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UPPER DUBLIN TOWNSHIP SAFETY MANUAL  
 

PURPOSE 
 
 

The purpose of this safety manual is to define rules and general safety responsibilities for employees of Upper 
Dublin Township. Most safety issues included in this manual are merely the application of common sense and good 
judgment. Some are highly specialized and represent general agreement as to the best way to avoid working hazards. 
Others are the result of rulings by Federal and State regulatory bodies, violations of which are subject to penalties by law. 
 
 SECTION 1 - GENERAL RULES
 
 
 A. RESPONSIBILITY  
 
1.01 It is the responsibility of every employee to know, understand, practice and adhere to the safety rules applying to 

their jobs so they will not endanger themselves, a fellow employee or the public. They shall also caution other 
employees about unsafe practices they observe. 

 
1.02 It is the responsibility of every employee to follow all recommended work procedures, work at a safe speed, 

always wear and use protective equipment where required, practice good housekeeping, use equipment in a safe 
manner and obey warning signs that point out hazards. Throughout this manual reference is made regarding the 
use of personal protective equipment, however, it is impossible to reference every situation or every type of 
protective equipment available. In cases where specific protective equipment is not mentioned the employee must 
exercise safety and select personal protective equipment (PPE) that will reduce or eliminate hazards and job 
related injury and illness in the work place. 

 
1.03 It is the responsibility of every employee to promptly make suggestions for safe work performance and report all 

unsafe conditions. This includes reporting to their supervisor any condition of tools, equipment, property or work, 
which has or may contribute to the cause of an accident.  

 
1.04 It is the responsibility of every supervisor to see that all work done by them or under their direction complies with 

the safety rules covering the job. They shall not tolerate work methods, which violate, wholly or in part, any 
established safety rules. The Supervisor or designee shall also make regular inspections of all tools and 
equipment, having them repaired or replaced as necessary. Department facility inspections shall also be done 
periodically by the supervisor and the Safety Committee. For record keeping purposes, inspection reports should 
be maintained by each Division Superintendent.  In addition, once per year the DVIT will make a sight safety 
survey of all facilities and report to the department heads and/or supervisors the results of such survey for 
corrections and/or recommendations. Supervisors or designee shall be certain that the work assignments are given 
to employees who are able and qualified to perform them safely and has been trained and approved to drive a 
vehicle or. In this manual, the term supervisor or designee refers to the employee in charge of the job. 

 
1.05 It shall be the responsibility of the Department Heads to monitor and revise the Safety Manual as needed.  
  
1.06 Employees who may be required to work near exposed energized electrical facilities, rotating or oscillating tools 

or machinery, or engaged in welding/cutting shall keep their hair trimmed or contained in such a manner as to 
prevent hair entanglement, electrical contact, or ignition from the welding/cutting process. Employees shall not 
wear loose fitting clothing or dangling jewelry while in the vicinity of moving machinery. 

 
 B. HOUSEKEEPING  
 
1.07 All places of employment shall be kept clean and orderly and in a sanitary condition. All rubbish shall be 

disposed of in the prescribed containers or location. All designated recyclables shall be placed in appropriate 
containers for collection. 
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1.08 Stairways, aisles, walkways, floors and platforms are to be kept free of debris, obstructions, including oil, grease 
or liquid spills. 

 
1.09 When working around chemicals always check the Material Safety Data Sheet for proper personal protective 

equipment. 
 
1.10 Make sure extension cords are in working condition and do not cause tripping hazards when in use. Do not use 

frayed extension cords. 
 
1.11 Always use a brush and pan when picking up broken glass or other sharp objects. 
 
1.12 Empty wastebaskets by turning them upside down, not by reaching into them. 
 
 
 C. ACCIDENTS  
 
1.13 All accidents including motor vehicles, property and personal injuries and illnesses shall be reported to your 

supervisor immediately. All accident/injury reports shall then be forwarded to Human Resources Department.  
 
1.14 All motor vehicle accidents involving personal property, personal injury, and/or moving vehicle accidents shall 

also be reported immediately to the Police Department and Fleet and Facilities Director in accordance with ER2, 
Rules and Regulations, of the Township Personnel Manual. The Police Department will investigate and prepare a 
report of all accidents involving Township vehicles, equipment and employees. Reports must be prepared on the 
Police Department’s standard accident investigation form.  

 
1.15 If you are involved in an accident in which someone is injured or killed, or if any of the vehicles are damaged to 

the extent that it cannot be driven, you must immediately notify the Police Department and submit to a Drug and 
Alcohol test.  

 
1.16       All employees who have a commercial driver's license as required by the Municipality must adhere to the  
 Drug & Alcohol Policy for Commercial Driver Licensed (CDL) Employees. 
 
1.17 Employees should have doctor's care for all injuries. If the employee does not desire to go to a doctor for an 

accident involving only minor cuts, abrasions and bruises, the employee is to have first aid attention immediately 
and medical aid is to be offered the injured person. Under these conditions, the employees shall be advised that 
their injury is their own responsibility. The accident report is to be marked "First Aid Treatment-Employee 
Objected to Going to a Doctor for the Injury". It is important that all accidents on the job be reported using the 
Accident/Injury Report Form even though the employee may not need or declined treatment. 

 
1.18 If an injury does not heal satisfactorily, the employees should so advise their supervisor and request medical 

attention. 
 
1.19 Employees shall not be given work assignments until released for normal or modified duty by the doctor. 
 
1.20 All accident reports shall be filled in completely so that the reason for the accident can be properly analyzed and 

steps taken to prevent a repetition. 
               
                             
 D. INTOXICANTS AND DRUGS  
 
1.21 Any employees reporting for work under the influence of intoxicants shall not be permitted to perform their 

duties. 
 
1.22 The use of illegal drugs or intoxicants during working hours is forbidden.  Employees under doctor’s care using a 

prescribed drug that might affect his/her ability to perform functions of his/her job; (example driving heavy equip) 
should inform their supervisor of this condition. 
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1.23 The type and scope of an accident may require that an employee submit to drug and/or alcohol testing as defined 
in Upper Dublin Township Drug and Alcohol Policy for Commercial Driver Licensed (CDL) Employees. 

 
 E. HORSEPLAY 
 
1.24 Employees shall not engage in horseplay or practical jokes. 
 
 F. CLOTHING  
 
1.25 Maintenance employees shall wear long pants and shirts in the performance of their jobs. Workers may wear 

shorts as weather permits, however each employee must have a pair of long pants in their locker or office to 
change into as required by the supervisor and/or depending on the job assignment. Appropriate clothing 
contributes greatly to the prevention of injuries.  

 
1.26 Protective footwear shall include steel toed work boots/shoes and shall be worn by employees whose work 

assignments or functions take them into a physical environment to protect against impact, compression, punctures, 
heat and wet or slippery surfaces. This includes footwear covers when working around chemicals. Canvas or 
sneaker-type shoes shall not be worn.

 
    All other employees, whose work assignments or functions take them into a similar physical work environment, 

shall wear proper leather shoes while in that environment. 
 
    Office or clerical workers whose daily work environment has been determined to be an area where they can 

receive an injury or impairment to their toes shall also be selected to wear leather shoes. 
 
1.27 Protective clothing, as a standard of operation, in each department/division shall be worn when provided for 

specific jobs. Protective clothing includes but is not limited to fluorescent vests, lab coats/aprons, coveralls, 
gloves, hard hats, eye and ear protection, etc. 

 
 G. RESPIRATORY PROTECTION  
 
1.28 Every employee shall wear the proper respiratory protective equipment when environmental conditions dictate 

that respiratory protection is required. Environmental conditions include but are not limited to confined spaces, 
poor ventilated areas, dusty areas, etc. 

 
1.29 Employees who are required to use respiratory protective equipment for emergency standby basis, or regular work 

duties shall keep facial hair trimmed in a manner that will not interfere with the adequate seal of the respiratory 
facemask. A fit test is required prior to use. 

 
1.30 When an employee is working in an area that requires self-contained breathing apparatus, another trained person 

shall standby with proper rescue equipment. 
 
1.31 Employees who are required to use self-contained breathing apparatus shall not wear glasses of any type if the 

temple bars extend through the sealing edge of the facepiece. Employees whose vision is impaired without glasses 
shall not be allowed to use respirators or be the standby person. A fit test is required prior to use. 

 
1.32 Any employee using a respirator that indicates a malfunction shall go immediately to an area having known 

respirable air and report damage, trouble, or malfunction of the respirator to their supervisor. 
 
1.33 Employees whose facial features prevent the adequate seal of a respirator facepiece shall not be allowed to use 

respirators or be the standby person. 
 
1.34  Respirators shall be cleaned, sanitized and properly stored after use and checked and logged on a monthly basis 

by a person designated by the Supervisor. 
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 H. FIREARMS/WEAPONS  
 
1.35 No employee, whether on or off duty, shall have a firearm or weapon of any type in their possession while on 

Upper Dublin Township property. The only exceptions to this rule are Township weapons issued and used while 
police officers are on duty.  

 
1.36  No employee, whether on or off duty, shall have fireworks in their possession while on Municipality property.  
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 SECTION 2 - FIRST AID 
 
 
 

First Aid is defined as the immediate and temporary care given the victim of an accident or sudden illness until 
the services of a physician can be obtained. The most important principle of First Aid is to know how to apply it 
immediately when the need arises. You are the only one who knows whether you will be ready to face an 
emergency. First Aid does not eliminate the need for medical attention. If required before administering any first 
aid, call 911 

 
2.01 When dispensing First Aid to a bleeding victim practice Universal Precautions. To observe universal precautions 

treat all blood and body fluids as if they are infectious. 
 

a) Protect yourself by covering skin (especially open cuts, rashes, etc) with protective clothing such as 
gloves, glasses, face shield, etc. 

 
b) After dispensing First Aid immediately, wash hands. Decontaminate surfaces with disinfectant and 
dispose debris properly. 

 
2.02 First Aid kits shall be placed in readily accessible locations. In addition, portable first aid kits are available in 

each vehicle. 
 

Employees should familiarize themselves with the contents and use of First Aid supplies. 
 

The contents of First Aid kits shall be inspected quarterly by department supervisors or their designee to insure 
that sufficient quantities of First Aid supplies are available and that items are not expired. Vehicle First Aid Kits 
may be replenished by the Department First Aid Kit inventory. 

 
2.03 If an accident victim is in contact with or near energized equipment, be certain you know the status of the 

electrical equipment before you approach it. Do not assume it is de-energized until you definitely know it is. 
 

If it is energized, there are certain precautions, which can be taken so a victim can be safely removed. If you are 
not qualified to apply these precautions, it is far better to wait for proper assistance. You can easily become a 
victim yourself. 

 
2.04 If an accident victim is and is apparently overcome by gas or lack of oxygen, do not attempt to go to the victim's 

assistance without a proper respirator and training. Call 911.  
 
2.05 The Township offers American Red Cross First Aid certification to all employees.  All employees are encouraged 

to                 become certified. 
 
 
 SECTION 3 - FIRE SAFETY 
 
 
3.01 Fire safety, including the elimination of fire hazards and the protection of personnel and property against fire is 

everyone's responsibility.  Every employee shall know the location of exits, fire escapes and the location of and 
correct application of all fire fighting equipment provided in their working area. All fire exits must be clearly and 
properly marked and at all times be clear of debris. 

 
3.02 Fire extinguishers are to be inspected by a qualified representative on an annual basis. 
 
3.03 Smoking is prohibited near hazardous materials and/or equipment. Never smoke while fueling any equipment and 

do not allow anyone to smoke in the immediate area. 
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3.04 Unusual operating conditions and major construction work shall require additional temporary fire protection.  

Structures covering the provisions for normal and additional temporary fire fighting equipment are found in 
Federal State and Municipal regulations on Fire Protection and Prevention.  

 
3.05 As described by the National Fire Protection Association - before fighting a small fire: 
  

Make sure that everyone has left, or is leaving the area. 
 

Make sure the fire department and police department have been called (911). 
 

Be certain that the fire is confined to a small area, such as a wastebasket, and that it is not spreading 
beyond the immediate area.  

 
Be sure that your back is to an unobstructed exit to which the fire will not spread. 

 
Be sure that your extinguisher is the proper size and type for the fire at hand and that you know how to 
use it. 

 
Do not try to fight a fire with the wrong type of extinguisher.  In these instances leave immediately, close off the 
area, and leave fighting the fire for the fire department. 

 
3.06 Fires involving toxic fumes or lack of oxygen should not be fought by employees but by trained firefighters. 

 
3.07 Flammable and combustible materials, such as gasoline, shall be stored in proper containers and kept in approved 

containers by the fire underwriters.  Containers shall be painted red and clearly marked as to contents. All 
containers shall be equipped with a flash arrestor. 

 
3.08 Combustible liquids, such as kerosene and fuel oil, shall be stored in approved containers and clearly marked as 

to contents. 
 
3.09 Gasoline is highly flammable and shall not be used for cleaning, degreasing or starting fires. 
 
 
 
 
 SECTION 4 - BASIC OFFICE SAFETY 
 
 
 
4.01 All file and desk drawers must be closed after use and should never be left open when unattended. 
 
4.02 To avoid over-balancing a file cabinet only one drawer should be open at any one time. 
 
4.03 To prevent injuries to fingers and hands, use handles and knobs when opening and closing drawers and doors. 
 
4.04 Do not sit in a chair tilted towards or against a wall. Caution must be used not to tilt too far back on a swivel chair 

or any chair. Keep both feet flat on the floor at all times. 
 
4.05 Turn power off before making any adjustments to office machines. 
 
4.06 Keep all electrical, telephone cords and wastebaskets clear of baseboard heat units. Electrical equipment should 

be grounded. 
 
4.07 Report all broken office furniture, doors, glass, equipment and other safety hazards. Employees are responsible to 

report all safety hazards to his/her immediate supervisor. Supervisors are responsible to take appropriate action to 
correct safety hazards. 
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4.08 Materials such as boxes, cords, etc., that could cause tripping must be kept from stairs and traffic areas. 
 
4.09 All spills should be cleaned immediately. 
 
4.10 Know where first-aid supplies are stored and how to contact emergency fire and ambulance personnel. 
 
4.11 Consider safety hazards in clothing and accessories you wear to work, i.e., dangling bracelets, ties, etc. 
 
4.12 Be sure there is proper ventilation when working with markers, glues, adhesives or potentially toxic materials.  

These materials should be stored properly.  
 
4.13 When packing or unpacking boxes, staples should not be left exposed.  Staples should be removed immediately or 

where impracticable, they should be bent down flush with box. 
 
 
 
   SECTION 5 - HEAD AND HEARING PROTECTION  
 
 
 
5.01 The Municipality issues and makes available hard hats to prevent head injuries as part of their job tasks or 

assignments. All other employees, whose work assignments take them into the hardhat work area, shall wear hard 
hats while in that environment. 

 
5.02 Certain locations shall be designated as hardhat areas. These areas shall be posted as such and hard hats will be 

worn in these locations. Visitors will also be required and given hard hats to wear in designated-posted areas. 
 
5.03 Modifying, painting or defacing of hard hats is strictly forbidden. Only authorized decals shall be attached. 
 
5.04 Employees are responsible to regularly inspect the hard hat for damage (holes, cracks, unauthorized decals, tape, 

etc.) that would reduce the protection. Employees must report all damaged or lost hard hats to his/her supervisor. 
 
5.05 There are some locations where head hazards exist and due to lack of space, the wearing of hats is impracticable. 

In such cases, substantial overhead protection shall be erected or designated with safety tape, paint used or 
applied, or another type of safety protection/awareness utilized. 

 
5.06 Crown straps shall have a minimum clearance of 1 1/4 inches between the top of employee's head and the 

underside of the shell. 
 
5.07 Employees shall wear proper hearing protection in all areas designated as hearing protection areas or where high 

noise levels warrant. “Ipods” or other electronic devices with earplugs do not provide adequate hearing protection 
and can be a distraction.   

 
5.08 Employees wearing hearing protection provided by the Municipality are responsible to maintain all protectors and 

to report any defective or lost protectors to their supervisor.  
 



 
 8

 SECTION 6 - EYE PROTECTION 
 
 
6.01 Proper eye and/or face protection equipment shall be worn where machines or operations present the hazard of 

flying objects, glare, liquids, injurious radiation, or a combination of these hazards. 
 
6.02 Proper protection consists of goggles, safety glasses, face shields, hoods and helmets.  A variety of the type of 

protection available and the following rules indicate the type of protection that shall be worn under certain work 
conditions. 

 
6.03 Safety glasses with side shield or goggles with impact-resistant lenses shall be used as protection from relatively 

large flying objects, such as rivets, nails, metal, or rock or wood chips.  In addition, full-face shields may be 
advisable. Also, the use of barriers or screens may be necessary to protect others. 

 
6.04 All-purpose goggles or glasses, which enclose the eyes completely and have ventilation, shall be used as 

protection from dust, wind and small flying particles, such as from stone, brick or concrete dressing, wood 
working, scaling and grinding of metals, sharpening metal tools, etc. 

 
6.05 Employees shall wear proper eye and/or face protection with impact-resistant lenses where environments warrant 

such as casting tinning, babbitting, pouring lead, etc. 
 
6.06 Contact lenses shall not be worn by employees working in high dust areas, chemical fume areas and welding 

areas unless proper goggles for the environment are also worn. 
 
6.07 When sand blasting, a hood, covering head, eyes and face, shall be used. 
 
6.08 Goggles with indirect screened ventilation ports shall be used to prevent gases, vapors, or liquids from entering 

the eyes. 
 
6.09 Proper face and/or eye protection with tinted lenses shall be used for protection from reflected light and glare. 
 
6.10 Goggles or helmets with tinted lenses shall be worn while welding or cutting.  For the approved shade of lens, 

refer to Section 10, Welding and Cutting. 
 
6.11 Proper eye and/or face protection shall be used when: 
 

(a) Chipping. 
(b) Buffing or grinding. 
(c) Sand blasting. 
(d) Masonry or stone, drilling or cutting. 
(e) Wire brushing. 
(f) Forming metal by hammering. 
(g) Steam cleaning or blowing out motors or parts with air hose. 
(h) Working in areas with excessive amounts of particles in air.  

   (i) Handling chemicals, acids, caustics, or storage batteries. 
(j) Operating a chain saw 
(k) Spray painting in confined areas. 
(l) Using pneumatic tools. 
(m) Welding or cutting - Section 10, Welding and Cutting. 
(n) Using wire wheel brushes. 
(o) Weed Wacking 
(p) While operating lathes or drill presses. 
(q) Using hand tools for striking metal to metal. 
(r) In posted eye protection areas. 
(s) Using powder activated tools. 
(t) Handling and applying fertilizers and turfgrass chemicals 
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6.12 It is impractical to list all conditions under which eye and/or face protection shall be worn.  In some cases, it is a 

matter of judgment. If there is any doubt, wear eye and/or face protection. 
 
6.13 The use of safety glasses does not eliminate the need for coverall type goggles; full face shields or hoods where 

required for specific protection from dusts, chemicals, flash, side impact, etc. 
 
 
 SECTION 7 - STORAGE BATTERIES 
 
 
7.01 Storage batteries, as referred to in this section, refer to any battery, which contains a liquid electrolyte. 
 
7.02 Smoking, open flames or flame-producing devices are prohibited in the vicinity of storage batteries. These areas 

must be clearly marked with no smoking signs. 
 
7.03 When any work is performed in battery rooms, they shall be well ventilated.  Fans can be used to supply 

additional ventilation. 
 
7.04 Prior to working with acid electrolytes, refer to manufacturers standard operation and maintenance procedures. 

When mixing or handling acid electrolyte, pour the acid into the water. Eye and/or face protection, protective 
gloves and apron shall be worn.  

 
7.05 Use only specific gravity hydrometer for testing of batteries. 
 
7.06 Proper emergency eye wash facilities shall be provided at or in the immediate area of battery charging rooms or 

areas. 
 
7.07  When charging batteries, the vent caps shall be kept in place to avoid electrolyte spray. Care should be taken to 

assure that vent caps are functioning.   
 
7.08       While working, any employee finding a discarded battery shall remove the battery from the site and deliver it to 
the                     Fleet and Facilities garage. 
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 SECTION 8 - OPERATION OF MOTOR VEHICLES 
 
 
 
8.01 Only employees of Upper Dublin Township specifically authorized and trained to do so may operate vehicles 

including personal vehicles for business use. 
 
8.02 Drivers will not permit unauthorized persons to drive, operate or ride in or on any Municipality owned or leased 

vehicle. 
 
8.03 All authorized drivers must possess and have in their possession a valid state driver's license. A commercial 

driver's license is required for employees whose position may require them to drive a vehicle in excess of 26,000 
lbs GVW and/or a vehicle towing a trailer in excess of 10,000 lbs GVW. 

 
8.04 Seat belts must be worn at all times for all occupants in a Township owned or leased vehicle. NOTE: PA law 

requires that all front seat vehicle occupants must wear seatbelts at all times. 
 
8.05 It is the responsibility of every employee who drives a Township motor vehicle or personal car to know and obey 

all State, Local and Federal regulations and to know and abide by Township’s rules and policies relative to the 
operation of vehicles used for Township business. 

 
8.06 Drivers will drive at safe speeds no greater than permitted by law while considering the weather, traffic and road 

conditions. 
 
8.07 The Township shall withdraw the privilege of driving a Township owned/leased vehicle on Township business 

when the employee does not meet the State's physical or vision acuity standards, or if their accident record 
warrants. 

 
8.08 Drivers shall assure that the vehicle they drive is in a safe operating condition insofar as they can determine. Any 

defects, or unsafe conditions shall be documented and reported on the Daily Vehicle Inspection Report and 
reported.  to the garage foreman and corrected before using the vehicle again. 

 
8.09 Drivers shall acquaint themselves with the overall height of their vehicles and be constantly alert to avoid striking 

overhead doors, underpasses, bridges, etc. 
 
8.10 Materials, tools and other items that could pose a threat of injury through movement should be securely fastened 

while being transported. 
 
8.11 Every driver shall practice defensive driving by making every effort to avoid an accident regardless of who is at 

fault. Do not insist on a right-of-way or any other so-called right that may result in an accident. 
 
8.12 Drivers shall keep windshield, mirrors and windows clean and clear. 
 
8.13 During severe ice or snow conditions, chains should be installed. All season tires are adequate for some 

conditions but are not as effective as chains. 
 
8.14 Drive cautiously and sound horn upon entering or leaving a building or narrow passage or backing up. Always 

give pedestrians the right of way. 
 
8.15 Drivers shall not permit passengers to ride on running boards, fenders or tailgates. They shall be sure that each 

passenger is seated completely within the vehicle before starting. 
 
8.16 The motor vehicle must be completely stopped before a passenger gets in or out. Whenever possible, get in or out 

from the curbside.  
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8.17 Drivers shall not permit the number of employees in the front seat to interfere with the safe operation of the 
vehicle. 

 
8.18 Employees are prohibited from sitting anywhere other than the crew compartment when a vehicle is in motion. 

All tools materials and equipment must be properly secured prior to using a vehicle. 
 
8.19 Extreme care shall be exercised when driving a motor vehicle equipped with a radio antenna in the vicinity of 

energized equipment. 
 
8.20 Do not idle motor vehicles inside a closed garage or sit in an idling motor vehicle for long periods with all 

windows closed. 
 
8.21 Drivers shall assure that there is sufficient clear space before backing a vehicle. The vehicle should be backed 

slowly keeping a constant lookout for changing conditions. When another employee is available, they shall assist 
the driver to back safely by signaling until the vehicle is in position. Drivers are reminded to be cautious and 
aware of persons or property in blind spots when driving. 

 
8.22 Motor vehicles operated within an off-highway job site, not open to public traffic, which have an obstructed view 

to the rear, shall have either a reverse signal alarm or an observer to signal while backing. 
 
8.23 Do not stop or park on the improved or traveled part of the highway if it is possible to get off to the side. 
 

(a) When emergencies or breakdowns cause you to stop on traveled part of highway, signs, lights, or flagmen 
shall be placed no less than 200 feet to the rear of the area blocked. 

 
(b) When it is necessary to work on or along streets or highways, work area protection signs shall be used to warn 
traffic. Signs shall be illuminated at night and flares used when necessary. These warnings shall be no less than 
200 feet ahead and behind the work area. When visibility is poor or in fast moving traffic, the first warning shall 
be 500 feet ahead and behind the work area. 

 
8.24 No driver shall park a vehicle and leave the driver's seat without first effectively setting the brakes, stopping the 

motor and removing the ignition key.  When on a grade, turn wheels toward curb or roadside and if steepness of 
grade warrants it chock wheels. 

 
8.25 All loads must be secured and loaded so as not to interfere with the driver's vision. 
 
8.26 When hauling material, which project three feet or more beyond the rear of the vehicle, standard safety colored 

flags shall be attached to the end of the projecting material.  These flags shall be plainly visible to traffic.  At 
night, four-way lights must be used in addition to flags. 

 
8.27 Employees shall not operate specialized motor vehicles unless properly trained and authorized to do so. 
 
8.28 Extreme caution must be used when refueling vehicle. The motors of all vehicles being fueled shall be shut off 

during the fueling operation. Smoking around refueling vehicles is prohibited. 
 
8.29.1 During inclement weather and/or when your vehicle cannot maintain required-posted minimum speed, four-way 

flashers shall be used to warn other motorists of possible hazard. 
 
8.29.2 Slow moving triangular emblem shall be attached to all vehicles, which by design move 25 MPH, or less on 

public roadways. 
 
8.30      Use of cell phones, whether personal or Township owned, or listening to any audio device, such as an MP3, Ipod 
or     walkman while behind the wheel of a moving Township vehicle or piece of equipment is strictly prohibited.  Making 
and receiving work related phone calls should only be done when the vehicle or equipment is not moving.  Non-emergency 
use of personal cell phones is not permitted at all during working hours.  This restriction does not apply to two-way Nextel 
conversations or use of the internal Township radio system.   
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 SECTION 9 - MATERIAL HANDLING 
 
 
 
 A. LIFTING AND CARRYING 
 
9.01 Proper lifting techniques must be used. Since objects being lifted are at various levels and weights exercising the 

correct lifting technique is vital. Information on correct lifting techniques is available from our Insurance Carrier.  
 
9.02 Be sure mechanical moving devices (i.e. hand trucks, etc.) are in good working condition. 
 
9.03 When handling loads with mobile equipment, extreme care must be taken to avoid contact with electric lines or 

equipment. When working near such facilities, a trained person to serve as watchman is required. 
 
9.04 Gloves shall be used when handling objects with rough or sharp surfaces or edges. Objects shall be passed from 

one employee to the other, not thrown.  
 
9.05 To prevent crushed fingers and hands, keep hands away from pinch points such as between walls and objects 

being handled. 
 
9.06 Objects, which obstruct vision, shall not be carried without securing help. 
 
9.07 When loads must be suspended do not stand, work or pass under. These areas must be blocked off by cones and 

caution tape 
 
9.08 All elevated loads must be securely blocked-up before any work is started. 
 
 B. HANDLING DRUMS 
 
9.09 Drums shall be stored and handled in a vertical position whenever practicable. To prevent injuries employees 

must use safety equipment such as, but not limited to, pallet jacks, hand trucks, or other mechanical devices 
available when moving or maneuvering drums. 

 
9.10 Drums shall not be dropped from a truck bed. 
 
9.11 Drums labeled "Hazardous when Empty" shall not be used for trash containers, burning barrels, pole hole 

cribbing, etc. Return to vendor or dispose of in accordance with manufacturer's directions. 
 
 C. PACKING AND UNPACKING 
 
9.12 When packing or unpacking boxes, crates, barrels, etc., nail points, staples or wire ties shall not be left exposed. 

Nails and staples shall be removed immediately. Where this is impracticable, they should be bent down flush and 
discarded in appropriate receptacle(s) immediately. 

 
9.13 Stay clear of bands while cutting. After cutting, ends shall be folded back or cut off. 
 
9.14 Use carton opener in opening cartons. 
 
9.15 Gloves shall be used when packing or unpacking, or storing glass, porcelain and other fragile or sharp objects. 
 
 D. GENERAL 
 
9.16 Gloves shall be worn when handling coils of wire. The end of the wire shall be fastened securely on the inside of 

the coil so that no end protrudes. 
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9.17 Piles of material, which can be rolled, shall be securely chocked to prevent such movement. 
 
9.18 Bins shall not be overloaded. The material shall be stored so that the removal of one item will not dislodge others. 

Avoid storing heavy material in upper bins and do not use the bins as a ladder. 
 
9.19 Aisles and walkways shall be adequate, kept clean and well lighted. 
 
9.20 Loads and materials shall not be handled from the street side of a truck if it can be avoided. 
 
9.21 While loading or unloading bulky and heavy material from trucks without mechanical lifting devices, use skid 

boards equipped to attach to the truck body or tailgate and the truck shall be securely chocked. 
 
9.22 When loading or unloading trucks at a dock or loading ramp, by forklift or by hand, the truck shall be securely 

chocked. 
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 SECTION 10 - LADDERS AND SCAFFOLDS 
 
10.01 All ladders must conform to the specifications of the Federal and State regulations. 
 
10.02 Portable metal ladders shall not be used for electrical work or where they may contact electrical conductors. 
 
10.03 Ladders must be inspected prior to use and any ladder found with defects in rungs or siderails shall be removed 

from service and not be used until repairs have been made. At the same time, the safety shoes should be inspected 
and adjusted or replaced as necessary. Defective ladders, which cannot be repaired, shall be destroyed or removed 
from the property promptly. 

 
10.04 Never apply paint to a ladder. Use clear varnish to protect and preserve wood ladders. 
 
10.05 The ladder shall be equipped with the proper safety shoes for the surfaces on which you use it. 
 
10.06 On ladders having knurled wheel safety shoes, the wheels shall be protected by guards when stored or when being 

transported. 
 
10.07 Ladders shall be hung either upright on secure supports or hung lengthwise from brackets supporting them above 

the floor or ground level. On lengthwise supports, enough brackets shall be used to prevent warping of the 
siderails on wooden ladders. 

 
10.08 Single ladders shall not exceed 30 feet in length. 
 
10.09 Ladders shall not be carried on shoulders in any area around energized equipment. 
 
10.10 Get the proper length ladder for the job. Never splice two short ladders to make one long one and never support 

ladders on boxes or barrels to obtain greater height. 
 
10.11 In erecting ladders, have someone hold the base, if possible. Otherwise, support the base against something solid. 
 
10.12 The ladder feet shall have good support and the ladder should be standing level. 
 
10.13 The angle for a portable ladder shall have the base set away from the top support one foot for every four-foot 

length of the ladder. For example, a 16-foot ladder should have the feet set four feet horizontally. 
 
10.14 On sloping surfaces or if the angle for the ladder cannot be obtained, have someone hold it or have it securely 

fastened. 
 

10.15 Whenever a secure support is available, the ladder should be firmly tied to it as close to the top as possible.  A 
house bracket or conduit is not considered a secure object. 

 
10.16 When working on a ladder, a safety strap shall only be used after a ladder has been secured. 
 
10.17 If a ladder is erected near a doorway, the door shall be locked or suitable warning signs placed on the other side. 
 
10.18 When ladders and/or scaffolds are erected in areas where there is considerable vehicle or pedestrian traffic, the 

area shall be roped off and warning signs and flags erected. Where this cannot be readily done, a person shall be 
stationed to prevent the ladder and/or scaffold from being struck with the resulting possibility of injury to our 
employees or the public. 

 
10.19 Raise extension ladders to the vertical position or against a wall before extending them. 
 
10.20 Ladder jacks shall not be. 
 
10.21 Both latches on an extension ladder shall be engaged on a rung and the extending rope shall be tied off to a rung 

before climbing the ladder. 
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10.22 When extending or lowering extension ladders, keep the hands outside the siderail, never on the rungs. 
 
10.24 When ascending or descending a ladder or scaffolds the user shall face the ladder. 
 
10.25 Avoid carrying tools up or down a ladder or scaffolds. Have them raised or lowered on handlines or in tool bags. 
 
10.26 Only one employee at a time shall work from each ladder, except hook ladders and specially designed ladders. 
 
10.27 Do not stand on the top two rungs of a straight or extension ladder. 
 
10.28 Do not overreach beyond the siderails of the ladder or scaffold. Move the ladder or scaffold as the work 

progresses. 
 
10.29 Never attempt to move a ladder or scaffold when someone is on it. 
 
10.30 When using a stepladder, the legs shall be completely opened and the spreaders locked. 
 
10.31 Stepladder legs shall be firmly placed and at the same level. 
 
10.32  Hook ladders shall contain no continuous metal parts. 
 
10.33 Hook ladders shall be secured to prevent displacement, and guyed as necessary. 
 
10.34 Employees working on hook ladders shall be attached to the ladder by a safety strap. 
 
10.35 Whenever a scaffold is needed, if possible, use a metal sectional scaffold. 
 
10.36 Railings must be installed on all open sides of scaffolds erected ten feet or more above the ground. 
 
10.37 All scaffold casters shall be locked in place to prevent movement. 
 
10.38 Unstable objects such as barrels boxes, loose bricks or concrete blocks shall not be used to support scaffolds. 
 
10.39 Employees shall not work on scaffolds, which are covered with ice or snow unless all ice or snow is removed and 

the planking is sanded to prevent slipping. 
 
10.40 Never use a ladder as a scaffold plank. 
 
10.41 Always tie the fall lines to the scaffold itself and never use one of less than 3/4 inch diameter to polypropylene or 

equivalent. 
 
10.42 Always keep the number of tools and objects on the scaffold to a minimum.  Remove everything when leaving the 

scaffold at the end of the work period. 
 
10.43 When working over areas of considerable traffic, in addition to signs and/or flagmen, a canvas or other form of 

protection should be suspended beneath the scaffold to catch falling objects. 
 
10.44 Scaffold planks shall overlap the hangers by no less than 12 inches and no more than 18 inches. 
 
 
10.45 A bar strip or other device shall be permanently attached to the platform outside the hanger to prevent the planks 

from slipping off the hanger. 
 
10.46 Scaffold grade planks shall be used, and shall be no smaller than two inches by ten inches.  The maximum span 

shall be not more than ten feet. (For unusual conditions, refer to Federal Regulations.) 
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10.47 The control for electric operated scaffolds shall always be attended when the scaffold is in use. 
 
10.48 There shall be a reliable means of communication between the employees on the scaffold and the control 

operator. 
 
10.49 Load lines shall be secured by using threaded clevis or approved clamps. 
 
10.50     The base of all ladders shall be secured by being tied down or supported at the base. 
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 SECTION 11 - LOCK OUT/TAG OUT 
 
 
11.01 The lock out/tag out standard applies to general industry employment and covers the servicing and maintenance 

of machines and equipment in which the unexpected startup or the release or stored energy could cause injury to 
employees. 

 
11.02 Use the locks when machines and equipment can be locked. 
 
11.03 Ensure that new machines and equipment or overhauled equipment can accommodate locks. 
 
11.04 Additional means must be used to ensure safety when tags rather than locks are used by using an effective tag out 

program. 
 
11.05 Identify and use specific procedures for the control of hazardous energy: 
 

(a) Prepare for shutdown 
(b) Shutdown 
(c) Equipment isolation 
(d) Lock out/tag out application 
(e) Release of stored energy 
(f) Verification of isolation 

 
11.06 Institute procedures for release of lock out/tag out including machine inspection, notification and safe positioning 

of employees and removal of the lock out/tag out device. 
 
11.07 Obtain standardized locks and tags, which indicate the identity of the employee using them. They should be of 

sufficient quality and durability to ensure their effectiveness. 
 
11.08 Supervisors are responsible to provide training for employees in the specific energy or process control procedures 

with training reminder as part of the annual inspections of the control procedures. 
 
11.09 Adopt procedures to ensure safety when: 
 

(a) Equipment must be tested during servicing 
(b) Outside contractors are working at the site 
(c) A multiple lock out is needed for a crew servicing equipment 
(d) Shifts or personnel change 

 
11.10 Basic rules for using lock out or tag out system: 
 

(a) If you are in charge, think through the entire procedure. Identify all parts of any systems that need to be 
shut down. Determine what switches, equipment, and people will be involved. Carefully plan how 
restarting will take place. 

(b) Let all those who need to know that a lock out/tag out procedure is taking place. 
(c) Include electrical circuits, hydraulic and pneumatic systems, spring energy, and gravity systems. 
(d) Disconnect electricity. Block movable parts. Release or block spring energy. Drain or bleed hydraulic 

and pneumatic lines. Lower suspended parts to rest position. 
(e) Label locks with the employees' name and department when in use. 
(f) Tags should explain the reason for the lock out, employees' name, where he/she can be reached and the 

date and time of tagging. Tag machine controls, pressure liens, starter switches, and suspended parts. 
(g) Conduct a personal re-check of all steps above. Push start buttons, test circuits, and operate valves to test 

the system. 
 



 
 18

 SECTION 12 - MACHINE GUARDS
 
 
 
12.01 All exposed gears, pulleys and various moving parts on machinery shall be guarded. 
 
12.02 Machine guards should be inspected periodically by the operator for looseness or wear.  
 
12.03 If possible, machine guards should be painted a safety yellow color. 
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SECTION 13 - WELDING AND CUTTING 
 
 
 A.  GENERAL PRECAUTIONS 
 
13.01 The primary hazards during welding are electric shock, burns, radiant energy, toxic fumes, fires, explosions, and 

arc "Flash". The following precautions shall be taken: 
 

(a) Electric Shock - All welder frames shall be grounded. 
(b) Burns - Proper clothing shall be worn. 
(c) Radiant Energy - Proper clothing shall be worn. 
(d) Toxic Fumes - Provide adequate ventilation or use a respirator where necessary. 
(e) Fires and Explosions - Fire fighting equipment shall be located in the immediate area of all welding and 
cutting operations. 
(f) Arc "Flash" - Erect proper screens. 

 
13.02  Welding equipment shall not be operated by employees unless trained in safe welding practices. 
 
13.03  Except in an emergency, no one shall adjust or tamper with the controls of a welder's equipment without 

permission of the welder and then only to turn off welder - due to a welder being injured. 
 
13.04  In all arc welding and cutting operations, the welder shall be responsible for erecting non-combustible or 

flameproof screens, which will protect employees and other persons in the vicinity from the direct rays of the arc. 
 
13.05  Adequate ventilation shall be provided for all welding positions. 
 
13.06  An attendant shall be stationed outside when welding or cutting in confined spaces. NOTE: Prior to entering a 

confined space all procedures and precautions must be followed- see Confined Space Section of this manual for 
guidance. A line will be attached to the welder for assistance in rescuing him. The attendant shall understand how 
to shut off the cylinder valve, if necessary. 

 
13.07 When working in confined spaces, the cylinder shall be kept on the outside. Keep the torch outside when not in 

use. 
 
13.08 Before welding unfamiliar metals or using unfamiliar welding rods, investigate if hazardous fumes may be 

created. All precautions shall be taken to protect yourself and others in the area. 
 
13.09  Welding, soldering, or flame cutting shall not be performed in or on drums, barrels, tanks or containers that have 

held a flammable substance   
 
13.10  Work shall never be supported on tanks, oil barrels or containers of flammable material. 
 
13.11  When working aloft, precautions shall be taken to prevent injury to others due to falling hot particles.  Barricades 

or watchman shall be used. 
 
 
13.12 When necessary to weld in proximity to high voltage circuits (600 volts or above), solid protective barriers or 

other means shall be provided to prevent the ionized air or metallic vapor produced by welding from causing a 
flashover of the circuit. 

 
13.13 Hot material should be cooled or it shall be plainly marked before leaving it unguarded. 
 
13.14  When electric welding is being done from suspended scaffolds, spiders or boatswain chairs (a chair on ropes), 

supported by metal cables, the cables shall be insulated from ground by use of a strain insulator. 
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 B.  CLOTHING AND PERSONAL PROTECTIVE EQUIPMENT 
 
13.15  Low cut shoes and trousers with cuffs should not be worn. 
 
13.16  Clothing around the neck and wrists should be fastened at all times. 
 
13.17  Fire resistant gauntlets, aprons or jackets shall be worn, also leg chaps shall be worn when apron does not cover 

legs. 
 
13.18  All personnel in the vicinity of electric arc welding shall keep all exposed skin covered to prevent a reaction 

similar to sunburn from ultraviolet radiation. 
 
13.19  Proper helmets, hand shields or goggles with properly tinted glasses shall be worn to prevent eye injury. Not only 

the operator, but all helpers shall be so equipped.  
 
 C. HANDLING OF CYLINDERS 
 
13.20 Cylinders shall be legibly marked to identify contents. 
 
13.21  Great care must be exercised in handling all high-pressure cylinders, even when empty. Do not jar or drop them 

as careless handling can result in a very serious injury, accident or death. 
13.22  When possible cylinders shall be stored outdoors away from heat and out of the direct rays of the sun. They shall 

be stored with the caps in place in an upright position and secured by chain so they cannot fall. This applies to all 
gas cylinders regardless of type or gas. 

 
13.23  When storing oxygen and acetylene cylinders, they shall be placed in a well-ventilated area and shall be separated 

by at least 20 ft. or by a fire resistant wall. 
 
13.24  Cylinders shall not be placed or stored where sparks from welding or cutting operations can reach them. 
 
13.25  Cylinders shall be transported and used in an upright position. Carts with provisions to hold them securely in this 

position shall be used. 
 
 
13.26  Unless cylinders are carried in a special truck or cart, regulators shall be removed and caps in place before 

moving cylinders. Cylinders shall never be carried by valves or caps. 
 
13.27  If a cylinder leaks, it should be placed outdoors in good ventilation and the valve opened slightly to permit the gas 

to escape slowly. Warning signs or watchmen shall be used to warn others of this condition so that there will be 
no chance of accidental ignition. 

 
13.28  Wrenches and tools other than those approved by the manufacturer shall not be used. Never use a wrench on a 

valve wheel to open or close a valve. Acetylene valves shall never be open more than 1 1/4 turn, preferably 3/4 
turn. 

 
13.29  Never attempt to repair defective cylinders or valves. Return them to the supplier for repairs. 
 
13.30  To remove ice from the outlet valve of a cylinder, use warm water. BOILING WATER OR A FLAME SHALL 

NEVER BE USED. 
 
13.31  Tools or other material shall never be piled on top of cylinders. This might interfere with the safety plug or 

operation of valves in an emergency. 
 
13.32  A pressure regulator shall be used when withdrawing as for use at a pressure lower than cylinder pressure. 
 
13.33  SERIOUS EXPLOSIVE REACTION CAN OCCUR IF OXYGEN CYLINDER, HOSE, VALVE, ETC., COME 

IN CONTACT WITH OIL OR GREASE. This equipment shall never be handled with oily or greasy hands or 
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clothing and oil or grease shall never be applied to such equipment under any circumstances. 
 
13.34  While acetylene cylinders are in use, the valve key wrench shall be left in place on the valve spindle so the valve 

can be closed promptly, if necessary. 
 
13.35 Employees shall not attempt to transfer acetylene from one cylinder to another or mix gases in a cylinder. 
 
 
 D.  HOSE AND REGULATORS 
 
13.36  Examine hose and regulator before use. Equipment in need of repair shall not be used. It shall be tagged, repaired 

and/or replaced immediately. 
 
13.37  Hose shall be protected from damage. Avoid sharp corners, dragging over rough surfaces and contact with flame, 

sparks, hot slag or other hot materials. 
 
13.38 Use the proper hose for the job. GREEN hose with right-hand thread for oxygen, RED hose with left-hand thread 

for acetylene. 
 
13.39 Defective hose shall not be repaired by taping or other temporary measures. Make permanent repairs by using 

connections similar to those originally furnished by the supplier. 
13.40  Open cylinder valve slowly after first making sure the regulating valve is turned to the extreme left or low-

pressure position. Do not stand in front of the gauges on the regulator when opening the valve. Sudden pressure 
may damage the gauge and blow out the glass. 

 
13.41  Metal clad hose shall not be used. 
 
13.42  After cylinders have been placed as required by Rule 13.24 the length of the hose on a job should be kept to a 

minimum. Be sure it is not kinked. 
 
13.43  Regulators shall be handled with care. Do not drop or hammer them. 
 
13.44  A leaky or creeping regulator shall not be used. Return it to the manufacturer for repairs. 
 
  
 
 E. GAS WELDING AND CUTTING 
 
13.45  A clear space shall be kept between the work and the cylinders so that the cylinders can be reached quickly, if 

necessary. 
 
13.46  Torches shall be lit with a friction lighter, never with matches. Never relight torch from hot work. 
 
13.47  Flashback arresters shall be installed between the hose and regulator to prevent flashbacks. 
 
13.48  When lighting torch, the acetylene or fuel gas valve shall be opened first and the gas ignited while the oxygen 

valve is still closed. Do not permit unburned acetylene gas or fuel gas to accumulate, especially in confined 
spaces. 

 
13.49  When extinguishing torch, the oxygen valve shall be closed first and then the acetylene or fuel gas valve. 
 
13.50  When completing job or leaving it for more than a few minutes, extinguish the torch. Then proceed as follows: 
 

(a) Close both cylinder valves. 
(b) Open the acetylene or fuel gas valve on torch for 10 to 15 seconds to bleed the pressure from the fuel 

side of the equipment. Be sure the gas does not escape into a confined space. Then close the valve. 
(c) Open the oxygen valve on the torch for 10 to 15 seconds to bleed the pressure from the oxygen side of 



 
 22

the equipment. Close the valve. 
(d) Turn both regulator valves to the extreme left or low-pressure position. 

 
13.51 If necessary to change torches, the gases shall be shut off by closing both cylinder valves, never crimping the 

hoses. 
 
13.52  When gas pressure becomes so low as to be unable to maintain adequate delivery pressure, work shall be stopped 

at once and the cylinders replaced. 
 
 F. ELECTRIC WELDING 
 
13.53  The frame of the welding outfit shall be effectively grounded before using. 
 
13.54  Pipes containing flammable gases or conduits carrying electrical cables shall not be used for completing a work 

lead circuit or for grounding the frame of the welding machine. 
 
13.55  All electrical and ground connections shall be checked to be certain they are secure. 
 
13.56  When working in damp or wet locations or when sweaty or wet, welders should take precautions to keep their 

bodies insulated from the work, the electrode and the exposed metal of the electrode holder. They should use 
well-insulated electrode holders and cables and should have dry protective coverings on their hands and bodies. 
They should never permit the electrode or the exposed metal of the electrode holder to touch either their bare skin 
or any wet coverings on their bodies. 

13.57  Check the insulation of the electrode holder. If it looks questionable, replace it. 
 
13.58  Welding cables shall be kept dry and free of grease and oil. 
 
13.59  Cables shall be located where they cannot be damaged or be a hazard. 
 
13.60  When the operator leaves the job, the welding machine shall be shut down and then disconnected from the source 

of power by opening the power supply safety switch or air circuit breaker or by removing the motor cable plug 
from the power receptacle. 

 
13.61 When welding machines are located in a group or remote from the work, each welder should provide a positive 

method of identifying their machine. 
 

 
 

G.  FIRE PREVENTION 
 
13.62  The welding area shall be kept free of combustible material.  
 
13.63  Proper fire protective equipment shall be available where it can be reached easily. 
 
13.64  Where there is a possibility of starting a smoldering fire, a watchman shall be provided until all danger has passed. 
 
13.65  Tarpaulins used for protection from welding operations shall be fire resistant and not oily. 
 



 
 23

 SECTION 14 - CONFINED SPACE ENTRY  
 
 
 
14.01 A confined space is defined as any enclosed or semi-enclosed space that has limited openings for entry and exit 

that is not intended for continuous employee occupancy and does not have sufficient natural or mechanical 
ventilation to prevent build-up of toxic or flammable contaminants or oxygen deficiency.  These spaces include, 
but are not limited to, storage tanks, ventilation or exhaust ducts, under ground vaults, tunnels, pipelines, 
manholes, and open top spaces more than four feet in depth such as pits, tubs, vaults and vessels. It is the 
atmospheric hazards and lack of ventilation that makes confined spaces so deadly. 

 
14.02  Special tools required for work in confined spaces include; harnesses and retrieval equipment, proper test devices 

for oxygen, combustible gas, hydrogen sulfide, and carbon monoxide; ventilators and/or air movers; proper 
breathing apparatus if required; emergency rescue equipment; work area protection devices; fire fighting 
equipment; ladder and/or ladder extension and tools for removing manhole lids, gratings or tank covers. 

 
 A. PRE-ENTRY PROCEDURES 
 
14.03 WORK AREA PROTECTION - At the work area provide necessary safety provisions for traffic control and 

protection of employees and public. 
 
14.04  CONFINED SPACE ENTRY PERMIT- Post a Confined Space Entry Permit at the entrance to a confined space 

which lists vital entry and emergency information and documentation including the Atmospheric Monitoring Log 
- see Sec. 14.08. A copy of the Confined Space Entry Permit is attached to this Section of the Safety Manual. 

 
CAUTION:

 
CONFINED SPACES SHALL NOT BE ENTERED UNTIL ACCEPTABLE SAFE GAS LEVELS HAVE BEEN 
PROVEN SATISFACTORY BY TEST OR PROPER BREATHING APPARATUS IS USED AND THERE IS 
NO DANGER OF AN EXPLOSION. NO UNAUTHORIZED ENTRY ALLOWED 

 
14.05 OXYGEN (O2) TEST - Lower the probe into the confined space for an atmosphere oxygen content check at 

various levels--top, mid-point, and near bottom. The acceptable level range of oxygen is 19.5% to 23.5%.  
 
14.06 COMBUSTIBLE GAS TEST - A blowtorch or open flame shall not be used near the entrance to a confined space 

until the area has been tested for combustible gas. Prior to removing the cover or grating, check area at the 
entrance for combustible gas. After removal of the cover or grating, lower the probe into the confined space for a 
combustible gas reading at various levels--top, mid-point, and near bottom. The maximum acceptable level of 
combustible gas is 10% of the Lower Explosive Limit (L.E.L.). Combustible gas tests are required except where it 
is known that combustible gases are not present, e.g. water tanks.  

 
14.07 CARBON MONOXIDE (CO) TEST - Using a proper CO sampling instrument, take an air sample.  Carbon 

monoxide has a permissible exposure limit of 35 PPM. This test should only be necessary where CO can be 
suspected by nature of the work being performed or the work location. 

 
14.08 HYDROGEN SULFIDE (H2S) TEST - A gas detectable in very low concentration as a rotten egg odor. As the 

odor persists and/or concentration increases a person becomes desensitized (immune). Therefore, caution must be 
used as to smell desensitization. H2S is toxic with a Permissible Exposure Limit (PEL) of 10 ppm and Short Term 
Limit of 15 ppm. 

 
14.09  ATMOSPHERIC MONITORING LOG & EQUIPMENT REQUIRED DOCUMENTATION - Record all checks 

of 02, CO and combustible gas readings on the Atmospheric log. A copy of the Atmospheric Monitoring and 
Equipment Required Log is attached to this Section of the Safety Manual. 

 
14.10  ACCEPTABLE READINGS (INITIAL) - If readings are within the stated limits, entry to the confined space can 

be made. 
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14.11 UNACCEPTABLE READINGS - If the initial test or any periodic test shows that contaminants exist at or above 
stated limits or if 02 is below 19.5%, ventilate until acceptable readings are obtained. 

 
(a) If combustible gas readings continue to be unacceptable, contact the proper authorities, i.e. Gas 

Company and Fire Company, and report conditions to them and your immediate supervisor. 
     (b) If contaminants were diluted successfully, continue ventilating as long as confined space is occupied. 
 
14.12 EMERGENCY RESCUE EQUIPMENT - Place proper retrieval rescue equipment near the entrance of a confined 

space. Check the equipment for easy use in case of an emergency. 
 
 B.  ENTRY PROCEDURE 
 
14.13  TRAINED PERSON - Before entering a confined or limited access area, a safety line and the "buddy system" 

must be used. The buddy system is a qualified person at the entrance to a confined space for duration of job. This 
person shall be trained in First Aid techniques, instrumentation, entry procedures, and emergency rescue 
procedures. 

 
14.14  ENTRANCES - Open all necessary entrances to confined space that will provide convenient egress and good 

ventilation.  Make sure entrances remain unobstructed for duration of the job. 
 
14.15  LIFE LINES - Life lines shall be secured to workers entering confined spaces at all times. 
 
14.16  LADDERS - Provide a proper length ladder or ladder extension. 
 
14.17  POCKET TEST - After pre-entry tests are made, enter confined space and test areas where potential combustible 

gas pockets may exist. 
 
14.18  VENTILATION - No entry shall be permitted without proper breathing apparatus unless forced ventilation is 

provided or the atmosphere is found to be safe by testing for oxygen deficiency, carbon monoxide, hydrogen 
sulfide and the presence of combustible gas. Where unsafe conditions are detected by testing or other means, the 
work area shall be ventilated and made safe before entry. 

 
14.19  BREATHING APPARATUS - Proper breathing apparatus shall be used to enter confined spaces containing toxic 

substances above allowable limits or where a deficient oxygen atmosphere exists. 
 
14.20  MONITORING - C0, 02, H2S and combustible gas tests shall be made continuously prior to entering, while in 

the confined space and before re-entry after vacating the confined space for a lunch break or after temporarily 
closing the confined space. 

 
14.21  RECORDING - Use confined space entry log to record all O2, and combustible gas readings. 

 
14.22  SAFETY CHECKS - Before proceeding with work in a confined space, make a visual safety check of the area for 

possible hazards, i.e.; NOTE: Always report any abnormal conditions. 
 

(a) Slippery conditions of walking surfaces. 
(b) Leaks in valves service piping or energized equipment and splices. 
(c) Possible overhead hazards. 
(d) Deteriorated structure of tank vault or manhole. 
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 C.  EMERGENCY RESCUE PROCEDURES 
 
14.23  RESCUE PROCEDURES - In event of an emergency, the trained person stationed at the entrance to a confined 

space shall: 
 

1. SUMMON HELP. 
 

(a) Utilize other employees available on job site. 
(b) If no other employees are available: 

(1) Use 2-way radio to call 911 
(2) Seek assistance from public through use of the 2-way radio or calling for help. 
(3) Attempt to remove the injured worker utilizing their lifeline. 
(4) Wait for assistance to arrive before entering the confined space themselves. 

 
2. Once assistance is available, the trained person shall: 

 
(a) Before entering a confined space, affix and adjust breathing apparatus to himself. 
(b) Secure one end of lifeline to himself and the other end to an immobile object outside the area. 
(c) Enter confined space carefully and survey the situation. 
(d) Assure the injured is clear of energized facilities or any other objects which may present a 

hazard before attempting to move him/her to a location near opening of the confined space. 
(e) Attach the wrist harnesses and/or lifeline to the injured. 
(f) Remove the injured from the confined space. 
(g) Administer First Aid as required. 

 
14.24  MAINTENANCE OF EMERGENCY RESCUE EQUIPMENT - 
     

1. Immediately after breathing apparatus is used: 
 

(a) Breathing air tanks shall be refilled. 
(b) Facemasks must be cleaned and sanitized. 

 
2. The department supervisor or designee must inspect after each use and monthly inspect all equipment 

including but not limited to: tanks, lifelines and wrist harnesses for abrasions, dry rot or other damage. 
Inspection logs must be completed and kept with equipment. NOTE: Only SCBA Care & Inspection 
information and SCBA Log are attached to this section. 

 
3. Once tanks are refilled and masks sanitized, all rescue equipment must be replaced in their carrying 

case. 
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 SECTION 15 - SHORING/TRENCHING 
 
 
 
15.01 Brace or shore all excavations over five (5) feet deep and keep loose materials and storage piles at least three (3) 

feet back from the trench. 
 
15.02 Excavations of four (4) feet or more must have a ladder at each site for matters of egress. 
 
15.03 When working in a trench, try to keep at least twelve (12) feet from the excavating equipment to avoid injury. 
 
15.04 Before entering an open trench, make sure that there is adequate space to operate all installation equipment. 
 
15.05 When working in a trench with power equipment overhead, maintain contact with the equipment operator at all 

times and keep ladders on site at all times. 
 
15.06 Stay clear of pipes, equipment or other material being lowered into the trench. 
 
15.07 At night, close up as much of the trench as possible, set lighted barricades to protect the opening and make sure 

all traffic warnings are posted. 
 
 
   SECTION 16 – WORKING AROUND ENERGIZED LINES 
 
 
16.01  Survey your job site to find overhead power lines, poles and guy wires 
 
16.02  Assume all overhead lines are energized and potentially dangerous, including service drops that run from the 

poles to buildings.  
 
16.03  Make sure everyone on the job is aware of the existence and location of the lines. 
 
16.04  Clearly mark boundaries to keep workers and equipment a safe distance from overhead lines.  Federal law 

requires at least 10 feet of clearance from energized lines. 
 
16.05  When doing tree work, no work shall take place on trees entangled by electric wires until PECO confirms that it 

has de-energized the wires and it is safe to proceed with the tree/branch removal. 
 
16.06 All personal protective equipment including but not limited to body harness fall protection will be worn by 

personnel operating an aerial truck. 
 
16.07 Rubber insulating protective equipment will be used on energized wire. 
 
16.08 If equipment contacts a power line, move the equipment away from the line, if you can do so safely; warn others 

to stay away; stay on the equipment until PECO workers say it’s safe to get off. If fire or other dangers forces you 
off, jump clear without touching the ground and equipment at the same time.  Shuffle or hop away. 

 
SECTION 17 - POWER EQUIPMENT 

 
 

A. GROUNDS MAINTENANCE 
 

17.01 All power equipment is to be turned off when not in use and prior to performing any maintenance work. 
 
17.02 Drain all gas & oil out of power equipment prior to storing during non-usage months. 
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17.03 When operating a power mower or other ground maintenance equipment, the operator must remove rocks, wire  
              and other debris from the area 
 
17.04 Avoid placing your body in front of or directing the opening of a running piece of equipment towards another 

person. 
 
 B.  LAWNMOWERS 
 
17.05  Steel tip safety shoes (no sneakers) and proper clothing shall always be worn when operating any power lawn 

mowing equipment. 
 
17.06  All safety guards shall be in place and operating properly whenever using any power lawn mowing equipment. 
 
17.07  When using a tractor/mower the mower blades shall be disengaged before disembarking. 
 
17.08  All refueling of mowers shall be done outside.  Proper spouts or funnel devices shall be used when adding fuel. 

NEVER add fuel to a mower with a hot or running engine.  
 
17.09  When mowing steep inclines with a walk-behind pushmower mow across the incline. Never up and down. 
 
17.10  Before storing any power equipment check for fuel leaks, clean equipment from grass and other residues, and 

check air in tires. All maintenance should be done to see that equipment is running properly. 
 
17.11 Before a tractor/mower is transported the power take-off (PTO) must be disengaged.   
 
 
 C.  GRASS STRING TRIMMERS 
 
17.12  Steel tip safety shoes (no sneakers), proper clothing and eye protection shall always be worn when operating a 

power grass string trimmers either gas or electric. 
 
17.13  All safety guards shall be in place and operating properly whenever using a grass string trimmer. 
 
17.14  All refueling of gasoline grass string trimmers shall be done outside. Proper spouts or funnel devices shall be used 

when adding fuel. 
 
 
 D.   CHAINSAWS 
 
17.16  Steel tip safety shoes (no sneakers), proper clothing, safety chaps, gloves, eye protection and ear protection shall 

be worn at all times when operating a chain saw. 
 
17.17  All safety guards shall be in place and operating properly whenever using a chainsaw. 
 
17.18  All refueling of chainsaws shall be done outside. Proper spouts or funnel devices shall be used when adding fuel. 
 
17.19  Clean the chainsaw of accumulated wood chips frequently. 
 
17.20  Always shut the saw off or set the chain brake before setting the saw down. Never set a hot chain saw on dry 

leaves or grass.  
 
17.21 Periodically check chainsaw tension. 
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 E.  JACKHAMMERS 
 
17.22  Steel tip safety shoes (no sneakers), proper clothing, gloves, full-face protection or goggles and ear protection 

shall be worn at all times.  
 
17.23  All safety guards shall be in place and operating properly whenever using a jackhammer. 
 
17.24  All persons not involved in the jackhammering operation shall be at least fifteen feet away from the jackhammer 

operator. 
 
17.25 When the air compressor is unhooked from the tow vehicle, the wheels shall be properly chocked. 
 
17.26 All compressor hoses to the jackhammer must be wired to the compressor and jackhammer. 
 

F.  SNOWBLOWERS 
 

17.27 Steel tip safety shoes/boots (no sneakers) and appropriate winter clothing shall always be worn when operating 
any snowblower. 

 
17.28 Follow all manufacturer safety rules when operating a snowblower. 
 
 

G. HAND & PORTABLE POWER TOOLS 
 
17.29 Use the proper tool for the job at hand. 
 
17.30 All hand and powered tools shall be inspected before use to ensure general serviceability and the presence of all 

safety devices. 
 
17.31 Hand and powered tools shall be used only within their capabilities and operated in accordance with the 

instructions of the manufacturer. 
 
17.32 Never point a tool at another person. 
 
17.33 Electric tools should not be used where there is a hazard of flammable vapors, gas, or dust. 
 
17.34 Full cover goggles and/or face shields must be worn when engaged in the following activities: 
 

(a) drilling or chipping stone, concrete, brick or metal 
(b) flame or electric welding, burning or cutting 
(c) power grinding, buffing or wire brushing 
(d) drilling overhead 

 
17.35 Tools to be raised or lowered should be placed in a tool bucket or firmly attached to hand lines. 
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 SECTION 18 - CHEMICAL HANDLING
 
 
 
 A. CHEMICAL HANDLING PROTECTION 
 
18.01 Employees are encouraged to use every precaution necessary when handling chemical substances. This includes 

reviewing the Material Safety Data Sheets (MSDS) before handling any chemical material.  MSDS information is 
available from the manufacturer and is forwarded to the Municipality when purchases of chemicals are made - 
this is especially necessary when a new chemical is purchased. A copy of each MSDS must be forwarded to the 
Safety Chairperson to be included in the Master MSDS file located in the Administrative Office.  

 
The MSDS's are located in each department/division. When an employee cannot locate a specific MSDS, a 
request to locate the MSDS should be made to his/her immediate supervisor. The supervisor will locate and 
forward the MSDS - per the Right To Know Regulations.  

  
  
 
 B.  CHEMICAL SOLUTIONS 
 
18.02  When working with dry chemicals that are to be mixed into a solution or added to a chemical feeder (such as soda 

ash, diatomaceous earth, alum, carbon, lime, etc.) eye protection shall be worn. 
 
18.03 When working with any acid solutions eye protection shall be worn along with gloves and body protection as 

necessary. 
 
18.0  All chemicals shall be stored in accordance with the manufacturer recommendations and guidelines. 
 
 
  
 
. 
 
 SECTION 19 - BIOHAZARDS
 
 
 
19.01 When working around wastewater biohazard employees should use universal precautions (to treat body fluids and 

materials as if infected). To prevent any exposure to any infectious material work practices and protective 
clothing and equipment is mandatory.  

 
19.02 The prime causes of disease transmission are ingestion, inhalation, and invasion (abrasions and cuts). 
 
19.03 Occupational risk or perceived risk can be greatly reduced with the use of proper hygiene measures. These 

measures include hand washing, gloves, protective clothing, goggles, and respirators. 
 
19.04 Always wear protective gloves, goggles or faceshields and clothing when performing duties where exposure is 

likely to minimize contact with raw sewage, treated effluent, sludge and resulting biosolids. 
 
19.05 When exposure occurs, thoroughly wash with a detergent or antibacterial soap and get proper medical attention 

per existing Upper Dublin Township Hepatitis B Vaccine (HBV) Post-Exposure Procedure #60.45.1 located in 
the  Policy & Procedure Manual. 

 
19.06 Always thoroughly, wash hands with a detergent or antibacterial soap prior to eating, smoking, rubbing eyes, etc. 
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SECTION 20 - WORK AREA PROTECTION
 
 
20.01 Whenever a work area is established within a street right-of-way the procedures outlined in this section for safety 

and traffic control shall be followed. 
 
20.02  Whenever the work area is within the right-of-way of a state-controlled highway, it is necessary to obtain a 

highway occupancy permit from the local office of PENNDOT. 
 
20.03  All traffic control devices used shall conform to the applicable requirements as prescribed by the Pennsylvania 

Department of Transportation Publication 203M, Work Zone Traffic Control, latest edition. 
 
20.04  All required traffic control devices shall be installed prior to the start of work and they shall be properly 

maintained during the time they are in place. 
 
20.05  Vegetation, construction material, equipment, spoil, snow or other objects shall not be permitted to obscure the 

view of any applicable traffic control device. Work zone traffic control devices shall not obstruct the view of any 
existing applicable traffic control device. 

 
20.06  Positioning of signs: 
 

(1) Signs shall be placed in positions where they will effectively convey their messages. Therefore, their 
placement must be accommodated to highway design and alignment. Signs must also be placed so that 
drivers will have adequate time for response. 

 
(2) Signs shall be mounted at approximately right angles to and facing the traffic they are meant to serve. 

 
(3) Work zone signs shall be positioned so they do not seriously obstruct sight distance from intersecting 

roadways and driveways. They shall also be positioned so they do not obstruct the view of any existing, 
applicable sign or traffic control device. 

 
(4) Work zone signs shall be located so they are not obstructed by any existing sign or other traffic control 

device. 
        

(5) Work zone sign installations should be spaced an adequate distance away from each other and away 
from existing sign installations so that drivers will be able to read and respond to each sign. 

 
(6) In order to improve their visibility, work zone signs should generally be located in advance of horizontal 

and crest vertical curves instead of after such curves. 
 

(7) Existing signs, including work zone signs, that are conflicting, inappropriate, or not applicable to 
existing conditions shall be removed, covered, folded or turned so that they are not readable by 
oncoming traffic.  When signs are covered, they shall be completely covered with a material that will 
prevent the sign from being read during all conditions of light and weather. Normally, a single layer of 
burlap should not be used to cover a sign since the reflectivity of the sign and message can usually be 
seen through the single burlap cover at night. Any warning lights that are installed with signs should be 
removed or made inoperative during those periods when the signs are removed, covered, folded or 
turned. 

 
(8) As a general rule, signs shall be located on the right-hand side of the roadway. On divided highways and 

one-way highways where it is physically possible, signs should also be placed on the left-hand side of 
the roadway. 

 
(9) PennDot guidelines for the height and lateral clearance of work zone signs shall be followed. 
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20.07  CHANNELIZING DEVICES - The functions of channelizing devices are to warn and alert drivers of potential 

hazards created by construction, maintenance or utility activities in or near the traveled way and to guide and 
direct drivers safely past the potential hazards. Devices used for channelization should provide a smooth and 
gradual transition in moving traffic from one land to another onto a bypass or detour or in reducing the width of 
the traveled way. They should be constructed so as not to inflict any undue damage to a vehicle that inadvertently 
strikes them. 

 
20.08  APPLICATION OF CHANNELIZING DEVICES - 
 

(1) Appropriate advance warning signs shall always be used in advance of channelizing devices. 
 
 

(2) All channelizing devices being used to form a particular taper or a particular longitudinal line of devices 
should be of the same type. For example, cones, drums, barricades and vertical panels should not be 
intermixed within the same taper. However, the type of device being used in a taper may differ from the 
type of device being used in a longitudinal section. 

 
(3) Where a reduction in lanes or lane width is involved, the length of taper provided for transitions is 

usually the single most important element affecting traffic flow and safety. An inadequate taper will 
almost always produce undesirable traffic operations. 

 
(4) Follow PennDot minimum desirable taper lengths for typical speeds and widths of offset.  

 
(5) The PennDot minimum desirable taper length applies to roadway conditions of relatively flat grades and 

straight alignment. Adjustments may become necessary to provide adequate sight distance on the 
approach to channelization. For example, the beginning of the taper should generally be located in 
advance of horizontal and crest vertical curves instead of after such curves. Similarly, the proximity of 
interchange ramps, crossroads and other features may dictate the need for adjustments. In general, better 
traffic operations will result when the length of taper is increased. 

 
(6) The real test concerning adequate length of taper is the operation of vehicles through the transition. It 

should be long enough so that drivers of vehicles approaching side by side have sufficient length in 
which to adjust their respective speeds and merge into a single lane before the end of the transition. A 
brief period of observing driver performance will generally provide some clear indications of the 
adequacy of the taper lengths. For example, if severe brake applications are observed, an increased taper 
length is required. 

 
20.09  Control of Work Zones: 
 

(1) When it is necessary to perform work within a street right-of-way, which will require longer than 30 
minutes to complete, the traffic control procedures outlined in this section shall be followed. 

 
(2) Whenever possible the street area being occupied by the job shall be completely closed to through 

traffic. This shall be accomplished by using appropriate barricades and traffic control signs. 
 

(3) Whenever it is not feasible to completely close a street where a job is being performed, work area traffic 
control and safety shall be handled by following the PennDot procedures.  

 
20.10  Reference to PennDot Regulations - Whenever a question concerning work zone traffic control arises, which is 

not covered in this section refer to PennDot Publication 203 for the appropriate guidelines. A copy of PennDot 
Publication 203 is on file in the Engineering Division of the Township.  
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UPPER DUBLIN TOWNSHIP 

SAFETY MANUAL 
ACKNOWLEDGEMENT 

 
 
 
I hereby acknowledge that I have been made aware of the Upper Dublin Township Safety Manual 
and the location of the manual in my work area and with my Supervisor.  I recognize that it is my 
responsibility to read and fully understand its contents, that I will work in a safe manner, use 
personal protective equipment and promote safety at Upper Dublin Township.  
 
 
Name (print): _____________________________________________________ 
 
Signed: _____________________________________________________  
 
Date:  _____________________________________________________ 
 
 
 
 
Department/Division  
Supervisor: _____________________________________________________ 
 
Date:  _____________________________________________________  
 

 
 
 
 
 
 
 


