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SECTION 1 ð ADMINISTRATIVE RESPONSIBILITIES 

 

Policy 

 

The effectiveness of the safety program depends on cooperation and understanding among supervision, 

employees and the safety committee.  It is recognized that the workplace cannot always be made risk free.  

Unexpected things will happen.  However, through planning and supervision we can identify most safety 

hazards associated with jobs and eliminate those that are controllable. 

 

Facilities Management workers will not take unnecessary risks .  Generally a risk is unnecessary if it is 

commonly known in the trade, identified in safety literature or can otherwise be reasonably anticipated by 

supervision and there is a feasible means to control it even if it cost more, takes more time or makes the 

job more complex. 

 

The safety responsibility of each key participant is  summarized below: 

 

Supervisors 

 

1. Identify the safety and health risks involved in performing jobs within your shop(s).  This includes body 

strains from over exertion as well as accidents, fires and health hazards.  If these risks are controllable 

by means of work methods, safety equipment etc. then they are unnecessary and there is no need to 

take them.  Use the Job Safety Review Check List to make sure all areas are covered. 

 

2. Assure that safety equipment is readily available and operable before sending workers to do a job. 

 

3. Provide on the job training in hazards, safety rules, etc. 

 

4. Enforce safety rules. 

 

5. Promptly report and investigate all accidents within your shop(s).  You are responsible for knowing 

what happened, why it happened and how to prevent it from happening again. 

 

Employee 

 

1. Follow safety rules at all times 

 

2. Notify your supervisor of unsafe conditions 

 

3. Report all accidents to your supervisor 

 

Safety Committee 

 
1. Each shop will meet once a month to discuss safety issues and to receive training in a specific area.  

The Safety Officer will coordinate at these meetings. 

 

2. Recommendations resulting from these meetings will be forwarded to the Director by the Safety 

Officer. 
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Job Safety Review 
(Post at Job Site or Attach to Work Order) 

 

A. WORK DESCRIPTION: ________________________________________________ 

 

B. WORK SETTING: 

 

_____ 1. STREET ð WEAR YELLOW VESTS, USE FLAGMEN, USE TRAFFIC SIGNS 

_____ 2.  OUTSIDE/WET FLOOR ð WATCH FOR HEAT/COLD STRESS, USE GFIC 

_____ 3. HIGH WORK, OPEN SIDE ð USE LIFELINE, INSPECT LADDERS 

_____ 4. IN EXCAVATION ð FOLLOW SHORING RULES 

_____ 5. CONFINED SPACE ð PRE ENTRY CHECK REQUIRED 

_____ 6. OTHER ___________________________________________________ 

 

C. MATERIALS: 

_____ 1. FLAMMABLES ð USE FIRE WATCH, VENTILATE SOLVENT FUMES 

_____ 2. ASBESTOS ð DO NOT DISTURB 

_____ 3. REFRIGERANT GAS ð VENTILATION REQUIRED 

_____ 4. CORROSIVES ð AVOID CONTACT, USE GLOVES AND EYE PROTECTION 

_____ 5. TOXIC ð AVOID CONTACT AND BREATHING FUMES 

_____ 6. OTHER ___________________________________________________ 

 

D. PHYSICAL HAZARDS: 

_____ 1. FLYING PARTICLES ð EYE PROTECTION NEEDED 

_____ 2. WELDING FUMES ð USE VENTILATION AND FIRE WATCH 

_____ 3. MOVING HEAVY OBJECTS ð USE LIFTING EQUIPMENT, TWO PEOPLE 

_____ 4. ELECTRICAL ð LOCKOUT, MAINTAIN EQUIPMENT AND CORDS (Resale see below) 

_____ 5. MOVING PARTS ð USE GUARDS 

_____ 6. OTHER __________________________________________________ 

 

RESALE:  

 VOLTAGE OF LINES _______   COGENERATIONS _______ 

SWITCHING TRANSIENT VOLTAGE _______ GENERATORS _______ 

GROUNDS _______    POLES _______ 

 

SAFETY INSTRUCTIONS: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 
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SECTION 2 ð GENERAL SAFETY STANDARDS 

 

Fire Prevention 

 

The University Safety and Health Program Manual contains policies on life (#11) fire extinguishers 

(#12), flammable liquids (#14) and departmental storage in mechanical rooms (#20).  In addition to 

these policies, the following standards are specific to Facilities Management:  

 

1. Mechanical rooms, Housekeeping closets, workshops and all other areas assigned to the Facilities 

Management shall be kept free and clear of unnecessary storage, deposits or accumulations of 

combustible waste and rubbish of any kind. 

 

2. Oily rags shall be stored in a metal can with a lid and removed for cleaning or discarded daily. 

 

3. Smoking and other open flames are prohibited around LP gas, oxygen and acetylene cylinders, 

flammable liquids, chlorine and combustible dusts. 

 

4. Fire protection features in building such as fire walls, wired glass, fire doors, fire alarms, dampers, 

sprinklers, egress hardware, electrical in hazardous locations etc. must be maintained during 

maintenance and renovation work.  For example, holes must be sealed in fire walls, wired glass 

must be replaced with wired glass, sprinklers must be replaced with exact replacements etc.  The 

Safety Officer must be contacted whenever maintenance will affect fire protection in a building.  

 

Ladders, Scaffolds and Automatic Lifts 

 

1. Ladders must be inspected by the shop foreman at least monthly.  Ladders found to be defective 

shall be marked "defectiveó, removed from service and discarded in the rear yard of the Facilities 

Management.  Examples of defective ladders are those with bent rungs, spreaders or side rails, 

missing or loose rungs or rivets, cracked wood etc. 

 

Non-conductive ladders must be used when working on electrical equipment. 

 

2. Manufactured tubular scaffolds must be erected in accordance with the manufacturer 

instructions.  Guardrails must be in place and except for mobile scaffolds; anchorage must be in 

place.  All loads carrying timber members must be scaffold grade. 

 

3. Mobile and other freestanding scaffolds are limited to a 4 to 1 height to base dimension.  The 

wheels must have locks and the scaffold must not be moved with employees on the scaffold.  

Guardrails must be in place.  Other òjob madeó scaffolds require prior approval of the Safety 

Officer. 

 

4. The safety procedures listed below are to be followed by employees using the upright lift, Genie 

lift, Spider scaffold and similar equipment.  

 

a. Each employee responsible for set up of lift equipment or scaffolds shall first read the 

operating instructions and safety rules provided by the manufacturer for the equipment.  

These are available from the Safety Officer. 

 

b. All instructions and safety rules in the manual shall be followed. 

 

c. Lift equipment and scaffolds shall be inspected in accordance with the manufacturerõs manual 

prior to using the equipment.  Equipment with missing, damaged or worn parts shall not be 

used. 

 

d. For man-lifts, outriggers are always required to be in place.  

 

e. For the up-right lift, the guardrails are to be raised whi le the lift is in horizontal position.  
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f. Man-lifts are not to be moved while the lift is elevated.  

 

g. All employees on suspension scaffolds are required to wear safety harnesses anchored to the 

building structure.  

 

h. Unauthorized personnel shall barricade the area directly below suspension scaffolds to 

prevent entry. 

 

5. The òSky Genieó Variable Descent System consist of lifelines, body harness, anchor attachment, 
and ascending unit.  The system is intended to be used solely as a safety lifeline for work on 

scaffolds, the edge of roofs, etc. are not to be used to lift or lower equipment or workers. 

 

Every employee who uses the descent system must first read the instructions provided and then 

follow the instructions to the letter.  

 

Work in the Streets 

 

All employees who work in or along the side of a street must wear orange vests.  Vests worn at night 

shall be reflective. 

 

A safe work zone must be designated and set up using flagmen, warning signs and orange cones on all 

projects, which require blocking off  any part of a traffic lane.  (See the Safety Officer for details)  The 

work zone must provide driver with warning, adequate response time and protect the work area. 

 

Shoring of Excavations 

 

All excavations in excess of five feet deep require shoring, sloping or benching with horizontal levels. 

 

The shoring, sloping or benching plan depends on the depth of the excavation and the type of soil. 

 

The exact shoring plan for each excavation will be developed by the Plant Engineer (Assistant Director 

of Facilities Management) and the Safety Officer. 

 

 This plan must be followed exactly before employees are allowed to enter the excavation.  No 

employee will enter an excavation at any time without the plan safeguards in place. 

 

 The Safety Officer will inspect all excavations daily to assure the excavations safeguards are being 

followed. 

 

Fall Protection for High Work 

 

Safety lifelines and body harness are required for all work on sloped roofs, within 6õ of the edge of 

open sided flat roofs, other elevated open sided areas where a fall hazard exist, and in trimming trees.  

Lifelines must be ĳó manila or equal secured above the work to a structure capable of supporting a 

minimum dead weight of 5400 lbs. lanyards should be used with lifelines to provide a fall no greater 

than 6 feet. 

 

Noise 

 

Hearing protectors are required when using the chipper, leaf blower, chain saw, sandblaster and 

tractor.  Protectors are also recommended when using woodworking machines for more than 2 hours.  

The Steam Plant and grounds workers come under the noise audiogram program.  These tests are 

administered by the Speech and Hearing Center. 

 

Electrical Safety Awareness 

 

The severity of electric shock is determined by the amount of current flow through the victim.  

 

Experimental and field data from authoritative sources indicate that, in general, an alternating current 

of 100 milliamperes (100 mA) at commercial frequency of 60 cycles per second (60 Hz) may be fatal if 
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it passes through the vital organs.  Similarly, it is estimated that a current of 16 mA is the average 

current at which an individual can still release him from an object held by the hand.  Such current flow 

can easily be received on contact with low-voltage sources of the ordinary lighting or power circuit. 

 

Death or injury by electric shock may result from the following effects of current on the body: 

 

 Contraction of the chest muscles, which interfere with breathing  

 Temporary paralysis of the nerve center 

 Interference with normal rhythm of the heart, causing ventricular fibrillation.  

 Suspension of heart action by muscular contraction (on contact with heavy current) 

 Hemorrhages and destruction of tissues nerves, and muscles. 

 

In general, the longer the current flows through the body, the more serious may be the result. 

 

1. As a rule electrical equipment and circuits 50V or greater should be de-energized before maintenance 

is performed directly on the equipment or circuits or if the work would expose the employee to 

unguarded live electrical parts. 

 

2. Worn, damaged and spliced cords and plugs are the most frequent workerõs electrical hazard at the 

Facilities Management.  All damaged cords must be repaired by the electrical shop or replaced. 

 

3. Extension cords must match the load they are connected too. 

 

4. GFCI must be used on all outdoor and wet applications. 

 

Note:  GFCI does provide protection against line to line electrical contact.  GCFI operator in a fraction 

of a second at 5 milliamps.  You may still receive a quick electrical shock with enough force to throw 

you from a ladder. 
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Materials Handling and Forklift  

 

Employees shall not be put at risk of body strains unnecessarily.  Shop supervisors shall assure that all 

jobs meet the following rules: 

 

1. Lifting equipment (handtrucks, cylinder trucks, etc.) will be utilized whenever possible. 

 

2. Adequate personnel will be assigned to the job dependent upon the weight and size of material.  In 

general, materials weighing more than 50 lb. will require two employees. 

 

3. Repetitive lifting and twisting will be designed out of the job as much as possible. 

 

4. Frequently used material and heavy large material will be stored in a location that does not require 

reaching over something, standing on a ladder or stool to get to, bending to the floor, reaching under 

something, etc. 

 

5. Loose objects must be contained while being moved. 

 

6. The route for carrying material should be as short as possible, avoiding steps, slopes and slippery 

surfaces if possible. 

 

7. Employees must be made aware of unavoidable tripping hazards. 

 

8. Employees should lift by bending their knees so that leg muscles are used. 

 

9. Only employees who have been trained shall operate the forklift.  All rules in the manufacturerõs 
manual shall be followed. 

 

10. Wheel chocks shall be used when unloading trucks at the warehouse. 

 

11. A truck with flashing lights shall always follow the  forklift enroute to locations on campus, a safe 

speed shall always be followed.  The forklift shall not be used outdoors in wet weather. 

 

12. Chemicals shall be stored and handled in accordance with policy #28 in the Safety and Health 

Program Manual. 

 

Compressed Gases 

 

The use of compressed gases on campus will be in accordance with recommendations published by the 

Compressed Gas Association. 

 

The following rules summarize a few of the basic guidelines for the use and storage of compressed gas: 

 

 Compressed gases on campus will be in accordance with recommendations published by the 

Compressed Gas Association. 

 

The following rules summarize a few of the basic guidelines for the use and storage of compressed 

gases: 

 

 Wall mounted or bench mounted gas cylinder brackets 

 Chains or belts anchored to walls or benches 

 Free standing dollies or carts designed for gas cylinders and equipped with safety chains or belts 

 

A cylinder must have the valve protection cover in place except when in use. 

 

The pressure regulator must be removed and valve protection cover replaced before moving cylinders even 

if the cylinders are secured to a dolly or hand truck, e.g., acetylene and oxygen cylinders used for cutting, 

brazing, etc., may not be transported with regulators attached to the cylinders. 

 

Smoking is not permitted in the area where flammable gases (acetylene, propane) are used or stored. 
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Gas cylinders must be used in an upright position and clamped securely at all times.  Due to the extreme 

hazards created by using certain cylinders in a horizontal position (e.g., acetylene, gases stored as a 

liquid), approval must be obtained from the Health and Safety Office for use of cylinders in any position 

other than vertical, with the valve up. 

 

Appropriate dollies or hand trucks must be used to move cylinders weighing more than 50 pounds.  

Movement by spinning, sliding, rolling, etc., is prohibited.  For movement within shops and laboratories, 

cylinders weighing less than 50 pounds may be carried if desired. 

 

All oxygen valves, gauges, regulators, pipes and fittings must be scrupulously free of oil, grease, graphite, 

or any other oxidizable substance.  Such pipes, gauges, fittings, etc., must at no time be exposed to come 

to an elevated temperature due to proximity to welding operations, burners, or other heat sources.  

Although oxygen is quite safe under normal temperatures and pressures, elevated temperatures and/or 

pressures, or contamination, may result in the rapid and violent oxidation of normally non-reactive 

materials.  For example, a regulator used on oil-pumped nitrogen could produce a serious explosion if 

subsequently used for oxygen, due to the oil residue. 

 

Steam Cleaner 

 

Employees who use the steam cleaner must first be trained and authorized by the steam plant supervisor. 

 

The steam plant operator will maintain a current list of personnel and will turn the steam on for authorized 

personnel. 

 

Hearing protectors, goggles and cuffed gloves are required to be worn.  Two workers are required to be 

present during the cleaning process. 

 

Before leaving the steam cleaner area, employees will clean the area, roll up the hose and turn in the 

protective equipment. 

 

Transporting Workers in State Vehicles 

 

The driver and each passenger must have a seat and wear seat belts, if available.  No one is allowed to sit 

on the edge or rail of the pick-up truck or stand up while the vehicle is in motion.  Passengers may ride 

inside the pick-up bed or the back of a van for short distances on campus not to exceed 25 miles per hour. 

 

Drivers/passengers in vehicles, which do not exceed 25 miles per hour and make frequent stops, do not 

have to wear seat belts. 
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SECTION 3 ð ELECTRICAL DISTRIBUTION SAFETY STANDARDS 

 

Overhead and Underground line Maintenance Safety Procedures 

 

1. These procedures do not apply to construction of power lines. 

 

2. Assignment of Crew: 

 

a. Electric distribution work requires two or more employees who are trained and qualified as power 

line workers, except a single qualified power line employee or electrician may perform the 

following:  (non power line workers cannot work high voltage) 

 

 Routine switching of circuits  

 Work performed with live line tools if the employee is at a safe distance while on the ground. 

 Minimum emergency repair required safeguarding the public. 

 

All entry into manholes, work from the aerial bucket near energized lines and climbing 

requires two employees. 

 

b. The crew shall wear approved hardhats at all times while work is being performed.  Clothing made 

from flame resistant natural fibers, nomex or PBI shall be worn, no metallic jewelry.  Rubber 

gloves, suitable for the voltage with protectors shall be worn before leaving the ground, raising the 

aerial bucket, entering service compartments and otherwise as specified in these procedures.  Eye 

Protection shall be readily available and worn whenever there is a danger of arc, spark a flying 

object or otherwise specified in these procedures.  Rubber gloves are required when placing and 

removing approved protective equipment 

 

3. Tailgate Conference 

 

òTailgateó conferences will be held prior to each maintenance job.  A general work plan will be 

developed which includes safety precautions. (See job safety checklist ð page 5) 

 

4. Work In the Street 

 

All employees who work in or along streets are required to wear reflective vests and use warning 

signs, and flagman as necessary to direct traffic.  (See work in the street, page 7)  Do not wear safety 

vests in aerial devices when climbing or when exposed to energized conditions. 

 

5. Line and Equipment Clearance 

 

a. A switching tool, rubber gloves with leather protectors, safety glasses and hard hat shall be used 

when opening and closing switches from an elevated position. 

 

b. A tag shall be attached to each switch that is providing clearance on the line.  A lock shall be 

installed on accessible (Ground Level) switch (see Lockout Procedures Section 6). 

 

c. Capacitors shall be do-energized for 5 minutes, removed from the line, short circuited and 

grounded as needed for the job.  Rubber gloves and a hot stick shall be used. 

 

d. The identification of all -underground equipment and lines shall be verified by tags and chart 

comparison. 

 

e. If radios are used all instructions about clearances shall be repeated back to the person giving 

them. 

 

f. Only the crew working the line is authorized to release the line for service after all personnel are 

accounted for. 

 

NOTE:  See Section 17 for additional information on underground switching and tagging. 
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6. Testing for Dead 

 

a. After switching clearance, all line equipment, transformers, etc., shall be tested for dead.  Rubber 

gloves and live line tools, when necessary, shall be used.  Retest if crews leave and return to the 

worksite. 

 

7. Testing Poles for Climbing 

 

a. Poles shall be inspected and tested for soundness before they are climbed.  Decay is evident when 

a wood pick penetrates an inch or more. 

 

b. Poles with rot or other structural defects making it unsafe shall be made safe with guying, bracing 

a new pole next to it, or otherwise before climbing. 

 

8. Entering Manholes/Opening Underground Service Compartments 

 

a. The manhole opening must be guarded with signs, barricades, etc. as necessary or directly 

attended by a worker. 

 

b. Confined space procedures, (testing for gases, ventilation, etc.) shall be followed (see Section 6). 

 

c. Rubber gloves shall be put on before entering pad mount or below ground compartments and shall 

not be removed until the equipment is closed. 

 

d. Where a cable in manhole has one or more abnormalities that could lead to or be an indication of 

an impending fault, the defective cable shall be de-energized before any employee may work in the 

manhole. 

 

Note:  Abnormalities such as oil or compound leaking cable or joints, broken cable sheaths or joint 

sleeves, hot localized surface temperatures of cables or joints, or joints that are swollen beyond 

normal tolerance are presumed to leak or be and indication of an impending fault.  

 

9. Grounding 

 

a. Grounding must achieve an equipotential zone.  Personal Protective equipment (2b) and live line 

tools shall be used when grounding. 

 

b. After clearance and testing, de-energized lines shall be grounded as close to the work area as 

possible. 

 

c. The ground end shall be attached to the neutral first, the other end shall then be attached to the 

line or equipment.  To remove reverse the process.  Grounding must be able to carry the maximum 

fault current and have impedance low enough to ensure quick operation of protective devices. 

 

d. At least 2 feet 6 inches shall be maintained between ungrounded energized lines at the work 

location. 

 

e. Line and aerial trucks shall be grounded anytime work is being performed near energized lines. 

 

10. Work on or Near Energized Lines or Ungrounded De-energized Lines 

 

Note:  When working on de-energized and grounded construction the work may be performed without 

rubber gloves and protectors, all other protective gear requirements still apply. 

 

a. When two or more employees are working within reach of each other they shall not work on 

different phases at the same time. 

 

b. Street light circuits and grounded neutrals shall be considered energized. 
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Approach Distance: 

 

c. Employees shall not approach or take any conductive object closer to any exposed energized 

conductor or equipment than that distance shown below unless that employee is wearing 

approved rubber gloves with protectors, approved hard hat, approved eye protection, and wearing 

clothing made from flame resistant natural fibers, Nomex or PBI and be void of any exposed 

metallic jewelry:  

 

NOTE:  Do not use metallic cloth or metal tapes/rules to measure approach distance.  Instead use 

a hasting fiberglass measuring stick or use a hat stick and then measure to stick after removal or 

a range finder. 

 

7.2 kV through 34.5 kV 2õ6ó 

  

Note:  The maximum voltage which may be worked or handled with approved rubber gloves from a 

pole is 600 volts. 

 

Rubber sleeves are required when the work requires reaching through energized conductors, or 

working close to more than one conductor. 

 

d. If any part of the employeeõs body can at any time during the work come closer than 2õ 6ó to any 
exposed energized conductor or equipment as listed in the table above, the energized part or 

equipment shall be covered with insulated hose blankets or covers. 

 

e. The maximum voltage which may be worked or handled from an approved insulated platform or an 

approved insulated bucket is: 

 

Wearing 20 kV gloves 7.2 kV phase or ground or 

   12.5 kV phase to phase 

 

Wearing 40 kV gloves 19.9 kV phase to ground or 

   34.5 kV phase to phase 

 

All work on conductors or equipment energized at voltages higher than those listed above shall be 

performed with approved live line tools. 

 

Work From the Pole: 

 

f. Approved hardhat, eye protection and rubber gloves with protectors shall be put on by the 

employee before leaving the ground.  Rubber gloves may be removed to retrieve small objects from 

equipment containers. 

 

g. All telephone circuits, cable television circui ts, secondary conductors, service cables, guys and 

neutrals shall be covered with approved high voltage cover gear if any part of the employeeõs body 

can come into contact with these facilities while working on energized conductors and equipment, 

or while working on de-energized or grounded conductors and equipment if any park of the 

employeeõs body may contact energized conductors or equipment.  Ungrounded conductors or 

conductors up to 600 volts shall be covered while wearing approved rubber gloves and protectors. 

 

h. All energized conductors in the work area shall be covered with approved protective equipment 

except the part of the conductor on which work is being done. 

 

i. Protective equipment shall be installed from a safe position and from a position below the 

conductor or equipment being covered. 

 

j. Approved hardhat, eye protection, approved rubber gloves and protectors and rubber sleeves shall 

be worn by employees while covering conductors and equipment energized at 601 volts through 

34.5 kV.  The employeeõs gloved hand shall not come in contact with conductors or equipment 

energized at primary voltage while installing or removing protective cover gear.  Approved plastic 
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shields with insulated handles or shields with the provision for the installation with hot sticks shall 

be used to cover energized primary conductors. 

 

k. Approved hard hat, eye protection, approved rubber gloves with protectors and rubber sleeves 

shall be worn by employees and all energized primary conductors and equipment shall be covered 

with approved protective covers, when during the course of the work, any part of the employeeõs 

body may come closer to the energized conductor or equipment then the distance specified in the 

following table:  

 

7.2 kV through 34.5 kV 2õ6ó 

 

l. When work from the pole requires the use of an insulated platform attached to the pole, items e 

through j above apply as well as the following: 

 

 Approved hardhat, eye protection, approved rubber gloves with protectors and rubber sleeves 

shall be worn by all employees while working on the platform. 

 

 The platform barricade system shall be in place and the employee shall be secure with a 

safety strap or lanyard at all times while on the platform. 

 

 All energized conductors in the work area shall be covered with protective equipment except 

the part of the conductor on which work is being done. 

 

m. When work from the pole requires the use of live line tools to cut splice, move, relocate or hold 

energized conductors, items e thorough j above apply as well as the following: 

 

 Approved hardhat, eye protection, approved rubber gloves with protectors and rubber sleeves 

shall be worn by all employees on the pole regardless of position on the pole. 

 

All energized conductors in the work area shall be covered with protective equipment except the 

part of the conductor on which work is being done. 

 

Work From an Aerial Bucket: 

 

n. Energized work from an aerial bucket with an insulated liner is limited to 19.9 kV phase to ground 

or 34.5 kV phase to phase or lower voltages. 

 

o. Approved hard hat, eye protection, approved rubber gloves with protectors, rubber sleeves, and 

body harness with lanyard firmly attached shall be put on by the employee before the bucket 

leaves the cradled position and worn at all times.  These items shall not be removed until the 

bucket has returned to the cradle position.  

 

p. All neutrals, secondary circuits, telephone circuits, cable television circuits, guys, grounds and 

grounded equipment shall be covered with protective equipment if in close proximity to the work 

area. 

 

q. All energized conductors in the work area shall be covered with protective equipment except the 

part of the conductor on which work is being performed. 

 

r. Protective covering equipment shall be installed as the circuit or equipment to be covered is 

approached and whenever possible from a position below the circuit.  Covering should be removed 

in the reverse order. 

 

Work from the Ground: 

 

s. The use of a TEL-O-POLE or EXTENDO STICK is restricted as follows: 

 

(a)  The employee shall be standing firmly on the ground. 

 

 (b)  There shall be no vehicles or other persons in the immediate area. 
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t. Approved low voltage rubber gloves shall not be used on overhead line work, company telephone 

or telemetry circuits, or while doing work in ungrounded transformer secondary compartments or 

pedestals. 

 

u. Approved low voltage or high voltage rubber gloves with protectors, approved hard hat, approved 

eye protection shall be worn when installing, changing, testing or removing CT's or when work on 

or within energized meter enclosures.  In addition, the employee shall be void of any exposed 

metallic jewelry.  

 

v. Approved hardhat, eye protection, leather gloves and clothing shall be worn when removing, 

installing or changing energized electric meters.  

 

11. Installing and Removing Overhead Lines 

 

a. Tension stringing method barriers, or other EQUIVALENT measures shall be used if contact can be 

made with energized power lines or equipment. 

 

b. Cover exposed energized lines or protect employees from differences in potential by grounding 

/bon ding of use insulated equipment whenever the cable being installed could become energized 

with this activity.  

 

Event considerations shall include ANY of the following: 

 

 Failure of stringing equipment - pulling or tensioning, or 

 Failure of wire or cable being pulled. or 

 Failure of any previously installed lines or equipment. 

 

c. Consideration Required:  Pulling over energized facilities above 600 volts-- 

 

If auto-reclosure can be disabled, it shall so be done. 

 

d. Study is required concerning induction from energized parallel lines, or treat work activities as 

under hot work. 

 

e. Use conductor grounding requirements at least every 2 miles, Grounds shall remain in place 

until installation is complete between deadends, removed as LAST phase of work. 

 

f. Work on bare conductors requires grounds at EACH work LOCATION, PLUS grounds at EACH 

OPEN dead-end OR catch-off points OR next adjacent structure. 

 

g. When splicing two bare conductors, they SHALL be bonded AND grounded BEFORE doing work. 

 

h. All items of stringi ng equipment shall be in good condition.  Pulling rig shall be operated only 

when safe to do so.  Do not stand under lines or conductors! 

 

i. Conductor grips shall NOT be used on wire rope unless specifically designed for this  

 

j. Reliable communications are needed between ends of the work. 

 

12. Pole Mounted Transformers. 

 

a. Block and tackle of adequate strength shall be used when installing or removing transformers.  

If mechanical power is used, the fall line of the tackle must be run through a snatch block at the 

base of the pole. (Excluding material handling buckets) 

 

b. When installing and connecting transformers, the ground and neutral 

connections shall be made first, then the secondary connections and last, the 

primary.  The reverse order shall be followed in removing a transformer. 
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c. When transformers are being raised or lowered, all workers shall stand in the 

clear and guard traffic if necessary. 

 

d. When climbing an energized transformer pole, linemen shall immediately 

observe that proper transformer ground connections exist. 

 

e. Linemen shall avoid touching the case of any energized transformer with any 

portion of their bodies. 

 

f. When fusing transformers, linemen shall avoid energized conductors. 

 

g. All transformers shall be carefully inspected before being installed. 

 

h. The secondary circuit of a current transformer shall not be opened while the primary is 

energized. 

 

13. Working on Pole Mounted Capacitors 

 

a. Line capacitors shall be considered at full voltage until they have been removed 

from the line, and terminals short-circuited and discharged to ground by an 

approved method.  The terminals shall not be short-circuited until the capacitors 

have been de-energized for at least five minutes.  Once terminals have been 

short-circuited (terminals b onded together) they should remain bonded until 

later use. 

 

b. Employees shall wear rubber gloves and use a hot stick while shorting terminals 

to discharge capacitor. 

 

c. New Capacitors should be short-circuited by a qualified electrician as soon as 

they have been received in warehouse. 

 

14. Pole Mounted Fuses 

 

a. Insulated tools or rubber gloves with protectors must be used when installing or removing fuses. 

 

b. Eye protection and insulating tools must be used when installing or removing expulsion type 

fuses. 

 

15. Setting Poles or Removing Poles Near Energized Conductors 

 

a. Insulated equipment shall be used, no contact between the pole and the uninsulated portion of 

the body. 

 

16. Circuit Breakers 

 

a. Draw-out type circuit breakers shall be inserted and removed while the breaker is in the open 

positions. 
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17. Underground Distribution Safety Requirements 

 

a. Personal Safety Equipment 

 

 Personal protection equipment ð approved rubber gloves with glove protector, hard hat, eye 

protection and flame retardant clothing ð SHALL BE WORN when working on/or exposed to 

energized circuits or equipment.  In such cases the performer shall put on approved rubber 

gloves prior to opening, or exposing the equipment or cable.  Rubber gloves shall not be 

removed until the equipment is closed. 

 

 Street lighting circuits, fixtures, and apparatus, as well as the grounded neutral of circuits, shall 

be considered energized and worked with approved rubber gloves because of the possibility of 

their being in contact with live lin es and equipment 

 

 Approved rubber gloves shall be worn when placing and removing approved rubber or other 

protective equipment. 

 

 Approved rubber gloves shall be worn when working with de-energized lines or equipment which 

may accidentally come in contact with energized circuits or equipment. 

 

 EXCEPTION:  Rubber gloves may be removed to install primary splices and terminations/elbows 

only after cable has been properly de-energized, grounded, and any adjacent energized conductors 

covered with approved rubber or other protective equipment. 

 

 When working in or on underground three-phase padmount transformers remove 20KV gloves, if 

desired only after, completing these tasks: 

 

Á Primary cable is isolated and grounded, fuse holders removed from the cutouts, and the riser 

pole flagged and cable tagged. 

 

Á UG primary cable is grounded on the primary side of the transformer, if loop feed, then the cable 

from the adjacent transformers and or riser pole as well as the cables at the work location must 

be grounded. 

 

Á Customer switch gear is de-energized, locked and tagged. 

 

Á Customers load side is tested for voltage. 

 

NOTE:  20KV gloves are required when switch gear is inaccessible and cannot be locked. 

 

Á When installing new service at customer meter base, (300 volts or less) remove 20KV gloves, if 

desired, only after completing these tasks: 

 

b. From UG Transformer 

 

 Visually inspect the underground transformer providing the service.  Train (position) the 

cable ends inside the transformer compartment away from the primary and secondary 

terminations.  

 

 Seal the cable ends and tape and tie wrap them together with the tie wrap.  Attach the cable 

to the copper grounding ring. 

 

 Identify the cable you are working on as the correct cable. 

 

 Check the customer load side for voltage, shorts and grounds. 

 

NOTE:  When checking for voltage on the cable at the meter base is being installed, 20KV gloves 

shall be worn. 
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c. From a Pole: 

 

 Install underground service in conduit secured to the pole.  Seal (waterproof) cable ends.  

Ensure cable is not connected to any conductors on the pole and is isolated and trained 

away from all energized conductors. 

 

 Secure service cable at the pole. 

 

 Leave service cable at the customerõs meter base in the meter base.  If meter base is not 

installed, service cable may be coiled, installed in section of conduit and temporarily install 

to structure.  

 

 Seal cable ends and remove excess cable. 

 

 Identify service cable you are working on is the correct cable and ensure it is not connected 

to and conductors on the pole.  Ensure ends are sealed and cable secured with tie wraps. 

 

 Check for voltage on customerõs meter base where cable is being installed.  Wear 20KV 

gloves for voltage checks. 

 

 Check customerõs load side for shorts and grounds. 

 

d. Grounding 

 

 The tanks of all switching compartments, pedestals, protective fuse compartments, and 

transformers will be grounded to the system common neutral.  Cable shielding at all 

terminations and splices will be tied to the common ground per respective installation 

instructions.  

 

 Before doing any work on de-energized lines or equipment where there is a possibility of 

their becoming energized, such lines or equipment shall be grounded between the location 

of the work and all possible sources of energy, either from primary or secondary sources.  In 

most cases, this will require grounding on both sides of the section in which work is being 

done. 

 

 Use approved voltage detector to determine if nominal voltage is present.  (Reference 

Chapter 2 ð Grounding/Tagging) of this manual for test procedures.) 

 

 If voltage is present, determine voltage source and de-energize voltage source.  Re-check 

equipment with voltage detector.  If no voltage is present, apply approved grounding 

equipment. 

 

NOTE:  Always test voltage detector to ensure the detector is operational. 

 

 Grounding equipment should be placed as near to the location of the work area as 

possible.  Before installing grounds on a supposedly de-energized circuit or piece of 

equipment, the grounding equipment shall be visually inspected to ensure a reliable 

connection with the system ground.  When grounding lines or equipment, the grounding 

device shall first be attached to a good ground connection available or supplied for the 

purpose and the other ends of the grounding device to the circuit or equipment last.  In 

removing the grounds, first remove the connection to the circuit or equipment and then 

remove the ground connection. 

 

 When cutting into a primary cable or splice that is not visually grounded at the same work 

location (such as excavation), a grounded spiking tool, shall be used to pierce the cable 

before the cut is made or a remote cutter must be used.  This applies to cable in a loop or 

radial system and applies to damaged cable. 
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 To test cable with the grounded spiking tool.  Verify that all personnel in the same area 

are in the clear before spiking.  The same area may be a common ditch line, equipment in 

the area, or the same loop in a sub-division.  To spike the cable first attach the grounding 

clamp to the best available ground, using a 8õ hot line clamp stick install the spiking 

clamp on the cable, screw the clamp spike in to pierce the cable. 

 

Caution:  If an energized cable is pierced the fault path may travel the neutral of the cable and the 

ground rod. 

 

e. Transformers and Switching Cabinets 

 

 When energized padmounted transformers and switching cabinets are unlocked and open, 

they shall be attended by a worker.  Any transformer or switching cabinet left unattended 

must be closed and locked. 

 

 The primary compartment may be opened for inspections. 

 

Live front transformers (both single and three phase) that do NOT have barriers OR have barriers 

that are not in good condition: 

 

 No work will be performed in an energized live front transformer (either primary or 

secondary compartments) unless the transformer is de-energized, tested for voltage, and 

the primary cables properly grounded.  This includes connecting and disconnecting 

services, switching, connecting test leads, terminating, label cables installing new cables, 

or any other type work. 

 

 It is permissible to work in the secondary compartment of an energized live front 

transformer only if the barrier that encloses the primary compartment is in place, in good 

condition and secured. 

 

 No work shall be performed in the primary compartment of a live front transformer or 

switching cabinet unless the primary circuit is de -energized and properly grounded. 

 

 Rubber gloved hands shall not be placed inside the primary compartment of a live front 

transformer unless it is de-energized and the cable properly grounded, with or without 

barrier boards. 

 

 Primary switches in live front transformers and single-phase cabinets shall not be opened 

or closed unless the circuit is de-energized. 

 

Live Front Single Phase Switching Cabinets: 

 

 No work shall be performed in a single-phased live front switching cabinet unless the 

cabinet is de-energized, tested for voltage, and properly grounded.  This includes 

switching (these are not approved load make and load break devices), replacing fuses, 

connecting test leads, termi nating labeling cables, installing new cables, or any other 

type work. 

 

 It is permissible to use an 8õ hot line tool to reset fault indicators and operate 

disconnections on de-energized cable and equipment during switching operations. 

 

Three Phase Switching Cabinets (PMH Cabinets) that do NOT have barriers OR have barriers that 

are NOT in good condition. 

 

Work may be performed in energized live front three phase switching cabinets (PMH) that DO have 

barriers that separate one compartment from all other compartments if ALL of the following 

conditions are satisfied: 

 

 The switches or fuses in the compartment to be worked on are open. 
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 The barriers in the compartment to be worked in are placed in the òslice inó position, 

separating the open compartment from energized parts and blocking accidental closing of 

switches or fuses. 

 

 All conductors in that compartment are de-energized, tested for voltage, and properly 

grounded. 

 

 All other compartment doors are closed and secured. 

 

 For a pad mounted automatic transfer switch (ATO), the control must be in òManualó 

position and the associated operating mechanism de-coupled (in addition to the above 

requirements) before working in a compartment where the switches are operator 

controlled. 

 

Examples of work that may be performed under the above conditions are connecting test leads, 

terminating, and labeling cables.  It is permissible to open and close approved load break and load 

make devices in this type cabinet.  However, removal and installation of fuses requires the use of a 

grappler tool and 8õ universal hot stick.  This must be equipped with barrier boards and 

attachment hooks to accommodate the tool.  

 

Examples of work that may not be performed in this cabinet are installing and pulling new cables 

into the switchgear.  

 

f.  UG Cable Installation and Repair 

 

 To properly secure and make safe UG primary cable during construction and repairing, the 

following guidelines shall be followed: 

 

 Primary risers may be installed on energized poles and terminations made before the 

transformers or cabinets are installed.  Leaving the other end of the cable exposed or in a 

temporary pedestal.  In such cases the cable shall be properly grounded and tagged at the 

riser pole.  (Use DO NOT ENERGIZE tag see Tagging UG Lines).  The qualified person 

completing the job and energizing the system shall remove the tags. 

 

 A primary cable is stubbed up in a transformer or cabinet that is energized and the other 

ends of the cable are lying on the ground or stubbed up in a temporary pedestal, the end 

of the primary cable in the transformer or cabinet shall be terminated, properly grounded 

and tagged.  (Use DO NOT ENERGIZE tag see Tagging UG Lines).  The qualified person 

completing the job and energizing the system shall remove the tags. 

 

g.  Installing Underground Cable Risers 

 

 When installing underground primary risers and secondary riser, the cable must be kept in 

positive control at all times.  

 

 Underground Primary and Secondary cable being installed in conduit on poles requires the 

following:  

 

Á Tailgate planning conference 

 

Á Ensure no one is working on the other end of the cable, ground cable if possible. 

 

Á Determine location on pole for conduit riser 

 

Á Measure length of cable needed for termination.  This may be completed using tele-

pole with non metallic measuring tape. 

 

Á Measure length of conduit needed.  This may be completed using tele-pole and non 

metallic measuring tape. 
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Á Allow 12 inches of conduit to be installed below ground line at pole. 

 

Á Once cable and conduit are measured, install required section of conduit cable over 

cable. 

 

Á Cover exposed energized conductors and equipment on pole that would have the 

potential of energizing the cable with appropriate approved protective equipment. 

 

CAUTION:  Cable jackets are conductive do not allow to make contact with energized 

conductors: 

 

 Secure hand line on pole and attach hand line to end of conductor.  Hand line rope may be 

attached by pulling grip, half hitches, rolling bend hitch, timber hitch etc.  Larger 

conductors such as 750 MCM Primary may require the use of derrick boom winch for 

installation.  

 

 Once hand line is secured and attached to cable, raise the conduit and cable into position 

on pole.  This should be pulled slowly in order to prevent conduit from separating and to 

maintain positive control of cab les. 

 

 Once cable reaches Technician at pole position, Technician must secure ends of cable 

before unsecuring cable from hand line.  Conduit straps are then installed. 

 

 Performers working at ground level shall wear 20 kV gloves and maintain isolation from 

cable being installed until Line Technician on pole has secured cable in safe position.  

(Never stand on or handle cable when being positioned or moved on pole.)  Technician on 

pole shall maintain positive control of cable throughout installation process.  

 

h. Terminating Cable: 

 

 Primary cable shall not be terminated in the riser pole and the transformer at the same 

time. 

 

 To avoid injury from cuts and scrapes, only approved splicing and stripping tools should be 

used. 

 

i. Switching Operation 

 

 When performing switching operations on dead front padmount equipment clear the area 

of obstructions that would interfere with the motions of the operation or the elbow itself.  

 

NOTE:  Check the operation instructions for the accessory device and be sure it is rated for 

energized. 

 

 Put yourself in the best possible operating position.  This position should allow you to 

establish firm footing and enable you to grasp the operating end of the hot line tool 

securely and maintain positive control over the movement of the load break elbow before, 

during and directly after the operating sequence.  If there is any question as to whether 

you will be able to control the elbow, it is recommended that you call for assistance or the 

connectors be de-energized before operating them. 

 

 Elbow pullers are available to assist in switching operations.  Elbow pullers are 8õ hot line 

tools equipped with a gripper that fits on the end of the stick that closes around the elbow 

and helps maintain positive control of the elbow when switching.  This tool is used to 

remove elbows in padmount equipment that are difficult to remove.  This is accomplished 

be a sliding weight which is a part of the stick.  Elbows may also be installed with this 

tool. 
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j. Tagging UG Lines 

 

There are two tags used on underground systems they are: 

 UG Switching Hold Card 

 Do Not Energize 

 

        Underground Switching Hold Card 

 

 This card is to be placed on the cable in the normal open point transformer when doing UG 

switching.  The card will identify the location of the temporary open point transformer (pad 

# and street address) and provide other information. 

 The card must be removed by the qualified person switching the system back to normal 

and turned in for recording.  

 

 

 

 

 
 

 

Figure 1 

Underground Hold Card 
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Do Not Energize Tag 

 

 This tag is designed to be used to make underground primary cable safe during 

installation, in the event of cable damage, or because of work in progress. 

 

 When switching to isolate primary cable due to UG cable being exposed on top of ground 

or in a temporary pedestal, cable failure, or work in progress.  Install DO NOT ENERGIZE 

tags on the elbow pulling eye at both ends of the cable if in a transformer or switching 

cabinet, if one end is at a riser pole install tag on the cable at the pole.  Tag each cable on 

three-phase systems.   The qualified person switching the system back to normal shall 

remove the tags before energizing the system. 

 

 
   

Figure 2 

Do Not Energize Tag 

 

18. Reclosers - Reserved for Future Use. 

 

BUCKET TRUCK 

 

1. Only qualified electric shop persons shall operate this equipment. 

 

Note: Other Facilities Management employees may borrow and operate bucket truck #288 if they have 

completed training in the operation of the truck.  

 

2. The operating and maintenance instruction manuals issued by the manufacturer 

shall be followed. 
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3. Load limits of the boom and bucket shall not be exceeded. Shock loading (sudden 

stops or starts) of the equipment shall be avoided.  Maximum load limits should be 

painted on outside of bucket. 

 

4. Aerial lifts shall not be "field modified."  

 

5. Prior to use, the equipment shall be given a warm up period. The hydraulic system 

and the lift controls shall be checked and tested daily before use to determine such 

features are in safe working condition.  Malfunctions or unsafe operational 

conditions shall be reported to the foreman.  Equipment, which is not in proper 

operational condition, shall not be used. 

 

6. Articulating boom and extensible boom platforms, primarily designed as personnel 

carriers, have both platform (upper) and lower controls.  Lower level controls shall 

not be operated unless permission has been obtained from the employee in the 

bucket, except in case of emergency. 

 

7. The truck shall not be moved unless the boom is lowered, the bucket cradled and 

secured, and the out-riggers retracted. 

 

8. When employees are in the bucket of an aerial lift, the emergency brake of the 

vehicle shall be set.  Wheel chocks and outriggers shall be used to provide added 

protection.  When the vehicle is on an incline, wheel chocks shall be used 

regardless of whether or not outriggers are used.  The truck should sit 

approximately level when viewed from the rear. 

 

9. When outriggers are used, they shall be set on pads or a solid surface. Care should 

be taken when outriggers are lowered and raised.  The outriggers must be in clear 

of the operator during this process. 

 

10. Employees shall not belt to an adjacent pole or structure.  when working from an 

aerial lift, a body harness shall be worn and a lanyard attached to the boom. 

 

11. Safety rules governing the use of hot-line tools, rubber gloves, personal protective 

equipment and general safe practices shall also apply to work done from aerial 

baskets. 

 

12. When a boom must be maneuvered over a street or highway, necessary 

precautions shall be taken to avoid accidents with traffic and pedestrians.  

 

13. The operator shall always face in the direction in which the basket is moving and 

he shall see that the path of the boom or basket is clear when it is being moved. 

 

14. Employees shall not stand or sit on top or edge of the basket or on ladders placed 

in the basket.  Employeeõs feet shall be on the floor of the basket the entire time 

he/she is in it.  

 

15. Climbers shall not be worn by employees while in the basket. 

 

16. When two men are in the basket or baskets, one of them shall be designated to 

operate the controls.  One employee shall give all signals, which shall be 

thoroughly understood by all persons concerned. 

 

17. When two linemen are working from the basket, extreme care shall be taken to 

avoid one man contacting poles, crossarms or other grounded or live equipment 

while the second lineman is working on equipment at a different potential.  

 

18. In no case shall more than one energized conductor or phase be worked at one 

time. 
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19. The aerial lift, together with the workers the basket and all tools and equipment 

shall maintain proper clearances from unprotected energized conductors. 

 

20. When using pneumatic or hydraulic tools in a bucket, the operator shall be sure 

that hoses or lines do not become entangled in the operational controls. 

 

21. While live-line work is in progress, no other work of any nature shall be performed 

on the same pole or structure. 

 

22. Equipment or material shall not be passed between a pole or structure and an 

aerial lift while the employee working from the basket is within reaching distance 

of energized conductors or equipment that is not covered with insulating protective 

equipment. 

 

23. Bucket shall not be operated without a hand line. 

 

24. Bucket trucks shall be electrically tested every six - (6) months and records of test 

kept on the truck.  

 

25. If it becomes necessary to operate truck in high grasses or weeds this growth shall 

be cleared from under truck. 

 

26. Bucket trucks shall be equipped with back-up alarm or someone shall assist the 

driver in safety backing. 

 

27. All controls shall be labeled as to the direction of boom and outriggers. 

 

Care and Use of Hotsticks: 

 

1. Hotsticks shall be stored in a clean, dry area designed to prevent rolling and striking other hotsticks, 

materials or tools. 

 

2. Hotsticks shall be wiped clean and dry before use and before being placing in storage. 

 

3. Fiberglass hotsticks shall be thoroughly examined for cracks, checks, and signs of tracking or other 

contamination before each use.  The hotstick shall not he used and must be tagged out of service if 

there is evidence of any of the above conditions.  Hotsticks removed from service for structural 

repair shall be electrically tested  before placed back into service. 

 

4. Fiberglass hotsticks shall be thoroughly examined, cleaned and waxed annually using products 

approved for the use. 

 

5. Fiberglass hotsticks shall be electrically tested annually at 75,000 volts per foot.  

 

6. Employees using hotsticks during rain, wet snow and/or during electrical storm conditions shall 

wear approved rubber gloves with protectors. 

 

Care and Use of Rubber Gloves and Rubber Protective Equipment 

 

1. Rubber gloves, sleeves, blankets, line hose covers etc. shall be inspected prior to use. 

 

2. Rubber protective equipment shall be stored in a clean and dry location and secured from drainage. 

 

3. Rubber gloves shall be tested once every three months, rubber protective equipment once every six 

months. 

 

LINE TRUCKS 

 

1. Only qualified electric shop employees shall use or operate this equipment. 
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2. Line trucks shall be inspected prior to use. 

 

3. All controls shall be labeled as to the direction of boom and outriggers. 

4. Outriggers shall always be used and shall be set on pads or a solid surface. 

 

PCB LEAKS 

 

1. Wear disposable coveralls, vitron or neoprene gloves. 

 

2. If possible, contain the spill by placing the transformer in DOT 55 or 85-gallon 

drum.  Use sand or similar absorbent to dike and control the flow of the oil. 

 

3. Excavate all contaminated sand and soil and place in 55-gallon drums.  Clean all 

solid surfaces with Hexane or kerosene. 

 

4. Dispose of coveralls, gloves and all contaminated clothing in a 55-gallon drum. 

 

5. Label all containers with PCB decals. 

 

LINE CLEARANCE TREE TRIMMING 

 

1. Employees engaged in tree trimming must first attend òLine clearance tree trimmingó school. 

 

2. Hardhats, safety glasses or goggles and ear protections are to be worn when operating the chipper. 

 

3. If the bucket truck could become energized then the woodchipper must be removed from the truck, 

or the chipper must be grounded, bonded, ground mats used etc. to extend area of equipotential 

and to ensure that employees are not exposed to hazardous difference in potential. 

 

4. The wheels of the chipper must be chocked when it is removed from the truck. 

 

5. Only employees who have completed òlive clearance tree trimmingó training may perform tree 

trimming within 10 feet of energized conductors.  

 

6. Insulated equipment shall always be used near energized conductors.  

 

 

      SECTION 4 ð GROUNDS WORK SAFETY STANDARDS 

 

TRANSPORTING WORKERS IN STATE VEHICLES 

 

The driver and each passenger must have a seat and wear seat belts, if available.  No one is 

allowed to sit on the edge or rail of the pickup truck or stand up while the vehicle is in motion.   

Passengers may ride inside the pickup bed or back of a van for a short distance on campus not 

to exceed 25 miles an hour. 

 

Drivers/passengers in vehicles, which do not exceed 20 miles per hour and make frequent stops, do not 

have to wear seat belts. 

 

BLOCKING ROADS OR PARKING LOTS 

 

1.  When directing traffic, all personnel are required to wear an orange vest and use a 

standard warning flag. 

 

2.  When picking up debris on the 4-lane highway, safety vests must be worn. Also, post 

the appropriate warning signs. 

 

POWER EQUIPMENT AND TOOLS 

 

1. Back Pack Blowers 
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a. Ear protection is required - either earplugs or earmuffs.  This is an absolute 

necessity. 

 

b. Orange vests are required when operating on roads and in parking lots. 

 

c. Safety cones.  These should be placed at the discretion of the Foreman or Crew 

Leader in his particular area. 

 

d. "Men Working" Signs should be placed along roads and at the entrance to 

parking lots.  These also should be placed at the discretion of the Labor 

Foreman or Crew Leader in his particular area.  Some suggestions as to 

location are as follows: 

 

The road from the entrance to the Chancellor's home down to Road 

107 

 

Entrance to the road leading down from the Chancellor's home 

 

Entrance to drive leading to Madison 

 

Entrance (one-way) down the Chancellor's drive to Central Drive 

 

Entrance to Brown Cafeteria 

 

Central Drive at red light to Forest Hills Road 

 

Chancellor's Drive from Breese Gym to Joyner Plaza 

 

2. Weed Eaters 

 

a. Safety glasses, goggles or mesh type glasses are required. 

 

b. Ear protection will be the operator's decision.  Usually the noise level of a 

weed eater is not that high. 

 

c. Full-length pants, preferably blue jeans, are required. 

 

d. If an operator is allergic to insect bites, do not assign him/her to such a 

task. 

 

3. Mowers (Walk-behind) 

 

a. Work shoes are required.  No open toe sandals or dress shoes. 

 

b. Students workers are not to be allowed to remove, sharpen or install lawn 

mower blades. 

 

c. Permanent employees are to wear canvas gloves when removing, 

sharpening or installing lawn mower blades. 

 

d. Before removing a mower blade, first disconnect the spark plug wire.  

During blade removal, the wire should not touch the spark plug. 

 

e. Side discharge chutes will be left down. 

 

f. Mowing longer than 4 hours a day requires hearing protectors. 

 

4. Chain Saws 
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a. Ear protection, safety glasses or goggles are required  

 when operating a chain saw. 

 

b. When loading or handling brush, safety glasses or goggles 

 are to be worn. 

 

c. Canvas gloves are to be worn when handling brush, claps are recommended. 

 

d. Students will not be allowed to operate a chain saw. 

 

5. Hedge Trimmer (Power) 

 

a. Safety goggles or glasses are recommended. 

 

b. Students will not be allowed to operate power hedge 

 trimmers. 

 

6. Electric Bench Grinder 

 

a. The shields on the grinder must be in place. 

 

b. Eye protection is required when using the bench grinder.  

 

c. A full-face shield is also provided and is not to be removed from the work 

area. 

 

d. Canvas gloves are to be worn while performing any grinding. 

 

7. Morbark Wood Chipper 

 

a. Students will not be used to feed brush into the wood chipper. 

 

b. Safety glasses or goggles and ear protection are to be worn when 

operating the chipper. 

 

c.   Follow all safety rules of Morbark Chipper Company. 

 

8. Sweeper and Tractor 

 

a. No riders, a safe speed must be followed. 

 

9. Riding Lawn Mowers 

 

a. Side discharge chutes will be left down except in large open areas 

where cars and people are not at risk.  

 

b. Mowing longer than 3 hours a day requires hearing protection. 

 

c. Crew Supervisor will determine which slopes are too steep to mow. 

 

10. Rubber Stretch Cords 

 

 Because of the "snap back" hazard eye protection is required when using rubber 

stretch cords. 

 

TRASH PICK-UP 

 

Chemicals, Biological waste which has not been autoclaved or unboxed sharps should not 

be picked up for disposal.  Contact the Safety Officer if you encounter these items in the 

trash.  (see WCU Laboratory Safety and Health Manual-Section 15 and 16) 
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GASOLINE 

 

Approved metal or plastic cans will always be used for gasoline storage.  Do not allow the 

can to sit in the direct sunlight.  Use a bonding wire and clip for pouring liquids from one 

metal container to another. (see Safety and Health Policy #14)  

 

Power equipment shall not be refueled indoors or while running or while hot. 

 

PESTICIDE USE 

 

Pesticides may not be used without the supervision or direction of the Grounds Superintendent 

(licensed applicator) 

 

1. The licensed applicator will:  

 

a. Choose the pesticide 

 

b. Monitor the checkout log  

 

c. Specify protective equipment and clothing (or as indicated on label) 

 

d. Coordinate mixing 

 

e. Specify where and how the pesticide can be applied 

 

f. Coordinate rinsing and disposal of the containers 

 

2.  Low Pressure Sprayers (Pump-up, Bean Sprayer or Solo Sprayer) 

 

a. Rubber gloves (canvas or cloth gloves are not acceptable) are required 

when filling, cleaning and spraying and any other protective apparel as 

required on label. 

 

b. Chemical goggles only - (safety glasses or dust goggles are not 

acceptable) are to be worn when filling, cleaning equipment and spraying. 

 

c. Students are not to be used to apply chemicals.  

 

d. The exteriors of the rubber gloves are to be cleaned after each use. 

 

e. Appropriate warning signs to be posted in area of applications and left 

until re-entry can occur if exposure is a concern. 

 

3. High Pressure Spraying 

 

a. This task will be performed only under the supervision of persons holding 

a valid pesticide applicator's license. 

 

b. Respirators and protective clothing will be worn if there is a possibility that airborne 

concentrations of pesticides will exceed safe limits or if required by label (applicator and 

auxiliary helper). 

 

c. The applicator will be responsible for any auxiliary help he/she has and make sure the 

helper observes all safety precautions and wears the proper safety apparel. 

 

d. The applicator will follow manufacturer's safety recommendations which are printed on 

the container labels. 
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e. Appropriate warning signs to be posted in areas of application and left 

until safe re-entry can occur if exposure is a concern. 

 

EXCESS PESTICIDE DISPOSAL PROCEDURE 

 

The best way to dispose of spray chemicals is to plan the spray projects so that you do not have excess spray 

solutions left in the spray tanks.  In the event there is solution left after completing the spray application of 

the desired target and area, contact the grounds superintendent.  He will direct you to other target areas 

where the spray can be applied according to the label to control an approved desired target.   

 

After a spray project is complete, the sprayer must be cleaned with an approved chemical tank cleaner 

following the directions noted on the label to create the proper cleaning  mixture.  This mixture shall be 

agitated vigorously in the tank for a complete cleaning of the internal tank surface.  This solution shall also 

be run through the hose and gun and discharged back into the spray tank.  After this process has been 

completed, the spray unit shall be taken to a target site and the mixture applied following the original 

chemical label instructions until the tank has been completely emptied.  All safety and application 

procedures shall be followed during this process. 

 

If the applicator feels that the chemical residue in the tank is unsafe for the target site or the environment in 

general then the chemical and the tank cleaner mixture shall be stored in approved chemical storage barrels.  

These containers can be obtained from the Safety Officer.  At a given time the officer will have these barrels 

picked up by a certified hazardous waste contractor for disposal. 

 

TREE TRIMMING 

 

This section covers removal of trees taller than 12' and removal of limbs, which cannot be reached 

from the ground.  Removal of trees taller than 12' by employees who have not attended the tree 

trimming safety program requires approval of the Grounds Superintendent. 

 

1. Employees who perform tree-trimming duties must first complete the tree trimming 

safety program. 

 

2. Tree trimming within 10 feet of electrical lines shall be performed by employees who 

have completed the "line clearance" tree trimming section of the training and shall 

always be done with a qualified lineman present. 

 

3. Tailgate planning conferences shall be held prior to each job. The planning 

conference shall review all safety considerations and methods to avoid accidents. 

 

4. The tree shall be evaluated and checked for rot damage and electrical lines 

running through it or near it.  

 

5. Hard hats, safety shoes and eye protection is always required. 

 

6. All climbing equipment and ropes shall be inspected prior to use only approved 

climbing ropes shall be used. 

 

7. Street work safety procedures shall be followed when working near streets.  Areas 

below trees shall be roped off or posted to warn the public. 
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SECTION 5 - VEHICLE MAINTENANCE  

 

CHANGING BRAKE SHOES WHICH CONTAIN ASBESTOS 

 

The potential for asbestos exposure occurs primarily during the replacement of clutch plates and brake pads, 

shoes and linings.  Asbestos fibers may become airborne when the asbestos-containing residue is disturbed 

by cleaning of the brake drum or clutch housing.  Exposures are particularly prevalent when compressed air 

is used to clear the linings.  To maintain exposure levels below .1 fiber per cubic centimeter the following 

procedures are to be followed. 

 

1. Using a water based cleaner, spray the asbestos contaminated parts until they are thoroughly wetted.  

Catch the excess water in a bag. 

 

2. Wipe the parts clean with a rag, (if necessary). 

 

3. Dispose of the rag in an "asbestos" waste plastic bag. 

 

4. When the bag reaches about one-half full notify the Safety Officer so that the bag can be replaced. 

 

5. Do not at any time use compressed air to clean old brake linings. 

 

TUBE TYPE TRUCK/BUS TIRES 

 

The truck tire-restraining device shall be inspected and the posted instructions shall be reviewed prior to 

performing this work. 

 

1. Multi -piece rim wheels. 

 

a. Tires shall be completely deflated before demounting by removal of the valve core. 

 

b Tires shall be completely deflated by removing the valve core before a rim wheel is 

removed from the axle in either of the following situations. 

 

 When the tire has been driven underinflated at 80% or less of its recommended pressure, or  

 

 When there is obvious or suspected damage to the tire or wheel components. 

 

c. Rubber lubricant shall be applied to bead and rim mating surfaces during assembly 

of the wheel and inflation of the tire unless the tire or wheel manufacturer 

recommends against it. 

 

d. If a tire on a vehicle is underinflated but has more than 80% of the recommended 

pressure, the tire may be inflated while the rim wheel is on the vehicle provided 

remote control inflation equipment is used, and no employees remain in the 

trajectory during inflation.  

 

e. Tires shall be inflated outside a restraining device only to a pressure sufficient to 

force the tire bead onto the rim ledge and create an airtight seal with the tire and 

bead. 

 

f. Whenever a rim wheel is in a restraining device the employee shall not rest or lean 

any part of his body or equipment on or against the restraining device. 

 

g. After tire inflation, the tire and wheel components shall be inspected while still 

within the restraining device to make  sure that they are properly seated and locked.  

If further adjustment to the tire or wheel components is necessary, the tire shall be 

deflated by removal of the valve core before the adjustment is made. 

 

h. No attempt shall be made to correct the seating of side and lock rings by 

hammering, striking or forcing the components while the tire is pressurized. 
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i. Cracked, broken, bent or otherwise damaged rim components shall not be 

reworked, welded, brazed, or otherwise heated. 

 

j. Whenever multi-piece rim wheels are being handled, employees shall stay out of the 

trajectory.  

 

k. No heat shall be applied to a multi-piece wheel or wheel component. 

 

2. Single piece rim wheels. 

 

a. Tires shall be completely deflated by removal of the valve core before demounting. 

 

b. Mounting and demounting of the tire shall be done only from the narrow ledge side of the wheel.  

Care shall be taken to avoid damaging the tire beads while mounting tires on wheels. Tires shall be 

mounted only on compatible wheels of matching bead diameter and width. 

 

VEHICLE MAINTENANCE 

 

c. Nonflammable rubber lubricant shall be applied to bead and wheel mating surfaces 

before assembly of the rim wheel, unless the tire or wheel manufacturer 

recommends against the use of any rubber lubricant. 

 

d. If a tire-changing machine is used, the tire shall be inflated only to the minimum 

pressure necessary to force the tire bead onto the rim ledge while on the tire 

changing machine. 

 

e. If a bead expander is used, it shall be removed before the valve core is installed and 

as soon as the rim wheel becomes airtight (the tire bead slips onto the bead seat). 

 

f. Tires may be inflated only when contained within a restraining device, positioned 

behind a barrier or bolted on the vehicle with the lug nuts fully tightened. 

 

g. Tires shall not be inflated when any flat, solid surface is in the trajectory and within 

one foot of the sidewall. 

 

h. Employees shall stay out of the trajectory when inflating a tire. 

 

i. Tires shall not be inflated to more than the inflation pressure stamped in the 

sidewall unless a higher pressure is recommended by the manufacturer. 

 

j. Tires shall not be inflated above the maximum pressure recommended by the 

manufacturer to seat the tire bead firmly against the rim flange.  

 

k. No heat shall be applied to a single piece wheel. 

 

l. Cracked, broken, bent, or otherwise damaged wheels shall not be reworked, 

welded, brazed, or otherwise heated. 

 

USED OIL FILTERS 

 

Used oil filters must be drained for 24 hours before they can be discarded into the  

trash. 
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SECTION 6 - MECHANICAL TRADES AND ELECTRICIANS SAFETY STANDARDS 

 

CONFINED SPACE ENTRY PROCEDURE 

 

The hazard of working in confined spaces is one of the most common causes of occupational fatalities.  

Every year workers enter confined areas and are killed by exposure to toxic or flammable gases, oxygen 

deficiency, electrical shock, etc.  

 

For this reason several safety precautions must be followed prior to entering a confined space and 

maintained during the work. 

 

The following procedures must be followed prior to entering the designated confined spaces listed below: 

 

All Manholes   Moore Tunnel 

Valve/Meter Boxes  Robertson Crawl Space 

Boilers    Helder Crawl Space 

Water Tanks/   Leatherwood Crawl Space 

Steam Tunnels   Reynolds Tunnel 

 

Procedures 

 

1. Notify the Safety Officer of the date, time and location of the work.  

 

2. Designate at least two employees for all jobs.  An employee must be stationed at the entrance to the 

confined space at all times. 

 

3. Have mechanical ventilation equipment at the scene for all work involving welding and soldering and 

for all confined space above 110°F. 

 

4. Sewer manholes and manholes above 110°F will require the rescue winch, Tripod, lifeline and body 

harness be on site.  Should an emergency occur the victim would be removed from the manhole for 

medical personnel. 

 

5. Steam valves will not be operated from inside manholes until the system pressure reaches 20 psi. 

 

6 The Safety Officer will complete a pre-entry safety check (Permit) for all jobs and establish additional 

precautions as appropriate to the nature of work. 
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CONFINED SPACE CHECK LIST AND PERMIT 
 

SCOPE: 

 

This checklist must be completed before entering manholes, boilers and other spaces having limited 

means of egress. 

 

Date:                      Job:                        Time:             Type of Work:                                 

 

Location:                                                              Employees:                                      

 

 1. Barricade                                                  Retest every hour _____ 

 

 2. Oxygen Deficiency (see note) Retest every hour _____ 

 

 3. Toxic/Flammable Test (see note) 

 

 4. Attendant 

 

 5. Street Work Rules 

 

 6. Fire Extinguisher (Welding) 

 

 7. Gloves, Goggles, Boots 

 

 8. Electrical Lockout 

 

 9. Valve Shut-Off Lockout (See Not e 2) 

 

10. Ventilation in Place 

 

11. Safety Harness/Lifeline Needed 

 

12. Ground Fault for Electrical 

 

13. Other: 

 

Safety and Health Officer 

 

Note:   Oxygen deficiency (less than 19.5%) or any reading on the flammable gas meter indicates an 

abnormal condition.  

 

DO NOT ENTER THE CONFINED SPACE 

 

Note #2:  Steam valves are not to be shut off from inside manholes until the system pressure reaches 20 

psi. 
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LOCKOUT (OR TAGOUT) PROCEDURE 

 

This procedure establishes the minimum requirements for the lockout or tagout of electrical disconnects, 

gas and steam valves.  It shall be used to ensure that the equipment is isolated from all potentially 

hazardous energy, and locked out or tagged out before employees perform any servicing or maintenance 

activities where the unexpected start-up or release of stored energy could cause injury. 

 

This procedure applies whenever an employee is servicing equipment in a manner which requires the 

removal of guards or other safety device or in a manner that exposes the employee to electrical, 

mechanical, gas or steam hazards should the equipment be accidentally re-energized during service work.  

Typical operations covered include: 

 

 Work on steam lines and boilers 

 

 Work on electric motors and circuits  

 

 Work on refrigeration and air conditioning equipment  

 

 Work on gas lines 

 

 Work on hard-wired process machines that are not cord and plug connected. 

 

 Work on the wood planner and radial saw 

 

Employees authorized to lockout and tagout are: 

 

Plumbing Shop-All Employees 

Electrical Shop - All Employees 

Steam Plant - All Employees 

 

1. Preparation For Lockout or Tagout 

 

Make a survey to locate and identify all isolating devices to be certain which switch(es),  valve(s) or 

other energy isolating devices apply to the equipment to be locked or tagged out. 

 

2. Sequence of Lockout or Tagout System  

 

a. Notify all affected employees that a lockout or tagout system is going to be utilized and 

the reason therefore. The authorized employee shall know the type and magnitude of 

energy that the machine or equipment utilizes and shall understand the hazards 

thereof. 

 

b. If the machine or equipment is operating, shut it down by the normal stopping 

procedure (depress stop button, open toggle switch, etc.) 

 

c. Operate the switch, valve, or other energy isolating device(s) so that the equipment is 

isolated from its energy source(s).  Stored energy (such as that in springs, elevated 

machine members, rotating flywheels, hydraulic systems, and air, gas, steam, or water 

pressure, etc.) must be dissipated or restrained by methods such as repositioning, 

blocking, bleeding down, etc.      

 

d.  Lockout and tagout the energy isolating devices with assigned individual lock(s) and 

tag(s).  Tag will include name, shop, date, reason for disablement, and phone number.   

If the equipment cannot be locked out use a tagout only. 

 

e.  After ensuring that no personnel are exposed, and as a check on having disconnected 

the energy sources, operate the push button or other normal operating controls to 

make certain the equipment will not opera te. 
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CAUTION 

 

RETURN OPERATING CONTROL TO "NEUTRAL" OR "OFF" POSITION AFTER THE TEST. 

 

The equipment is now locked out or tagged out. 

 

3. Restoring Machines or Equipment To Normal Production Operations 

 

a. After the servicing and/or maintenance is complete  and equipment is ready for normal 

operations, check the area around the machine or equipment to ensure that no one is 

exposed.  

 

b. After all tools have been removed from the machine or equipment, guards have been 

reinstalled and employees are in the clear, remove all lockout or tagout devices.   Tags 

and locks are to be removed by the individual performing the work and who installed 

the tag and lock.   Operate energy isolating devices to restore energy to the machine or 

equipment. 

 

HIGH VOLTAGE 

ELECTRIC BOILER (RAC) 

 

1. Prior to working on the boiler the electricians shall disconnect the boiler and lock out disconnect.  

Rubber gloves shall be used and a rubber mat shall be in place. 

 

ELECTRICAL SAFETY 

 

1. As a rule electrical equipment and circuits 50V or greater should be de-energized and 

tested before maintenance is performed (see lockout procedures).  Exception: Testing, 

troubleshooting, voltage measuring shall be permitted without de-energizing provided 

safe work practices are followed. 

 

2. When work must be done on energized equipment greater than 50v, two employees are 

required, appropriate insulating tools and supervisory approval will be required. 

 

3. Electrical circuits must be identified at the breaker panel.  If a new label is required 

because of changes in the building it is the electrical supervisor's responsibility to have 

the new label typed and posted.  All blank spaces must be covered and not left exposed. 

 

4. All covers removed for service must be replaced. 

 

5. Fuses should not be removed under a load.  If the fuse is not protected with a switch 

remove the supply end first. 

 

GENERAL SAFETY PROCEDURES FOR WELDING 

 

1. No welding on drums which contained flammable liquids and oils. 

 

2. Some pipes, tanks, railings etc. may be coated with paint which contains lead.  The coating 

should be removed 4" from the area welded.  If this is not feasible ventilation will  be 

required, contact the Safety Officer.  When removing the coating wear a respirator and keep 

the area wet.  Catch the scrapings on plastic and place in a bag for disposal by the Safety 

Officer.   See Lead Based Paint Section 7, page 2 

 

3. All fire hazards shall be removed from the area of welding protect floors, walls, equipment, vehicles, 

etc. from slag and sparks. 

 

4. A fire extinguisher shall be located near the welding. 

 

5 A fire watch is required for welding in areas with appreciable combustibles within 35 feet.  
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6. Goggles are required for torch soldering which does not require filter lenses. 

 

7. When welding is suspended for lunch, etc., all electrodes shall be removed, and the machine 

disconnected.  For fuel gas, the cylinders shall be shut off. 

 

8. At least 2000 cfm exhaust ventilation per welder is required in rooms less than 10,000 cubic feet or 

less than 16 feet ceiling height and  in all confined spaces. 

 

9. Ventilation is required for all indoor welding involving: 

 

 fluorine 

 zinc 

 lead (Respirator outdoors) 

 Beryllium (special permit required) 

 Cadmium (Respirator outdoors) 

 Mercury (Respirator outdoors) 

 

10.   Use screens around work area to protect eyes of passers-by. 

 

11. If working overhead, install warning devices to prevent passage of people, equipment and vehicles 

under the work area. 

 

 

 

PROCEDURES FOR FUME HOOD FAN AND LABORATORY EQUIPMENT REPAIRS 

 

Most laboratories handle hazardous materials whether radioactive or chemical which can generate 

harmful concentrations of aerosols, fumes, vapors etc. within fume hood exhaust air and which can 

contaminate the surfaces of laboratory equipment.  It is essential for the safety of those required to repair 

fume hoods, fans within fume hood enclosures or on laboratory equipment the following procedures must 

be followed: 

 

1. Roof Fans - 

 

Prior to starting work laboratory personnel must certify that all sources of harmful aerosols, 

fumes, vapors, etc. are contained or removed from the hood being serviced and the hoods with 

roof fans that are adjacent to the one serviced. 

 

All work within the duct air stream enclosure shall be performed with neoprene  

gloves. 

 

Switches operating the hood fan shall be tagged by the maintenance employee  

during the work. 

 

2. Hood Enclosures - 

 

Prior to starting work all materials must be removed from the hood enclosure and contaminated 

surfaces (if any) shall be cleaned by laboratory personnel. 

 

3. Laboratory Equipment - 

 

Prior to starting all containers of hazardous materials must be removed and all potentially 

contaminated surfaces cleaned by laboratory personnel.  A radiation survey is to be done for 

equipment, which has been used with radioactive materials. 

 

4. Plumbing - 
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Chemicals containers stored around plumbing drains or fixtures must be removed by laboratory 

personnel.  If possible flush the drains with plenty of water.  Maintenance employees must wear 

neoprene gloves and chemical goggles. 

 

OVERHEAD MAINTENANCE WORK - RAMSEY CENTER 

 

1. Whenever planned overhead maintenance operations occur the area below the work should be 

roped off and signs WORK OVERHEAD/DO NOT ENTER should be posted. 

 

2. When overhead maintenance work must be performed with people below such as in an 

emergency, special tool holder belts should be used with each tool tied to the belt.  The belts 

and tools are stored on the catwalk.  Portable solid work area screens with toe boards also be 

used when necessary, to catch parts. 

 

 

WORK ON SEWER DRAINS 

 

1. Use confined space procedures for manholes. 

 

2. Flush drains if possible. 

 

3. Wear gloves, boots and splash goggles. 

 

4. Be cautious of sharp objects in the drain. 

 

REFRIGERANT GASES, NITROGEN 

 

In poorly ventilated rooms, leaks involving these gases can cause suffocation by reducing oxygen available 

for breathing.  There is no warning (no odor, color, etc.)  Therefore make sure outside air is available if 

possible.   Be aware of this hazard should you begin to have breathing problems in Mechanical rooms with 

refrigerant gases or nitrogen. 

 

OVERHEAD WORK -  MUSIC/ENGLISH 

 

The "Genie" airlift, with adjustable outriggers (RAC) will be used in Music/English. 

 

ADJUSTING/REPLACING FOOTBALL LIGHTS 

 

1. Two employees, one on the ground, with radios is required. 

 

2. A portable ladder will be used to reach the pole ladder. 

 

3. A body hardness and two lanyards will be needed. 

 

4. The person ascending the light pole should first connect to the safety cable all the way up and then, 

at the top, connect to the struct ure before disconnecting the safety cable lanyard. i.e. 

While descending the reverse procedure should be used. 

 

Do not perform this job on days of strong winds. 
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