participated in by any employee while on duty on City 
property. 

6.3 No machine guards are to be changed or adjusted except by proper 
authorization. 

6.4 All job sites shall be Okayed and checked for safety by an authorized person 
as the work progresses. 

6.5 When any trouble, electrical or mechanical, develops, the operator shall not 
attempt to make repairs himself (unless he is qualified), but shall notify his 
supervisor and shut down the machine or equipment until repairs are made. 

6.6 Do not "play" with compressed air. Never blow air on anyone, as air might 
enter the body and death result. Do not try to clean your clothes with air. All 
compressed air used for cleaning shall be below 30 p.s.i. 

6.7 Do not permit unqualified fellow workers to remove dust or dirt from your 
eyes. Report to the city nurse.  If not available, the Safety Manager will refer 
you.                                 

6.8 It is the duty of each employee to immediately report to his supervisor or 
Safety Manager any dangerous or defective tools, machinery, vehicles, or 
appliance or any condition, which appears dangerous. Under no 
circumstances shall anyone start a machine, throw a switch, or open or close 
a valve bearing DANGER tags. It shall be the responsibility of the 
individual placing the tag to authorize its removal. 

6.9 “No smoking” signs shall be observed rigidly. 

6.10 All machines are to be stopped and proper lockout procedures followed 
during adjustments or repairs. 

6.11 Do not ride on any truck-side toolbox, lift trucks or bush hogs at any time. 

6.12 The use of welding equipment and gas cylinders shall be in accordance with 
OSHA standards. 
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7.0 Material Handling 

7.1 Whenever possible employees shall notify their supervisors for assistance 
when they are required to handle heavy or bulky material. Fork lifts, 
conveyors, and hand trucks shall be used whenever possible. 

7.2 The following is recommended for the safe operation of lift trucks: 

(A) The licensed driver of any vehicle is immediately responsible for its
operation and condition. If the vehicle is considered unsafe to operate, the
operator shall immediately advise his supervisor. Action shall be taken to
ensure the corrections or adjustments are made.

(B) When not loaded, run with forks no more than 2-4 inches above the ground
and always sound horn when approaching a blind area.

(C) If any driver has an accident which might include running over the foot of
another employee, hitting a walk, doorways, or support beams, the driver is
required to stop the lift truck and report the accident to his supervisor. He
shall also fill out an accident report.

(D) The only employee allowed on the lift is the driver. All drivers shall have
proper training and be authorized operators before they may operate a lift
truck.

(E) While loading or unloading trailers with a forklift, wheel chocks are to be
placed under both rear wheels of the trailer.

7.3 All materials shall be stacked in such a manner that the materials shall not 
overturn or cause excessive strain on any one employee. 

8.0 Fire Prevention 

8.1 Fire extinguishers shall be placed throughout each facility on each major 
piece of equipment and on all vehicles. 

8.2 Ready access to the fire extinguishers shall be maintained.  Only individuals 
who have been properly trained in the operation of fire extinguishers shall 
use them. Monthly Inspections shall be done on all portable fire 
extinguishers and documented.  

8.3 All fire extinguishers and fire equipment shall be kept in good working order 
at all times. When a fire extinguisher is used, it shall be replaced promptly 
with a fully charged extinguisher. 

8.4 If you have a radio or if there is one in your immediate area, notify the Fire 
Department of all fires that you observe. 

8.5 Dial 911 to report a fire by telephone. You must dial 9 for outside line in 
some buildings. 
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9.0 Personal Protective Equipment 

9.1 Loose clothing shall not be worn and excessive long hair shall be tied or in a 
net when working around moving or revolving equipment. 

9.2 Ear protection shall be required when operating any machinery or equipment 
with excessive noise. The City furnishes this equipment. 

9.3 Safety glasses or goggles are required for designated jobs. The City shall 
furnish these. Your supervisors shall notify you when they are needed. 

9.4 Employees exposed to the likelihood of head injury shall wear hard hats. 
The City shall furnish these. 

9.5 All city employees shall wear OSHA or ANSI approved vests or clothing 
while working in the streets, highways, or within 2 feet of a street or 
highway. 

10.0 Safety Equipment 
10.1 All safety equipment shall be inspected and replaced on a regular basis as 

needed. 

10.2 All safety equipment provided by the City shall be utilized. Every employee 
shall have with him the safety equipment necessary for the job he is doing. 

10.3 It is the responsibility of every employee to report defective or inoperative, 
or worn safety equipment immediately. 

11.0 City Vehicles 

11.1 Operators of City vehicles shall observe and adhere to all applicable State 
traffic laws and City ordinances. 

11.2 All operators of City vehicles shall make a daily check of the vehicle to 
which they are assigned to ensure that the vehicle is in safe operating 
condition, and shall report all defects to their supervisor. 

11.3 All motorized equipment shall be taken to the City garage as required for a 
preventive maintenance and safety check. 

11.4 Backing, whenever possible shall be done with the assistance of another 
person. 

11.5 Personnel shall never ride in or on any vehicle except in properly assigned 
places. 
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11.6  Mounting or dismounting a moving vehicle is prohibited. 

11.7 Keys shall be removed from all vehicles when left unattended. 

11.8 Performing work underneath jacked vehicles without blocking of the axle or 
axles is prohibited. 

11.9 Drink bottles or miscellaneous articles not pertaining to the job are 
prohibited in the cabs of vehicles. 

12.0 Safety Program Enforcement 

12.1 Disciplines 

(A) It is recognized that some City employees shall violate work rule/polices
and commit unsafe acts that may or may not result in an accident causing
injury or damage. As result, each violation or action shall require immediate
corrective action by supervisors and administrators. It shall be emphasized
that safe work rule/policies and driving procedures must be enforced for the
protection of the employee and the City.

(B) The cost of the accident shall not dictate the corrective action to be
administered. Management shall discourage any implication that it is
acceptable to have an inexpensive accident, but it is unacceptable to have an
expensive accident to occur. The same action that causes little accidents also
cause big accidents, therefore the Emphasis is placed on Accident
Prevention.

(C) Careful consideration has been given to a wide range of City employees
whose job classifications include the responsibility of operating motor
vehicles and motorized equipment. It has been determined, therefore, that all
employees who operate a vehicle or other equipment, are obligated to take
the necessary precautions to avoid accidents and injuries. Distinctions shall
not be made as to the frequency and distance that a vehicle or other
equipment is operated.

(D) The fact that one job classification requires more driving or operating hours
than another job classification is not adequate justification to provide
different expectations for safe motor vehicle and motorized equipment
operation. Although one job classification may require a more highly skilled
operator that another, it is the supervisor's responsibility to enforce the
applicable safety rules and review each employee's previous accident record
to determine the need for additional training.

12.2 Disciplinary actions 
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(A) All disciplinary actions shall follow the rules and guidelines set forth in the
City of Asheboro Personnel Policies And Procedures Manual, Article XI.
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SECTION II: SAFETY RULES AND PROCEDURES 

 
1.0 Objective and Responsibility 
 
1.1 Safety rules and procedures shall be developed and monitored by each department. 

The department heads, supervisors and employees shall all contribute to this task 
for their respective area. The attached rules and procedures provide a starting 
point. 
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General Rules and Procedures for Municipal Employees 
 

These general rules and procedures apply to all departments. 
 
1. Good housekeeping shall be maintained throughout all operations. 
 
2. All employees shall be properly trained before they are allowed to assume routine 

duties and shall not attempt to lift an object where proper lifting techniques are not 
used. 

 
3. Employees shall be trained in proper lifting techniques and body mechanics. 
 
4. Hard hats shall be provided for and used by all employees exposed to overhead 

hazards (Electrical Class B hard hats required). 
 
5. Eye and ear protection shall be provided for and used by all employees exposed to 

related hazards, i.e. grinding, cutting, chipping, welding, battery charging, jack 
hammering, etc. 

 
6. Caution signs shall be posted in shop areas and on major mobile equipment 

warning that eye protection be worn where eye hazards exist. 
 
7. Facilities shall be available to employees who may be exposed to injurious or 

corrosive materials for quick drenching or flushing of the eyes or body. 
 
8. Employees shall be required to wear only appropriate footwear as determined by 

the Department Head.  
 
9. All employees shall be provided with and required to wear gloves when conditions 

dictate their need. 
 
10. First aid kits shall be available to employees at all times. Employees not properly 

trained in first aid shall not treat other individuals. 
 
11. Designated employees shall be properly trained in the use of first aid procedures. 
 
12. Water coolers shall be available at job sites away from the shop area. 
 
13. All mobile equipment shall be inspected before starting each shift. 
 
14. Employees working near vehicular traffic shall be provided with and required to 

wear approved clothing i.e. reflective vest. 
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15. A sufficient number of fluorescent plastic cones, signs, and warning devices shall 
be available and used when work activities are near vehicular traffic. 

 
16. All gasoline, which is transported in vehicles, shall be contained in NFPA 

approved safety containers. 
 
17. Hand rails shall be installed on all permanent stairs leading to overhead storage 

areas. 
 
18. Standard guardrails and toe boards shall be installed along the front of overhead 

storage areas. 
 
19. Overhead cranes and hoist shall be equipped with a hook safety latch mechanism 

and labeled with maximum safe load limit. 
 
20. Adequate overhead and roll protection shall be installed on mobile equipment. 
 
21. Hand carts, hoist, dollies or other devices shall be used for lifting or moving heavy 

objects or materials. 
 
22. Guards and safety devices shall be kept in place and in working condition on all 

equipment, tools, etc. 
 
23. All flat belts, V-belts, chains, and sprockets, which offer employee exposure, shall 

be properly guarded. 
 
24. All hand tools shall be inspected to ensure their safe working condition. 
 
25. All electric fans shall be equipped with proper guarding. 
 
26. Bench grinders shall be securely mounted, equipped with protective eye shields 

and a properly adjusted tool rest, and have an adequate guard over the end spindle. 
 
27. All tools and electric equipment shall be either double insulated or equipped with 

three-prong plugs to ensure proper grounding. 
 
28. Adequate portable lighting shall be available for use during emergency situations. 
 
29. An evacuation plan shall be developed and posted in every public building. 
 
30. All electric switch boxes and electric panels shall be closed and properly marked. 
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31. NO SMOKING signs shall be located in appropriate areas and followed by all 
employees and visitors, i.e. storage areas for compressed gases or 
combustible/flammable materials, refueling pumps and battery charging areas. 

 
32. All compressed gas cylinders shall be properly stored in a proper condition. 
 
33. All flammable or combustible materials shall be properly stored and  grounded. 
 
34. There shall be an adequate number of properly located fire extinguishers that are 

inspected monthly by the occupants of the area. 
 
35. All exit signs shall be properly marked and free of obstructions. 
 
36. All employees shall wear seat belts in vehicles that are so equipped. 
    
37. Whenever two employees are available, one shall assist the other in backing all 

city vehicles. 
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Safety Rules and Procedures for Fire Department 
 

 
1. All firefighters shall be properly trained in the performance of their duties prior to 

being allowed to perform actual fire fighting activities. 
 
2. All firefighters shall be fully trained in the use of personal protective equipment. 
 
3. All firefighters shall wear NFPA approved protective equipment and clothing 

during training sessions and fire fighting. 
 
4. The SCBA shall be inspected and maintained in accordance with manufacturer's 

specifications. 
 
5. All firefighters shall wear a self-contained breathing apparatus when entering a 

potentially hazardous area. 
 
6. Wheel chocks shall be used anywhere except on apparatus floor when provided. 
 
7. The department shall participate in a comprehensive preplanning system in 

determining hazardous chemicals, explosives and other dangerous materials. 
 
8. Drivers shall be trained in safe defensive/emergency driving techniques. 
 
9. All combat vehicles shall be inspected at the beginning of each shift. 
 
10. All vehicles shall be inspected by a qualified mechanic on at least an annual basis. 
 
11. All firefighters shall comply with NC traffic laws, rules and regulations while 

operating department vehicles. 
 
12. All drivers shall use proper warning lights and siren when responding to an 

emergency call. 
 
13. All firefighters shall wear proper personal protective equipment during an 

emergency response. 
 
14. The department prohibits horseplay while on duty. 
 
15. All firefighters shall be trained in proper lifting techniques and body mechanics 

and shall not attempt to lift an object where proper lifting techniques cannot be 
used. 

 
16. Smoke detectors shall be installed adjacent to the sleeping quarters in the fire 

station. 
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Safety Rules and Procedures for Police Department 
 
 
1. All officers shall be properly trained and supervised in the safe performance of 

their duties prior to being allowed to perform routine activities. 
 
2. The department shall have written guidelines that the employee is required to be 

familiar with pertaining to their scope of operations, i.e. apprehension, search, 
handcuffing, weapons handling, high speed pursuits, etc. 

 
3. The department prohibits horseplay involving officers while on duty. 
 
4. Officers shall be required to use seat belts or safety harnesses while driving 

official vehicles routinely. 
 
5. Supervisors shall inspect the officer’s vehicles monthly. 
 
6. All vehicles shall be inspected by a qualified mechanic on at least a quarterly 

basis. 
 
7. The department shall have a policy of transporting shotguns securely in a vehicle. 
 
8. Officers shall be required to qualify with the firearms used and with live 

ammunition on at least an annual basis. 
 
9. The qualifying exercise shall include night firing. 
 
10. The officer shall be required to use his duty weapon and ammunition while 

qualifying. 
 

11. Officers shall be provided with bulletproof vests that shall be worn at all times the 
officer is on duty, except when specifically authorized by the Chief of Police. 

 
12. Officers involved in directing traffic shall be provided with approved reflective 

vest and/or reflective wands, flares, etc. 
 
13. All police officers shall be trained to respond to the release of hazardous 

substances in accordance with OSHA 1910.120  
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Safety Rules and Procedures for Maintenance/Garage Shop 
 

1. An adequate protective cage shall be used when changing split rim tires or filling 
tires. 

 
2. An adequate exhaust ventilation system shall be installed in areas designated for 

vehicular repair and used when a vehicle engine is operated for more than 60 
seconds. 

 
3. A designated area shall be used for changing automotive type batteries that has a 

no smoking sign and is clear of all spark-producing devices. 
 
4. Approved safety lights shall be used for drop cords while working under vehicles. 
  
5. All welders shall be properly grounded, located in a dry area, and equipped with 

properly insulated terminals. 
 
6. Safety devices shall be used to prevent the dump and bodies’ falling while 

maintenance is being performed. 
 
7. All items or materials shall be stacked in a safe manner. 
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Safety Rules and Procedures for Sanitation Department 
 

1. Adequate handrails and foot platforms shall be provided on all sanitation 
vehicles. 

 

2. All sanitation trucks shall be thoroughly cleaned inside and out at least weekly or 
more often as per. the Standard Operating Guidelines for the equipment that 
they operate. 
 

3. Adequate backup alarms shall be installed on all mobile equipment. 
 

4. A standard policy that prohibits employees from mounting or dismounting from a 
moving vehicle shall be enforced. 

 

5. Trucks can only be stopped in the road for no more than 15 min. for pickups. If 
more time is needed or there is a sight distance problem flaggers shall be used. 
Contact your supervisor if you need any help. 

 

6. Sanitation workers shall be provided with animal repellent. 
 

7. Sanitation workers shall be equipped with and required to wear gloves and 
brightly colored clothing (i.e. reflective vest) that are approved by the 
department. 

 

8. Sanitation trucks shall keep warning lights flashing during rounds. 
 

9. All drivers and operators are required to follow Standard Operating Guidelines 
for the equipment that they operate, (see Rules & Procedures for Special 
equipment). 
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Standard Operating Guidelines for Automated Collection Trucks 
  

 

1. Truck driver shall complete vehicle pre-inspection checklist prior to leaving yard. 
 

2. Truck driver to engage hydraulics. 
 

3. Leave yard and go to first site, truck shall not exceed posted speed limit. 
 

4. Truck to stop at first site and turn on safety lights (strobe lights). 
 

5. Operator to visually inspect area for overhead and ground hazards. 
 

6.  Dump can. 
 

7. Move to next pickup site. 
 

8. When truck is loaded operator is to go to dump site and dump truck. 
 

9. When cleaning out behind packer blade driver shall cut off truck engine to 
disable hydraulics. 

 

10. Truck is to be washed inside and out on Tuesday and Friday or the last day it will 
be operated of each week and before being worked on in the shop. 

 

11. Truck is to be dumped and left full of fuel. 
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Standard Operating Guidelines for Frontloading Collection Trucks 
  

 

1. Truck driver shall complete vehicle pre-inspection checklist prior to leaving yard. 
 

2. Truck driver to engage hydraulics. 
 

3. Leave yard and go to first site, truck shall not exceed posted speed limit. 
 

4. Truck to stop at first site and activate parking brake and safety lights (strobe 
lights). 

 

5. Operator to visually inspect area for overhead and ground hazards. 
 

6.  Dump dumpster. 
 

7. Move to next pickup site. 
 

8. When truck is loaded operator is to go to dump site and dump truck. 
 

9. When cleaning out behind packer blade driver shall cut off truck engine to 
disable hydraulics. 

 

10. Truck is to be washed inside and out on Tuesday, Friday or the last day it will be 
operated of each week and before being worked on. 

 

11. Truck is to be dumped and left full of fuel. 
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Standard Operating Guidelines for Rear loader Operations 

 
  

1. Truck driver to complete vehicle pre-inspection checklist prior to leaving yard. 
 

2. Leave yard and go to site, truck shall not exceed posted speed limit 
 

3. Truck shall stop at site and activate parking brake and safety lights (strobe lights). 
 

4. Operator to exit truck and go to rear of truck and visually inspect area for 
overhead and ground hazards. If driver gets out of truck safety cone must be put 
out. 

 

5. Operator to check communications with truck driver. 
 

6. Truck driver to engage hydraulics. 
 

7. Operator to visually inspect area for overhead and ground hazards. 
 

8.  Load cargo and pickup safety cone if it has been put out. 
 

9. Truck shall not to exceed posted speed limit, and never to exceed 20 mph or 
travel more than 2 city blocks during pickup operation with operator or 
operator’s on back of truck. 

 

10. Move to next pickup site. 
 

11. When truck is loaded operator or operator’s to return to truck for trip to dump 
site. 

 

12. Truck to be dumped on Friday and washed inside and out and left full of fuel. 
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  Standard Operating Guidelines for Knuckleboom Loader  
  

1. Truck drivers shall complete vehicle pre-inspection checklist prior to leaving yard. 
 
2. Leave yard and go to first site, truck shall not exceed posted speed limit. 
 
3. Truck shall stop at first site and activate parking brake and safety lights (4 way-

flashers & strobe lights). 
 
4. Loader Operator to exit truck and enter loader operator’s compartment or 

catwalk. 
 
5. Loader operator to apply safety belts and check communications with truck 

driver. 
 
6. Truck driver to engage loader hydraulics. 
 
7. Loader operator to visually inspect area for overhead and ground hazards. 
 
8. Loader operator to engage loader hydraulics. 
 
9. Loader operator to activate stabilizers too proper loading position. 
 
10. Load cargo as per Service Bulletin No. 104 on next 2 pages. 
 
11. Return boom to travel position after completing loading operations. 
 
12. Deactivate stabilizers and return to travel position. 
 
13. Loader operator to disengage loader hydraulics and/or speed control. 
 
14. Truck not to exceed posted speed limit, and never to exceed 20 mph or travel 

more than 2 city blocks during pickup operation with operator in loader operator 
compartment or catwalk. 

15. Move to next pickup site. 
 

16. When trailer is loaded the operator is to exit operator compartment and/or 
catwalk and return to truck cab for trip to dump site. 

 
17. Truck is to be dumped and left full of fuel. 
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SERVICE BULLETIN No. 104 
 

October 14, 2005 
 

Safe Operation Procedures for Petersen Lighting Loader ® Grapple Trucks 
 

Problem: Improper Stowage of Boom and Bucket for Travel 

 

It has come to our attention that user/operators of Petersen Grapple Trucks are 
improperly stowing their boom and bucket for travel. Specifically, they are overloading 
the dump body, and then traveling with the bucket on top of the load. This is an unsafe 
practice, and could result in a serious safety hazard. 

 

Petersen’s Owner’s Manual instructs the user/operator to: 1) load the front of the 
dump body first; 2) not allow trash to hang over sides or back of dump body; 3) leave 
room in the dump body to stow the bucket. To remind you of these instructions, we are 
providing you with the following instructions and illustrations regarding the safe 
procedure for stowing the boom and bucket for travel. 
 

It is imperative that your users/operators review this important safety 
information.  Never assume that the users/operators are already aware of these 
instructions and/or procedures. 
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1. The boom and bucket must be stowed inside the dump body below the legal 
height limit of 13’6” with the boom tip, and at least ½ (one half) of the bucket, 
below the top of the body sides. 

 

 Failure to follow these instructions could allow the boom to slew (swing) and the 
bucket to fall outside of the body.  Loss of boom control with the bucket outside 
of the dump body could result in damage to objects in the vicinity of the grapple 
truck, and/or serious injury or death to people in the vicinity of the grapple truck. 

 

 User/operators should never permit the boom and/of bucket to hang outside of 
the dump body during travel.  The boom and bucket must be stowed as stated 
above and as illustrated on the attached page, anytime they are not being used 
for loading or dumping purposes. 

 

2. Do not overload the dump body.  The debris loaded into the dump body must be 
confined within the dump body, and allow room to stow the boom and bucket.  It 
is recommended that you load the dump body from the front (bulkhead) to the 
rear, thereby allowing room in the rear of the dump body to stow the bucket 
properly when the operator is finished loading.  Peterson recommends deploying 
the load cover when stowing the bucket for travel.  Never allow debris to hang 
outside of the dump body, as it could create a safety hazard.   
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Safety Rules and Procedures for Street Department 

 
1. Supervisors shall be provided with and required to use appropriate equipment to 

determine the amount of toxic or flammable gases in confined underground areas. 
 
2. Management shall follow standard procedures for entering confined spaces and 

underground areas, as outlined in Confined Space policy. 
 
3. Employees shall be properly trained in the use of detection and preventative 

maintenance equipment. 
 
4. Supervisors shall ensure that the equipment is used properly. 
 
5. Sides of trenches more than five (5) feet deep shall be properly shored, braced, and 

sloped. 
 
6. An adequate means of exit shall be provided (ladder) in trenches of four or more 

feet in depth. 
 
7. All excavated materials shall be stored at least two (2) feet from the trench. 
 
8. Adequate backup alarms shall be installed and in use on all mobile equipment over 

3/4 ton. 
 
9. Management shall ensure that all workers are properly trained in the use of their 

respective equipment. 
 
10. All vehicles shall be equipped with adequate warning lights that are used at the 

work site location. 
 
11. Employees shall be equipped with and required to wear gloves and brightly 

colored clothing (i.e. reflective vest) approved by the department. 
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 Safety Rules and Procedures for Parks and Recreation  
 
     

Comply with rules and regulations established by the North Carolina Department of 
Health and Natural Resources governing Public Swimming Pools. 

 
1. Comply with chemical hazard control laws and material safety data sheets. 

 
2. Provide written hazard communication program to Fire Department, Rescue 

Squad and employees that may come in contact with hazardous chemicals. 
 

3. All chemicals shall be properly stored and labeled in a dry location free of 
petroleum products.  Employees shall be properly trained in use of these 
chemicals. 

 
4. The Chlorine Storage room shall be equipped with an adequate exhaust fan with a 

switch located outside the room. 
 

5. Personal protective equipment such as gloves, respiratory masks, etc shall be worn 
when using appropriate chemicals. 

 
6. Employees involved with the use of respiratory protective equipment shall be 

properly trained and fit tested. 
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Safety Rules and Procedures for Water Resources 
 
 
1. Employees involved with the use of respiratory protective equipment shall be 

thoroughly trained and fit tested. 
 
2. Respiratory protective equipment shall be inspected and maintained in accordance 

with the manufacturer’s specifications. 
 
3. An entry permit is required to enter all confined spaces; all manholes are confined 

spaces and breaking the plane is entering the confined space. 
 
4. Equipment shall be provided and maintained to detect flammable or toxic gases 

and the amount of oxygen in confined areas. 
 
5. All supervisors shall follow up to ensure that the equipment and safety procedures 

are used. 
 
6. Employees shall be trained in use and maintenance of safety equipment. 
 
7. All toxic, corrosive, caustic materials and chemicals shall be properly stored, 

handled, and labeled.  Employees shall be properly trained in the use of these 
materials and chemicals. 

 
8. All involved employees shall comply with the Laboratory Chemical Hygiene Plan. 
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Safety Rules and Procedures for Water Resources Continued  
 
 

 Training shall consist of the items listed below.  The training includes the review 
of written programs, hands on demonstrations of knowledge, videos, annual 
retraining for specific programs, and testing.  The purpose of the training is for 
preventing or minimizing the consequences of accidents and ensuring safe 
practices. 

 
 
 Accident Investigation   Eye Protection 
 Equipment Grounding   Hot Work     
 Bloodborne Pathogens   Eyewash/Safety Shower 
 Housekeeping    Proper Lifting 
 Compressed air    Exotox 
 Laboratory Standard   Respiratory Protection Program 
 Confined Space    Fall Prevention 
 Power Operated Hand Tools  Ladder Use     
 Lockout Tagout    Safety Policy Manual 
 Electrical Safety    Footwear 
 Machine Guarding   Scaffolding 
 Emergency Action Plan   Hand Protection 
 Personal Hygiene   Hazard Communication 
 Personal Protective Equipment   Trenching and Shoring 
 Hearing Conservation   Fire Extinguisher 
 CPR/First Aid     
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Safety Rules and Procedures for Special Equipment 
 

(THE BUCKET TRUCK) 
 

1. Truck driver to complete vehicle inspection checklist prior to leaving the yard. 
 
2. Leave yard and go to first site. 
 
3. Truck to stop at first site and activate parking brake and safety lights. 
 
4. Truck driver to engage hydraulics. 
 
5. Operator to activate stabilizers to proper loading position. 
 
6. Operator to enter bucket operator’s compartment. 
 
7. Operator to visually inspect area for overhead and ground hazards. 
 
8. Perform task. 
 
9. Return boom to travel position after completing operations. 
 
10. Deactivate stabilizers and return to travel position. 
 
11. Truck driver to disengage hydraulics. 
 
12.    Move to next site. 
 
 NOTE: 
* Operator may stay in bucket in a crouched position during transportation if the 

truck does not exceed 20 mph. while traveling from site to site on a smooth paved 
surface. 

 
* If truck is to exceed 20 mph. or is off paved surfaces traveling from site to site the 

bucket operator is to exit the bucket and return to the truck for transportation 
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Respiratory Protection Program 
For the City of Asheboro 

Review Date – 9/26/25 
General   
In the Respiratory Protection program, hazard assessment and selection of proper respiratory PPE 
are conducted in the same manner as for other types of PPE. In the control of those occupational 
diseases caused by breathing air contaminated with harmful dusts, fogs, fumes, mists, gases, 
smokes, sprays, or vapors, the primary objective shall be to prevent atmospheric contamination. 
This shall be accomplished as far as feasible by accepted engineering control measures (for 
example, enclosure or confinement of the operation, general and local ventilation, and substitution 
of less toxic materials). When effective engineering controls are not feasible, or while they are 
being instituted, appropriate respirators shall be used. References: OSHA Standards Respiratory 
Protection (29 CFR 1910.134)   

Responsibilities   
All Employees shall follow the requirements of the Respiratory Protection Program.   
Management   

• implement the requirements of this program. 
• provide a selection of respirators as required. 
• enforce all provisions of this program. 
• appoint an individual to administer the respiratory protection program.   

Program Administrator  
• review sanitation/storage procedures.   
• monitor compliance for this program. 
• provide training for affected Employees. 
• provide respirator fit testing. 

Department Heads 
• review compliance and ensure monthly inspection of all respirators  
• ensure respirators are properly stored, inspected and maintained  

  

Designated Occupational Health Care Provider  
• conduct medical aspects of program.   
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Program Administrator   
Brad Dalke, Safety Manager will be designated as the program administrator who is qualified by 
appropriate training or experience that is commensurate with the complexity of the program to 
administer or oversee the respiratory protection program and conduct the required evaluations of 
program effectiveness.   

 
Voluntary Use of Respirators    
OSHA requires that the voluntary use of respirators (i.e., when respirators are not required by the 
company), be controlled as strictly as if their use were required.  So, any employee wearing a 
respirator voluntarily shall fall under this respiratory protection program, be issued a copy of 
Appendix D of 1910.134, and fill out a medical questionnaire (Appendix C) and have it 
evaluated by an appropriate individual.  Training will be conducted on the proper storage, 
cleaning, and maintenance of the respirator.  All steps will be taken to ensure that the respirator 
does not pose a health risk to the person donning it.   Exception: Employees whose only use of 
respirators involves the voluntary use of filtering (non-sealing) face pieces (dust masks, with one 
OR two straps) do not fall under this program.   

 
Program Evaluation   
Evaluations of the workplace are necessary to ensure that the written respiratory protection 
program is being properly implemented. This includes consulting with employees to ensure that 
they are using the respirators properly. Evaluations shall be conducted as necessary to ensure that 
the provisions of the current written program are being effectively implemented and that it 
continues to be effective.  

Program evaluation will include discussions with employees required to use respirators to assess 
the employees' views on program effectiveness and to identify any problems. Any problems that 
are identified during this assessment shall be corrected. Factors to be assessed include, but are not 
limited to:  

• Respirator fit (including the ability to use the respirator without interfering with effective 
workplace performance);   

• Appropriate respirator selection for the hazards to which the employee is exposed;   
• Proper respirator use under the workplace conditions the employee encounters; and   
• Proper respirator maintenance.   

 

Record Keeping   
Brad Dalke, Safety Manager and Beth King (FNP-C) with Five Point Medical Center, will retain 
written information regarding medical evaluations, fit testing, and the respirator program. This 
information will facilitate employee involvement in the respirator program, assist the Company in 
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auditing the adequacy of the program, and provide a record for compliance determinations by 
OSHA 

Training and Information   
Effective training for employees who are required to use respirators is essential and must be 
comprehensive, understandable, and recur annually, and more often if necessary. Training will be 
provided prior to requiring the employee to use a respirator in the workplace. The training shall 
ensure that each employee can demonstrate knowledge of at least the following:  

• Why the respirator is necessary and how improper fit, usage, or maintenance can 
compromise the protective effect of the respirator;  

• Limitations and capabilities of the respirator;   
• How to use the respirator effectively in emergency situations, including situations in which 

the respirator malfunctions;   
• How to inspect, put on and remove, use, and check the seals of the respirator;   
• What the procedures are for maintenance and storage of the respirator;   
• How to recognize medical signs and symptoms that may limit or prevent the effective use 

of respirators; and   
• The general requirements of this program.   

 

Retraining shall be conducted annually and when:  
• changes in the workplace or the type of respirator render previous training obsolete;   
• inadequacies in the employee's knowledge or use of the respirator indicate that the 

employee has not retained the requisite understanding or skill; and   
• other situation arises in which retraining appears necessary to ensure safe respirator use.   

Training will be conducted by instructors who have adequate knowledge of OSHA training 
requirements.  Training is divided into the following sections:  

 

Classroom Instruction  
1. Overview of the Company Respiratory Protection Program & OSHA Standard;   
2. Respiratory Protection Safety Procedures;   
3. Respirator Selection;   
4. Respirator Operation and Use;   
5. Why the respirator is necessary;   
6. How improper fit, usage, or maintenance can compromise the protective effect;   
7. Limitations and capabilities of the respirator;   
8. How to use the respirator effectively in emergency situations, including respirator 

malfunctions; 
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9. How to inspect, put on and remove, use, and check the seals of the respirator;   
10. What the procedures are for maintenance and storage of the respirator;   
11. How to recognize medical signs and symptoms that may limit or prevent the 

effective use of respirators; and   
12. Change out schedule and procedure for air purifying respirators (APR).  

Fit Testing   

• For each type and model of respirator used. 

Hands-on respirator Training  
1.  Respirator Inspection;   
2.  Respirator cleaning and sanitizing;   
3.  Record Keeping;   
4.  Respirator Storage;  
5.  Respirator Fit Check; and   
6.  Emergencies.   

   

Basic Respiratory Protection Safety Procedures   

1. Only authorized and trained Employees may use Respirators. Those Employees may use 
only the Respirator that they have been trained on and properly fitted to use.   

2. Only Physically Qualified Employees may be trained and authorized to use Respirators. A 
pre-authorization and annual certification by a qualified physician will be required and 
maintained. Any changes in an Employees health or physical characteristics will be 
reported to the program administrator and will be evaluated by a qualified physician.    

3. All respirators will be located in a clean, convenient and sanitary location.   
4. Management will establish and maintain surveillance of jobs and workplace conditions and 

degree of Employee exposure or stress to maintain the proper procedures and to provide 
the necessary RPE. 

5. Management will establish and maintain safe operation procedures for the safe use of 
respiratory protection with strict enforcement and disciplinary action for failure to follow 
all general and specific safety rules in this program.     
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Selection of Respirators   

The City of Asheboro has evaluated the respiratory hazard(s) in each workplace, identified relevant 
workplace and user factors and has based respirator selection on these factors.  

 

Fire Department 

  

A self-contained breathing apparatus (SCBA) will be used in oxygen deficient environments, 
environments with an unknown hazardous substance or unknown quantity of a known hazardous 
substance, or any environment that is determined “immediately dangerous to life or health” 
(IDLH). Scott Air Packs are issued to all Fire Fighters. 

  

-N95 3M 8510 / 8511 Particulate Respirators - Required as needed for medical calls/TB, Mold/Fire 
Investigation. 

-3M Half Face Respirators with 2091 P100 filters - Any individual who cannot pass the N95 Fit 
Test. 

  

Police Department 

 -Avon C50 full face respirators with canister CTCF50 for protection against riot gas.   

N95 3M 8510 / 8511 Particulate Respirators - Required as needed for Detectives & Crime Scene 
Investigation incidents.  

 

3M Half Face Respirators with 2091 P100 filters - Any individual who cannot pass the N95 Fit 
Test. 

RPB T200 – PAPR (Powered Pure Air Respirator) – Filter 03-893 Combination Gas/HE Filter 
Cartridge – Use for protection against volatile organic compounds during death investigations. 

   

Moldex – Mdl 7802 ½ mask / 9000 Full Face – 7100 Organic Vapor Filter - manufacture 
recommends replacing 6 months after package is open , damaged/contaminated (8 hours of 
exposure) prior to  - Use for protection against volatile organic compounds during death 
investigations 

 Cultural Recreation  

  

-3M 6800 Full Face Respirators with 3M P100 Filter 60926 – Required when adding pool 
chemicals (chlorine) to swimming pool. 
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Facilities 

-3M 8293 P100 Particulate Respirator - Required as needed for mold clean up, mowing, or silica 
dust. 

-3M Half Face Respirators with 3M P100 filter 60926 – Required when spraying chemicals 

 

Physical and Medical Qualifications   
Records of medical evaluations must be retained and made available in accordance with 29 CFR 
1910.1020.   

Medical evaluation required   

Using a respirator may place a physiological burden on employees that varies with the type of 
respirator worn, the job and workplace conditions in which the respirator is used, and the medical 
status of the employee. The company provides a medical evaluation to determine the employee's 
ability to use a respirator, before the employee is fit tested or required to use the respirator in the 
workplace.   

Medical evaluation procedures   

The employee will be provided with a medical questionnaire by the designated Occupational 
Health Care Provider.   

Follow-up medical examination   

The company shall ensure that a follow-up medical examination is provided for an employee who 
gives a positive response to any question among questions in Part B of the questionnaire or whose 
initial medical examination demonstrates the need for a follow-up medical examination. The 
follow-up medical examination shall include any medical tests, consultations, or diagnostic 
procedures that the Physician deems necessary to make a final determination.   

Administration of the medical questionnaire and examinations   

The medical questionnaire and examinations shall be administered confidentially during the 
employee's normal working hours or at a time and place convenient to the employee. The medical 
questionnaire shall be administered in a manner that ensures that the employee understands its 
content. The company shall provide the employee with an opportunity to discuss the questionnaire 
and examination results with the Physician.   

Supplemental information for the Physician   

The following information must be given to the Provider before the Provider makes a 
recommendation concerning an employee's ability to use a respirator  

• The type and weight of the respirator to be used by the employee;   
• The duration and frequency of respirator use (including use for rescue and escape);   
• The expected physical work effort;   
• Additional protective clothing and equipment to be worn;   
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• Temperature and humidity extremes that may be encountered; and   
• Any supplemental information provided previously to the Provider regarding an employee 

need not be given for a subsequent medical evaluation if the information and the Physician 
remain the same.   

 
Medical determination   

In determining the employee's ability to use a respirator, the Company shall obtain a written 
recommendation regarding the employee's ability to use the respirator from the Physician. The 
recommendation shall provide only the following information:   

• Any limitations on respirator use related to the medical condition of the employee, or 
relating to the workplace conditions in which the respirator will be used, including whether 
or not the employee is medically able to use the respirator;   

• The need, if any, for follow-up medical evaluations;   
• A statement that the Provider has supplied the employee with a copy of the Provider's 

written recommendation; and   
• If the respirator is a negative pressure respirator and the Physician finds a medical condition 

that may place the employee's health at increased risk if the respirator is used, the Company 
shall provide an APR if the Physician's medical evaluation finds that the employee can use 
such a respirator.  If a subsequent medical evaluation finds that the employee is medically 
able to use a negative pressure respirator, then the Company is no longer required to 
provide an APR.   
 

Additional Medical Evaluations  

At a minimum, the Company shall provide additional medical evaluations that comply with the 
requirements of this section if:  

• An employee reports medical signs or symptoms that are related to ability to use a 
respirator;   

• A Physician, supervisor, or the respirator program administrator informs the Company that 
an employee needs to be reevaluated;   

• Information from the respiratory protection program, including observations made during 
fit testing and program evaluation, indicates a need for employee reevaluation; and   

• A change occurs in workplace conditions (physical work effort, protective clothing, 
temperature, etc.) that may result in a substantial increase in the physiological burden 
placed on an employee.   

   

Respirator Fit Testing and Cartridge/Canister Change out Schedule  
Before an employee is required to use any respirator with a negative or positive pressure tight-
fitting face piece, the employee must be fit tested with the same make, model, style, and size of 
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respirator that will be used. The Company shall ensure that an employee using a tight-fitting face 
piece respirator is fit tested prior to initial use of the respirator, whenever a different respirator face 
piece (size, style, model or make) is used, and at least annually thereafter.   

 

Below is a list of respirators that will be fit tested using Quantitative Fit Testing.  

 

A self-contained breathing apparatus (SCBA) will be used in oxygen deficient environments, 
environments with an unknown hazardous substance or unknown quantity of a known hazardous 
substance, or any environment that is determined “immediately dangerous to life or health” 
(IDLH). Scott Air Packs are issued to all Fire Fighter. 

 

-3M 6800/8293 Full & 1/2 Face Respirators with 3M P100 Filter 60926 – Required when adding 
pool chemicals (chlorine) and spraying chemicals in Facilities Maintenance  Filters are changed 
yearly at fit test unless contaminated and person can detect smell or taste. 

 

-3M Half Face Respirators with 2091 P100 filters - Any individual who cannot pass the N95 Fit 
Test – Filter change yearly at fit test unless contaminated and person can detect smell or taste. 

   

-Avon C50 full face respirators with canister CTCF50 for protection against riot gas.  Filter is 
changed with the indicator turns blue or is damaged in any way. 

 

-3M Half Face Respirators with 2091 P100 filters - Any individual who cannot pass the N95 Fit 
Test – Filter change yearly at fit test unless contaminated and person can detect smell or taste. 

  

Moldex – MDL 7802 ½ mask / 9000 Full Face – 7100 Organic Vapor Filters - manufacture 
recommends replacing 6 months after package is open, damaged/contaminated (8 hours of 
exposure) prior to - Use for protection against volatile organic compounds during death 
investigations. 

 Below is a list of respirators that will be fit tested using Qualitative Fit Testing (Sodium 
Saccharin) 

-N95 3M 8510 / 8511 Particulate Respirators - Required as needed for medical calls/TB, Mold/Fire 
Investigation - One time use and discarded.  

-3M 8293 P100 Particulate Respirator - Required as needed for mold clean up, mowing, or silica 
dust. 

 

The City of Asheboro has established a record of the qualitative fit tests administered to employees 
including:  
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• The name or identification of the employee tested;   
• Type of fit test performed;   
• Specific make, model, style, and size of respirator tested;   
• Date of test; and   
• The pass/fail results for QLFTs   

Additional fit tests will be conducted whenever the employee reports, or the Company, Physician, 
supervisor, or program administrator makes visual observations of, changes in the employee's 
physical condition that could affect respirator fit. Such conditions include, but are not limited to, 
facial scarring, dental changes, cosmetic surgery, or an obvious change in body weight.   

If after passing a QLFT, the employee notifies the Company, program administrator, supervisor, 
or Physician that the fit of the respirator is unacceptable, the employee shall be given a reasonable 
opportunity to select a different respirator face piece and to be retested.   

 

Respirator Operation and Use   
Respirators will only be used following the respiratory protection safety procedures established in 
this program. The Operations and Use Manuals for each type of respirator will be maintained by 
the Program Administrator and be available to all qualified users.   

Surveillance by the direct supervisor shall be maintained of work area conditions and degree of 
employee exposure or stress. When there is a change in work area conditions or degree of 
employee exposure or stress that may affect respirator effectiveness, the Company shall reevaluate 
the continued effectiveness of the respirator.   

 

Face piece seal protection   

The City of Asheboro does not permit respirators with tight-fitting face pieces to 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; and/or   

• Any condition that interferes with the face-to-face piece seal or valve function.   

If an employee wears corrective glasses or goggles or other personal protective equipment, the 
Company shall ensure that such equipment is worn in a manner that does not interfere with the 
seal of the face piece to the face of the user.   

  
Cleaning and Disinfecting    

The City of Asheboro shall provide each respirator user with a respirator that is clean, sanitary, 
and in good working order. The City of Asheboro shall ensure that respirators are cleaned and 
disinfected after each use.   
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-N95 filtering facepieces will be disposed of after each use. 

-All respirators will be cleaned using either disinfectant wipes or soap and water. 

 

Respirator Inspection    

Respirators shall be inspected as follows:  
• All respirators used in routine situations shall be inspected before each use and during 

cleaning; They be disposed of if there are any signs of damage to the respirator. 

Respirator inspections include the following:  
• A check of respirator function, tightness of connections, and the condition of the face piece 

and head straps.  
 

Respirator Storage   

 

Respirators are to be stored as follows:  
All respirators shall be stored to protect them from damage, contamination, dust, sunlight, 
extreme temperatures, excessive moisture, and damaging chemicals.  
 

Fire Department  
-SCBA Respirators will be stored in secure locations on Apparatus/Station 1 Air Room 
-N95 respirators are located on the Apparatus/Medical Closets  
Police Department 
-Gas Masks will be stored in the original manufactures bag located in employee lockers/patrol car  
-N95 filtering facepieces will be stored in the Riot Room on the bottom of the floor of the Police 
Department. 
C&R - Pool 
-Full face respirator is hung in the office on the wall and stored in a sealed bag. 
Facilities Maintenance 
½ Face Respirators will be stored in the maintenance shop in a sealed bag. 
 
Procedures for IDLH atmospheres 
 
For all IDLH atmospheres, the company will ensure that: 
 
• One employee or, when needed, more than one employee is located outside the IDLH 

atmosphere. 
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• Visual, voice or signal line communication is maintained between the employees in the 
IDLH atmosphere and the employees located outside the IDLH atmosphere. 

• The employees located outside the IDLH atmosphere are trained and equipped to provide 
effective emergency rescue. 

• The employer or designee is notified before the employees located outside the IDLH 
atmosphere enter the IDLH atmosphere to provide emergency rescue. 

• The employer or designee authorized to do so by the company, once notified, provides 
necessary assistance appropriate to the situation. 

 
Employees located outside the IDLH atmospheres will be equipped with: 
 
• Pressure demand or other positive pressure SCBAs, or a pressure demand or other positive 

pressure supplied-air respirator with auxiliary SCBA; and either 
• Appropriate retrieval equipment for removing the employees who enters these hazardous 

atmospheres where retrieval equipment would contribute to the rescue of the employees and 
would not increase the overall risk resulting from entry; or 

• Equivalent means for rescue where retrieval equipment is not required. 
 
 
Breathing Air Quality and Use  
 
The company will ensure that compressed air, compressed oxygen, liquid air and liquid oxygen 
used for respiration accords with the following specifications: 
 
• Compressed breathing air must meet at least the requirements for Grade D breathing air 

described in ANSI/Compressed Gas Association Commodity Specification for Air, G-7.1-
1989, to include: 

o Oxygen content (v/v) of 19.5–23.5 percent. 
o Hydrocarbon (condensed) content of 5 milligrams per cubic meter of air or less. 
o Carbon monoxide (CO) content of 10 ppm or less. 
o Carbon dioxide content of 1,000 ppm or less. 
o Lack of noticeable odor. 

• Compressed oxygen will not be used in atmosphere-supplying respirators that have 
previously used compressed air. 

• Oxygen concentrations greater than 23.5 percent are used only in equipment designed for 
oxygen service or distribution. 

• Cylinders used to supply breathing air to respirators meet the following requirements: 
o Cylinders are tested and maintained as prescribed in the Shipping Container 

Specification Regulations of the Department of Transportation (49 CFR part 173 and 
part 178—Transportation). 

o Cylinders of purchased breathing air have a certificate of analysis from the supplier 
that the breathing air meets the requirements for Grade D breathing air. 

o Moisture content in breathing air cylinders does not exceed a dew point of −50 
degrees F (−45.6 degrees C) at 1 atmosphere pressure. 
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o Breathing air couplings are incompatible with outlets for non-respirable worksite air 
or other gas systems. No asphyxiating substance will be introduced into breathing air 
lines. 

o Breathing gas containers will be marked in accordance with the NIOSH respirator 
certification standard, 42 CFR Part 84—Public Health. 
 

 

















































































   

A copy of this Permit to be sent to Safety Coordinator 

Confined Space Entry Permit 
This permit is valid for no more than 8 hours. All copies remain at site until job is 
completed and then retained for one year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Confined Space Entry Permit 

1- Date and time am  Date and time              am  
Issued             ____/____/____ at ____pm    Expires          ____/____/____pm 
 

2- Space to be entered _________________________________________________________________ 
 

3- Purpose of entry ___________________________________________________________________ 
 
 4- Authorized entrants ____________________________       _________________________________ 
   ____________________________ _________________________________ 
   ____________________________ _________________________________ 
   ____________________________ _________________________________ 
 
 5- Attendants ____________________________ _________________________________ 
   ____________________________ _________________________________ 
 
 6- Name of Current ____________________________ Time ____________________________ 
  Entry Supervisor(s) ____________________________ Time ____________________________ 
 

7- Entry Supervisor who 
Originally authorized entry ___________________________________________________________ 

    Signature 
8- Record Hazards of the space to be entered     
 
Hazard                                  Yes          No          N/A 

9- Check or list the measures used to isolate the space 
    and to eliminate or control permit space hazards. 
 
 
____a. Purge-Flush and Vent 
 
____b. Ventilation 
 
____c. Lockout/Tagout 
 
____d. Inerting 
 
____e. Blanking, Blocking, Bleeding 
 
____f. External Barricades 
 
____g. Confined Space Identification Signs 

a. Lack Of Oxygen    

b. Combustible Gases    

c. Combustible Vapors    

d. Combustible Dust    

e. Toxic Gases    

f. Toxic Vapors    

g. Chemical Contact    

h. Electrical Hazards    

I. Mechanical Exposures    

j. Temperature    

k. Engulfment    

l. Entrapment    

m. Others    

 
 

 
 



   

A copy of this Permit to be sent to Safety Coordinator 

 
 
 

 
10- Acceptable Entry Conditions 
11- Tests To Be Taken Permissible 

Entry Levels 
Test 1 Test 2 Test 3 Test 4 

a. Percent of Oxygen 19.5% to 23.5%     

b. Flamable/Explosive Less than 10% LEL     

c. Toxic, Carbon 
Monoxide 

Less Than 35 PPM     

d. Toxic, Hydrogen 
Sulfide 

Less Than 10 PPM     

 
Signature of Tester________________________________________________________________________ 
                               Test results to be recorded initially and at least 2 hours thereafter.             
                                Stratified air to be recorded on page 3 before initial entry. 
12- Rescue and Emergency Services Available 
Name ________________________________          Name ______________________________ 
Telephone_____________________________          Telephone___________________________ 
 
13- Communication procedures to be used by authorized entrants and attendants. 
 
 
14- Equipment Supplied to the Employee 
 
Yes   No   N/A         Equipment                                                        Description       
 
 

 
 

 
 

a. Gas test and 
    monitoring 

Name ____________ Model/Type____________ 
Serial/Unit # 

     b. Ventilating  

   c. Communications  

   d. Personal Protective Eq. __ Safety Harness  __ Hard Hats __ Hand __ Eye __ Foot 
__ Respiratory __Ear __Clothing __ Face 

   e. Lighting  

   f. Barriers/Shields __ Pedestrian __ Vehicle __ Other 

   g. Safe Ingress/Egress __ Ladders 

   h. Rescue __ Lifelines __ Hoists __ Resuscitators/Inhalers 

   i. Other Safety Equipment  
15-Additional permits or information for this space. __ Hot Work __ Other              (use separate sheet) 



A copy of this Permit to be sent to Safety Coordinator 

This Confined Space Entry Permit Has Been Cancelled 

By _______________________________ Time and Date ______________________________ 

Test Level in 
Ft. 

PERCENT OF 
OXYGEN 

FLAMABLE/EXPLOSIVE TOXIC, CARBON 
MONOXIDE 

TOXIC, 
HYDROGEN 

SULFIDE 
AT 4 
AT 8 

AT 12 
AT 16 
AT 20 
AT 24 
AT 28 
AT 32 
AT 36 
AT 40 
AT 44 
AT 48 
AT 52 
AT 56 
AT 60 
AT 64 
AT 68 
AT 72 
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Hazard Communication Program 

I Purpose 
 
The City of Asheboro is complying with the requirements of OSHA's Hazard 
Communication Standard 29 CFR 1910.1200 by compiling a list of hazardous chemicals, 
using safety data sheets (SDSs), ensuring that containers are labeled and providing other 
forms of warning, and training our employees. In addition, we share information with 
other employers involved in a specific project so that they may keep their employees 
informed.  

This program applies to all work operations in the City of Asheboro where employees 
may be exposed to hazardous chemicals under normal working conditions or during an 
emergency situation. Under this program, our employees will be informed of the contents 
of the Hazard Communication Standard and the hazards of chemicals with which they 
work, safe handling procedures, and measures to take to protect themselves from these 
chemicals, among other training elements. 

The Safety Coordinator has overall responsibility for the program, reviewing and 
updating the program is done with the Safety Committee, as necessary. Copies of this 
written program may be obtained from the Safety Coordinator who keeps the program in 
the Safety Policy Manual and online. All employees, or their designated representatives, 
may obtain further information about this written program, the Hazard Communication 
Standard, applicable SDSs, and our chemical list from the Human Resources Department. 

 

II List of Hazardous Chemicals 
 
The City’s "chemical inventory" is a list of product identifiers of hazardous chemicals 
known to be present at our workplaces. Anyone who comes in contact with the hazardous 
chemicals on the list needs to know what those chemicals are and how to protect 
themselves. That is why it is so important that hazardous chemicals are identified, 
whether they are found in a container or generated in work operations (e.g., welding 
fumes, dusts, and exhaust fumes). The hazardous chemicals on the chemical inventory 
can cover a variety of physical forms including liquids, solids, gases, vapors, fumes, and 
mists. 

The Safety Coordinator updates the hazardous chemical inventory as necessary, when 
new chemicals are purchased and Division Directors, Department Heads and Supervisors 
forward the new SDSs to the Human Resources Department.  
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III Chemical Hazard Classification 
 
Safety Data Sheets (SDSs) 

SDSs are fact sheets for chemicals that pose a physical or health hazard in the workplace. 
These sheets provide our employees with specific information on the chemicals in their 
work areas. 

A. Obtaining & Maintaining (SDSs) 
The Safety Coordinator along with Division Directors, Department Heads and 
Supervisors are responsible for obtaining and maintaining the SDSs and will contact the 
chemical manufacturer or vendor if additional chemical information is needed. SDSs for 
new products or reordered products shall be sent to the Safety Coordinator. 

The procedure followed if the SDS is not received with the first shipment is as follows: 

1. Contact the chemical supplier and request the SDS and forward it to the Safety 
Coordinator.  

SDSs are kept readily accessible to all employees during each work shift at the following 
location(s):  

B. Accessing MSDS Online 
 
 MSDS-Online, Employees may obtain access to them by using any computer in the 
workplace with internet capability by the following: 
https://chemmanagement.ehs.com/9/cbbbb56c-72b5-4b17-8d7b-97dca640783b/ebinder 

Or by scanning the QR code below: 

 

 

 

Each SDS is provided in English and includes the sections required by OSHA in the 
order listed in the Hazard Communication Standard. The procedure we use to update 
these SDSs when new and significant health information is found, all chemicals that are 
purchased requires a SDS and after review of the revision date it will be added to the 
Hazard Chemical list. MSDS–Online also updates when chemical companies revise their 
SDSs 

https://chemmanagement.ehs.com/9/cbbbb56c-72b5-4b17-8d7b-97dca640783b/ebinder
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C. Alternative Access to SDSs

 OSHA allows SDSs to be kept in any form, as long as the information is provided for 
each hazardous chemical and is readily accessible during each work shift to employees 
when they are in their work area(s). Therefore, we have taken advantage of this flexible 
OSHA provision for alternatives to SDSs in the workplace. Our alternative(s) includes:  

a) MSDS Online Backup file (No Internet Needed)
b) Departments can print out their SDS’s and have them in a book and will be

responsible for maintaining their books.

IV Labels and Other Forms of Warning 

In most cases, hazardous chemical containers at the workplace must be clearly labeled, 
tagged, or marked in accordance with the Hazard Communication Standard, either with: 

1. The product identifier, signal word, hazard statement(s), pictogram(s), and
precautionary statement(s); or

2. The product identifier and words, pictures, symbols, or combination thereof,
which provide at least "general" information regarding the hazards of the
chemicals, and which, in conjunction with the other information immediately
available to employees under the Hazard Communication Program, will provide
employees with the "specific" information regarding the physical and health
hazards of the hazardous chemical.

While not required for in-house labeling, the name and address of the manufacturer, 
importer, or other responsible party may also be found on the label, tag, or marking 
because shipped containers of hazardous chemicals must bear this information. Hazards 
not otherwise classified, if any, do not have to be addressed on a container but must be 
addressed on the SDS. 

Because the product identifier is found on the label, the SDS, and our chemical inventory, 
the product identifier links these three sources of information, permitting cross-
referencing. The product identifier used by the supplier may be a common or trade name, 
a chemical name, or a number. Employees should be aware that label information can be 
verified by referring to the corresponding SDS. 

Division Directors, Department Heads and Supervisors are responsible for ensuring that 
all hazardous chemicals in containers at the workplace have proper labels or other forms 
of warning that are legible, in English (although other languages may also be included), 
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and displayed clearly on the container or readily available in the work area throughout 
each work shift, as required. This person will update labels, as necessary, also ensures 
that newly purchased chemicals are checked for labels when containers are received. 

Division Directors, Department Heads and Supervisors are responsible for ensuring the 
proper labeling, tagging, or marking of any shipped containers leaving the workplace. 
These labels, tags, or marks must provide not only the product identifier, signal word, 
hazard statement(s), pictogram(s), and precautionary statement(s) but also the name, 
address, and telephone number of the chemical manufacturer, importer, or other 
responsible party. 

A poster is displayed to inform employees about the Hazard Communication Standard. It 
is located in all departments on the work place bulletin boards.  

If employees transfer chemicals from a labeled container to a portable, secondary 
container that is intended only for their IMMEDIATE use, no labels, tags, or markings 
are required on the portable container. Otherwise portable containers must be labeled, 
tagged, or marked in accordance with our in-house labeling system for workplace 
containers. 

If a label is missing or unreadable it must be corrected immediately and the Supervisor 
notified.  

The in-house labeling system we use for workplace container labeling is generated from 
MSDS-online. 

V Training 
 
Everyone who works with or is potentially "exposed" to hazardous chemicals on the job 
will receive initial training on the Hazard Communication Standard and the safe use of 
those hazardous chemicals before starting work. "Exposure" means that "an employee is 
subjected in the course of employment to a chemical that is a physical or health hazard, 
and includes potential (e.g., accidental or possible) exposure." Whenever a new chemical 
hazard is introduced or an old hazard changes, additional training is provided. All 
training is conducted by the Safety Coordinator or other Competent Person. 

Effective information and training is a critical part of the Hazard Communication 
Program. Employees shall be trained to read and understand the information on labels 
and SDSs, determine how the information can be obtained and used in their own work 
areas, and understand the risks of exposure to the chemicals in their work areas, as well 
as ways to protect themselves. Our goal is to ensure employees know that they are 
exposed to hazardous chemicals, have the skills to read and use labels and SDSs, and 
understand how to appropriately follow the protective measures we have established. 
Employees are urged to ask Division Directors, Department Heads and Supervisors 
questions for greater comprehension. 
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As part of the assessment of the training program, The Safety Coordinator asks for input 
from employees regarding the training they have received and their suggestions for 
improving it. In this way, we hope to reduce any incidence of chemical-related illness or 
injury. 

 

VI Training Content 
 
The training program emphasizes these elements:  

1. Summary of the Hazard Communication Standard. 
2. What hazardous chemicals are present in operations in employee work areas? 
3. Chemical and physical properties of hazardous chemicals (e.g., flash point, 

reactivity, etc.) and how to detect the presence or release of these chemicals 
(including chemicals in unlabeled pipes). 

4. Physical hazards of chemicals (e.g., potential for fire, explosion, etc.). 
5. Health hazards, including signs and symptoms of overexposure, associated with 

exposure to chemicals and any medical condition known to be aggravated by 
exposure to them. 

6. Any simple asphyxiation, combustible dust, and pyrophoric hazards, as well as 
hazards not otherwise classified, of chemicals in work areas. 

7. Any steps the city has taken to reduce or prevent exposure to hazardous 
chemicals, such as engineering controls. 

8. Procedures to protect against hazards and exposure (e.g., work practices or 
methods to assure proper use and handling of chemicals and any required personal 
protective equipment and its proper use and maintenance). 

9. Procedures for reporting and responding to chemical emergencies. 
10. How to read and use both the workplace labeling system and labels received on 

shipped containers. 
11. The order of information found on SDSs and how to read the information and 

what it means. 
12. How to access SDSs and the written Hazard Communication Program, including 

the chemical inventory. 
13. Silica Training: 

 
Employees that will be exposed to respirable crystalline silica performing tasks involving 
silica additional training will be provided to them per the requirements of the OSHA 
Construction Silica standard (1926.1153).   
 
The lesson plan will cover the following topics in detail: 

• Overview of 29CFR 1926.1153 
• The health hazards associated with exposure to respirable crystalline silica;  
• Specific tasks in the workplace that could result in exposure to respirable 

crystalline silica; 
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• Specific measures the employer has implemented to protect employees from 
exposure to respirable crystalline silica, including engineering controls, work 
practices, and respirators to be used; 

• Identity of the competent person designated by the employer; 
• Describe the medical surveillance program required. 

 

Police personnel have the potential to be exposed to lead while qualifying at the gun 
range. These employees will be trained on Lead per the requirements of the Lead 
Standard.  
 
The training will include the following: Overview of 29 CFR 1910.1025. 
               
• Training will be provided upon hire and annually for each employee with 

occupational exposure to lead. 
• Training will include the contents of the lead standard and its appendices, the specific 

operations which could result in exposure,  
• The content of this standard and its appendices; 
• The specific nature of the operations which could result in exposure to lead above the 

action level; 
• The purpose, proper selection, fitting, use, and limitations of respirators; 
• The purpose and a description of the medical surveillance program, and the medical 

removal protection program including information concerning the adverse health 
effects associated with excessive exposure to lead (with particular attention to the 
adverse reproductive effects on both males and females); 

• The engineering controls and work practices associated with the employee's job 
assignment; 

• The contents of any compliance plan in effect; and 
• Instructions to employees that chelating agents should not routinely be used to 

remove lead from their bodies and should not be used at all except under the direction 
of a licensed physician; 

 
 

At each training session a sign-in sheet will be used to document completion of training.  
The sign-in sheet will contain the instructor’s name, date of training, a summary of the 
training, and a list of who attended including the employees’ names, printed, along with 
their signatures.  

New employees are trained at the time of New Employee orientation; there will also be 
specific training on hazardous chemical at the Water Plant and Wastewater Treatment 
Plant. Employees are trained when a new hazard is introduced by Job Hazard Reviews 
and Chemical Hygiene Plan for Water Quality. 
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VII Hazards of Non-routine Tasks 
 
Periodically, employees are required to perform non-routine tasks that involve hazardous 
chemicals. When employees will be required to perform hazardous non-routine tasks, 
such as job reassignments, that have the potential to expose employees to hazardous 
chemicals, Employees are inform of these hazards by reviewing Job Hazard Analysis 
with employees. 

 

VIII Multi-Employer Facility 
 
When contractors or any other employers' workers will be working at this workplace, the 
Division Directors, Department Heads and Supervisors will:  

1. Provide the other employer(s) with SDSs for any of our hazardous chemicals to 
which their employees may be exposed, this will be done in pre construction 
meetings. 

2. Relay to other employer(s) all necessary in-house labeling system and 
precautionary information for normal operations and foreseeable emergencies. 

Moreover, it is the responsibility of Department Heads and Supervisors to obtain from 
each contractor or other employer the appropriate hazard information on chemicals they 
bring on-site, including SDSs, the labeling system used, and the precautionary measures 
to be taken in working with or near these chemicals.  

VIIII Additional Information 
 
As stated earlier, all employees, or their designated representatives, may obtain further 
information on this written program, the Hazard Communication Standard, applicable 
SDSs, and the chemical inventory from The Human Resources Department or Safety 
Coordinator. 

                                            HCS Pictograms and Hazards 
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Health Hazard 

 

 Carcinogen  
 Mutagenicity  
 Reproductive 

Toxicity  
 Respiratory 

Sensitizer  
 Target Organ 

Toxicity  
 Aspiration Toxicity  

Flame 

 

 Flammables  
 Pyrophorics  
 Self-Heating  
 Emits Flammable 

Gas  
 Self-Reactives  
 Organic Peroxides  

Exclamation Mark 

 

 Irritant (skin and 
eye)  

 Skin Sensitizer  
 Acute Toxicity  
 Narcotic Effects  
 Respiratory Tract 

Irritant  
 Hazardous to Ozone 

Layer (Non-
Mandatory)  

Gas Cylinder 

 

 Gases Under 
Pressure  

Corrosion 

 

 Skin 
Corrosion/Burns  

 Eye Damage  
 Corrosive to Metals  

Exploding Bomb 

 

 Explosives  
 Self-Reactives  
 Organic Peroxides  

Flame Over Circle 

 

 Oxidizers  

Environment 

(Non-Mandatory) 

 

 Aquatic Toxicity  

Skull and 
Crossbones 

 

 Acute Toxicity (fatal 
or toxic 
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SAMPLE LABEL 
PRODUCT IDENTIFIER 

CODE ______________________________ 
Product Name ___________________ 

SUPPLIER IDENTIFICATION 
Company Name_________________ 
Street Address ______________________ 
City _________________ State ______ 
Postal Code __________ Country ______ 
Emergency Phone Number ___________  

PRECAUTIONARY STATEMENTS 
Keep container tightly closed. Store in cool, well ventilated place that is locked. 
Keep away from heat/sparks/open flame. No smoking. 
Only use non-sparking tools.  
Use explosion-proof electrical equipment. 
Take precautionary measure against static discharge.  
Ground and bond container and receiving equipment.  
Do not breathe vapors.  
Wear Protective gloves.  
Do not eat, drink or smoke when using this product.  
Wash hands thoroughly after handling.  
Dispose of in accordance with local, regional, national, international regulations as specified. 
In Case of Fire: use dry chemical (BC) or Carbon dioxide (CO2) fire extinguisher to extinguish. 
First Aid 
If exposed call Poison Center. 
If on skin (on hair): Take off immediately any contaminated clothing. Rinse skin with water.  

HAZARD PICTOGRAMS 

 
SIGNAL WORD 

Danger 
HAZARD STATEMENT 

Highly flammable liquid and vapor. 
May cause liver and kidney damage. 

SUPPLEMENTAL INFORMATION 
Directions for use 
______________________________ 
______________________________ 
______________________________ 
Fill weight: _____________ Lot Number ______ 
Gross weight: __________ Fill Date: ______ 
Expiration Date: ___________ 
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Hazard Communication Safety Data Sheets 

The Hazard Communication Standard (HCS) requires chemical manufacturers, distributors, or 
importers to provide Safety Data Sheets (SDSs) (formerly known as Material Safety Data Sheets or 
MSDSs) to communicate the hazards of hazardous chemical products. As of June 1, 2015, the HCS will 
require new SDSs to be in a uniform format, and include the section numbers, the headings, and 
associated information under the headings below: 

Section 1, Identification includes product identifier; manufacturer or distributor name, address, 
phone number; emergency phone number; recommended use; restrictions on use. 

Section 2, Hazard(s) identification includes all hazards regarding the chemical; required label 
elements. 

Section 3, Composition/information on ingredients includes information on chemical 
ingredients; trade secret claims. 

Section 4, First-aid measures includes important symptoms/ effects, acute, delayed; required 
treatment. 

Section 5, Fire-fighting measures lists suitable extinguishing techniques, equipment; chemical 
hazards from fire. 

Section 6, Accidental release measures lists emergency procedures; protective equipment; 
proper methods of containment and cleanup. 

Section 7, Handling and storage lists precautions for safe handling and storage, including 
incompatibilities. 

Section 8, Exposure controls/personal protection lists OSHA's Permissible Exposure Limits 
(PELs); Threshold Limit Values (TLVs); appropriate engineering controls; personal protective 
equipment (PPE). 

Section 9, Physical and chemical properties lists the chemical's characteristics. 

Section 10, Stability and reactivity lists chemical stability and possibility of hazardous reactions. 

Section 11, Toxicological information includes routes of exposure; related symptoms, acute and 
chronic effects; numerical measures of toxicity. 

Section 12, Ecological information* 

Section 13, Disposal considerations* 

Section 14, Transport information* 

Section 15, Regulatory information* 

Section 16, Other Information, includes the date of preparation or last revision. 
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City of Asheboro 

Lockout/Tagout Procedure 

 

I. Purpose 

The objective of this procedure is to establish a means of positive control to prevent the 
accidental starting or activating of machinery or systems while they are being repaired, cleaned, 
and/or serviced.  This program serves to: 

1. Establish a safe and positive means of shutting down machinery, equipment, and systems. 

2. Prohibit unauthorized personnel or remote control systems from starting machinery or 
equipment while it is being serviced. 

3. Provide a secondary control system (tagout) when it is impossible to positively lockout 
the machinery or equipment. 

4. Establish responsibility for implementing and controlling lockout/tagout procedures. 

5. Ensure that only approved locks, standardized tags, and fastening devices authorized by 
the city will be utilized in the lockout/tagout procedures. 

 

II. Assignment of Responsibilities  
 

1. Supervisors (i.e. Superintendents /Forepersons) will be responsible for implementing the 
lockout/tagout program. 
 

2. Supervisors (i.e. Superintendents /Forepersons) are responsible for enforcing the program 
and insuring compliance with the procedures in their departments. 
 

3. Supervisors (i.e. Superintendents /Forepersons) are responsible for monitoring the 
compliance with this procedure and will conduct the annual inspection and certification 
of the authorized employees. 
 

4. Authorized employees are responsible for following established lockout/tagout 
procedures.  An authorized employee is defined as a person who locks out or tags out 
machines or equipment in order to perform servicing or maintenance on that machine or 
equipment. An affected employee becomes an authorized employee when that employee's 
duties include performing servicing or maintenance covered under 29 CFR 1910.147, 
The Control of Hazardous Energy (lockout/tagout). A copy of this regulation is attached 
to this policy as Attachment B. 
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5. Affected employees (all other employees in the facility) are responsible for insuring they 

do not attempt to restart or re-energize machines or equipment that are locked out or 
tagged out. An affected employee is defined as a person whose job requires him/her to 
operate or use a machine or equipment on which servicing or maintenance is being 
performed under lockout or tagout, or whose job requires him/her to work in an area in 
which such servicing or maintenance is being performed. 

  

III. Procedures 

The ensuing items are to be followed to ensure both compliance with the OSHA Control of 
Hazardous Energy Standard and the safety of our employees. 

While it is not recommended or favored, there may be certain situations where it is necessary for 
employees to work on energized machinery, equipment or systems, for example when testing or 
troubleshooting a particular piece of equipment or system.  In such situations, it is crucial to 
ensure that only trained employees that are qualified to work on energized circuits or equipment 
are assigned such tasks.  The employer must notify all affected and authorized employees of the 
work and implement the necessary situation specific safety precautions to protect workers. 

Each division director / department head is responsible for ensuring that equipment specific 
procedure forms (Attachment A) are created, continuously updated, and posted  as applicable 
within the facilities under the division director’s / department head’s control. 

 

IV. Preparation for Lockout or Tagout 

Employees who are required to utilize the lockout/tagout procedure must be knowledgeable of 
the different energy sources as well as the proper sequence and means of shutting off or 
disconnecting energy. The four types of energy sources are: 

1) Electrical (most common form); 
2) Hydraulic or pneumatic; 
3) Fluids and gases; and 
4) Mechanical (including gravity). 

More than one energy source may be utilized on some equipment and the proper procedure must 
be followed in order to identify energy sources and lockout/tagout accordingly.  

 

V. Electrical 
 

1) Shut off power at machine and disconnect. 
2) Disconnecting means must be locked or tagged. 
3) Press start button to see that correct systems are locked out 
4) All controls must be returned to their safest position. 
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5) Points to remember:  
 

a) If a machine or piece of equipment contains capacitors, they must be drained of stored 
energy. 

b) Possible methods or means of disconnecting include the power cord, power panels (look 
for primary and secondary voltage), breakers, the operator's station, motor circuit, relays, 
limit switches, and electrical interlocks. 

c) Some equipment may have a motor isolating shut-off and a control isolating shut-off. 

d) If the electrical energy is disconnected by simply unplugging the power cord, the cord must be 
kept under the control of the authorized employee or the plug end of the cord must be locked out 
or tagged out. 

 

VI. Hydraulic/Pneumatic 
 

1) Shut off all energy sources (pumps and compressors).  If the pumps and compressors supply 
energy to more than one piece of equipment, lockout or tagout the valve supplying energy to the 
piece of equipment being serviced. 

2) Stored pressure from hydraulic/pneumatic lines shall be drained/bled when release of stored 
energy could cause injury to employees. 

3) Make sure controls are returned to their safest position (off, stop, standby, inch, jog, etc.). 
 
 

VII. Fluids and Gases 
 

1) Identify the type of fluid or gas and the necessary personal protective equipment. 
2) Close valves to prevent flow, and lockout/tagout. 
3) Determine the isolating device, then close and lockout/tagout. 
4) Drain and bleed lines to zero energy state. 
5) Some systems may have electrically controlled valves.  If so, they must be shut off and 

locked/tagged out. 
6) Check for zero energy state at the equipment. 

 

VIII. Mechanical Energy 

Mechanical energy includes gravity activation, energy stored in springs, etc. 

1) Block out or use die ram safety chain. 
2) Lockout or tagout safety device. 
3) Shut off, lockout or tagout electrical system. 
4) Check for zero energy state. 
5) Return controls to safest position. 
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IX. Release from Lockout/Tagout 

 
1) Inspection:  Make certain the work is completed and inventory the tools and equipment that were 

used.  

2) Clean-up: Remove all towels, rags, work-aids, etc.  

3) Replace guards: Replace all guards possible.  Sometimes a particular guard may have to be left 
off until the start sequence is over due to possible adjustments. However, all other guards should 
be put back into place.  

4) Check controls: All controls should be in their safest position.  

5) The work area shall be checked to ensure that all employees have been safely positioned or 
removed and notified that the lockout/tagout devices are being removed.  

6) Remove locks/tags.  Remove only your lock or tag. 

 

X. Service or Maintenance Involving More than One Person 

When servicing and/or maintenance is performed by more than one person, each authorized 
employee shall place his own lock or tag on the energy isolating source.  This shall be done by 
utilizing a multiple lock scissors clamp if the equipment is capable of being locked out.  If the 
equipment cannot be locked out, then each authorized employee must place his tag on the 
equipment. 

 

XI. Removal of an Authorized Employee’s Lockout/Tagout by the City 

In conjunction with the completion of Attachment A (Equipment Specific Procedure’s), each 
location must develop written emergency procedures that comply with 1910.147(e)(3) to be 
utilized at that location.  Emergency procedures for removing lockout/tagout should include the 
following: 

1) Verification by employer that the authorized employee who applied the device is not in 
the facility. 

2) Make reasonable efforts to advise the employee that his/her device has been removed.  
(This can be done when he/she returns to the facility). 

3) Ensure that the authorized employee has this knowledge before he/she resumes work at 
the facility. 
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XII. Shift or Personnel Changes 

In conjunction with the completion of the needed Attachment A (Equipment Specific 
Procedures) forms, each facility must develop written procedures based on specific needs and 
capabilities.  Each procedure must specify how the continuity of lockout or tagout protection will 
be ensured at all times.  See 1910.147(f)(4). 

 

XIII. Procedures for Outside Personnel/Contractors 

Outside personnel/contractors shall be advised that the city has and enforces the use of 
lockout/tagout procedures.  They will be informed of the use of locks and tags and notified about 
the prohibition of attempts to restart or re-energize machines or equipment that are locked out or 
tagged out. 

City personnel will obtain information from the outside personnel/contractor about their 
lockout/tagout procedures and advise affected employees of this information. 

 

XIV. Training and Communication 

Each authorized employee who will be utilizing the lockout/tagout procedure will be trained in 
the recognition of applicable hazardous energy sources, type and magnitude of energy available 
in the work place, and the methods and means necessary for energy isolation and control. 

Each affected employee (all employees other than authorized employees utilizing the 
lockout/tagout procedure) shall be instructed in the purpose and use of the lockout/tagout 
procedure, and the prohibition of attempts to restart or re-energize machines or equipment that 
are locked out or tagged out. 

 

XV. Periodic Inspection 

A periodic inspection (at least annually) will be conducted of each authorized employee under 
the lockout/tagout procedure. This inspection shall be performed by Supervisors (i.e. 
Superintendents /Forepersons). If Supervisors (i.e. Superintendents /Forepersons) are also using 
the energy control procedure being inspected, then the inspection shall be performed by another 
party. 

The inspection will include a review between the inspector and each authorized employee of that 
employee's responsibilities under the energy control (lockout/tagout) procedure.  The inspection 
will also consist of a physical inspection of the authorized employee while performing work 
under the procedures. 

The Supervisors (i.e. Superintendents /Forepersons) shall certify in writing that the inspection 
has been performed. The written certification shall be retained in the individual's team level 
personnel file. 
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Attachment A 
 

Equipment Specific Procedure 
 

City of Asheboro                         
                  

Date _________________ 
 

Machine Identification 
 
General Description:  ____________________________________________________________ 
_____________________________________________________________________________                                                                                                           
Manufacturer:  _________________________________________________________________ 
_____________________________________________________________________________                                                                                                 
Model Number: ________________________________________________________________                                                                                                                 
Serial Number:* _______________________________________________________________ 
_____________________________________________________________________________   
                                                                                                                                         
* If more than one piece of same equipment, list all serial numbers. 
 
Location of equipment: __________________________________________________________ 
_____________________________________________________________________________                                                                                                     
                                                                                                                                        

Operator Controls 
The types of controls available to the operator need to be determined.  This should help identify 
energy sources and lockout capacity for the equipment. 
 
List types of operator controls:  ____________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
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Energy Sources 
 
List the energy sources (e.g. electrical, steam, hydraulic, pneumatic, natural gas, stored energy, 
etc.) present on this equipment on the following chart: 
 

 
 

ENERGY SOURCE 
 

LOCATION 

 
Lockable 

Yes             No 
 
Type lock or block needed 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Shutdown Procedures 
In the correct order, list the steps necessary to shut down and de-energize the equipment.  Be 
specific.  For stored energy, be specific about how the energy will be dissipated or restrained. 
 
Procedure:  ____________________________________________________________________ 
______________________________________________________________________________ 
                                                                                                                                          
                                                                                                                                          
Lock Type & Location:  __________________________________________________________ 
______________________________________________________________________________ 
  
 
How will de-energized state be verified?  __________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
                                                                                                                                          
NOTIFY ALL AFFECTED EMPLOYEES WHEN THIS PROCEDURE IS IN APPLICATION. 
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Start Up Procedures 
In the correct order list the steps in order necessary to reactivate (energize) the equipment.  Be 
specific. 
 
Procedure:  ____________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
  
 
Energy Source Activated:  ________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
NOTIFY ALL AFFECTED EMPLOYEES WHEN THIS PROCEDURE IS IN APPLICATION. 
 
 

Procedures for Operations and Service/Maintenance 
 
List those operations where the procedures above do not apply [See 29 CFR 1910.147 (a)(2)]. 
Alternate measures which provide effective protection must be developed for these operations.  
Job Hazard Analysis is one method of determining appropriate measures. 
 
Operation Name:  _______________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 



 The Control of Hazardous Energy (Lockout/Tagout) Procedure 

 

City of Asheboro  10 
 

                                                                                                                                 

Affected and Authorized Employees 
 
List each person affected by this procedure and those authorized to use this procedure. 
 

 
AFFECTED EMPLOYEES 

 
Name 

 
Job Title 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
AUTHORIZED EMPLOYEES 

 
Name 

 
Job Title 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
_____________________________________________________________________________   
Approved by                                                                                     Date 
 
 
_____________________________________________________________________________   
Approved by                                                                                     Date 
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Attachment B 
 
 

1910.147 - The control of hazardous energy (lockout/tagout). 
 

1910.147(a)  
Scope, application, and purpose— 

1910.147(a)(1)  
Scope 

1910.147(a)(1)(i)  
This standard covers the servicing and maintenance of machines and equipment in which the 
unexpected energization or start up of the machines or equipment, or release of stored energy, 
could harm employees. This standard establishes minimum performance requirements for the 
control of such hazardous energy. 

1910.147(a)(1)(ii)  
This standard does not cover the following: 

1910.147(a)(1)(ii)(A)  
Construction and agriculture employment; 

1910.147(a)(1)(ii)(B)  
Employment covered by parts 1915, 1917, and 1918 of this title; 

1910.147(a)(1)(ii)(C)  
Installations under the exclusive control of electric utilities for the purpose of power generation, 
transmission and distribution, including related equipment for communication or metering; 

1910.147(a)(1)(ii)(D)  
Exposure to electrical hazards from work on, near, or with conductors or equipment in electric-
utilization installations, which is covered by subpart S of this part; and 

1910.147(a)(1)(ii)(E)  
Oil and gas well drilling and servicing. 

1910.147(a)(2)  
Application. 

1910.147(a)(2)(i)  
This standard applies to the control of energy during servicing and/or maintenance of machines and 
equipment. 

1910.147(a)(2)(ii)  
Normal production operations are not covered by this standard (See Subpart O of this Part). 
Servicing and/or maintenance which takes place during normal production operations is covered by 
this standard only if: 

1910.147(a)(2)(ii)(A)  
An employee is required to remove or bypass a guard or other safety device; or 

1910.147(a)(2)(ii)(B)  
An employee is required to place any part of his or her body into an area on a machine or piece of 
equipment where work is actually performed upon the material being processed (point of operation) 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(1)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(1)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(2)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(2)(ii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(2)(ii)(A)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(2)(ii)(B)
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or where an associated danger zone exists during a machine operating cycle.  
 
Note: Exception to paragraph (a)(2)(ii): Minor tool changes and adjustments, and other minor 
servicing activities, which take place during normal production operations, are not covered by this 
standard if they are routine, repetitive, and integral to the use of the equipment for production, 
provided that the work is performed using alternative measures which provide effective protection 
(See Subpart O of this Part). 

1910.147(a)(2)(iii)  
This standard does not apply to the following: 

1910.147(a)(2)(iii)(A)  
Work on cord and plug connected electric equipment for which exposure to the hazards of 
unexpected energization or start up of the equipment is controlled by the unplugging of the 
equipment from the energy source and by the plug being under the exclusive control of the 
employee performing the servicing or maintenance. 

1910.147(a)(2)(iii)(B)  
Hot tap operations involving transmission and distribution systems for substances such as gas, 
steam, water or petroleum products when they are performed on pressurized pipelines, provided that 
the employer demonstrates that- 

1910.147(a)(2)(iii)(B)(1)  
continuity of service is essential; 

1910.147(a)(2)(iii)(B)(2)  
shutdown of the system is impractical; and 

1910.147(a)(2)(iii)(B)(3)  
documented procedures are followed, and special equipment is used which will provide proven 
effective protection for employees. 

1910.147(a)(3)  
Purpose. 

1910.147(a)(3)(i)  
This section requires employers to establish a program and utilize procedures for affixing 
appropriate lockout devices or tagout devices to energy isolating devices, and to otherwise disable 
machines or equipment to prevent unexpected energization, start up or release of stored energy in 
order to prevent injury to employees. 

1910.147(a)(3)(ii)  
When other standards in this part require the use of lockout or tagout, they shall be used and 
supplemented by the procedural and training requirements of this section. 

1910.147(b)  
Definitions applicable to this section.  
 
Affected employee. An employee whose job requires him/her to operate or use a machine or 
equipment on which servicing or maintenance is being performed under lockout or tagout, or whose 
job requires him/her to work in an area in which such servicing or maintenance is being performed.  
 
Authorized employee. A person who locks out or tags out machines or equipment in order to perform 
servicing or maintenance on that machine or equipment. An affected employee becomes an 
authorized employee when that employee's duties include performing servicing or maintenance 
covered under this section.  
 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(2)(iii)(A)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(3)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(a)(3)(ii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(b)
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Capable of being locked out. An energy isolating device is capable of being locked out if it has a 
hasp or other means of attachment to which, or through which, a lock can be affixed, or it has a 
locking mechanism built into it. Other energy isolating devices are capable of being locked out, if 
lockout can be achieved without the need to dismantle, rebuild, or replace the energy isolating 
device or permanently alter its energy control capability.  
 
Energized. Connected to an energy source or containing residual or stored energy.  
 
Energy isolating device. A mechanical device that physically prevents the transmission or release of 
energy, including but not limited to the following: A manually operated electrical circuit breaker; a 
disconnect switch; a manually operated switch by which the conductors of a circuit can be 
disconnected from all ungrounded supply conductors, and, in addition, no pole can be operated 
independently; a line valve; a block; and any similar device used to block or isolate energy. Push 
buttons, selector switches and other control circuit type devices are not energy isolating devices.  
 
Energy source. Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or 
other energy.  
 
Hot tap. A procedure used in the repair, maintenance and services activities which involves welding 
on a piece of equipment (pipelines, vessels or tanks) under pressure, in order to install connections 
or appurtenances. it is commonly used to replace or add sections of pipeline without the interruption 
of service for air, gas, water, steam, and petrochemical distribution systems.  
 
Lockout. The placement of a lockout device on an energy isolating device, in accordance with an 
established procedure, ensuring that the energy isolating device and the equipment being controlled 
cannot be operated until the lockout device is removed.  
 
Lockout device. A device that utilizes a positive means such as a lock, either key or combination 
type, to hold an energy isolating device in the safe position and prevent the energizing of a machine 
or equipment. Included are blank flanges and bolted slip blinds.  
 
Normal production operations. The utilization of a machine or equipment to perform its intended 
production function.  
 
Servicing and/or maintenance. Workplace activities such as constructing, installing, setting up, 
adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment. These 
activities include lubrication, cleaning or unjamming of machines or equipment and making 
adjustments or tool changes, where the employee may be exposed to the unexpectedenergization or 
startup of the equipment or release of hazardous energy.  
 
Setting up. Any work performed to prepare a machine or equipment to perform its normal production 
operation.  
 
Tagout. The placement of a tagout device on an energy isolating device, in accordance with an 
established procedure, to indicate that the energy isolating device and the equipment being 
controlled may not be operated until the tagout device is removed.  
 
Tagout device. A prominent warning device, such as a tag and a means of attachment, which can be 
securely fastened to an energy isolating device in accordance with an established procedure, to 
indicate that the energy isolating device and the equipment being controlled may not be operated 
until the tagout device is removed. 

1910.147(c)  
General - 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)
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1910.147(c)(1)  
Energy control program. The employer shall establish a program consisting of energy control 
procedures, employee training and periodic inspections to ensure that before any employee 
performs any servicing or maintenance on a machine or equipment where the unexpected 
energizing, startup or release of stored energy could occur and cause injury, the machine or 
equipment shall be isolated from the energy source and rendered inoperative. 

1910.147(c)(2)  
Lockout/tagout. 

1910.147(c)(2)(i)  
If an energy isolating device is not capable of being locked out, the employer's energy control 
program under paragraph (c)(1) of this section shall utilize a tagout system. 

1910.147(c)(2)(ii)  
If an energy isolating device is capable of being locked out, the employer's energy control program 
under paragraph (c)(1) of this section shall utilize lockout, unless the employer can demonstrate that 
the utilization of a tagout system will provide full employee protection as set forth in paragraph (c)(3) 
of this section. 

1910.147(c)(2)(iii)  
After January 2, 1990, whenever replacement or major repair, renovation or modification of a 
machine or equipment is performed, and whenever new machines or equipment are installed, 
energy isolating devices for such machine or equipment shall be designed to accept a lockout 
device. 

1910.147(c)(3)  
Full employee protection. 

1910.147(c)(3)(i)  
When a tagout device is used on an energy isolating device which is capable of being locked out, 
the tagout device shall be attached at the same location that the lockout device would have been 
attached, and the employer shall demonstrate that the tagout program will provide a level of safety 
equivalent to that obtained by using a lockout program. 

1910.147(c)(3)(ii)  
In demonstrating that a level of safety is achieved in the tagout program which is equivalent to the 
level of safety obtained by using a lockout program, the employer shall demonstrate full compliance 
with all tagout-related provisions of this standard together with such additional elements as are 
necessary to provide the equivalent safety available from the use of a lockout device. Additional 
means to be considered as part of the demonstration of full employee protection shall include the 
implementation of additional safety measures such as the removal of an isolating circuit element, 
blocking of a controlling switch, opening of an extra disconnecting device, or the removal of a valve 
handle to reduce the likelihood of inadvertent energization. 

1910.147(c)(4)  
Energy control procedure. 

1910.147(c)(4)(i)  
Procedures shall be developed, documented and utilized for the control of potentially hazardous 
energy when employees are engaged in the activities covered by this section.  
 
Note: Exception: The employer need not document the required procedure for a particular machine 
or equipment, when all of the following elements exist: (1) The machine or equipment has no 
potential for stored or residual energy or reaccumulation of stored energy after shut down which 
could endanger employees; (2) the machine or equipment has a single energy source which can be 
readily identified and isolated; (3) the isolation and locking out of that energy source will completely 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(1)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(2)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(2)(iii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(3)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(4)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(4)(i)
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deenergize and deactivate the machine or equipment; (4) the machine or equipment is isolated from 
that energy source and locked out during servicing or maintenance; (5) a single lockout device will 
achieve a locked-out condition; (6) the lockout device is under the exclusive control of the authorized 
employee performing the servicing or maintenance; (7) the servicing or maintenance does not create 
hazards for other employees; and (8) the employer, in utilizing this exception, has had no accidents 
involving the unexpected activation or reenergization of the machine or equipment during servicing 
or maintenance. 

1910.147(c)(4)(ii)  
The procedures shall clearly and specifically outline the scope, purpose, authorization, rules, and 
techniques to be utilized for the control of hazardous energy, and the means to enforce compliance 
including, but not limited to, the following: 

1910.147(c)(4)(ii)(A)  
A specific statement of the intended use of the procedure; 

1910.147(c)(4)(ii)(B)  
Specific procedural steps for shutting down, isolating, blocking and securing machines or equipment 
to control hazardous energy; 

1910.147(c)(4)(ii)(C)  
Specific procedural steps for the placement, removal and transfer of lockout devices or tagout 
devices and the responsibility for them; and 

1910.147(c)(4)(ii)(D)  
Specific requirements for testing a machine or equipment to determine and verify the effectiveness 
of lockout devices, tagout devices, and other energy control measures. 

1910.147(c)(5)  
Protective materials and hardware. 

1910.147(c)(5)(i)  
Locks, tags, chains, wedges, key blocks, adapter pins, self-locking fasteners, or other hardware shall 
be provided by the employer for isolating, securing or blocking of machines or equipment from 
energy sources. 

1910.147(c)(5)(ii)  
Lockout devices and tagout devices shall be singularly identified; shall be the only devices(s) used 
for controlling energy; shall not be used for other purposes; and shall meet the following 
requirements: 

1910.147(c)(5)(ii)(A)  
Durable. 

1910.147(c)(5)(ii)(A)(1)  
Lockout and tagout devices shall be capable of withstanding the environment to which they are 
exposed for the maximum period of time that exposure is expected. 

1910.147(c)(5)(ii)(A)(2)  
Tagout devices shall be constructed and printed so that exposure to weather conditions or wet and 
damp locations will not cause the tag to deteriorate or the message on the tag to become illegible. 

1910.147(c)(5)(ii)(A)(3)  
Tags shall not deteriorate when used in corrosive environments such as areas where acid and alkali 
chemicals are handled and stored. 

1910.147(c)(5)(ii)(B)  

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(4)(ii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(5)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(5)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(5)(ii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(5)(ii)(B)
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Standardized. Lockout and tagout devices shall be standardized within the facility in at least one of 
the following criteria: Color; shape; or size; and additionally, in the case of tagout devices, print and 
format shall be standardized. 

1910.147(c)(5)(ii)(C)  
Substantial - 

1910.147(c)(5)(ii)(C)(1)  
Lockout devices. Lockout devices shall be substantial enough to prevent removal without the use of 
excessive force or unusual techniques, such as with the use of bolt cutters or other metal cutting 
tools. 

1910.147(c)(5)(ii)(C)(2)  
Tagout devices. Tagout devices, including their means of attachment, shall be substantial enough to 
prevent inadvertent or accidental removal. Tagout device attachment means shall be of a non-
reusable type, attachable by hand, self-locking, and non-releasable with a minimum unlocking 
strength of no less than 50 pounds and having the general design and basic characteristics of being 
at least equivalent to a one-piece, all environment-tolerant nylon cable tie. 

1910.147(c)(5)(ii)(D)  
Identifiable. Lockout devices and tagout devices shall indicate the identity of the employee applying 
the device(s). 

1910.147(c)(5)(iii)  
Tagout devices shall warn against hazardous conditions if the machine or equipment is energized 
and shall include a legend such as the following: Do Not Start. Do Not Open. Do Not Close. Do Not 
Energize. Do Not Operate. 

1910.147(c)(6)  
Periodic inspection. 

1910.147(c)(6)(i)  
The employer shall conduct a periodic inspection of the energy control procedure at least annually to 
ensure that the procedure and the requirements of this standard are being followed. 

1910.147(c)(6)(i)(A)  
The periodic inspection shall be performed by an authorized employee other than the ones(s) 
utilizing the energy control procedure being inspected. 

1910.147(c)(6)(i)(B)  
The periodic inspection shall be conducted to correct any deviations or inadequacies identified. 

1910.147(c)(6)(i)(C)  
Where lockout is used for energy control, the periodic inspection shall include a review, between the 
inspector and each authorized employee, of that employee's responsibilities under the energy 
control procedure being inspected. 

1910.147(c)(6)(i)(D)  
Where tagout is used for energy control, the periodic inspection shall include a review, between the 
inspector and each authorized and affected employee, of that employee's responsibilities under the 
energy control procedure being inspected, and the elements set forth in paragraph (c)(7)(ii) of this 
section. 

1910.147(c)(6)(ii)  
The employer shall certify that the periodic inspections have been performed. The certification shall 
identify the machine or equipment on which the energy control procedure was being utilized, the 
date of the inspection, the employees included in the inspection, and the person performing the 
inspection. 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(5)(ii)(D)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(6)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(6)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(6)(i)(B)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(6)(i)(C)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(6)(i)(D)
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1910.147(c)(7)  
Training and communication. 

1910.147(c)(7)(i)  
The employer shall provide training to ensure that the purpose and function of the energy control 
program are understood by employees and that the knowledge and skills required for the safe 
application, usage, and removal of the energy controls are acquired by employees. The training shall 
include the following: 

1910.147(c)(7)(i)(A)  
Each authorized employee shall receive training in the recognition of applicable hazardous energy 
sources, the type and magnitude of the energy available in the workplace, and the methods and 
means necessary for energy isolation and control. 

1910.147(c)(7)(i)(B)  
Each affected employee shall be instructed in the purpose and use of the energy control procedure. 

1910.147(c)(7)(i)(C)  
All other employees whose work operations are or may be in an area where energy control 
procedures may be utilized, shall be instructed about the procedure, and about the prohibition 
relating to attempts to restart or reenergize machines or equipment which are locked out or tagged 
out. 

1910.147(c)(7)(ii)  
When tagout systems are used, employees shall also be trained in the following limitations of tags: 

1910.147(c)(7)(ii)(A)  
Tags are essentially warning devices affixed to energy isolating devices, and do not provide the 
physical restraint on those devices that is provided by a lock. 

1910.147(c)(7)(ii)(B)  
When a tag is attached to an energy isolating means, it is not to be removed without authorization of 
the authorized person responsible for it, and it is never to be bypassed, ignored, or otherwise 
defeated. 

1910.147(c)(7)(ii)(C)  
Tags must be legible and understandable by all authorized employees, affected employees, and all 
other employees whose work operations are or may be in the area, in order to be effective. 

1910.147(c)(7)(ii)(D)  
Tags and their means of attachment must be made of materials which will withstand the 
environmental conditions encountered in the workplace. 

1910.147(c)(7)(ii)(E)  
Tags may evoke a false sense of security, and their meaning needs to be understood as part of the 
overall energy control program. 

1910.147(c)(7)(ii)(F)  
Tags must be securely attached to energy isolating devices so that they cannot be inadvertently or 
accidentally detached during use. 

1910.147(c)(7)(iii)  
Employee retraining. 

1910.147(c)(7)(iii)(A)  
Retraining shall be provided for all authorized and affected employees whenever there is a change 
in their job assignments, a change in machines, equipment or processes that present a new hazard, 
or when there is a change in the energy control procedures. 

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(i)(B)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(i)(C)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(iii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(iii)(A)
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1910.147(c)(7)(iii)(B)  
Additional retraining shall also be conducted whenever a periodic inspection under paragraph (c)(6) 
of this section reveals, or whenever the employer has reason to believe that there are deviations 
from or inadequacies in the employee's knowledge or use of the energy control procedures. 

1910.147(c)(7)(iii)(C)  
The retraining shall reestablish employee proficiency and introduce new or revised control methods 
and procedures, as necessary. 

1910.147(c)(7)(iv)  
The employer shall certify that employee training has been accomplished and is being kept up to 
date. The certification shall contain each employee's name and dates of training. 

1910.147(c)(8)  
Energy isolation. Lockout or tagout shall be performed only by the authorized employees who are 
performing the servicing or maintenance. 

1910.147(c)(9)  
Notification of employees. Affected employees shall be notified by the employer or authorized 
employee of the application and removal of lockout devices or tagout devices. Notification shall be 
given before the controls are applied, and after they are removed from the machine or equipment. 

1910.147(d)  
Application of control. The established procedures for the application of energy control (the lockout 
or tagout procedures) shall cover the following elements and actions and shall be done in the 
following sequence: 

1910.147(d)(1)  
Preparation for shutdown. Before an authorized or affected employee turns off a machine or 
equipment, the authorized employee shall have knowledge of the type and magnitude of the energy, 
the hazards of the energy to be controlled, and the method or means to control the energy. 

1910.147(d)(2)  
Machine or equipment shutdown. The machine or equipment shall be turned off or shut down using 
the procedures established for the machine or equipment. An orderly shutdown must be utilized to 
avoid any additional or increased hazard(s) to employees as a result of the equipment stoppage. 

1910.147(d)(3)  
Machine or equipment isolation. All energy isolating devices that are needed to control the energy to 
the machine or equipment shall be physically located and operated in such a manner as to isolate 
the machine or equipment from the energy source(s). 

1910.147(d)(4)  
Lockout or tagout device application. 

1910.147(d)(4)(i)  
Lockout or tagout devices shall be affixed to each energy isolating device by authorized employees. 

1910.147(d)(4)(ii)  
Lockout devices, where used, shall be affixed in a manner to that will hold the energy isolating 
devices in a "safe" or "off" position. 

1910.147(d)(4)(iii)  
Tagout devices, where used, shall be affixed in such a manner as will clearly indicate that the 
operation or movement of energy isolating devices from the "safe" or "off" position is prohibited. 

1910.147(d)(4)(iii)(A)  

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(iii)(B)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(7)(iv)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(c)(8)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(1)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(3)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(4)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(4)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(4)(ii)
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Where tagout 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. 

1910.147(d)(4)(iii)(B)  
Where a tag cannot be affixed directly to the energy isolating device, the tag shall be located as 
close as safely possible to the device, in a position that will be immediately obvious to anyone 
attempting to operate the device. 

1910.147(d)(5)  
Stored energy. 

1910.147(d)(5)(i)  
Following the application of lockout or tagout devices to energy isolating devices, all potentially 
hazardous stored or residual energy shall be relieved, disconnected, restrained, and otherwise 
rendered safe. 

1910.147(d)(5)(ii)  
If there is a possibility of reaccumulation of stored energy to a hazardous level, verification of 
isolation shall be continued until the servicing or maintenance is completed, or until the possibility of 
such accumulation no longer exists. 

1910.147(d)(6)  
Verification of isolation. Prior to starting work on machines or equipment that have been locked out 
or tagged out, the authorized employee shall verify that isolation and deenergization of the machine 
or equipment have been accomplished. 

1910.147(e)  
Release from lockout or tagout. Before lockout or tagout devices are removed and energy is 
restored to the machine or equipment, procedures shall be followed and actions taken by the 
authorized employee(s) to ensure the following: 

1910.147(e)(1)  
The machine or equipment. The work area shall be inspected to ensure that nonessential items have 
been removed and to ensure that machine or equipment components are operationally intact. 

1910.147(e)(2)  
Employees. 

1910.147(e)(2)(i)  
The work area shall be checked to ensure that all employees have been safely positioned or 
removed. 

1910.147(e)(2)(ii)  
After lockout or tagout devices have been removed and before a machine or equipment is started, 
affected employees shall be notified that the lockout or tagout device(s) have been removed. 

1910.147(e)(3)  
Lockout or tagout devices removal. Each lockout or tagout device shall be removed from each 
energy isolating device by the employee who applied the device. Exception to paragraph 
(e)(3): When the authorized employee who applied the lockout or tagout device is not available to 
remove it, that device may be removed under the direction of the employer, provided that specific 
procedures and training for such removal have been developed, documented and incorporated into 
the employer's energy control program. The employer shall demonstrate that the specific procedure 
provides equivalent safety to the removal of the device by the authorized employee who applied it. 
The specific procedure shall include at least the following elements: 

1910.147(e)(3)(i)  

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(5)(ii)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(d)(6)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(e)(3)
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Verification by the employer that the authorized employee who applied the device is not at the 
facility: 

1910.147(e)(3)(ii)  
Making all reasonable efforts to contact the authorized employee to inform him/her that his/her 
lockout or tagout device has been removed; and 

1910.147(e)(3)(iii)  
Ensuring that the authorized employee has this knowledge before he/she resumes work at that 
facility. 

1910.147(f)  
Additional requirements. 

1910.147(f)(1)  
Testing or positioning of machines, equipment or components thereof. In situations in which lockout 
or tagout 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: 

1910.147(f)(1)(i)  
Clear the machine or equipment of tools and materials in accordance with paragraph (e)(1) of this 
section; 

1910.147(f)(1)(ii)  
Remove employees from the machine or equipment area in accordance with paragraph (e)(2) of this 
section; 

1910.147(f)(1)(iii)  
Remove the lockout or tagout devices as specified in paragraph (e)(3) of this section; 

1910.147(f)(1)(iv)  
Energize and proceed with testing or positioning; 

1910.147(f)(1)(v)  
Deenergize all systems and reapply energy control measures in accordance with paragraph (d) of 
this section to continue the servicing and/or maintenance. 

1910.147(f)(2)  
Outside personnel (contractors, etc.). 

1910.147(f)(2)(i)  
Whenever outside servicing personnel are to be engaged in activities covered by the scope and 
application of this standard, the on-site employer and the outside employer shall inform each other of 
their respective lockout or tagout procedures. 

1910.147(f)(2)(ii)  
The on-site employer shall ensure that his/her employees understand and comply with the 
restrictions and prohibitions of the outside employer's energy control program. 

1910.147(f)(3)  
Group lockout or tagout. 

1910.147(f)(3)(i)  
When servicing and/or maintenance is performed by a crew, craft, department or other group, they 
shall utilize a procedure which affords the employees a level of protection equivalent to that provided 
by the implementation of a personal lockout or tagout device. 

1910.147(f)(3)(ii)  

https://www.osha.gov/laws-regs/interlinking/standards/1910.147(f)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(f)(1)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(f)(2)(i)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(f)(3)
https://www.osha.gov/laws-regs/interlinking/standards/1910.147(f)(3)(ii)
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Group lockout or tagout devices shall be used in accordance with the procedures required by 
paragraph (c)(4) of this section including, but not necessarily limited to, the following specific 
requirements: 

1910.147(f)(3)(ii)(A)  
Primary responsibility is vested in an authorized employee for a set number of employees working 
under the protection of a group lockout or tagout device (such as an operations lock); 

1910.147(f)(3)(ii)(B)  
Provision for the authorized employee to ascertain the exposure status of individual group members 
with regard to the lockout or tagout of the machine or equipment and 

1910.147(f)(3)(ii)(C)  
When more than one crew, craft, department, etc. is involved, assignment of overall job-associated 
lockout or tagout control responsibility to an authorized employee designated to coordinate affected 
work forces and ensure continuity of protection; and 

1910.147(f)(3)(ii)(D)  
Each authorized employee shall affix a personal lockout or tagout device to the group lockout 
device, group lockbox, or comparable mechanism when he or she begins work, and shall remove 
those devices when he or she stops working on the machine or equipment being serviced or 
maintained. 

1910.147(f)(4)  
Shift or personnel changes. Specific procedures shall be utilized during shift or personnel changes to 
ensure the continuity of lockout or tagout protection, including provision for the orderly transfer of 
lockout or tagout device protection between off-going and oncoming employees, to minimize 
exposure to hazards from the unexpected energization or start-up of the machine or equipment, or 
the release of stored energy.  

Note: The following appendix to §1910.147 services as a non-mandatory guideline to assist 
employers and employees in complying with the requirements of this section, as well as to provide 
other helpful information. Nothing in the appendix adds to or detracts from any of the requirements of 
this section. 

[54 FR 36687, Sept. 1, 1989, as amended at 54 FR 42498, Oct. 17, 1989; 55 FR 38685, 38686, 
Sept. 20, 1990; 61 FR 5507, Feb. 13, 1996; 76 24698, May 2, 2011] 
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Effective Date 
 

 
This policy was originally implemented on 4/6/1994 and was most recently revised on 
the date indicated below. 
 
 
/s/ John N. Ogburn III 
John N. Ogburn III 
City Manager 
City of Asheboro, North Carolina 
 
Date 11/6/2019 
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O.S.H.A Eye and Face Protection, 1910.133, (3), states that persons whose vision 
requires the use of corrective lenses in spectacles, and who are required by this 
standard to wear eye protection, shall wear goggles or spectacles of one of the 
following types: 
 
(i) Spectacles whose protective lenses provide optical correction. 
 
(ii) Goggles that can be worn over corrective spectacles without disturbing the 

adjustment of the spectacles. 
 
(iii) Goggles that incorporate corrective lenses mounted behind the protective 

lenses. 
 
The City of Asheboro is thereby adopting the following guidelines in 
reference to this standard: 
 
(1)  If an employee falls into this category and is required to wear safety glasses 

50% or more of a normal work shift the city shall provide them with 
prescription safety glasses.  

                                                                                                    
(a)  The employee shall get an Authorization Form from the Human Resources 

Department; have it signed by his/her Department Head. This form will 
authorize the employee to bill his/her department up to $205.00 on the 
purchase of prescription safety glasses. 

 
(b) The employee shall take this Authorization Form to an Optical Center of 

choice. 
 
(c) The City of Asheboro will allocate funding for one pair of prescription 

safety glasses every two years to employees meeting this criteria. 
 

(d) The employee shall be responsible for the care of his/her glasses and any 
needed repairs shall be at the employee’s expense.  However, if the need for 
the repair is a direct result of a work-related incident the Department Head 
may authorize payment.    

 
NOTE:  
 
The city is not required to furnish Eye Exams. The employee shall furnish the 
optical center with his or her prescription and their safety glasses shall be made 
accordingly. 
 
Safety Glasses with removable shields will be allowed, however it is the 
employee’s responsibility to have shields in place any time they are on the job.  
Department heads have the responsibility of strictly enforcing this. Prescription 
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Sunglasses shall not be allowed, unless prior approval is obtained from the Human 
Resources Director. 
 
(2) If the employee falls into this category and is required to wear safety glasses 

less than 50% of a normal shift, he or she shall be provided with approved 
goggles that can be worn over corrective spectacles. 

 
 
(3) Goggles that incorporate corrective lenses mounted behind the protective 

lenses would be used in specialized situations. Some examples of these 
special situations would be inside self-contained breathing apparatus masks, 
welding masks, etc. 

 
Safety Glasses are not effective on all jobs, (i.e. grinding, operating chain saws, 
welding, etc.) more adequate protection should be worn for these jobs. 
 
REMEMBER, YOU ONLY GET ONE PAIR OF EYES; LETS TAKE 
CARE OF THEM. 
 
 

If you have any questions or concerns about these guidelines Contact the 
Safety Manager.  
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City of Asheboro 
 Hearing Conservation Program 

 

I      Purpose 
 

Under the current OSHA Standard for Occupational Noise Exposure (29 CFR 1910.95) all 
workers exposed to 85 dBA Time Weighted-Average (TWA) are to be included in a hearing 
conservation program.  It is important to note that for work shifts in excess of 8 hours, the 85 
dBA TWA is reduced.  For example, exposures in excess of 83.4 dBA for a 10-hour work shift 
and exposures in excess of 82.1 dBA for a 12-hour work shift necessitate inclusion in a hearing 
conservation program.  An effective hearing conservation program is defined to include: 
 

1) An assessment of noise exposure. 
2) Annual audiometric tests of exposed workers. 
3) Maintenance of noise and hearing data records. 
4) Noise abatement and/or administrative controls. 
5) Availability of hearing protectors. 
6) Employee training and education. 

 

An ongoing noise exposure evaluation program is required under the OSHA Standard for 
Occupational Noise Exposure (29 CFR 1910.95) when “information indicates that any 
employee’s exposure may equal or exceed an 8 hour Time-Weighted Average of 85 dBA. 
Monitoring shall be repeated whenever a change in production, process, equipment or control 
increases noise exposure to the extent that: 1) Additional employees may be exposed at or above 
the action level or 2) the attenuation provided by the hearing protectors being used by the 
employees may be rendered inadequate.” A complete sound survey of the workplace is 
recommended at least every two years. 
 
After determining the noise level, and if it is 85 dBA TWA, then it is required that employers 
provide to the employees the following: 

1) Annual hearing tests. 
2) Annual hearing conservation training. 
3) Hearing protection (optional or mandatory). 
4) The OSHA Noise Standard (29 CFR 1910.95) posted. 
5) Notification of the results of the sound survey. 
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If the Noise level exceeds 90 dBA, the OSHA Noise Standard requires that engineering and 
administrative control measures must be investigated, evaluated and where feasible, utilized to 
reduce employee exposures. It is important that any measure investigated, utilized, or evaluated 
to reduce the noise levels be documented. 
 
 
II. Engineering Measures to Reduce Noise 

 
1. Contact with the manufacturer for noise abatement suggestions. 
2. The purchase of quieter equipment or routine maintenance to reduce noise levels. 
3. Reduction of noise level at the source. 

a) Substitution of materials (i.e., plastic for metal). 
b) Dampening or reducing surface vibration. 
c) Increasing the distance between the employee and the noise source. 
d) Enclosures or sound insulation material. 
e) Relocation of job tasks which may be completed out of high noise areas. 

 
III. Administrative Measures to Reduce Noise 
 
When engineering measures alone cannot reduce the noise below 90 dBA, administrative 
methods may be used to minimize employee exposure such as worker rotation from high noise 
levels to quiet areas. 
 
IV. Managing the Hearing Conservation Program 
    

All employees who are exposed to a noise level of 85 dBA or above will be in the hearing 
conservation program and have their hearing checked annually by an Audiologist. All results of 
the hearing tests will be kept at the Human Resources office. Employees will be scheduled yearly 
for testing. 
 
Testing will be for all employees requiring the annual hearing test.  Each employee’s Department 
Head or Supervisor will notify that employee of the test. 
 
The Safety Manager is responsible for procuring a contractor to provide hearing test services that 
are compliant with the applicable OSHA regulations. It will be the responsibility of the Safety 
Manager to obtain and file the following documentation annually from the contractor providing 
the hearing tests:  Current audiometer calibration check records, last audiometer check, 
background noise level records, and current audiometer technician certification. If a mobile van 
used for testing cannot provide these records, then another testing center will be used. 
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The Safety Manager will provide a file for the audiograms which is separate from other medical 
or personnel files. These files will be kept confidential. 
 

 
 

V. Hearing Conservation Training 
 

Hearing Conservation Training is required annually for all employees with noise exposures of 85 
dBA TWA or greater.  The goal of the training is to orient employees to the purpose of hearing 
protection, the use of hearing protection and city policy regarding the hearing conservation 
program. 
The following topics will be included in the employee training of the hearing conservation 
program: 
 
1) The effects of noise on hearing. 

It can take many years to occur, and the employee may not realize the gradual hearing loss.  The 
loss occurs without any pain and cannot be corrected by any known medical or surgical 
treatment.  A good rule of thumb to remember is that if you have to raise your voice at a distance 
of three feet, you are in an area with a possible hazardous noise level. Repeated unprotected 
noise exposure will cause a permanent hearing loss.  The hearing conservation program at the 
City of Asheboro has been established to ensure that if you ever have a standard threshold shift 
in hearing, your noise exposure can be lessened by using engineering or administrative controls 
or more effective hearing protection. Thus, the problem can be controlled. 
 

2) The purpose of the annual hearing test and an explanation of the test procedures. 
 
The purpose of the annual hearing test is to monitor your hearing.  Periodic audiometric testing 
provides an “early warning” of hearing disability.  Factors such as noisy hobbies, ear infections, 
diseases of the ear as well as general illness may also cause hearing loss.  Employees’ for whom 
testing is required will be checked upon employment and once a year thereafter.  You will be 
notified of any changes in your hearing.  You cannot “fail” the test and you will not lose your job 
due to the results of the test. 
 
"Mobile test van exception." Where mobile test vans are used to meet the audiometric testing 
obligation, the city will obtain a valid baseline audiogram within 1 year of an employee's first 
exposure at or above the action level. Where baseline audiograms are obtained more than 6 
months after the employee's first exposure at or above the action level, employees shall wear 
hearing protectors for any period exceeding six months after first exposure until the baseline 
audiogram is obtained. 
 

3)  The purpose of hearing protectors, instructions on selection, the advantages, disadvantages,                                    
fitting use and care. 
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The proper use of hearing protection will prevent many types of hearing loss. You must wear the 
required hearing protection properly and regularly to reap the benefits of the protection. You 
should have already been fitted by a trainer for your size and type of ear plug.  If you have any 
problems with the fit of your hearing protectors notify your supervisor. 
 

 
VI. How to Properly Wear Hearing Protectors 
 
It is an OSHA requirement that the employer ensure the proper initial fitting and that the 
employer provide training in the use and care of all hearing provided to employees. 
 
 Employee hearing protection training is required: 
 

1. Annually during Hearing Conservation Training 
2. Each time an employee shows a Standard Threshold Shift change in hearing. 

 
To prevent a hearing loss, hearing protectors must be worn correctly and taken care of.  Keep 
your ear plugs clean by washing them in warm soapy water and make sure they are completely 
dry before inserting them in your ears.  Inspect your hearing protection regularly. If it becomes 
damaged, hard, worn out, the city will replace old hearing protection. 
 
Due to the fact that everyone has different size ear canals, each person will be fitted by a trainer 
to ensure they receive the right size.  Each employee will be instructed on how to put their 
personal hearing protectors in and also be given the chance to practice in front of the Hearing 
Conservationist.  Two different types of hearing protectors will be provided to employees.  If 
there is a problem with the fit comfort of your hearing protectors, see your supervisor and you 
will be given a different type of protection. 
 
VII. How Long Will My Hearing Protection Last? 

Sponge plugs: 1 or 2 days 
Custom plugs: 18-24 months 
Insert plugs: 4-6 months 
Muffs: Replace when worn out 

 
The life of the hearing protector is dependent upon the care it is given. A sponge type hearing 
protector is disposable.  But, as long as it is clean, it may be used until it no longer expands.  
How long the hearing protection lasts is unique to each employee depending on the chemical 
make-up of their body. 
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VIII. Putting in Earplugs Only Involves Two Steps 
 

 

 
 
 
 

 
 
 
 
 

 
 

FIRST 

Put your left arm 
 Over your head and with 

Your left hand pull up 

 On your right ear. 

SECOND 
With your right hand insert 

the ear plug. 
 Switch hands and insert the 

other plug in the same 
manner. 

 
 

Remember, both plugs must 
be worn for  

Complete protection  
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IX. Recordkeeping 
 
Records are an important part of any effective hearing conservation program. The information 
contained in these records reflects the quality and effectiveness of the facilities hearing 
conservation program. 
 
A number of documents are required to be maintained under the OSHA Noise Standard once the 
“Action Level” has been initiated. Some of these records must be retained for specified periods 
as shown in the following table. It is also required that these records be provided, upon request, 
to employees, former employees, representatives designated by the individual employee and the 
Assistant Secretary of Labor. 
 
 

X. The Following Records / Documentations is Required by OSHA 
 

1. Sound Survey (retain at least two years) 
2. Employee notification on the results of the sound survey 
3. Posted OSHA  Noise Standard 
4. Hearing Testing (retain for at least the duration of employment) 

a) Annual 
b) Baseline 

5. Audiogram Evaluation Requirements 
a) Standard Threshold Shift Requirements 
b) Physician review 

6. Hearing Protection 
7. Hearing Conservation Training 
8. Audiometer 

a) acoustic calibration check 
b) exhaustive calibration check 
c) biological calibration check 
d) self-listening check 

9. Booth (if testing is done on site) 
a) background noise 

10. Recording hearing loss on the OSHA 300 log 
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XI. Employee Notification on The Results of The Sound Survey 
 
Employees must be notified of the results of the sound survey.  Whether written or verbal 
notification is used, documentation must be maintained.  It is recommended that the results of the 
survey be posted in a central location.  Keep records for two years. 
 
 
XII. Posted OSHA Noise Standard 
 
It is an OSHA requirement that the OSHA Noise Standard be PERMANENTLY posted in a 
central location. 
 

XIII. Hearing Testing 
 
The two types of hearing tests are annual hearing tests and baseline hearing tests.  Annual 
hearing testing is required for employees with 85 dBA TWA or higher noise exposures.  Testing 
can be done anytime during the day.  Baseline hearing testing is done when an employee is 
initially hired.  The baseline is extremely important because it is the reference against which 
future audiograms are compared to determine the extent to which an employee’s hearing is 
deteriorating.  OSHA says a baseline must be done within 6 months.  If a mobile van is used, the 
baseline is required within one year of an employee’s first exposure at or above the “Action 
Level”.  However, the employee must wear protection for any period exceeding six months until 
the baseline is obtained. (North Carolina Workers’ Compensation Law has a 90 working day 
“grace period”.  If a company gives the baseline before the grace period is up then the company 
may be liable only for subsequent hearing loss.)  It is required that the baseline audiogram be 
preceded by at least 14 hours without exposure to workplace noise.  Time that hearing protection 
is worn may be included as part of the 14 hours without exposure to noise.  The employer shall 
also notify the employee that they need to avoid non-occupational noise exposure during the 14 
hours prior the audiometric test.  Documentation of this notification is strongly recommended. 
 
A retest audiogram can be conducted to verify or confirm a hearing threshold result.  Times 
when a retest may be needed: 
 

1. If an employee has suffered a Standard Threshold Shift, the employer may obtain a retest 
within 30 days and use the results of the retest as the annual audiogram. 

 
2. The Audiologist or Physician can request a retest to confirm test results. 

 
3. When problems are suspected by the test administrator. 
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XIV. Notification of “Quite Period” Prior to Baseline Hearing Test 
 
It is an OSHA Noise Standard requirement that you be free from high noise exposure for 14 
hours before your baseline test. 
You should avoid the following types of noise prior to the hearing test: 
 WORKPLACE NOISE 
 LAWN MOWERS 
 LEAF BLOWERS 
 WEED TRIMMERS 
 CHAIN SAWS 
 POWER TOOLS 
 SMALL ENGINES 
 CAR RACES 
 SMALL AIRPLANES  
 POWER BOATS 
 ALL FIREARMS (hunting, target shooting, skeet shooting) 
 LOUD MUSIC (concerts, walkman or other headset radio, radio/stereos) 
 
Please wear hearing protection until your baseline hearing test is completed to minimize noise 
exposure on and off the job. 
 
I have been notified of the need to avoid occupational and non-occupational noise prior to my 
test. 
 
 
 
 
__________________________________   ________________ 
Employee Signature       Date 
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XV. Hearing Conservation Training 
 
It is required that all employees with noise exposure of 85 dBA TWA or greater be included in 
hearing conservation training annually.  Documentation of this training should be maintained. 
 

XVI. Recording Hearing Loss on the OSHA 300 Log 
It is required that some types of hearing loss and/or tinnitus be recorded on the Occupational 
Illness or Injury form.  Record hearing loss on the illness side under repeated trauma.  Log on the 
300 form within 6 days a Standard Threshold Shift of 25 dBA for North Carolina.  This is 
cumulative which means that if an employee suffers a 10 dBA shift this year and a 15 dBA next 
year, the STS of 25 dBA would be listed on next year’s OSHA 300 log. 
 

XVII. Standard Threshold Shift 
A Standard Threshold Shift is a change in hearing threshold relative to the baseline audiogram of 
an average of 10 or more dBA at 2000, 3000, and 4000 Hz.  If a Standard Threshold Shift has 
occurred, the employee must be informed in writing within 21 days of the determination. 
Employees will be trained in using hearing protectors, and in care of the hearing protectors. If the 
employee is already using hearing protectors, they will have to be retrained and refitted. If 
necessary, hearing protectors can be changed to a different type. 
EXAMPLE OF A STANDARD THRESHOLD SHIFT AT 2000, 3000, and 4000 Hz 
 

COMPANY    
                        
               ACME         

PLANT 
                 
                  Plant 1 

NAME 
          
                  E. B. Brown 

N
oi

se
 L

ev
el

 (T
W

A)
 

SOCIAL SECURITY NO. 

          
 000-01-0000 

BIRTH DATE 

                  
                1/31/33 

SEX 

          
        M 

HIRE DATE 

              
           
5/7/75             

EMPLOYEE NO. 

 

 
TEST 

NO 

DATE 

EX
AM

   

RIGHT EAR LEFT EAR 

 
YR 

 
M
O 

 
DA
Y 

 
50
0 

 
10
00 

 
20
00 

 
30
00 

 
40
00 

 
50
00 

 
60
00 

 
50
0 

 
1000 

 
20
00 

 
30
00 

 
40
00 

 
50
00 

 
60
00 

1 77 04 15 0 10 10 35 35 75 85 NR 5 15/1
0 

35 45 55 70 85 0.8
5 

2 89 04 01 2 10 15 40 40 80 85 NR 10 5/10 45 65 70 75 85 0.8
7 

3 90 04 05 2 5 25 50 45 80 NR NR 15 15/2
0 

55 85 NR NR NR 0.8
8 
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XVIII. Standard Threshold Shift Notification 
 
 
I have been notified of a Standard Threshold Shift on my last annual hearing test.  As a result of 
my Standard Threshold Shift, I was fitted/refitted with _________________________________ 
Hearing protectors and received instructions in the proper way to wear and care for this 
protector. I understand that the use of this hearing protection is mandatory. 
 
 
Signature______________________________ 
Date _________________________________ 
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Effective Date 
 
 
   This policy was originally implemented on April 10, 2007, and was most recently revised on 
the date indicated below.  
 
________________________ 
John N. Ogburn III 
City Manager 
________________________ 
Date 
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Welding & Cutting Procedures 
 

These written Welding & Cutting Procedures establish guidelines to be followed 
whenever any of our employees work with welding and cutting equipment at this 
company. The procedures here establish uniform requirements designed to ensure 
that welding and cutting safety training, operation, and maintenance practices are 
communicated to and understood by the affected employees. These requirements 
also are designed to ensure that procedures are in place to safeguard the health 
and safety of all employees.  
 

It is our intent to comply with the requirements of 29 CFR 1926.350 through.354. These 
regulations have requirements for welding and cutting operations. We also comply with 
applicable requirements of: 

 

Standard or Regulation:       Name:       

ANSI Z49.1-1967        Safety in Welding and Cutting     

CGA Pamphlet P-1-1965     Safe Handling of Compressed Gases     

29 CFR 1926, Subpart D     Occupational Health and Environmental Controls     

29 CFR 1926, Subpart E     Personal Protective And Life Saving Equipment     

29 CFR 1926.406(c)     Electrical Specific Purpose Equipment and Installations     

49 CFR 192       Minimum Federal Safety Standards for Gas Pipelines     

49 CFR 171-180      Hazardous Materials Regulations     

 

Administrative Duties 

 

The City of Asheboro Safety Coordinator is responsible for developing and maintaining 
the written Welding & Cutting Procedures. These procedures are kept at the following 
location: In each Safety Manual. 

 

Welding and Cutting Equipment 

 

Our company uses the following welding and cutting equipment: 

See Attached List in Appendix.               
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Training 

 

It is the policy of the CITY of ASHEBORO to permit only trained and authorized 
personnel to operate welding and cutting equipment. The Safety Coordinator will 
identify all new employees in the employee orientation program and make 
arrangements with department management to schedule training. 
 

  The following person(s) will conduct initial training and evaluation: Each Department 
head shall designate a welding competent person to do all training. This instructor(s) has 
the necessary knowledge, training, and experience to train new welding and cutting 
equipment operators.  

 

Initial Training 
 

Our most widely used method of training is on the job. All welders and cutters are trained 
and tested on the equipment they will be operating before they begin their job.  

 

 During training, CITY OF ASHEBORO covers the operational hazards of our welding 
and cutting operations, including:  

 

• Hazards associated with the particular make and model of the welding and cutting 
equipment;  

• Hazards of the workplace; and  
• General hazards that apply to the operation of all or most welding and cutting 

equipment. 
 

Each potential welder or cutter who has received training in any of the elements 
of our training program for the types of equipment which that employee will be 
authorized to operate and for the type of workplace in which the welding and 
cutting equipment will be operated need not be retrained in those elements before 
initial assignment in our workplace if CITY OF ASHEBORO has written 
documentation of the training and if the employee is evaluated to be competent. 
Training is done in-house.  
 

   

 

Performance Evaluation 
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Each certified welder or cutter is evaluated on an ongoing basis to verify that the welder 
or cutter has retained and uses the knowledge and skills needed to operate safely. 
Department’s designated trainer does this evaluation. If the evaluation shows that the 
welder or cutter is lacking the appropriate skills and knowledge, the welder or cutter is 
retrained by our instructor(s). When a welder or cutter has an accident or near miss or 
some unsafe operating procedure is identified, we do retraining. 

 

Current Welders and Cutters 
 

Under no circumstances may an employee operate welding or cutting equipment until 
he/she has successfully completed this company's welding and cutting training program. 
This includes all new welders and cutters regardless of claimed previous experience.  

All employees have a general obligation to work safely with and around welding 
and cutting operations. 
 

Operating Procedures 

 

Welding and cutting can create certain hazards that only safe work practices can prevent. 
That is why we have created a set of operating procedures. Our operating procedures 
follow: 

 

Compressed Gas Cylinders 
 

• Handling, storage, and use of compressed gases around the workplace represent a 
number of hazards. Questions are resolved through supervisors or designated trainers. 
Approved practices include:  

• Keep valve protection cap in place at all times when a cylinder is not in use. Use care 
in handling and storage of cylinders, safety valves, relief valves, etc., to prevent 
damage.  

• When cylinders are hoisted, secure them on a cradle, sling board, or pallet.  
• Move cylinders by tilting and rolling them on their bottom edges. Care in handling is 

required.  
• Secure cylinders in an upright position at all times, especially when moving them by 

machine.  
• Use carriers or carts provided for the purpose when cylinders are in use. When in use, 

isolate cylinders from welding or cutting or suitably shield them.  
• Care will be taken to prevent them from becoming part of an electrical circuit.  
• Maintain a distance of at least 20 feet or provide a non-combustible barrier at least 

five feet high in separating fuel gas cylinders from oxygen cylinders.  
• This applies to indoor and outdoor storage.  
• The supervisor will designate: - Well-ventilated storage areas for cylinders inside 
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buildings. Care will be taken to keep storage areas out of traffic areas or other 
situations where they could be knocked over, damaged, or tampered with. - Locations 
for fuel gas and oxygen manifolds in well-ventilated areas.  

• Before a regulator is removed, check that the valve is closed and the gas released 
from the regulator.  

• Keep cylinders, cylinder valves, couplings, regulators, hoses, and apparatus free of 
oily or greasy substances.  

• Keep empty compressed gas cylinders appropriately marked and their valves closed.  
• Store full and empty cylinders apart.  
• Group cylinders by types of gas. Use old stock before newer stock.  
Prohibited practices include:  

• Use of valve protection caps for lifting cylinders.  
• Use of damaged or defective cylinders. The Department Head will provide 

appropriate tags and designate a suitable storage area for these cylinders. 
• Use of wrench or hammer to open cylinder valves. 
• Attempting to repair a cylinder valve. The supplier should be contacted.  
• Use of a magnet or choker sling when hoisting cylinders. 
• Taking oxygen, acetylene, or other fuel gas or manifolds with these gases into 

confined spaces. 
• Using cylinders as rollers or supports.  
 

Gas Welding and Cutting 
 

A. Safe practices in using fuel gas include:  
1. Before a regulator to a cylinder valve is connected, "crack" the valve to clear 

it of dust or dirt. Stand to one side of the outlet, not in front of it. Do not do 
this where the gas would reach welding work, sparks, flame, or other 
possible sources of ignition.  

2. Open cylinder valves slowly to prevent damage to the regulator. For quick 
closing, do not open valves on fuel gas cylinders more than 1 1/2 turns. 
When a special wrench is required, leave it in position on the valve stem 
while the cylinder is in use. In the case of manifold or coupled cylinders, 
make sure at least one such wrench is always available for immediate use.  

3. Do not place anything on top of a fuel gas cylinder, when in use, which may 
damage the safety device or interfere with quick closing.  

4. Do not use fuel gas directly from cylinders through torches or other devices 
equipped with shutoff valves without reducing the pressure through a 
suitable regulator.  

5. Before a regulator is removed from a cylinder valve, always close the 
cylinder valve and release the gas from the regulator.  

6. If gas leaks around the valve stem, close the valve and tighten the gland nut. 
If this doesn't work, do not use the cylinder. Properly tag it and remove it 
from the work area.  

7. If fuel gas leaks from the cylinder valve and the gas cannot be shut off, 
properly tag and remove the cylinder from the work area. If a regulator will 
effectively stop a leak through the valve seat, the cylinder can be used.  

8. Do not use oxygen for personal cooling, cleaning off of surfaces, ventilation, 
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or blowing dust from clothing.  
9. Do not weld or cut an acetylene or oxygen pipeline, including the attachment 

of hangers or supports, until the line has been purged.  
10. Only use pressure-reducing regulators for gas and pressures for which they 

are intended.  
11. Do not attempt to repair a regulator or parts of a regulator. Have a skilled 

mechanic do so.  
 

B. Safe practices in using manifolds include:  
1. Do not place fuel gas and oxygen manifolds in enclosed spaces.  
2. Do not place oxygen manifolds in an acetylene generator room.  
3. Use manifolds and their parts only for the gas (es) for which they are 

approved.  
4. Do not alter or substitute manifold hose connections to allow interchange 

between fuel gas and oxygen manifolds and supply header connections. Keep 
hose connections free of grease and oil.  

5. Cap manifold and header hose connections when not in use.  
6. Do not place anything on top of a manifold, when in use, which will damage 

the manifold and interfere with quick closing of valves.  
7. Install approved flash arresters between each cylinder and the coupler block 

when acetylene cylinders are coupled.  
8. Manifold acetylene and liquefied fuel-gas cylinders only in a vertical 

position.  
C. Safe practices in using hoses include:  

1. Make sure fuel gas hose and oxygen hose are easily distinguishable from 
each other, by different colors or by surface characteristics readily 
distinguishable by the sense of touch. Do not allow use of a single hose with 
more than one gas passage.  

2. Do not interchange hoses, including use of adapters, between fuel gas and 
oxygen sources.  

3. When parallel sections of oxygen and fuel gas hose are taped together, do not 
cover more than four inches out of 12 inches with tape.  

4. Inspect all hose at the beginning of each working shift. Do not use defective 
hose.  

5. Hose subjected to flashback, or with evidence of severe wear or damage, 
must be tested to twice the normal pressure to which it is subject, but in no 
case less than 300 p.s.i. Do not use defective hose, or hose in doubtful 
condition.  

6. Use only hose couplings that cannot be unlocked or disconnected by means 
of a straight pull without rotary motion.  

7. Do not store gas hose in unventilated boxes.  
8. Keep hoses, cables, and other equipment clear of passageways, ladders, and 

stairs.  
9. Clamp or securely fasten hose connections in a manner that will withstand, 

without leakage, twice the pressure to which they are normally subjected in 
service, but in no case less than a pressure of 300 p.s.i. Oil-free air or an oil-
free inert gas shall be used for the test.  

 

D. Safe practices in using torches include:  
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1. Clean clogged tip openings only with suitable cleaning wires, drills, or other 
devices designed for such purposes.  

2. Inspect at the beginning and end of each shift for leaking shutoff valves, hose 
couplings, and tip connections. Do not use defective torches.  

3. Light only with friction lighters or other approved devices. Do not use 
matches or hot work.  

E. Safe practices in using regulators and gauges include:  
1. Make sure oxygen and fuel gas pressure regulators, including their related 

gauges are in proper working order.  
F. Keep oxygen cylinders and fittings away from oil or grease. Oxygen shall not 

be directed at oily surfaces, greasy clothes, or within a fuel oil or other storage 
tank or vessel.  

FOR CONSTRUCTION:  
A.  Safe practices in using compressed gases and torches include:  

1. Cracking cylinders and attaching regulators according to industry 
practice.  

2. Putting caps on header hose connections and manifolds when not in 
use.  

3. Keeping all hoses, regulators, cylinders, valve protection caps, 
couplings, apparatus, and torch connections free of grease and oil, 
especially those involving oxygen.  

4. Using fuel gas hose and oxygen hose of different colors.  
5. Inspections: * All hoses before every shift; * All torches. Only devices 

designed for the purpose will be used to clean torch tips.  
6. Use only friction lighters to ignite torches.  
7. Removal of torches and hoses and positive shut-off of gas sources 

from confined spaces when leaving a confined space project for any 
substantial period of time.  

B.  Prohibited practices include:  
1. Interchange of hoses, including use of adapters, between fuel gas and 

oxygen sources.  
2. Placement of anything on or near a manifold or cylinder top that may 

interfere with the prompt shut-off in case of an emergency.  
3. Taping more than four inches out of every 12 inches in joining fuel gas 

and oxygen hoses.  
4. Using defective hose or torches.  
5. Use of oxygen for personal cooling, cleaning off of surfaces, 

ventilation or blowing dust from clothing.  
   

Arc Welding and Cutting 
 

A. When arc welding is performed in wet conditions, or under conditions of high 
humidity, special protection against electric shock shall be supplied.  

B. Do not dip a hot electrode into water.  
C. Use holders, cable, and other apparatus specifically designed for the purpose, 
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matched to the job and other components and in good repair.  
D. When leaving electrode holders unattended, electrodes must be removed and holders 

placed so that accidental electrical contact is not made.  
E. Use non-combustible or flameproof screens to protect employees and passersby from 

arc rays wherever practicable.  
F. Keep chlorinated solvents at least 200 feet from an inert-gas metal-arc welder or 

provide adequate shielding. Surfaces prepared with chlorinated solvents will be 
thoroughly dry before welding.  

G. Workmen assigned to operate or maintain gas-shielded arc welding equipment shall 
be acquainted with the requirements of American Welding Society, A6.1-1966, 
Recommended Safe Practices for Gas-Shielded Arc Welding.  

H. Before starting operations all connections to the machine shall be checked to make 
certain they are properly made. The work lead shall be firmly attached to the work; 
magnetic work clamps shall be freed from adherent metal particles of spatter on 
contact surfaces. Coiled welding cable shall be spread out before use to avoid serious 
overheating and damage to insulation.  

I. Grounding of the welding machine frame shall be checked. Special attention shall be 
given to safety ground connections of portable machines.  

J. There shall be no leaks of cooling water, shielding gas, or engine fuel.  
K. It shall be determined that proper switching equipment for shutting down the 

machine is provided.  
L. Printed rules and instructions covering operation of equipment supplied by the 

manufacturers shall be strictly followed.  
M. Electrode holders when not in use shall be so placed that they cannot make electrical 

contact with persons, conducting objects, fuel, 
   

Fire Prevention 
 

A. The supervisor will use this guide to assess fire hazards at the workplace:  
1. If the object to be welded or cut cannot readily be moved, all movable fire 

hazards in the vicinity shall be taken to a safe place.  
2. If the object to be welded or cut cannot be moved and if all the fire hazards 

cannot be removed, then guards shall be used to confine the heat, sparks, and 
slag, and to protect the immovable fire hazards.  

3. If the requirements stated in the two boxes above cannot be followed then 
welding and cutting shall not be performed.  

B. Wherever there are floor openings or cracks in the flooring that cannot be 
closed, precautions shall be taken so that no readily combustible materials on 
the floor below will be exposed to sparks that might drop through the floor. 
The same precautions shall be observed with regard to cracks or holes in 
walls, open doorways, and open or broken windows.  

C. Suitable fire extinguishing equipment shall be provided and maintained in a state of 
readiness for instant use. Such equipment may consist of pails of water, buckets of 
sand, hose or portable extinguishers depending upon the nature and quantity of the 
combustible material exposed.  

 

D. Before cutting or welding is permitted, the individual responsible for authorizing 
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cutting and welding operations shall inspect the area. He shall designate precautions 
to be followed in granting authorization to proceed preferably in the form of a written 
permit.  

E. Special precautions shall be taken for floors covered with combustible materials; 
combustibles within 35 feet of the work area; ducts that might carry sparks; 
combustible walls; combustibles on the other side of a noncombustible wall; 
combustible coverings; pipes in contact with combustible walls; storage of readily 
ignitable materials; drums, barrels, tanks, other containers that may contain 
flammable materials; pipes leading to a drum or vessel; and all hollow spaces, 
cavities or containers.  

F. Cutting or welding shall not be permitted in the following situations: 
1. In areas not authorized by management.  
2. In sprinkled buildings while such protection is impaired. 
3. In the presence of explosive atmospheres, or explosive atmospheres that may 

develop inside unclean or improperly cleaned tanks or equipment that have 
previously contained such atmospheres, or that may develop in an area. 

   

Ventilation 
 

A. The supervisor will determine the number, location, and capacity of ventilation 
devices.  

B. Ventilation will be sufficient to protect passersby as well as the welder.  
C. Oxygen shall never be used for ventilation.  
D. Don't rely on general ventilation as the only means of protection when air 

contaminants are toxic.  
E. Where ventilation is not sufficient to provide clean, respirable air, respirators will be 

specified according to specifications applicable to your facility and policies.  
 

   

 

Personal Protective Equipment 
 

A. Proper eye protection i.e., helmets, hand shields, goggles, and spectacles, must be 
provided.  

B. Proper protective clothing must be provided.  
C. First–aid equipment shall be available at all times.  
D. Airline respirators will be provided for confined space jobs when sufficient 

ventilation cannot be provided without blocking the exit.  
E. When known or unknown toxic materials are present in a job, respirators will be 

provided that match the hazard for all employees. The hazards include zinc or zinc–
bearing base or filler metals, lead base metals, cadmium–bearing filler metals, 
chromium–bearing or chromium–coated metals, mercury, nitrogen dioxide, and 
beryllium. Due to beryllium’s extreme danger, both ventilation and airline respirators 
will be used.  

F. Where screens are not sufficient to protect welders and passersby from arc radiation, 
the company will provide eye protection with appropriate helmets, filter lens goggles, 
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or hand shields. The helmets and shields will be maintained in good repair.  
G. When a toxic preservative is detected on a surface in a confined space, airline 

respirators will be provided (or the toxic coating will be stripped from at least four 
inches around the heated area).  

 

 

Confined Spaces 

 

A. Evaluate the space, the hazardous atmosphere, the floor surface, and the interior 
surface for flammability, combustibility, or toxic fumes that could result from the 
welding process.  

B. Perform atmospheric testing for oxygen deficiency, and for toxic and flammable or 
combustible gases before and during entry. If the tests show that flammable or 
combustible gases are present, the space must be ventilated until safe to enter. If the 
atmosphere is toxic and cannot be cleared through ventilation, appropriate respiratory 
equipment must be used. All energy sources that could cause employee injury must 
be disconnected and locked in the "off" position before entry.  

C. Ventilation must be provided. Confined spaces such as manholes, tunnels, trenches, 
and vaults, are particularly hazardous working areas made more dangerous by 
welding.  

D. Gas cylinders and welding machines shall be left on the outside of the confined 
space. Before operations are started, heavy portable equipment mounted on wheels 
shall be securely blocked to prevent accidental movement.  

E. Where a welder must enter a confined space through a manhole or other small 
opening, means shall be provided for quickly removing him in case of emergency. 
When safety belts and lifelines are used for this purpose they shall be so attached to 
the welder's body that his body cannot be jammed in a small exit opening. An 
attendant with a preplanned rescue procedure shall be stationed outside to maintain 
communication with the welder at all times and be capable of putting rescue 
operations into effect.  

F. When arc welding is to be suspended for any substantial period of time, such as 
during lunch or overnight, all electrodes shall be removed from the holders and the 
holders carefully located so that accidental contact cannot occur and the machine 
disconnected from the power source.  

G. In order to eliminate the possibility of gas escaping through leaks of improperly 
closed valves, when gas welding or cutting, the torch valves shall be closed and the 
fuel-gas and oxygen supply to the torch positively shut off at some point outside the 
confined area whenever the torch is not to be used for a substantial period of time, 
such as during lunch hour or overnight. Where practicable the torch and hose shall 
also be removed from the confined space. 

H.  After welding operations are completed, the welder shall mark the hot metal 
or provide some other means of warning other workers.  

Flammable, Toxic, or Hazardous Materials 
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A. The Department Head will designate a competent person to test the flammability of 
unknown coatings.  

B. When a coating is found to be highly flammable, it will be stripped from the area to 
prevent fire.  

   

Electrical Equipment 
 

A. Approved safe practices include:  
1. Do not arc weld while standing on damp surfaces or in damp clothing.  
2. Properly ground, install, and operate equipment.  
3. Do not use defective equipment.  
4. Use well-insulated electrode holders and cables.  
5. Insulate yourself from both the work and the metal electrode and holder.  
6. Don’t wrap a welding cable around your body.  
7. Wear dry gloves and rubber-soled shoes.  
8. Do not use damaged or bare cables and connectors.  
9. In case of electric shock, don’t touch a victim. Turn off the current at the 

control box and then call for help. After the power is off, you may perform 
cardiopulmonary resuscitation (CPR) if necessary.  

 

   

Fall Protection 
 

A. A welder or helper working on platforms, scaffolds, or runways shall be protected 
against falling. This may be accomplished by the use of railings, safety belts, 
lifelines, or some other equally effective safeguards.  

B. Welders shall place welding cable and other equipment so that it is clear of 
passageways, ladders, and stairways.  

C. Maintain a clear welding or cutting area to prevent slips, trips, and falls.  
   

Inspections 
 

A number of inspections are required under the welding and cutting regulations. To make 
inspections efficient, we have compiled a list of inspection items to be checked before 
welding or cutting: See Appendix 

   

Maintenance 
 

Any deficiencies found in our welding and cutting equipment are repaired, or defective 
parts replaced, before continued use. However, no modifications or additions that affect 
the capacity or safe operation of the equipment may be made without the manufacturer’s 
written approval. If such modifications or changes are made, the capacity, operation, and 
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maintenance instruction plates, tags, or decals, must be changed accordingly. In no case 
may the original safety factor of the equipment be reduced. 

While defective parts may be found, we prefer to invest time and effort into the proper 
upkeep of our equipment, which results in day-to-day reliability. Keeping up with the 
manufacturer’s recommended maintenance schedules, and completing the proper records, 
will also increase our welding and cutting equipment’s longevity. 

Employees doing welding or cutting operations follow(s) the manufacturer’s 
operator instruction manual for daily or weekly maintenance. 

Periodic maintenance (those completed monthly or less frequently) is done by a factory-
trained-expert, or a dealer. 

Signs and Labels 

Our company posts signs as follows: Caution or Warning or Danger Keep Away 

We use the following labels: Caution or Warning 

Recordkeeping 

Each Department Head is responsible for maintaining the following records: 

Inspections, maintenance, and training. These records are maintained in place designated 
by department head for 3 years. 

Appendix A 

List of Hot Work Equipment from each Department 
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Appendix B 

 

Hot Work Inspection Forms 
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  Hot Work Tools  
Brand Model Ser. # Description 

Victor 315 c W946918 Oxy Accetaline Torch Set 

Victor HD 310c X29335 Oxy Accetaline Torch Set 

Smith Lifetime SW1A SC 209 XD Oxy Accetaline Torch Set 

Handy Auto K-1 23058 Oxy Accetaline Torch Set 

X-Cut Torch 798-0-1000  Cutting Tool Delxe Kit 

Eutectic 
Castolin 

Rototec 1-A 7000156 Shaft Repair Kit 

Eutectic 
Castolin 

Ultra Jet Eutalloy 30265 Shaft Repair Kit 

Miller Spectrum 650 KH365861 Plasma Cutter 

Miller Millermatic 250 KH443988 MIG Welder 

Miller Maxstar 140 KK184310 Stick/Tig Welder 

Miller KK-42  TIG Acc. Kit for Maxstar 140 

Miller Trailblazer 250G KF810385 Welder Generator 

Miller WC 24 KF888402 Wire Feeder for Trailblazer 

Miller HF-251D-1 KF920541 High Frequency Unit for Trailblazer 

Lincoln Idealarc SP-150 AC661644 MIG Welder 

Lincoln Idealarc 250 AC307489 Stick Welder 

Craftsman 313.544110.1  Cutting Torch 

Harris 25-15  Cutting Torch 

Victor CSR 450 KHO1734 Cutting Torch 

Lincoln AC-225  Welder 

Miller 225 NT LBO 48407 Welder (tk mounted) 

Miller 225 NT 236841 Welder (tk mounted) 

Plasma Cutter En 50192 PPOR 113084 Plasma Cutter 
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Welder and Torch Inspection Sheet 

WELDING 

_____ Are only authorized and trained personnel permitted to use welding, 
cutting or brazing equipment? 29 CFR 1910.252(a)(2)(xiii)(C)  
_____ Does each operator have a copy of the appropriate operating instructions 
and are they directed to follow them? 29 CFR 1910.253(a)(4), (d)(6), (f)(7)(A) 
 _____ Are pressure-reducing regulators used only for the gas and pressures for 
which they are intended? 29 CFR 1910.253(e)(6)(i)  
_____ Is grounding of the machine frame and safety ground connections of 
portable machines checked periodically? 29 CFR 1910.254(d)(3); 255(b)(9), 
(c)(6)  
_____ Are only approved apparatus (torches, regulators, pressure-reducing valves, 

acetylene generators, manifolds) used? 29 CFR 1910.253(a)(3) 

 _____ Is a check made for adequate ventilation in and where welding or cutting is 
performed? 29 CFR 1910.252(c)(1)(iii), (2)(i) 

 _____ When working in confined places, are environmental monitoring tests taken and 
means provided for quick removal of welders in case of an emergency? 29 CFR 
1910.252(c)(4)  

WELDING EQUIPMENT 

_____ Is necessary personal protective equipment available? 29 CFR 
1910.252(b)(2) 
_____ Are only approved apparatus (torches, regulators, pressure-reducing valves, 

acetylene generators, manifolds) used? 29 CFR 1910.253(a)(3) 

_____ Is open circuit (No Load) voltage of arc welding and cutting machines as 
low as possible and not in excess of the recommended limits? 29 CFR 
1910.254(b)(3)(i)-(iv)  
_____ Is grounding of the welding machine frame and safety ground connections 
of portable machines checked periodically? 29 CFR 1910.254(d)(3);.255(b)(9), 
(c)(6) 
EQUIPMENT MARKINGS  

_____ Is red used to identify acetylene (and other fuel-gas) hose, green for oxygen hose, 
and black for inert gas and air hose? 29 CFR 1910.253(e)(5)(i) 

_____ Are empty compressed gas cylinders appropriately marked and their valves 
closed? 29 CFR 1910.101(b);.253(b)(1)(ii), (2)(iii), (5)(ii)(H) 

COMPRESSEDGAS CYLINDER MANAGEMENT  

_____ Are compressed gas cylinders regularly examined for obvious signs of defects, 
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deep rusting, or leakage? 29 CFR 1910.254(d)(4); 255(e) 

_____ Is care used in handling and storage of cylinders, safety valves, relief valves, etc., 
to prevent damage? 29 CFR 1910.253 (b)(2)(ii), (5)(iii)(B) 

_____ Are liquefied gases stored and shipped valve-end up with valve covers in place? 
29 CFR 1910.253(b)(5)(iii)(A) 

_____ Before a regulator is removed, is the valve closed and gas released from the 
regulator? 29 CFR 1910.253(b)(5)(iii)(D) 

_____ Are cylinders, cylinder valves, couplings, regulators, hoses, and apparatus kept 
free of oily or greasy substances? 29 CFR 1910.253(b)(5)(i) 

_____ Are the cylinders kept away from elevators, stairs, or gangways? 29 CFR 
1910.253(b)(2)(ii)  
_____ Is it prohibited to use cylinders as rollers or supports? 29 CFR 1910.253(b)(5)(ii)(K) 

_____ Is care taken not to drop or strike cylinders? 29 CFR 1910.253(b)(5)(ii)(B) 

_____ Unless secured on special trucks, are regulators removed and valve-protection 
caps put in place before moving cylinders? 29 CFR 1910.253(b)(5)(ii)(D)  

_____ Do cylinders without fixed hand wheels have keys, handles, or non-adjustable 
wrenches on stem valves when in service? 29 CFR 1910.253(b)(5)(ii)(E)  

_____ Are empty compressed gas cylinders appropriately marked and their valves 
closed? 29 CFR 1910.253(b)(1)(ii), (2)(iii), (5)(ii)(H) 

_____ Are fuel gas cylinders and oxygen cylinders separated by distance, fire resistant 
barriers, etc., while in storage? 29 CFR 1910.253(b)(4)(iii) 

PERSONAL PROTECTIVE EQUIPMENT 

_____ Are all employees required to use personal protective equipment (PPE) as 
needed? 29 CFR 1910.132(a)  
_____ Is PPE functional and in good repair? Does it have ANSI or ASTM specifications 

marked on it? 29 CFR 1910.132(e) 

_____ Are employees exposed to the hazards created by welding, cutting, or brazing 
operations protected with personal protective equipment and clothing? 29 CFR 
1910.252(b)(3) 

_____ Is personal protective equipment provided and are all employees required to use 
PPE as needed to protect against eye and face injury? 29 CFR 
1910.132(a);.133(a)(1)  

_____ Are protective goggles or face shields provided and worn where there is any 
danger of flying particles or corrosive materials? 29 CFR 1910.133(a)(1) 

_____ Are approved safety glasses required to be worn at all times in areas where there 



   Hot Work Policy 

City of Asheboro, North Carolina 
Page 18 

is a risk of eye injuries such as punctures, abrasions, contusions, or burns? 29 CFR 
1910.133(a)(2) 

 _____ Are appropriate safety glasses, face shields, etc., used while using hand tools or 
equipment that might produce flying materials or be subject to breakage? 29 CFR 
1910.133(a)(1)  

_____ Are employees who need corrective lenses (glasses or contacts) in working 
environments having harmful exposures required to wear only approved safety 
glasses, protective goggles, or use other medically approved precautionary 
procedures? 29 CFR 1910.133(a)(3)  

_____ Is appropriate foot protection required where there is the risk of foot injury? 29 
CFR 1910.132(a);.136(a) 

_____ Is appropriate hand protection required where there is the risk of hand injury? 29 
CFR 1910.132(a);.138(a) 

_____ Are hard hats provided and worn where danger of falling objects exists? 29 CFR 
1910.135(a)(1) 

_____ Are hard hats inspected periodically for damage to the shell and suspension 
system? 29 CFR 1910.135(b) 

AIR EMISSIONS 

_____ If welding creates hazardous air emissions, is the welding area appropriately 
marked to indicate this? 29 CFR 1910.252(c)(iv)(A)-(C) 

_____ If welding creates hazardous air emissions, have ventilation or local exhaust 
systems been provided to keep fumes below the maximum allowable 
concentrations? 29 CFR 1910.252(c)(iii)  

FIRE PREVENTION 

_____ Are precautions taken to prevent the mixture of air or oxygen with flammable 
gases, except at a burner or in a standard torch? 29 CFR 1910.253(a)(1) 

_____ Are signs reading DANGER NO SMOKING, MATCHES, OR OPEN LIGHTS or the 
equivalent, posted in welding areas? 

_____ Are provisions made to never crack a fuel-gas cylinder valve near sources of 
ignition? 29 CFR 1910.253(b)(5)(iii)(C) 

_____ When welding is done on metal walls, are precautions taken to protect 
combustibles on the other side? 29 CFR 1910.252(a)(2)(x) 

_____ Before hot work is begun, are used drums, barrels, tanks, and other containers so 
thoroughly cleaned that no substances remain that could explode, ignite, or 
produce toxic vapors? 29 CFR 1910.252(a)(3)(i)  
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_____ If welding gases are stored, are oxygen and acetylene separated by a 5-foot 
noncombustible barrier? 29 CFR 1910.253(b)(4)(i)-(iii)  

_____ Are compressed gas cylinders kept away from sources of heat? 29 CFR 
1910.253(b)(2)(i)  
_____ Is combustible scrap, debris, and waste stored safely and removed from the work 

site promptly? 29 CFR 1910.252 (a)(2)(i), (vii), (xiv)(C)(2)???  

_____ Are firewatchers assigned when welding or cutting is performed in 
locations     where a serious fire might develop? 29 CFR 1910.252(a)(2)(iii)(A) 
_____ Are provisions made for personnel to perform fire watch duties under 
appropriate circumstances? 29 CFR 1910.252(d)(4)(iv)  
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1- Date and time am  Date and time              am  

Issued             ____/____/____ at ____pm    Expires          ____/____/____pm 

 

2- Space to be entered _________________________________________________________________ 
 

3- Purpose of entry ___________________________________________________________________ 
 

 4- Authorized entrants ____________________________       _________________________________ 

   ____________________________ _________________________________ 

   ____________________________ _________________________________ 

   ____________________________ _________________________________ 

 

 5- Attendants ____________________________ _________________________________ 

   ____________________________ _________________________________ 

 

 6- Name of Current ____________________________ Time ____________________________ 

  Entry Supervisor(s) ____________________________ Time ____________________________ 

 

7- Entry Supervisor who 
Originally authorized entry ___________________________________________________________ 

    Signature 

8- Record Hazards of the space to be entered     

 

Hazard                                  Yes          No          N/A 

9- Check or list the measures used to isolate the space 

    and to eliminate or control permit space hazards. 

 

 

____a. Purge-Flush and Vent 

 

____b. Ventilation 

 

  

 

  

a. Lack Of Oxygen    

b. Combustible Gases    

c. Combustible Vapors    

d. Combustible Dust    

e  Toxic Gases    

      

      

      



Distracted Driving Prevention Policy 

PURPOSE: The City of Asheboro has enacted a Distracted Driving Prevention 
Policy that is designed to lessen the risk to life and property by 
preventing employees operating the city’s fleet of motor vehicles 
and municipal equipment from engaging in distracted driving.  The 
city’s mission to provide municipal services in a safe, effective, and 
cost-efficient manner is advanced by keeping the hands of drivers 
on the wheel and their eyes on the road. 

RULE: Subject to the definitions and exceptions stated herein, city 
employees are prohibited from using hand-held electronic 
communications devices of any kind while driving a motor vehicle 
or a piece of municipal equipment that is owned or leased by the 
City of Asheboro.  Additionally, city employees, while driving a 
motor vehicle or a piece of municipal equipment that is owned or 
leased by the City of Asheboro, are prohibited from using either a 
hand-held or hands-free electronic communications device to 
read an electronic mail or text message transmitted to the device or 
stored within the device; provided that this specific prohibition does 
not apply to any name or number stored in the device nor to any 
caller identification information. 

DEFINITIONS: 

(A) The term “using hand-held electronic communications devices”
means (1) using at least one hand to hold a communications
device, including two-way radios, to conduct voice communication
or to listen to a voice mail message; (2) entering numbers, text, or
any other kind of data by pressing more than a single button; or (3)
reaching for a communications device in a manner that requires a
driver or operator to maneuver so that he or she is no longer in a
seated driving position and properly restrained by a seat belt that is
adjusted in accordance with the vehicle manufacturer’s instructions.

(B) The term “driving” means operating a motor vehicle or any piece of
municipal equipment on a public vehicular area or on a public or
private highway/street, including while temporarily stationary on one
of the listed areas due to traffic, a traffic control device, or other
momentary delays. The term “driving” does not include operating a
motor vehicle or piece of equipment when the driver has moved the
vehicle to the side of, or off, a highway, street, or a public vehicular
area and has halted in a location where the vehicle or piece of
equipment can safely remain stationary and be deemed to be
lawfully parked or stopped.



 
Distracted Driving Prevention Policy 

 
EXCEPTIONS:   
 

(A) Communications or data entry conducted by firefighters or sworn 
law enforcement officers when such activity is deemed by their 
respective department heads to be essential to the performance of 
the assigned duties of the public safety officials. 

 
(B) Emergency voice communications, not emailing or texting, between 

any driver and law enforcement officials or other emergency 
services personnel. This exception shall be interpreted very 
narrowly and only applies to genuine emergencies that involve an 
imminent threat to life and/or property. 

 
SUPPLEMENTARY GUIDANCE: 
 

(A) Hands-free use of mobile telephones is allowed.  For example, so 
long as a driver can initiate, answer, or terminate a call by touching 
a single button on the device, earpiece, steering wheel, or 
instrument panel, a mobile telephone can be used by the driver.  
Dialing a number and any other form of data/text entry that requires 
more than a single push of a button in order to perform a function is 
prohibited. 

 
(B) A driver can use a mobile telephone and push-to-talk mobile 

communications equipment, such as a two-way radio, so long as 
the driver does not reach for, dial, adjust, or hold the device, or a 
part thereof, in his or her hand while driving and the driver is able to 
touch the button to operate the mobile telephone or push-to-talk 
feature of the device from the normal seated position with the 
safety belt fastened. 

 
(C) A driver can use a 311 data recorder to enter data with a single 

push of a button so long as the driver can push the required button 
from the normal seated position with the safety belt fastened.  
Drivers are prohibited from switching between screens unless they 
have pulled to the side of the street or road and come to a complete 
stop in a location where the vehicle can safely remain stationary. 

 
INTERPRETATION: 
 

If a question pertaining to the interpretation of this policy arises, the question 
shall be immediately referred to the Safety Coordinator for resolution. 

 
 
 
 
 
 
 



Distracted Driving Prevention Policy 

EFFECTIVE DATE: 

This policy shall take effect and be in force from and after April 2, 2012. 

/s/ John N. Ogburn III 
John N. Ogburn III 
City Manager 

Date 3/13/2012 
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