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Section 1
Town of Harrisburg’s Policy Statement
The Occupation Safety and Health Act of 1970 clearly states our common goal of safe and
healthful working conditions. The safety and health of our employees continues to be the first
consideration in the operation of this business.
Safety and health in our business must be a part of every operation, without question it is
every employee’s responsibility at all levels.
It is the intent of the Town of Harrisburg to comply with all laws. To do this we must constantly
be aware of conditions in all work areas that can produce injuries. No employee is required to
work at a job he or she knows is not safe or healthful. Your cooperation in detecting hazards
and, in turn, controlling them is a condition of your employment. Inform your supervisor
immediately of any situation beyond your ability or authority to correct.
The personal safety and health of each employee of the Town of Harrisburg is of primary
importance. The prevention of occupationally-induced injuries and illnesses is of such
consequence that it will be given precedence over operating productivity whenever necessary.
To the greatest degree possible, management will provide all mechanical and physical facilities
required for personal safety and health in keeping with the highest standards.
We will maintain a safety and health program conforming to the best management practices
of organizations of this type. To be successful, such a program must embody the proper
attitudes toward injury and illness prevention not only on the part of supervisor and
employees, but also between each employee and his or her co-workers. Only through such a
cooperative effort can a safety program in the best interest of all be established and
preserved.
Our objective 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 operations similar to ours. Our goal is nothing less than zero accidents and
injuries.
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Section 2
Accident/Injury/Illness Reporting Form
Instructions: **SEE FORM SECTION FOR ACTUAL FORM TO PRINT**
This form is to be completed on all accidents that involve personal injury, infectious exposure, or property damage.
Please print or type. Fill in all blanks. Write N/A if a blank does not apply to this accident/injury/illness/exposure.
When completed, return this form to the Safety & Health Officer within two (2) working days from date of incident.
To be completed by Employee immediately following the incident:
Date of Accident:

Time of Accident:

Date Reported to Supervisor:

AM

PM

Name of Supervisor:

Location of Incident:

Employee Name:

Employee Number:

Department:

Birth date:

Sex:
Home Phone:

Employee’s brief description of Incident:

Exposure to Infectious Disease

Name of person to whom exposed:
Age of person to whom exposed:

Sex of person to whom exposed:

Male /

Female

Home address of person to whom exposed:
Suspected or Confirmed Disease:
Type of incident (auto accident, trauma, arrest, etc.):
Person transported to:
What was Employee exposed to:

Transported by:
Blood /

Tears /

Feces /

Urine /

Saliva /

Vomit /

Sputum /

Sweat /

Other
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What part of body was exposed:

Right /

Left

Describe any open cuts, sores, rashes, etc. that became exposed:

Did employee receive medical attention?
No medical attention necessary

Employee declined medical attention

Medical attention received:
Occupational Health Nurse

NEMC Occupational Medicine

NEMC-Emergency Department

Other Medical Facility

Employee Signature: _________________________________________________________________________________________
To be completed by Supervisor within 48 hours following incident:
Name(s) employee(s) involved in incident:
List equipment involved in incident:
Name(s) and contact information of witnesses:
Name:

Phone #

Name:

Phone #

Personal Injury
Type of Injury (cut, bruise, fracture, sprain, strain, etc.):

Property Damage
Property damaged:
Type of damage:

Injured body part (arm, leg, back, etc.):

Right /

Left

Vehicle #:
VIN #:

Basic Cause of Accident / Injury: (check all that apply)
Unsafe Actions:
Improper work technique
Safety rule violation
Operating without authority
Failure to warn or secure
Operating at improper speeds
Bypassing safety devices
Protective equipment not in use
Improper loading or placement
Unsafe position or posture
Use of defective equipment
Use of improper equipment
Did not follow standard procedure
Horseplay
No Unsafe action
Other

Unsafe Conditions
Unsafe operating method
Improper maintenance
Poor workstation design
Lack of direct supervision
Insufficient training
Lack of experience
Slippery conditions
Excessive noise
Inadequate guarding of hazards
Defective tools/equipment
Poor housekeeping
Insufficient lighting
Close clearance
No unsafe condition
Other

Was safety regulation provided?
Yes
No
Was safety equipment provided?
Yes
No
Was safety equipment in use at the time of
the incident?
Yes
No
Was accident caused by failure to use
safety equipment or follow safety
regulation?
Yes
No
If yes, explain:

Prevention: (check all that apply)
What action(s) are needed to prevent this type of incident from happening again?
Retraining of employee
Date retraining completed:
Unsafe condition guarded

Date unsafe condition guarded:

Unsafe condition corrected

Date unsafe condition corrected:

4

Other preventative action:
Investigated by:
Supervisor signature:

Date:

Reviewed by:
Department Head signature:

Date:

Safety Officer signature:

Date:

MEDICAL TREATMENT/FOLLOW UP REPORT
Name of Employee:

Date:

Did you seek medical treatment?

Yes

No

(If No, explain why?)

Where did you get medical treatment?
Who provided medical treatment? (Doctor’s name)
What were you treated for?
What medical procedures were done?
Any type follow-up required?

Any restricted duties?

Yes

(If yes, please list dates below)

(Date)

Were you released for duty?

Yes

No

(Date)

Were you released for duty?

Yes

No

(Date)

Were you released for duty?

Yes

No

(Date)

Were you released for duty?

Yes

No

Yes

Did you receive a prescription?

No

No
Yes

If yes, How Long?
No

Did you receive a note from the doctor for light duty or released for work?
On what day were you released from light or restricted duty?
Employee’s Signature: (required)

Date:
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Note: This form must be completed before employee returns to work. All paperwork received
from the doctor should be attached to this form.

Safety Committee comments:

Date Reviewed:

Safety Committee Chairman Signature: ______________________________
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Section 3
Hearing Conservation Program
Our hearing conservation program is designed to protect workers with significant occupational
noise exposures from suffering material hearing impairment by engineering and administrative
controls and PPE.
Procedures
(A) Noise Monitoring
The Safety Officer will monitor noise exposure levels in work areas that appear to have
noise problems in order to identify employees who are exposed to noise at or above 85
decibels (dB) averaged over 8 working hours (TWA). The instruments used to monitor
employee must carefully checked and calibrated by the Safety Officer or an outside
supplier before each survey.
The Safety Officer will ensure that affected employees are permitted to observe the
monitoring procedures and are notified of the results. Records of the noise monitoring
surveys will be maintained by the Safety Officer for 2 years.
(B) Engineering and Administrative Controls
If the monitoring surveys identify work areas with exposure levels of 100 dB TWA, the
Safety Officer must consult with h Engineering Department and the Safety Committee to
determine what engineering or environmental changes can be made to the machines or
facility to reduce the noise levels. The Safety Officer should also consult with the Safety
Committee to determine appropriate administrative controls, such as rotating
employees in and out of high-noise-level areas.
(C) PPE
Employees who work in areas identified by the noise survey as having levels of 85dB
TWA or higher must be equipped with appropriate hearing protectors. The Safety
Officer will make a determination of the type of hearing protectors that will afford the
best protection based on the PPE Certification of Hazard Assessment (see Section 8).
Employees will be offered a choice of several styles and types of hearing protectors that
provide the best protection for our type of noise exposure.

8

(D) Audiometric Testing
The Safety Officer will coordinate the audiometric testing of all employees who are
exposed to noise levels at 85 dB TWA or over within 6 months of an employee’s first
exposure (baseline audiogram) and annually thereafter.
The records must be kept by the Safety Officer for the duration of employment plus 30
years.
If the audiogram indicates that there is a standard threshold shift (hearing loss has
occurred) compared with the baseline, the Safety Officer must inform the employee of
the results, re-evaluate the hearing protection, retain the employee, if necessary, in the
correct wearing of the hearing protection, and refer the employee for a clinical
audiogram evaluation. Any standard threshold shift of 10 dB or more when it also
results in an overall hearing level of 25 dB should be recorded on the OSHA 300 under
“Hearing Loss”.
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The following form shall be used for documenting audiometric testing:
Form 23
Town of Harrisburg’s Audiometric Testing Record
Employee name:__________________________________________________________
Job classification:_________________________________________________________
Baseline
Noise exposure assessment date:_____________________________________________
Audiometric calibration date:________________________________________________
Background sound level in test room:__________________________________________
Audiogram results:_________________________________________________________
Date of Audiogram:________________________________________________________
Examiner signature:________________________________________________________
Annual
Noise exposer assessment date:_____________________________________________
Audiometric calibration date:_______________________________________________
Audiogram sound level in test room:_________________________________________
Audiogram results:_______________________________________________________
Date of Audiogram:_______________________________________________________
Examiner signature:_______________________________________________________
Annual
Noise exposer assessment date:_____________________________________________
Audiometric calibration date:_______________________________________________
Audiogram sound level in test room:_________________________________________
Audiogram results:_______________________________________________________
Date of Audiogram:_______________________________________________________
Examiner signature:_______________________________________________________
Annual
Noise exposer assessment date:_____________________________________________
Audiometric calibration date:_______________________________________________
Audiogram sound level in test room:_________________________________________
Audiogram results:_______________________________________________________
Date of Audiogram:_______________________________________________________
Examiner signature:_______________________________________________________
Original: Safety Officer
Copy: Employee
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(E) Employee Training
All supervisors must conduct annual training sessions for affected employees on the
elements of the hearing conservation program and document these sessions. The
following topics must be covered
• The effects of noise on hearing.
• The purpose of hearing protectors and how to use and maintain them, and
• The propose of audiometric testing and an explanation of test procedures.
Checklist
( ) Noise surveys are conducted initially and as needed.
( ) Engineering and administrative controls are being utilized.
( ) Employees are informed of noise-level monitoring procedures and results.
( ) Employees are trained on how to use and maintain their hearing protectors and on
the basic concepts of the hearing protection program.
( ) Affected employees receive baseline audiogram and audiogram each year thereafter
and are informed of the results.
( ) Appropriate hearing protectors are provided and regularly re-evaluated by the Safety
Officer, the Safety Committee, and the employees.
( ) Employees are provided a choice of several types of appropriate hearing protectors.
( ) Supervisors strictly enforce the use of hearing protector and set a good example by
consistently using the protectors themselves.
( ) Noise monitoring equipment is properly calibrated.
( ) Records of noise monitoring and audiograms are maintained for the required
periods. Recordkeeping forms.
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Section 4
Hazard Communication Program
Introduction
The North Carolina Department of Labor has adopted the federal OSHA Hazard
Communication Standard 29 CFR (Code of Federal Regulation) 1910.1200. The Hazard
Communication Standard became effective on May 25 1986 for North Carolina manufacturing
employers and for state and local government agencies, which have one or more employers
who are exposed to hazardous chemicals. The standard became effective to nonmanufacturing employers on May 25 1987.
The goal of the Hazard Communication Standard is to reduce the occurrence of workplace
illnesses and injuries caused by Hazardous chemicals. The standard is designed to achieve this
goal by providing information and training for employees who work with hazardous chemicals.
All employers subject to the standard must have written hazardous communication
program.
The written program must:
(1) Describe how the criteria specified in the standard will be met for labels and other
forms of warning for safety data sheets and for employee information and training.
(2) Include a list of hazardous chemicals known to be present using the chemical or
common name that appears on the appropriate safety data sheets.
(3) Identify the methods used to inform employees of the hazards of non-routine tasks
and those hazards associated with chemicals in unlabeled pipes in their work areas.
(4) Describe methods used to inform any contractor with employees in the workplace of
hazard that may be exposed to and appropriate protective measures.
The written hazard communication program must be made available upon request to
allemployees, designated employee representatives and authorized representatives of the
North Carolina Commissioner of Labor.
This guide is provided to assist employers in developing a written hazard communication
program that meets the requirement of paragraph (e) of this standard. Although this guide
does not address the specific circumstances in each workplace, it can be adapted to meet the
needs of most employers, advice and assistance in preparing the written program is available
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from the Bureau of Consultative services, Division of Occupational Safety and Health, North
Carolina Department of Labor, 4 West Edenton Street, Raleigh, NC 27601 (919) 807-2899.
This program will describe how the Town of Harrisburg intends to protect the safety and
health of our employees who are exposed to hazardous chemicals in the workplace and to
comply with the provisions 0f 29 CFR 1910.1200.
Park & Rec. Supervisor has been assigned the title of Hazard Communication Program Monitor
and is responsible for monitoring all related activities to ensure compliance with both the
intent and specifics of this program.
Each supervisor will be held responsible for strict adherence to these policies and will closely
monitor all activities involving hazardous chemicals.
Each employee will carefully follow established work practices and promptly report, observed
or potential problems to supervision.
There is no job at the Town of Harrisburg as vital or urgent as to justify the risk of employees
over exposure to a hazardous chemical. Ask when in doubt. Proceed with a job only after
being satisfied that it is safe for you to do so.
A list of all hazardous chemicals for each workplace has been made and is readily available,
upon request, to any employee, working on any shift. It is located maintenance building on the
bulletin board.
A Safety Data Sheet (SDS) for each hazardous chemical on the list referenced above is on file
at the SDS station on the wall inside the maintenance building.
The SDS for any hazardous chemical is readily available for review by any employee upon
request, through their immediate supervisor.
Park & Rec. Supervisor is responsible to ensure that the list of hazardous chemical is kept
current and that a current SDS for each hazardous chemical used is on hand. A chemical that is
not shown on the current list will not be ordered without prior coordination with the Safety
Officer or the Communication Program Monitor.
All containers of hazardous chemicals in each workplace will be conspicuously labeled with the
identity of the chemical (same as on the applicable SDS and the appropriate warning. If the
chemical is known or suspected cancer causing agent (carcinogen) or if it is known to affect a
specific organ of the body, this information will also be placed on the container label. The
person having supervisory responsibility for the storage or use of each hazardous chemical will
ensure that such labels are not defaced and that they remain legible at all times.
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Safety Officer and the Park & Rec. Supervisor will ensure that a supply of labels is kept on hand
and made available to the responsible supervisors.
Park & Rec Supervisor is responsible for anticipating, as much as possible. The hazards that
would be present for non-routine tasks, such as chemical spills or container rupture. Clean-up
procedures and proper personal protective equipment (PPE) shall be considered and training
for such tasks shall be addressed.
When an outside contractor will be used, it will be the responsibility of the Safety Officer or
the Hazard Communication Program Monitor to advise the contractor of any hazardous
chemicals to which their employees may be exposed and the appropriate protective measures
to be taken. Conversely, it will be the same person’s responsibility to determine if the
contactor will be using any hazardous during this work that would expose the contactor
employees or the Town of Harrisburg employees. Appropriate training and protective
measures must be taken in order to protect all employees. Prior to any work being performed
by an outside contractor involving hazardous chemicals, the Safety Officer is to be advised.
All employees exposed to any hazardous chemicals will complete an information and training
program which includes at least the subjects below. New employees must complete similar
instruction before initial exposure to any hazardous chemical in the workplace.
(1) The purpose and needs for such a program, including the basic concept the gives
every employee the right to know about hazardous chemicals with which they work.
(2) The location and availability of written Hazard Communication Program, plus the list
of hazardous chemicals and their corresponding SDS.
(3) The identity upon request of any chemical to which the employee is exposed. In the
case of a trade secret chemical, the name shown on the SDS will be provided.
Employee training shall include at least the following:
(1) Methods and observations used to detect the presence or release of a hazardous
chemical in the work area such as monitoring devices, appearance or odor.
(2) The physical and health hazards associated with each chemical, as specified in the
SDS.
(3) Action that employees can take to protect their own safety and health, including
specific procedures that have been established for normal work practices,
emergency procedures and policies on the use of personal protective equipment
(PPE).
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It is the intent of The Town of Harrisburg management to protect the safety and health of each
employee, our most valuable and valued asset. By following correct procedures, no employee
should experience any harmful effects from working with chemicals in their workplace.
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Section 5
Emergency Action Bomb Treat Plan
1. Upon receiving a bomb threat, you should get as much information as possible.
2. If possible while still in contact with the person communicating the treat, notify your
supervisor or another employee to contact the Police/Sheriff’s Department.
3. Once the Police/Sheriff’s Department is notified start evacuating everyone.
4. All employees inside Town Hall will evacuate to the Veterans Park behind the Town Hall.
The Public Works employees will evacuate to the lower parking lot off Z-Max Boulevard.
Be sure to have all civilians to evacuate with you. Supervisor should check the area for
persons and make note of any strange objects or persons.
5. Notify the arriving Officer in Charge of any suspicious packages, objects, or persons.
6. Do not return until direction to do so by the Officer in Charge.
Suspicious Packages, Objects and Envelopes
1.
2.
3.
4.
5.
6.
7.

Notify supervisor of the package and notify the Police/Sheriff’s Department.
Do not open or shake the package, object or envelope.
Evacuate the area.
All employee and civilians must evacuate to the assigned locations.
The supervisor must check the area to ensure that everyone is accounted for.
The supervisor must make contact with the Officer in Charge.
No one shall return until directed to do so by the Officer in Charge.

Evacuation Areas
The Veterans Park behind Town Hall.
The lower parking lot off Z-Max Boulevard.
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Section 6
Electrical Safety Program
Electrical Safety Program for The Town of Harrisburg
Our electrical safety procedures were developed not only by electricians who maintain and
develop our electrical systems, but other employees who need to use electrical equipment in
their jobs. Our policy is to ensure that electrical systems meet the highest level of compliance
with applicable electrical codes, including the National Electrical Code, the Natural Fire
Protection Association Standards, ANSI standards and OSHA regulations.
Responsibilities
(A) Safety Officer
The Safety Officer must ensure that all electrical work is performed by qualified
electricians or by employees under the direction of a qualified electrician. Any
dangerous electrical problems must be communicated to the Safety Officer. The Safety
Officer must keep records of qualified electricians and ensure that they attend regular
training sessions.
(B) Electricians
The electricians must make preliminary inspections and conduct appropriate tests to
determine what conditions exist before starting work on electrical equipment or lines.
When electrical equipment or lines are to be serviced, maintained or adjusted, an
electrician must ensure the electrical system is properly locked out according to the
Town’s lockout procedures.
Electricians must use appropriate protective equipment that does not conduct
electricity as defined by Certification of Hazard Assessment (see Section Personal
Protective Equipment (c)).
(C) The Public Works Director and Assistant Public Works Director
The Public Works Director or the Assistant Public Works Director will Schedule an annual
inspection of all electrical systems in the Town and will assign qualified electricians to
conduct this inspection and prepare a report of findings. A schedule of repairs will be
prepared and followed.
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(D) Supervisor and Employees
Before employees begin their job tasks, they must always make a preliminary inspection
of all electrical equipment and tools that they will be using to look for obvious electrical
hazards, such as exposed wiring or cords that are frayed or deteriorated. Supervisors
must instruct employees to report these hazards immediately. Employees should never
use equipment with worn/damaged electrical parts.
Supervisor must make sure that:
• All portable electrical tools and equipment are grounded or double insulated.
• Extension cords have a grounding conductor and are used only for temporary
situations.
• Multiple plug adapters are prohibited.
• Electrical tools should not be used in wet conditions.
• Metal ladders are prohibited in areas in which they could come in contact with
energized conductors and
• All electrical openings are enclosed with appropriate covers, plugs or plates.
Procedures
(A) Electrical Equipment
Live parts of electrical equipment operating at 50 volts or more must be guarded against
accidental contact by location in a room that is off-limits to nonqualified people or
through permanent guards or elevation of 8 feet or more above ground. Entrances to
guarded locations must be conspicuously marked with warning signs forbidding entry of
unauthorized personnel.
(B) At all construction sites, ground-fault interrupters (GFCI’s) must be installed on each
temporary circuit at locations where construction, demolition, modifications, alterations
or excavations are being performed. The site supervisor must ensure that GFCI’s are
used for all electrical equipment.
Before any digging, drilling or similar work is performed; the site supervisor will
determine the location of electrical power lines and cables and will ensure that electricity is
de-energized during the construction work.
(C) Work on or near power lines
The supervisor must make sure that all affected lines are de-energized by a qualified
electrician. The electrician must lock out the line. Employees working near electrical
lines should use insulated protective equipment and must keep a safe distance from any
energized lines.
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Checklist
( ) Only qualified electricians or those employees under their direction are permitted to
perform electrical work.
( ) The Safety Officer is responsible for determining the electrician’s qualifications and
tracking training of electricians.
( ) Electricians correct problems brought to their attention and conduct regular
inspections to ensure that electrical standards are being met.
( ) Electrical equipment and system are locked out by qualified electricians before
maintenance work begins.
( ) Employees check equipment before starting their job tasks and report any electrical
problems to their supervisor.
( ) Supervisors make sure that no equipment or portable tools are used with worn
electrical parts.
( ) Portable electrical tools and equipment are grounded or double insulated.
( ) All energized electrical circuits and equipment are guarded against accidental
contacts.
( ) Ground-fault circuit interrupters are installed on all temporary circuits in areas in
which construction activities are being performed.
( ) Location of power lines are determined and locked out before any work begins on or
near them.
( ) Appropriate nonconductive protective equipment is provided to employees who
work with electricity or electrical equipment.
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Section 7
Lock Out/Tag out Program
This procedure covers the minimum requirement for lock out and/or tag out of energy
isolating devices to protect employees from hazardous energy including electrical, mechanical
hydraulic, pneumatic or other energy. It will be used as a facility wide general procedure for
isolating all potentially hazardous energy (lockout/tagout) before employees perform any
servicing and maintenance activities where unexpected energy, start up or release of stored
energy could cause injury. This procedure when used in conjunction with the specific
information recorded on the attached pages of this procedure provides the necessary
information for lockout/tagout.
Procedure
1. Only trained, authorized employees can lockout/tagout.
2. All affected and other employees working in or entering work areas where
lockout/tagout is performed must be trained.
3. Determine all energy isolating devices requiring lockout/tagout to ensure effective
control of hazardous energy.
4. Determine the type and magnitude of the energy and required controls.
5. Notify all affected employees of the plans to lockout/tagout.
6. Shutdown the equipment/process by normal procedures.
7. Locate the necessary energy isolating devices to equipment/process and operate them
to isolate energy source and affix lockout/tagout devices.
8. Relieve all stored or residual energy and take appropriate measures to ensure it does
not re-accumulate. Affix lockout/tagout devise as necessary.
9. Verify energy isolation and relief of stored energy after ensuring employees are not
exposed and before beginning work. After start buttons are activated, press the stop
button. Equipment should not operate.
10. Preform the servicing and maintenance.
11. To safely restore machines, equipment or process to normal production operations,
replace all guards and safety devices, remove all personnel, and remove all tools and
equipment.
12. Notify effected employees.
13.Remove lockout/tagout devices (by authorized employee installing lockout/tagout
devices).
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Lockout/Tagout Removal by Employer
When it becomes necessary to remove the lockout/tagout devices of an employee who is
unavailable at the facility, it can be done only by the employer and then under a special,
approved procedure as follows:
1. Verification by employer the authorized employee who applied the lockout/tagout
device(s) is not at the facility.
2. Make all efforts to contact the authorized employee that the lockout/tagout device(s)
has been removed.
3. Ensure that the authorized employee has this knowledge before he or she resumes work
at this facility.
Contractors
All contractors must comply with the lockout/tagout procedures specified by the Town and
employees of the Town will not interfere with a contractor’s lock that has been applied.
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Used for specific Machines as needed:
LOCKOUT/TAGOUT PROCEDURES
Department Work Area:

Date:

Equipment/Machine:

Process:

Description (Equipment/Machine/Process):

Energy Source (type/magnitude):

ENERGY ISOLATION DEVICES
No.#

Device

Location

Lockout/Tagout
Means

Comments

Locked
Tagged

Stored/Residual Energy

Comments:

Completed By:

Date:

Authorized By:

Date:
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LOCKOUT/TAGOUT AUDIT
DATE:

DEPT:

Name of employee(s) using lockout/tagout:

SHIFT:

Serial number of lock(s) being used on
lockout:

Message on tag used with lock
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Were there more than one employee working on the equipment which was locked? EXPLAIN
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Were there are locks being used for each employee? EXPLAIN
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Reason for using lockout/tagout
procedures:__________________________________________________________________________________________________
____________________________________________________________________________________________________________
Has proper procedures been used in lockout/tagout shutdown Yes____ No____
Explain:______________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Interview with employee next to operation being locked out. Comments:
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Has proper procedures been used in lockout/tagout startup? Yes____ No____
Explain:______________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
When was the last time the employee was trained on lockout/tagout procedures?
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

Signature____________________________________
(Inspector)
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Section 8
Hot Work Program
Town of Harrisburg’s Hot Work Program
Any time welding or cutting operations are to be carried out; a hot work permit system must
be used by both employees and outside contractors. When a hot work request is received, the
employee doing the welding must personally inspect the proposed location of the hot work
and make sure that the work can be performed safely. Once this individual has determined the
area is safe, he or she signs a permit and then it is posted at the hot work location. The permit
should list the precautions that must be taken.
A separate hot work permit should be issued for each location in which the work is to be
performed. If the operation extends for longer than one shift, a new permit may need to be
issued.
During the operation, maintain a fire watch (welder’s helper) to observe for sparks in the hot
work area as well as the floors above and below. Flameproof tarpaulins or shields/screens
should be used to cover nearby equipment and materials. During breaks in work, such as lunch
or rest periods, fire patrols should inspect the area. After work is completed, patrols should
maintain a watch for at least 30 minutes.
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The following is the Hot Work Permit form:
Form 11
Town of Harrisburg
Hot Work Permit
Permit No:_________________________
Location:__________________________
Issued to:__________________________
Precautions
Atmosphere tested:
Spark proof tools issued:
Combustible material moved:
Flame proof caps or covers in use:
Welding area enclosed:
Shields/screens in use:
Standby fire watcher (welder helper):
Ventilation checked:
Purge line with inert gas:
All opening closed to prevent spread of sparks:
Fire equipment on-site:
Type of fire equipment:

Date:_____________________
Time:_____________________
Shift:______________________
Yes
No
Not Applicable
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____
____

Additional Precaution: Patrol for 30 minutes after completion of work.
(Fire Patrol’s Signature)__________________________________________
(The Welder’s Signature)_________________________________________
Post the Hot Work Permit at the site:
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Section 9
Hand and Portable Tools Program
Town of Harrisburg’s Hand and Power Tolls Policy
It is the responsibility of the supervisors to make sure that employees are provided with the proper work
tools for their jobs. Each time a tool is issued, the supervisor should verify that the employee knows how to
properly use the tool. If the supervisor notices any tools that are damaged or defective, they must replace or
arrange for repair of the tools.
Employees should follow all safe work practices and always use the correct tool for the job. They should also
turn in any damaged or defective tools to their supervisor. Employees must wear the proper PPE when using
the tools as instructed by their supervisor. Employees may not take their personal (home) tools to work and
are not permitted to borrow tools from work to take home.
Check List
( ) Tools that develop mushroomed heads from use are to be reconditioned or replaced.
( ) Broken or fractured handles on hammers, axes and similar equipment are replaced promptly.
( ) Worn or bent wrenches are to be replaced regularly.
( ) Appropriate handles are used on files and similar equipment.
( ) Tools handles are wedged tightly in the head of the tools.
( ) Tools cutting edges are kept sharp so that the tool will move smoothly.
( ) Tools are stored in dry and secure locations where they will not be tampered with.
( ) Eye and face protection are always used when there is a danger of flying objects.
( ) Grinders, saws and other powered equipment are equipped with appropriate safety guards.
( ) Power tools are used only with attachments recommended by the manufacturer.
( ) Portable circular saws are equipped with guards above and below the base.
( ) All portable power tools are grounded or double-insulated.
( ) Ground fault Circuit interrupters are provided on temporary circuits on construction sites.
( ) Pneumatic and hydraulic hoses on power-operated tools are checked regularly for deterioration and
damage.
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Section 10
Voluntary Respiratory Program
Respiratory Protection
(Voluntary)
General
In the Respiratory Protection program, hazard assessment and selection of proper respiratory PPE is
conducted in the same manner as for other types of PPE. All respirator use by our employees is VOLUNTARY.
The Town of Harrisburg provides N-95 dust masks for employees to use if they choose. All requirements for a
respiratory protection program and training have been met. References: OSHA Standards Respiratory
Protection (29 CFR 1910.134 – Appendix D)

Responsibilities
All Employees shall follow the requirement of this Respiratory Protection Program.

Management
•
•
•
•

Implement the requirement of this program
Provide a selection of respirators as required
Enforce all provisions of this program
Safety Officer shall administer the respiratory protection program

Program Administrator
•
•
•
•

Review sanitation/storage procedures
Ensure respirators are properly stored, inspected and maintained
Monitor/review compliance for this program
Provide training for affected Employees

Designated Occupational Health Care Provider
•

Review medical questionnaires filled out by employees who use SCBA’s (Fire Dept. Only)

Program Administrator
Safety Officer is the program administrator who oversees the respiratory program and conducts the required
evaluations of program effectiveness.
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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.
Factors to be assessed include, but are not limited to:
•
•
•
•

Respirators 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 encounter
Proper respirator maintenance

Record Keeping
The Town will retain written information regarding medical evaluations, and the respirator program. This
information will facilitate employee involvement in the respirator program, assist the Town of Harrisburg in
auditing the adequacy of the program, and provide a record for compliance determinations by OSHA.

Training and Information
Effective training for employees who use respirators is essential. The training must be comprehensive and
understandable. Training will be provided prior to an employee using a respirator in the workplace. The
training shall ensure that each employee can demonstrate knowledge of least the following:
•
•
•
•

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 the
respirator
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
Other situation arises in which retraining appears necessary to ensure safe respirator use

Classroom Instruction
•
•
•

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 the
respirator
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Fit Testing
Fit testing is not required for voluntary use respirators. Fit testing is required for the Fire Department.

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
Town of Harrisburg provides a medical evaluation to determine the employee’s ability to use a respirator,
before the employee is allowed to use the respirator in the workplace.

Medical evaluation procedures
The employee will be provided a medical questionnaire (Appendix C).

Follow-up medical examination
The town shall ensure that a follow-up medical examination is provided for an employee who gives a response
to any question among question in Part B of the questionnaire one 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 town 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 provided to the Physician before the Physician makes a recommendation
concerning an employee’s ability to use a respirator.
•
•
•
•
•
•

The type and weight of the respirator 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
Temperature and humidity extremes that may be encountered
Any supplemental information provided previously to the Physician regarding an employee need not
be provided for a subsequent medical evaluation if the information and the Physician remain the same

The town has provided the Physician with a copy of the written respiratory protection program and a copy of
the OSHA Standard 1910.134.
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Medical determination
In determining the employee’s ability to use a respirator, The Town 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
Users shall not remove respirator while in a hazardous environment
The need, if any for follow-up evaluation
A statement that the Physician has provided the employee with a copy of the Physician’s written
recommendation
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 Town shall provide an APR
(Air Purifying Respirator) 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 Town is no longer required to provide an APR.

Additional Medical Evaluations
At a minimum the Town shall provide additional medical evaluations that comply with the requirement of this
section:
•
•
•
•

An employee reports medical signs or symptoms that are related to the ability to use a respirator
A Physician, Supervisor or the respirator program administrator inform the Town that an employee
needs to be reevaluated
Information from the respirator protection program, including observations made during fit testing and
program evaluation, indicates a need for employee reevaluation
A change occurs in workplace conditions (e.g., physical work effort, protective clothing, and
temperature) that may result in a substantial increase in the physiological burden placed on an
employee.

Respirator Operation and Use
Respirator 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 the Fire Department and be available to all qualified users. Surveillance by the direct
supervisor shall be maintained of work areas 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 Town shall reevaluate the continued effectiveness of the respirator.
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For continued protection of respirator users, the following general use rules apply:
•
•
•
•
•

Users shall not remove respirator while in a hazardous environment
Respirators are to be stored in sealed containers out of harmful atmospheres
Store respirators away from heat and moisture
Store respirators such that the sealing areas does not become distorted or warped
Store respirator such that the face piece is protected

Cleaning and Disinfecting
The Town of Harrisburg provides each respirator user with a respirator that is clean, sanitary and in good
working order. The Town of Harrisburg ensures the respirators are cleaned and disinfected using the
Standards Operating Procedures SOP.
The respirator shall be cleaned and disinfected when:
•
•
•

A respirator issued for the exclusive use of an employee is the responsibility of that Employee and shall
be cleaned and disinfected as often as necessary to be maintained in a sanitary condition
A respirator issued to more than one employee shall be cleaned and disinfected before being worn by
different individuals.
N-95 masks will not be shared by employees at any time.

Respirator Storage
Respirators are to be stored as follows:
•

All respirators shall be stored to prevent them from damage, contamination, dust, sunlight, extreme
temperatures, excessive moisture, damaging chemicals and they shall be packed or stored to prevent
deformation of the face piece and exhalation valve.

Repair of Respirators
Respirators that fail an inspection or are otherwise found to be defective will be removed from service to be
discarded, repaired or adjusted in accordance with the following procedures:
•
•
•

Repairs or adjustments to respirators are to be made only by person appropriately trained to perform
such operations and shall use only the respirator manufacture’s NIOSH approved parts designed for
the respirator.
Repairs shall be made according to the manufacture’s recommendations and specifications for the
type and extent of repairs to be performed
Reducing and admission valves, regulators and alarms shall be adjusted or repaired only by the
manufacture or a technician trained by the manufacturer
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Section 11
Bloodborne Pathogens Program
Exposure Control Plan
The Safety Committee has adopted this Exposure Control Plan to protect our employees from the hazards of
occupational Bloodborne pathogen exposure, and to comply with the requirements of OSHA Regulation 29
CFR 1910.1030. We share responsibility to ensure compliance with this plan and adopt this plan as an element
of our Health and Safety Program.

A. Purpose
The purpose of this exposure control plan is to:
1. Eliminate or minimize employee occupational exposure to human blood or other body fluids
2. Identify employees occupationally exposed to blood or other potentially infectious material (OPIM)
while performing their regular job duties
3. To provide employees exposed to blood and OPIM information and training
4. Comply with OSHA Bloodborne Pathogen Standard 1910.103

B. Exposure Determination
The Town of Harrisburg has performed an exposure determination for all common job classifications
which may expect to incur occupational exposures to blood or other potentially infectious (OPIM). This
exposure determination is made without regard to use of Personal Protection Equipment (PPE). The
following is a list of those job classifications in this category:
1. All Public Works job classifications
2. All Parks and Recreational maintenance workers job classifications
3. All Fire Department job classifications.
4. For all common job classifications which may expect to incur occupational exposures to blood or
other potentially infectious (OPIM).

C. Compliance Methods
1. Universal Precautions:
“Universal precautions” assume that all body fluids are infected with Bloodborne pathogens. This
method of infection control requires the employer and employee to assume that all human blood
and specified human body fluids are infectious for HIV, HBV and other Bloodborne pathogens.
When it is difficult to discern the type of bodily fluids, all body fluids are to be considered as
potentially infectious.
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2. Engineering Controls and Work Practices:
Engineering controls:
• Puncture-resistant disposal container for contaminated sharps, orthodontia wire or broken
glass
• Bio-safety cabinets
Work practice controls:
• Providing readily accessible hand washing facilities
• Washing hands immediately or as soon as possible after removal of gloves
• Equipment decontamination
• Prohibiting eating, drinking, smoking in work areas where these is a likelihood of exposure
to Bloodborne pathogens or OPIM.
Engineering controls and work practices will be used by all employees to eliminate or
minimize occupational exposure at all Town facilities. The following are engineering controls
to be followed:
Sharps containers must:
a.) Be puncture resistant
b.) Be properly labeled or color-coded for biohazards
c.) Be leak proof on the sides and bottom
d.) Not allow employees to reach into the container by hand to retrieve sharps
e.) Be conveniently located to work area
f.) Be maintained in upright position
g.) Be replaced routinely, not allowed to overfill
Storage transportation or shipping containers must:
a.) Be closeable
b.) Be properly labeled or color-coded for bio-hazards
c.) Be leak proof
d.) Be puncture resistant
The following are work practices to be used by employees with occupational exposures:
1. Wash hands with soap and water immediately or as soon as possible after removing
gloves or other personal protective equipment.
2. Flush mucous membranes with water immediately or as soon as possible following
contact of such body areas with blood or OPIM.
3. Do not bend, recap or remove contaminated needles unless no alternative is feasible
or such action is required by a specific medical or dental procedure.
4. Do not shear or break contaminated needles.
5. If necessary to bend, recap or remove needles, use only mechanical device or a
one-handed technique.
6. Place contaminated reusable sharps in appropriate containers immediately or as
soon as possible after use.
7. Immediately close sharps containers when full. Place in a secondary container if
leakage is possible.
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8. Do not eat, drink smoke, apply cosmetics or lip balm or handle contact lenses in
work areas where there is a reasonable likelihood of occupational exposure.
9. Do not keep food and drinks in refrigerators, freezers, shelves, cabinets or on
countertops or bench tops where blood or OPIM are present.
10. Perform procedures involving blood or OPIM to minimize splashing, spraying,
spattering and generation of droplets.
11. Do not pipette/suction blood or OPIM by mouth.
12. Place blood or OPIM only in containers that prevent leaks during collection, handling
processing, storage, transport or shipping.
13. If a container could be punctured by an item, it must be placed in a puncture
resistance secondary container.
14. Examine and properly decontaminate, if feasible all equipment prior to servicing or
shipping.
15. Attach a warning label to all or equipment that remain contaminated and make sure
all affected employees, the servicing representative and/or manufacturer, as
appropriate are informed of its status.
16. Wear gloves when you anticipate hand contact with blood or OPIM.
17. Remove disposable gloves as soon as practical when contaminated or as soon
possible when torn, puncture or ineffective as a barrier. Never wear disposable gloves
for re-use.
18. Properly decontaminate utility gloves before re-using. Discard utility gloves if they
are cracked, peeling, torn, punctured or exhibit other signs of deterioration.
19. Remove garments immediately or as soon as possible when they are penetrated by
blood or OPIM.
20. Remove all personal protective equipment before leaving the work area.
21. Place used personal protective equipment only in designated areas or containers for
storage, washing, decontamination or disposal.
22. Do not pick up broken glassware directly with the hands. Use mechanical means
such as a dust pan, tongs or pick up sticks.

3. Personal Protective Equipment (PPE)
The following PPE will be provided at no cost to employees:
a.) Body protection:
Disposable cover-all
Aprons
b.) Gloves:
Disposable rubber gloves
c.) Eye protection:
Goggles, safety glasses and/or full face shields
The safety officer is assigned the responsibility to ensure and issue appropriate readily accessible PPE,
without cost to employees. Hypoallergenic glove, glove liners, powderless gloves or other similar
alternatives will be readily accessible to those employees who are allergic to the gloves normally
provided. All PPE will be removed prior to leaving work area. All PPE will be cleaned, laundered and/or
disposed of by the employer at no cost to the employee. PPE when removed will be placed in the
contaminated barrel for storage, washing, decontamination and/or disposal.
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4. Housekeeping
a.) General Housekeeping Procedures:
All equipment and environment and working surfaces will be cleaned and decontaminated using
appropriate disinfectants and procedures as soon as feasible after any contact with blood or OPIM
occurs.
b.) Regulated Waste:
Contaminated sharps and other regulated waste will be discarded using only approved containers.
c.) Contaminated Laundry:
Contaminated laundry shall be handled as little as possible with minimum agitation. It must be bagged
or containerized where it was used and must not be stored or rinsed where it was used. Contaminated
laundry must be placed and transported in bags or containers that are properly labeled for biohazards.
When contaminated laundry is wet and could possibly soak through or leak from a bag or container, it
must be placed in a leak-proof bag or container. Employees will wear proper personal protective
equipment when handling contaminated laundry.

5. Hepatitis B Vaccine, Post- Exposure Evaluation and Follow-up:
a.) Hepatitis B Vaccination:
The Town of Harrisburg will offer at no cost to exposed employees the Hepatitis B vaccination series
and the post exposure follow-up to those who have had an exposure incident within 10 working days
after receiving the initial job assignment. The HR Director is in charge of the Hepatitis B vaccination
program.
The HR Director will ensure that all medical evaluations and procedures including the Hepatitis B
vaccine and vaccination series and post exposure follow-up, including prophylaxis are:
1.) made available at no cost to the employee, at a reasonable place and time
2.) Performed or supervised by a licensed healthcare professional according to the
recommendation of the CDC.
b.) Post Exposure Evaluation and Follow-up
When an employee has an exposure incident, it will be reported to the HR Director and the Safety
Officer. Following a reported exposure incident, the exposed employee will immediately receive a
confidential medical evaluation including the following elements:
• Made available at no cost
• Made available at a reasonable place and time
• Performed by/or under supervision of a licensed physician or healthcare professional
• Provided according to recommendations of the U.S. Public Health Service current at the
time evaluations and procedures take place
• All tests conducted by an accredited laboratory
c.) Information Provided to the Healthcare Professional
The HR Director and Safety Officer will ensure that the Healthcare Professional responsible for the
employee’s hepatitis B vaccination is provided the following:
1) A copy of the Bloodborne Pathogens (1910.1030) standards
2) A description of the exposed employee’s duties as they relate to the exposure incident
3) Documentation of the route(s) of exposure and circumstances under which exposure
occurred
4) Results of the source individual’s blood testing, if available.
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5) All medical records relevant to the appropriate treatment of the employee including
vaccination status which are the employer’s responsibility to maintain
d.) Healthcare Professional’s Written Opinion
The HR Director will obtain and provide the employee with a copy of the evaluating healthcare
professional’s written opinion within 15 days of the completion of the evaluation. The healthcare
professional’s written opinion for HBV vaccination will be limited to weather HBV is indicated for an
employee, and if the employee has received such vaccination.

6. Communication of Hazards
a.) Labels and Signs
The Safety Officer will ensure that biohazards labels are on each container of regulated waste.
Warning labels must be affixed to all containers.
b.) Information and Training
The Safety Officer will ensure that training is provided at the time of initial assignment to tasks where
occupational exposure to blood or OPIM may occur, and that it shall be repeated within 12 months of
the previous training. The training program will be tailored to the education and language level of the
employee, and offered during the normal work shift. The training will contain the following
information:
1) A copy of the regulation
2) Epidemiology and symptoms of Bloodborne diseases
3) Modes of transmission of Bloodborne pathogens
4) Employer’s exposure control plan and the means by which the employee can obtain a copy
of the written plan
5) Methods for recognizing tasks that may involve exposure to blood and OPIM
6) The use and limitations of methods that will prevent or reduce exposure including
appropriate engineering controls, work practices and PPE
7) The types, proper use, location, removal, handling, decontamination and disposal of personal
protective equipment
8) The basis for selection of personal protective equipment
9) Hepatitis B vaccine, including information on its efficacy, safety, method of administration
and the benefits of being vaccinated
10) Actions to take and persons to contact in an emergency involving blood or OPIM
11) Procedures to follow if an exposure incident occurs, including the methods of reporting the
incident and the medical follow-up that will be made available
12) Post-exposure evaluation and follow-up that the employer is required to provide for the
employee following an exposure
13) Signs and labels and/or color coding required
14) An opportunity for interactive questions and answers.

7. Recordkeeping
The HR Director is responsible for maintaining medical records as indicated below. Medical records are
strictly confidential and will not be reported to any person within or without the workplace without
his/her express written consent. These records will be maintained for the duration of the employee’s
employment plus 30 years and kept in a fire prof cabinet at Town Hall.
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1) Name and SSN of employee
2) A copy of the employee’s hepatitis B vaccination status including the dates of all the hepatitis
B vaccinations and any medical records relative to the employee’s ability to receive vaccination
3) A copy of all results of examinations, medical testing and follow-up procedures
4) The employer’s copy of the healthcare professional written opinion
5) A copy of the information provided to the healthcare professional

8. Evaluation and Review
The HR Director and Safety Officer are responsible for (annual or as needed) review of this program, its
effectiveness and for updating as required.

9. Medical Facilities to use during Working and off hours:
1) Occupational Medical
2) Northeast Medical Emergency Room
3) Cabarrus Urgent Care

704 783-1791
704 403-3000
704 786-6122

Hepatitis B Vaccine Declination
I understand that due to my occupational exposure to blood or other potentially infectious materials I
may be at risk of acquiring hepatitis B virus (HBV) infection. I have been given the opportunity to be
vaccinated with hepatitis B vaccine, at no charge to myself. However, I decline hepatitis B vaccination
at this time. I understand that by declining this vaccine, I continue to be at risk of acquiring hepatitis B,
a serious disease. If in the future I continue to have occupational exposure to blood or other potentially
infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the vaccine series
at no charge to me.

Employee’s name (print)

Employee’s signature

ECP Administrator signature

Date
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Section 12
Trenching and Excavation
The Town of Harrisburg

Trenching and Excavation Safety

Standard Practice Instruction
Date: February 12th 2008
SUBJECT: Trenching and Excavation Safety
Regulatory Standard: 29 CFR 1926-653
BASIS: OSHA requires all employers to maintain a written program. The primary hazard to which
employees may be exposed during excavation work is cave-in, which occurs when the soil forming the
side of the excavation can no longer resist the forces applied to it. This results from a reduction in the
frictional and cohesive capacities of the soil to resist forces. Changing environmental conditions, such as
freezing and thawing or the addition or removal of water from the pores of the soil can reduce the ability
of a soil to resist forces. The addition of superimposed loads from spoils piles or the placement of
equipment or materials near the edge of the excavation also create forces that can exceed the ability of
the soil to resist.
General: The Town of Harrisburg will ensure that whenever an excavation operation is being
undertaken, that work practices and proper conditions are met prior to beginning during and at the
conclusion of such excavation operation. It should not be assumed that every acceptable safety
precaution is contained herein or that unusual circumstances may not require further or additional
procedures, equipment and practices. Employees will cease operations if there is a question regarding a
hazard or is such is suspected or discovered.
Responsibility: The Safety Officer is solely responsible for all facets of this program and has full
authority to make necessary decisions to ensure success of the program. The Safety Officer is the sole
person authorized to amend these instructions and is authorized to halt any operation of the area where is
danger of serious personal injury.
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The Town of Harrisburg

Trenching and Excavation Safety

Contents of the Trenching and Excavation Safety Program
1. Written Program
2. General Requirements
3. Surface Encumbrances and Underground Installations Safety Guidelines
4. Protection from Hazards Associated with Water Accumulation
5. Protection from Superimposed Loads
6. Access and Egress from Excavation
7. Trench Safety
8. Exposure to Vehicular Traffic
9. Exposure to Falling Loads
10. Warning System for Mobile Equipment
11. Hazardous Atmospheres
12. Personal Protective Equipment (PPE)
13. Material Handling Equipment
14. Stability of Adjacent Structures
15. Protection of Employees from Loose Rock or Soil
16. Site Inspection
17. Fall Protection
18. Training Requirements
19. Protection of Employees in Excavations
20. Design of Sloping and Benching System
21. Design of Support System, Shield System and other Protective System
22. Materials and Equipment used for Protective System
23. Installation and Removal of Support Systems
24. Sloping and Benching System
25. Shield System
26. Applicable Definitions
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The Town of Harrisburg

Trenching and Excavation Safety

The Town of Harrisburg Trenching and Excavation Safety Program
1. Written Program: The Town of Harrisburg will review and evaluate this standard practice
instruction:
•
•
•
•

On an annual basis
When regulatory changes occur that prompt revision of this document
When facility operational changes occur that requires a revision of this document
When there is an accident or close-call that relates to this topic

Effective implementation of this program requires support from all levels of management within the
town. This written program will be communicated to all personnel that are affected by it. It
encompasses the total workplace. It is designed to establish clear goals and objectives.
2. General Requirements: The Town of Harrisburg will establish procedures for “trenching and
excavation” undertaken by its employees, through the use of this document. Preventing future workplace injuries in our town is the principle purpose of this document. This document will provide a basis
for ensuring that all procedures implemented, revised or modified meet our requirement for safety.
This document will help identify hazards in our work-place and enable us to determine the best course
of action to take to reduce or eliminate known hazards.
3. Surface Encumbrances and Underground Installations Safety Guidelines: All surface encumbrances
that are located so as to create a hazard to employees will be removed or supported, as necessary to
safeguard employee. The estimated location of utility installations, such as sewer, telephone, fuel,
electric, water lines or any other underground installations that reasonably may be expected to be
encountered during excavation work, will be determined prior to opening an excavation. The following
procedures are designed to provide employees of this town with a system for protecting and safe
conditions while working in a trench or excavation environment. These guidelines are designed for use
by employees at all levels within the work force.
3.1 Establish the locations of all underground and overhead utilities and services before
beginning trenching or excavation operations.
3.1.1 Contact utility and service companies to include municipal owned and advise them prior
to start of all actual excavation. No exceptions.
3.1.2 The following local response times for utility companies in our area to locate and advise
us on underground installations or surface encumbrances are as follow:
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Duke Power

24 HOURS

PSNC

24 HOURS

WINDSTREAM TELEPHONE

24 HOURS

TIME WARNER CABLE

24 HOURS

3.1.3 Utility companies or owners will be contacted:
•
•
•

Within established or customary local response times
Advised of the proposed work
Asked to establish the location of the utility underground installations prior to the start
of actual excavation and provide advice concerning surface encumbrances.

3.1.4 When excavation operations approach the estimated location of underground
installations, the exact location of the installations will be determined by safe and acceptable
means (modern techniques and customary types of equipment) where this determination is
unclear the owning utility will be contacted for assistance.
4. Protection from Hazards Associated with Water Accumulation
4.1 Employees will not work in excavations in which there is accumulated water, or in
excavation in which water is accumulating, unless adequate precautions have been taken to
protect employees against the hazards posed by water accumulation. The precaution necessary
to protect employees adequately vary with each situation, but could include special support or
shield system to protect from cave-ins, water removal to control the level of accumulating
water or use of a safety harness and lifeline systems.
4.2 Inspect all excavations after any rainfall or other hazard producing occurrence to determine
if any change to the soils capacity to resist the force has occurred. This will be done by a person
that has the competence to do so.
4.1.2 Authorized to inspect:
1. All employees with Competent Person (Trench/Excavation) credentials.
4.2.2 Water should not be allowed to accumulate within the excavation. If such has occurred it
will be removed utilizing proper pumping procedures.
4.3 Water will be controlled or prevented from accumulating by the use of water removal
equipment, the water removal equipment and operations will be monitored by a competent
person to ensure proper operation.
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4.4 If excavation work interrupts the natural drainage of surface water (such as streams)
diversion ditches or dikes, suitable means will be used to prevent surface water from entering
the excavation and to provide adequate drainage of the area adjacent to the excavation.
Excavation subject to runoff from heavy rains will be inspected by a competent person.
5. Protection from Superimposed Loads
5.1 Superimposed loads (crane, backhoe and other such equipment working close to the
excavation edge) requires extra sheet piling, shoring or other bracing be used to assure the
ability of the soil to resist. The use of mobile equipment near the excavation requires proper
vehicle barricades and/or stop blocks.
6. Access and Egress from Excavations
6.1 Structural ramps. Structural ramps that are used solely by employees as a means of access
or egress from excavations will be designed by a competent person. Structural ramps used for
access or egress of equipment will be designed by a competent person qualified in structural
design, and will be constructed in accordance with the design.
6.2 Means of egress from trench excavation (less than 20 feet deep), a stairway, ladder, ramp
or other safe means of egress will be located in trench excavations that are 4 feet (1.22 m) or
more in depth so as to require no more than 25 feet (7.2 m) of lateral travel for employees.
6.3 Means of egress from trench excavations (20 feet or greater in depth), ladders will be
equipped with ladder platforms at 20-foot intervals.
7. Trench Safety
7.1 Trenches more than five feet deep require shoring or will be laid back to its angle of repose
(stabilized slope).
7.2 In hazardous soils conditions (loosely compacted or rocky) trenches less than five foot need
protection.
7.3 There shall be at any excavation site, a competently trained person, who is capable of
identifying existing and predictable hazards and who shall have the authority to take prompt
corrective action to eliminate them on the site. This individual shall be able to identify soil
classifications and protective systems (shoring, bracing and pilling) to be used in accordance
with OSHA Trenching Standards founded in 29 CFR 1926.652.
7.4 Trenches more than five (5) feet deep require shoring or will be laid back to a stable slope.
In hazardous soils, trenches under five (5) feet will also be protected.
7.5 Portable trench boxes or sliding trench boxes used in place of shoring and sloping shall be
designed, constructed and maintained to provide protection at least equal to the required
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sheeting and shoring. Shields shall be designed by a registered professional engineer and will
meet the standards founded in 29 CFR 1926.652.
7.6 Shields shall be installed so as to restrict lateral or other hazardous movement. Trench
boxes and shields shall extend to the bottom of the trench and no less than eighteen (18)
inches above the vertical top of the trench or excavation face. Exceptions are found in 29 CFR
1926.652. Excavation to a level not greater than 2 feet (.61 m) below the bottom of a shield
shall be permitted, but only if the shield is designed to resist the forces calculated for the full
depth of the trench and there are no indications while the trench is open of a possible loss of
soil from behind or below the bottom of the shield. No employee shall be allowed within the
shield or trench box during the installation, removal or relocation. If at any time trench boxes
are stacked, means shall be provided to prevent separation.
8. Exposure to Vehicular Traffic
Employees exposed to public vehicular traffic will be provide with and will wear warning vest or other
suitable garments marked with or made of retroreflective high visibility material.
9. Exposure to Falling Loads
9.1 No employee will be permitted underneath loads by lifting or digging equipment.
9.2 Employees will be required to stand away from any vehicle being loaded or unloaded to
avoid being struck by any spillage or falling materials.
9.3 Operators may remain in the cabs of vehicles being loaded or unloaded when the vehicles
are equipped, in accordance with 1926.601 to provide adequate protection for the operator
during loading and unloading operations.
10. Warning Systems for Mobile Equipment
When mobile equipment is operated adjacent to an excavation, or when such equipment is required to
approach the edge of an excavation, and the operator does not have a clear and direct view of the
edge of the excavation, a warning system will be utilized such as barricades, hand or mechanical
signals, or stop logs. If possible, the grade should be away from the excavation.
11 Hazardous Atmospheres
11.1 Testing and control. Confined space entry procedures will be adhered to in accordance
with the Town of Harrisburg Confined Space Entry Program. To prevent exposure to harmful
levels of atmospheric contaminants and to assure acceptable atmospheric conditions, the
following requirement applies:
11.2 Oxygen deficiency. Where oxygen deficiency (atmospheres containing less than 19.5
percent oxygen) or a hazardous atmosphere exists or could reasonably be expected to exist,
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such as in excavations in landfill areas or excavations in areas where hazardous substances are
stored nearby, the atmospheres in the excavation will be tested before employees enter
excavation greater than 4 feet (1.22 m) in depth.
11.1.2 Flammable atmospheres. Adequate precautions will be taken such as providing
ventilation, to prevent employee exposure to an atmosphere containing a concentration of a
flammable gas in excess of 20 percent of the lower flammable limit of the gas.
11.1.3 Testing. When controls are used that are intended to reduce the level of atmospheric
contaminants to acceptable levels, testing will be conducted as often as necessary to ensure
that the atmosphere remains safe.
11.2 Emergency rescue equipment
11.2.1 Availability. Emergency rescue equipment, such as breathing apparatus, a safety harness
and line, or a basket stretcher, will be readily available where hazardous atmospheric
conditions exist or may reasonably be expected to develop during work in an excavation. The
equipment will be attended when in use.
11.2.2 Lifelines. Employees entering bell-bottom pier holes, or other similar deep and confined
footing excavations, will wear a harness with a lifeline securely attached to it. The lifeline will be
separate from any line used to handle materials, and will be individually attended at all times
while the employee wearing the lifeline is in the excavation.
12. Personal Protective Equipment (PPE). The following procedures are designed to provide
employees of this town with a checklist system or procedures to follow for the selection of proper PPE
for operations under this program
12.1 Checklist
(1) Hard hat
(2) Long sleeve garment
(3) Trouser
(4) Safety toes work boot
(5) Proper eye and face protection
(6) Work glove, rubber or neoprene when working with or in chemicals
(7) NIOSH approved respirator where or when the job hazard may require
(8) Hearing protection
(9) Rubber or neoprene boots when exposed to waste-water products (a sanitary washing
facility will be provided for cleanup)
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Note: The first line supervisor or senior supervisor on the site will be responsible for
compliance for proper utilization of PPE.
13. Materials Handling Equipment. All materials handling equipment will be operated in accordance
with established Town of Harrisburg written policies, manufactures procedures and applicable OSHA
standards.
14. Stability of Adjacent Structures
14.1 Where the stability of adjoining building, walls or other structures is endangered by
excavation operations, support systems such as shoring, bracing or underpinning will be
provided to ensure the stability of such structures for the protection of employees.
14.2 Excavation below the level of the base or footing of any foundation or retaining wall they
could be reasonably expected to pose a hazard to employees will not be permitted except
when:
14.2.1 A support system, such as underpinning is provided to ensure the safety of employee
and the stability of the structure; or
14.2.2 The excavation is in stable rock; or
14.2.3 A registered professional engineer has approved the determination the structure is
sufficiently removed from the excavation so as to be unaffected by the excavation activity; or
14.2.4 A registered professional engineer has approved the determination that such excavation
work will not pose a hazard to employees.
14.2..5 Sidewalks, pavement and appurtenant structures will not be undermined unless a
support system or another method of protection is provided to protect employees from the
possible collapse of such structures.
15. Protection of Employees from Loose Rock or Soil
15.1 Adequate protection will be provided to protect employees from loose rock or soil that
could pose a hazard by falling or rolling from an excavation face. Such protection will consist of
scaling to remove loose materials; installation of protective barricades at intervals as necessary
on the face to stop and contain falling materials or other means that provides equivalent
protection.
15.2 Employees will be protected from excavated or other materials or equipment that could
pose a hazard by falling rock or soil into excavations. Protection will be provided by placing and
keeping such materials or equipment at least 2 feet (.61 m) from the edge of excavation, or by
the use of retaining devices that are sufficient to prevent materials or equipment from falling or
rolling into excavation, or by a combination of both if necessary.
16. Site Inspections
16.1 Daily inspections of excavation, the adjacent areas and protective system will be made by
a competent person for evidence of a situation that could result in possible cave-ins, indications
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of failure of protective systems, hazardous atmospheres or other hazardous conditions. These
inspections are only required when employees exposure can be reasonable anticipated. An
inspection will be:
16.2 Conducted by the competent person prior to the start of work and as needed throughout
the shift.
16.3 Inspections will also be made after every rain storm or other hazard increasing occurrence.
16.4 Where the competent person finds evidence of a situation that could result in a possible
cave-in, indications of failure of protective system, hazardous atmospheres or other hazardous
conditions, exposed employees will be removed from the hazardous area until the necessary
precautions have been taken to ensure their safety.
17. Fall Protection
17.1 Where employees or equipment are required or permitted to cross over excavations,
walkways or bridges with standard guardrails will be provided.
17.2 Adequate barrier physical protection will be provided at all remotely located excavation.
All wells, pits, shafts, etc., will be barricaded or covered. Upon competition of exploration and
other similar operations, temporary wells, pits, shafts, etc. will be backfilled.
18. Training Requirements
18.1 Initial Training
18.1.1 The town shall provide training to ensure the purpose and function of the trenching and
excavation program is understood by employees and the knowledge and skills required for safe
trenching and excavation operations is acquired by all affected employees. The training shall
include as a minimum, the following:
18.1.2 Training in the recognition of applicable hazards associated with trenching and
excavation.
18.1.3 Each affected employee shall be instructed in the purpose a use of this standard practice
instruction.
18.1.4 All other employees whose work operations are or may be in an area where trenching
and excavation operation are conducted shall be instructed to an awareness level about the
procedures, and prohibitions relating to work in such areas.
18.2 Refresher Training
18.2.1 Retraining shall be provided for all authorized and affected employee whenever there is
a change in their job assignments, a change in equipment or processes that present a new
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hazard or when there is a change in these procedures. Note: retraining (to include a procedural
review) will also be provided whenever there is a “close-call” or these procedures fail.
18.2.2 Additional retraining shall also be conducted whenever a periodic inspection reveals or
whenever the town has a reason to believe that there is deviation from or inadequacies in the
employee’s knowledge or use of these procedures.
18.2.3 The retraining shall reestablish employee proficiency and introduce new or revised
operational methods and procedures as necessary.
18.2.4 Certification. The Town 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.
19. Protection of Employees in Excavation
19.1 Each employee in an excavation will be protected from cave-ins by an adequately designed
protective system except when:
19.1.1 Excavations are made entirely in stable rock.
19.1.2 Excavations are less than 5 feet (1.52 m) in depth and examination of the ground by a
competent person provides no indication of a potential cave-in.
19.1.3 Protective system will have the capacity to resist without failure all loads that are
intended or could reasonably be expected to be applied or transmitted to the system.
20. Design of Sloping and Benching
20.1 The slopes and configurations of slopes and benching system will be properly selected and
constructed as followed:
20.1.1 Option 1 – Allowable configurations and slopes. Excavations will be sloped at an angle
not steeper than one and on-half horizontal to one vertical (34 degrees measured from the
horizontal), unless the employer uses on of the other options listed below.
20.1.2 Option 2 – Determination of slopes and configurations is made using 29 CFR 1926.652
Appendices A and B maximum allowable slopes, and allowable configurations for slopes and
benching systems.
20.1.3 Option 3 - Designs using other tabulated data. Designs of sloping or benching systems
will be selected from and in accordance with tabulated data, such as approved tables and
charts. The tabulated data will be in written form and will include:
•

Identification of the parameters the affect the selection of a slope or benching system
drawn from such data;
52

•
•

Identification of the limits of use of the data, to include the magnitude and
configuration of slopes determined to be safe;
Explanatory information as may be necessary to aid the user in making a correct
selection of a protective system from the data.

Note: At least one copy of the tabulated data which identifies the registered professional engineer,
who approved the data, will be maintained at the jobsite during construction of the protective system.
After that time the data may be stored off the jobsites, but a copy of the data will be made available to
OSHA upon request.
20.1.4 Sloping and benching systems not utilizing Option (1) or Option (2) or Option (3) will be
approved by a registered professional engineer. Designs will be in written form and will include
at least the following:
20.2.1 The magnitude of the slope that were determined safe for the particular project;
20.2.2 The configurations that were determined to be safe for the particular project;
20.2.3 The identity of the registered professional engineer approving the design.
Note: At least one copy of the design will be maintained at the jobsite while the slope is being
constructed. After that time the design need not be at the jobsite, but a copy will be made available to
OSHA upon request.
21. Design of Support System, Shield System and other Protective Systems
21.1 Designs of support systems, shield system and other protective systems will be selected
and constructed in accordance with the following options:
21.1.1 Option 1 – Designs using Appendices A, C and D of 29CFR 1926.652. Designs for timber
shoring in trenches will be determined in accordance with the conditions and requirements set
forth in appendices A and C. Designs for aluminum hydraulic shoring will be in accordance with
appendix D of 29 CFR 1926.652, but if manufactures tabulated data cannot be utilized, designs
will be in accordance with appendix D.
21.1.2 Option 2 - Designs using Manufactures’ Tabulated Data. Design of support systems,
shield system or other protective systems that are drawn from manufacturer’s tabulated data
will be in accordance with all specifications, recommendations and limitations issued or made
by the manufacturer.
21.1.2.1 Deviation from the specifications, recommendations and limitations issued or made by
the manufacturer will only be allowed after the manufacturer issues specific written approval.
21.1.2.2 Manufacturer’s specifications, recommendations and limitations and manufacturer’s
approval to deviate from the specifications, recommendations and limitations will be in written
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form at the jobsite during construction of the protective system. After that time this data may
be stored off the jobsite, but a copy will be made available to OSHA upon request.
21.1.3 Option 3 - Designs using other Tabulated Data. Designs of support systems, shield
systems or other protective systems will be selected from and be in accordance with tabulated
data, such as tables and charts. The tabulated data will be in written form and include all of the
following:
21.1.3.1 Identification of the parameters that affect the selection of a protective system drawn
from such data;
21.1.3.2 Identification of the limits of use of the data;
21.1.3.3 Explanatory information as may be necessary to aid the user in making a correct
selection of a protective system from the data.
Note: At least one copy of the tabulated data, which identifies the registered professional engineer
who approved the data, will be maintained at the jobsite during construction of the protective system.
After that time the data may be stored off the jobsite, but a copy of the data will be made available to
OSHA upon request.
21.1.4 Option 4 – Design by a Registered Professional Engineer. Support systems, shield system
and or other protective systems not utilizing Option 1, Option 2 or Option 3 above will be
approved by a registered professional engineer. Designs will be in written form and will include
the following:
21.1.4.1 A plan indicating the sizes, types and configurations of the materials to be used in the
protective system; and
21.1.2 The identity of the registered professional engineer approving the design.
22. Materials and Equipment used for Protective Systems
22.1 Materials and equipment used for protective systems will be free from damage or defects
that might impair their proper function.
22.2 Manufactured materials and equipment used for protective systems will be used and
maintained in a manner that is consistent with the recommendations of the manufacturer, and
in a manner that will prevent employee exposure to hazards.
22.3 When materials or equipment that is used for protective systems is damaged, a competent
person will examine the materials or equipment and evaluate its suitability for continued use. If
the competent cannot assure suitable for safe use, then the materials or equipment will be
removed from service and will be evaluated and approved by a registered professional engineer
before being returned to service.
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23. Installation and Removal of Support Systems
23.1 General Requirements
23.1.1 Members of support systems will be securely connected together to prevent sliding,
falling, kick outs or other predictable failure.
23.1.2 Support systems will be installed and removed in a manner that protects employees
from cave-ins, structural collapses, or from being struck by members of the support system.
23.1.3 Individual members of support systems will not be subjected to loads exceeding those
which those members were designed to withstand.
23.1.4 Before temporary removal of individual members begins, additional precautions will be
taken to ensure the safety of employees, such as installing other structural members to carry
the loads imposed on the support system.
23.1.5 Removal will begin at and progress from the bottom of the excavation. Members will be
released slowly so as to note any indication of possible failure of the remaining members of the
structure or possible cave-in of the sides of the excavation.
23.1.6 Backfilling will progress together with the removal of support systems from excavations.
23.2.1 Excavation of material to a level no greater than 2 feet (.61 m) below the bottom of the
members of a support system will be permitted, but only if the system is designed to resist the
forces calculated for the full depth of the trench and there are no indications while the trench is
open of a possible loss of soil from behind or below the bottom of the support system.
23.2.2 Installation of a support system will be closely coordinated with the excavation of
trenches.
24. Shield Systems
25.1 Shield systems will not be subjected to loads exceeding those which the system was
designed to withstand.
25.2 Shields will be installed in a manner to restrict lateral or other hazardous movement of the
shield on the event of the application of sudden lateral loads.
25.3 Employees will be protected from hazard of cave-ins when entering or exiting the areas
protected by shields.
25.4 Employees will not be allowed in shield when shields are being installed, removed or
moved vertically.
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25.5 Excavations of earth materials to a level not greater than 2 feet (.61 m) below the bottom
of a shield will be permitted, but only if the shield is designed to resist the forces calculated for
the full depth of the trench and there are no indications while the trench is open of a possible
loss of soil from behind or below the bottom of the shields.
26. Applicable Definitions
Accepted Engineering Practices - means that requirement which is compatible with standards of
practice required by a registered professional engineer.
Aluminum Hydraulic Shoring - means a pre-engineered shoring system comprised of aluminum
hydraulic cylinders (cross braces) used in conjunction with vertical rails (uprights) or horizontal rails
(wales). Such system is designed specifically to support the sidewalls of an excavation and prevent
cave-ins.
Bell-Bottom Pier Hole – means a type of shaft or footing excavation, the bottom of which is made
larger than the cross section above to form a bell shape.
Benching (Benching System) – means a method of protecting employees from cave-ins by excavating
the sides of an excavation to form one or a series of horizontal levels or steps, usually with vertical or
near-vertical surfaces between levels.
Cave-In – means the separation of a mass of soil or rock materials from the side of an excavation, or
the loss of soil from under a trench shield or support system and its sudden movement into the
excavation either by falling or sliding in sufficient quantity so that it could entrap, bury or otherwise
injure and immobilize a person.
Competent Person – means one whose is capable of identifying existing and predictable hazards in the
surroundings or working conditions which are unsanitary hazardous or dangerous to employees and
who has authorization to take prompt corrective measures to eliminate them.
Cross Brace - means the horizontal members of a shoring system installed perpendicular to the sides of
the excavation, the ends of which bears against either uprights or wales.
Excavation – means any-made cut, cavity, trench or depression in an earth surface formed by earth
removal.
Faces or sides - means the vertical or inclined earth surfaces formed as a result of excavation work.
Failure – means the breakage, displacement or permanent deformation of a structural member or
connection so as reduce its structural integrity and its supportive capabilities.
Hazardous Atmosphere - means an atmosphere which by reason of being explosive, flammable,
poisonous, corrosive, oxidizing, irritating, oxygen deficient, toxic or otherwise harmful may cause
death, illness or injury.
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Kick out - means the accidental release or failure of a cross brace.
Protective System – means a method of protecting employees from cave-ins from material that could
fall or roll from an excavation face or into an excavation or from the collapse of adjacent structures.
Protective systems include support systems, sloping and benches systems, shield systems and other
system that provide the necessary protection.
Ramp – means an inclined walking or working surface that is used to gain access to one point from
another and is constructed from earth or from structural materials such as steel or wood.
Registered Professional Engineer – means a person who is registered as a professional engineer in the
state where the work is to be performed. However a professional engineer registered in any state is
deemed to be a (registered professional engineer” within the meaning of this standard when
approving designs for “manufactured protective systems” or “tabulated data” to be used in interstate
commerce.
Sheeting – means the members of a shoring system that retain the earth in position and in turn are
supported by other members of the shoring system.
Shield (Shield System) – means a structure that is able to withstand the forces imposed on it by caveins and thereby protect employee within the structure. Shields can be permanent structures or can be
designed to be portable and moved along as work progresses. Additionally shield can be either
remanufactured or job-build in accordance with 1926.652. Shields used in trenches are usually referred
to as “trench boxes” or “trench shields”.
Shoring (Shoring System) – means a structure such as a metal hydraulic, mechanical or timber shoring
system that supports the sides of an excavation and which is designed to prevent cave-ins.
Sides – See “Faces”
Sloping (Sloping System) – means a method of protecting employee from cave-ins by excavating to
form sides of an excavation that are included away from the excavation so as to prevent cave-ins, The
angle of incline required to prevent cave-ins varies with differences in such factors as the soil type,
environmental conditions of exposure and application of surcharge loads.
Stable Rock - means natural solid mineral material that can be excavated with vertical sides and will
remain intact while exposed. Unstable rock is considered to be stable when the rock materials on the
side or sides of the excavation is secured against caving in or movement by rock bolts or by another
protective system that has been designed by a registered professional engineer.
Structural Ramp - means a ramp built of steel or wood usually used for vehicle access. Ramps made of
soil or rocks are not considered structural ramps.
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Support System - means a structure such as underpinning, bracing or shoring which provides support
to an adjacent structure, underpinning installation or the sides of an excavation.
Tabulated Data – means tables and charts approved by a registered professional engineer and used to
design and construct a protective system.
Trench (Trench Excavation) – means a narrow excavation (in relation to its length) made below the
surface of the ground. In general the depth is greater than the width but the width of a trench
(measured at the bottom) is not greater than 15 feet (4.6 m) or less (measured at the bottom of the
excavation), the excavation is also considered to be a trench.
Trench Box See “Shields”
Trench Shields See “Shield”
Uprights – mean the vertical members of a trench shoring system placed in contact with the earth and
usually positioned so that individual members do not contact each other. Uprights placed so that
individual member are closely spaced in contact with or interconnection to each other are often called
“sheeting”.
Wales – means horizontal members of a shoring system placed parallel to the excavation face whose
sides bear against the vertical members of the shoring system or earth.
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Section 13
Confined Space Program
Applicable OHA Standards: 29 CFR 1910.146

Purpose & Scope
The Occupational Safety and Health Administration (OSHA) requires the Town of Harrisburg to evaluate their workplace
to determine if any spaces are to be classified as permit-required confined spaces. If permit-required confined spaces
are present, the Town of Harrisburg must mark each entry point with a sign reading “DANGER-PERMIT-REQUIRED
CONFINED SPACE. DO NOT ENTER.”
To understand the requirements of a permit-required confined space, the definition of a confined space must be
understood. OSHA defines a confined space as any space that:
1.) is large enough and so configured that an employee can bodily enter and perform assigned work.
2.) Has limited or restricted means for entry or exit
3.) Is not designed for continuous employee occupancy

Atmospheric Monitoring
It is impossible to detect a hazardous atmosphere without instruments designed for that purpose. It should never be
assumed that a confined space is safe or that an employee will be fine if he or she doesn’t linger in a confined space or
perform dangerous work there. A person can be overcome in a hazardous atmosphere in a matter of moments. Even
quick and simple work in an area not recognized as a confined space can result in injuries or death by asphyxiation or as
a result of an explosion.
In order to enter any confined space without the use of special types of PPE, such as a self-contained breathing
apparatus (SCBA), atmosphere conditions must have these characteristics:
1.) Oxygen: 19.5 percent to 23.5 percent
2.) Flammability: below 10 percent of the lower flammable limit (LFL) for gases, vapors, mists or combustible
dust
3.) Toxic gases: below the permissible exposure limit (PEL)/threshold limit value (TLV) or time-weighted average
(TWA) of a substance
When testing for atmospheric hazards, the employee should first test for oxygen. Combustible gas meters are oxygendepend and will not work properly in an oxygen-deficient atmosphere. Second, the employee should test for
combustible gases and vapors because the treat of fire or explosion is usually more immediate and life threatening.
Third the employee must test for toxic gases and vapors.
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All the operations that will be taking place within the space and any hazardous substances that may result, such as
fumes from welding or vapors from solvents or other chemicals, must be considered. The proximity to traffic and
automotive vehicles on site should also be noted because this may generate carbon monoxide.

Non permit-required Confined Spaces
Permit-required confined spaces may be reclassified as non-permit-required confined spaces if certain criteria
are met. If these criteria are met, rescue teams, special PPE, etc., are not required> the criteria include the
following:
1.) The space poses no actual or potential hazardous atmosphere.
2.) All hazards within the space can be eliminated without entry into the space, such as locking and
tagging equipment so it cannot be operated while employees are working inside.
3.) Forced-air ventilation to control atmospheric hazards does not constitute elimination of hazards.
The Town of Harrisburg must verify these conditions are met through certification. Same as the Again, the
date, location of the space and name of the person certifying the space must be on the certificate. This
certificate must be made available to employees before entering the space.
If hazard arise in a confined space that has been declassified, each employee must exit the space. The Town of
Harrisburg must determine if the space needs to be reclassified as a permit-required confined space. If the
hazards are eliminated, the non-permit entry can continue.
It is in the best interest of the Town of Harrisburg to try to meet the requirement of procedures non-permit
required confined spaces because the requirements are much less stringent than for a permit-required confined
space. However, it imposes the burden of making certain the conditions inside the space do not change.
If the Town of Harrisburg can neither declassify a permit-required confined space to a non-permit required
confined neither space, all aspects of permit-required confined space must be followed.

Permit-required Confined Spaces
When the Town of Harrisburg determines that confined spaces exist, the next step is to determine whether the confined
space is a permit-required space. OSHA defines a permit-required confined space as a confined space that meets one or
more of the following characteristics:
1.) Contains or has the potential to contain a hazardous atmosphere
2.) Contains a material that has the potential for engulfing an entrant
3.) Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly converging
walls or a floor that slopes downward and tapers to a smaller cross-section
4.) Contains any other recognized serious safety or health hazard
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Permit-required Confined Space Requirements
If a Town of Harrisburg’s employee is required to enter permit-required confined spaces, a written program must be
developed addressing all potential hazards. The program must address the following topic:
•

•
•

•

•

•
•
•
•
•
•

Implementation of measures necessary to prevent unauthorized entry into the permit-required confined space.
This can be done by informing those employees who have not been trained in the standard to keep away during
the entry activities. Using appropriate signs and barricades to prevent entry would be sufficient.
Identification and evaluation of hazards in the permit space before employees enter it.
Development of procedures and practices necessary to conduct safe permit space entries, including at least the
following elements:
- Specification of acceptable entry procedures. This includes having oxygen content between 19.5 percent and
23.5 percent, LFL of substances below 10 percent and below established PELS, TWASs and TLVs.
- Isolation of the permit space. This includes locking and tagging equipment to prohibit use while the entry is
taking place.
- Control or elimination of atmospheric hazards through purging, inerting, flushing or venting.
- Protection of pedestrian or vehicular traffic from hazards by using barriers.
- Verification that the conditions in the permit space remain at safe levels throughout the entry.
Maintenance of equipment to ensure safe entry into a permit space, which involves:
- Gas-detection equipment
- Ventilating equipment
- Communication equipment if necessary
- PPE to be used when engineering controls such as ventilation equipment is not practical
- Lighting
- Barricades to prevent unauthorized entry
- Equipment, such as ladders, to provide for safe access to and egress from the permit space
- Rescue and emergency equipment, unless this service is provided
- Any other equipment that would be used for safe permit space entry
Evaluation of permit space conditions during operations by:
- Testing conditions in the permit space before entry begins
- Testing or monitoring the space to ensure the conditions are being maintained
- Testing for oxygen first, flammable atmospheres second and toxic atmosphere last
Provision of at least one attendant outside the permit space (an explanation of duties and training requirements
of the attendant follows)
Designation of employees who have active roles in entry operations and identification of the training
requirements for those employee
Development and implementation of procedures for summoning rescue and emergency services
Cancellation of a permits after the work is complete
Review of entry operations to correct problems that may have occurred during the entry operation
Review of the written program annually, making revisions as needed

61

Permit System
As stated before, OSHA requires employers to develop and implement a permit system. This system will ensure all step
have been taken to protect employees from hazards that may be in a confined space, sample of the permit are included
in the Permit-required Confined Space (PRCS) Written Program.
Entry supervisors are required to sign the completed permit, authorizing the permit operations to begin. Authorized
entrants must have the opportunity to review the permit before they enter the permit space. Also, a copy of the permit
must be posted at the entry point of the space.
An estimated time for an entry operation must be provided on the permit. Once the time has expired, the permit is
canceled and the operation must cease. In addition, the entry supervisor must cancel the entry when the operation is
complete or when a condition arises in the space that was not allowed under the original permit conditions.
Unpermitted conditions must be noted on the entry permit.
The permit must be retained for one year so it can be reviewed when the written program is reviewed.

Training
OSHA requires providing training for those who may be involved in the permit-required confined-space process. Training
must be conducted before employees are first assigned duties relating to confined spaces or if there is a change in their
assignments. Training must also be conducted when new hazards arises relating to permit-space operations where
employees have not received prior training. Also, training must be provided to each affected employee whenever the
Town believes there are deviations from the permit-space entry.
The Town of Harrisburg must train their employees so they are proficient in the duties of an authorized entrant,
attendant or entry supervisor. All training must be certified, indicating employee’s names, trainer’s signature or initials
and dates of training.

Authorized Entrants
Authorized entrants are employees who have been trained and approved to enter a confined space. These employees
must have had training regarding the potential hazards of the confined space, as well as the signs and symptoms of
overexposure to any of the hazards. They should be familiar with all equipment, know if the equipment is explosionproof, and know how to tell when it is properly grounded. Authorized entrants must know how to communicate with
the attendant, especially if a prohibited condition or a hazardous situation arises. Entrants must agree to exit
immediately if an order is given to do so or an alarm goes off. Entrants must wear full-body harness with retrieval lines
attached to the center of their backs or above their heads.

Authorized Attendants
Authorized attendants must be able to monitor situations inside and outside confined spaces so they can order entrants
to evacuate a space if a dangerous situation arises in either place. Attendants must be well aware of the hazards of
confined space and also aware of the physical and behavioral effects of hazard exposure so that they would notice the
effects in any of the entrants. If an emergency situation arises in the confined space, the attendant is the person
responsible for summoning emergency services and performing whatever rescue operation he or she has been trained
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and equipped to perform. Another responsibility is keeping all unauthorized entrants out of the confined space. Under
no circumstances is an attendant permitted to leave the space until replaced by another attendant or all entrants have
come out of the space.

Entry Supervisor
Entry supervisor must know the hazards of confined spaces and the signs and symptoms of overexposure to those
hazards. They must verify that permits are filled in, the appropriate testing and procedures have been completed, and all
equipment is in place. The supervisor is the person responsible for knowing when and under what conditions to cancel a
permit and terminate the work. Supervisors must also remove unauthorized persons. Finally, they are responsible for
making sure rescue services are available and the means for calling them are operable.
Rescue and Emergency Services
The Town of Harrisburg will use outside rescue services, such as local Fire Department and non-entry rescues. The nonentry rescue is the retrieval line attached to a mechanical device, such as a tripod and winch or a fixed point outside the
permit space. This will allow someone to pull an incapacitated victim out of the confined space.
Safety Data Sheets (SDS) for chemicals to which an entrant was exposed in a confined space is required to be made
available to the medical facility that provides aid.

Permit-required Confined Space (PRCS) Written Program
The Town of Harrisburg recognizes that entry into confined space can kill or injure employees. The following work
practices have been implemented to minimize the potential dangers associated with entry into permit-required confined
spaces.

Introduction
This program identifies specific responsibilities of different parties and presents the criteria required for safe entry into
permit-required confined spaces.
Definitions
Confined space: A space that has limited or restricted means of entry, is not designed for continuous occupancy, and is
large enough and configured so that a person can enter the space and maneuver well enough to perform tasks.
Permit-required confined space: A confined space that has the potential to expose personnel to hazards that require
controls to prevent injury or death. These hazards may include any or all of the following:
• Engulfment and/or entrapment
• Hazardous atmospheres
• Other serious safety or health hazards
Hazardous atmosphere: An atmosphere that may expose an entrant to the risk of death, incapacitation, and impairment
of ability to self-rescue (that is, to escape unaided), injury or acute illness from one or more of the following causes:
•
•

Atmospheric oxygen concentrations less than 19.5% or greater than 23.5 percent
Flammable gas, vapor or mist at a concentration in excess of 10 percent of the lower flammable limit (LFL)
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• Airborne combustible dust at a concentration that meets or exceeds its LFL
• Atmospheric concentration of a toxic substance the exceeds its dose or permissible exposure limit (PEL)
• Any other atmospheric concentration that is immediately dangerous to life and health
Non permit-required confined space: A confined space that does not have the potential for containing atmospheric
conditions capable of causing injury or death.

General Procedures
•
•
•

Based on these definitions, supervisors is responsible for determining which areas are considered confined
spaces and which confined spaces are permit-required confined spaces.
Immediately after identifying the permit-required confined space, signs reading “DANGER-PERMIT-REQUIRED
CONFINED SPACE. DO NOT ENTER,” or similar, must be placed at each entrance of the confined space.
Before allowing entry into any permit-required confined space, the following steps must be followed:
1. An atmospheric test should be performed in the confined space to ensure the required ambient
conditions- less than 10 percent LFL, greater than 19.5 percent and less than 23.5 percent oxygen, and
less than the PEL of a contaminant exist.
2. The space should be free of other hazards by locking and tagging out equipment as necessary.
3. External rescue services need to be identified.
4. The permit has been completely filled out, reviewed by entrants and posted near the permit-required
confined space’s entrance.
5. Authorized employees, attendants(s) and entry supervisor(s) should be properly trained regarding all
issues in the training section.
6. Ventilation systems must be used as required if necessary.

Training and Responsibilities
General Training Requirements
Each employee at the Town of Harrisburg who is involved or has the potential to be involved in confined space entries
must be trained before entering any space, as well as:
• Before first assigned duty in a confined space
• Whenever there is a change in the employee’s duties or assignment
• Whenever there is a change in the permit space itself
• Whenever it is determined that there have been or must be change in or deviations from procedures
It is important that employee fully understand the roles and training requirements of attendants, entrants and entry
supervisor.
Upon completion of training, all certificates will indicate each employee’s name and date of training and trainer.
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Confined Space Entry Permit
Date and Time Issued:
Job site/Space I.D.
Equipment worked on:

Date and Time Expires:
Jop Supervisor
Work to be performed

1. Atmospheric Checks:Time
Oxygen _____%
Explosive_____% L.F.L.
Toxic
_____PPM
2. Tester's signature:______________________
3. Source Isolation (No Entry) N/A Yes No
Pumps or lines blinded,
( ) ( ) ( )
disconnected, or blocked
( ) ( ) ( )
4. Ventilation Modification
N/A Yes No
Mechanical:
( ) ( ) ( )
Natural Ventilation only:
( ) ( ) ( )
5. Atomspheric check after isolation and ventlation:

8. Entry, standby, and back
Yes
persons:
( )
Successfully completed
required training?
( )
Is it current?
( )
9. Equipment:
N/A Yes
Direct reading gas monitortested?
( ) ( )
Safety harness and lifelines for entry and standby persons?
( ) ( )
Hoisting equipment?
( ) ( )
Communications?
( ) ( )
SCBAs for entry and standby
persons:
( ) ( )
Protective Clothing?
( ) ( )
All eletric equipment listedClass 1, Division 1, GroupD and Non-sparking tools?
( ) ( )
10. Periodic atmospheric tests:

Oxygen ____________%
> 19.5%
Explosive___________% L.F.L. < 10%
Toxic
___________PPM
< 10 PPM H2S
Time__________
6. Communication procedures:_________________
__________________________________________
7. Rescue procedures:________________________
__________________________________________
__________________________________________
__________________________________________
__________________________________________
__________________________________________
__________________________________________

No
( )
( )
( )
No
( )

( )
( )
( )
( )
( )

( )

Qxygen_______% Time_______ Qxygen_______%Time________
Qxygen_______% Time_______ Qxygen_______%Time________
Explosive______%Time_______Explosive_____%Time________
Explosive______%Time_______Explosive_____%Time________
Toxic__________%Time_______Toxic_________%Time________
Toxic__________%Time_______Toxic_________%Time________

We have reviewed the work authorized by this permit and the information contained here-in. Written
instructions and safety procedures have beeb received and are understood. Entry cannot be approved if any
squares are marked in the "NO" column. This permit is not valid unless all apporpriate items are completed.
Permit Prepared By: (Supervisor):
Reviewed By Safety Officer(s):

____________________________
____________________________
(print name)

____________________________
____________________________
(signature)

This permit to be kept at the job site. Return job site copy to Safety Officer following completion.

List of Confined Spaces in the Town of Harrisburg:
-Manholes

-Vaults

-Wet Wells

-Salt Silo

-Trenches
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Section 14
PPE Program
Introduction
The purpose of the Personal Protective Equipment Policies is to protect the employees of the Town of
Harrisburg from exposure to work place hazards and the risk of injury through the use of personal protective
equipment (PPE). PPE is not a substitute for more effective control methods and its use will be considered only
when other means of protection against hazards are not adequate or feasible. It will be used in conjunction
with other controls unless no other means of hazard control exist.
Personal protective equipment will be provided, used and maintained when it has been determined that its
use is required to ensure safety and health of our employees and that such use will lessen the likelihood of
occupational injury and/or illness.
This section addresses general PPE requirements, including eye and face, head, foot and leg, hand and arm,
body (torso) protection and protection from drowning.
The Town of Harrisburg’s Protective Equipment Policies includes:
•
•
•
•

Responsibilities of supervisors and employees
Hazards assessments and PPE selection
Employee training
Cleaning and maintenance of PPE

Responsibilities
Safety Person
The Safety Officer is responsible for the development, implementation and administration of the Town of
Harrisburg’s PPE policies. This involves:
1. Conducting workplace hazards assessments to determine the presence of hazards which necessitate
the use of PPE.
2. Selecting and purchasing PPE.
3. Reviewing, updating and conducting PPE hazard assessments whenever:
• A job change
• New equipment is used
• There has been an accident
• A supervisor or employee requests it
• Or at least every year
4. Maintaining records on hazard assessment.
5. Maintaining records on PPE assignments and training.
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6. Providing training, guidance and assistance to supervisor and employee on the proper use, care and
cleaning of approved PPE.
7. Periodically re-evaluating the suitability of previously selected PPE.
8. Reviewing, updating and evaluating the overall effectiveness of PPE use, training and policies.

Supervisors
Supervisors have the primary responsibility for implementing and enforcing PPE use and policies in their work
area. This involves:
1.
2.
3.
4.

Providing appropriate PPE and making it available to employees.
Ensuring that employees are trained on the proper use, car and cleaning of PPE.
Ensuring that PPE training certification and evaluation forms are signed and given to the Safety Officer.
Ensuring that employees properly use and maintain their PPE and follow the Town of Harrisburg’s PPE
policies and rules.
5. Notify the Town of Harrisburg’s management and the Safety Person when new hazards are introduced
or when processes are added or changed.
6. Ensuring that defective or damaged PPE is immediately disposed of and replaced.

Employees
The PPE user is responsible for following the requirements of the PPE policies. This involves:
1.
2.
3.
4.
5.

Properly wearing PPE as required.
Attending required training sessions.
Properly caring for cleaning, maintaining and inspecting PPE as required.
Following the Town of Harrisburg’s PPE policies and rules.
Informing the supervisor of the need to repair or replace PPE.

Procedures
A .Hazard Assessment for PPE
The Safety officer in conjunction with Supervisors will conduct a walk-through survey of each work area to
identify sources of work hazards. Each survey will be documented using the Hazard Assessment Certification
Form which identifies the work area surveyed, the person conducting the survey, finding of potential hazards
and date of the survey. The Hazard Assessment Certification Forms will be kept on file in the Safety
Department files.
The Safety Officer will conduct, review and update the hazard assessment for PPE whenever:
•
•
•
•
•

A job changes
New equipment or process is installed
There has been an accident
Whenever a supervisor or employee requests it
Or at least every year
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Any new PPE requirement that is developed will be added into the Town of Harrisburg’s written accident
prevention program.
B. Selection of PPE
Once the hazards of a workplace have been identified, the Safety Officer will determine if the hazards can first
be eliminated or reduced by methods other than PPE.
If such methods are not adequate or feasible, then the Safety Officer will determine the suitability of the PPE
presently available and as necessary will select new or additional equipment which ensures a level of
protection greater than the minimum required to protect our employee from the hazards.
All personal protective clothing and equipment will be of safe and construction for the work to be performed
and will be maintained in a sanitary and reliable condition. Only those items of protective clothing and
equipment that meets NIOSH or ANSI (American National Standard Institute) standards will be procured or
accepted for use. Newly purchased PPE must conform to the updates ANSI standards which have been
incorporated into the PPE regulations as follows:
•
•
•
•

Eye and face protection ANSI Z87.1-1989
Head protection ANSI Z89.1-1989
Foot Protection ANSI Z41.1-1991
Hand Protection (there are no ANSI standards for gloves however selection must be based on the
performance characteristics of the glove in relation to the task to be performed).

Affected employees whose jobs requires the use of PPE will be informed of the PPE selection and will be
provided PPE by the Town of Harrisburg at no charge. Careful consideration will be given to the comfort and
proper fit of the PPE in order to ensure that the right size is selected and that it will be used.
C. Training
Any worker required to wear PPE will receive training in the proper use and care of PPE before being allowed
to perform work requiring the use of PPE. Periodic retraining will be offered to PPE users as needed. The
training will include, but not necessarily be limited to the following subjects:
•
•

When PPE is necessary to be worn
What PPE is necessary

Retraining
Need for retraining will be indicated when:
•
•
•
•

An employee’s work habits or knowledge indicates a lack of the necessary understanding, motivation
and skill required to use the PPE (i.e., uses PPE improperly)
New equipment is installed
Changes in the work place make previous training out-of-date
Changes in the types of PPE to be used make pervious training out-of-date
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D. Cleaning and Maintenance
It is important that all PPE be kept clean and properly maintained. Cleaning is particularly important for eye
and face protection where dirty or fogged lenses could impair vision. Employees must inspect, clean and
maintain their PPE according to the manufacturer’s instructions before and after each use (see attached,
supervisors are responsible for ensuring that users properly maintain their PPE in good condition).
Personal protective equipment must not be shared between employees until it has been properly cleaned and
sanitized. PPE will be distributed for individual use whenever possible.
Defective or damaged PPE will not be used and will be immediately discarded and replaced.
Note: Defective equipment can be worse than no PPE at all. Employees would avoid a hazardous
situation if that knew they were not protected, but they would get closer to the hazard if they
erroneously believed they were protected and therefore would be at greater risk.
It is also important to ensure that contaminated PPE which cannot be decontaminated is disposed of in a
manner that protects employees from exposer to hazards.
E. Safety Disciplinary Policy
The Town of Harrisburg believes that a safety and health Accident Prevention Program is unenforceable
without some type of disciplinary policy. Our town believes that in order to maintain a safe and healthful
workplace, the employees must be cognizant and aware of all Town, State and Federal safety and health
regulations and they apply to the specific job duties required. The following disciplinary policy is in effect and
will be applied to all safety and health violations.
The following steps will be followed unless the seriousness of the violation would dictate going directly to step
2 or step 3.
1. A first time violation will be discussed verbally between town supervision and the employee. This will
be done as soon as possible.
2. A second time offense will be followed up in written form and a copy of this written documentation
will be entered into the employee’s personnel folder.
3. A third time violation will result in time off or possible termination, depending on the seriousness of
the violation.
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Personal Protective Equipment Hazard Assessment and Certification Form
Use this form to determine if the employees are potentially exposed to the list of items. The form guides
you through a thought process. First check either yes or no to whether the employee is exposed to the
particular hazards during any part of the employee’s job duties. If the employee is exposed to the hazard,
then determine if the hazard can be eliminated and still get the job done. If not, can the method or
equipment can be changed to eliminate the hazard. If so, consider doing it. If the hazard cannot be
eliminated, is the condition one where adding a guard would protect the employee from the hazard?
Many times machinery or equipment can be successfully guarded. If this is the case, indicate a guard is
being installed to protect the employee from the hazard.
The last column to Personal Protective Equipment (PPE), you must list specifically the appropriate type of
PPE the employee will be required to use to protect him/her from the particular hazards. Such PPE could
include: hard hat to protect from falling objects. Safety shoes to protect against having objects dropped on
or rolled over the toes, respirators, safety glasses or face shields (to protect the eyes and face).The use of
hearing protection, any chaps and other PPE for using chain saws. After you have decided on the
appropriate PPE, the employee must be provided with the PPE and trained in its correct use. Records must
be kept of all training including date, topic of training, instructor and participants.
The Hazard Assessment Form must be signed by the person completing or certifying that it is correct. The
form should be reviewed when new equipment is considered, when changes are made in the processes or
if the employee gets a new job duties. If employees are affected by any by any of these changes, and
additional PPE is required, then list on the assessment form and train the employee in newly required PPE.
Review the form annually at a minimum to determine if it is still correct. Date and sign the form certifying
that the form is correct.
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Town of Harrisburg’s Personal Protective Equipment Hazard
Assessment Certificate
Employee: _______________________________________
Department: Public Works

Date of Assessment: ___________

Eye and Face Protection Assessment
Is there a potential
for eye or face
injury from:
Flying Particles

Yes/
No

Describe the Hazard

Eye or Face Protection
Required or Recommended

Yes

Goggle, safety glasses, face
shields

Liquid chemicals

Yes

Acids or caustic
liquids
Splashing of waste
water

Yes

Hammering, welding, grinding,
weed eating, mowing and
sawing
Weed killer, spray paint,
chlorine
Mild acids

Yes

Cleaning toilets cleaning lift
stations repairing sewer lines

Other hazards

Yes

Pressure cleaning crack
sealer

Goggles, safety glasses face
shields
Goggles, safety glasses face
shields
Goggles and face shields

Goggles, safety glasses,
face shields

Head Protection Assessment
Is there a potential
for Head injury
from:
Falling objects
Exposed electrical
conductors
Low hanging
obstructions
Other hazards

Yes/
No

Describe the Hazard

Head Protection Required or
Recommended

Yes
Yes

Stone, supplies over head
Electrical shock

Hard Hat
Hard hats electrical gloves

Yes

Equipment doors, pipes,
wires
Heavy Equipment

Hard hat electrical gloves

Yes

Hard hat
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Foot Protection Assessment
Is there a potential Yes/
for Head injury
No
from:
Falling objects
Yes

Rolling objects

Yes

Objects piercing
the sole
Slippery walking
surface
Wet or muddy
conditions
Hazardous
chemicals

Yes
Yes
Yes
Yes

Describe the Hazard

Foot Protection Required or
Recommended

Rocks from backhoe buckets, Safety boots or shoes
dropping heavy objects on
your feet
Rolling stone, moving
Safety boots or shoes
equipment, ditch tampers
Nails or sharp objects
Safety boots or shoes
Wet pavement, muddy
surfaces
Ditch work

Safety boots or shoes

Weed killer, chlorine, mild
acids

Rubber boots, follow the labels

Safety boots or shoes

Hand Protection Assessment
Is there a potential
for Hand injury
from:
Skin absorption of
harmful
substances
Chemical burns

Yes/
No

Describe the Hazard

Hand Protection Required or
Recommended

Yes

Waste water, gasoline,
chlorine, mild acids

Rubber gloves

Yes

Rubber gloves

Punctures

Yes

Severe abrasions
Thermal burns

Yes
Yes

Cold weather
conditions

Yes

Mild acids, part cleaners and
various cleaning solutions.
Box openers, knife pipe
treads picking up brush
Grinder
Hot engines and Freon
asphalt
Possible frost bite

Leather gloves
Leather gloves
Leather glover or rubber gloves
Insulated gloves
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Work Clothing Protection Assessment
Is there a potential
for bodily injury
from:
Hot or cold
materials or
objects
Chemicals

Yes/
No

Describe the Hazard

Work Clothing Protection
Required or Recommended

Yes

Cold metal

Aprons, coveralls, coats

Yes

Weed Killers

Electrical shock

Yes

Handling heavy,
sharp or rough
materials
Handling heavy,
sharp or rough
materials

Yes

Aprons or coveralls follow the
labels
Sparks
Long sleeve shirt and electrical
gloves
Lifting stone, pipe, shoveling. Hard hats, safety boots or shoes
Various items in the shop
and shop areas.
Lifting stone, pipe, shoveling, Regular uniforms, back supports
various item in and around
the shop

Employee Signature: ___________________________________
Supervisor Signature: __________________________________
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Section 15
General Evacuation & Event Procedures
Table of Contents
1. Responsibilities of All Facility Personnel
• Evacuation Procedures
• Summary of Employee’s Duties
2. Weather Related Emergencies
• Extreme Heat Emergencies
• Extreme Cold Emergencies
• Lighting and Electrical Contracts
3. Tornadoes/High Wind Events
4. Medical Emergency Response Procedures
• Initial Response First Aid
• Death Notification Procedures
5. Hazardous Material Emergency
• On-site Spill or Release of Hazardous Materials
• List of emergency supplies
6. Armed Robbery and Workplace Violence Emergency Response Procedures
• Description of Physical Characteristics Form

Responsibilities of All Facility Personnel
All Town of Harrisburg personnel must understand the correct emergency response and general evacuation
procedures for Town Hall. During an evacuation all Town of Harrisburg personnel must assist members of the
public, visitors and contractors in exiting the premises.

Evacuation Procedures
•
•
•

Upon notification that an evacuation is in progress, all town personnel and visitors will
immediately use the nearest emergency exit and proceed to the designated assembly area. The
Veteran’s Park will be the assembly area.
Do not use elevators.
The department staff will take a roll call or perform an accountability count.
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•
•
•

The roll call will then be reported to the Safety Officer. The Department Heads shall designate
the names of the persons from his or her department who may still be in the building.
Visitors will remain with the staff members and their names will be reported to the Safety
Officer.
All personnel will stay assembled by department until further instructions are received from
their Department Head.

However it is important to note that in some emergencies, employees may deviate from these instructions.
Use common sense. For example, if smoke is present, employees need to begin evacuating even if the alarm
has not been sounded.

Summary of Employee’s Duties
Following are the duties of employees during an evacuation of the facility:
•
•

Employees should check for heat and smoke to ensure the exit is safe and assist in the
movement of people.
Assign at least two employees to assist with disabled employees or visitors in the event of an
evacuation or any other emergency that may occur.

Weather-Related Emergencies
Extreme Heat Emergencies
Temperatures of

90o F

(32.2o

C) with high humidity may cause the following life threating conditions.

Heat Cramps:

Symptoms: Painful muscle spasms of the leg and abdomen. Remedy: Use firm pressure
on cramping muscle or massage area gently. Let person sip water. If person becomes
sick, do not give any more water.

Heat Exhaustion:

A form of shock that occurs when the body loses too much water and too many
electrolytes through very heavy sweating after exposure to heat. Symptoms include
heavy sweating, lightheadedness, dizziness, weal pulse and cold clammy skin. Fainting
and vomiting may occur. Remedy: Move the person to a cooler place and treat for shock
(raise legs 8-12 inches). Apply a cool wet cloth. Sips of water are okay. Seek medical
attention if vomiting continues.
This results when a person has been in a hot environment for a long period of time,
overwhelming the body’s sweating mechanism. Very life-threatening. Body temperature
must be lowered quickly. Symptoms: Skin is hot, red and dry, Pulse is rapid or strong.
Unconsciousness is likely. Arrange for rapid transport to a
medical facility for further treatment. Quickly remove person from the heat to a cool
place. Remove person’s clothes down to the underwear. Soak the victim with water and
give no fluids.

Heat Stroke:
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Extreme Cold Emergencies
Hypothermia:
Life-threatening condition. A person’s body temperature falls when the body cannot
produce heat as fast as it is being lost. Condition is marked with slurred speech, stumbling and drowsiness. If
the person’s body temperature drops below 95o (35o C) death may occur, seek professional medical attention.
If medical services are delayed, gently wrap person in a warm blanket and cover the head.
Frostbite:

Body tissue freezes marked by a loss of feeling. Seek medical attention. Rewarming of
frostbite seldom needs to take place outside a medical facility. Areas subject to freezing
are nose, earlobes, fingers, and toes.

Lightning and Electrical Contacts
Lightning- Lightning is produced by thunderstorms. Lightning strikes may occur 5 to 15 minutes from the
center of storm activity. The general rule from the National Weather Service is if you can hear thunder,
proceed indoors.
If you are inside, the following practices can provide some protection:
1. Turn off all computers in your department area.
2. Be prepared for power outage that may occur during lightning strikes.
If you are outside, the following practices can provide some protection from lightning strikes:
1.
2.
3.
4.

Remove jewelry, coins or other metallic objects that may attract lightning.
Stay away from tall objects that attract lightning, such as trees or antennas.
If you are in a hardtop vehicle, stay inside the vehicle.
Before lightning strikes, hair on the head stands up. Crouch or squat close to the ground but minimize
your ground contact. Keep your feet together.

First Aid/Follow-up for Lightning/Electrical Contact
Contact professional medical help after all contacts involving lightning and high voltages of electricity. The
severity of injuries caused by electrical contact is not always initially apparent and the victim may seem fine.
After a person has made contact with lightning be sure the area where the strike occurred is safe to enter. If
so open the person’s airway and check for breathing and signs of circulation (breathing, coughing, movement
and pulse). If none is present begin cardiopulmonary resuscitation (CPR).
If a witness to electrical contact is available the witness should accompany the victim to the hospital and be
available to answer the physician’s question. If electrical contact was made from a source other than lightning
survey the scene to make sure the victim is free from electrical contact or shut off the electrical power source
before assisting the victim.
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Tornados/High Wind Events
Tornados Watch vs. Tornado Warning
Knowing the difference between a watch and a warning can be a life saver.
•
•

A tornado watch means conditions are right for a tornado to form. Keep apprised of weather
conditions and be ready to take shelter.
A tornado warning means that a funnel cloud or tornado has been spotted in the area. Take
shelter immediately in case a tornado approaches your location.

Local radio stations and law enforcement agencies can also be contacted for weather conditions.
Nonemergency numbers for local fire and police departments are as follows:
Sheriff Department: 704-920-3000
Fire Department: 704-455-3574
Purpose
In the event of a tornado all facility occupants must move to a safe area within the building as outlined in this
procedure. Go to an interior room; but never to an outside corner. Flying debris collect in corners when a
structure is breached.
Tornado Announcement
In the event of a tornado a runner (as designated by Town of Harrisburg) will proceed through their areas,
announcing to all employees that a tornado has been spotted and to proceed to their safe area and a mass email will be sent to all departments.
Duties of Employees
The duties of all employees are basically the same as they are in a general evacuation. However instead of
leaving the building occupants will go to the closest designated safe areas.
In the safe area personnel will be instructed when to kneel down in a fetal position facing a wall and cover
their heads with their arms until the all-clear signal is given.
Safest Areas
It is vital all employees know that there is no such thing as a safe area in the event of a tornado. However
there are safer areas within any building. These are identified as follows:
•
•
•
•

Areas without windows
Areas close to the center of the building
Hallways
Basements
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Medical Emergency Response Procedures
Purpose
The Following describes the procedures that the Town of Harrisburg personnel should follow in the event of a
serious injury, illness or death. This procedure covers employees, visitors, contractors and vendors.
Medical Emergency Notification
In the event of a serious injury or illness of a person, contact the emergency number for assistance: 911
• Identify yourself
• Give the location of the victim and his or her identity, if known.
• Describe the victim’s condition.
• Tell whether he or she is breathing and aler.t
• State weather paramedics/EMTs are needed.
• Do not hang up until the emergency operator tells you to do so or hangs up first.
• Send someone to the facility entrance to open doors for outside rescue agency.
• Contact the Safety Officer.
Department Contact Numbers (Contact as time permits).
1. Town Administrator: 704 455-0706
2. Office manager: 704 455-0704
3. Safety Officer: 704 455-4669
List locations of first aid kits and first aid rooms:
1. The supply room at Town Hall
2. The break room inside Public Works building
3. Public Works office trailer
4. All Fire Departments

Initial Response First Aid
•
•
•
•
•
•
•
•
•

Call for medical help (if necessary).
First survey the area to see if it is safe to enter.
Do respond quickly, using accepted standards of care.
Do not attempt to move anyone who is unconscious, has a broken limb or injured back.
Keep person from moving.
Administer first aid as trained.
Do check for breathing/open airway and administer rescue breathing if needed.
Do administer CPR, if needed (and if you are trained).
Do try to stop severe bleeding.
Do treat for shock and make patient comfortable.
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•

•
•
•

Do get all information concerning the victim and accident or illness if the person is
conscious (signs, symptom, allergies, medication taken, pertinent past illnesses, last oral
intake, events leading to pertinent past illnesses, events leading to the illness/injury).
If contact was made with blood or body fluids follow the Town’s Bloodborne Pathogens
Standard Exposure Control Plan.
Document the exposure event in writing.
Do have victim follow up with visit to his or her physician.

Death Notification Procedures
Upon discovering a person who is dead, contact your immediate supervisor and note the following:
1. Location of the body.
2. Name of deceased, department or employer if known.
3. If known circumstances related to the death.
Contact the necessary outside local agencies and internal department. Secure the area and minimize
disturbing the death area prior to the arrival of the police. Remain with the deceased until the police arrive.
Assist police and outside agencies with their investigation.

Hazardous Materials Emergencies
•
•
•

If your location is close to heavily traveled highways, railways and near various industries, it can
be exposed to hazardous materials from an unplanned release.
The Safety Officer will correspond directly with all federal, state and local government agencies.
Therefore, the response will be based on recommendations from these governmental agencies.
Employees, contractors and visitors – all building occupants – will be notified and given the
course of action to be initiated and the routes to use.

Course of Action
•

Call 911!

•
•

Contact the Safety Officer.
General evacuation: Announce evacuation routes to employees. Follow your facility’s General
Evacuation Procedure. All employee and other building occupants will exit to a predetermined
point of assembly.
Staggered evacuation: The location would be evacuated in sections. All building occupants
would leave to a predetermined point of assembly.
Designated restricted areas: Contaminated areas of a location would be evacuated. Employees
and other building occupants would be advised as to what areas are deemed “SAFE”.
Isolate building: If authorities order that people be sheltered in place, employee and building
occupants would remain in the building. Outside air sources, such as fans and doors would be
shut down.

•
•
•
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At the first opportunity, contact the following departments and personnel.
• Town Manager
• HR Director
• Safety Officer

Earthquake/Structural Failure Procedures
In the event of an earthquake and/or structural failure, there will be very little if any warning time in which to
react. Advise facility employees, contractors and visitors (all building occupants) to take the following actions:
• If you are inside, protect yourself immediately by going under the nearest table or desk.
• During the tremors, do not attempt to exit the building. Most fatalities occur when people fail
to take cover.
• When tremors have stopped, evacuate immediately. Damage to structure is likely.
• Follow your facility’s general evacuation plan.
• If the building is not to be reoccupied, follow the facility Alternate Site Relocation Plan.
• Do not enter a damaged building until the Safety Officer gives approval to reenter the
structure.
Important note: At the first opportunity, shut off utility service to the building structure if damage occurred.
Services should remain off until the building can be inspected.

Response Procedures
This section covers averting and responding to armed robberies at your facility. A Description of Physical
Characteristic Form is provided. The form can also be used to record characteristics of perpetrators of other
types of criminal activities.
Preventing Robberies
Instruct employees to take the following daily precaution to prevent break-ins and robberies at your facility:
• Check all security equipment.
• Do not discuss cash levels and security procedures outside of work.
• Be alert for suspicious persons loitering in or near the workplace.
• Be alert for unfamiliar or suspicious vehicles near the workplace.
• Report all suspicious activity to your supervisor.
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Robbery in Progress
If employees encounter a robbery taking place, instruct them to follow these procedures:
1. Remain calm and avoid any action that might incite the robber to act violently. The robber may
be nervous and further excitement by the employee can cause the robber to panic and harm
the employee or bystanders.
2. Obey the robber’s instructions, even if it appears that employees cannot be harmed. Money
and property are not worth the price of a life.
3. Activate a holdup alarm at a safe time, when the robber is leaving. Do not let the robber see the
alarm being activated; it may further incite the robber to violence.

After the Robbery
Immediately after the robbery, ensure that no employee has been injured. Once that has been established,
follow these steps:
1. Immediately call your local police department.
2. Close and secure the office until the police arrive. This procedure will help preserve the scene
of the crime for fingerprints and other physical evidence.
3. Preserve any notes that the robber may have written, such as a request for money/valuables.
4. Each employee involved in the incident should write down their own description of the robber
and events and should complete the Physical Characteristics Form that is supplied. Employees
should not confer with other witnesses or compare notes.
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Description of Physical Characteristics Form
Perpetrator 1
Perpetrator 2
Male/Female:
__________________________________________________________
Race/Nationality:
__________________________________________________________
Height:
__________________________________________________________
Weight:
__________________________________________________________
Build:
__________________________________________________________
Hair Color/Length: __________________________________________________________
Glasses:
__________________________________________________________
Eye Color:
__________________________________________________________
Scars or Marks:
__________________________________________________________
Weapon:
__________________________________________________________
(Revolver, automatic rifle, shotgun, etc.)
Jewelry:
__________________________________________________________
Clothing:
Jacket:
__________________________________________________________
Shirt:
__________________________________________________________
Pants:
__________________________________________________________
Hat:
__________________________________________________________
Shoes:
__________________________________________________________
Vehicle Type:
__________________________________________________________
Model/Year:
__________________________________________________________
Color:
__________________________________________________________
License Plate #:
__________________________________________________________
Additional Information on Perpetrator 1:__________________________________________
Additional Information on Perpetrator 2:__________________________________________
Do not discuss any details of the event until the police are through taking statements from you and your coworkers. Thank you for your cooperation.
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Section 16
Office Safety Program
Standard Practice Instruction
Subject: Office Safety
Regulatory Standard: OSHA - General Duty Clause
Basis: At present two thirds of the American workforce are office workers, many office jobs requiring workers
to perform specific tasks for prolonged periods of times. Previously existing health problems, such as eye
discomfort, stress, muscle aches and pains, have become more serious and unfortunately, more routine. But
typically, unhealthily office conditions can create a variety of safety and health problems. The Occupational
Safety and Health Administration (OSHA) estimates that most of these problems are preventable, if proper
safety precautions in offices are initiated. This poses a serious problem for exposed workers and their
employer. The OHSA Standard establishes uniform requirements to ensure that hazards in U.S. workplaces are
evaluated, safety procedures implemented and that the proper information is transmitted to all affected
workers.
General: The Town of Harrisburg will ensure that potential office hazards within our facility(s) are evaluated.
This standard practice instruction is intended to address comprehensively the issue of: evaluating and
identifying potential office hazards, providing written procedures, and communicating information concerning
these hazards to employees.
Responsibility: The Town of Harrisburg’s Safety Officer is solely responsible for all facets of this program and
has full authority to make necessary decisions to ensure success of the program. The Safety Officer is the sole
person authorized to amend these instructions and is authorized to halt any operation of the town where
there is danger of serious personal injury, this policy includes respiratory hazards.
Contents of the Office Safety Program
1.
2.
3.
4.
5.

Written Program
General Requirements
Air Quality and Ventilation
Office Noise Abatement
Lighting Criteria
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6.
7.
8.
9.

Eye Strain
Office Ergonomics
Fire Prevention Checklist
Office Safety Checklist

Town of Harrisburg’s Office Safety Program
1. Written Program: The Town of Harrisburg Safety Committee will review and evaluate this standard practice
instruction on an annual basis, when changes occur to 29CFR 1910, or when facility operational changes occur
that require revision. Effective implementation requires a written program for job safety and health. That is
endorsed and advocated by the highest level of management within this town and that outlines our goals and
plans. This written program will be communicated to all required personnel. It is designed to establish clear
goals and objectives.
2. General Requirements: The Town of Harrisburg is responsible for the safe condition of all offices areas
within this organization. The Town of Harrisburg will develop office safety procedures through the use of this
document. Supervisors will ensure that proper safety conditions exist in each office.
3. Air Quality and Ventilation: Maintain good air quality and ventilation at all times.
4. Office Noise Abatement: High levels of noise such as that from computer printers, large copy machines,
and other equipment found in office environments can prove damaging to hearing as well as add stress to the
work environment.
4.1 Office equipment: Noise from office equipment will be mitigated in one of the following ways:
4.1.1 Relocate: Relocate the equipment to other rooms.
4.1.2 Insulating dividers: Insulate the equipment from workers by adding dividers or trying different
locations in the same room to lessen the noise level.
4.1.3 Insulating pads: Insulate printers and small equipment by putting an insulating pad under them.
4.1.4 Insulating covers: Insulate printers by enclosing them in sound absorbing covers.
4.1.5 Carpeting, wall hangings, and draperies: Where noise is excessive, selective design of sound
absorptive materials will reduce the quantity of sound reflected within an office area.
4.2 Personnel: Arrange desks in optimal position to provide maximum acoustical benefit and or
dividers between desks to adsorb sound and provide privacy.
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4.3 Production processes: Where town production processes interfere with office environments,
acoustical tile and additional wall insulation should be added to absorb sound.
4.4 Transcription earphones: Transcriptionists using recording devices should be closely monitored.
Where high noise levels exist transcriptionists may have to increase the volume in the earphones to
near 86dBA in order to hear over nearby noise sources and conversation. Because such tasks are often
sustained over an entire work shift, hearing loss can occur.
5. Lighting criteria: Eye strain is a traditional health hazard of offices. The role of proper lighting is to provide a
safe, comfortable and efficient visual environment. The following safe lighting criteria will be used to evaluate
lighting conditions in office areas.
5.1 Bare light sources will not be place in the visual working field of any town employee.
5.2 Offending light sources will be removed or shielded.
5.3 The luminance and reflectance of surfaces of furnishing, shades, louvers, and acoustic screens will
be considered to reduce their reflectance.
5.4 Windows will be covered where appropriate.
5.5 Wall surface colors and degree of reflectance will be appropriate to the work area.
5.6 Furniture should be re-arranged so that the luminaire is beside rather than in front of the operator.
Light will then be directed across the work surface rather than into the worker’s eyes.
6. Eye strain: Eye strain can also be a problem. Adjusting the screen for the minimum amount of glare and best
contrast will reduce the amount of eyestrain our employee’s experience.
6.1 Monitor problems. Many people suffer from neck and shoulder problems because they spend
hours working from a computer monitor that is not the best position for them. Correct placement of
the monitor can relieve stress on the neck and shoulder.
6.1.1 Monitor Position: Employees should be able to read the screen with heads up facing forward. In
order to do that, the monitor should be in front of them rather than to the side and it should be at
about eye level or a little lower. For employees who wear bifocals the monitor should be positioned
low enough for them to be able to read the screen without tilting their heads back.
6.1.2 Distance: The distance the monitor is from them is also important. They should be able to read it
easily without leaning forward or back in order to focus.
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6.1.3 Glare and contrast: The two major sources of eye strain from working from a monitor are glare
and poor contrast. Most new offices have diffused overhead lighting to reduce screen glare, but
glare from windows or other light sources, like lamps can still be a problem.
6.1.3.1 Sources: If glare is from table lamps, repositioning them can help. If the glare is from window
light, close the blinds to shut out the light if you can.
6.1.3.2 Other ideas: Whatever the source of glare on the screen, you may be able to reduce it by:
- Turning the employee’s desk so the monitor is at an angle to the window or other light source.
A 90 degree angle is usually best.
- Attaching an anti-glare filter in front of the screen.
- Most monitors have brightness and contrast controls can employees can get the
adjustments that are most comfortable for them.
6.1.4 Minimizing Eye Strain: Reading from a monitor for hours at a time can be very hard on the eyes.
The characters on a monitor screen are not as sharp as print paper. They are almost always a little bit
fuzzy. They are also always moving, and even though they may not move enough to notice. They move
enough to make focusing difficult.
6.1.4.1 Supervisor involvement: Encourage employees to have their eyes examined at least once a
year—more often if they are having a vision problem or if their eyes feel tried at the end of the day.
Even when monitor work does not cause a vision problem, the strain of reading from a monitor for
long periods will make it very difficult for employees to continue ignoring uncorrected or under
corrected vision problems they might already have.
7. Office ergonomics: Ergonomic improvements can dramatically improve worker safety and productivity.
Employees are most likely to work efficiently and accurately when they do not have to strain. Supervisors
should be given adequate training in recognition and control of ergonomic improvements.
7.1 Problem recognition: Supervisor should know the symptoms of Cumulative Trauma Disorders
(CTD). Be able to recognize when the stress involved in a particular job have the potential for
contributing to a CTD. Make sure employees are working in the best way possible.
7.2 Cumulative Trauma Disorders: The most common CTD’s are Tendinitis, Carpal Tunnel Syndrome
(CTS) and lower back problems.
7.2.2 Carpal Tunnel Syndrome: CTS is caused by pressure on the median nerve in the wrist. This nerve
controls feeling and movement in the thumb and first three fingers. CTS symptoms include numbness,
pain, difficulty in holding objects, and restricted movement in the thumb and first three fingers.
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7.2.3 Lower back strain: Lower back strain can be caused by too low of work surfaces, improper lifting
techniques, improper seating or a combination of factors and poor work station design.
7.3 Risk reduction techniques for office supervisor
7.3.1 Data entry: Data entry is probably the biggest contributor to CTS. With the fingers resting on the
home keys of the keyboard, and shoulders relaxed the employee’s wrist and forearms should be in a
straight line and more less parallel to the floor. If they are not, attempt the following adjustments:
7.3.1.1 Adjust the chair height.
7.3.1.2 Lower the work surface.
7.3.1.3 Attach a keyboard drawer under desk tops having an appropriate height for keying information.
7.3.1.4 Place the keyboard on a moveable arm attached to the desk.
7.3.1.5 Copy stand, if data entry is done from printed copy, they should have a copy stand beside the
monitor and be seated on the same level with it. That way they will not have to continuously turn their
heads from side to side as they work.
7.3.1.6 Telephone communication. Most jobs that depend on telephone communication for data entry
provide headsets that leave the employee’s hand free and their shoulders relaxed. When people grip a
telephone handset between the ear and shoulder they are straining shoulder and neck muscle. In
addition, their hands are probably being forced into an awkward position for typing.
7.3.1.7 Position materials and workstations so employees can reach the work comfortably, without
stretching or straining.
7.3.1.8 Employees who spend most of the day sitting should have good back support.
7.3.1.9 Minimize the amount of force required to do the job. If employees have to lift, make sure they
do it in the best way possible. Locate materials to reduce the amount of reach required as well as the
distance traveled.
7.3.1.10 Break period: Be sure employees take advantage of scheduled breaks to relax muscle and
tendons. If the job has a high rate of repetition, take whatever other measures you can to reduce the
risks for cumulative trauma disorders.
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7.3.2 Sitting: Improper sitting can cause fatigue and tension in the back, neck or shoulders. The
following adjustments will be helpful:
7.3.2.1 Adjust the chair so that the feet are flat on the floor with no pressure on the back of the legs.
7.3.2.2 Adjust the back of the chair so that adequate support to the back is provided. Insert a pillow if
needed.
7.3.3 Seat height adjustment. Improper sitting height requires employees to reach farther than
necessary during the course of the work day. The seat height should be adjusted so that writing does
not require them to round their shoulders.
7.3.4 Seat Length. Employees can also develop leg and back problems from sitting too long in a chair
that is too deep for them. When they are sitting so they have good back support and their feet are
supported, the edge of the chair should be at least a couple of inches back from the knees.
7.3.4.1 If the edge of the seat presses against the backs of the knees, the employee is going to have
circulation problems in the legs and feet.
7.3.4.2 If the employee sits forward to keep the edge of the seat from pressing against the legs, there
is no back support.
7.3.4.3 Solution. On some chairs, you can change the length of the seat by adjusting the back support
forward or back. Selecting a different chair is the next option.
7.3.5 Arm Support. A support for the arms can help reduce fatigue, both in the shoulders and the back.
It bears the weight of the arms and much of the upper body weight.
7.3.5.1 Arm rest on a chair should be padded and they should be short enough so the employee will
not have to stretch to reach the work.
7.3.5.2 If employees use the edge of the desk for an arm support, it should be rounded to reduce
pressure on the arms. Remember, that kind of pressure can contribute to problems with the nerve that
runs past the elbow.
7.3.6 Foot Support. Inadequate support for the feet can result in reduced circulation to the lower legs
and feet. Because many people relieve the pressure on their legs by leaning forward, this leaves them
without any support to the back. Modern footrests, properly adjusted to relieve pressure points
usually will solve this problem. Adjusting the seat height will also help.
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7.3.7 Supervisor involvement. Make changes slowly, one at a time and follow up on the effects. Ask
employees how the modification feels. Observation and open communication with employees are our
two most valuable tools for reducing the risk of ergonomic disorders in the workplace. Take full
advantage of your skills in observation and communication so you can recognize the risk factors and
early symptoms of cumulative trauma disorders. If an employee has symptoms of a CTD, encourage
him or her to get medical attention and work with the employee to find out if changes should be made
in the job design.
8. Fire prevention checklist
• Fire extinguishers properly located and installed?
• Fire extinguisher has current inspection tag?
• Fire extinguisher not blocked?
• Fire escape clear?
• Fire doors not blocked open?
• Exit lights working?
• Flammable glues and liquids stored in metal cabinets?
• Machines not overheated?
• Sprinkler heads not blocked?
• Excess paper and trash removed?
9. Office Safety Checklist
Electrical Hazards
• Machines and equipment grounded?
• Extension cords – 3 wire type?
• Extension cords - maximum 10 feet long?
• Condition of power cords is good?
• Condition of plugs and wall outlets?
• Electrical switch panels clear?
• Circuits not overloaded?
• Coffee pots not used in grounded locations without 3 wire cord?
• No wires under carpets?
• Electric heaters grounded?
• Approved use of electric heaters?

•
•
•
•

Exits, Aisles, and Floors
Aisles established and clear?
Holes, cracks in floor?
Tripping hazards removed?
Wires removed from aisles?
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•
•
•

Entrance mats for wet weather?
Floors not slippery?
Carpets and rugs secure?

Other Equipment and Duplicating Machines
• File cabinets secure?
• File drawers kept closed?
• Chairs-mechanical condition, springs and casters?
• Fans guarded, secure from falling?
• Paper cutter blade spring functioning?
• Paper shredders guarded?
• Safe step stools in use?
• Ventilation where required?
• Paper and material safely stacked?
Bookcase, Shelves and Cabinets
• Shelves not overloaded?
• Heavy storage shelves secured to wall?
• Heavy storage files secured from tipping?
• Sharp corners removed?
• Safe storage on top of shelves?
• Book cases secure from tipping?
Stairways, Halls and Ramps
• Handrails available –condition?
• Stair treads condition?
• Ramps have nonslip surface?
• Stairway not cluttered with materials?
• Halls clear of equipment and supplies?
• Guardrails – condition?
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Section 17
Vehicle Use Policy
Purpose
Providing safe working conditions is essential to protecting the employees and assets of Town of Harrisburg
(“Town”). For the safety of Town employees and the public, the Town seeks to allow only employees with a
safe driving history to operate Town vehicles. The term “Town vehicles” shall include all vehicles owned,
leased or rented by the Town.
The purpose of the Vehicle Policy shall be to establish a policy on the use of Town vehicles to ensure proper
preventive maintenance procedures are being followed, that repairs are being handled correctly and cost
efficiently and that vehicles are being utilized correctly. The Vehicle Use Policy also addresses Town
employee’s use of personal vehicles while conducting Town business.
The Town Council delegates to the Town Manager the temporary authority to deviate from this Policy as the
Manager deems necessary to serve the best interests of the Town. In addition, use of Sheriff’s vehicle for law
enforcements activities shall be at the discretion of the Cabarrus County Sheriff in cooperation with the Town
Council and Town Manager. Any such deviation from this Policy or discretionary use of vehicles must however,
comply with applicable law.

Authorized Use
No Private Use
The use of a Town vehicle is governed by North Carolina General Statutes, the Internal Revenue Service United
States Tax Code and Town policies. General Statute 14-247 states that “It shall be unlawful for any officer,
agent or employee … of a Town …to use for any private purpose whatsoever any motor vehicle of any type or
description whatsoever belonging to …any Town…” As this statute explains, “It is not a private purpose to
drive a permanently assigned state-owned (Town owned” motor vehicle between one’s official workstation
and one’s home….” If permitted by the Town.
The Town may assign employee the use of vehicle for commuting purpose, between work and home, when it
is necessary for the performance of duties related to the delivery of essential services. The Town
Administrator and Department Heads must approve the commuting arrangements and be approved before an
assigned vehicle may be taken home. Town employees who live outside the Town will be allowed to commute
in Town vehicle up to 10 miles. Once the commuting arrangement has been fully approved, the Department
Head must notify the Town Finance Director of any changes to ascertain tax impacts.
Approved commuters are expected to use the shortest, most direct route between their assigned workstation
and home.
Approved commuters are permitted the use of Town vehicles assigned to them for: 1) travel between work
and home, or 2) to obtain meals and other related necessities while on duty.
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Withholding Requirements for Commuters
The Internal Revenue Service United States Tax Code (the Code) requires the value of using a Town vehicle for
commuting to and from work to be taxed as income subject to Federal, State and FICA withholding
requirements.
Personal use for commuting shall be valued at $1.50 each way when:
▪
▪
▪

The vehicle is owned or leased by the Town.
The vehicle is provided to the employee for “official” government use.
The Town requires the employee to commute in a Town owned or leased vehicle due to a valid noncompensatory “official” government purpose.

If more than one employee is required to commute in the same Town owned or leased vehicle for an “official”
government purpose, THEN the $1.50 commuting valuation shall apply to each employee in the vehicle.
Certain types of vehicle are specifically excluded from the “code” requirements of taxing the value of
commuting in a Town vehicle. These vehicle include all sheriff’s department vehicles, the Fire Marshal’s
vehicle, any vehicle designed to carry cargo with loaded gross vehicle weight over 14,000 pounds, dump trucks
(including garbage trucks). Flatbed trucks and “qualified specialized utility trucks” which is defined as any
trucks (not including a van or pick-up truck) specifically designed and used to carry heavy tools, equipment or
parts, if shelves, racks or other permanent interior construction have been installed to carry and store such
items. A pick-up truck with only a tool box attached is therefore not exempt.
Drivers Qualifications
Only Town employees, or other individuals authorized by the Town Manager to operate Town Vehicles, who
hold a valid North Carolina or other state driver’s license and who meet the following Driver Qualifications,
shall be allowed to operate Town vehicles or drive their personal vehicles while conducting Town business:
1. Must not have a suspension or revocation of their driver’s license within the last three years.
2. Have at least one year of experience in the class of vehicle to be operated or have received proper
training in the operation of the vehicle, as approved by the Town Manager, prior to use.
3. Must meet driver’s licensing requirements.
4. Will not qualify for a town vehicle if the driver had any of the following experiences:
• Been convicted of a felony.
• Been convicted of sale, handling, or use of drugs.
• Has automobile insurance canceled, declined or not renewed by a town for reasons related to
unsafe driving practices of the employee.
• Has 12 or more points assigned to their driving record.
All Town employee are required to report any Driving Under the Influence (DUI) arrest, or any other drug or
alcohol related arrest while driving, whether on or off duty, to their Department Heads and the Town
Manager. The employee’s driving privileges will be suspended until final disposition by the courts. Failure to
report the arrest will be considered a failure in job performance and/or personal conduct and shall be grounds
for disciplinary action.
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All Town employees must, upon request, provide a copy of their driver’s license to the Human Resources
Department.
Use for Official Town Business Only

Except as otherwise provided for in this Policy or the Town Travel Policy; Town vehicles shall be used for
official Town business only:
Alcohol, Drugs, Tobacco and Firearms Prohibited

Possession, transportation, or consumption of alcohol or illegal drugs by anyone in a Town vehicle is strictly
forbidden, and no tobacco products may be used in Town vehicles. The possession of firearms or weapons
concealed or otherwise, is also prohibited in Town vehicle except by sworn law enforcements officers.
Traffic Violations

All Town employees who are assigned a Town vehicle or who drive any vehicle more than 10% of his/her work
time are required to report any traffic violations, whether on or off duty, to their Department Head. Failure to
report traffic violations will be considered a failure in job performance and/or personal conduct and shall be
grounds for disciplinary action. Fines imposed on a Town employee for a traffic offense committed while on or
off duty are imposed on the employee personally and payment thereof is the employee’s personal
responsibility.
Personal Vehicles Used on Town Business
Individuals using personal vehicles on Town business are required to carry at a minimum, the North Carolina
statutory auto liability limits as evidence of financial responsibility. This is the primary insurance coverage for
the employee’s vehicle at all times, including when the vehicle is used on Town business. These individuals are
required to provide with evidence of insurance upon request.
Only private passenger vehicles may be used while driving a personal vehicle on Town business. Exceptions may be
allowed by the Sheriff for approved events.

Appearance
It shall be the responsibility of the employee to which a Town vehicle is assigned to keep the vehicle in a state
of cleanliness. Town vehicles are a direct reflection on the Town and as such should portray a professional
appearance.
Maintenance and Repair
The assigned custodian of a Town vehicle shall be responsible for ensuring that the state vehicle inspection is
timely performed each year and that regularly scheduled maintenance (i.e., lube and oil changes) is performed
as required by scheduling the work through the garage operated by the Town. Regularly scheduled
maintenance shall be performed on the earlier of either six (6) months or 5,000 miles. All operators of Town
vehicle shall check the tires of the vehicle they drive to ensure that the tires have adequate tread and that the
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tire pressure is maintained in accordance with the vehicle specifications. Any unsafe Town vehicle shall be
reported promptly to the appropriate Department Head and taken to the Town Garage or approved vendor
for repairs.
In the event that an emergency arises during evening, weekend or holiday, the driver of the vehicle shall be
allowed to have emergency repairs completed to the vehicle. However, the driver must notify his Department
Head and the Town Manager on the next business day.
For these situations, an emergency shall be defined as the breakdown of a critical vehicle (resulting from
mechanic failure, and accident, or otherwise) where is not another vehicle available for use.
In the event that towing shall be necessary, the vehicle operator shall call approved wrecker service. Phone
numbers for the approved wrecker service(s) should be kept in the vehicle at all times. If the approved
wrecker(s) cannot handle the call for whatever reason, then the driver may use another wrecker service.
Damage to Town vehicle shall be reported to the Department Head and the Town Administrator immediately.
If repairs are a result of deliberate or preventable damage of the driver; disciplinary action will result in all
cases.
Incidents and Accidents
All vehicle operators are required to report any accidents or other incident involving a Town vehicle
immediately, or as soon as possible, to their Department Head and the Town Manager. In the event of an
accident, the vehicle operator shall also:
1. Contact the appropriate investigating agency, regardless of the extent of damages.
2. Not discuss the circumstance of the accident with anyone other than the investigating officer, the
Town’s insurance carrier, or persons conducting an internal investigation.
3. Make no attempt to reach a settlement.
4. Get the name, address, and phone number of all involved parties and witnesses.
5. Take photographs of the accident or incident scene if possible.
A Town vehicle Incident Report Form shall be filled out in its entirety by the Town driver immediately after the
incident or accident, or as soon as possible, and sent to the Town Manager. If a police report is prepared, the
driver, Department Head or the Department Head designee is responsible for picking up a copy of this report
and providing it to the Town Manager. Employees involved in an accident will submit to a drug and alcohol
screening immediately.
Gas Stations
Go-Gas Fleet Services is the approved provider for the Town and its vehicles.
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Passengers
Only passengers on the Town business are allowed in Town vehicles, for example, local Government officials
and contractual relationship. No other passengers are allowed in Town vehicles.
Cell Phones
The use of a cell phone while operating a Town vehicle or while operating a personal vehicle while conducting
Town business is not allowed except in emergency situations. Employees should pull to the side of the road
when using a cell phone. Cell phones should not be used while pumping gasoline due to static electricity.
Idling
No idling of Town owed vehicles is permitted in an effort to prevent all unnecessary idling of Town owned
vehicles and equipment to reduce emissions and overall fuel consumption. Town vehicles must be turned off
when loading and unloading; when unattended; when parked; or when resting longer than 2 minutes except
in heavy traffic situations or k-9 vehicles. Violations are subject to immediate disciplinary actions.
RESOPNSIBILITY OF DEPARTMENT HEADS
It shall be the responsibility of Department Heads to manage the Town vehicles assigned to their departments.
Department Heads shall verify that all employees provide a copy of their driver’s license to the HR Director
upon request, and ensure that their employees keep all Town vehicles assigned to their departments clean
and presentable.
It shall also be the responsibility of the Department Heads to ensure that the license tag of each vehicle
assigned to his department is removed and properly processed or discarded when the vehicle is removed from
service.
Traffic Violations and Accidents
The Department Heads shall be responsible for making sure all traffic violations and accidents reported to
them by their employees are reported promptly to the Town Manager.
All accidents occurring during normal business hours involving a Town vehicle should be reported by the
Department Head to the Town Manager immediately upon knowledge of the accident. If the Town Manager is
not available, it should be reported to the HR Director and the Safety Officer.
Maintenance and Repair
The Department Heads shall be responsible for making sure that their employees keep all Town vehicles
inspected and maintained on regular basis.
Except for emergency situations, Department Heads shall be responsible for ensuring that all Town vehicles
needing repairs and/or maintenance shall be taken for required service visits.
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All outside work (work done other than at the Town Garage) must be approved in advance by the appropriate
management and purchasing personal. The Department Head is responsible for ensuring that any invoices that
they might receive for services and/or supplies are being coded with proper expense account numbers and
that funds are available prior to making this and any purchasing or ordering services. Repairs that are not preauthorized except for emergencies shall be the responsibility of the respective Department Head, designee
and/or the vehicle driver.
RESPONSIBILITY OF HUMAN RESOURCES REPRESENTATIVE
Driver’s Licenses
A copy of the driver’s licenses of all employees shall be provided to the Personal Department upon request. A
visual check of the driver’s license shall confirm the following:
•
•
•
•
•

Signature matches the individual.
Photo resembles the individual.
Description and address fits the individual.
The expiration date has not passed.
The license has been issued by the state in which the individual resides.

RESPONSIBILITY OF THE HUMAN RESOURCES DIRECTOR
MVR/DMV Reports
The HR Director, or his or her designee, shall be responsible for securing motor vehicle records (“MVR/DMV
Reports”) for all employees at time of hire and for cause. MVR reports shall be secured on an annual basis for
employee either assigned a Town vehicle or who drive any vehicle more than 10% of his/her work time.
Additions and Deletions
The HR Director shall ensure that all Town vehicle additions and deletions, once reported to him or her, will be
included on the annual update of the Fleet Schedule for the insurance provider to ensure adequate insurance
coverage.
Accidents
The HR Director shall be responsible for reporting all accidents involving Town vehicles which may exceed the
Town’s deductible to the insurance provider and negotiating all claim settlements within the deductible, with
assistance from the Town’s Legal representative, as required.
In the event that an accident involving a Town vehicle is the fault of a third party, The Town Manager & HR
Director shall coordinate all subrogation activities with Town Legal representatives or Insurer assistance, as
necessary.
The HR Director shall maintain reports of vehicle accidents and distribute to the Department Heads quarterly.
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The HR Director with recommendations from the Safety Committee shall determine whether an accident is
Preventable or Non-Preventable and recommend actions to encourage loss prevention and Safety Policy
enforcement. However, all accidents involving high speed pursuits or emergency responses shall be handled
by the Sheriff’s Office, and the HR Director or Town Manager shall not make any determination, assessments
or recommendation with respect to such accidents. Should an employee disagree with the assessment of the
Town Manager or HR Director, the employee may appeal the Town Manager and HR Director’s decision to the
Town’s Personnel Committee directly whose decision shall be final.

VEHICLE ACCIDENT GUIDELINES
This guide, while it is designed to assist in determining the preventability of vehicular accidents, cannot list
every causal factor that may be involved in a given accident. It does cover the most common aspects of the
principal causes of accidents, and such, it can serves as a guide only when considering preventability. From
time to time revisions may be necessary to improve accuracy to apply to the facts of a case. The NCDMV has
the following list available.
Struck While Parked
Non-Preventable if:
1. Driver was properly parked in allocation where parking was permitted.
2. Vehicle was protected by emergency warning devices as required by federal and state regulations, or if
driver was in process of setting out or retrieving signals.
Intersection Accidents
Preventable if:
1.
2.
3.
4.
5.

Driver fails to control speed so that he could stop within available sight distance.
Driver failed to check cross-traffic and wait for it to clear before entering intersection.
Driver pulled out from side-street in the face of oncoming traffic.
Driver collided with person, vehicle or object while making right or left turn.
Driver, going straight through an intersection, collided with another vehicle making a turn.

Striking Other Vehicle in Rear
Preventable if:
1. Driver failed to maintain safe following distance and have vehicle under control.
2. Driver failed to keep alert to traffic conditions and not slowdown.
3. Driver failed to ascertain whether vehicle ahead was moving slowly, stopped or slowing down for any
reason.
4. Driver misjudged rate of overtaking.
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5. Driver came too close before pulling out to pass.
6. Driver failed to wait for car ahead to move into the clear before starting up.
7. Driver failed to leave sufficient room for passing vehicle to get safety back in line.
Sideswipe and Head-On-Collisions
Preventable if:
1. Driver was not entirely in the proper lane of travel.
2. Driver did not pull to the right and slow down and stop for vehicle encroaching on own lane of travel
when such action could have been taken without additional danger.
Struck in Rear or Side by Other Vehicle
Preventable if:
1.
2.
3.
4.

Driver was passing slower traffic near an intersection and had to make sudden stop.
Driver made sudden stop to park, load or unload.
Driver’s vehicle was improperly parked.
Driver rolled back into vehicle behind.

Non-Preventable if:
1. Driver’s vehicle was legally and properly parked.
2. Driver was proceeding in own lane of traffic at a safe speed.
3. Driver was stopped in traffic due to existing conditions or was stopped in compliance with traffic sign
or signal or the directions of a police officer or other person.
4. Driver was in proper lane, stopped and waiting to make turn.
Backing Accidents
Preventable if:
1. Driver backed vehicle, causing accident, when such backing could have been avoided.
2. Driver failed to get out of the vehicle and check proposed path of backward travel.
3. Driver failed use a “spotter” if driver was in a position where the mirrors failed to show the hazard.
Accidents Involving Trains
Preventable If:
1. Driver attempted to cross tracks directly ahead of train or streetcar.
2. Driver ran into side of train or streetcar.
3. Driver stopped on or parked too close to tracks.
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Accidents While Passing
Preventable if:
1. Driver passed when view of road ahead was obstructed by hills, curve, vegetation, traffic, adverse
weather conditions, etc.
2. Driver attempted to pass in the face of closely approaching traffic.
3. Driver failed to warn the driver of the vehicle being passed.
4. Driver failed to signal change of lanes.
5. Driver pulled out in front of other traffic overtaking from rear.
6. Driver cut-in short returning to right lane.
Accidents While Being Passed
Preventable if:
1. Driver failed to stay in own lane, or hold or reduce speed to permit safe passing.
Accidents While Entering Traffic Stream
Preventable if:
1. Driver failed to signal when pulling out from curb.
2. Driver failed to check traffic before pulling out from curb.
3. Driver failed to look back to check traffic if driver was in position where mirrors did not show traffic
conditions.
4. Driver attempted to pull out in a manner, which forces other vehicle(s) to change speed or direction.
5. Driver failed to make full stop before entering from side-street, alley or driveway.
6. Driver failed to make full stop before crossing sidewalk.
7. Driver failed to yield right of way to approaching traffic
Pedestrian Accidents
Preventable if:
1. Driver did not reduce speed in area of heavy pedestrian traffic.
2. Driver was not prepared to stop.
3. Driver failed to yield right of way to pedestrian.
Mechanical Defects Accidents
Preventable if:
1. Defect was of type which driver should have detected in making a pre-trip or inspection of vehicle.
2. Defect was a type which driver should have detected during the normal operation of the vehicle.
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All Types of Accidents
Preventable if:
1. Driver was not operating at a speed consistent with the existing conditions of the road, weather, and
traffic.
2. Driver failed to control speed to be able to stop within assured clear distance.
3. Driver misjudged available clearance.
4. Driver failed to yield right of way to avoid accident.
5. Driver failed to accurately observe existing conditions and drive in accordance with those conditions.
6. Driver was in violation of Town operating rules or specials instructions, the regulations of any federal
or state regulatory agency, or applicable traffic laws or ordinances.
Accidents Involving Animals/Debris
Preventable if:
1. Driver was not operating at a speed consistent with the existing conditions of the road, weather, and
traffic.
2. Driver failed to control speed to be able to stop within assured clear distance.
3. Driver misjudged available clearance.
4. Driver failed to accurately observe existing conditions and drive in accordance with those conditions.
5. Driver was in violation of town operating rules or special instruction, the regulations of any federal or
state regulatory agency, or any applicable traffic laws or ordinance.
Non-Preventable if:
1. Driver attempted to stop safety while maintaining control of the vehicle and stay in their lane of traffic.
2. Driver was operating at a speed consistent with existing condition of the road, weather and traffic.
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Section 18
Universal Waste Program
Beginning July 1, 2013 Town of Harrisburg will be required by law (Section Law 2010-180, House Bill 1766) to establish a
program to collect and recycle the spent fluorescent lights, thermostats and light ballasts used in facilities that the Town
of Harrisburg owns.
This program must include procedures for convenient collection, safe storage and proper recycling of spent fluorescent
lights, thermostats and light ballasts.
Because mercury is toxic to humans and the environment, the Town of Harrisburg must also comply with federal
hazardous waste regulation. The management and disposal of fluorescent light bulbs are regulated under the Resource
Conservation and Recovery Act (RCRA) Universal Waste Rule and Subtitle C Hazardous waste regulations.
Everyone subject to H1766 must submit a report on or before December 1, 2011, that documents their compliance with
the requirements to the N.C. Department of Environment and Natural Resources and the Department of Administration.
The two departments must compile the information submitted and jointly submit a report to the Environment Review
Commission by January 15 2012.
Types of Universal Waste: Fluorescent Tubes and U-Shape lamps, regardless the color of the end caps, all compact
fluorescent lamps (CFL’s) all high intensity discharge lamps (HID) Metal Halide, High Pressure
Sodium, Mercury Vapor, Projector Lamps, UV Lamps and any light bulb that operates with
ballasted fixtures.
Fluorescent Light ballasts: Used fluorescent light ballasts and capacitors shall also be disposed of as Universal Waste.
Ballasts manufactured after 1978 are usually marked “Non-PCB”. They do, however, contain
dielectric oils so they have to be disposed as Universal Waste. They should be labeled and out in
a screw top 5 gallon buckets for recycling. All leaking ballast must be handled with extreme care,
using chemically impervious gloves. ANY OILS FROM THESE DEVICES MUST NOT BE ALLOWED TO
CONTACT THE SKIN. Leaking devices must be stored in a 5 gallon bucket with a screw top lid on it.
Batteries: All batteries are considered a hazardous waste and must be managed as a Universal Waste. They must be
placed in a 5 gallon bucket with a screw top lid and properly labeled.
Cathode Ray Tubes: Cathode ray tubes commonly known as “picture tubes” in televisions and computer monitors are
considered Universal Waste. The tube itself and the entire display device containing the cathode
tubes are Universal Waste.
Other Mercury-Containing Devices: Any electrical product or component which contains elemental mercury that is
necessary for its operation and is housed within an outer metal, glass, or plastic casing. These
devises include thermostats, thermometers, barometers, electric switches and electric relays.
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Proper Packing and Handling:
1. A handler of Universal Waste must manage lamps in a way that prevents release of any Universal Waste or
component of Universal Waste to the environment.
2. A handler of Universal Waste lamps must collect any lamp in container or packages that are structurally sound,
adequate to prevent breakage and compatible with the contents of lamps. Such containers and packages must
remain closed and lack evidence of leakage, spillage or damage that could cause leakage under reasonably
foreseeable conditions.
3. Universal Waste lamp or a container or package in which such lamps are contained must be labeled or marked
clearly with one of the following phrases: “Universal Waste Lamps” or “Waste Lamps” or “Used Lamps”.
4. Lamps can be put back in the original box provided that the box is in good order and the end flaps are intact and
can be taped closed.
5. It is not necessary for the packing dividers to be put back in the box for the used lamps; however the box should
be full of loose lamps before sealing the ends closed.
6. DO NOT TAPE LAMPS TOGETHER IN BUNDLES AND PALCE IN THE BOX OR CONTAINER, tape lamps require
special handling before processing and a handling fee is added to the invoice for removing tape from the bulbs
at a rate of $60.00 per hour with a 1 hour minimum charge.
7. All containers holding lamps must be labeled and closed while in storage (temporarily closed so lamps are not
visible or exposed) after the container are completely full the container (box) must be sealed securely.
Incidental Broken Bulbs, Clean Up and Storage
1. If you accidentally break a mercury containing lamp, you should gently sweep the broken lamp up. (DO NOT
VACUUM)
2. Place the broken lamp in a container with a sealable lid (5gallon bucket or a metal drum with a lid and ring).
3. DO NOT place broken lamps in a cardboard box.
4. Wipe up any remaining residue with a damp paper towel.
5. Place the used paper towel in a zip lock bag and seal.
6. Place the zip lock bag in a separate container with a lid (Small plastic bucket or container).
7. Label the container as “Universal Waste Lamps, Incidental Breakage”.
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Section 19
Town of Harrisburg
Respirable Silica Safe Work Practices Policy
The Town of Harrisburg will minimize/eliminate employee exposure to respirable crystalline silica (silica dust) when the
following tools are used on concrete, brick, block, stone, asphalt, mortar and other materials that contain crystalline
silica:
Stationary masonry saws
Handheld power saws
Walk-behind saws
Drivable saws
Rig-mounted core saws or drills
Handheld and stand-mounted drills (including impact and rotary hammer drills)
Dowel drilling rigs
Vehicle-mounted drilling rigs
Jackhammers and handheld powered chipping tools
Handheld grinders
Walk-behind milling machines and floor grinders
Drivable milling machines
Crushing machines
Heavy equipment and utility vehicles when used to abrade or fracture silica-containing materials (such as hoe ramming
or rock ripping) or during demolition activities and for tasks such as grading and excavating.
For tasks such as cutting concrete or asphalt, use of tools equipped with an integrated water delivery system that
continually feeds water to the blade or a continuous stream or spray of water at the point of impact will minimize the
exposure to respirable silica dust. Appropriate respiratory protection may be required based on the task and length of
anticipated time to complete the task and whether the task is to be conducted outdoors or indoors.
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The Town will fully and properly implement the engineering controls, work practices and respiratory protection specified
for each task listed in Table 1 of the OSHA Standard 1926.1153.
A Written Exposure Control Plan will be developed and available on site at all times. The exposure control plan details
the measures that will be taken to protect employees from exposure to silica dust. The exposure control plan will be
developed by a “Competent Person”. A Competent Person can identify existing and foreseeable respirable crystalline
silica hazards, is authorized to promptly eliminate or minimize silica hazards and has the knowledge and ability to
implement the written exposure control plan.
When cleaning up dust that can contribute to employee exposure to respirable crystalline silica, the Town will not allow
cleaning by dry brushing and sweeping unless methods such as wet sweeping and HEPA-filtered vacuuming are not
feasible and will not allow cleaning of surfaces or clothing with compressed air, unless the compressed air is used
together with a ventilation system that effectively captures the dust cloud or no other cleaning method is available.
The Town will use the “Small Entity Compliance Guide for the Respirable Crystalline Silica Standard for Construction”
publication for compliance measures.
Contractors for the Town will comply with the requirements of the OSHA Respirable Silica Standard in the same manner
as that of the Town.
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Written Exposure Control Plan for Crushing Machines
Date: _________________________________ Town: _____________________________
Person Completing the Plan, Title: _______________________________________
Description of Task: Crushing Machines
CONTROL DESCRIPTION:
*Controls: Use equipment designed to deliver water spray or mist for dust suppression at crusher and other points
where dust is generated (e.g., hoppers, conveyers, sieves/sizing or vibrating components, and discharge points).
Operate and maintain machine in accordance with manufacturer's instructions to minimize dust emissions. Use a
ventilated booth that provides fresh, climate-controlled air to the operator, or a remote control station.
*Work Practices:
Nozzles are located upstream of dust generation points and positioned to thoroughly wet the material. The volume and
size of droplets is adequate to sufficiently wet the material (optimal droplet size is between 10 and 150 um)
Spray nozzles are located far enough from the target area to provide complete water coverage but not so far that the
water is carried away by the wind.
*Respiratory Protection: None
*Housekeeping:
Dust containing silica on work surfaces and equipment must be cleaned up using wet methods or HEPA-filtered vacuum.
Do not use compressed air or dry sweeping for removing dust and debris containing silica from work surfaces.
Dispose of used vacuum bags in a container and keep the container sealed.
Procedures used to Restrict Access to Work Areas:
Schedule the work so that only employees who are engaged in the task (equipment operator and employees helping the
operator) are in the area.

Signature: ___________________________ Date: _________________________
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Written Exposure Control Plan for Handheld and stand mounted drills (including impact and rotary hammer drills)

Date: __________________

Town: ________________________

Person Completing the Plan, Title: _____________________________________

Description of Task: Handheld and stand mounted drills (including impact and rotary hammer drills)

CONTROL DESCRIPTION:
*Controls:
Use drill equipped with commercially available shroud or cowling with dust collection system. Operate and maintain tool
in accordance with manufacturer's instructions to minimize dust emissions.
Dust collector must provide the air flow recommended by the manufacturer, or greater, and have a filter with 99% or
greater efficiency and a filter-cleaning mechanism.
Use a HEPA - filtered vacuum when cleaning holes.

*Work Practices:
The shroud or cowling is intact and installed in accordance with the manufacturer's instructions. The hose connecting
the tool to the vacuum is intact and without kinks or tight bends. The filter(s) on the vacuum are cleaned or changed in
accordance with the manufacturer's instructions. The dust collection bags are emptied to avoid overfilling.

*Respiratory Protection: None

*Housekeeping:
Dust containing silica on work surfaces and equipment must be cleaned up using wet methods or HEPA-filtered vacuum.
Do not use compressed air or dry sweeping for removing dust and debris containing silica from work surfaces.

Dispose

of used vacuum bags in a container and keep the container sealed.

Procedures used to Restrict Access to Work Areas:
Schedule the work so that only employees who are engaged in the task (equipment operator and employees helping the
operator) are in the area.

Signature: _________________________

Date: ____________________________
106

Written Exposure Control Plan for Drivable Saws
Date: __________________________ Town: __________________________
Person Completing the Plan, Title: _______________________________________

Description of Task: Drivable Saws
CONTROL DESCRIPTION:
*Controls:
For tasks performed outdoors only
Use saw equipped with integrated water delivery system that continuously feeds water to the blade. Operate and
maintain tool in accordance with manufacturer's instructions to minimize dust emissions.

*Work Practices:
An adequate supply of water for dust suppression is used.
The spray nozzles produce a pattern that applies water at the point of dust generation.
The spray nozzles are not clogged or damaged.
All hoses and connections are intact.
*Respiratory Protection: None
*Housekeeping:
Dust containing silica on work surfaces and equipment must be cleaned up using wet methods or HEPA-filtered vacuum.
Do not use compressed air or dry sweeping for removing dust and debris containing silica from work surfaces.
Dispose of used vacuum bags in a container and keep the container sealed.

Procedures used to Restrict Access to Work Areas:
Schedule the work so that only employees who are engaged in the task (equipment operator and employees helping the
operator) are in the area.

Signature: _______________________

Date: ____________________________
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Written Exposure Control Plan for Handheld Grinders for uses other than mortar removal
Date: _____________________________

Town: __________________________

Person Completing the Plan, Title: ______________________________________________

Description of Task: Handheld Grinders for uses other than mortar removal

CONTROL DESCRIPTION:
*Controls:
Use grinder equipped with commercially available shroud and dust collection system.
Operate and maintain tool in accordance with manufacturer's instructions to minimize dust emissions.
Dust collector must provide 25 cubic feet per minute (cfm) or greater of airflow per inch of wheel diameter and have a
filter with 99% or greater efficiency and a cyclonic pre-separator or filter cleaning system.

*Work Practices:
The shroud is intact, encloses most of the grinding blade, and is installed in accordance with the manufacturer's
instructions.
The hose connecting the tool to the vacuum is intact and without kinks or tight bends.
The filter(s) on the vacuum are cleaned or changed in accordance with the manufacturer's instructions.
The dust collection bags are emptied to avoid overfilling.
The blade is kept flush against the surface whenever possible.
The tool is operated against the direction of blade rotation, whenever practical.

*Respiratory Protection: Under or equal to 4 hours - APF 10 over 4 hours - APF 25

*Housekeeping:
Dust containing silica on work surfaces and equipment must be cleaned up using wet methods or HEPA-filtered vacuum.
Do not use compressed air or dry sweeping for removing dust and debris containing silica from work surfaces.
Dispose of used vacuum bags in a container and keep the container sealed.

Procedures used to Restrict Access to Work Areas:
Schedule the work so that only employees who are engaged in the task (equipment operator and employees helping the
operator) are in the area.

Signature: _______________________________Date:_______________________________
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Section 20
Annual Safety Policy Review
Date:______02/01/18______________ Reviewed by: Deborah L. Rogers-Lowery & Larry Aldridge
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
Date:____________________ Reviewed by: ____________________
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