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Chapter 1

Injury and lliness Prevention Program

Written Plan

Every employer should have a written Injury and Illness Prevention plan. This is our plan. Please read it
carefully. While no plan can guarantee an accident free work place, following the safety procedures set forth in
this manual will significantly reduce the risk of danger to you and your co-workers. Thank you for all our safety.

Introduction to Our Program

State and federal law, as well as company policy, makes the safety and health of our employees the first
consideration in operating our business. Safety and health in our business must be a part of every operation, and
every employee’s responsibility at all levels. It is the intent of |company| to comply with all laws concerning the
operation of the business and the health and safety of our employees and the public. To do this, we must constantly
be aware of conditions in all work areas that can produce or lead to injuries. No employee is required to work at a
job known to be unsafe or dangerous to his or her health. Your cooperation in detecting hazards, reporting
dangerous conditions and controlling workplace hazards is a condition of employment. Inform your supervisor
immediately of any situation beyond your ability or authority to correct. Employees will not be disciplined or suffer
any retaliation for reporting a safety violation in good faith.

Safety First Priority

The personal safety and health of each employee of |company] is of primary importance. Prevention of
occupationally-induced injuries and illnesses is of such consequence that it will be given precedence over operating
productivity. To the greatest degree possible, management will provide all mechanical and physical protection
required for personal safety and health, but our employees must bear primary responsibility for working safely. A
little common sense and caution can prevent most accidents from occurring.

Individual Cooperation Necessary

|company| maintains a safety and health program conforming to the best practices of our field. To be successful,
such a program must embody proper attitudes towards injury and illness prevention on the part of supervisors and
employees. It requires the cooperation in all safety and health matters, not only of the employer and employee, but
between the employee and all co-workers. Only through such a cooperative effort can a safety program in the best
interest of all be established and preserved. Safety is no accident; think safety and the job will be safer.

Safety Program Goals

The objective of |company] is a safety and health program that will reduce the number of injuries and illnesses to
an absolute minimum, not merely in keeping with, but surpassing the best experience of similar operations by
others. Our goal is zero accidents and injuries.

Safety Policy Statement

It is the policy of |company] that accident prevention shall be considered of primary importance in all phases of
operation and administration. It is the intention of |company|’s management to provide safe and healthy working
conditions and to establish and insist upon safe practices at all times by all employees.

The prevention of accidents is an objective affecting all levels of our company and its operations. It is, therefore, a
basic requirement that each supervisor make the safety of all employees an integral part of his or her regular
management function. It is equally the duty of each employee to accept and follow established safety regulations
and procedures.



Every effort will be made to provide adequate training to employees. However, if an employee is ever in doubt
about how to do a job or task safely, it is his or her duty to ask a qualified person for assistance. Employees are
expected to assist management in accident prevention activities. Unsafe conditions must be reported immediately.
Fellow employees that need help should be assisted. Everyone is responsible for the housekeeping duties that
pertain to their jobs.

Every injury that occurs on the job, even a slight cut or strain, must be reported to management and/or the
Responsible Safety Officer as soon as possible. Under no circumstances, except emergency trips to the hospital,
should an employee leave the work site without reporting an injury. When you have an accident, everyone is hurt.
Please work safely. Safety is everyone’s business.

Safety Rules for All Employees

It is the policy of |company| that everything possible will be done to protect you from accidents, injuries and/or
occupational disease while on the job. Safety is a cooperative undertaking requiring an ever-present safety
consciousness on the part of every employee. If an employee is injured, positive action must be taken promptly to
see that the employee receives adequate treatment. No one likes to see a fellow employee injured by an accident.
Therefore, all operations must be planned to prevent accidents. To carry out this policy, the following rules will
apply:

1. All employees shall follow the safe practices and rules contained in this manual and such other rules and
practices communicated on the job. All employees shall report all unsafe conditions or practices to the proper
authority, including the supervision on the project, and, if corrective action is not taken immediately, a
governmental authority with proper jurisdiction over such practices.

2. The |supervisor| shall be responsible for implementing these policies by insisting that employees observe and
obey all rules and regulations necessary to maintain a safe work place and safe work habits and practices.

3. Good housekeeping must be practiced at all times in the work area. Clean up all waste and eliminate any
dangers in the work area.

4. Suitable clothing and footwear must be worn at all times. Personal protection equipment (hardhats,
respirators, eye protection) will be worn whenever needed.

5. All employees will participate in a safety meeting conducted by their supervisor once every ten working days.

6. Anyone under the influence of intoxicating liquor or drugs, including prescription drugs which might impair
motor skills and judgment, shall not be allowed on the job.

7. Horseplay, scuffling, and other acts which tend to have an adverse influence on safety or well-being of other
employees are prohibited.

8.  Work shall be well planned and supervised to avoid injuries in the handling of heavy materials and while
using equipment.

9. No one shall be permitted to work while the employee’s ability or alertness is so impaired by fatigue, illness, or
other causes that it might expose the employee or others to injury.

10. There will be no consumption of liquor or beer on the job.

11. Employees should be alert to see that all guards and other protective devices are in proper places and adjusted,
and shall report deficiencies promptly to the [supervisor]|.

12. Employees shall not handle or tamper with any electrical equipment, machinery, or air or water lines in a
manner not within the scope of their duties, unless they have received specific instructions.



Chapter 3

Chemical Safety

Introduction

The objective of this chapter is to provide guidance to all |company| employees and participating guests who use
hazardous materials so that they may perform their work safely. Many of these materials are specifically explosive,
corrosive, flammable, or toxic; they may have properties that combine these hazards. Many chemicals are
relatively non-hazardous by themselves but become dangerous when they interact with other substances, either in
planned experiments or by accidental contact.

To avoid injury and/or property damage, persons who handle chemicals in any area of the Company must
understand the hazardous properties of the chemicals with which they will be working. Before using a specific
chemical, safe handling methods must always be reviewed. Supervisors are responsible for ensuring that the
equipment needed to work safely with chemicals is provided. The cost of this equipment is borne by the Company.

Hazcom Plan

On May 25, 1986 the Occupational Safety and Health Administration (OSHA) placed in effect the requirements of
a new standard called Hazard Communication (29 CFR 1910.1200). This standard establishes requirements to
ensure that chemical hazards in the workplace are identified and that this information, along with information on
protective measures, is transmitted to all affected employees.

This section describes how [company| employees are informed of the potential chemical hazards in their work area
so they can avoid harmful exposures and safeguard their health. Components of this program include labeling,
preparing a material safety data sheet (MSDS), and training.

With regard to MSDS, |company] has limited coverage under the OSHA Hazard Communication Standard. The
Company is required to maintain only those sheets that are received with incoming shipments for the following
reasons: the Company commonly uses small quantities of many different hazardous materials for short periods of
time; that the hazards change, often unpredictably; many materials are of unknown composition and most workers
are highly trained.

Responsibilities of Supervisors/Management

Identify hazards for respective work areas.
Ensure hazards are properly labeled.

Obtain/maintain copies of material safety data sheets, as required, of each hazardous material used in the work
area and make them accessible to employees during each work shift.

Have the written Hazard Communication Program available to all employees.
Provide hazard-specific training for employees.

Identify hazardous materials in the hazard review section of the |company| purchase requisition form.

Employees must:
Attend safety training meetings.
Perform operations in safe manner.

Notify management immediately of any safety hazards or injuries.



When ordering materials, identify hazardous chemicals in the hazard review section of the [company]| purchase
requisition form.

The Responsible Safety Officer must:

Develop a written Hazard Communication Program.

Maintain a central file of material safety data sheets.

Review and update [company]| stock safety labels.

Provide generic training programs.

Assist supervisors in developing hazard-specific training programs.

Oversee the Hazard Communication Standard written policy and implementation plans.
Alert on-site contractors to hazardous materials in work areas.

Alert on-site contractors that they must provide to their employees information on hazardous materials they bring
to the work site.

The number of hazardous chemicals and the number of reactions between them is so large that prior knowledge of
all potential hazards cannot be assumed. Therefore, when the chemical properties of a material are not fully
known, it should be assumed hazardous and used in as small quantities as possible to minimize exposure and thus
reduce the magnitude of unexpected events.

The following general safety precautions should be observed when working with chemicals:

Keep the work area clean and orderly.

Use the necessary safety equipment.

Carefully label every container with the identity of its contents and appropriate hazard warnings.

Store incompatible chemicals in separate areas.

Substitute less toxic materials whenever possible.

Limit the volume of volatile or flammable material to the minimum needed for short operation periods.
Provide means of containing the material if equipment or containers should break or spill their contents.

Follow the requirements of this manual, if systems that can generate pressure or are operated under pressure are
involved.

Provide a back-up method of shutting off power to a heat source if any hazard is involved.

Obtain and read the Material Safety Data Sheets.

Task Evaluation

Each task that requires the use of chemicals must be evaluated to determine the potential hazards associated with
the work. This hazard evaluation must include the chemical or combination of chemicals that will be used in the
work, as well as other materials that will be used near the work. If a malfunction during the operation has the
potential to cause serious injury or property damage, an Operational Safety Procedure (OSP) must be prepared and
followed. Operations must be planned to minimize the generation of hazardous wastes. Additionally, unused
chemicals should be recycled.

Supervisor Responsibility

Supervisors are responsible for establishing safe procedures and for ensuring that the protective equipment needed
to work with the chemicals is available. Supervisors must instruct their workers about possible hazards, safety



precautions that must be observed, possible consequences of an accident, and procedures to follow if an accident
does occur. The supervisor is required to enforce the proper use of protective equipment and the established safety
practices.

It is the responsibility of employees and all who use [company] facilities to understand the properties of the
chemicals with which they will work and to follow all precautions that apply to each specific task.

When faced with an unexpected threat of malfunction, injury, or damage, employees are expected to choose a
course of action that provides the most protection to themselves and to others in the area. Every employee is
expected to report to the supervisor any unsafe condition seen in the area that would not permit him/her to work
safely.

The Responsible Safety Officer assists employees and supervisors to work safely by providing information on the
hazardous properties of materials, recommending methods for controlling the hazards of specific operations, and
by monitoring the work environment.

Supervisors must instruct their personnel about the potential hazards involved in the work, proper safety
precautions to follow, and emergency procedures to use if an accident should occur. To supplement the
supervisor’s training, the Responsible Safety Officer will conduct training courses and materials on selected topics.
In addition, material safety data sheets and safety information, including hazards, health effects, potential routes of
exposure, proper handling precautions, and emergency procedures on specific chemicals, are available through the
Responsible Safety Officer’s office.

Effects on Reproduction

Both men and women may be exposed to hazardous agents that can cause infertility or result in genetic damage
that is passed on to offspring. These agents include ionizing radiation, alcohol, cigarette smoke, pharmaceuticals,
and some of the thousands of different chemicals that are used in the home or workplace. Although many of these
have been tested to determine whether they cause acute (immediate) effects on the body, few have been studied to
see if they cause cancer (carcinogens), birth defects (teratogens), or genetic defects (mutagens). Even fewer have
been studied to see if they can cause infertility, menstrual disorders, or other disorders relating to reproduction.

The primary path for hazardous substances to reach an unborn child is through the placenta. Scientists now
believe that most chemical substances or drugs can cross this barrier with varying degrees of ease and enter the
system of the developing fetus. Thus, many chemicals and drugs that enter a pregnant woman’s body (through
breathing, swallowing, absorption through the skin, etc.) will eventually enter the mother’s blood circulation and
find their way into the unborn child.

In general, the important questions of exactly how much of the toxic substance that enters the mother’s body will
reach the fetus or what concentration the fetus can tolerate without harmful effects are not yet answered.

The fetus may be most vulnerable in the early weeks of pregnancy, but it is also at risk later in pregnancy. In light
of the potential harm of workplace exposures to both a pregnant woman and her developing fetus, it is very
important and required by |company]| policy for the woman to inform the Responsible Safety Officer of her
pregnancy immediately.

Airborne Contaminants

Exposures by inhalation of airborne contaminants (gases, vapors, fumes, dusts, and mists) must not exceed the
levels listed in the latest edition of Threshold Limit Values of Airborne Contaminants (TLV) published by the
American Conference of Governmental Industrial Hygienists. These TLV levels refer to airborne concentrations of
substances and represent conditions under which it is believed that workers may be repeatedly exposed without
adverse effect.

In all cases of potentially harmful exposure, feasible engineering or administrative controls must first be
established. In cases where respiratory protective equipment, alone or with other control measures, is required to
protect the employee, the protective equipment must be approved by the Responsible Safety Officer, for each
specific use.



Safety Equipment

Eyewash fountains are required if the substance in use presents an eye hazard.
The eyewash fountain must provide a soft stream or spray of aerated water.

In areas where a corrosive chemical or rapid-fire hazard exists, safety showers must be provided for immediate first
aid treatment of chemical splashes and for extinguishing clothing fires. The shower must be capable of drenching
the victim immediately in the event of an emergency.

Eyewash fountains and safety showers should be located close to each other so that, if necessary, the eyes can be
washed while the body is showered. Access to these facilities must always remain open. In case of accident, flush
the affected part for at least 15 minutes. Report the accident to the Responsible Safety Officer immediately.

A special first aid treatment kit for fluorine and hydrofluoric acid burns is prepared by the Medical Services
Department. The kit is obtained by contacting the Responsible Safety Officer.

Safety shields must be used for protection against possible explosions or splash hazards. Company equipment must
be shielded on all sides so that there is no line-of-sight exposure of personnel. The sash on a chemical fume hood
is a readily available partial shield. However, a portable shield must also be used, particularly with hoods that have
vertical-rising sashes rather than horizontal-sliding sashes.

Labels

All containers (including glassware, safety cans, and plastic squeeze bottles) must have labels that identify their
chemical contents. Labels should also contain information on the hazards associated with the use of the chemical.
Precautionary labels are available from |company| stock room for most of the common chemicals.

Chemical Storage

The separation of chemicals (solids or liquids) during storage is necessary to reduce the possibility of unwanted
chemical reactions caused by accidental mixing. Explosives such as picric acid should be stored separately
outdoors. Use either distance or barriers (e.g., trays) to isolate chemicals into the following groups:

Flammable liquids (e.g., acetone, benzene, ethers, alcohols). Place in approved fire lockers.
Other liquids (e.g., chloroform trichloroethane).

Acids (e.g., nitric, sulfuric, hydrochloric, perchloric). * Treat acetic acid as a flammable liquid.
Bases (e.g., sodium hydroxide, ammonium hydroxide).

Lips, strips, or bars should be installed across the width of reagent shelves to restrain the chemicals in case of
earthquake.

Chemicals must not be stored in the same refrigerator used for food storage. Refrigerators used for storing
chemicals must be appropriately identified by placing a label on the door (labels may be obtained from Responsible
Safety Officer).

Emergencies

In case of an emergency, consider any of the following actions if appropriate:
Evacuate people from the area.

Isolate the area.

If the material is flammable, turn off ignition and heat sources.

Call the Fire Department or 911 for assistance.

Wear appropriate personal protective equipment.



Pour Sorb-all or appropriate neutralizing agent on spill.

Clean up; place waste in plastic bag for disposal.

Chemical spill cleanup materials are available from stores as listed below:
Flammable solvent spill kit

Flammable solvent absorbent

Acid spill kit

Acid spill absorbent

Caustic (base) spill kit

Caustic (base) absorbent

Safety equipment kit (contains scoops, sponge, safety glasses, disposal ba



General Housekeeping Rules:

Maintain the smallest possible inventory of chemicals to meet your immediate needs.

Periodically review your stock of chemicals on hand.

Ensure that storage areas, or equipment containing large quantities of chemicals, are secure from accidental spills.
Rinse emptied bottles that contain acids or inflammable solvents before disposal.

Recycle unused laboratory chemicals wherever possible.

DO NOT:

Place hazardous chemicals in salvage or garbage receptacles.
Pour chemicals onto the ground.
Dispose of chemicals through the storm drain system.

Dispose of highly toxic, malodorous, or lachrymatory chemicals down sinks or sewer drains.



Chapter 5

Electrical Safety

Policy

It is the policy of |company]| to take every reasonable precaution in the performance of work to protect the health
and safety of employees and the public and to minimize the probability of damage to property. The electrical safety
requirements contained in this chapter are regulations set forth by |companyl.

Employee Responsibility

All |company]| personnel are responsible for all aspects of safety within their own groups. The Responsible Safety
Officer is responsible for providing information, instruction, and assistance, as appropriate, concerning |company|
electrical safety requirements and procedures.

Individual employees are responsible for their own and their co-workers’ safety.

This means:

Become acquainted with all potential hazards in the area in which they work.

Learn and follow the appropriate standards, procedures, and hazard-control methods.

Never undertake a potentially hazardous operation without consulting with appropriate supervision.
Stop any operation you believe to be hazardous.

Notify a supervisor of any condition or behavior that poses a potential hazard.

Wear and use appropriate protective equipment.

Immediately report any occupational injury or illness to the Responsible Safety Officer, any on site Medical
Services Department and the appropriate supervisor.

Each employee acting in a supervisory capacity has specific safety responsibilities. These include:

Developing an attitude and awareness of safety in the people supervised and seeing that individual safety
responsibilities are fully carried out.

Maintaining a safe work environment and taking corrective action on any potentially hazardous operation or
condition.

Ensuring that the personnel he/she directs are knowledgeable and trained in the tasks they are asked to perform.

Ensuring that safe conditions prevail in the area and that everyone is properly informed of the area’s safety
regulations and procedures.

Ensuring that contract personnel are properly protected by means of instructions, signs, barriers, or other
appropriate resources.

Ensuring that no employee assigned to potentially hazardous work appears to be fatigued, ill, emotionally
disturbed, or under the influence of alcohol or drugs (prescription, over the county medicinal or otherwise).

Management at every level has the responsibility for maintaining the work environment at a minimal level of risk
throughout all areas of control.

Each manager:
Is responsible for being aware of all potentially hazardous activities within the area of responsibility.

May assign responsibility or delegate authority for performance of any function, but -



Remains accountable to higher management for any oversight or error that leads to injury, illness, or damage to
property.

Procedures

It is the policy of [company] to follow the fundamental principles of safety, which are described below. A clear
understanding of these principles will improve the safety of working with or around electrical equipment.

Practice proper housekeeping and cleanliness. Poor housekeeping is a major factor in many accidents. A cluttered
area is likely to be both unsafe and inefficient. Every employee is responsible for keeping a clean area and every
supervisor is responsible for ensuring that his or her areas of responsibility remain clean.

Identify hazards and anticipate problems. Think through what might go wrong and what the consequences would
be. Do not hesitate to discuss any situation or question with your supervisor and coworkers.

Resist “hurry-up” pressure. Program pressures should not cause you to bypass thoughtful consideration and
planned procedures.

Design for safety. Consider safety to be an integral part of the design process. Protective devices, warning signs,
and administrative procedures are supplements to good design but can never fully compensate for its absence.
Completed designs should include provisions for safe maintenance.

Maintain for safety. Good maintenance is essential to safe operations. Maintenance procedures and schedules for
servicing and maintaining equipment and facilities, including documentation of repairs, removals, replacements,
and disposals, should be established.

Document your work. An up-to-date set of documentation adequate for operation, maintenance, testing, and safety
should be available to anyone working on potentially hazardous equipment. Keep drawings and prints up to date.
Dispose of obsolete drawings and be certain that active file drawings have the latest corrections.

Have designs reviewed. All systems and modifications to systems performing a safety function or controlling a
potentially hazardous operation must be reviewed and approved at the level of project engineer or above.

Have designs and operation verified. All systems performing safety functions or controlling a potentially
hazardous operation must be periodically validated by actual test procedures at least once a year, and both the
procedures and actual tests must be documented.

Test equipment safety. Tests should be made when the electrical equipment is de-energized, or, at most, energized
with reduced hazard.

Know emergency procedures. All persons working in areas of high hazard (with high-voltage power supplies,
capacitor banks, etc.) must be trained in emergency response procedures, including cardiopulmonary resuscitation
(CPR) certification.

Working with Energized Equipment

This section contains safety requirements that must be met in constructing electrical equipment and in working on
energized electrical equipment. Special emphasis is placed on problems associated with personnel working on
hazardous electrical equipment in an energized condition. Such work is permissible, but only after extensive effort
to perform the necessary tasks with the equipment in a securely de-energized condition has proven unsuccessful, or
if the equipment is so enclosed and protected that contact with hazardous voltages is essentially impossible.

Definitions:
The following definitions are used in this discussion of electrical safety.

Authorized Person: An individual recognized by management as having the responsibility for and expertise to
perform electrical procedures in the course of normal duties. Such individuals are normally members of electronic
or electrical groups.

Backup Protection: A secondary, redundant, protective system provided to de-energize a device, system, or facility
to permit safe physical contact by assigned personnel. A backup protective system must be totally independent of



the first-line protection and must be capable of functioning in the event of total failure of the first-line protective
system.

Companion: A co-worker who is cognizant of potential danger and occasionally checks the other worker.

Electrical Hazard: A potential source of personnel injury involving, either directly or indirectly, the use of
electricity.

Direct Electrical Hazard: A potential source of personnel injury resulting from the flow of electrical energy
through a person (electrical shocks and burns).

Indirect Electrical Hazard: A potential source of personnel injury resulting from electrical energy that is
transformed into other forms of energy (e.g., radiant energy, such as light, heat, or energetic particles; magnetic
fields; chemical reactions, such as fire, explosions, the production of noxious gases and compounds; and
involuntary muscular reactions).

First Line Protection: The primary protective system and/or operational procedure provided to prevent physical
contact with energized equipment.

General Supervision: The condition that exists when an individual works under a supervisor’s direction but not
necessarily in the continuous presence of the supervisor.

Grounding Point: The most direct connection to the source of a potential electrical hazard such as the terminals of
a capacitor. Such a point must be indicated by a yellow circular marker.
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