WATERVILLE PUBLIC WORKS

DEPARTMENTAL SAFETY POLICY

TO ALL EMPLOYEES

Remaining healthy and free from injury should be the goal of every employee.  Time must be taken to assess each operation we do to determine the best and safest way to go about it.  It is the responsibility of each and every employee to be as safe as possible each and every hour of every day.  This manual has been created to help us meet this goal.  The Safety Committee assisted in preparing this policy. Employees are responsible to abide by any and all applicable sections of this manual.
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SAFETY PROGRAM MANUAL

SECTION 1 - INTRODUCTION

The following outline is designed to try and reduce work related hazards, to provide a written policy of safety equipment use, and an employee guide to minimum safety standards designed to insure as safe a working condition as possible.



It should be stressed that this is not all inclusive, revisions will be made as the need presents itself and there will be instances that require protective gear and/or safety oriented thinking that is not mentioned herein.  With the understanding that compliance with this program is mandatory and a condition of employment, it should become clear that safety is now a part of the Department of Public Works.  Take it upon yourself and assume the responsibility of your actions, be sure to work within the scope of the Safety Program and help to make it the success it should be.



The intent of this manual is to comply with all OSHA and Department of Labor standards designed for the protection of our employees.  It's understood that protective gear and devices will meet the minimum standards as set by the American National Standards Institute.

SECTION 2  - SAFETY EQUIPMENT ISSUE POLICY

Public Works will provide all necessary safety equipment specified in the agreement between the City of Waterville and Teamsters Union Local 340. Protective gear will be issued as needed on a loan basis, and while on issue, will be the responsibility of the individual it was issued to.  It shall be the employee's responsibility to have this equipment available at all times.  Any piece of safety equipment lost or damaged through neglect or misuse will be paid for by the employee it was issued to.  Any employee losing a piece of equipment will be billed for its replacement.  Damaged or worn out equipment, through normal use, will be replaced when turned into a Supervisor.

Inspection of safety equipment may be done by a Supervisor at his/her discretion.

Proper use of all safety equipment is required and may be monitored by all supervisory personnel.

All personal protective devices will meet the requirements of the American National Standards Institute (ANSI) and be designed for the type of work being performed.

The list of safety equipment listed below is representative of the items supplied by the City. This list is not exhaustive:

Equipment


Issued



Replacement cost

Hard Hat – 


issued upon employment. 


Fluorescent vest -

issued upon employment. 

WorkBoots-


per working agreement

Gloves-


two sets of each type of glove in stock

Chaps

Safety Glasses 

two Sets

Ear Protection


Ear Muffs


Ear Plugs 

Rain Suit


one set

Lumbar Back Supports

SECTION 3   - AWARDS

SAFETY AWARDS

Awards will be considered as appreciation of outstanding effort and success with the safety program.

Safe working awards and certificates will be issued annually for all employees who successfully perform a full year with no chargeable accident. The safety committee will review all accidents and make a determination if an incident is a chargeable accident. Decisions may be appealed to the Public Works Director, whose decision will be final. Awards will be issued for consecutive years 1-2-3-4 and so on.  An employee who reaches 5 years, 10 years, 15 years, and so on with no accidents will be issued a special award.

Possible incentives / awards pins, hats, stickers, jackets, steel toed boots, gift certificates, T-shirts, duffel bags, day off.

SECTION 4  - SAFETY COMMITTEE

The Safety committee will consist of four sub committees:

The main committee will consist of three union members, the parts manager, and either the superintendent or the director of public works. The parts manager and administrative representative will be permanent appointments, subject to the directors approval. The chairman of this committee will be a union member. The term of each union member will be six months. The three union member seats terms will be staggered by two-month intervals. For the initial committee makeup, one member will serve a two month term, the second will serve for four months and the third will serve for six months. For the initial committee, the union member serving the two-month term will be the committee chair. That member will be replaced by the member serving the four-month term after the first two months have passed. Similarly, after four months have passed, the member serving the six-month term will act as chair. Henceforth the chair position will always pass to the member who has served for four months. The first committee will be staffed on a volunteer basis. Subsequent appointments will be filled on a volunteer basis, or if no personnel volunteer, by appointment by the director.

(1) Accident Investigation (vehicle):

When an accident occurs with a vehicle, four (4) people will be in charge of the original investigation:

(a) Garage Superintendent

(b) Teamleader in charge of person involved

(c) Employee involved

(d) Chairman of the Employee Safety Representative

(2) Accident investigation (personal injury):

When a personal injury accident occurs, four (4) people will be in charge of the original investigation.

(a) Teamleader in charge of person involved

(b) Person involved

(c) Witness (other employee(s))

(d) Employee Safety Representative

(3) Accident Review Committee:

This committee will meet monthly or whenever needed to review all accidents that occur in the workplace.  This committee will consist of five (5) people and they will be responsible to review of all accidents and make recommendations if need be for corrective actions.

(a) Union Representative

(b) Highway Superintendent

(c) Garage Superintendent

(d) Public Works Director

(e) Employee Safety Representative

Written investigation reports on vehicle and personal injuries will be completed within three (3) working days and submitted to the Director.

SECTION 5  - GENERAL INFORMATION

INJURIES


All injuries no matter how slight will be promptly reported to your Supervisor.  All injuries will be investigated to determine the cause of the accident and to recommend corrective action in an effort to prevent future recurrence.


A near miss incident that did not cause injury but could have will also be reported and investigated.  It will be the duty of the employee to make their supervisor aware of a near miss incident so action can be taken on it.

Injuries will be recorded on a Supervisors Injury Report and kept on file.

VEHICLE ACCIDENTS

All vehicle accidents will immediately be reported to your Supervisor and Police.

Any accident involving a City vehicle will be reported to the Police and have a Police Report made.  This rule must be followed even if the other party does not want to involve the Police.

The accident will be investigated and reviewed by the Safety Committee.

Personnel involved in accidents or approaching accidents should establish the following:

(1) Is anyone hurt?  If there is a slight doubt, have rescue respond.

(2) Clearly state your location and if you are involved in the accident.

(3) If you are able, help secure the scene to make it as safe as possible.

(4) When calling in: be calm, speak clearly, and be precise with the location of the accident.


TRAINING


The Public Works Department will provide necessary training in the proper use of safety equipment; this will be accomplished through classroom instruction and individual training.


Training classes to train employees in the safety and health aspects of their job will be held on a regular basis.


Safety training/classes include: First Aid, Lifting, Confined Space Entry, Defensive Driving, Workzone Safety, Hazardous Chemical Right-to-Know, and any other applicable training.


Each Employee will sign a statement saying that he or she has read this Safety Manual, and fully understands it and agrees to abide by it.  Anyone needing help understanding the manual or having questions about it will ask a Supervisor.

DRIVERS LICENSE


Any employee operating or driving for this Department must have in their possession a valid State of Maine Operators License.


Any employee with a restriction on their motor vehicle license must notify the Superintendent or appropriate Director of the restriction. Any individual with a restriction will be expected to adhere to the rules of the restriction.


No employee will operate a vehicle out of their license classification unless having proper permit and under an authorized training program and with a properly licensed trainer.

Any employee having their license suspended must notify the Superintendent or appropriate Director immediately.

Drinking or the possession of intoxicating liquor or drugs in a City owned vehicle, on the job, or reporting for work while under the influence of alcohol or drugs is prohibited.


Failure to follow any of these requirements will result in disciplinary action as per the union contract.

SECTION 6  - GENERAL SAFETY RULES

SAFETY EQUIPMENT

HARD HATS


Protective headgear will be worn whenever an employee's head could be endangered by falling objects, electrical shock, or by impact.  This requirement will be at the discretion of the Supervisor.


Protective headgear will be worn any time an employee enters an area declared a Hard Hat Area.


Hard hats will be worn properly with the brim forward and the internal web intact.

Hard Hats will not be defaced in anyway or miss handled and will be kept as clean as possible.

FLUORESCENT VESTS


Employees shall be provided with and required to wear high visibility vests at any time they are exposed to vehicular traffic.  Vests will be worn in any woods operation and any time outside work is being done at night, or when the Supervisor deems it necessary.

STEEL TOE BOOTS/SHOES


All Public Works employees are advised to wear steel toe safety boots during working hours.  Boots should be of high quality with sufficient ankle support to prevent twisting and sprains.
GLOVES 


Employees working in conditions that expose hands and fingers to possible cuts, burns, bruises or scratches will be required to wear protective gloves.  These conditions will include:

1) Working on the back of a rubbish/recycling truck

2) Handling wood, brush, or metals

3) Handling granite or curbing


This list is not all-inclusive and good judgement in the use of gloves will be expected at all time to prevent injuries to the hands.

SAFETY GLASSES


Safety Glasses, Goggles or a Face Shield will be worn whenever an individual is exposed to flying objects, splashes, dusty conditions, or at the discretion of a supervisor.  This will include but is not limited to the following:

1) Using the electric grinder or wire brush. Double eye protection when grinding.

2) Spray painting

3) Using the portable compressor with percussion or drilling tools.

4) Using the steam or spray cleaner.

5) Jump starting a vehicle

6) Using any power tool

EAR PROTECTION


Ear protection, earplugs or earmuffs, will be worn whenever loud noise of any duration is encountered, or at the discretion of a Supervisor.


The use of ear protection will include, but is not limited to the following:

1) Any noise that the employee finds offensive

2) Using a Jackhammer, Rock Drill

3) Using a Chainsaw, Cut Off Saw

4) Using percussion or air tools

5) Anyone working within a close proximity of a thirty- (30) foot radius of equipment that requires ear protection.

INSPECTIONS

WORK SITE


Work sites will be inspected by a Supervisor to insure the proper use of all safeguards and protective gear.  Any deficiencies will be corrected immediately.  Major violations that endanger the employee or Public will require the job to be shut down and work will not resume until it complies with the Safety Policy.

VEHICLE


Vehicles, equipment and machinery will be inspected daily to identify any defects that may need attention.  This shall be the responsibility of the operator.  All defects will be brought to the attention of the Garage Supervisor.


A safety check of any vehicle will include the following:

A)
Tires - correct pressure, no excessive wear

B) Lights

C) Brakes

D) Horn

E) Back-up beeper

F) Parking brake

G) Fluids

H) Mirrors

I) Reflectors

OPERATIONS

VEHICLE


Seat belts will be worn in all city vehicles and off-road vehicles per state law.


Employees operating equipment or driving a truck will be expected to utilize proper procedure when entering or exiting a vehicle.  Exit and entry will be made facing the vehicle or equipment, grab handles will be used, and caution will be exercised to prevent slipping or a sudden drop to the ground that could result in injury.


No Employee will attempt to lower the tailgate of a dumptruck without the use of a loader to help.  This will be done while the truck engine is shut off and the park brake applied.


Vehicles designed to carry an operator only will not have a second rider.  No riders on the outside of any equipment, the bucket of a loader or the runningboard of a truck.


Fueling of any vehicles or equipment will be done with the engine off, and no smoking will be allowed in the area.


Any dump bodies raised for maintenance, greasing or washing will be blocked or have its safety bar in place.

CHOCKING VEHICLES


Any vehicle over 10,000 pound GVW and not equipped with air brakes shall have wheel chocks in place when the driver is outside the vehicle. 


Any vehicle that is parked on an incline (to include vehicles equipped with air brakes) shall have wheel chocks in place when the driver is outside the vehicle.

WORKZONES IN A PUBLIC RIGHT-OF-WAY


The purpose of workzone safety is to protect both the workers and equipment in the workzone and the traveling public.


The Workzone Traffic Control Book will be used to help set up barricades/cones, signs and flaggers as they apply to your workzone.  The workzone shall be maintained so that traffic has a clear understanding of how to proceed.


When in doubt, review part VI of the Maine Uniform Traffic Control Devices (M.U.T.C.D.) which contains the National Standards for Workzone Traffic Control.

EXCAVATIONS, TRENCHING & STREET OPENINGS


Prior to opening an excavation, a permit number shall be received from Dig-Safe of Maine (l-888-334-7233).  The required three-day waiting time shall be observed unless an emergency exists.  All utilities not affiliated with Dig-Safe shall be notified to determine whether underground installations exists, and if so, where they are located.


All excavated materials will be placed a minimum of 2' from the edge of the trench.


Any trench over 5' in depth, or a trench of under 5' but with unstable banks will be properly shored, using OSHA Construction Industry Standards, 29 CFR Part 1926-P, 650-652 plus Appendices, Excavations.


Inspections of the excavations will be made by the Supervisor or TeamLeader at the start of each day.  If evidence of possible cave-in or slide is apparent then no employee will enter the area until the necessary precautions to protect the employee have been taken.


All shoring will be built in compliance with OSHA guidelines and must reach the top of the trench.


Ladders will be used in any trench over 4' deep and will extend at least 3' above the top of the trench.


Any trench longer than 25' will require two ladders located so as to require no more than 25' of lateral travel.


Diversion ditches, dikes, or other suitable means shall be used to prevent surface water from entering an excavation.  Water shall not be allowed to accumulate in an excavation.  Any trenching left overnight will be barricaded and if necessary, illuminated and signed.

LIQUIDS / HAZARDOUS CHEMICALS


Some employees use and are exposed to a variety of chemicals, which are considered hazardous, or require special handling.  Some of these include: fuels, solvents, paints, antifreeze, oils, cleaners, herbicides, etc.



A Material Safety Handbook is available to anyone wishing to see it.  It contains Material Safety Data Sheets for the chemicals we use, and guidelines for handling these materials.


Each Employee should make themselves familiar with the handbook and how to use it.

GARAGE OPERATIONS


No unauthorized personnel will be allowed in the garage area unless accompanied by the Garage Supervisor. This is to include friends or family members. If it is necessary for visitors to go into the Garage work area, (including any other city employees) they must wear protective eye gear.

Garage technicians and any employee in the garage area will wear safety glasses when garage operations are in effect.


Creepers will not be left unattended on the floor.  After use, they will be stood up.


Torches will have the valves closed and lines bled after use.  Any employee using the torches will be familiar with their safe operation and will use needed safety equipment (goggles, gloves, and have a fire extinguisher handy).


Anyone using a grinder will wear goggles or a shield and will have the manufacturers safeguards in place.  Tool rest will be properly set at l/8 inch from the surface of the wheel.


Any dump body raised for maintenance, washing, greasing or any reason other than dumping a load will be blocked.


Any employee assisting in garage work shall be required to follow all the above rules.


Shop machinery will have all safeguards in place and in use.


Vehicles will be adequately blocked or supported at all times.


Any running vehicles or equipment within the garage will have its exhaust vented outside the building by use of exhaust hoses.


If the battery is out of the vehicle, battery charging will be done only in specified area with the "No Smoking in Area" rule observed.  Proper battery charging methods will be used at all times.

Good housekeeping should be utilized in the garage to prevent trip/slip/fall incidents due to air hoses, cords, tools or parts left on the floor.

WELDING


Welding will be done in a well-ventilated area or require the use of exhaust fans to remove the welding fumes.  A respirator will be used when welding lasts in excess of five (5) minutes or at the discretion of a Supervisor.


A welding helmet and gloves will be worn when welding and welding screen used if other employees are in the immediate area.


All welding will be done in areas free of fire hazard and with a fire extinguisher close at hand.


Welding equipment to include rod holder, ground clamp, cables and connectors will be in good working condition and free from defects.  Electrodes will be removed from the holders when left unattended.


The chipping of welding slag will require eye protection.


Hot metals from welding, cutting or heating will be marked or cooled before being left unattended. This may be obtained by the use of a five gallon pale of water near the work site.


Any faulty or defective welding equipment will be reported to the Garage Supervisor.

RUBBISH/RECYCLING COLLECTION


The driver of the truck is responsible for the safe operation of his/her truck and the actions of his/her loaders, Driver and loaders will work together to insure the loaders mount and dismount the truck safety.


The following is required when loading a rubbish/recycling truck or handling rubbish or recyclables.

1) Safety Vest

2) Safety Glasses

3) Gloves

4) Strobe lights or warning lights will be on

5) Backing will be done with loaders in drivers view and the assistance of one of the loaders who is behind the truck, in direct eye contact with the driver.

6) Extra caution will be observed during the packing cycle and while unloading.

7) Removal of refuse from the push panel will be done with the use of a rake or similar object.  No one will at anytime place themselves under a raised unsupported hopper.  Dropping of the tailgate will be done only with ALL employees in the driver's view. Then the driver will say, "DROP THE TAILGATE".
8) The driver will maintain a SLOW truck speed between stops when the loader(s) are standing on the back.

9) Loaders will be inside the cab when the truck has to travel long distances.

10) Loaders will stay visible to the driver and hold onto the grab handles when riding on the truck between stops.

11) The driver will not proceed forward or backward without ensuring that the loaders are on the stand and signal that they are ready.

NIGHT SNOW REMOVAL OPERATION


Vehicles used in the snow removal operation are to follow and obey all motor vehicle laws.  Snow removal equipment working against the flow of traffic will do so only in areas that are signed or if accompanied by uniformed Police Officers who will direct traffic around the work area.


Work being done on or around the snow blower will be done only after it has been shut down, clutch disengaged, and the auger is no longer in motion.  When resetting shear pins, engine must be shut off.  Shin guards will be worn before stepping on auger.


All personnel will wear a safety vest when outside a vehicle.


Windrows of snow in the street and not in the process of being picked up, will be marked with a sign on both ends at all times.

WATER OPERATIONS


All work done at the boat landing involving a boat or any kind of float will be done in compliance with all watercraft laws.


Coast Guard-approved life vests will be worn if work is being performed from a boat or unsecured platform and at the discretion of Supervisor if any work is in the proximity of water bodies.


Prior to and after each use vests will be inspected for defects which could alter their buoyancy.  Defective vests will not be used.

MATERIALS HANDLING OPERATIONS

LOADING MATERIALS


When loading it will not be permitted to load from under an excessive overhang.


Drivers will be required to stay in their vehicle while it is being loaded.


All employees are required to wear head protection if they are out of their vehicle.


Drivers are required to check their tailgates and sideboards after being loaded and are responsible to have excess material removed before leaving the loading area. Drivers are required to know the GVW of any vehicle they operate.

MISCELLANEOUS OPERATIONAL ISSUES

ADVERSE WEATHER


During adverse weather such as thunderstorms or hurricanes, extra caution needs to be exercised when operating vehicles or if out of vehicle performing maintenance or repair work.

ELECTRICAL LINES


Assume all lines have power in them.  If they are hanging on the truck, stay in the truck and call for help on your two-way radio.


When dealing with downed tree limbs or trees, always check for lines first.  If lines are present, do not touch.  Assume they are hot.  Call your Supervisor.

MANHOLES/CONFINED SPACE


Accessing manholes or other confined space shall be considered hazardous and entry into these areas shall be done in accordance with the confined space entry policy.

ACCIDENT SCENE


Report accident location to Public Works.  If you are getting out of your vehicle to assist with the accident scene let your supervisor know.

ABANDONED OR PARKED VEHICLES


Abandoned or parked vehicles that interfere with operations shall be reported to Public Works.  These vehicles will be investigated by the Police Department.

PARTICULATES & DUST


Dust will be controlled on the roads by watering or calcium chloride.


In dusty conditions, vehicles will be operated with the windows closed and air filtering systems working.


When there is dust in the air in employees' work area, dust masks will be required to be worn.

LIFTING


Proper techniques for lifting should always be used and in the case of heavy loads, 50 lbs. or more or awkward loads, get help or use equipment or mechanical aids to eliminate manual lifting entirely.

Never twist your back while lifting a load.

MISCELLANEOUS EQUIPMENT SAFETY

HAND TOOLS


An effective method of accident/injury prevention is the proper use of tools and the right tool for the right job.


Employees will not use unsafe hand tools.

1) Impact tools will be kept free of mushroom heads.

2) Tools with wooden handles shall be kept free of splinters and handles will fit tightly in head of tool.

3) Electric power operated tools shall be properly grounded with the ground post on the cord intact and not removed.  All power cords shall be inspected before using.  Any cords with visible cuts or defects will not be used.

4) Any tool not found in proper working order, or that develops a defect while in use shall be immediately reported to your Supervisor or Parts Manager and removed from service with an out of service tag on it, until properly repaired.

5) All power cords & outlets will be checked quarterly to verify proper grounding and tagged with four season's inspection tape. (Green - Summer, Orange - Fall, White - Winter and Red - Spring)
CHAIN SAW & CUTOFF SAW


The use of a chain saw or cutoff saw by any employee requires the following safety equipment:

1) Hardhat

2) Goggles

3) Ear Protection

4) Leg Chaps

5) Boot Chaps

6) Gloves


A woodcutters helmet with screen and earmuffs will meet the first three requirements.


Operators without training will not operate saws.


All other employees working in the area of a chain saw will stay well clear of the cutters radius.  Cutters radius while cutting brush, lumber or limbing, is arms length.  Cutters radius while feeling trees, is tree length.

AIR COMPRESSOR - USED WITH PERCUSSION ATTACHMENTS


Use of the portable compressor for pavement breaking, drilling or other percussion use will require the following:

1) Safety Glasses or Goggles

2) Ear Protection

3) A Breathing Mask for dusty conditions

4) Anyone working within a 30-foot radius of the operator must also wear the necessary protection listed above.

AIR COMPRESSOR - FOR FORCED AIR PURPOSES


Use of an air compressor where compressed air is used for purposes such as cleaning air filters, radiators, or general cleaning, shall require safety glasses and gloves to be worn.

WEED WHACKER


Safety glasses and gloves shall be worn when using the weed whacker.  Leg chaps shall be worn at the discretion of a Supervisor.

LAWNMOWERS


Safety glasses shall be worn.  Mower shall have both rubber flap at rear of mower and safety discharge chute in place.

CHIPPER


Helmet, gloves, ear protection and safety goggles must be worn when operating this piece of equipment.


To set up the chipper: Park on level ground (if possible).   Chock tires.  Before starting, make sure chute is pointed in desired direction and that the area is clear.  If safety bar is not working properly, DO NOT use machine.  Never drop head below safety bar level.  Use a push stick, if necessary, to feed into chipper.  To unplug the chute, shut down chipper completely.


To shut down chipper: Lower RPM's.  Disengage clutch.  Make sure all moving parts have come to a complete stop and the engine is off before cleaning the machine.  Chipper should always be cleaned before transporting.

SECTION 7  - SMOKING POLICY



DEPARTMENT OF PUBLIC WORKS:


All buildings on Public Works grounds are designated as non-smoking during standard work hours.  Smoking is permitted on Public Works grounds in the back of the building or outside the garage doors during non-work hours or scheduled breaks only.  Smoking is not allowed within fifty (50) feet of the Fuel Island.


During non-standard work hours when the building is not open to the Public, smoking may be permitted in private offices; however, all occupants shall refrain from smoking in a private office when a non-smoker is present.


Smoking in city vehicles, owned by Public Works, is permitted as long as all occupants agree, unless a vehicle is designated as non-smoking.

SECTION 8 - TIME OUT POLICY


Any employee perceiving an unsafe condition is encouraged to take a moment to present his/her concerns to the team leader or supervisor. The employee should state the concern, present options for a safe method of performing the task at hand and review with the team leader or supervisor.
 

SECTION 9 - DISCIPLINE

To insure compliance with this Safety Program, it is necessary to have a disciplinary process.  Employees found in violation of any phase of the safety program will receive disciplinary action according to Article 14 – Section 2 of the agreement between the City of Waterville and Teamsters Union Local 340.

I_______________________________, have read and understand the contents of the City of Waterville Public Works Safety Policy and will adhere to it fully, according to Article 17 – Section 2 of the agreement between the City of Waterville and Teamsters Union Local 340.
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