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SE(TION ig STATEMENT OF POLICY

OBJECTWE The development nd implementation of a program to protect and minimize
personal injuries on the job, the safety of the general public, the environment, and to reduce work
related injuries by a measurable amount.

STATEMENT OF POLICY: It is the policy of the City of Las Vegas1o provide a healthy and
safe place of employment for all employees; to attempt to comply with all regulations as they
pertain to our Mmrici ality, which is set forth in Federal, State and Local standards, statutes and
051-IA Standard 29 CFR 1910,29 CFR 1926, 49 CFR Part 325, Parts 350399 and Departmt
of Transportation Motor Vehicle Transportation requirements and to integrate good working
safety habrts m.o every aspect ofo Mmciahty activiLy The “Muo ciay a

-

Policy refers to the City of Las Vegas and its departments. To support this policy, five basic
principals are inherent:

• A positive belief that alt persona! irjnries can be prevented.
2. An acceptance on the part of management, and a ervaors of their responsibilities to

prevert personal injuries and to create safety awareness.
3. A conviction that it is reasonably possible to safbguard. all operating exposures, whic

may result in injuries.

4. Acceptance of the fact that the prevention of personal injuries is good practice, both from
- _c

- 1’toe sandpon o eurcency cOO 01 en-y.

5. A recognition that it is necessary to train all employees to work safiny and to understand
it is to their advantage as well as the Municipality to work safely; thrther, that they have a
responsibility to do so.
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SECTION 2: SAFETY RESPONSIBILITIES & DUTIES

MANA GEMENT

RESPONSIBILITIES: Safety begins with management commitment and participation. We
will set goals, establish accountability and be involved. Management is required to abide by this
policy, as are all employees.

DUTIES:

1. Communicate safety commitment and policy.
2. Attend safety functions.
3. Review accident reports and safety activities.
4. Make needed appropriations.
5. Lead by example.
6. Provide resources, including funding adequate to support this program.

SAFETY OFFICER

RESPONSIBILITIES: The Safety Officer, designee will be responsible for the overall safety
program. Although he is assigned overall responsibility for the administration of this program,
the responsibility for a safe workplace rests with every employee, from the City Manager to the
newest hire.

GENERAL DUTIES:

1. Develop educational materials, develop and implement training programs.
2. Arrange for training of employees, supervisors, and the Safety Committee Develop

written safety rules.
3. Assure compliance with government regulations.
4. Arrange for work place inspections.
5. Review all accident investigations.
6. Analyze reports to identify accident causes.
7. Provide First Aid Kits.
8. Prepare periodic reports for management.
9. Ensure that the resources necessary to implement this program are available using

appropriations provided by management.
10. Ensure that this safety policy is communicated to all employees of the City of Las Vegas.

*Detailed duties may be reviewed in the Safety Officer’s job description.
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DEPARTMENT HEADS

5. RESPONSIBILITIES: Safety begins with the Department Heads’ commitment and
participation. They set the Department goals, establish accountability, and be involved. A
poor safety record is a department management problem. Department heads are required
to abide by and enforce the safety policy’ and programs.

6. DUTIES:

1. Communicate safety commitment and safety policy and programs.
2. Attend safety functions.
3. Assure compliance with all government regulations and the City of Las Vegas

safety programs.
4. Review accident reports and safety’ activities.
5. Help develop and enforce the written safety programs.
6. Make needed appropriations.
7. Set a good example.
8. Provide resources, including funding and time to support the safety program.
9. Support the Safety Officer.
10. Review monthly inspections
11. Ensure that first aid kits are provided and inspected monthly.

SUPER VISORS

7. RESPONSIBILITIES: Supervisors have a direct responsibility for the safety of the
working group. They’ will help build safety into the work process and be alert for safety
and health problems.

8. DUTIES:

1. Stop work if unsafe conditions exist or develop.
2. Train new employees upon hire.
3. Train employees on job assignments and identified hazards.
4. Re-train present employees on an on-going basis.
5. Attend safety functions.
6. Make informal inspections daily. Document monthly inspection using the

checklist provided in the attachment.
7. Prepare accident reports.
8. Enforce safety rules.
9. Correct unsafe acts and conditions.
10. Conduct weekly safety meetings/training sessions.
11. Investigate all accidents.
12. Attend all scheduled safety training sessions.
13. Conduct monthly inspections of first aid kits.
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EMPLO YEES

9. RESPONSIBILITIES: Workers must learn the hazards of their jobs and abide by safety
policy, programs and rules. The program requires the wholehearted support of those it
was designed to protect. Employees are expected to participate to the fullest extent in this
safety program.

10. DUTIES:

1. Do not work in unsafe conditions.
2. Report hazardous conditions or concerns.
3. Abide by safety rules.
4. Communicate safety to fellow employees.
5. Make suggestions to help improve safety.
6. Ensure personal protective equipment is maintained in good condition. If you

need equipment or safety items, contact your field supervisor.
7. Use and maintain personal protective equipment provided.
8. Attend weekly safety meetings.
9. Attend all safety training sessions.

Every employee can feel confident that identjfying unsafe (lets or conditions will not result in
any type of reprisal to them.

IMPLEMENTATION: All City of Las Vegas employees, from top management to the newest
hire are to be actively involved in the implementation of this policy. Participation of all
employees will be monitored by the Safety Officer to ensure that all involved are fully
participating in the program and each employee is doing his or her part in the implementation of
this policy.
In order for a Safety Policy to be effective, there must be a means developed for holding
employees accountable for their unsafe work habits or conditions.

RESPONSIBILITY FOR DISCIPLINARY ACTION: Disciplinary action will be the direct
responsibility of Management. All employees including managers, Department heads, and
supervisors will be held equally accountable for compliance with safety policies and regulations.

• All employees from top management to the newest hire are to be held equally accountable
for any safety infraction.

• The purpose of holding employees accountable is to help employees conform to the City of
Las Vegas policy and work safely.

• If an accident occurs and if it has been determined that the accident could have been avoided,
the means of holding employees accountable should be made more severe after each
consecutive offense.

*ANY DISICPLINARY ACTION WILL BE IN ACCORDANCCE WITH THE CITY OF LAS VEGAS’S
CURRENT PERSONNEL ORDINANCE 86-6
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SECTION 4: GENERAL SAFETY RULES

1. Follow the safe job procedures established by the municipality and/or department.

2. Wear the protective equipment required for your job, as established by the municipality
and/or department through job instruction. It is your responsibility to see that your
protective equipment is in good repair. Damaged equipment should be reported to your
supervisor immediately and replaced.

3. Report unsafe acts or unsafe conditions to your supervisor without delay.

4. Report all accidents to your supervisor immediately whether anyone is hurt or not. In
cases of injury, get first aid as soon as possible.

5. Keep all mechanical safeguards in position during operation. Put main switch in ‘off
position whenever making adjustments, when setting up jobs or when machine is to
remain idle for any length of time. Don’t allow machinery to operate unattended

6. Where required by department use only the machinery, equipment and tools you are
qualified and authorized to use. A form must be completed by supervisor for any
employee to be ‘authorized’.

7. HORSEPLAY, such as scuffling, fooling, playing practical jokes, or throwing articles at
each other will not be tolerated.

8. No employee is permitted to make repairs on any electrical device or equipment unless
authorized to do so. ELECTRICAL EQUIPMENT IS NOT TO BE TAMPERED
WITH IN ANY WAY.

9. MACHINE MASTER SWITCHES ARE TO BE TAGGED OR LOCKED OPEN
WHEN MAJOR REPAIR, OILING AND GREASING OR MAINTENANCE IS
BEING PERFORMED.

10. The covers on SWITCH BOXES AND FUSE STATIONS ARE TO BE KEPT
CLOSED AT ALL TIMES.

11. All employees are required to WALK, NOT RUN, WHILE THEY ARE WITHIN the
work areas.
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12. No employee will be permitted to remove any guard installed over the point of operation,
power transmission, or moving parts without permission from the supervisor and then
only after proper safety procedures have been followed. After use in specific instances
where the guard was removed, it must be replaced immediately.

13. Compressed air should never be used for cleaning clothes, cooling or practical jokes.
VIOLATION OF THIS RULE CAN RESULT IN SERIOUS INJURY OR DEATH.

14. No worker will be permitted to use flammable solvents in an open container.
FLAMMABLES MUST BE STORED AND HANDLED IN APPROVED SAFETY
CONTAINERS.

15. First aid will be administered only by trained personnel.

16. Riding and/or hitching rides on powerized equipment, such as, but not limited to the
following, trailers, bob cats, mowers, backhoes, dump trucks, or any other non passenger
City vehicles.

17. The use of any tools, machinery or equipment for the personal uses of any employee,
whether on Company time or not shall not be permitted.

18. Only qualified maintenance personnel, authorized by the department head, are permitted
to repair machinery and equipment.

19. Safety equipment, such as vests, safety glasses, shields, safety shoes, etc., shall be used
whenever the operation or job hazard assessment requires them unless otherwise stated in
this written Safety Policy.

20. Employees who violate these safety rules will be subject to disciplinary action.

21. ALL ACCIDENTS must be reported to your immediate supervisor. If necessary, in-
house FIRST AID, or professional medical attention will be available. In ALL cases, a
written report of injury will be completed and turned into the Safety Officer.

22. Any unsafe condition noted must be reported to your supervisor, who is responsible for
having the condition corrected prior to proceeding with the job.

23. Safety goggles and other personal protective equipment issued for your protection must
be used or worn and used in the proper manner it was designed in designated areas or
activities as instructed or covered in this Policy.

24. As an employee you are required to wear appropriate work clothing and shoes. As
described in the Personnel Ordinance 86-6 under “2-6-12.4 Dress Code”

25. Do not stand or walk under suspended loads.
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26. Use of alcohol or drugs is not permitted and those reporting for work under the influence
may be subject to appropriate disciplinary action. (See Drug Policy”)

27. Good housekeeping should be maintained at all times throughout the work area. All
spills should be cleaned up immediately.

28. Air lines, electrical cords, or any other objects that could cause a hazard need to be
moved to a safe location when not in use.

29. Only authorized items, materials, pictures, notices, etc. are to be placed on any wall,
bulletin board, etc.

30. Work benches, windowsills and other like areas are not for storage. Keep these areas free
of excess materials and litter.

31. Areas on, around, in front and over electrical controls or panels and fire extinguishers are
to be kept clear at all times. This includes emergency exits.

SAFETY COMMITTEE:

The purpose of the Safety Committee is to review safety policies and recommend modifications
as necessary to the City Manager. The committee shall meet bi-annually or as required by

management.

The Safety Committee shall be composed of the following members:
Two (2) bargaining members from LVFOP;
Two (2) bargaining members from AFSCME;
Two (2) bargaining members from JAFF;
Two (2) non bargaining members of management;
One (1) non bargaining member from legal department; and
Safety Officer

The respective Union Presidents shall make their appointments of bargaining members for the
Safety Committee.

The City Manager shall appoint the non-bargaining members of management for the Safety
Committee.

Note: The Safety Committee is composed in accordance with any and all bargaining unit
contracts.

Page 7 of 61



SECTION 5: ACCIDENT REPORTING

All workplace accidents, regardless of how incidental, will be reported by the employee to his
supervisor and to the Safety Officer immediately.

The City of Las Vegas Safety Officer will fiiiy investigate all accidents and close
calls/near misses and fill out the appropriate accident report form on the day of the
accident. Accidents will be reported as required on the first report of injury form and to
be logged on the OSHA 300 form. Supervisors will report all accidents and near misses
to the Safety Officer or department head as soon as possible.

2. The City of Las Vegas supervisors shall document accidents on an Accident/Incident
Form for all accidents which result in an injury or work related illness, or near miss, or
damage to the City of Las Vegas property. The form will describe in writing the
circumstances of the accident and the corrective action taken. The form will be
completed within 24 hours of any incident and turned into the Human Resources director
or the city clerk or their designee.

3. In the event of a serious injury (see definition below), fatality, property damage accident,
or any damaging fire, the Safety Officer will be immediately notified regardless of the
day or hour. A serious injury is defined as any injury that requires medical treatment
beyond First-Aid, (as defined by OSFIA in the standard 1904 “Recordkeeping
Guidelines for Occupational Injuries and Illnesses ‘9 any trip to the hospital or doctor’s
office, or any single incident where three or more employees are injured or
hospitalized.

4. All work relatedfatalities and catastrophes will be reported by the Safety Officer to
nearest OSHA office with in 8 hours of occurrence and/or notjfication of the incident.

5. The supervisor will complete within 5 working days, a report outlining details involving
any safety-related incident occurring on-the-job. The report will describe the
circumstances of the incident, the recommended corrective action to be taken, and the
time frame for implementation to the Safety Officer. All accidents, near misses’
investigations shall be conducted with the goal being how to prevent recurrences or
similar incidents.

6. The OSHA 300 log will be kept by the Human Resource director or his/her designee and
a copy will be maintained by the Safety Officer. The OSHA 300 log will be kept in
accordance with 29 CFR 1904. It will be kept current within 7 calendar days. The aimual
summary OSHA 300A will be verified by a City Official (e.g. City Manager, or his/her
designee) who will certify that it is true, accurate, and complete before posting it at all
departments for the required time period for all employees to see.
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7. In the event of a “loss of time” injury.

a. The injurer’s immediate supervisor shall stay in close contact with the injured
employee or family and determine if any uimecessary hardship is being
experienced, and if anything can be done by the Supervisor or Human Resources
to alleviate that hardship.

b. The Human Resources will follow the medical status of the injured via written
communication and telecommunication with the health care provider regarding
the ability to return to work and realistic restrictions. The main thing to remember
is “the injured employee is still an employee and, therefore, is not to be ignored
and written off as an unfortunate.

c. The review board will consist of the administrator, (or his/her designee),
department heads, and Safety Officer.

d. All employees will see the City of Las Vegas workers compensation provider for
minor injuries and by the appropriate provider facility for all major injuries or
illnesses. The Human Resource Department will work closely with the provider
to facilitate a rapid return to duty.
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SECTION 6: SAFETY MEETINGS AND REPORTING

The City of Las Vegas will conduct one safety training each month and document all employees
in attendance. The monthly safety meeting report will include a brief narrative of the topic(s)
discussion.

Supervisors will conduct at least weekly safety meetings and will document these brief training
sessions as to attendance and topic of the discussion. Each meeting is to be documented and
forwarded monthly to the Safety Officer. (Safety meetings are usually conducted by department
or section, not an all Municipality meeting.)

The City of Las Vegas will complete a monthly safety report. The safety report will contain but
not necessarily be limited to the minutes of the monthly safety meetings and the attendance
roster. Also, to be included will be the accident/incident reports pertaining to work performed by
the City of Las Vegas.

Identified hazards shall be reported to management by employees immediately. This should be
reported verbally as well as in writing.
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SECTION 7: OUTDOOR SAFETY

• Use caution when working outdoors in rain, snow, or wind.

• If working conditions cannot be made safe due to whether conditions, suspend work until
conditions improve.

• Be alert for slippery steps, tripping hazards, or other hazards.

• Clean up all debris and dispose of it properly.

• Keep outdoor storage area free of weeds, grass, and debris, including broken glass and
other sharp objects.

• Gasoline for gas-powered equipment must be stored in an approved safety can.

• Keep cords, tools, and equipment out of the way of pedestrian traffic.

• Be alert to poisonous snakes. spiders, and insects indigenous to the area in which you are
working.

• Be alert to wild and domestic animals in the area.

• Be alert for poison oak, poison ivy, poison sumac or other plants that may cause skin
irritation.
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SECTION 8: OFFICE SAFETY

1. Never open more than one drawer of a file cabinet at a time. THIS IS THE MOST
COMMON CAUSE OF OFFICE ACCIDENTS.

2. Do not lay electrical extension cords in areas where people walk.

3. Do not overload circuits by plugging in more electrical devices than the electrical
receptacle is designed to handle.

4. Do not place liquid containers near electrical machines. (Example: Do not sit a cup of
coffee near your calculator or computer.)

5. Lifting heavy files or boxes beyond your physical ability is prohibited. When in doubt,
get someone to help you.

6. 1-landrails must be used when using stairs.

7. Do not sit on or slide down handrails.

8. Proper lighting of your work area is of utmost importance. If the lighting is in need of
repair report it to your supervisor or the Safety Officer at once.

9. When using microwave ovens you are to follow the manufacturer’s safety
recommendations.

10. You must know the location and proper use of fire extinguishers. Should it be necessary
to discharge an extinguisher, report it to your supervisor immediately so they can get it
recharged.

11. You must know the location where evacuation plans are posted in your work area.
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SECTION II: Policy Specifics

BLOODBORNE PATHOGENS

UNIVERSAL PRECAUTIONS

To ensure that employees who may be exposed to blood and other infectious materials during
administration of first aid or otherwise are afforded the greatest protection available, the
following policy has been established:

Universal precautions shall be observed whenever an employee may be exposed to blood or
infectious materials. This means approaching all blood and other potentially infectious
materials as if infectious. Particular attention shall be given to contaminated sharp objects
that may penetrate the skin including, but not limited to, needles, broken glass, and exposed
ends of wires. Work practices and engineering controls shall be followed, including the use
of latex gloves, masks and eye protection, resuscitation bags and mouthpieces, gowns, aprons
or specialized clothing whenever appropriate.

• Contact management immediately if you are exposed to blood or infectious materials while
administering first aid, or otherwise work related.

• Contaminated items shall be discarded into red (biohazard) bags or properly labeled
containers and delivered for disposal by licensed disposal contractors.

HEPATITIS B VACCINATION

Depending on the exposure, Hepatitis B vaccinations may be recommended for employees who
have experienced an occupational exposure to blood. Employees must sign a declination form if
they choose not to be vaccinated, but they may later opt to receive the vaccine at no cost.

POST-EXPOSURE EVALUATION AND FOLLOW-UP

An accredited laboratory must conduct any tests or follow-up procedures at no cost to the
employee. Follow-up procedures will include a confidential medical evaluation documenting the
circumstances of exposure, identifying and testing the source individual, if feasible, testing the
exposed employee’s blood with the employee’s consent, post-exposure prophylaxis counseling,
and evaluation of reported illnesses. Health care professionals must be provided with specific
information to facilitate the evaluation and their recommendation Hepatitis B vaccination
following the exposure. Information such as the employee’s ability to receive the Hepatitis B
vaccine must be supplied to the employer. All diagnoses will be confidential.

RECORD KEEPING

Medical records shall be maintained for each employee with occupational exposure to blood and
other infectious materials, in accordance with 29 CFR 1910.1020 and 19 10.1030.
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WORK PRACTICES

1. Employees shall wash their hands immediately or as soon as possible after removal of
gloves or other personal protective equipment and after hand contact with blood or other
potentially infectious materials. If hand-washing facilities are not immediately available,
employees shall use antiseptic hand cleaner or towelettes and shall wash hands with soap
and water as soon as feasible.

2. All personal protective equipment shall be removed immediately upon leaving the work
area or as soon as possible if contaminated and placed in an appropriately designated area
or container for disposal.

3. Eating, drinking, smoking, applying cosmetics or lip balm. and handling contact lenses
are prohibited after exposure to blood or infectious materials, or in areas likely to be
contaminated with infectious materials.

4. All first aid procedures involving blood or other potentially infectious materials shall be
performed in such a manner as to minimize splashing, spraying, splattering or generation
of droplets.

5. Mouth pipetting/suctioning of blood or other potentially infectious materials is prohibited.

6. Equipment that may become contaminated with blood or other potentially infectious
materials shall be disposed of by a licensed contractor.

PERSONAL PROTECTIVE EQUIPMENT

When there is a potential occupational exposure to blood or infectious materials (usually
during first aid procedures), employees shall use appropriate personal protective
equipment such as: Gloves, head and foot coverings, protective glasses, face shields, or
masks, eye protection, mouthpieces, resuscitation bags, pocket masks or other ventilation
devices.

NOTE: In every case, management must be contacted before any City of Las Vegas
employee commences work where there may be an exposure to blood or infectious materials.

1. Employees must eliminate or minimize the potential for exposure to blood and infectious
materials.

2. Disposal of contaminated personal protective equipment will be provided without cost to
employees.

3. Gloves: Gloves shall be worn when it can reasonably be anticipated for the hands to have
contact with blood, other potentially infectious materials, mucous membranes, non-intact
skin and when touching or handling contaminated items or surfaces.
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4. Protective glasses, masks or chin length face shields shall be worn whenever splashes,
spray, spatter, droplets or aerosols of blood or other potentially infectious materials may be
generated and eye, nose or mouth contamination can be reasonably anticipated.

5. Other protective clothing: protective clothing such as, gowns, aprons, lab coats, jackets or
similar outer garments shall be worn in occupational exposure situations.

Note: Refer to the City of Las Vegas’ Current Bloodborne Pathogens Exposure
Control Program.

CONFINED SPACE

This program applies to all confined or enclosed spaces as described below, and shall be
reviewed, evaluated and updated annually or when the scope of work changes:

1. Confined Space
a. An area large enough to bodily enter
b. An area that has limited means of access and egress
c. An area that is not designed for continuous occupancy

Confined or enclosed spaces include but are not necessarily limited to storage tanks, vessels,
manholes, bins, boilers, ventilation or exhaust ducts, sewers. utility vaults, crawl spaces, sub-
basements, tunnels, pipe and open top spaces more than four (4) feet in depth, such as pits. tubs,
vaults vessels, and in some instances, excavations.

2. Non Permit Required Confined Space
a. An area large enough and configured in such a way that it can be bodily

entered.
b. An area with limited means of access and egress.
c. An area not designed for continuous occupancy.
d. Does not contain, or has the potential to contain any hazard capable of

causing death or serious harm, atmospheric or otherwise.
e. Confined or enclosed spaces include but are not necessarily limited to

storage tanks, vessels, manholes, bins, boilers, ventilation or exhaust
ducts, sewers, utility vaults, crawl spaces, sub-basements, tunnels, pipe
and open top spaces more than four (4) feet in depth, such as pits, tubs,
vaults vessels, and in some instances, excavations.

3. Permit Required Confined Space
Means a confined space as defined in 1-A, and either contains or has the potential to
contain any one or more of the following:

a. A hazardous atmosphere.
b. Material that has the potential to engulf an entrant.
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c. Has an internal configuration that could trap or asphyxiate an entrant.
d. Contains any other recognized serious safety or health hazard.

**No permit-required confined space will be entered by any employee of the City of Las Vegas.
If permit-required confined space entry is required, then all work will cease, until the proper
training is completed, a competent person is on site, air-monitoring is conducted, PPE is obtained
and an addendum is added to this policy.

4. Evaluation and Classification of Spaces
Spaces will be identified, evaluated, characterized and documented by the site owner, by
use of atmospheric testing, and/or required permits. All known information on any
spaces will be given to the City of Las Vegas or its subcontractors well in advance to any
confined space entry.

5. Training
The City of Las Vegas will have or be provided with documented proof of formal
confined space training prior to the commencement of confined space work for all
employees and sub-contractor personnel entering into confined spaces, or serving as a
confined space attendant, entry supervisor or as an individual monitoring the atmosphere
in the confined space.
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Drug and Alcohol

The City of Las Vegas has a responsibility to all employees to provide a safe work place and a
responsibility to the public to ensure that their safety and trust in the City of Las Vegas are
protected. The City of Las Vegas is concerned with situations where the use, possession or
distribution of drugs or alcohol affects job performance or the safety of others. Therefore, this
policy is to assure that only safe and alert employees are permitted onlin City of Las Vegas
premises, on City of Las Vegas job site locations and at any time while operating City of Las
Vegas vehicles, or using City of Las Vegas equipment. This policy establishes guidelines for
consistent handling of alcohol and drug usage situations throughout City of Las Vegas.

All employees covered by this Safety Policy are subject to the City of Las Vegas’ current
Drug and Alcohol Policy.
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Electrical Safety

• Electricity is “ground seeking” and will take every route available to ground, not
just through the most conductive material. Therefore, if electrical equipment is
not already at ground potential (“grounded’), electricity will flow through any
conductor (including the City of Las Vegas employees) that come into close
proximity or contact with the equipment.

• An electric current of 1/3 of 1 amp passing through a human body can kill in 1/3
of a second. To avoid injury or death from electric shock, you must never touch
any electrical equipment until you have positively determined that the equipment
has been isolated and grounded.

• Electrical equipment and lines will always be considered energized until they are
positively known to be isolated and grounded.

• Turn the main switch to ‘Off’ before removing and replacing power fuses.
• Do not wear watches, rings or other metallic objects which could act as conductors

of electricity around electrical circuits.
• Before leaving the job, test insulators and equipment to ensure they are free from

defects.
• Do not work near any circuit that is in service without first installing barricades

approved by your supervisor.
• Do not touch field brushes or a synchronous motor until the motor is up to

synchronous speed and the field switch is closed.
• If objects to be worked on are found to be energized, stop work immediately and

notify your Supervisor, the General Contractor or the Power Company.

• When working in the vicinity of power lines, perform work in a manner that will
prevent contact with power lines by your body, tools or equipment. Use
particular caution when working near overhead power lines.

• Observe a minimum of 10 feet of distance from your body, and tools, ladders,
etc., when working near energized electrical lines and apparatus. THIS IS THE
MINIMUM DISTANCE - MAINTAIN GREATER DISTANCES WHENEVER
PRACTICAL.

• Do not use tools, ropes, lines, or measuring tapes made of metal or other materials
that conduct electricity when working in the vicinity of energized electrical
apparatus. If these items touch or come near to energized apparatus, an electrical
circuit through the workers body may be created, resulting in serious burns or
death by electrocution.

• Never use a metal ladder near power lines or equipment.

• Always use GFCI protected outlets and cords.

• If a telephone line or other communication equipment comes in contact with
power lines:

(1) Immediately barricade the area.
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(2) Keep the public away from area.

(3) NotifSj your Supervisor and the Power Company.

QUALIFIED EMPLOYEES

The City of Las Vegas will use only qualified employees who have completed a
recognized apprenticeship program of at least four years and have four years of
applicable work experience. They may come from on the job training. Additionally, the
qualified worker must be knowledgeable about the proper use of special precautionary
techniques and PPE.

If changes occur during the scope and direction of work, a Supervisor or the Safety
Officer will be notified and the work will stop and not commence until the hazards are
mitigated. If additional electrical work will occur, additional training and an addendum
shall be added to this policy.

Page 19 of6l



Emergency Action Plan

The following procedures are to be followed for the following emergencies:

A. Medical Emergencies

1. Call 911 or the local emergency number.
2. Notify the supervisor immediately.

3. Send a person to the main entrance to direct emergency vehicles and
equipment to the location.

B. Fire Emergencies

1. Call 911 of the Fire Department immediately.
2. Notify the supervisor.
3. Shut down equipment, if it is safe to do so.
4. Evacuate persormel from the danger area.
5. Attempt to extinguish the fire if it is safe to do so.
6. Send a person to the main entrance to direct emergency vehicles and

equipment to the emergency location.

All personnel will be aware of Fire Extinguisher locations and, First-aid equipment
locations.

Fleet and Driver Safety

Safety and accident prevention are considered to be of utmost importance to the
management of this Municipality in all areas of operation including driving.

Our drivers are one of the most important assets we have and their safety is our greatest
responsibility. It is our intent to incorporate adequate safety features into our procedures
to prevent accidents and eliminate injuries to our employees and clients as well as the
general public.

It shall be the responsibility of every supervisor to carry on the operations under his/her
authority to afford adequate protection for all employees under their supervision. The
Supervisor is the key employee in preserving personnel, property and the environment in
which this Municipality works. He/she will see that unsafe acts and conditions are
detected and corrected and reported, to the Safety Officer so that precautions are taken to
safeguard personnel and property.

Each individual driver is expected to cooperate and abide by the Municipality safety
Policy to ensure the safety of himfherself and fellow drivers, as well as the property of
the Municipality and others. All drivers are, therefore, expected to observe all safety
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rules and policies as well as instructions relative to effective and efficient performance.
He/she shall report all unsafe acts/conditions to their supervisor.

Training is a function of all supervisors and it is their responsibility to ensure that each
individual driver receives the necessary instruction required so that an employee can
perform their job in the safest possible manner. It is also the job of the supervisor to see
that the instruction follows to safe work practices by all under their jurisdiction.

OPERATION STANDARDS

Annual Review

All driving employees may be reviewed monthly and evaluated by Human
Resources/designees.

PERSONAL USE POLICY

All drivers of company vehicles are allowed personal use of their assigned vehicle. Use
of the vehicle for personal business is allowed. Only assigned drivers are allowed use of
the vehicle except in case of emergency when the company vehicle was the only
transportation available.

PERSONAL VEHICLE USE ON COMPANY BUSINESS

To assure that all employees who operate a personal vehicle on Municipality business,
even incidental use, have adequate automobile liability’ insurance coverage and have a
good driving record, shall meet the following criteria:

1. All employees who will operate a personal vehicle on Municipality business
(business elTands, sales contacts, etc.) should have a Motor Vehicle Record
Check (MVR) at the time of hire and at least annually thereafter.

2. Employees who will operate their personal vehicle on Municipality business
should provide proof of automobile liability insurance coverage of at least
$1OOOOO. /S300,000 or a single limit of 5300,000 to Human Resource every six
months.

ACCIDENT REPORTING

IN THE EVENT YOU ARE INVOLVED TN AN ACCIDENT YOU SHALL:

1. Stop at once and dial 911 or the local emergency number.
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2. Use warning devices. Turn off all engines. No smoking and guard against
fire.

3. Identify yourself, the City of Las Vegas and show your license and
registration on request.

4. Be courteous. Make no statement about the accident except to the police
or the Sqfeiy Officer.

5. File an injury report/incident accident form with your supervisor as soon
as you are able, or to the Safety Officer.

6. You may be required to submit to a drug test following the incident.

Hazard Communication

This program provides information to City of Las Vegas employees concerning chemical
products to which they may be exposed as follows:

1. Maintain a list of all hazardous chemicals used in the City of Las Vegas’ work.

2. Make available Material Safety Data Sheets (MSDS) for all hazardous chemicals
used.

3. Provide hazard communication training to employees.

4. All subcontractors will be required to meet the City of Las Vegas’ Hazard
Communication Program requirements.

LISTTNG OF CHEMICAL PRODUCTS:

1. The City of Las Vegas shall maintain a list of all chemical products used in the City
of Las Vegas work. All subcontractors must give the City of Las Vegas a copy of
their chemical list before starting work.

2. Potential health exposures and hazards related to a particular chemical must be
evaluated prior to use, and workers informed.

3. The City of Las Vegas will obtain MSDS from all chemical suppliers, and keep a
copy of this program, the chemical list and the MSDS.

LABELS

1. All chemical products received at the City of Las Vegas shall be properly labeled in
English and any other languages needed. If labels are not provided they shall not be
received, or the supplier shall be contacted to have specific labels sent. All chemical
labels shall provide the following information:

• Identity of the chemical or substance

• Hazard warnings

• Name and address of the manufacturer
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2. Labels must not be removed and are to be replaced if illegible.

3. Proper posting of all chemicals in storage areas shall identify all materials and
potential hazards.

HEALTH, SAFETY AND EMERGENCY PROCEDURES:

To ensure that required information is available and accessible during an emergency,
such as a chemical spill, the following information shall be made available to local, State
or Federal authorities upon request:

1. MSDS

2. Location of all stored chemicals if the amount is equal to 30 gallons or pounds or
more specific spill control/clean-up procedures as per the MSDS.

3. Health hazards, including symptoms of exposure or recognizable medical conditions

4. Environmental impact to air, soil or water which may result from the of specific
quantities of a chemical substance

TRAINING:

No employee may be exposed to or handle chemicals on a work site unless properly
trained. Employees will be trained initially upon hire and then as needed when new
chemicals are added or procedures change. The training will be done by the City of Las
Vegas Safety Officer or an outside safety consultant. The training program will provide
the following information:

1. Requirements of the Hazard Communication Standard.

2. Locations of all chemical products used during day-to-day operations.

3. Locations where hazardous chemicals will be used.

4. Location and availability of Material Safety Data Sheets (MSDS) and chemical
inventory list to include those of subcontractors.

5. Interpretation of MSDS data and what is required to be on a MSDS and chemical
labeling, physical and health hazards of the chemicals.

6. Observation techniques to detect the presence of a chemical spill or accidental release
into the work area as a MSDS specifies.

7. Methodologies to enable employees to protect themselves, such as work procedures.
emergency procedures and personal protective equipment as a MSDS specifies.

8. Emergency response procedures.

9. Health hazards of the chemicals

10. Measures employees are to take to protect themselves from the chemicals.

11. The details of the program.
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MATERIAL SAFETY DATA SHEETS (MSDS)

MSDS’S must maintain the following areas of information:

Product Information
• Manufacturers name and address and points of contact

Hazardous Ingredients
• Trade name
• Chemical name
• Exposure limits
• Physical data,
• i.e. Vapor pressure, specific gravity, odors etc.

Fire Data
• Any special fire hazards and fire fighting procedures
• i.e. Flash point, ignition temperature, lower and upper explosive limits

Health Hazards
• Primary routes of exposure
• Signs and symptoms of overexposure
• Emergency first aid

Material Storage
• Reactivity
• Improper storage conditions
• Conditions to avoid
• Spills and leakage procedures

Handling Requirements
• Required PPE
• *Sonletimes may have to review hazardous ingredient section to make sure you

have proper PPE for product.

Shipping and Transpoation Data
Required placards for rail

Any other Special Information
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Hand and Power Tools

General Tool Safety

1. You must wear safety glasses, goggles, or a face shield at all times when operating
power tools, to protect against flying debris that can result in eye injuries or
blindness.

2. Never use a tool, machine, or device that you do not know how to use.
3. Use only tools that are provided by or specifically approved by the City of Las Vegas.
4. All tools must be kept in good repair and working order.

5. Examine tools before and after use and return them to their designated place when
finished.

6. If a tool is defective, clearly tag it as defective and remove it from the work area or
job site.

7. Do not attempt to repair any tool, machine, or device unless you are qualified to do
so.

8. Use tools only for their intended purpose and use the correct tool for the job to be
performed.

9. Do not use an axe as a hammer or sledge.

10. Cracked handles on tools must be replaced. Do not tape or try to secure broken
handles with wire.

11. Never drop or throw tools. Use hand lines.

12. Never point tools at people.

13. Never leave tools unattended or unsecured on elevated places such as pole steps,
ladder platforms, and ladder seats where they can fall. Use a tool bucket, tool belt, or
other effective means to protect tools from falling when they are not in actual use.

14. Cutting tools. such as saws, chisels, and drill bits must be kept properly sharpened
and must be guarded or sheathed when not in use.

15. Sharp edge tools must be guarded when they are carried on vehicles.
16. Do not carry sharp or pointed tools in pockets.

17. Do not carry or place sharp or pointed tools where they might stab or otherwise injure
the person carrying them or others in the area.

18. Do not carry tools over your stomach or the middle of your back when working in an
elevated position. to avoid injury to internal organs and spine in case of a fall.
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ELECTRIC POWER TOOLS

1. Before using any power tool, set yourself in a solid and balanced position and arrange
attachments and accessories in a safe place within easy reach. Never overreach.
When necessary, turn off the tool and move or rearrange the work.

2. Keep cords out of the way of vehicular and pedestrian traffic.
3. Check the cords on power tools before using them. Worn, cracked, or frayed cords

must be replaced before using.

4. All metal and non-double insulated tools must have a three-wire, three-prong plug to
provide adequate grounding to protect against electric shock. Double insulated tools
do not need a grounding wire.

5. The plastic housing of double insulated power tools provides one of the levels of the
‘double” insulation. Do not use a double insulated tool if the housing is cracked or
broken.

6. Never attempt to bypass or tamper with grounding devices, insulation, or guards on
electrical tools and equipment.

7. Never hoist or carry a power tool by its cord.
8. Never change parts or service a power tool while it is plugged in.
9. If a power tool develops a defect during use, stop using it immediately, until it is

properly repaired.

10. Never alter the on-off controls on any tool to keep it in the “on” position.
11. Extension cords must be of the same or heavier gauge or capacity than the tool.
12. When power for electrical power tools is supplied from a portable generator or a

truck-mounted generator, metal parts must be properly’ grounded.
13. Extension cords will be plugged into GFCI’s.
14. All tools & equipment used in wet locations will be protected by a GFCI.

Heavy Equipment

1. Wear your hard hat, hearing protection, and safety goggles while operating heavy
equipment.

2. All operators must wear the seat belt when operating scrapers, loaders, dozers,
tractors, and graders.

3. No passengers are permitted on heavy equipment.
4. Keep the windows and windshield of heavy equipment clean.
5. Do not use any heavy equipment if its horn or backup alarm does not sound.
6. Do not crawl under the raised dump body’ during inspection of a dump truck.
7. Turn the engine off before leaving heavy equipment unattended.
8. Do not jump from or onto any heavy equipment.
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9. Do not stay in the cab of haulage vehicles while the payload is being loaded or
unloaded by cranes or loaders.

10. When you have finished using a bulldozer or a loader, land the blade on the
ground, set the brakes, turn the power off, and shift the gear lever into neutral.

11. Keep heavy equipment in gear when going down grade. Do not use neutral.
12. Display the Slow Moving Vehicle’ sign when operating heavy equipment on

roads.

Housekeeping

The City of Las Vegas employees at all times will keep all debris clear from work areas,
passageways, and stairs and in and around buildings or other structures. The following
will be performed to ensure a safe work environment:

1. Continuous policing of all work areas.
2. Daily and regular clean up and waste disposal of non-regulated material.
3. Assignment of personnel to regular clean-up duties and responsibilities.
4. Segregation of hazardous and non-hazardous waste.
5. Documented legal disposal of debris.
6. Welding leads, hoses, and extension cords will be hung up with a nonconductive

material, off all floors, stairways, and walkways.
7. Trash such as drinking cups, cans and scraps from lunch are not to be thrown

down, but disposed of properly in marked containers.
8. Available material, equipment, etc., are to be orderly stacked out of walkways and

from in front of doors, stairways, and ladders.
9. Oil, grease, and other such liquid spills shall be cleaned up at the time of spill and

are not to be left unattended.

Identification, Analysis, and Control of Hazards
Work site inspections are essential to identify and control hazards.
Supervisors, Foremen and employees are responsible for the following:

1. All employees shall identify work site hazards including but not limited to the
following:

• Fall Hazards

• Electrical

• Confined Space

• Trenching and Excavation

• Impalement

• Slip, Trip, and Fall Hazards

• Fire and Explosion

• Chemical Exposure
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• Exposure to Temperature Extremes

• First Aid

• Driver Safety

• Blood and Body Fluid Exposure

• Control of Hazardous Energy

• Radio Frequency Emissions
2. Supervisors or Foremen must conduct daily site safety and health inspections.
3. Supervisors or Foremen must receive and resolve employee complaints.
4. Supervisors or Foremen must report accidents/incidents to management.
5. Supervisors and Foreman must conduct daily job site safety meetings.
6. Supervisors, Foreman and Employees must stop work if an imminent hazard

exists or develops.

7. Supervisors and Foreman must stop work if a change occurs in the work
environment that may affect worker health, safety or the environment until it is
abated or controlled.

8. If a hazard requires, an industrial hygienist will be consulted, and inspection
sampling or monitoring will be done to ensure worker and environment health and
safety.

9. Records will be kept of any inspections, sampling and monitoring. These will be
made available to the general contractor/ site representative and copies will be
available on site for safety inspections.

10. If additional permits or controls for hazards are required then they will be
submitted to the general or site representative for approval.

LIGHTNING/SEVERE STORMS

Protection from Lightening and Severe Storms will be provided for employees workingoutside, when lightening or severe storm hazards develop. All employees will take
appropriate action.

I. Lightening hazards will be determined by assuming that lightening distance is
measured by 1 mile being equal to a count of 5 between the sight of lightening andthe sound of the thunder.

2. Employees will cease work and seek appropriate shelter when the lightening sightto the thunder count is 30 or less.

3. Work will not resume until it has been 30 minutes since lightening is last sighted.
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4. Upon receiving a flash flood warning, all work in low laying areas and canyons will
cease and all personnel and equipment will be taken to a location above the flood
and flash wash levels until danger of flooding has passed.

ILLUMINATION

1. All work sites will be properly lighted either by natural or artificial means to
achieve brightness or intensity of 5 foot candles.

2. Temporary lighting will be protected from accidental breakage and not suspended
from its electrical conductor. Wet locations will either operate at 12 volts or less, or
be protected by GFCI. Potentially hazardous atmospheres will have explosion
proof lighting.

Job Hazard Analysis

The purpose of the JHA program is to identify hazards that could cause injury or illness
to employees or the environment. This is accomplished by doing a step-by-step review
of the job, work activity or process.

Step 1

Identify Logical Hazards of the work or the site.

Step 2

Define the hazards and the magnitude of danger to employees, equipment, facilities and
the environment.

Step 3

Controls or procedures to use to protect employees, equipment, facilities or the
environment.

Step 4

Ensure that the employees are informed of the hazards and controls that will be used to
protect them, the equipment, facilities, or the environment.

Step 5

Review for any necessary permits and training requirements.

Priorities for performing hazard analysis

1. Jobs with the highest accident or injury rate.
2. Jobs where close calls have occurred.
3. New jobs and jobs where changes have been made.
4. All other jobs in the workplace should be analyzed.

Involving the employees

1. Discuss the procedure with the employees and explain its purpose.
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2. Review job steps with the employee.
3. Discuss potential hazards and possibly solutions.
4. Talk with other workers who have performed the job.

Conduct the job hazard analysis

Look at general work conditions and develop a checklist:

• Trip hazards on the floor
• Adequate lighting
• Electrical hazards
• All tools and equipment in good working order
• Excessive noise
• Accessible fire protection
• Emergency exits clear and marked
• Trucks and motorized vehicles properly equipped
• Employees operating vehicles properly trained
• Employees wearing proper PPE
• Adequate ventilation
• Air quality monitoring done or needed?
• Other concerns?

Stop common shortcuts that could cause injury or problems

• Not keeping work area clean
• Bypassing guards or safety devices when doing service
• Not following written Municipality safety procedures
• Not using proper personal protective equipment

Break the job down into steps

• List each step of the job in order of occurrence.
• Record enough information to describe each job action.
• Go over the job steps with the employee.

Identify hazards that exist or might occur

• Are machines guarded properly?
• Are lockout/tagout procedures used during maintenance?
• Is the worker wearing clothing or jewelry that could get caught in machinery?
• Are there sharp objects that could cause injury?
• Is the work flow properly organized?
• Can the worker get caught in or between machine parts?
• Is the worker in proper position?
• Is the worker performing repetitive tasks?
• Can the worker be injured from lifting, pushing or pulling heavy objects?
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• Are environmental hazards present?
• Other concerns?

Use the Job Hazard Analysis form to recommend safe procedures and to determine which
type of hazard prevention and control system is best for the risks you face today.

• Can the hazards be eliminated?
• Can safety equipment reduce hazards?
• If safer job steps can be used:

o Describe the method, listing exactly what the worker needs to know to
perform the job (be specific).

o Set up training using the Job Hazard Analysis form as a guide.
• If no new procedures can be developed, check into physical changes.
• If hazards still exist, reduce the frequency of performing the job.
• Go over the recommendations with employees and get their ideas.

Review the Job Hazard Analysis periodically

• Revise and update as needed.
• Review any jobs -here an accident occurs.
• Retrain employees when Hazard Analysis is revised.

All JHA’s and amendments to JHA’s will be approved by the superintendents and’or site
representatives before work begins. See Safety responsibilities- Supervisors section.”
The JHA will be reviewed by all involved parties and signed by their representatives to
indicate that they agree to concur with the JHA.

Ladders

1. Visually inspect ladders before using. Do not use a ladder if:

• Hardware and fittings are not clean, intact, and operational.
• Ropes or cables on extension ladders do not move freely and are worn or frayed.
• Locks on extension ladders, brakes on rolling ladders, and spreaders in

stepladders do not operate securely.
• Rungs are worn, damaged, or dented or contaminated with oil or grease.
• Rungs are not securely attached to side rail.
• Side rails are shaky, warped, or decayed.

2. Surfaces of rungs and steps must be corrugated, serrated, or similarly textured or
must be coated with skid-resistant material to provide traction. Do not use a ladder
if the rungs on the steps are worn smooth, cracked, or contaminated with grease, oil,
or other slippery material.

3. Do not use a ladder if rungs or steps or side rails used for gripping are splintered, or
have sharp edges, burrs, or dangerous projections.
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4. Never use metal ladders near electrical lines or equipment.

5. Do not paint wooden or fiberglass ladders. Only a clear, non-conductive finish
should be used. Paint will cover defects that may develop in the ladder.

6. Portable ladders must be firmly positioned with all feet securely in place.

7. Ladders must be equipped with non-slip bases.

STRAIGHT LADDERS

1. Whenever possible, straight ladders must be held, tied, or otherwise made secure.
Ladders over 16 feet must be tied in place.

2. Both side rails of a straight ladder must be supported at the top.

3. Straight ladders shall be placed at a 4-to-i pitch — for every 4 feet of height the
ladder should be 1 foot from the base.

4. When working on a straight ladder, stand at least 4 rungs from the top of the ladder.

5. Use a ladder of sufficient length for the job. A ladder shall extend 3 feet above the
level of the top point of support.

STEP LADDERS

1. Never use a self-supporting stepladder as a straight ladder.

2. The top two rungs of a stepladder must not be used to support a person.

CLIMBING

I. Ladders must be positioned so there is adequate clearance for the user. For ladders
that are fixed at a 90 degree angle, clearance on the climbing side of the ladder must
be no less than 30 inches from the rung to the nearest fixed object. Clearance
behind the ladder must be not less than 7 inches from the nearest fixed object to
allow for a good foothold.

2. Step-across distance from a ladder to adjacent equipment or a structure must not be
more than 12 inches. If the distance is more than 12 inches, a landing platform must
be present.

3. Ladders must always be positioned so that the user faces the ladder when going up
or going down.

4. Do not carry items when going up or down the ladder. Both hands must be free for
climbing.

5. When not in use, the hand line must be tied out of the way of traffic or pulled aloft.

6. When on a ladder, do not lean so that your outside shoulder is more than 12 inches
from the side of the ladder. Shifting weight in this way can cause the ladder to slip.

MOVING LADDERS

I. When moving a ladder, always carry it in a horizontal position. Never move a
ladder in a vertical position if you are in the vicinity of power lines or apparatus.

2. Never move a ladder when a person or any equipment or materials are on the ladder.
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3. When carrying a ladder on a vehicle, make sure it is secured in a horizontal position
and adequately supported to prevent sagging and stress.

4. Extension ladders must not be carried while extended.

WORKING ON LADDERS

1. Use a hand line to raise and lower materials, tools, and equipment when working on a
ladder, The hand line must not be connected to the ladder.

2. Do not allow hand lines, wires, cords, etc. to hang down where they may be struck by
passing vehicles or pedestrians.

3. Wooden ladders shall not be longitudinally (up and down the length of the ladder)
reinforced with metal. The metal will make the wooden ladder a conductor of
electricity, which could result in injury of death from electric shock.

4. Rolling ladders must be properly secured before using, to prevent movement.

5. Ladders used to climb tip and down from scaffolding must be properly secured and
positioned so that the ladder does not disturb the stability of the scaffold.

6. Ladders that are placed against aerial stands, trees, etc., must first be securely tied to
the supporting item, and then the climber must be secured by a safety strap to the
ladder. This will help prevent falls if the climber slips or loses balance, if the ladder
is bumped, or something else goes wrong.

7. While on a ladder never wear tools over you abdomen or the middle of your back.

8. Do not place tools or materials on the steps of a ladder. This is unsafe to the person
on the ladder and for people below the ladder.

9. Never ‘wa1k” a ladder. Get off the ladder and move it.

10. Use extreme caution when moving a ladder in the area of energized power lines or
apparatus to avoid contact with energized equipment.

STORING LADDERS

1. When a ladder is not in active use, it must be removed and stored in a horizontal
position. Never store ladders in a vertical position.

FIXED LADDERS

1. Cages must be provided on fixed ladders of more than 20 feet unless fall arrest
devices are used.

2. Fixed ladders used to ascend to heights exceeding 20 feet must be provided with
landing platform for each 30 feet of height.

3. If work is to be performed from platforms accessed by fixed ladders, the platforms
must have gates or barriers to prevent falls down the ladder cage.

4. Paint or treat metal ladders and hardware to resist corrosion and rusting when the
location demands.

5. Maintain all ladders in a safe condition.
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Equipment Lockout and Tagout

The requirements of this program shall apply to all activities such as construction,
installation, set-ups, adjustments, inspections, modifications and maintenance of systems,
or equipment.

This program does not apply to the following:

• Equipment’s power supply that can be controlled by a single plug and the plug can be
under the exclusive control of the person conducting work on the equipment.

• Energized electrical work with conductors covered by a special electrical work permit.
• Projects under the exclusive control of the public works.

• Normal production operations that includes servicing and maintaining equipment if
guards have not been removed or replaced, or a person is not required to place any
body part within the systems when processing is occurring or into a danger zone.

• On systems where it can be demonstrated that continuity of services is essential,
shutting the system down is impractical, or documented procedures are being
followed.

AUTHORIZED PERSON

A person who has completed lockout/tagout training and has been appointed the
responsibility of managing the program by the City of Las Vegas and is authorized to
lock and tag equipment as a representative of the City of Las Vegas.

AFFECTED EMPLOYEE

An employee of the City of Las Vegas whose job duties require the person to use or
operate equipment that is under the control of a lock or/and tag and whose job duties
require the person to work near equipment that could adversely impact the person.

GENERAL ASSUMPTIONS OF THE LOCKOUT/TAGOUT PROGRAM

• The City of Las Vegas will use the Laboratory issued LO/TO permit.
• The locks and tags will be used as protection by an authorized person and as a warning

device for personal protection.
• The use of a lock to control an energized source is required. Tag control will not be

used unless there is not a way to use locks and all conditions of 19 10.147(c) (2) & (c)
(7) (ii) are met, i.e. that tagout is only allowed once and then the equipment is
modified to accept lockout. If not capable of lockout then tagout must provide the
same level of protection as lockout. Everyone should know not to remove tags and
that tags are only a visual indicator but do not prevent anyone from removing the tag
and restoring energy.

• No person shall remove another persons LO/TO unless the Alternate Removal of a
Lock or Tag Procedure is followed (see below).

• No LO/TO will be applied for another person.
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• No one will work on a LO/TO piece of equipment unless they have applied their own
LO/TO and are authorized to do the work.

• Locks and tags will remain for the duration of the work.
• Multilock “HASPS” shall not be used with additional authorized person’s locks and

tags.
• For equipment that will not accommodate “HASPS” a lock box will be employed for

use.
• If a lock is purchased with more than one key, the other keys should be destroyed.
• A designated City of Las Vegas’ lock color will be determined for all of the City of Las

Vegas’ locks.

ALTERNATE REMOVAL OF A LOCK AND TAG PROCEDURE

• Confirm that the authorized person who applied the lock and tag is unavailable, and
document this.

• Provide the equivalent level of safety by inspecting the work area or process with a
member of management, before removing the lock and tag.

• Make a reasonable effort to inform the original authorized person that the lock and tag
was removed, and document.

• Ensure that the authorized person informs the employee who originally placed their
lock and tag that the lock and tag was removed and document how and when this was
done.

• Document the alternate removal of the lock and tag by inspecting the work area or
process with a member of management.

• Follow the steps of “Returning a System to Service.”

RETURNING A SYSTEM TO SERVICE

• The City of Las Vegas employees will check the immediate area around the isolated
piece of equipment or isolation point for safe conditions.

• The City of Las Vegas employees will check that personnel that are around equipment
are placed in a neutral condition.

• For facility equipment, the City of Las Vegas will notify the facility owner or designee
and obtain authorization to return the equipment back to service from the person.

• For programmatic equipment, the City of Las Vegas will notify the appropriate
researcher or leader and obtain authorization to return the equipment, back to service
from the person.

• After notification and authorization have been granted City of Las Vegas employees
will:

1. Notify potentially impacted personnel of the re-energizing of the system or
equipment.

2. Gain authorization to re-energize (by signature if at all possible).
3. Remove locks and tags.
4. Re-energize and retest systems and ensure the equipment or system is safe to

operate.
5. Return the equipment or system back to a neutral state of operation if different from

the test condition.
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SIMPLE LOCKOUT/TAGOUT VERSUS A WRITTEN SPECIFIC CONTROL
PROCEDURE

City’ of Las Vegas’ simple lockout and tagout control of energy source is applicable when
there is one energy source, one disconnection means of that energy source, and means to
disconnect is readily identifiable. A written procedure shall be developed and
implemented by the City of Las Vegas to control the energized sources when there is one
energy source and two or more disconnecting means two or more energy sources with no
readily identifiable disconnecting means; a disconnection means of a lockout tagout tag
with safety significant system; or shift personal changes.

SIMPLE LOCKOUT PROCEDURES

City of Las Vegas’ simple lockout and tagout procedure requires the following steps be
followed:

• Evaluate possible energy sources on or near the equipment.
• Complete the information on the lockout/tagout permit.
• Follow normal shutdown of equipment.
• Isolate equipment.
• Use the City of Las Vegas authorized locks (e.g. color-coded) or tags to secure isolated

equipment
• Relieve any stored energy from the equipment.
• Verify systems are de-energized.
• Attempt to restart the equipment in its de-energized state.
• Test for zero voltage.
• Return controls to neutral or off position.
• Proceed with work.

SIMPLE TAGOUT PROCEDURES

The City of Las Vegas’ simple tagout procedure requires the following steps to be
followed:

• If a lock cannot be applied then a tag will be used when written documentation is
provided as to why locks cannot be used.

• Use an approved tag and means of attachment
• Document that all conditions of 1910.147 (c)(7)(ii) have been met as have been

mentioned in the authorized employee paragraph
• Follow the simple lockout procedure using a tag in place of a lock.

COMPONENTS OF THE SIMPLE WRITTEN WORK PROCEDURE FOR
LOCKOUT/TAGOUT

The components of the City of Las Vegas’ lockout/tagout procedure include:

• Describing the equipment and its location
• Listing sources of energy and the location points for the energy sources.
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• Defining if a group lock “HASP” will be needed and who will be the primary lead
authorizing a City of Las Vegas person.

• Defining if a City of Las Vegas shift personnel are involved and who will be the
primary lead authorizing City of Las Vegas person

• Defining if City of Las Vegas shift personnel are involved and who are their
counterparts on the other shifts.

• Listing the authorized City of Las Vegas persons.
• Describing the specific steps to shut down the equipment, the methods of isolating the

equipment, the methods to verify the isolation step of the equipment, and the methods
for testing the isolation.

• When locks can not be used, then written documentation as to why, will be provided
and all conditions of the 1910.147 (c) (7) (ii) and (c) (2) will be met.

• When a tag is applied, ensuring it is placed in a clearly visible location.
• When a tag is applied but cannot actually secure the energy-isolating device, ensuring

the tag is placed as close to the device as possible.

TRAINING

City of Las Vegas’ employees shall have to complete classroom lockout/tagout training
before the City of Las Vegas can designate the employee as an authorized person. The
City of Las Vegas’ authorized person will need retraining once every two years.

As of the effected City of Las Vegas employees, they shall be instructed about the
purpose of lockout/tagout procedures and the prohibited action of restarting or re
energizing equipment that has been locked or tagged out. The training will be provided
to the effected employees by the City of Las Vegas and/or their designee.

RECORDS

The City of Las Vegas will complete and archive the following documents:

• The completed lockout/tagout tag for the lockout/tagout operator. Use the tag as a
record of the lock and tag’s application

• The specific written procedure for the application of a tag and lock.
• The specific written documentation of the “Alternate Removal of a Lock or Tag”.

OFFICE SAFETY

General Rules
1. Do not jump from ladders or step stools.
2. Do not block your view by carrying large or bulky items; use the dolly or hand

truck or get assistance from a fellow employee.
3. Do not throw matches. cigarettes or other smoking materials into trash baskets.
4. Do not tilt the chair you are sitting in. Keep all chair legs on the floor.
5. Do not kick objects out of your pathway; pick them up or push them out of the

way.
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Doors
1. Keep doors in hallways fully open or fully closed.
2. Use the handle when closing doors.

Files
1. Open only one file cabinet drawer at a time. Close the filing cabinet drawer you

are working in before opening another filing drawer in the same cabinet.
2. Put heavy files in the bottom drawers of file cabinets.
3. Use the handle when closing drawers and files.

Sharp Objects
1. Store sharp objects. such as pens, pencils, letter openers or scissors in drawers or

with the tips pointing down in a container.
2. Carry pencils, scissors and other sharp objects with the tips pointing down.

Paper Cutter/Shredder
1. Position hands and fingers on the handle of the paper cutter before pressing down

on the blade.
2. Keep the paper cutter handle in the closed or locked position when it is not being

used.
3. Do not use paper cutting devices if the finger guard is missing.
4. Do not place your fingers in or near the feed of a paper shredder.

Staplers
1. Point the ejector slot away from yourself and bystanders when refilling staplers.
2. Keep fingers away from the ejector slot when loading or testing stapling devices.
3. Use a staple remover, not your fingers, to removing staples.

Electrical
1. Do not use frayed, cut or cracked electrical cords.
2. Do not plug multiple electrical cords into a single outlet.
3. Do not use extension or power cords that have the ground prong removed or

broken off.
4. Use a cord cover or tape the cord down when ruiming electrical cords across

aisles, between desks or across entrances or exits.
5. Turn the power switch to Off and unplug office machines before adjusting,

lubricating or cleaning them.

Fans
1. Do not use fans that have excessive vibration or missing guards.
2. Do not place floor type fans in walkways, aisles or doorways.

Heaters
1. When using a space or portable heater it must be equipped with a safety shut off
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feature.
2. When using a space or portable heater it must be shut off and unplugged when not

in use.
3. Do not place floor type heaters in walkways, aisles or doorways, and keep away

from combustible items.

Stairs
1. Use the handrails when ascending or descending stairs or ramps.
2. Do not store or leave items on stairways.
3. Do not run on stairs or take more than one step at a time.

Lifting Procedures
1. Plan the move before lifting; ensure that you have an unobstructed pathway.
2. Test the weight of the load before lifting by pushing the load along its resting

surface.
3. If the load is too heavy or bulky, use lifting and carrying aids such as hand trucks,

dollies, pallet jacks and carts, or get assistance from a co-worker.
4. If assistance is required to perform a lift, coordinate and communicate your

movements with those of your co-worker.
5. Position your feet 6 to 12 inches apart with one foot slightly in front of the other.
6. Face the load.
7. Bend at the knees, not at the back.
8. Keep your back straight.
9. Get a firm grip on the object using your hands and fingers. Use handles when

they are present.
10. Hold the object as close to your body as possible.
11. While keeping the weight of the load in your legs, stand to an erect position.
12. Perform lifting movements smoothly and gradually; do not jerk the load.
13. If you must change direction while lifting or carrying the load, pivot your feet and

turn your entire body. Do not twist at the waist.
14. Set down objects in the same manner as you picked them up, except in reverse.
15. Do not lift an object from the floor to a level above your waist in one motion. Set

the load down on a table or bench and then adjust your grip before lifting it
higher.

16. Never lift anything if your hands are greasy or wet.
17. Wear protective gloves when lifting objects that have sharp corners or jagged

edges.

OSHA Inspections

OSHA investigators may conduct inspections of work places without giving prior notice.
It is the City of Las Vegas’ policy to have an authorized Municipality employee present
when an OSHA inspection is conducted. The Supervisor or Foreman must contact
management as soon as an OSHA Inspector arrives at ajob site. Authorized
Municipality representatives for the purpose of accompanying an OSHA Inspector
include a Project Manager, Supervisor, or Foreman.
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If no authorized Municipality representative is available when the OSHA Inspector
arrives, the most senior responsible employee at the site or available by telephone shall
speak to the inspector. This employee shall 1) inform the Inspector that the City of Las
Vegas Safety Policy requires the presence of an authorized representative at any and all
OSHA inspections, 2) explain that no authorized representative is available, and, 3)
politely request that the inspection be temporarily suspended. In the event that the OSHA
Inspector has a warrant to conduct an inspection, the inspection caimot be refused. In this
case. if no authorized representative is available, the most senior responsible employee
shall accompany the OSHA Inspector.

Any City of Las Vegas employee is authorized to and shall take the following actions if
OSHA Inspectors arrive at the Municipality’s premises or work sites:

• Inform the OSHA Inspector that the City of Las Vegas Safety Policy requires the
presence of an authorized representative at OSHA inspections.

• In every case ask for the Inspector’s badge and/or identification card. Record the
individual’s name and badge number as well as the time and date. If you still have
questions as to the individual’s authenticity, politely excuse yourself, and contact the
appropriate OSHA office to confirm the inspector’s authenticity.

• We recognize that in the event that an OSHA Inspector arrives at a City of Las Vegas
site when no City of Las Vegas employee is present or if there are no City of Las
Vegas employees at the job site, these procedures may not be applicable.

Accompanying an OSHA Inspector

Whoever accompanies an OSHA Inspector shall act in accordance with the following
guidelines:

• Before the inspection begins, the Inspector must inform you exactly what and where
he/she wants to inspect. Limit the inspection to those areas contained within the
complaint. The Inspector shall provide a written copy of the complaint. If an
employee or a customer has made the complaint, the name(s) may be deleted from
this copy to the complaint and any public record. Review any safety rules with the
Inspector.

• During the inspection, take notes of observations and particular areas of interest of the
Inspector. Keep a camera on hand at all times. If the Inspector takes any
photographs, take a similar picture, paying attention to the angle and center of focus
so that your picture resembles that of the inspector as closely as possible. Remain
with the inspector at all times, and remember to limit the inspection to those areas that
the inspector has specified before the inspection.

• In response to the Inspector’s questions, answer as briefly as possible with facts only,
not opinions. Under no circumstances shall an employee lie to an OSI—L4 inspector.
If you do not know the answer to an Inspector’s question, say that you do not know
the answer. Do not offer any unsolicited explanations or opinions or otherwise
volunteer information that the inspector has not directly requested.

• In response to the Inspector’s request to consult with employees and/ or customers,
allow him/her to speak with a reasonable number of personnel about work conditions.
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These meetings should be limited so as to cause only minimal disruptions to the City
of Las Vegas operations. Subject to the approval of the employee or customer, City
of Las Vegas has, and shall exercise, the right to have a Municipality representative
present at any meeting between the inspector and a City of Las Vegas employee or
customer. However, an employee or customer is free to withhold this approval and
meet with the OSHA Inspector privately without fear of discrimination or retaliation
for doing so.

• After the inspection, the Inspector may, but is not required to, hold a joint closing
conference with the appropriate City of Las Vegas staff. If the Inspector holds a
closing conference, management shall participate in person or by telephone. While
an Inspector will not make commitments about enforcement actions, he! she will
generally discuss any violations observed and explain that citations may be issued
and/or that monetary penalties may be assessed. The Inspector is not required to
make a commitment as to whether a violation exists. Violation statements will be sent
by mail and enumerated in an official Notice of Violation. The Inspector shall
discuss the prohibition against employee or customer discrimination and provide
literature about responding to the results of the inspection.

• If the Inspector issues a citation or notice, you must post it near the location of the
alleged violation for a period of three days or until the unsafe condition is corrected.

• If the Inspector issues a yellow tag because of an immediate hazard to employee
health and safety, all affected employees, contractors, and customers must be
informed of the hazard and the citation. The hazardous area, equipment, or machine
must not be used until the hazardous condition has been corrected. A yellow tag is not
to be removed except by an authorized OSHA representative.

• Contact the Safety Department immediately after the inspection to provide a
description of the inspection, the preliminary findings and other pertinent
information.

• Retain all documents, records, notices, etc., that the Inspector provides to you.

FOLLOW UP:

• Management will coordinate all follow-up correspondence and other contacts
with OSHA after the inspection.

Personal Protective Equipment

EYE AND FACE PROTECTION

Safety glasses are the basic form of eye protection.

1. Coverage from the front and the sides is required anytime there is a hazard from
flying objects.

2. Types of eye and face protection include:

• Safety glasses

• Goggles
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• Face shields

• Welding helmets

• Full hoods

3. Safety glasses or goggles shall be worn under face shield and welding helmets for
added protection.

4. Tinted or shaded lenses may be needed when working in a bright environment.

5. Tinted or phototropic lenses can limit vision when moving from a bright area to a dim
area.

6. Specially numbered filtering lens is necessary to protect your eyes from welding or
any other radiant energy. Check to see which lenses will best protect your eyes.

7. Manufacturer identification must be listed on the eye protection equipment.

If you wear prescription glasses. you must wear one of the following:

1. Goggles or other protective devices designed to fit over your glasses.

2. Protective eyewear ground specifically to your prescription.

BACK BELTS

Warehouse personnel may be required to wear proper back belts as required by a medical
physician.

HAND PROTECTION

Fingers, hands and arms are injured more often than any other parts of the body. You
must wear hand protection when you are exposed to hazards such as those from skin
absorption of harmful substance, severe cuts or lacerations, severe abrasions, punctures,
chemical burns, thermal burns and harmful temperature extreme.

Gloves

Gloves are the most common protectors for the hands.

1. When working with chemicals, gloves must be taped at the top, or folded with a cuff
to keep liquids from running inside your glove or onto your arm.

2. Vinyl, rubber or neoprene gloves are sufficient when working with most chemicals.
However, if you work with petroleum-based products, a synthetic glove will be
needed.

3. Leather or cotton knitted gloves are appropriate for handling most abrasive materials.
Gloves reinforced with metal staples offer greater protection from sharp objects.

4. Do not wear metal-reinforced gloves when working with electrical equipment.

5. It is dangerous to wear gloves while working on moving machinery. Moving parts
can easily’ pull your glove, hand and arm into the machine.

6. Your Supervisor will instruct you on the best type of hand protection available for
your job. Whatever gloves are selected, make sure they fit properly.
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FOOT PROTECTION

All warehouse personnel and drivers are required to wear safety-toed boots.

Foot injuries are most likely to occur when:

1. Heavy or sharp objects fall on your foot.

2. Something rolls over your foot.

3. An object pierces the sole of your shoe.

Safety shoes and boots are made with a steel or hardened plastic-reinforced box toe to
protect your foot from being crushed or pierced. Many safety boots now offer puncture-
resistant soles.

If you work around exposed electrical wires you will need to wear metal-free non-
conductive shoes or boots.

Rubber or synthetic footwear may be needed when working around chemicals.

If you are not wearing the right size shoe, you may be in danger more from tripping that
you would from any other hazard.

INSPECTION

• Dirty or scratched eyewear could limit your vision.

• Periodically, check the suspension of your hard hat. Look for loose or torn cradle
straps, loose rivets, broken sewing lines or other defects.

• Replace your hard hat at least every five years, or after a major impact.

• PPE must fit properly to protect you.

PPE MAINTENANCE

• PPE must be properly maintained, sanitized and stored in accordance with
manufacturer specifications.

• All PPE must be inspected prior to use.

Proper Lifting Techniques

IMPORTANT POINTS TO REMEMBER:

• Stretch and warm up before starting strenuous labor.

• Wear proper footwear.

• Before lifting. stop. look, size up the load, and think about how to handle it.

• If you need help, ask for it!

• If someone is helping you lift, talk about what you want to do before you do it. DO
NOT ASSUME the other guy knows what you are going to do. Talk about how and
when you want to lift as well as how and when to put it down. NEVER just drop an
object without coordinating it with the other person. Someone can be seriously hurt.
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• Wear gloves if the object has rough or sharp edges, sharp projections, or other
hazards.

• Clear obstacles from around the object and the path you will take when carrying the
load and prepare a place to set the load down.

• Face the object squarely and bring the load as close to your body as possible before
attempting to lift.

• Separate your feet at least shoulder width and put one foot slightly ahead of the other.
If you are right handed, the right foot forward will probably be most comfortable.

• Squat down bending at the knees and hips to a comfortable degree. Keep your lower
back in a normal posture.

• Leg muscles are stronger than back muscles. It is better to bend and push up from the
knees than from the waist and back.

• Lift the load straight up slowly, in a continuous motion, avoiding a jerky motion. If
you feel like you must jerk the load get some help.

• Push up with the legs, tighten the abdomen, keep your back as straight as possible and
keep your head up. As you lift, bring the load in as close to the body as possible.

• Avoid twisting your body while carrying the load. Instead, move your feet and stay
square with the load.

• Always make sure the load is balanced and even. If the weight is not evenly
distributed in the load, attempt to get the heaviest part of the load closest to the body.
Again, avoid the strain; get some help with the lift.

• NEVER lift or carry a load above your head or on the side of your body.

• Setting the load down is just as important as picking it up. Using the leg and stomach
muscles, lower the load straight down while keeping the back as straight as possible.
Keeping your head up helps to keep the back straight.

RESPIRATORY PROTECTION PROGRAM

I. PURPOSE

The purpose of this program is to protect the health of all employees by preventing their
exposure to harmful levels of air contaminants. Where feasible, exposure to air
contaminants will be eliminated by the application of engineering controls, such as
enclosure of the operation, ventilation, or substitution of less toxic materials. In
situations where engineering controls are not feasible, protection will be accomplished by
the use of personal respiratory protective equipment.

II. RESPONSIBILITIES
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A. Management will determine which areas require the mandatory use of respiratory
equipment. Management will then be responsible for providing respiratory
equipment which is compatible with the specific needs of each area.

B. The employees are responsible for maintaining an awareness of the respiratory
protection requirements for their work area. In addition, the employees are
responsible for wearing the appropriate respiratory equipment as required.

III. ADMINISTRATION

A. The overall program administration is the responsibility of the City of Las Vegas.
The respiratory program administrator will ensure compliance with the respiratory
program and ensure that records are kept on the following:

1. Medical evaluations
2. Fit testing to include identification of employees tested, type of fit

test, date of test, and specific make, model, style, and size of
respirators tested, and results of fit tests.

B. The Project Superintendent or Group Leader of each area is responsible for
insuring that all personnel under his/her control are completely knowledgeable of
the respiratory protection requirements for the areas in which they work. Also,
each Project Superintendent or Group Leader is responsible for insuring that
his/her subordinates comply with all applicable facets of the respiratory program.

C. Tecimical support. including air sampling and laboratory analysis, is the
responsibility of the respiratory program administrator or his designee.

1. Ajob hazard assessment to include a review of all MSDSs will be
used to help determine what respiratory hazard exists.

2. If toxic air contaminants are suspected or if levels/concentrations
are unknown then air sampling and monitor will be done by
certified Industrial Hygienist, on a scheduled basis. The minimum air
sampling is to be at least once prior to work and once during work and
anytime work conditions change. When an employer cannot identify or
reasonably estimate the employees’ exposure then the atmosphere
will be considered to be IDLH till proven otherwise.

3. The results will then be used to help program administrator to
select, and ensure that the proper respirator and/or filters are used
to protect the exposed employees.

D. Monitoring the health of the City of Las Vegas’ employees via a comprehensive
medical and health program is the responsibility of the respiratory program
administrator.

I. To meet this requirement, all employees having direct contact with
rubberized asphalt and require assigned to duties that require a respirator to be
worn will have an initial respirator medical exam in accordance with CFR
1910.134.
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2. The medical records will bemaintained in accordance with 29
CFR 1910.1020.

3. Additional medical evaluation may be required if;
a. Employee reports medical signs and symptoms that are

related to ability to use a respiratory.
b. Health care provider, supervisor, or Respirator Program

Administrator informs an employer that an employee needs
to be reevaluated.

c. Information from the respiratory protection program
including observations made during fit testing and program
evaluation indicate an employee needs reevaluation.

d. A change occurs in workplace conditions, i.e., physical
work effort, protective clothing, temperature, that may
result in a substantial increase in the physiological burden
placed on the employee.

E. Respiratory Program Administrator is responsible for directing and coordinating
respiratory protection plan.

F. The City of Las Vegas will maintain surveillance via spot checks of employees
who are working in areas where respiratory protective equipment is required and
will evaluate the continued effectiveness of the program, by checking for
individual compliance and by quizzing and checking for mask to face seal;
appropriate respirator for the hazards present, is in use, and proper respirator
maintenance.

ATTACHED IS THE BASIC RESPIRATORY PROTECTION PROGRAM
WHICH WILL BE FOLLOWED WHEN SUCH EQUIPMENT IS NECESSARY
TO PROTECT THE HEALTH OF EMPLOYEES.

IV. BASIC RESPIRATORY PROTECTION PROGRAM

A. Respirator Selection and Use
Respirators shall be selected according to the air sampling results and air
contaminants to which the employee is exposed or potentially exposed to and
information obtained per paragraph C. Only NIOSH approved respirators and
filters will be used for rubberized asphalt exposure.

B. Respirator Availability
The Municipality will make a respirator available immediately to each employee
whom is placed as a new hire or as a transferee in any job, which requires
respiratory protection. The Project Superintendent will make replacement
respirators. filters, and cartridges available as needed and will replace worn
respirator parts with parts designed for the respirator. Filters and cartridges of the
same brand as the respirator shall be used.
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C. Employee Training and Fit Testing
1. The Respiratory Program Administrator or his designee will brief each employee,

upon assignment to a respirator area. He will review the Respirator Issuance and
Training Card for his/her job. Also. the Respiratory Program Administrator or
his designee will fully instruct employees and ensure they can demonstrate
knowledge of the following:

a .Why the respirator is necessary and how improper fit, usage or
maintenance can compromise the protection one gets with the
respirator.

b. The limitations and capabilities of the respirator
c. How to inspect, put on and remove, and use the respirator.
d. Proper maintenance and storage of respirators.
e. How to recognize end of service life indicators (ESLI) for respirators

and filters, cartridges, and canisters.
f. How to recognize medical signs and symptoms that may limit or

prevent effective use of a respirator.
g. Training is to be done initially and then annually and whenever; 1) there

are changes in the workplace; 2) type of respirator used; 3) there is
reason to believe the employee does not have requisite understanding or
skill; or, 4) any other situation that arises in which retraining appears
necessary to ensure safe respirator use.

2. The Respiratory Program Administrator or his designee will also instruct
employees in the proper fitting of their respirators. This instruction shall include
demonstrations and practice in how the respirator should be worn, how to adjust
it, and how to determine if it fits properly. Each respirator wearer shall have a
respirator of the correct size properly fitted; test its face piece to face seal. Using
the following negative pressure user seal check procedure.

a. Close off the inlet opening of the filters with bands or with a thin
latex or nitrile glove.

b. Inhale so that the face piece collapses slightly and hold the breath
for ten seconds.

c. If the face piece remains in the collapsed condition and no inward
leakage air is detected, the mask to face seal is considered
satisfactory. Wear it in normal air for a long familiarity period, 5
minutes at least, and, pass the appropriate fit test in accordance
with 29 CFR 1910.134.

3. Employees shall not wear facial hair or anything else that would come between
their face and the respirator seal.

4. Employees will inform the Respirator Program Administrator or designee if there
have been any changes in their physical condition that could affect respirator fit,
i.e., facial scarring, dental changes, surgery, changes in body weight, or anything
else. Employees will also inform Respirator Program Administrator or his
designee if after passing a qualitative fit test that the fit of a respirator is
unacceptable.
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5. Additional fit test shall be conducted whenever the employee reports or the
employer, supervisor or program administrator observed changes in the
employee’s physical condition or anything else that could affect respirator fit.

6. Employees will leave the respirator use area for any of the following.
a. They detect gas or vapor breakthrough.
b. Changes in breathing resistance.
c. Leakage of the face piece.
d. To replace their respirator or the filter cartridge or canister elements.
e. To wash face and/or the respirator face piece as necessary to prevent

eye or skin irritation.
f. Ensure decontamination has been done before removing respirator, if

decontamination is required.

D. Respirator Inspection and Maintenance and Care
1. The wearer of a respirator will inspect it daily before and after use

on those days it is used. The wearer will field test the fit and seal
before each use.

2. Each Employee will periodically spot check respirators for fit,
usage and condition.

3. Each Employee is responsible for cleaning daily. The respirators
shall be cleaned and disinfected at the following intervals.
a. Respirators issued for the exclusive use of an employee shall be

cleaned and disinfected as often as necessary to be maintained in
a sanitary condition.

b. Respirators issued to more than one employee shall be cleaned
and disinfected before being worn by different individuals, i.e.,
after each use.

c. Respirators used for fit testing and training shall be cleaned and
disinfected after each use.

d. Respirator maintained for emergency’ use shall be cleaned and
disinfected after each use.

4. The following procedures will be used to clean and disinfect
respirators.
a. Remove filters, cartridges, or canisters, Disassemble face pieces

by removing speaking diaphragms, demand and pressure-
demand valve assemblies, hoses, or any components
recommended by the manufacturer. Discard or repair any
defective parts.

b. Wash components in warm (43 deg. C [llOdeg.F] maximum)
water with a mild detergent or with a cleaner recommended by
the manufacturer. A stiff bristle (not wire) brush may be used to
facilitate the removal of dirt.

c. Rinse components thoroughly’ in clean, warm (43 deg. C [110
deg. F] maximum), preferably running water. Drain.
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d. When the cleaner used does not contain a disinfecting agent,
respirator components should be immersed for two minutes in
one of the following:

Hypochlorite solution (50 ppm of chlorine) made by adding
approximately one milliliter of laundry bleach to one liter of water
at 43 deg. C (110 deg. F); or,

2. Aqueios solution of iodine (50 ppm of iodine) made by adding
approximately 0.8 milliliters of tincture of iodine (6-8 grams
ammonium and/or potassium iodide/100 cc of 45% alcohol) to one
liter of water at 43 deg. C (110 deg. F); or,

3. Other commercially available cleansers of equivalent disinfectant
quality when used as directed, if their use is recommended or
approved by the respirator manufacturer.

a. Rinse components thoroughly in clean, warm (43 deg. C [110
deg. F] maximum), preferably running water. Drain. The
importance of thorough rinsing cannot be overemphasized.
Detergents of disinfectants that dry on face pieces may result in
dermatitis. In addition, some disinfectants may cause
deterioration of rubber or corrosion of metal parts if not
completely removed.

b. Components should be hand-dried with a clean lint-free cloth or
air-dried.

c. Reassemble face piece, replacing filters, cartridges, and canisters
where necessary.

d. Test the respirator to ensure that all components work properly.
4. All respirators used in routine situations shall be inspected before

each use and during cleaning for the following;
a. Check of respirator function.
b. Tightness of connections.
c. Condition of various parts including but not limited to the face

piece. head straps, valves connecting tube, and cartridges,
canisters or filters.

d. Check of elastomeric parts for pliability and signs of
deterioration.

e. Self contained breathing apparatus shall be inspected monthly
and before and after each use. Air cylinders shall be maintained
in fully charged state, and recharged when pressure falls to 90%
of recommend pressure level.

f. All respirators shall be stored in containers at the jobsite that
protect them from damage, contamination, dust, sunlight,
extreme temperatures, excessive moisture and damaging
chemicals. They shall be stored in a way to prevent deformation
of the face piece and exhalation valve.
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Procedures for Fit Testing

The following fit test procedures will be done by qualified sources, using the attached fit
test guidelines, per Appendix C of OSHA Standard 29 CFR 19 10.134.

Procedures for Field Check are as follows:

1. The Respiratory Program Administrator or his designee will also instruct
employee’s in the proper fitting of their respirators. This instruction shall include
demonstrations and practice in how the respirator should be worn, how to adjust
it, and how to determine if it fits properly. Each respirator wearer shall have a
respirator of the correct size properly fitted; test its face piece-to-face seal. Using
the following negative pressure user seal check procedure to check that the
respirator is on correctly.
a. Close off the inlet opening of the filters with hands or with a thin latex or
nitrile glove.
Inhale so that the face piece collapses slightly and hold the breath for ten seconds.
If the face piece remains in the collapsed condition and no inward leakage air is

detected, the mask to face seal is considered satisfactory. Wear it in normal air
for a long familiarity period, 5 minutes at least.
Employees shall not wear facial hair or anything else that would come between
their face and the respirator seal.
Employees will inform the Respirator Program Administrator or designee if there

have been any changes in their physical condition that could affect
respirator fit, i.e., facial scarring, dental changes, surgery, changes in body
weight, or anything else. Employees will also inform Respirator Program
Administrator or his designee if after passing a qualitative fit test that the fit of a
respirator is unacceptable.
Additional fit test shall be conducted whenever the employee reports or the
employer, supervisor or program administrator observed changes in the
employee’s physical condition or anything else that could affect respirator fit.

E. Emergency Respiratory Equipment & Atmosphere Supplying Respirators
This section is mandatory ONLY if emergency respirators or atmosphere
supplying respirators are used.

Atmosphere supplying respirators will be available in specific areas for emergency use or
for IDLH. Only trained personnel will use this equipment when it is necessary to enter
hazardous atmospheres. The following points pertain to use of this equipment.

The City of Las Vegas will fully train all potential users and inspectors in the use
and inspection of this equipment.

When the equipment is used, it will be inspected, it will be tested in an
uncontaminated atmosphere prior to entering the hazardous area.
Any employee will not work alone with this apparatus in a hazardous atmosphere.
A second employee suitably equipped with a similar breathing apparatus and
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other rescue equipment must maintain visual, voice, or signal line
communications with the first employee and must be available to render
assistance if necessary. The City of Las Vegas must plan so that the second
employee, or more if needed, will be unaffected by any likely incident. Employer
will be notified before employees enter an IDLH atmosphere to provide rescue.
Wearer will clean and disinfect this equipment after each use. Wearer will not
remove the respirator until it has been decontaminated if needed from the
respirator hazard.

The Respirator Program Administrator or their designee will certify the respirator
monthly by documenting the date, the inspection was performed, the name or
signature of the inspector, the findings, required remedial action and serial
number of other means of identifying the inspected respirator. and provide this
information on a tag or label that is attached to the storage compartment for the
respirator. This information will also be included in inspection reports and
maintained until replaced following a subsequent certification. The respirators

will also be inspected before and after each use.

Emergency escape only respirators shall be inspected before being carried into the
workplace for use. Emergency respirators will be stored in clearly marked
compartments on project sites.

The employer or his/her representative shall ensure that respirators that fail on
inspection or are otherwise found to be defective are removed from use and are
repaired or adjusted in accordance with manufacturers recommendations or
discarded.

Repairs or adjustments to respirators are to be made only by persons appropriately
trained to perform such operations, and shall use only the respirator manufacturers
NIOSH approved parts designed for the respirator.

Air cylinders will be fully charged and recharged if pressure drops to 90% of
recommend pressure. Compressed breathing air and supplied air shall meet the
requirements for Type 1 Grade D breathing air in accordance with

ANSI/compressed Gas Association Commodity Specification for Air,
G.7.l-1989,and29CFR 1910.134(i).

Air compressors, for supplied air respirators shall be free of harmful quantities of
dust, mist or noxious, and suitable in-line air-purifying sorbent beds and

filters, a tag shall be maintained at the compressor showing the date of last service
and change of filters and signature of authorized employee and carbon monoxide
(CO) alarm.

F. Program evaluation to be conducted on semi-annual basis by the program
administrator or his designee.
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FIT TESTING PROCEDURES

Prior to doing any fit testing for the City of Las Vegas, the employees to be fit tested
must have on hand documentation of passing a respiratory physical provided by a
licensed medical provider.

Materials necessary to properly conduct quantitative fit testing are as follows:

I. Complete fit testing kit, including hood, Saccharin Solution Aerosol, Bitrex (TM)
Solution Aerosol. and nebulizer assembly.

2. Employees must have, on hand, the respirator that will be used on the job.

3. Employees that have any hair growth between the skin and the face piece sealing
surface of the respirator shall not be tested. (Stubble, beard, goatee, long

mustache, or sideburns)

4. Describe to the employees to be tested the process that will be followed during the
fit test.

5. Using the Saccharine Solution Aerosol, perform a taste threshold screening prior
to employees donning respirators.

A) Instruct employees (one at a time) to put the hood (test enclosure) over
their heads (without respirator).

B) Instruct the employee to breath through his/her slightly open mouth with
tongue extended. Instruct the employee to report when he/she detects a
sweet taste.

C) Using I ml of Saccharine (or Bitrex (TM)) Sensitivity Solution in the
nebulizer, insert the nebulizer into the hole in the front of the hood.
I) Ten squeezes are repeated rapidly, and then the employee is asked

if the saccharine can be tasted. If the employee reports tasting the
sweet taste during the ten squeezes, the screening test is completed.

2) If the response from the first 10 squeezes is negative, repeat.
3) If the response from the second 10 squeezes is negative, repeat

again.
4) If the response from the third 10 squeezes is negative, thoroughly

rinse the nebulizer in water. shake dry, and repeat the previous
steps with the Bitrex (TM) Sensitivity Solution.
Note the number of squeezes that were required to elicit a response
from the employee (10, 20, or 30).
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D) The solution that solicited the response is the solution to be used in the fittest.

6. Employees shall put the respirators on, and conduct positive and negative sealchecks. The tester shall assist the employees doing seal checks.

7. Employees must wear the respirators for at least five (5) minutes prior to beingtested.

8. Using the previously determined test solution (Saccharine, or Bitrex (TM)), Beginthe fit test.

THE FOLLOWING STEPS MUST BE PERFORMED TN ORDER FOR THE FIT TESTTO BE VALID!

A) The test subject may not eat, drink (except plain water), smoke, or chewgum for 1 5 minutes before the test.

B) The test subject shall don the hood (enclosure) while wearing therespirator that has passed the seal checks, and will be used for workpurposes.

C) Insert the nebulizer into the hole in the front of the enclosure and spray aninitial concentration of the fit test solution into the enclosure using thesame amount of squeezes determined in previous steps. (10, 20, or 30)

D) While the test subject is performing the following exercises, replenish theaerosol concentration every 30 seconds, by using one half the number ofsqueezes used initially (e.g., 5, 10, or 15).
1) Normal Breathing. In a normal standing position, without talking,the subject shall breathe normally.
2) Deep Breathing. In a normal standing position, the subject shallbreathe slowly and deeply, taking caution so as not to

hyperventilate.
3) Turning head side to side. Standing in place, the subject shallslowly turn his/her head from side to side between the extremepositions on each side. The head shall be held at each extrememomentarily so the subject can inhale at each side.4) Moving head up and down. Standing in place, the subject shallslowly move his/her head up and down. The subject shall beinstructed to inhale in the up position (i.e., when looking towardthe ceiling).

5) Talking. The subject shall talk out loud slowly and loud enough soas to be heard clearly by the test conductor. The subject can readfrom a prepared text such as the rainbow passage.
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Rainbow Passage:

When the sunlight strikes raindrops in the air, they act like a prism and form a rainbow.The rainbow is a division of white light into many beautiful colors. These take the shapeof a long round arch, with its path high above, and its two ends apparently beyond thehorizon. There is, according to legend, a boiling pot of gold at on end. People look, butno one ever finds it. When a man looks for something beyond reach, his friends say he islooking for the pot of gold at the end of the rainbow.

6) Grimace. The test subject shall grimace by smiling or frowning.
7) Jogging in Place. The test subject shall jog in place.
8) Normal Breathing. Same as exercise #1.

E) Each exercise shall be performed for one minute except for the grimace
exercise, which shall be performed for 15 seconds. The test subject shall
be questioned by the test conductor regarding the comfort of the respirator
upon completion of the protocol. If it has become unacceptable, another
model of respirator shall be tried. The respirator shall not be adjusted
once the fit test exercised begins. Any adjustment voids the test, and the
test must be repeated.

F) If at any time during the test, the test subject tells the tester that he/she can
detect the test substance, the test is a fail, and must be conducted again
with another respirator.

After the fit tests are complete on all test subjects, thoroughly rinse both nebulizers inclean water to prevent clogging.

Sexual Harassment

The City of Las Vegas is committed to creating and maintaining an environment in whichall employees can learn and work together in an atmosphere that enhances productivityand draws on the diversity of its members, an atmosphere free from all forms of
disrespectful conduct, harassment, exploitation or intimidation, including sexual. Thepurpose of this policy is to foster a dialogue on positive and effective inter-gender
communication and interaction but also to take whatever action may be needed toprevent, correct and, when necessary, to discipline behavior which violates this policy.

The City’ of Las Vegas can, and shall, demonstrate leadership in sensitizing and educatingall employees to what is appropriate vs. harassment in the workplace.

Sexual harassment is a violation of Title VII of the Civil Rights Act of 1964 and will notbe tolerated at the City of Las Vegas.

*Please refer to the City of Las Vegas’ current Personnel Ordinance 86-8.
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WORKPLACE VIOLENCE

STANDARDS OF CONDUCT

Whenever people gather together to achieve goals, some rules of conduct are needed tohelp everyone work together efficiently, effectively, and harmoniously. By acceptingemployment with us, you have a responsibility to the City of Las Vegas and to yourfellow employees to adhere to certain rules of behavior and conduct. The purpose ofthese rules is to be certain that you understand what conduct is expected and necessary.

Generally speaking, we expect each person to act in a mature and responsible way at alltimes. If you have any questions concerning any work or safety rule, please see theSafety Officer for an explanation.

Occurrences of any violations, because of their seriousness, may result in disciplinaryaction in accordance with the City of Las Vegas’ current Persoimel Ordinance 86-8.
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EMPLOYEE ACKNOWLEDGMENT

I have received a copy of the City of Las Vegas, Safety & Health Policy. I understand
that I am to become familiar with the contents of the handbook as it outlines my
responsibilities and Municipality guidelines. If I have questions, I understand that I
should talk to my Supervisor or the Director or Safety Officer. Further, I understand that:

• This handbook represents a brief summary of some of the more important
guidelines and that this handbook is not all inclusive;

• The City of Las Vegas retains the right to change any of the information in
this handbook with or without advance notice and that I will be given a copy
of changes;

• By signing this acknowledgement form, I accept the City of Las Vegas’
Safety and Health Policy as a condition of employment;

Employee (Print Name) Signature

Date

Witness (Print Name) Signature

Date

Signed Original to be kept in einploi’ee personnelfile and copy to the employee.
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STAND DOWN POLICY (NEW MATERIAL 05-25-2012)

SECTION 1. STATEMENT OF POLICY

OBJECTIVE: The development and implementation of a program is to educated and
train all City employees to recognize and avoid unsafe conditions in the work
environment.

STATEMENT OF POLICY: It is the policy of the City of Las Vegas to provide an
effective practice raise awareness of safety hazards and prevent accidents and injuries in
an attempt to comply with all regulations as they pertain to the City of Las Vegas.

DEFINITION: Stand Down refers to a work stoppage out of the work day to conduct
safety education.

SECTION 2: SAFETY STAND DOWN RESPONSIBILITIES & DUTIES

MANA GEMENT

RESPONSIBILITIES: Management will be required to be involved, enforce and abide
by this policy, as are all employees.

DUTIES:
1. Communicate the policy with all employees.
2. Lead by example.
3. Conduct safety stand downs annually for no less than thirty minutes.
4. Maintain awareness to job hazards and unsafe work conditions that may exist.

SAFETY OFFICER

RESPONSIBILITIES: The Safety Officer, or his designee will be responsible for the
overall Safety Stand Down Policy. Although he/she is assigned overall responsibility forthe administration of this program, the responsibility for a safe workplace rests with
every employee, from the City Manager to the newest hire.

DUTIES:
1. Develop educational materials, develop and implement training programs.
2. Arrange for training of employees, and supervisors.
3. Assure compliance with policy.
4. Ensure that the resources necessary to implement this program are available

using appropriations provided by management.
5. Ensure that this Safety Stand Down Policy is communicated to all employees

of the City’ of Las Vegas.
6. Maintain awareness to job hazards and unsafe work conditions that may exist.
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SAFETY STAFF

RESPONSIBILITES: The Safety Staff is to serve as assistance to the Safety Officer.Safety Staff is responsible for the implementation of the Safety Stand Down Policy.

DUTIES:
1. Assist the Safety Officer to ensure the implementation of the Safety Stand

Down Policy.
2. Assist the Safety Officer in developing educational materials.
3. Maintain awareness to job hazards and unsafe work conditions that may exist.

DEPAR TMENT DIRECTORS

RESPONSIBILITIES: Safety begins with the Department Directors commitment andparticipation. They set the Department goals, establish accountability, and are to be
involved. Department Directors are required to abide by and enforce the Safety StandDown Policy and programs.

DUTIES:
1. Communicate safety commitment and Safety Stand Down Policy and

programs.
2. Attend safety functions.
3. Assure compliance with all City of Las Vegas safety programs.
4. Make needed appropriations.
5. Set a good example.
6. Provide resources, including funding and time to support the safety program.
7. Support the Safety Officer and Safety Staff.
8. Maintain awareness to job hazards and unsafe work conditions that may exist.
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SUPER VISORS

RESPONSIBILITES: Supervisors have a direct responsibility for the safety of theworking group. They will assist the Safety Officer in implementing the Safety StandDown Policy and conducting safety stand down practices annually for no less than 30minutes

DUTIES:
1. Ensure participation of Safety Stand Down Policy
2. Stop work and conduct a Safety Stand Down if unsafe conditions exist or

develop.
3. Train and educate employees on Safety Stand Down Policy.
4. Enforce safety rules.
5. Correct unsafe acts and conditions.
6. Maintain awareness to job hazards and unsafe work conditions that may exist.

EMPLOYEES

RESPONSIBILITES: Employees must learn the hazards of their jobs and abide by theSafety Stand Down Policy when job hazards exist. The program requires thewholehearted support of those it was designed to protect. Employees are expected toparticipate to the fullest extent in this Safety Stand Down Policy.

DUTIES:
1. Participate in Safety Stand Down training.
2. Stop work when unsafe acts or conditions exist.
3. Communicate safety to fellow employees.
4. Maintain awareness to job hazards and unsafe work conditions that may exist.

Every employee caii feel confident that identjfying unsqfe acts or conditions will izotresult in an’ type of reprisal to them.

Page 59 of 61



I t

SAFETY MEET!NG STAND DOWN

EZZZ1 TIME:

fiDATE

PRNT r
MPLOYE PT Topic

TASNMIG MUST SE NO LESS THAN A 30 MBiVUTE PERIOD.

EMPWYEE S0!ATURE
IDEPATM ENS

__

_____

. I

zj



IMPLMENTA TWN:

All City of Las Vegas employees, from top management to the newest hire are to beactively involved in the implementation of the Safety Stand Down Policy andparticipation in the Work Stop Safety Stand Down annually for no less than a thirty (30)minute period.
Participation of all employees will be monitored by the Safety Officer and Safety Staff toensure that all involved are fully participating in the program and each employee is doinghis or her part in the implementation of this policy.
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ATTE—ST:
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EMPLOYEE ACKNOWLEDGMENT

I have received a copy of the City of Las Vegas, Safety Stand Down Policy. I understandthat I am to become familiar with the contents of the handbook as it outlines my
responsibilities and Municipality guidelines. If I have questions, I understand that I
should talk to my Supervisor or the Director or Safety Officer. Further, I understand that:

• This policy represents a brief summary of some of the more important
guidelines and that this handbook is not all inclusive;

• The City of Las Vegas retains the right to change any of the information in
this handbook with or without advance notice and that I will be given a copy
of changes;

• By signing this acknowledgement form, I accept the City of Las Vegas Stand
Down Policy as a condition of employment.

Employee (Print Name) Signature

Date

Witness (Print Name) Signature

Date

Signed Original to be kept in employee personnelfIle and copy to the employee.
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