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Management Commitment to Safety
New Kent County recognizes that leadership in safety is our highest priority. We are committed to strive
for the safest possible performance in each of our buildings, structures, and operations to protect our
employees, contractors, customers, and the public against any potential hazards caused by our
operations, consistent with our county standards and applicable safety and health regulations.
Providing safety leadership is a fundamental part of our business, and we will require individual
accountability. Safety is the responsibility of all employees, including both top management and the
individual workers. New Kent County continually strives to improve its safety and health systems and
increase the proactive involvement of our employees by expecting active participation in and support of
our health and safety practices, and to promote safety.
New Kent County is committed to providing necessary safety training and to keeping our employees
informed about the safety, health, and security consequences of our work as well as current safety
issues, rules, and regulations.
It is our policy to:
•

Maintain a safe and healthy workplace for all employees in compliance with all applicable laws
and regulations

•

Promote a positive attitude towards safety

•

Establish safety and health objectives for all levels of management

•

Commit appropriate and sufficient resources to protect and support County safety efforts
including providing technical support for our field crews

•

Require all employees to take responsibility and ownership for safety including bringing the
attitude that “I am individually responsible for safety” to the job each and every day

•

Ensure that each employee understands that they have the obligation and authority to stop a
job/task to prevent an incident from occurring

•

Ensure compliance with all County safety, health, and security programs and practices

•

Provide industry-leading training to our employees to better educate them how to comply with
these policies as well as promote a culture of continuous improvement and commitment to
safety and training

•

Regularly review and evaluate safety, health, and security programs, procedures, and practices
to ensure that they are effective and up-to-date

•

Ensure timely and thorough reporting and investigation of all incidents including the
identification of causal factors and the establishment of effective corrective actions

Together we will THINK, COMMUNICATE, and WORK SAFELY, every minute, every hour, and every day.
________________________________
Signature (County Administrator)
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Automatic External Defibrillators (AED’s)
It is the policy of New Kent County to provide prompt emergency medical services and first-aid support
to all personnel, citizens and visitors of the County who are injured or become ill. To aid in the effort
of providing prompt emergency medical services, New Kent County has deployed several automatic
external defibrillators (AED’s)at various County facilities.
An automated external defibrillator (AED) is a portable medical device designed to analyze the heart
rhythm and deliver an electric shock to victims of ventricular fibrillation to restore the heart rhythm to
normal. Ventricular fibrillation is the uncoordinated heart rhythm most often responsible for sudden
cardiac arrest. The AED system includes accessories, such as a battery and pad electrodes, that are
necessary for the AED to detect and interpret an electrocardiogram and deliver an electrical shock.
This policy is designed in accordance with the guidance provided by the Virginia Occupational Safety
and Health (VOSH) Law, the Occupational Safety and Health Administration (OSHA), the American
Heart Association, the American Red Cross, and the U.S. Food and Drug Administration (FDA).

Administration
Responsibilities
Program Contact Information
Function

Name/Department

Contact Information

AED Plan Administrator

New Kent Fire-Rescue

Work phone: 804-966-9618
Cell phone: N/A

HR Safety Coordinator

Human Resources

Work phone: 804-966-8512
Cell phone: N/A

The AED Plan Administrator is responsible for implementation of the AED plan, and will maintain,
review, and update it whenever necessary to include new or modified tasks and procedures.
The HR Safety Coordinator will assist in the coordination of appropriate initial training and skill
maintenance on the AED’s as appropriate. The Fire-Rescue and Sheriff’s Department’s will handle
the training certifications of their own department personnel and maintain those records, which will
be provided to Human Resources upon request.
The training for AED’s is usually combined with CPR training and will be included in that certification.
Any other County personnel required to acquire and maintain certification of this type will provide
their certification to both their department supervisors and to Human Resources.

Chain of Survival
A strong Chain of Survival can improve chances of survival and recovery for victims of heart attack, stroke
and other emergencies. The five links in the American Heart Association adult Chain of Survival are:
•
•

Immediate recognition of cardiac arrest and activation of the emergency response system
Early CPR with an emphasis on chest compressions
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•
•
•

Rapid defibrillation
Effective advanced life support
Integrated post–cardiac arrest care

Defibrillation is a process in which an electronic device gives an electrical shock to the heart. Defibrillation
stops ventricular fibrillation by using an electrical shock and allows the return of a normal heart rhythm.

Equipment Placement
AEDs should be placed in locations that can be reached quickly and easily. If an AED is placed in a locked
or secure location, it is important that designated AED users possess keys or other means of accessing the
device. Additional locations where AED’s are recommended to be placed include:
• AEDs should be conveniently installed to ensure response within 3-5 minutes.
• Areas where many people work closely together, such as assembly lines and office buildings.
• Close to a confined space.
• Areas where electric-powered devices are used.
• Outdoor worksites where lightning may occur.
• Health units where workers may seek treatment for heart attack symptoms.
• Sporting stadiums and gymnasiums
• Remote sites, construction projects, airports, and corrections facilities/holding areas.

Reporting
Anytime an AED is used for an emergency, 911 will be called and the deployment of the AED will be
notated on the Emergency Medical Response agency’s pre-hospital patient care report.

Records Retention

Departments must maintain inventory, maintenance and testing records for a period of two years (e.g.,
current year and immediate past year). If the device is used on a New Kent County employee, the
County incident report shall be retained in accordance with the OSHA directive – the length of the
employee’s employment plus 30 years.
Records that reflect the current status of employee training should be maintained until the next training
cycle is complete. All other records, including those associated with AED use or post event debriefings,
should be maintained in accordance with the Library of Virginia’s Records Retention Schedule.

Inspection & Maintenance
Weekly or monthly visual inspection of the AEDs ensures that the devices are in working order. The
program coordinator or another designated person shall perform the inspections. This person develops
a checklist to assess the readiness of the AEDs and supplies. A checklist supplements regularly scheduled
more detailed inspections recommended by the manufacturer. The checklist is attached in Appendix A.
The manufacturers recommendations shall be followed regarding service of the device immediately
following the use of an AED.
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The AED program administrator shall check with the device manufacturer regularly to get the latest
information about software updates or upgrades.

Training
AED training and related resources are offered through the American Heart Association, the American
Red Cross, EMP America, the National Safety Council and others. AED manufacturers also offer training
resources.
AED training curricula vary, but generally emphasize:
•

Recognize sudden cardiac arrest and notify EMS personnel,

•

A working knowledge of CPR – often, AED training is coupled with CPR training

•

Safety for both victims and rescuers – bloodborne pathogens and universal precautions

•

Establishing unresponsiveness

•

Proper placement of Pads– use of a razor as necessary

•

Delivering the first shock as quickly as possible, ideally within 60 seconds from time of
arrival at the victim's side

•

Care for the victim until EMS personnel arrive.

Refresher training should be completed prior to the expiration date on the course completion wallet
card provided by the trainer.
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Appendix A: Defibrillator Monthly Checklist

Defibrillator Monthly Checklist
YEAR:

Jan

Feb

Mar

Visual check of device – no visible damage or missing parts
Battery check
Device light blinking green
(If not, unit requires immediate maintenance/repair)
Pads in-date and sealed
Spare pads in-date and sealed-if applicable
If any accessory equipment present ensure that it is in date
Storage cabinet secure-if applicable
Signed / Initialed
Please follow manufacturer guidelines for the maintenance of your defibrillator.
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Back Safety and Lifting Mechanics
Lifting, handling, or carrying objects at work can result in musculoskeletal injuries (MSIs), including
sprain and strains and other injuries. The risk of injury increases when bending, twisting, heavy loads,
and awkward postures are involved. Effective ergonomic controls can reduce the risk and prevent
injuries.
Lifting properly is important. Injuries from lifting and handling of loads can occur in every occupation
that comprises New Kent County (County). Employees are exposed to risk when they lift, lower, or carry
objects of all shapes and sizes. Risk factors include:
•

The weight of the load

•

How close the load is to the body (a load lifted far from the body imposes more stress on the
back than the same load lifted close to the body)

•

The size and shape of the load

•

The distance the load has to be carried

•

The initial height of the load and the vertical distance lifted

•

Lifting in combination with twisting

•

How long the load has to be carried

•

The number and frequency of lifts performed

Lifting Factors
The factors listed here should be considered prior to performing any lifting. They are general ergonomic
principles that, when applied, lessen the strain on the body.

Power Zone
The power zone for lifting is close to the body, between mid-thigh and
mid-chest height. Comparable to the strike zone in baseball, this zone is
where arms and back can lift the most with the least amount of effort.

Proper Handholds
Proper handholds make lifting easier and reduce the risk of injury.
Handholds should be made large enough to accommodate larger hands
and should not dig into fingers and palms.

Pulling vs. Pushing
Pushing is generally preferable to pulling. Pushing allows the employee to use large muscle groups and
apply more force to the load. Pulling carries a greater risk of strain and injury.
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Awkward Postures
Bending while lifting causes several problems for the back. It adds the weight of the upper body to the
weight of the object being lifted. Bending and/or reaching moves the load away from the body and
allows leverage to significantly increase the effective load on the back, leading to stress on the lower
spine and muscle fatigue. Carrying loads on one shoulder, under an arm, or in one hand creates uneven
pressure on the spine.
Move items close to the body and use the legs
when lifting from a low location to minimize
bending and reaching. Ensure proper housekeeping
is taking place so that you may get as close to your
lifting load as possible. Store and place materials
that need to be manually lifted at the “power
zone”: mid-thigh to mid-chest height. This can be
accomplished by placing objects on shelves, tables,
racks, or stacked pallets, or by using ladders or
aerial lifts where necessary to elevate yourself and
minimize overhead reaching. Roll-out decks in
truck beds can be utilized to bring materials closer
to the employee and eliminate the need to crawl
into the back of a truck. Ensure that proper lifting
principles (see above) are used, including avoiding
twisting and holding the load close to the body.

Weight of Objects
Heavier loads place greater stress on muscles, discs, and vertebrae. Where possible, use mechanical
means such as forklifts or hand trucks to transport heavy items. Ramps can be helpful in moving heavy
items from one level to another. Materials that must be manually lifted should be placed at “power
zone” height: about mid-thigh to mid-chest of the person doing the lifting. Ensure that proper lifting
principles (see above) are used. Try to order supplies in smaller quantities and/or break loads up into
smaller, lighter quantities where possible. Is the container itself heavy? Perhaps a smaller or lighter
container is available. Limit weight you lift to no more than 50 pounds. When lifting loads heavier than
50 pounds, use two or more people to lift the load.

Environmental Factors
Be aware of extreme temperatures that can affect lifting and material handling. For example, muscle
flexibility decreases in cold temperatures, and hot temperatures can lead to heat stress. Low visibility or
poor lighting increases the chance of trips and falls.
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Lifting Principles
Lifting Stages
1.
2.
3.
4.

Preparation
Lifting
Carrying
Setting Down

1. Preparation
Before lifting or carrying, plan out your lift. Think about:
•

How heavy/awkward is the load? Should I use mechanical means (e.g., a hand truck) or another
person to help me with this lift? Is it possible to break the load into smaller parts?

•

Where am I going with the load? Is the path clear of obstructions, slippery areas, overhangs,
stairs, and other uneven surfaces? Are there closed doors that need to be opened?

•

Are there adequate handholds on the load? Do I need gloves or other personal protective
equipment? Can I place the load in a container with better handholds? Should another person
help me with the load?

2. Lifting
Get as close to the load as possible. Place your feet shoulder width apart and use
a staggered stance with one foot slightly behind the other. Try to keep your
elbows and arms close to your body. Keep your back straight during the lift by
tightening the stomach muscles, bending at the knees, keeping the load close and
centered in front of you, and looking up and ahead. Get a good handhold and do
not twist while lifting. Do not jerk; use a smooth motion while lifting. If the load
is too heavy to allow this, find someone to help you with the lift.
3. Carrying
Do not twist or turn the body at the waist; instead, move your feet to turn. Your hips, shoulders, toes,
and knees should stay facing the same direction. Keep the load as close to your body as possible with
your elbows close to your sides. If you feel fatigued, set the load down and rest for a few minutes.
Don’t let yourself get so fatigued that you cannot perform proper setting down and lifting techniques.
4. Setting Down
Set the load down in the same way you picked it up, but in the reverse order. Bend at the knees, not the
hips. Keep your head up, your stomach muscles tight, and do not twist your body. Keep the load as
close to the body as possible. Wait until the load is secure to release your handhold.
If you injure your back while lifting at work, DO NOT wait to report it. Back injuries get worse over time.
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Appendix A: Don’ts and Do’s of Safe Lifting Poster
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Bloodborne Pathogens
This Bloodborne Pathogen Exposure Control Plan has been established to ensure a safe and healthy
working environment and act as a performance standard for all employees. This program applies to all
occupational exposure to blood or other potentially infectious materials. The content of this plan
complies with OSHA Standard 29 CFR 1910.1030 (Occupational Exposure to Bloodborne Pathogens).

Responsibilities
Exposure Control Officer (Designated Infection Control Officer from Fire and Rescue)
Has overall responsibility for developing and implementing the Exposure Control Procedure for all New
Kent County (County) Departments and associated facilities.

Department Head
Department Heads are responsible for exposure control in their respective departments and work areas.

County Employees
•

Know what tasks they perform that have occupational exposure.

•

Plan and conduct all operations in accordance with our work practice controls.

•

Develop good personal hygiene habits.

•

All employees will have access to a copy of the exposure control plan and shall be responsible to
familiarize themselves with the contents of the plan.

Exposure Determination
•

There are no job classifications, other than Fire Rescue and the Sherriff’s Office, in which some
or all employees have occupational exposure to bloodborne pathogens that may result from the
performance of their routine duties.

•

Fire Rescue personnel shall have and maintain a department specific Exposure Control Plan
consistent with the National Standard for Fire Rescue personnel.

•

Designated employees are trained to render basic first aid. Rendering first aid or basic life
support may expose employees to bloodborne pathogens and will require them to adhere to
this program.

•

In addition, no medical sharps or similar equipment is provided to, or used by, employees
rendering basic first aid.

•

This exposure determination has been made without regards to the Personal Protective
Equipment that may be used by employees.

•

A listing of all employees trained in first aid and emergency medical technicians within the
County shall be maintained in the Human Resources department.
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Exposure Control
Universal Precautions
Under circumstances in which differentiating between body fluids is difficult or impossible, all body
fluids will be considered potentially infectious.

Engineering Controls
Engineering and work practice controls shall be used to eliminate or minimize employee exposure.
Engineering controls isolate the hazard from the human. Engineering controls should be examined and
maintained or replaced on a regular schedule to ensure their effectiveness. Hand washing facilities shall
be readily available at all work locations. If provision of hand washing facilities is not feasible, then an
appropriate antiseptic hand cleanser in conjunction with cloth/paper towels or antiseptic towelettes
shall be provided by County wherever a First Aid Kit is located.

Work Practice Controls
•

Employees shall wash their hands immediately, or as soon as feasible, after removal of
potentially contaminated gloves or other personal protective equipment.

•

Following any contact of body areas with blood or any other infectious materials, employees
shall wash their hands and any other exposed skin with soap and water as soon as possible.

•

Handwashing facilities will be available where feasible. If handwashing facilities are not feasible,
County will provide either an appropriate antiseptic hand cleanser in conjunction with
cloth/paper towels or antiseptic towelettes.

•

Contaminated needles and other contaminated sharps should not be handled if you are not
AUTHORIZED or TRAINED to do so. Contaminated needles and other contaminated sharps are
not bent or recapped.

•

Eating, drinking, smoking, applying cosmetics or lip balm, and handling contact lenses is
prohibited in work areas where there is potential for exposure to biohazardous materials.

•

Food and drink are not to be kept in refrigerators, freezers, on countertops or in other storage
areas where potentially infectious materials are present.

•

All equipment or environmental surfaces shall be cleaned, decontaminated, and sanitized after
contact with blood or other infectious materials.

•

Bloodborne pathogen kits are located on top of or next to first aid kits and are to be used in
emergency situations by the caregiver. Once the seal is broken on kit and any portion has been
used, it is not to be reused. Pathogen kits shall be ordered and replaced promptly. Biohazard
bags are identified by stickers and located in the first aid area. Contaminated supplies are to be
disposed at once.

Personal Protective Equipment (PPE)
When the possibility of occupational exposure is present, personal protective equipment (PPE) is to be
provided at no cost to the employee, such as gloves, gowns, etc. PPE shall be repaired and replaced as
needed to maintain its effectiveness. All PPE shall be of the proper size and readily accessible.
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Our employees adhere to the following practices when using their personal protective equipment:
•

Any garments penetrated by blood or other infectious materials are removed immediately.

•

All potentially contaminated personal protective equipment is removed prior to leaving a work
area.

•

Gloves are worn whenever employees anticipate hand contact with potentially infectious
materials or when handling or touching contaminated items or surfaces.

•

Disposable gloves are replaced as soon as practical after contamination or if they are torn,
punctured or otherwise lose their ability to function as an "exposure barrier".

•

Masks and eye protection (such as goggles, face shields, etc.) are used whenever splashes or
sprays may generate droplets of infectious materials.

•

Any PPE exposed to bloodborne pathogens shall be disposed of properly.

•

PPE shall be used unless employees temporarily declined to use PPE under rare circumstances.

•

PPE should be cleaned, laundered, or properly disposed of if contaminated.

•

County will repair and replace PPE as needed to maintain its effectiveness.

Housekeeping
County staff employs the following practices:
•

All equipment and surfaces are cleaned, decontaminated, and sanitized after contact with blood
or other potentially infectious materials.

•

Protective coverings (such as plastic trash bags or wrap, aluminum foil, or absorbent paper) are
removed and replaced.

•

All trash containers, pails, bins, and other receptacles intended for use routinely are inspected,
cleaned, and decontaminated as soon as possible if visibly contaminated.

•

Potentially contaminated broken glassware is picked up using mechanical means (such as
dustpan and brush, tongs, forceps, etc.).

Post-Exposure and Follow Up
If there is an incident where exposure to bloodborne pathogens occurred, County will immediately focus
our efforts on investigating the circumstances surrounding the exposure incident and making sure that
our employees receive medical consultation and immediate treatment.
The County Department Head, in association with the HR Safety Coordinator, investigates every
reported exposure incident and a written summary of the incident and its causes is prepared, and
recommendations are made for avoiding similar incidents in the future. We provide an exposed
employee with the following confidential information:
•

Documentation regarding the routes of exposure and circumstances under which the exposure
incident occurred.

•

Identification of the source individual (unless not feasible or prohibited by law).
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An appointment/call is arranged for the exposed employee with a qualified healthcare professional to
discuss the employee's medical status. This includes an evaluation of any reported illnesses, as well as
any recommended treatment.
Information Provided to the Healthcare Professional
County will provide the following:
•

A description of the exposure incident.

•

Other pertinent information.

Healthcare Professional’s Written Opinion
After the consultation, the healthcare professional provides the County with a written opinion
evaluating the exposed employee's situation. County, in turn, will furnish a copy of this opinion to the
exposed employee. The written opinion may contain the following information:
•

Whether Hepatitis B Vaccination is indicated for the employee.

•

Whether the employee has received the Hepatitis B Vaccination.

•

Confirmation that the employee has been informed of the results of the evaluation.

•

Confirmation that the employee has been told about any medical conditions resulting from the
exposure incident which require further evaluation or treatment.

•

All other findings or diagnoses will remain confidential and will not be included in the written
report.

Recordkeeping
All records will be made available upon request of employees for examination and copying. Medical
records must have the written consent of the employee before being released. County shall meet the
requirements involving transfer of records set forth in 29 CFR 1910.1020(h).
The Exposure Control Officer shall maintain Bloodborne Pathogen exposure records.
Employee medical records shall be kept confidential and are not to be disclosed without the employee's
written consent, except as required by 29 CFR 1910.1030 or other law.
Accurate medical records for each employee with occupational exposure must be maintained for at
least the duration of employment plus 30 years and shall include at least the following:
•

Employee's name and Social Security number.

•

Employee's Hepatitis B vaccination status, including vaccination dates.

•

All results from examinations, medical testing, and follow-up procedures, including all
healthcare professional’s written opinions.

•

Information provided to the healthcare professional.

•

Any Hepatitis B Vaccine Declinations.

Training records shall be maintained for 3 years from the date on which the training occurred and shall
include at least the following:
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•

Outline of training program contents.

•

Name of person conducting the training.

•

Names and job titles of all persons attending the training.

•

Date of training.

Training
County shall ensure that all employees with occupational exposure participate in a training program.
Training is conducted for all employees with occupational exposure before initial assignment and within
1 year of previous training. Training shall include:
•

What bloodborne pathogens are; how to protect themselves from
exposure

•

Methods of warnings (signs, labels, etc.)

•

The OSHA requirements of bloodborne pathogens

•

The Hepatitis B vaccine shall be made available to all employees that have
occupational exposure at no cost to the employee(s).

Page 16 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

Biohazard Label

New Kent County Workplace Safety Manual

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

Date

Please print name

If you have not had the hepatitis B virus vaccination in the past, and do want to receive
the vaccination series at no charge, please sign below.

Signature

Date

Please print name

If you have already had the 3 series HEP B vaccination, please sign below.
Signature

Date

Please print name
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Appendix B: Post-Exposure Evaluation & Follow-Up Checklist
The following steps must be taken, and information transmitted, in the case of an employee’s exposure
to bloodborne pathogens.

ACTIVITY

COMPLETION DATE

Employee furnished with documentation
regarding exposure incident.
Source individual identified.
(
Source individual

)

Appointment arranged for employee
with a healthcare professional.
(
)
Professional’s name
Documentation forwarded to healthcare professional:
Bloodborne Pathogens Standard
Description of exposed employee’s duties
Description of exposure incident, including routes of exposure
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Confined Spaces
A confined space, despite its name, is not necessarily small. Examples of confined spaces include silos,
vats, hoppers, utility vaults, tanks, water supply towers, sewers, pipes, access shafts, truck or rail tank
cars, aircraft wings, boilers, manholes, pump stations, digesters, manure pits, and storage bins.
OSHA defines a confined space as being made up of three main parts:
1. The space is large enough for an employee to enter and perform work.
2. The space has limited or restricted means for entry or exit.
3. The space is not designed for continuous occupancy.
A confined space that has the potential to contain any safety hazard such as moving parts or a poor
atmosphere is deemed a “permit-required” confined space.
This New Kent County (County) program covers all employees, vendors, and contract workers that may
be involved in working around or inside confined spaces.

Responsibilities
Department Heads
It is the responsibility of the Department Head to implement this Confined Space Program. All managers
and supervisors shall ensure that their personnel that must perform tasks in confined spaces have
received the required training to do so. Continual observational safety checks of work operations and
the enforcement of the safety policy and procedures shall be conducted. All jobs shall be pre-planned
prior to the start of work.
Department Head responsibilities include:
•

Providing the necessary equipment to comply with these requirements and ensure that all
employees are trained on its use.

•

Ensuring that confined space assessments are conducted and documented.

•

Ensuring that provisions and procedures are in place for the protection of employees from
external hazards including but not limited to pedestrians, vehicles, and other barriers and by use
of the pre-entry checklist verifying that conditions in the permit space are acceptable for entry
during its duration.

•

Ensuring that all confined spaces permits are posted.

•

Ensuring that confined spaces are identified properly as either a non-permit confined space or a
permit-required confined space.

•

Ensuring that all confined spaces that have been identified as “no entry” have signs that state,
“DANGER - DO NOT ENTER”.

•

Ensuring signs have been posted at all permit-required confined space areas that state,
“DANGER – PERMIT ENTRY CONFINED SPACE” along with the proper warning word such as
“ASPHYXIANT”, “FLAMMABILITY”, or “TOXIC HAZARD”.
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•

Filing all completed permits at the area offices for review. Permits shall be kept on file for one
year.

Competent Person
A competent person is assigned in writing by County only. A competent person:
•

May be deemed as such based upon their individual training and/or experience;

•

Is knowledgeable of applicable standards and is capable of identifying workplace hazards
relating to the specific operation; and

•

Has the authority to correct the identified hazard and supersedes a supervisor’s authority for
the safety of the task for which they are the competent person.

Affected Employee
An affected employee shall:
•

Attend Confined Space Entry training commensurate with their duties and when duties change
as required; and

•

Comply with all aspects of this program.

Authorized Entrants, Attendants, and Entry Supervisors may be any County employee that is authorized
by management to work in a confined space setting and that has been trained and is proficient in the
understanding of program requirements.

Authorized Entry Supervisor Duties
An authorized Entry Supervisor shall:
•

Have a tailgate safety meeting, with all workers to be involved in the confined space entry and
review the job to be performed and what safety concerns may be present.

•

Confirm that all isolation, lock outs, and tag outs have been completed prior to entry into a
confined space.

•

Ensure that the requirements of this program are followed and maintained.

•

Test all atmosphere conditions prior to entry; complete and maintain the confined space permit
form; and have it accessible for review on the jobsite at all times.

•

Notify the applicable supervisor of entry into a confined space, and notify the supervisor of any
changes that may occur, during an entry.

In relation to hazards:
•

If the confined space poses a hazard that cannot be eliminated, the Entry Supervisor must
arrange for rescue services.

•

If the confined space poses no hazards to the Entrants, the Entry Supervisor can reclassify the
confined space to a non-permit confined space.
o A stand-by rescue team is not required to be on-site for non-permit confined space
entries.
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Authorized Attendant Duties
•

Knows the hazards that may be faced during entry, including information on the mode, signs or
symptoms, and consequences of the exposure.

•

Is aware of possible behavioral effects of hazard exposure in authorized Entrants.

•

Continuously maintains communication and an accurate count of authorized Entrants in the
confined space and ensures that means are used to identify authorized Entrants, and accurately
identifies who is in the confined space.

•

Remains outside the confined space during entry operations until relieved by another
Attendant.

•

Monitors activities inside and outside the confined space to determine if it is safe for Entrants to
remain in the space and orders the authorized Entrants to evacuate the confined space
immediately under any of the following conditions:
o If the Attendant detects a prohibited condition;
o If the Attendant detects the behavioral effects of hazard exposure in an authorized
Entrant;
o If the Attendant detects a situation outside the space that could endanger the
authorized Entrants; or
o If the Attendant cannot effectively and safely perform all the duties required.

•

Summon rescue and other emergency services as soon as the Attendant determines that
authorized Entrants may need assistance to escape from confined space hazards.

•

Takes the following actions when unauthorized persons approach or enter a confined space
while entry is underway:
o Warn the unauthorized persons that they must stay away from the confined space;
o Advise the unauthorized persons to exit the confined space immediately, if they have
entered the space; and
o Inform the authorized Entrants and the Entry Supervisor if unauthorized persons have
entered the confined space.

•

Performs no duties that might interfere with the Attendant’s primary duty to monitor and
protect the authorized Entrants.

•

Monitors no more than one confined space at a time.

Authorized Entrant Duties
•

Know the hazards that may be faced during entry, including information on the mode, signs or
symptoms, and consequences of the exposure;

•

Use appropriate personal protective equipment properly (e.g., face and eye protection, and
other forms of barrier protection such as gloves aprons, coveralls, and breathing equipment);

•

Is aware of possible behavioral effects of hazard exposure in authorized Entrants;

•

Shall witness and verify calibrated air monitoring data and if approved, sign off before entry is
made;

•

Is entitled to request additional monitoring at any time;

•

Maintain communication with the Attendants to enable the Attendant to monitor the Entrant’s
status as well as to alert the Entrant to evacuate if needed; and
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•

Exit from confined spaces as soon as possible when ordered by an Attendant or Entry
Supervisor, when the Entrant recognizes the warning signs or symptoms of an exposure exists,
or when a prohibited condition exists, or when an alarm is activated.

Department of Fire and Rescue
•

New Kent County Fire and Rescue does not have a dedicated confined space team. Entrant selfrescues and non-entry rescue will be utilized in the event of an emergency.

•

If fire rescue services are needed for entry rescue, New Kent County Fire Rescue will respond
when 911 is initiated as local first responders. If entry rescue is needed, Henrico County’s Fire
Department will be contacted for mutual aid response.

Common Confined Space Hazards
Atmospheric hazards can impair rescue efforts and may lead to illness and injury or death to workers or
rescuers who enter confined spaces. Atmospheric hazards include:
•

Flammable/explosive gas, vapor, or mist

•

Combustible dust

•

Excessive or inadequate oxygen levels

•

Presence of toxic levels of substances

Physical hazards often present a greater danger inside an enclosed space than they do outside. Physical
hazards include:
•

Hazardous noise

•

Excessive heat or cold

•

Entrapment hazards

•

Electrical hazards

•

Difficult/limited entry/exit

•

Mechanical hazards such as gears and belts

•

Sloping walls
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Examples and Procedures
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Before each time that a worker enters a confined space, a person with adequate knowledge, training,
and experience must perform a written hazard assessment. The name of the competent worker must
appear on the assessment and the employer must keep a record of the competent worker’s
qualifications. The hazard assessment must take into account:
•

The hazards that may exist in the confined space

•

The hazards that may develop while work is performed inside the confined space

•

General safety hazards in the confined space

The person with adequate knowledge, training, and experience must sign and date the assessment.

Non-Permit Confined Space Entry
These are confined spaces that do not contain any recognized or potential hazard capable of causing
death or serious physical harm such as but not limited too; mechanical, electrical, chemical, engulfment,
or atmospheric hazards. Examples of non-permit confined spaces that employees are authorized to
enter under these procedures are listed in Appendix C. Any type of confined space that is not listed in
Appendix C of this program shall be treated as a permit-required confined space.
Prior to entry, all aspects of the Permit Required Confined Space Permit (Appendix F) shall be completed
by the Authorized Entry Supervisor. Entrants shall review and sign the confined space permit as well.
This permit shall be available onsite to all personnel involved.
Employees may enter and work in non-permit confined space as long as all recognized or potential
hazards are eliminated. The following procedures apply to Non-Permit-Required Confined Space
Operations:
•

A trained Attendant must always be outside the confined space. The Attendant must monitor
the authorized Entrants for the duration of the entry operation.

•

When there are changes in the use and configuration of a confined space that might increase
the hazards to the Entrants (e.g., using epoxy coating on a tank floor, welding, painting, vehicle
exhaust, etc.), re-evaluate the space. If necessary, reclassify the space as a permit-required
confined space.

•

Continuously monitor the atmosphere to ensure that it is still safe.

•

If any recognized or potential hazards are discovered during an entry, personnel must
immediately evacuate the space:
o The Entry Supervisor shall cancel the entry permit.
o Re-evaluate the space to determine how the hazard developed.
o Notify the Department Director and take action to protect personnel before any
subsequent activity to re-enter the space takes place.
o If necessary, reclassify the space as a permit-required confined space.
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Permit-Required Confined Space Entry
These are confined spaces that contain any recognized or potential hazard capable of causing death or
serious physical harm such as but not limited too; mechanical, electrical, chemical, engulfment, or
atmospheric hazards.
Prior to entry, all aspects of the Permit Required Confined Space Permit (Appendix F) shall be completed
by the Authorized Entry Supervisors. Entrants shall review and sign the confined space permit as well.
This permit shall be available onsite at all times to all personnel involved.
The following procedures apply to Permit-Required Confined Space Operations:
•

Entrants shall be connected to a retrieval system at all times. If an infeasibility exists, the
Department Director and the Safety Office shall be notified immediately and confined space
entry shall not be made. The Department Director and the Safety Office shall determine
whether alternate entry or space reclassification procedures as specified in Appendix B and C
are viable options.

•

Lockout/Tagout any mechanical or electrical hazards from outside the space prior to entry

•

At least one trained Attendant must always be outside the permit-required confined space.

•

The Attendant must monitor the authorized Entrants for the duration of the entry operation.

•

Only authorized Entrants may enter a permit-required confined space.

•

Constant atmospheric monitoring shall be conducted while employees are in a permit-required
confine space, unless infeasible.

•

All Entrants must sign in and out on the entry permit when entering and leaving a permitrequired confined space.
o The back of the permit or a sign-in sheet must be used for this purpose.

•

Post signs and barricades outside all permit-required confined spaces to notify personnel that a
confined space entry is in progress and unauthorized entry is prohibited.

•

Conditions must be continuously monitored where Entrants are working to determine that
acceptable conditions are maintained during entry.

•

If a hazardous atmosphere is detected during an entry, personnel must immediately evacuate
the space.
o The Entry Supervisor shall cancel the entry permit.
o Re-evaluate the space to determine how the hazardous atmosphere developed.
o Notify the Department Director and take action to protect personnel before any
subsequent activity to re-enter the space takes place.
o Employees or their representatives are entitled to request additional monitoring at any
time.

•

The permit must be terminated when the entry operations are complete or when permit
conditions change (i.e., hazardous air monitoring results are noted, unsafe behaviors are
observed, etc.).

•

The minimum rescue equipment required for permit-required confined space entry is covered in
the Rescue and Emergency Services section of this program.
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•

Permit-required confined space entry operations will be reviewed when the County believes
that the requirements of this confined space program may not adequately protect personnel.

•

If deficiencies are found in the program, the program will be revised and personnel will be
trained in the new revisions before subsequent entries are authorized.

Permit-required confined space entry operations and the program will be reviewed annually.

Pre-Job Planning and Space Preparation
•

The Entry Supervisor must determine that the confined space is properly isolated by blinding,
disconnecting, and/or by following local lockout/tagout procedures.

•

The Entry Supervisor must discuss with all Entrants the hazards of the space, communication
methods, and emergency procedures during the confined space entry.

•

Eliminate any condition making it unsafe to open the equipment to atmosphere.

•

Promptly guard the opening to prevent an accidental fall through the opening and to protect
each employee working in the space from foreign objects entering the space.

•

If applicable, wash, steam, ventilate, or de-gas the confined space to properly free it of possible
contaminants. Vent vapors to a safe location.

•

Do not allow unauthorized personnel to enter a confined space. Barricade and/or guard all
confined spaces to prevent entry of unauthorized Entrants.

•

If performing hot work in the confined space, precautions must be taken consistent with
County’s Hot Work Permit procedure.

•

Ensure that vehicle or other equipment exhaust does not enter the space.

Pre-Entry Safety Meeting
The Entry Supervisor must declare when the confined space is ready for entry.
The Entry Supervisor shall hold a pre-entry safety meeting to discuss all requirements and procedures
with all authorized Entrant(s) and Attendant(s) involved with the entry. He/she will discuss other
concerns such as previous contents, vessel coating, PPE required, etc., during this meeting.
The Entry Supervisor must coordinate entry operations when employees of more than one company are
working simultaneously in the confined spaces. This coordination is necessary so that one company’s
work does not endanger the employees of another company.

Equipment
Check all work equipment to ensure that it has the proper safety features and is approved for the
locations where it will be used. The Entry Supervisor shall ensure that all equipment is properly
maintained in a safe condition and that Entrants use the equipment properly.
The following equipment must be considered and may be required when entering a confined space:
•

Atmospheric Testing and Monitoring Equipment.
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•

Barriers, Shields, and Signs – Post signs and barricades outside all permit-required confined
spaces to notify personnel that a confined space entry is in progress and unauthorized entry is
prohibited. Any signs used must state “DANGER – PERMIT ENTRY CONFINED SPACE” along with
the proper warning word such as “ASPHYXIANT”, “FLAMMABILITY” or “TOXIC HAZARD”. All
barricades must be capable of preventing a person from inadvertently walking into or kicking an
object into the space.

•

Communications Equipment – Only use intrinsically safe equipment in areas where a hazardous
atmosphere may exist. Use a communication system that will keep the Attendant in constant,
direct communication with the Entrant(s) working in the confined space. Also, use a
communication system that allows the Attendant to summon help from rescue or emergency
service.

•

Entry and Exit Equipment – For example, ladders may be needed for safe entry and exit.

•

Lighting Equipment – Needed for safe entry, work within the space, and exit. Lighting
equipment used in the confined space must be certified safe for the location.

•

Portable electric lighting used in wet and/or other conductive locations (drums, tanks, vessels)
must be operated at 12 volts or less. 120 volt lights may be used if protected by a ground-fault
circuit interrupter.

•

Personal Protective Equipment – Ensure that personnel wear the
required personal protective equipment (PPE). For respiratory
protection requirements, refer to the Respiratory Protection
Program.

•

Rescue and Emergency Equipment – Except if provided by outside
rescue services.
o The Attendants must also have an approved first aid kit.

•

Vacuum Trucks – When used, trucks must be properly grounded or bonded to prevent static
sparks.

•

Ventilating Equipment – Local exhaust air movers used to obtain acceptable atmospheric entry
conditions (e.g., Copus air movers).

•

Other – Any other equipment necessary for safe entry into and rescue from permit-required
confined spaces.

Air Monitoring
•

Before an employee enters the space, the internal atmosphere shall be tested with a calibrated
direct-reading instrument for oxygen content, for flammable gases and vapors, and for potential
toxic air contaminants, in that order. Monitoring of the space must inform the entrants of the
potential hazards and results, and they must participate in the permit review and signing.

•

Air shall be periodically tested while continuous ventilation is applied.

•

Any employee who enters the space shall be provided an opportunity to observe the pre-entry
testing.

•

Employees are entitled to request additional air monitoring at any time.

•

A minimum of 3 levels within the space will be tested as some gases and vapors are heavier than
air and will sink to the lowest point while others are lighter than air and may become trapped in
a high area of the space.
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Ventilation
Continuous forced air ventilation must be used and tested as follows:
•

An employee may not enter the space until the forced air ventilation has eliminated any
hazardous atmosphere.
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•

The forced air ventilation shall be so directed as to ventilate the immediate areas where an
employee is or will be present within the space and shall continue until all employees have left
the space.

•

The air supply for the forced air ventilation shall be from a clean source and may not increase
the hazards in the space.

•

The atmosphere within the space shall be periodically tested as necessary to ensure that the
continuous forced air ventilation is preventing the accumulation of a hazardous atmosphere.
Any employee who enters the space, or that employee’s authorized representative, shall be
provided with an opportunity to observe the periodic testing and may request additional
monitoring at any time.

•

If a hazardous atmosphere is detected during entry, each employee shall leave the space
immediately and the space shall be evaluated to determine how the hazardous atmosphere
developed. Measures shall be implemented to protect employees from the hazardous
atmosphere before any subsequent entry takes place.

Rescue and Emergency Services
General
County employees will NOT enter or perform work in immediately dangerous to life and health (IDLH)
conditions. For all other confined space entry work being performed, rescue services must be either:
•

Self-rescue;

•

Provided by the attendant from OUTSIDE the space only;

•

Provided by Henrico Fire Department with assistance from New Kent County Fire Rescue; or

•

Provided by an outside service which is pre-arranged prior to an entry.

The Attendant shall order the other Entrants not to move the injured nor allow untrained or
unauthorized workers into the space that are not trained to handle a confined space rescue.
Safety data sheets for substances that an injured Entrant was exposed to must be provided to the
medical facility treating the injured worker.
Permit-Required Confined Space Rescue
•

When the Attendant becomes aware of the need for rescue, the Attendant shall immediately
summon help by the agreed upon communication method (e.g., verbally, radio, or cell phone),
without leaving the vicinity of the confined space.

•

The Attendant shall prevent unauthorized personnel from attempting a rescue.

•

The Attendant shall alert the Entry Supervisor of the emergency via the same communication
methods.

Non-Entry Rescue
•

To facilitate non-entry rescue, an Entrant must be attached to a retrieval system whenever
he/she enters a permit-required confined space with a vertical depth of more than 5 feet.
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•

The retrieval equipment is not required if it will increase the overall risk of the entry (e.g.,
creating an entanglement hazard), or will not contribute to the rescue of the Entrant.

•

Each Entrant shall use a full body harness equipped with a “D” ring
located between the shoulders or above the head.

•

Wristlets may be used instead of the full body harness, if the use of
the full body harness is not feasible or creates a greater hazard and
that using wristlets is the safest and most effective alternative.

•

The retrieval line must be attached to the “D” ring and the other end
of the retrieval line attached to a retrieval device or fixed point
located outside the space so that rescue can begin as soon as the
rescuer becomes aware that rescue is necessary.

Issuance/Reviewing of Permit
Only when all pre-entry requirements are satisfied, the Entry Supervisor shall issue a completed and
signed Confined Space Permit. The Confined Space Permit is valid for one shift.
In the event of any unauthorized entry, employee complaints, a hazard not covered by the permit, or an
injury or near-miss, the entry permit shall be cancelled and a review shall be conducted to provide
employee protection and for revising the program prior to authorizing subsequent entries.
An annual review of the program, using the cancelled permits retained within 1 year after each entry,
shall be conducted by the Safety Committee to revise the program as necessary and to ensure that
employees are protected. If no confined space entries were performed during a 12-month period, no
review is necessary.

Termination and Closing or Cancelling of Permits
The Entry Supervisor shall terminate the Confined Space Permit at the end of the job operation, at the
end of the shift, or when the Entry Supervisor or Attendant determine that conditions in or near the
confined space have changed and are hazardous to the Entrants.
The Entry Supervisor shall, at the conclusion of entry operation, close out the permit and provide
Risk & Wellness Services with a copy while maintaining the original Confined Space Permit within
department files.

Training
Workers must be trained before they enter a confined space. The training includes:
•

Recognizing the hazards (including potential hazards) in the confined space.

•

Safe work practices, including the use of all equipment such as ventilation equipment, air
monitors, and personal protective equipment.

•

A written exam to ensure that workers have acquired the knowledge necessary to safely
perform their duties.
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The content of the training will be reviewed at least annually and whenever there is a change in
circumstances such as modifications to an industrial process. If the review indicates that the training is
not adequate, additional training will be provided.
Each Department shall keep a record of the names of trainers and trainees, as well as the date of
training.
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Appendix A: Definitions
Acceptable entry conditions - the conditions that must exist in a confined space to allow entry and to
ensure that employees involved with a confined space entry can safely enter into and work within the
space.
Attendant - an individual stationed outside one or more confined spaces who monitors the authorized
Entrants and who performs all Attendant’s duties assigned in the New Kent County Confined Spaces
Program. Attendants must have sufficiently completed and fully understand the Confined Space training
and be approved by the HSE Manager to work in a confined space as an Attendant.
Authorized Entrant - an individual who is authorized by New Kent County to enter a confined space.
Entrants must have sufficiently completed and fully understands the Confined Space training and is
approved by the HSE Manager to work in a confined space as an Authorized Entrant.
Blanking or Blinding - the absolute closure of a pipe, line, or duct by the fastening of a solid plate (such
as a spectacle blind or a skillet blind) that completely covers the bore and that is capable of withstanding
the maximum pressure of the pipe, line, or duct with no leakage beyond the plate.
Confined Space - a space that:
•

Is large enough and so configured that an employee can bodily enter and perform assigned
work;

•

Has limited or restricted means for entry or exit (for example, tanks, vessels, coolers, storage
bins, hoppers, vaults, and pits are spaces that may have limited means of entry); and

•

Is not designed for continuous occupancy.

Double block and bleed - the closure of a line, duct, or pipe by closing and locking or tagging two in-line
valves and by opening and locking or tagging a drain or vent valve in the line between the two closed
valves.
Emergency - any occurrence (including any failure of hazard control or monitoring equipment) or an
event internal or external to the confined space that could endanger Entrants.
Engulfment - the surrounding and effective capture of a person by a liquid or finely divided (flowable)
solid substance that can be aspirated to cause death by filling or plugging the respiratory system or that
can exert enough force on the body to cause death by strangulation, constriction, or crushing.
Entry - the action by which a person passes through an opening into a confined space. Entry includes
ensuing work activities in that space and is considered to have occurred as soon as any part of the
Entrant’s body breaks the plane of an opening into the space.
Entry permit - the written or printed document that is provided by New Kent County to allow and
control entry into a confined space that contains the information specified in this program.
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Entry Supervisor - the person responsible for determining if acceptable entry conditions are present at a
confined space where entry is planned, for authorizing entry and overseeing entry operations, and for
terminating entry as required by this section.
•

Entry Supervisors must have sufficiently completed and fully understand the Confined Space
training and be approved by the HSE Manager to work in a confined space.

•

An Entry Supervisor also may serve as an Attendant or as an authorized Entrant, as long as that
person is trained and equipped as required for each role that he or she fills. Also, the duties of
Entry Supervisor may be passed from one individual to another during the course of an entry
operation.

•

The Entry Supervisor is responsible to test and monitor the atmosphere conditions.

Hazardous atmosphere - an atmosphere that may expose employees to the risk of death,
incapacitation, and impairment of ability to self-rescue (that is, escape unaided from a confined space),
injury, or acute illness from one or more of the following causes:
•

Flammable gas, vapor, or mist in excess of 10 percent of its lower flammable limit (LFL), (0% is
normal).

•

Atmospheric oxygen concentration below 19.5 percent or above 23.5 percent, (20.9% is
normal).

•

Any other atmospheric condition that is immediately dangerous to life or health (e.g., H2S at
10%; 0% is normal).

•

NOTE: For air contaminants for which OSHA has not determined a dose or permissible exposure
limit, other sources of information, such as safety data sheets that comply with the Hazard
Communication Standard, published information, and internal documents, can provide guidance
in establishing acceptable atmospheric conditions.

Hot work permit - the written authorization to perform operations (for example, riveting, welding,
cutting, burning, and heating) capable of providing a source of ignition.
Immediately dangerous to life or health (IDLH) - any condition that poses an immediate or delayed
threat to life or that would cause irreversible adverse health effects or that would interfere with an
individual’s ability to escape unaided from a confined space.
•

NOTE: Some materials – for example, hydrogen fluoride gas and cadmium vapor – may produce
immediate transient effects that, even if severe, may pass without medical attention, but are
followed by sudden, possibly fatal collapse 12-72 hours after exposure. The victim “feels
normal” from recovery from transient effects until collapse. Such materials in hazardous
quantities are considered to be “immediately dangerous to life or health”.

Inerting - the displacement of the atmosphere in a permit space by a non-combustible gas (such as
nitrogen) to such an extent that the resulting atmosphere is non-combustible. This procedure produces
an IDLH oxygen-deficient atmosphere.
Isolation - the process by which a confined space is removed from service and completely protected
against the release of energy and material into the space by such means as: blanking or blinding;
misaligning or removing sections of lines, pipes, or ducts; a double block and bleed system; lockout or
tagout of all sources of energy; or blocking or disconnecting all mechanical linkages.
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Line Breaking - the intentional opening of a pipe, line, or duct that is or has been carrying flammable,
corrosive, or toxic material, an inert gas, or any fluid at a volume, pressure, or temperature capable of
causing injury.
Non-permit confined space - a confined space that does not contain or, with respect to atmospheric
hazards, have the potential to contain any hazard capable of causing death or serious physical harm.
Oxygen-deficient atmosphere - an atmosphere containing less than 19.5 percent oxygen by volume.
Oxygen-enriched atmosphere - an atmosphere containing more than 23.5 percent oxygen by volume.
Permit-required confined space - a confined space that has one or more of the following characteristics:
•

Contains or has a potential to contain a hazardous atmosphere.

•

Contains a material that has the potential for engulfing an Entrant.

•

Has an internal configuration such that an Entrant could be trapped or asphyxiated by inwardly
converging walls or by a floor which slopes downward and tapers to a smaller cross-section.

•

Contains any other recognized serious safety or health hazard.

Permit system - the employer’s written procedure for preparing and issuing permits for entry and for
returning the confined space to service following termination of entry.
Prohibited condition - any condition in a confined space that is not allowed by the permit during the
period when entry is authorized.
Rescue service - the personnel designated to rescue employees from permit-required confined spaces.
Retrieval system - the equipment (including a retrieval line; chest or full-body harness; wristlets, if
appropriate; and a lifting device or anchor) used for non-entry rescue of persons from confined spaces.
Testing - the process by which the hazards that may confront Entrants of a confined space are identified
and evaluated. Testing includes specifying the tests that are to be performed in the permit space.
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Appendix B: Permit-Required Confined Space Flow Chart
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Appendix C: Declassification Document
The OSHA regulations also allow permit spaces to be reclassified as non-permit spaces by the total
elimination of all the hazards. A permit space can be reclassified as a non-permit space if there are no
actual or potential atmospheric hazards and if all the other hazards within the space are eliminated
without entry into the space. The following is a list of permit spaces that can be reclassified as nonpermit spaces by the elimination of the hazards.
1. Non-permit confined spaces include valve vaults that are less than 5 foot in depth and do not
contain or have the potential to contain any recognized hazard. If the employee is unable to
determine whether the space contains any recognized or potential hazards, the employee shall
immediately contact their Department Head prior to entering the space so an appropriate
determination can be made.
2. Most crawl spaces and attics New Kent County employees are required to enter are non-permit
confined spaces unless the space contains any recognized or potential hazards capable of
causing death or serious physical harm such as, but not limited to; hazardous atmospheres,
asbestos, lead, live electrical, mechanical, and compromised floors. If the employee is unable to
determine whether the space contains any recognized or potential hazards, the employee shall
immediately contact their Department Head prior to entering the space so an appropriate
determination can be made.
3. _____________________________________________________________________________
4. _____________________________________________________________________________
5. _____________________________________________________________________________
6. _____________________________________________________________________________
7. _____________________________________________________________________________
8. _____________________________________________________________________________
9. _____________________________________________________________________________
10. _____________________________________________________________________________
11. _____________________________________________________________________________
Permit-required confined spaces (PRCS) can be reclassified as non-permit spaces by certifying that the
hazards have been eliminated and the space is safe for entry.
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Reclassify Permit Space Work Sheet

1.

Permit Space Location: ______________________________________________________

2.

Have employees received permit space training?

3.

Are any hazardous atmospheres present or potentially present?

4.

Is continuous forced air ventilation needed to maintain acceptable levels?

5.

Is monitoring required? (If yes, record test results.)

☐ YES

☐ NO

☐ YES

☐ NO

☐ YES

☐ YES

☐ NO

☐ NO

ATMOSPHERIC TESTING RECORD
SUBSTANCE
Oxygen
Explosive (Gas/Vapor)
Explosive Dust
Carbon Monoxide
Hydrogen Sulfide
___________________
___________________

ACCEPTABLE LEVEL

READINGS

19.5%-23.5%
<10% LFL
<LFL (5 Ft. Visibility)
50 PPM
10 PPM
___________________
___________________

6.

Is atmospheric testing equipment calibrated?
Date of calibration ______________________________

☐ YES

☐ NO

7.

Is an engulfment hazard present?
If yes, what control measure is used to eliminate the engulfment hazard?

☐ YES

☐ NO

8.

Is there an entrapment hazard?
If yes, then list the steps to be taken to eliminate the hazard.

☐ YES

☐ NO

9.

Have all hazardous energy sources (including chemical and physical hazards) been eliminated?
Check isolating methods used to eliminate the hazard(s).
☐ Deenergize equipment
☐

Locking out electrical circuits and related training provided

☐

Physically block machinery so it cannot move

☐
☐

Tagging out electrical circuits and related training provided
Blank or blinds
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☐

Double block and bleed

☐

Disconnecting lines

☐

☐

Locking and/or tagging valves
Other procedures – be specific:

10.

Is it necessary to enter the permit space to determine if the hazard has been eliminated?

11.

Have all employees who will enter the declassified space been instructed to immediately evacuate

☐ YES

the space if a hazard is detected?
If no, instruct employees of this safety precaution measure.

☐ YES

☐ NO
☐ NO

12.

Has a procedure been instituted to re-evaluate the space and reclassify it back to a permit space if
the need arises?
☐ YES ☐ NO
If no, then institute steps to properly re-evaluate the space, prohibit entry, and if necessary,
reclassify it back to a permit space.
If yes, describe procedure:

13.

Have all employees participating in the entry operation had an opportunity to review this safe
☐ YES

entry certification form?

Signature and Print Name of Certifying Individual
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Appendix D: Confined Space Classification Flow Chart & Inventory
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Appendix E: Contractors
Host Employer’s Responsibilities with Contractor Work Sheet
In accordance with the requirements of the OSHA Permit-Required Confined Space Standard 1910.146,
this information is being made available to
(Name of Contracting Company) so
they can take appropriate precautions to protect their employees during a PRCS operation. The
following is a list of permit space locations, their identified hazards, and any precautions taken by our
school district.
Location

Hazard

Precautions Taken

Other applicable information concerning the permit space which may be of assistance:

During the contractor’s PRCS operation our employees:
into or work near the permit space.

☐ Will

☐ Will not be involved in entry

If our employees will be involved with entry into or near the permit space, then
(Host Employer Representative’s Name) will coordinate the entry operations with the contractor.
List whose permit space program will be used for entry into the space:

Host Employer’s
Or

Contractor’s
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Debriefing conference will be held with
(Host Employer’s Representative) and
(Contractor’s Representative) at the completion of the entry operation.
At a minimum, the following items must be covered:
Was the PRCS program adequate?

☐ Yes ☐ No If no, what deficiencies were noted?

Were there any hazards confronted or created by the entry operation (e.g., hazardous atmosphere,

ventilation or testing equipment failure, unauthorized entry, etc.)?
☐ Yes
If yes, list circumstances and actions to be taken to prevent recurrence.
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Contractor’s Responsibilities with Host Employer’s Worksheet
In accordance with the OSHA PRCS Standard 1910.146,
(Name of
Contracting Company) is requesting that the host employer (Name of Host Employer) provide any
available PRCS hazard information for the space to be entered. Additionally, please notify
(Name of Contractor’s Representative) if you plan to have your employees work in or
near the PRCS during our entry operation.
(Name of Contractor’s Representative) will inform you,
the host employer, of the PRCS program our employees will follow during the PRCS operation.
Additionally, (Name of Contractor’s Representative) will notify you of any hazards confronted or created
during our PRCS operation and the action(s) taken to correct the condition.
The following is a list of the hazard(s) confronted or created by the PRCS operation and the action(s)
taken to correct the condition.

Condition

Corrective Action Taken
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Appendix F: Confined Space Entry Permit
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Electrical Safety and Control of Hazardous Energy
Electricity is a serious workplace hazard, capable of causing both employee injury (shocks, electrocution,
fires, and explosions, or even death) as well as serious property damage. By establishing safe electrical
work practices, New Kent County (County) seeks to reduce the risk of such incidents. This plan intends
to meet or exceed the electrical standards set forth in the Standard for Electrical Safety in the
Workplace (NFPA 70E 2018 edition).

Responsibilities
Department Heads and supervisors are responsible for ensuring that only qualified employees and/or
qualified contractors perform electrical repairs or installations.
Department Heads are also responsible for ensuring all applicable electrical safety programs are
implemented and maintained at their locations.
Employees are responsible for using electrical equipment, tools, and appliances according to this
program, attending required training sessions when directed to do so, and reporting unsafe conditions
to their supervisor immediately.
Only qualified employees may work on electric circuit parts or equipment that has not been deenergized. The County does not have any such employees.

Electrical Safe Work Practices
Inspections
•

Electrical equipment, tools, and appliances must be inspected prior to each use.

•

The use of a hard fixed ground-fault circuit interrupter (GFCI) or a portable GFCI adapter shall be
used with all portable hand tools, electric extension cords, drop lights, and all 110-volt
equipment.

•

Faulty equipment, tools, or appliances shall be removed from service immediately, tagged “OUT
OF SERVICE”, and dated and signed by the employee applying the tag.

Repairs
•

Only qualified personnel, who have been authorized by the Department Head or supervisor,
may make repairs to supply cords on electrical tools and to extension cords.

•

The names of employees authorized to make repairs will be posted in the workplace.

•

Only certified electricians shall be allowed to make repairs to electrical equipment and wiring
systems.

•

The supervisor obtaining the services of a certified electrician is responsible to verify the
electrician’s credentials.

•

Employees shall not enter spaces containing exposed energized parts unless qualified and
proper illumination exists to enable employees to work safely.
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•

Employees shall not wear conductive apparel such as rings, watches, jewelry, etc. while working
on or near open energized equipment. This includes batteries on trucks, forklifts, phone backup
systems, or other such equipment.

•

If employees are subject to handle long dimensional conductor objects (ducts or pipes), steps
for safe work practices shall be employed to ensure the safety of workers.

Extension Cords
•

Use only three-wire, grounded extension cords and cables that conform to a hard service rating
of 14 amperes (amps) or higher, and ground the tools or equipment being supplied.

•

Only commercial or industrial rated-grounded extension cords may be used in shops and
outdoors.

•

Cords for use other than indoor appliances must have a rating of at least 14 amps.

•

Cords must have suitable strain relief provisions at both the plug and the receptacle ends.

•

Work lamps (drop light) used to power electrical tools must have a three-wire, grounded outlet,
unless powering insulated tools.

•

Adapters that allow three-wire, grounded prongs to connect to two-wire, non-grounded outlets
are strictly prohibited.

•

Cords must have a service rating for hard or extra-hard service and have S, AJ, ST, SO, SJO, SJT,
STO, or SJTO printed on the cord.

•

Cords may not be run through doorways; under mats or carpets; across walkways or aisles;
concealed behind walls, ceilings, or floors; or run through holes in walls or anywhere where they
can become a tripping hazard.

•

High current equipment or appliances should be plugged directly into a wall outlet whenever
possible.

•

All extension cords shall be plugged into one of the following:
o A GFCI outlet;
o A GFCI built into the cord;
o A GFCI adapter used between the wall outlet and cord plug.

•

All extension cords and or electrical cords shall be inspected daily or before each use, for breaks,
plug condition and ground lugs, possible internal breaks, and any other damage. If damage is
found, the extension cord or electrical cord shall be removed from service and repaired or
replaced.

Double Insulated Tools
•

Double insulated tools must have the factory label intact indicating the tool has been approved
to be used without a three-wire, grounded supply cord connection.

•

Double insulated tools must not be altered in any way which would negate the factory rating.

Switches, Circuit Breakers, and Disconnects
•

All electrical equipment and tools must have an on and off switch and may not be turned on or
off by plugging or unplugging the supply cord at the power outlet.
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•

Circuit breaker panel boxes and disconnects must be labeled with the voltage rating.

•

Each breaker within a breaker panel must be labeled for the service it provides.

•

Disconnect switches providing power for individual equipment must be labeled accordingly.

Ladders and Portable Ladders
•

Only approved, non-conductive ladders, may be used when working near or with electrical
equipment, which includes changing light bulbs.

•

Ladders must be either constructed of wood or fiberglass.

•

Portable ladders shall have non-conductive side rails.

•

Wood ladders should not be painted, which can hide defects, except with clear lacquer.

•

When using ladders, they shall be free from any moisture, oils, and greases.

Energized and Overhead Power Lines
•

When working under overhead lines, clearance distance must be provided or lines shall be
deenergized and grounded. The lines shall be deenergized and grounded or other protective
measures shall be provided before work is started.

•

The Virginia Overhead High Voltage Safety Act requires no person or tools, machinery, ladders,
mobile equipment, vehicles, supplies, materials, or apparatus to be placed within 10 feet of any
overhead high voltage line above 600 volts unless prior notification and mutually acceptable
safety arrangements are made between the County and the utility that owns the line.

•

When possible, power lines shall be de-energized and grounded or other protective measures
shall be provided before work is started.

•

Minimum approach distance to energized high power voltages lines for unqualified employees is
10 feet.

Confined or Enclosed Work Spaces
•

When an employee works in a confined or enclosed space that contains exposed energized
parts, the employee shall isolate the energy source and turn off the source and lock out and tag
out the energy source. Only qualified electricians can work on an exposed energy source.

•

Protective shields, protective barriers, or insulating materials shall be provided as necessary.

Enclosures, Breaker Panels, and Distribution Rooms
•

A clear working space must be maintained in the front, back, and on each side of all electrical
circuit breaker panels, electrical enclosures, and around electrical equipment for a safe
operation and to permit access for maintenance and alteration.

•

A minimum two-foot working floor space in front of panels and enclosures shall be kept free of
stored materials or other obstructions.

•

Employees may not enter spaces containing exposed energized parts unless illumination is
provided that enables the employees to work safely.
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•

Housekeeping in distribution rooms must receive high priority to provide a safe working and
walking area in front of panels and to keep combustible materials to the minimum required to
perform maintenance operations.

•

All enclosures and distribution rooms must have “DANGER: HIGH VOLTAGE – AUTHORIZED
PERSONNEL ONLY” posted on the front panel and on entrance doors.

•

Flammable and combustible materials (boxes, rags, cleaning fluids, etc.) shall be kept a
minimum of three feet from all break panels.

Fire Extinguishers
•

Approved fire extinguishers must be provided near electrical breaker panels and distribution
centers.

•

Water-type extinguishers shall not be located closer than 50 feet from electrical equipment.

Lockout/Tagout
•

No work shall be performed on live parts or near enough to them for employees to be exposed
due to the dangers of tools or other equipment coming into contact with the live parts and the
hazards they present.

•

If any employee is exposed to contact with parts of fixed electric equipment or circuits which
have been de-energized, the circuits energizing the parts shall be locked out, tagged out, and
verified to be in a zero-energy state.

•

Only authorized personnel may perform lockout/tagout work on electrical equipment and will
follow the Control of Hazardous Energy – Lockout/Tagout Program.

•

Only an authorized employee or employees performing the servicing or maintenance shall
perform lockout or tagout.

•

Authorized personnel will be trained in lockout/tagout procedures.

•

Affected personnel will be notified when lockout/tagout activities are being performed in their
work area.

Devices
Lockout Device - If an energy source can be locked out a device that utilizes a lock to hold an energy
isolating device in a safe position shall be used. Each site shall have the same type of lock as specified by
the County.
Tagout Device – If an energy source cannot be locked out with a lockout device, then a tagout device
shall be used. Tagout devices are a warning-only level of protection and shall be weather and chemical
resistant, standardized in color with clear written warning of hazardous energy (i.e., Do Not Operate, Do
Not Start, Do Not Energize, etc.). Each site shall have the same style of tags specified by the County.
Specific Energy Control Procedures
Each Department Head is responsible for developing specific step-by-step procedures for each specific
machine or piece of equipment in their respective area.
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•

A written, step-by-step isolation procedure for shutdown, isolation verification, and startup shall
be prepared for each machine or piece of equipment.

•

This procedure shall include:
o Equipment number if assigned;
o Equipment location;
o Energy source(s) (i.e. electrical, hydraulic, gas pressure, etc.);
o Location of isolating controls (i.e. breaker switches, valves, etc.);
o Quantity of isolating controls;
o Quantity of locks required to isolate the equipment;
o Other hardware required to isolate the equipment (i.e. chains, valve covers, blocks,
etc.); and
o A list of any residual energy required to be dissipated before work begins.

Specific Sequence for Application of Energy Control
1. Notification - Authorized employees must notify all other affected employees of the application
and removal of lockout/tagout devices. Notification shall be given before the controls are
applied and before they are removed from the machine or equipment.
2. Preparation for Shutdown - Before an authorized or affected employee turns off a machine or
equipment, the authorized employee shall have knowledge of the type and magnitude of the
energy, the hazards of the energy to be controlled and the methods or means to control the
energy.
3. Machine or Equipment Shutdown - The machine or equipment shall be turned off or shutdown
using the procedures established for the machine or equipment. An orderly shutdown must be
utilized to avoid any additional or increased hazard(s) to employees as a result of the equipment
stoppage.
4. Machine or Equipment Isolation - All energy isolating devices that are needed to control the
energy to the machine or equipment shall be physically located and operated in such a manner
as to isolate the machine or equipment from the energy source.
5. Lockout/Tagout Devices and Application - Each authorized employee shall have the proper
number of locks and devices to be able to perform proper lockout/tagout procedures for
machines or equipment that they may be working on.
a. Lockout or tagout devices shall be affixed to each energy isolating device by authorized
employees.
b. Lockout and tagout devices shall include the name of the individual placing the device.
Devices shall indicate the identity of the employee applying the device.
c. Lockout devices shall be affixed in a manner to hold the energy isolating devices in a
safe or off position.
d. Tagout devices shall be affixed in a manner that will clearly indicate that the operation
or movement of isolating devices from the safe or off position.
e. Tagout devices used with energy isolating devices with the capability of being locked out
shall be fastened at the same point at which the lock would have been attached. If a tag
cannot be directly attached to the energy isolation device, it shall be located as close as
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safely possible to the device in a position that will be immediately obvious to anyone
attempting to operate the device.
f. Each energy source shall be locked out in a manner completely isolating the equipment.
g. Isolating machines or equipment shall include, but are not limited to, pumps,
compressors, generators, electric distribution, storage tanks, etc.
• Each type of equipment to be isolated shall have specific procedures for
isolation.
o For example: for compressors: suction, discharge, power, starting, fuel,
dumps shall be closed, locked, and tagged out properly. The blow-down
valve shall be opened, locked, and tagged out properly. (NOTE: If a
compressor has a side stream hooked up, the side stream shall be
closed, locked, and tagged out properly.)
6. Stored Energy and the Possibility of Re-accumulation - Following the application of lockout or
tagout devices to energy isolating devices, all potentially hazardous stored or residual energy
shall be relieved, disconnected, restrained, and otherwise rendered safe. If there is a possibility
of re-accumulation of stored energy, verification of isolation shall be continued until the
servicing or maintenance operation is completed, or until the possibility of such accumulation
no longer exists.
7. Verification of Isolation - Prior to starting work on machines or equipment that have been locked
or tagged out, the authorized employee shall verify that isolation and de-energization of the
machine or equipment have been accomplished.
Release from Lockout/Tagout
When servicing or maintenance is completed, or when lockout/tagout devices must be temporarily
removed, the equipment requires testing and the machine or equipment is ready for testing or to return
to normal operating conditions, the following steps shall be taken, in this order:
1. Check the machine or equipment and the immediate area surrounding the machine or
equipment to ensure that all nonessential items such as tools have been removed and that the
machine or equipment components are operationally intact.
2. Check the work area to ensure that all personnel have been safely positioned or removed from
the area.
3. Remove the lockout/tagout device.
4. Energize and proceed with testing.
5. Deenergize and reapply control methods including lockout/tagout devices.
6. Document the procedure by use of the completed isolation log and provide to supervisor for
filing.
Removal of Locks
The authorized employee who applied the lock shall be the one to remove their lock. However, after all
work has been completed, certain conditions may arise which prohibit this person from being present to
remove the lock.
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The following procedures shall be followed to allow for the removal of a lock that another person has
applied:
•

Every effort shall be made to contact the authorized employee who applied the lock to obtain
the key(s). This includes telephone calls to work, home, and cell numbers; contacting the
emergency contact on file with the Human Resources Department; etc.

•

If the key(s) cannot be made available, the employee who requests removal of the lock shall
contact their supervisor.

•

The supervisor shall contact the Department Head who, in turn, shall verify that every effort was
made to contact the original authorized employee who applied the lock and to obtain the key(s).

•

The Department Head removing the lock shall note on the service report that the lock(s) were
removed with permission by the Department Head and shall document all attempts to contact
the lock owner/user.

•

All reasonable efforts will be made by the supervisor to notify that employee their lock has been
removed, ensuring that the authorized employee has this knowledge before they return to
work.

Contractors
Contractors performing lockout procedures on County property shall comply with this procedure.
Contractors shall supply their own locks. The County shall initially lockout County machines and
equipment before the contractor will be allowed to apply their own lock in addition to the County’s.

Electric Shock-CPR
•

If someone is discovered that has received an electric shock and is unconscious, first check to
see if their body is in contact with an electrical circuit. Do not touch a person until you are sure
there is no contact with an electrical circuit.

•

When it is safe to make contact with the victim, begin CPR if the person’s heart has stopped or
they are not breathing.

•

Call for help immediately.

Ground-Fault Circuit Interrupters
All 120-volt, single-phase 15- and 20-ampere receptacle outlets on construction or maintenance sites,
which are not part of the permanent wiring of the building or structure and which are in use by
employees, shall have approved ground-fault circuit interrupters (GFCIs) for personnel protection.
Additionally:
•

All hand portable electric tools and extension cords shall use a GFCI.

•

Additionally, approved GFCIs shall be used for 240-volt circuits in the same service as described
above.

•

GFCIs must be used on all 120-volt, single-phase 15-amp and 20-amp receptacles within six feet
of a sink, damp areas, or on installed outdoor equipment.

•

The GFCI must be the first device plugged into a permanent receptacle.

•

The GFCI must be tested before each use.

•

The GFCI will be tested at least monthly or to be determined by the manufacturer.
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Periodic Inspections of the Energy Control Procedure
Inspections of the electrical safety and energy control procedure shall be conducted periodically and at
least annually to ensure that the procedure is being followed.
The Department Head, in association with the HR Safety Coordinator, shall perform the inspection
(NOTE: it must be someone other than those actually using the lockout/tagout in progress). The
inspector will produce a written review of the inspection including date, equipment, employees, and the
inspection shall be documented. They will verify that:
•

Each authorized and/or affected employee has been trained as required.

•

Any new equipment added has specific lockout procedures developed and documented.

•

Current procedures are adequate for performing complete isolation of equipment and resulting
in a zero-energy state.

•

A copy of the audit is maintained on file at the Department Head’s office.

Training
All employees whose job descriptions require electrical work will be trained in electrical safety utilizing
the County Electrical Safety Training course or an approved equivalent. The training will be refreshed
periodically and whenever equipment or processes change. The training shall meet these objectives:
•

Identify the common factors of electrical accidents

•

Understand the arrangement of the NFPA 70E material

•

Explain the hazards of electrical work and their effects

•

Describe the main elements in an electrically safe work program

•

Identify the requirements for establishing an electrically safe work condition (lockout/tagout)

•

Recognition of hazardous energy sources, types, and magnitude of energy available

•

Identify the methods and means necessary for energy isolation and control

•

Each authorized employee shall receive adequate training

•

All affected employees are instructed in the purpose and use of the energy control procedure.

•

Identify the requirements for a shock risk assessment

Employees who face a risk of electric shock, but who are not qualified persons, shall be trained and
familiar with electrically related safety practices.

Page 51 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Appendix A: Lockout/Tagout
Appendix A

Equipment Name:
Description of Equipment:
Specific Location:
Hazardous Energy Assessment
Types of Energy

Type /
Magnitude

Danger Zone

Electrical
Chemical: explosion, pressure, extreme
heat, fire, corrosive, reactive, oxidizer,
toxic, etc.
Pressure : hydraulic, pneumatic
Vacuum
Mechanical: capable of crushing,
pinching, cutting, snagging, striking
Thermal: high temperature-surface
temperature, hot liquids, steam
Thermal, cryogenic: super cold surface or
cryogenic liquid
Stored energy: flywheel, springs,
differences in elevation, capacitors,
batteries, etc.
Emergency power: does equipment
maintain an emergency power
/uninterruptible power supply?
Other: describe
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#

Step

Appendix A

Lockout Steps

Instruction/Questions

1

Notify Employees

Who will be affected by machine/equipment being shut down and locked out?

2

Review Procedures

3

Shutdown Equipment

Does each person who performs LOTO understand the type and magnitude of the energy
present, the associated hazards, and the proper methods of control? Reviewed
manufacturer’s instructions?
If the machine or equipment is operating, shut it down by the normal stopping procedure.

4

Disconnect & Isolate
the Energy Source

Disconnect/de-activate the energy isolating devices(s) so the machine or equipment is
isolated from the energy source(s).

5

Lockout Controls

6

Release Energy

7

Try out

Lockout and tag out the energy isolating device(s) as indicated in the specific
instructions
Release and/or dissipate any stored or residual energy as indicated in the specific
instructions.
How did you DOUBLE VERIFY/TEST the energy source has been isolated?

#

Step

Lockout Release Steps
Instruction

Additional Information

Additional Information

1

Inspect Equipment

Check the equipment to ensure the components are operational.

2

Check Area

Check the immediate area to ensure all employees have been safely positioned, and tools
and any nonessential items have been removed.

3
4

Check Controls
Re-energize

5

Notify Employees

6

Startup Equipment

Verify that operating controls are off (not on).
Remove the lockout device(s) and activate the energy isolating device(s) to re-energize
the equipment.
Notify affected employees the servicing or maintenance is complete and the equipment is
ready for use.
Startup equipment and monitor for several operating cycles to ensure it is functioning
properly.
DOCUMENT REVIEW AND APPROVAL

AUTHORIZED EMPLOYEE COMPLETING FORM / PROCEDURE

DATE COMPLETED

SUPERVISOR REVIEWING PROCEDURE

DATE APPROVED
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Appendix B
LIVE ELECTRICAL PERMIT
Is Equipment marked with an arc flash hazard label meeting NFPA 70E (2018) requirements? YES ☐ NO ☐
If “NO”, then contact (Name Individual here). Arc flash risk assessment must be performed.
If equipment is marked with an arc flash hazard label, insert the necessary information below:

Page 54 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Brief work description and explain why it is needed to perform the task energized rather than de-energized:
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Verify All Required PPE Within a Category is Inspected Prior to Use
Category (1) - Minimum Arc Rating of 4 cal/cm2:

☐ Arc-Rated (AR) Long sleeve shirt and pants, or AR coveralls
☐ AR flash suit hood or AR face shield and AR balaclava
☐ AR Rubber Gloves with Heavy Duty Leather protectors
☐ Leather Footwear

☐ Safety Glasses or goggles
☐ Hearing Protection (ear canal inserts)
☐ AR Rubber Gloves with Leather protectors
☐ Hard Hat

☐ Arc-Rated (AR) Long sleeve shirt and pants, or AR coveralls ☐
AR flash suit hood or AR face shield and AR balaclava
☐ AR Rubber Gloves with Heavy Duty Leather protectors
☐ Leather Footwear
Category (3) - Minimum Arc Rating of 25 cal/cm2:

☐ Safety Glasses or goggles
☐ Hearing Protection (ear canal inserts)
☐ AR Rubber Gloves with Leather protectors
☐ Hard Hat

☐ Full Electrical Suit, rated at 25 cal/cm2, or Category 3
☐ Leather Footwear

☐ Safety Glasses or goggles
☐ Hearing Protection (ear canal inserts)

☐ Full Electrical Suit, rated at 40 cal/cm2, or Category 4
☐ Leather Footwear

☐ Safety Glasses or goggles
☐ Hearing Protection (ear canal inserts)

Category (2) - Minimum Arc Rating of 8 cal/cm2:

Category (4) - Minimum Arc Rating of 40 cal/cm2:

Safety Checklist: (Verify that proper safe work practices are in place)

☐ Workers are trained, qualified, and have full knowledge of equipment

☐ Safety watch is required. This person must be trained in (CPR), and qualified, to be able to cut off all power
sources, and have immediate access to a telephone or radio to call 911 in case of emergency.
☐ Remove all jewelry and metal apparel
☐ Ensure a clean and tidy worksite
☐ Lockout devices and procedures shall be utilized in between de-energization and re-energization
☐ Insulated tools and equipment required. Inspect insulating tools and equipment for defects
☐ Inspect rubber insulating gloves and insulated mat for defects.
Date of Stamped Certification on Insulated Gloves: _____________
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APPROVALS

Signature indicates understanding, agreement, and approval, of the information submitted on the permit.
Permit Completed By:

Date:

Dept/Div. Director:

Date:

AUTHORIZED WORKERS that understand and agree to the above:
Name

Date

Signature
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Fall Protection
Fall protection is the use of controls designed to protect personnel from falling or, in the event they do
fall, to stop them without causing severe injury. Typically, fall protection is implemented when working
at heights, but may be relevant when working near any edge, such as near a pit or hole, or performing
work on a steep surface.
This program covers and applies to all New Kent County (County) employees, vendors, and contract
workers that may be involved in work at or near heights.

Responsibilities
Department Head
It is the responsibility of the Department Head to implement this Fall Protection Program. All
Department Heads shall ensure that their personnel who must perform tasks at heights have received
the required training to do so. Continual observational safety checks of work operations and the
enforcement of the safety policy and procedures shall be conducted. All jobs shall be pre-planned prior
to the start of work.

Supervisor
The supervisor shall ensure that all persons assigned to work at elevated levels be protected by fall
protection equipment. Supervisors shall:
•

Make exposure determinations and discuss with their employees the extent to which scaffolds,
ladders, or vehicle-mounted work platforms can be used.

•

Ensure that fall protection equipment is available and in safe working condition.

•

Provide for emergency rescue in the event of a fall. Pre-plan the job to ensure that employees
have been properly trained in the use, limitations, inspections, and rescue procedures and that
training records are on file.

Competent Person
A competent person is assigned in writing by the County only. The following applies:
•

A person may be deemed competent based upon their individual training and/or experience.

•

A competent person is knowledgeable of applicable standards and is capable of identifying
workplace hazards relating to the specific operation.

•

A competent person has the authority to correct the identified hazard and supersedes a
supervisor’s authority for the safety of the task for which they are the competent person.

•

Topics requiring a competent person include:
o Trench and excavation
o Scaffolds
o Respiratory protection
o Fall protection/work at height
o Confined spaces
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Employees
Employees shall ensure they have and use the fall protection equipment as required by this program
and:
•

Understand the potential hazards of working at elevated levels as well as gaining access to and
from the work location. Immediately report any newly identified hazards or changes in the work
environment.

•

Understand the use and limitations of such equipment.

•

Pre-plan the job with his/her supervisor to agree that the job can be done safely.

•

Inspect such equipment before each use and report defective equipment immediately to their
supervisor.

•

Store equipment in a location that can keep the equipment clean, dry, and free from oils,
chemicals, paints, and excessive heat.

•

Participate in assigned fall protection training.

Human Resources Department
The Human Resources Department, in coordination with the HR Safety Coordinator, shall be responsible
for:
•

Policy development and review

•

Providing tech guidance and assistance

•

Assisting departments with training

Minimum Standards
Fall protection is required whenever employees are potentially exposed to falls from heights. The height
that triggers the need for fall protection is based upon the tasks being performed. Such tasks may
include:
•

•

General Industry Tasks: Protection for wall openings and holes. Every wall opening from which
there is a drop of more than four feet shall be guarded. Examples include:
o Operation and inspection of existing equipment
o Facility rooftop operations (HVAC repair, gutter cleaning, etc.)
o Facility operation not including maintenance and repair
o Cleaning and changing light bulbs
Construction Industry Tasks: Unprotected sides and edges. Each employee on a
walking/working surface (horizontal and vertical surface) with an unprotected side or edge
which is six feet or more above a lower level shall be protected from falling. Examples include:
o Building, alteration, and repair of structures, sewers, piping, poles including pole
placement, highways, streets, power lines, etc.
o Painting and decorating
o Trenching and excavations (as appropriate)
o Water storage tanks
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If you are unsure about the tasks you need to perform, contact your supervisor before performing the
work.
The following are minimum standards for County employee personal fall protection systems:
•

Fall protection shall be applied based on the Hierarchy of Controls
o Hazard Elimination: perform the task without needing to physically access the area
o Passive Fall Protection: consists of a barrier that prevents workers from accessing the
dangerous area
o Active Fall Restraint: the equipment which would restrain a person’s access to the fall
hazard
o Active Fall Arrest: worker wears a full body harness and uses either an energy-absorbing
lanyard or a self-retracting lanyard to stop a fall after an unintentional loss of balance
o Administrative Controls: typically consist of things like warning lights, audible alarms, or
other types of warning devices that alert an authorized person that they are accessing
an area with a fall hazard

•

Systems used by an employee having a combined person and tool weight in excess of 310
pounds shall be modified by the manufacturer to provide proper protection for heavier loads.
Contact your supervisor if you require specialized equipment.

•

The attachment point of the body harness shall be located in the center of the wearer’s back
near shoulder level, or above the wearer’s head, except when climbing.

•

Body harnesses and components shall be used only for employee protection and not to hoist
materials.

•

Personal fall arrest systems and components subjected to impact loading, including falls, shall be
immediately removed from service and shall not be used again for employee protection until
inspected and determined by a competent person to be undamaged and suitable for reuse.

•

Provide for prompt rescue of employees in the event of a fall or ensure that employees are able
to rescue themselves.

•

Personal fall arrest systems shall be inspected by the user prior to each use for wear, damage,
and other deterioration. Defective components shall be removed from service.

•

Personal fall arrest systems shall not be attached to ladders or guardrail systems, nor shall they
be attached to hoists unless prior approval is obtained from a competent person.

•

Personal fall arrest systems shall not be attached to equipment such as roof-mounted air
handlers or overhead cable trays unless the equipment is specifically rated for fall protection.
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Use of Personal Fall Arrest Systems

Anchorage/Anchorage Connector
Anchorage: Commonly referred to as a tie-off point (e.g., I-beam, eyebolts, etc.)
Anchorage Connector: Used to join the connecting device to the anchorage (e.g., cross-arm strap, beam
anchor, D-bolt, hook anchor, etc.)
•

Anchorages must be capable of supporting 5,000 pounds (22kN) of force per worker

•

Must be high enough for a worker to avoid contact with a lower level should a fall occur

•

The anchorage connector should be positioned to avoid a “swing fall”

Body Wear
The personal protective equipment worn by the worker (e.g., full body harness).
•

Only form of body wear acceptable for fall arrest is the full body harness

•

Should be selected based on work to be performed and the work environment

•

Side and front D-rings are for positioning only

Connecting Device
The critical link which joins the body wear to the anchorage/anchorage connector (e.g., shock-absorbing
lanyard, fall limiter, self-retracting lifeline, rope grab, etc.).
•

Potential fall distance must be calculated to determine type of connecting device to be used.
o Typically:
 Under 18.5 ft, use a self-retracting lifeline/fall limiter
 Over 18.5 ft, use a shock-absorbing lanyard or self-retracting lifeline/fall limiter
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•

Selected based on work to be performed and the work environment

•

Shock-absorbing lanyards can expand up to 3.5 ft when arresting a fall
o Attach lanyards to the harness back D-ring only
o Never tie a knot in any web lanyard – it reduces the strength by around 50%

Determine the Distance
Choose your anchor point wisely. The anchor point must be able to hold at least 5,000 pounds per
employee attached. Always look for an anchor point that is at least level with your D-ring. Consider that
weight when you think about anchoring to a ladder rung, scaffold guardrail, threaded rod, or cable tray.
They will not hold your weight if you fall.
Where is the anchor in comparison to your D-ring? It
should be level with or higher than the D-ring in the
middle of your back.
Only anchor at your foot level when there is no other
choice and after you have calculated the fall clearance
distance.
To determine the lanyard you need, add the height of
the worker, maximum free fall distance of 2 feet,
maximum deceleration distance of 3½ feet and a
safety factor of 3 feet. That sum should not be
greater than the distance from the surface the worker
is standing on to the next level.

Inspections
Fall protection equipment shall be inspected by the user before each use for wear, damage, other
deterioration, or other defects. The designated competent person(s) will perform a quarterly inspection
on all fall protection equipment and will document the inspections on the form located in Appendix B.

Guard Rails
A “passive” fall protection system refers to a system that is non-dynamic, stationary, and does not move
or adapt or change when in or out of use. They do not require the use of personal protective equipment
or active participation from the worker. Typical passive solutions include guardrails or netting systems.
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Guardrails can be added to buildings and structures such
as tanks and roofs that do not have fall protection built in
already. Multiple pre-manufactured guardrails may be
purchased and installed, or guardrails can be built by
employees.
The spacing of guardrail members is determined by the
materials used to construct them. In the event that you
have a need to build guardrails, please contact the safety
department for a list of designated competent persons for
inspection. Supervisors should be identifying buildings or
structures that do not have existing integrated fall
protection. If you identify a building or structure that
appears to be lacking such integrated fall protection, alert
your supervisor during pre-planning to determine if
adding guardrails is a feasible fall hazard mitigation.

Scaffolds
There are three basic types of scaffolds:
•

Rolling scaffolds, often referred to as a baker’s scaffold, which are portable, easy to use, and
offer simple, 1-person setup.

•

Supported scaffolds, which consist of one or more platforms supported by rigid, load-bearing
members, such as poles, legs, frames, outriggers, etc.

•

Suspended scaffolds, which are one or more platforms suspended by ropes or other non-rigid,
overhead support. County employees shall not use suspended scaffolds.

General scaffold safety requires the following:
•

Conduct a pre-operation inspection to verify that all scaffold components are functioning
properly and/or are correctly assembled. This must be performed by a designated competent
person for supported scaffolds.

•

Always check inspection tags for fall protection requirements.

•

Keep the platform/decking free from tripping hazards such as hand tools, equipment, or
materials.

•

Lock scaffold wheels with positive wheel and/or wheel and swivel locks to prevent movement
while in use.

•

Use guardrails which include top rails, mid-rails, and toe boards, or fall protection at working
platform heights of 10 feet or higher.

•

Stay at least 10 feet away from energized power lines.

•

If outriggers are installed, deploy installed outriggers on both sides of the scaffold. All locking
pins must be engaged before using the scaffold.

•

Avoid using a scaffold during adverse weather such as heavy rain, sleet, ice, snow, or strong
winds.
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•

Ensure that the scaffold does not have tools or equipment left on it at the end of your shift.

•

Ensure that the scaffold is not overloaded.

•

Avoid using unstable objects such as barrels, boxes, loose brick, or concrete blocks to support
scaffolds or planks or to increase your work height.

•

Only work on platforms or scaffolds that are fully planked.

•

Don’t use the scaffold if it appears damaged in any way, if it appears it has been tampered with,
or if there are components missing, such as planking, guardrails, toe boards, debris nets, or
protective canopies.

•

Remove ice, snow, and/or mud from scaffold planks prior to walking or working on the planks.

•

Never climb with any materials or tools in your hand; they should be hoisted up to the scaffold
separately.

Protection from Falling Objects
When employees are required to work in the near vicinity of others working with materials, tools, or
equipment at elevated levels, barricades around the immediate area of the overhead work shall be
erected to prohibit employees from entering the barricaded area.
Employees performing work at elevated levels shall keep tools, materials, and equipment away from the
edge to keep potential objects from falling over the side. Where practical, tools, etc. shall be secured
with keepers, rope, wire, etc. to keep them from falling.

Ladders
Three-point climbing is required while ascending/descending ladders. While on ladders, both hands and
one foot, or both feet and one hand shall always be in contact with the ladder (three points of contact).
Tools required to perform a task shall be transported by a mechanical carrier such as a tag line,
suspended bucket, or tool belt. Additionally:
•
•

Tools shall not be carried by hand while climbing.
o Hands must be free to grip the ladder.
Tools shall not be carried in clothing pockets.

•

Tools shall be pulled up to the job site only after reaching the area of work.

•

All ladders, portable and fixed, shall be regularly inspected. Portable ladders shall be inspected
prior to each use by the intended user and quarterly by a person assigned by the Department
Head.

Inspections shall include, at a minimum, the following criteria:
•

Ladders should not have any damage, lack of structural integrity, missing components, or loose
parts.

•

The steps or rungs must be tight and secured to the side rails.

•

All hardware and fittings need to be properly and securely attached.
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•

Movable parts must be tested to see that they operate without binding or without too much
free play.

•

All labels should be intact and readable.

•

Ladders shall be free of oil, grease, or slippery materials.

•

A ladder that has been exposed to fire or strong chemicals should be discarded.

•

All accessories such as leg levelers, paint shelves, stand-off shelves, etc. are in good condition.

•

The ladder base shall be placed on a secure and level footing. When necessary, ladder levelers
shall be used to achieve equal rail support on uneven surfaces.

•

The ladder base must have slip resistant material.

•

While inspecting extensions ladders you need to make sure that:
o Ropes and pulleys are in good condition
o Ladder extension locks move freely and lock correctly
o Rung locks are on the rails of the top section to ensure the top section will not fall
o Extension guide brackets are secure and in place

In addition to the general inspection elements mentioned above, there are ladder type-specific
elements that also need to be inspected. Do not use the ladder if you find any of the following ladderspecific conditions listed below present in the type of ladder you are inspecting:
•

For metal ladders:
o Loose rungs, nails, bolts screws, and other metal parts
o Dented rungs or rails
o Sharp edges, corners, and burrs
o Damage from corrosion
o Bends and breaks
o Tags or stickers reading “CAUTION - DO NOT USE AROUND ELECTRICAL EQUIPMENT” or
similar wording

•

For wooden ladders:
o Integrity of rungs and rails
o Chips, splits, cracks, and splinters in the rails
o Holes and knots
o Loose/wiggly parts
o Painted wooden parts (transparent paint is acceptable)

•

•

For fiberglass or plastic ladders:
o Cracks, chips, and splinters
o Deformed rails or rungs from heat, chemical, or environmental exposure
o Bends and breaks

For self-supporting step ladders:
o The two front legs should be of the same length and the two hind legs should also be of
the same length
o Spreaders are intact and lock correctly
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•

For fixed industrial ladders with siderails or individual rungs:
o Ladder rungs, steps, and cleats are parallel, level, and uniformly spaced
o Ladder rungs, steps, and cleats are spaced not less than 10 inches, and not more than 14
inches apart as measured between the centerlines of the rung or step
o Metal ladders are made with corrosion-resistant material or are protected against
corrosion
o Minimum perpendicular distance from the ladder to the nearest permanent object in
back of the ladder is 7 inches
o For through and side-step fixed ladders:
 Sufficient handholds at least 42 inches above the highest level on which they
will step when reaching the access level, regardless of the location of the access
level
o For ladders with hatch covers:
 The hatch cover opens with sufficient clearance to provide easy access to or
from the ladder
 Counterbalanced hatch covers open at least 70 degrees from the horizontal

Portable Ladders
When work is to be performed from straight/extension ladders, fall protection
shall be utilized when a worker cannot maintain
three points of contact and heights exceed 6 feet.
When using a fixed industrial ladder, fall protection
must be provided for heights of 24 feet or more.
Straight ladders will be pitched at no more or less
than a 4-to-1 ratio. The base will come one foot out
for every four feet up. The ladder shall extend 3 feet
above the point of support.
Straight ladders shall be tied off at the top to prevent them from moving. A
second person shall steady the ladder at the base while it is being tied off at
the top by another employee. Do not tie fall protection equipment to the
ladder.

Fixed Ladders
Fixed ladders are permanently attached to a structure, building, or equipment. These include individualrung ladders, but not ship stairs, step bolts, or manhole steps. The new rule phases in a requirement for
employers to have ladder safety or personal fall arrest systems for fixed ladders that extend more than
24 feet, and phases out the use of cages or wells for fall protection under the following timeline: Starting
in 2018, all new fixed ladders and replacement ladder/ladder sections must have a ladder safety or
personal fall protection system. For existing ladders, by 2020, employers must install a cage, well,
ladder safety system, or personal fall arrest system on fixed ladders that do not have any fall protection.
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All ladders extending more than 24 feet must have a ladder safety or personal fall arrest system. Ladder
cages will not qualify as a safety system on fixed ladders of 24 feet or taller installed after 2018.
Fall protection systems for fixed industrial ladders may include:
•

Ladder climb assist systems

•

Ladder lifelines

•

Vertical rigid track systems

•

Latchways vertical ladder lifelines

All affected County employees shall be trained on whichever system has been installed on County fixed
ladders.
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Appendix A: Definitions
Anchorage means a secure point of attachment for lifelines, lanyards, or deceleration devices.
Body belt (safety belt) means a strap with means both for securing it about the waist and for attaching
it to a lanyard, lifeline, or deceleration device.
Body harness means straps which may be secured about the employee in a manner that will distribute
the fall arrest forces over at least the thighs, pelvis, waist, chest, and shoulders with means for attaching
it to other components of a personal fall arrest system.
Connector means a device which is used to couple (connect) parts of the personal fall arrest system and
positioning device systems together. It may be an independent component of the system, such as a
carabiner, or it may be an integral component of part of the system (such as a buckle or D-ring sewn into
a body belt or body harness, or a snap-hook spliced or sewn to a lanyard or self-retracting lanyard).
Deceleration device means any mechanism, such as a rope grab, rip-stitch lanyard, specially-woven
lanyard, tearing or deforming lanyards, automatic self-retracting lifelines/lanyards, etc., which serves to
dissipate a substantial amount of energy during a fall arrest, or otherwise limit the energy imposed on
an employee during fall arrest.
Deceleration distance means the additional vertical distance a falling employee travels, excluding
lifeline elongation and free fall distance, before stopping, from the point at which the deceleration
device begins to operate. It is measured as the distance between the location of an employee’s body
harness attachment point at the moment of activation (at the onset of fall arrest forces) of the
deceleration device during a fall, and the location of that attachment point after the employee comes to
a full stop.
Equivalent means alternative designs, materials, or methods to protect against a hazard which the
employer can demonstrate will provide an equal or greater degree of safety for employees than the
methods, materials, or designs specified in the standard.
Failure means load refusal, breakage, or separation of component parts. Load refusal is the point where
the ultimate strength is exceeded.
Floor hole means an opening measuring between 1 and 12 inches in its least dimension in any floor,
platform, pavement, or yard through which materials but not persons may fall.
Floor opening means an opening measuring 12 inches or more in its least dimension in any floor,
platform, pavement, or yard through which persons may fall.
Free fall means the act of falling before a personal fall arrest system begins to apply force to arrest the
fall.
Free fall distance means the vertical displacement of the fall arrest attachment point on the employee’s
body belt or body harness between onset of the fall and just before the system begins to apply force to
arrest the fall. This distance excludes deceleration distance, and lifeline/lanyard elongation, but
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includes any deceleration device slide distance or self-retracting lifeline/lanyard extension before they
operate and fall arrest forces occur.
Guardrail system means a barrier erected to prevent employees from falling to lower levels.
Lanyard means a flexible line of rope, wire rope, or strap which generally has a connector at each end
for connecting the body belt or body harness to a deceleration device, lifeline, or anchorage.
Leading edge means the edge of a floor, roof, or formwork for a floor or other walking/working surface
(such as the deck) which changes location as additional floor, roof, decking, or formwork sections are
placed, formed, or constructed. A leading edge is considered to be an “unprotected side and edge”
during periods when it is not actively and continuously under construction.
Lifeline means a component consisting of a flexible line for connection to an anchorage at one end to
hang vertically (vertical lifeline), or for connection to anchorages at both ends to stretch horizontally
(horizontal lifeline), and which serves as a means for connecting other components of a personal fall
arrest system to the anchorage.
Lower levels mean those areas or surfaces to which an employee can fall. Such areas or surfaces
include, but are not limited to, ground levels, floors, platforms, ramps, runways, excavations, pits, tanks,
material, water, equipment, structures, or portions thereof.
Personal fall arrest system means a system used to arrest an employee in a fall from a working level. It
consists of an anchorage, connectors, a body belt, or body harness and may include a lanyard,
deceleration device, lifeline, or suitable combinations of these.
Positioning device system means a body belt or body harness system rigged to allow an employee to be
supported on an elevated vertical surface, such as a wall, and work with both hands free while leaning.
Self-retracting lifeline/lanyard means a deceleration device containing a drum-wound line which can be
slowly extracted from, or retracted onto, the drum under slight tension during normal employee
movement, and which, after onset of a fall, automatically locks the drum and arrests the fall.
Snap hook means a connector comprised of a hook-shaped member with a normally closed keeper, or
similar arrangement, which may be opened to permit the hook to receive an object and, when released,
automatically closes to retain the object. Snap hooks are generally one of two types: (1) The locking
type with a self-closing, self-locking keeper which remains closed and locked until unlocked and pressed
open for connection or disconnection; or (2) The non-locking type with a self-closing keeper which
remains closed until pressed open for connection or disconnection. As of January 1, 1998, the use of a
non-locking snap hook as part of personal fall arrest systems and positioning device systems is
prohibited.
Unprotected sides and edges mean any side or edge (except at entrances to points of access) of a
walking/working surface (e.g., floor, roof, ramp, or runway) where there is no wall or guardrail system at
least 39 inches high.
Walking/working surface means any surface, whether horizontal or vertical on which an employee
walks or works, including, but not limited to, floors, roofs, ramps, bridges, runways, formwork, and
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concrete reinforcing steel but not including ladders, vehicles, or trailers, on which employees must be
located in order to perform their job duties.
Work area means that portion of a walking/working surface where job duties are being performed.
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Appendix B: Fall Protection System Inspection Form
INSPECTED BY (Designated Competent Person)

DATE

AREA

CRAFT

EMPLOYEE NAME

HARNESS
SERIAL #

FALL PROTECTION SYSTEMS
SYSTEM
Vertical Lifeline
Horizontal Lifeline
Warning Lines
Guard Rails
Retractable Lanyards
Hole Covers
Positioning Devices

LOCATION

Yes

No or Replace
(Take Out of Service)
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COMMENTS

Overall Condition

Fall Warning Tag Intact

Carabineer

Lanyard

D-rings & Buckle

Rivets and Eyelets

Body harness to be inspected monthly
and report is to be turned in to
department management. User to
visually inspect prior to each use.

All Stitching

N symbol is for NO or REPLACE. Any N
means immediate destruction of harness
or lanyard.

Harness Webbing

Y symbol is for YES or OK.

Body Pad (if applicable)

All parts of body harness and
attachments are to be checked for
excessive wear and damage.

No Cuts, Corrosion, Burning

BODY HARNESS

New Kent County Workplace Safety Manual

Appendix C: Ladder Inspection Checklist
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Page 73 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Flammable Liquids
Flammable liquids can be ignited easily by a flame, hot surface, or a spark generated by electricity or
mechanical work. The highest hazard is posed by highly volatile solvents because the vapor can reach
ignition sources several feet away. If the vapor is ignited, the fire can quickly reach the bulk liquid. A
flammable vapor and air mixture with a specific concentration can explode violently. Vapors are usually
heavier than air and will accumulate near the floor or bottom of the trench, vessel, or hood.
The flash point is the minimum temperature at which a liquid emits sufficient vapor to form an ignitable
mixture with air near the surface of the liquid. Thus, a solvent with a flash point below room
temperature is highly flammable. Flammable liquids are divided into different hazard categories
depending on their boiling and flash points.

Responsibilities
Department Heads are responsible to ensure that the department has the required storage cabinets,
self-closing oil and solvent rag containers, storage devices, and spill clean-up materials.

Safe Handling
Always wear standard laboratory personal protective equipment (PPE) to avoid skin contact: closed-toe
shoes, clothes that cover the legs, safety glasses, gloves, and a lab coat. The lab coat should be flameresistant or, at a minimum, 100% cotton. Most synthetic material quickly melts if ignited.
Keep sources of ignition away when handling flammable liquids. Never heat a flammable solvent with a
Bunsen burner or other open flame. Be aware that there are many ignition sources in a laboratory such
as outlets, electrical equipment, light fixtures, and static electricity build-up.
Keep all containers of flammable solvents tightly closed when not in use.
Use flammable solvents only in well-ventilated areas such as a chemical fume hood to avoid the build-up
of an explosive atmosphere. Never pour large amounts while working on an open bench top, and never
let flammable solvents evaporate while placed on an open bench top.
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Storage
Flammable liquids must be stored in closed containers. Smaller quantities of flammable liquids can be
stored in approved containers and portable tanks, as follows:
•

Up to 1 pint of a Category 1 flammable liquid, or 1 gallon (gal.) of a Category 2–4 flammable
liquid, can be stored in a glass or approved plastic container.

•

Up to 1 gal. of a Category 1 flammable liquid, or 5 gal. of a Category 2–4 flammable liquid, can
be stored in a metal container (other than a Department of Transportation (DOT) drum).

•

Up to 2 gal. of a Category 1 flammable liquid, or 5 gal. of a Category 2–4 flammable liquid, can
be stored in safety cans.

•

Up to 60 gal. of any flammable liquid can be stored in a metal DOT-approved drum.

•

Up to 660 gal. of any flammable liquid can be stored in an approved portable tank.

The table below offers a visual summary of the Occupational Safety and Health Administration’s
(OSHA’s) limits for small-quantity storage of flammables.
Container Type

Category 1

Category 2

Category 3

Category 4

Glass or approved plastic

1 pint

1 quart

1 gal.

1 gal.

Metal (other than DOT drums)

1 gal.

5 gal.

5 gal.

5 gal.

Safety cans

2 gal.

5 gal.

5 gal.

5 gal.

Metal drum (DOT spec.)

60 gal.

60 gal.

60 gal.

60 gal.

Approved portable tanks

660 gal.

660 gal.

660 gal.

660 gal.

In addition to the restrictions on the sizes of flammables storage containers, there are restrictions on
the total amount of flammable liquids you can store in a single area. The quantity of liquid that may be
located outside of an inside storage room or storage cabinet in a building or in any one fire area of a
building must not exceed:
•

25 gallons of Category 1 flammable liquids in containers;

•

120 gallons of Category 2, 3, or 4 flammable liquids in containers; or

•

660 gallons of Category 2, 3, or 4 flammable liquids in a single portable tank.

Maximum Allowable Quantities
1. Not more than 25 gallons of flammable or combustible liquids may be stored in a room outside
of an approved storage cabinet.
2. Not more than 60 gallons of flammable (flashpoint below 140 degrees F) or 120 gallons of
combustible (flashpoint at or above 140 degrees F) may be stored in any one storage cabinet.

Flammable Storage Cabinets
With a flammable storage cabinet, the allowable quantities are doubled. Construction and design
requirements for safety cabinets are spelled out in National Fire Protection Association (NFPA) 30,
Flammable and Combustible Liquids Code and various OSHA regulations. Only certified cabinets listed
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by Factory Mutual, Underwriter's Laboratory, or other qualified testing agencies should be purchased.
The requirements for a flammable storage cabinet are:
•

Cabinets shall be of steel having a thickness of not less than 0.044” (1.12mm) (18 gauge).

•

The cabinet walls and doors shall be double-walled with 1 1/2” (38.1mm) airspace between
walls.

•

Doors shall be well-fitted, self-closing, and equipped with a latching device.

All flammable storage cabinets must be clearly labeled with a sign that reads: “Flammable – Keep Fire
Away”.
Flammable storage cabinets should never be located by exit doors.
Flammable storage cabinets should not be used to store corrosives, as they may corrode the cabinet.
The venting of flammable storage cabinets is not recommended, as it reduces its fire protection
effectiveness. If venting is required to prevent chemical exposure or to reduce odorous vapors, the
installation has to be done by a qualified person. Contact Facilities and Services for this purpose.
Color code your storage cabinets in accordance with the NFPA requirements shown here:

Transferring – Grounding & Bonding
When transferring flammable liquids from large containers (>4 L), to a smaller container, the flow of the
liquid can create static electricity which could result in a spark. Static electricity build-up is possible
whether using a pump or pouring the liquid. If the bulk container and receiving vessel are both metal,
bond the two by firmly attaching a metal bonding strap or wire to both containers. Ground one of the
containers by connecting it to a building ground. In campus buildings, cold water pipes and ground
plugs in wall receptacles are the two simplest ways to access earth ground. To ground a conductor to a
cold-water pipe, a wire can be clamped to the pipe. Note that for pipes, the wire must touch bare
copper; painted, powder coated, or insulated surfaces will not work as a functional ground. Bare metal
must touch bare metal for current to be able to flow.
If the receiving vessel is made of a non-conductive material such as glass or plastic, use a metal pipe or
wire to ground the liquid in the receiving vessel. Also ground any conductive surfaces in contact with
the container, including the bulk vessel. Always transfer the liquid slowly as splashing and sloshing
creates more static electricity.
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Whenever transferring liquids, the potential for leaks or spills exists. To prevent slip and fall injuries as
well as protect against contamination to factory floors, drains, and outside groundwater, a variety of
spill control devices help reduce risks. A safety spill tray should be positioned below each drum faucet
to catch leaks from a worn or damaged faucet. These lidless cans have a perforated fire baffle over the
opening to guard against outside ignition sources. For protection against larger spills, Environmental
Protection Agency (EPA) compliant pallets and caddies safely hold pails or drums in 30 or 55-gallon (110
or 200 Liter) capacities.

Emergency Procedures
Accidental Exposure
Consult with the safety data sheet (SDS) for the chemical you are working with. For most chemicals, the
following first aid measures are appropriate.
Skin Contact
Remove contaminated clothing and rinse off affected skin immediately with copious amounts of water
for 15 minutes or until pain is relieved. If skin irritation is visible, seek medical attention.
Eye Contact
Use the eyewash to rinse eye thoroughly for at least 15 minutes, occasionally lifting upper and lower
eyelids, rolling the eyeballs around. Seek medical attention.
Inhalation
Move into fresh air immediately. Seek medical attention if symptoms persist. Provide the medical team
with the SDS for the chemicals the person was exposed to.

Spills
Any spills of a flammable solvent should be cleaned up immediately, using non-flammable absorbent
pads or other inert absorbent material such as sand or cat litter. Have enough material readily available
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before working with flammables. Do not use paper towels to soak up flammable liquids as the paper
contributes more flammable material. Place the used absorbent material into a heavy-duty plastic bag
(if the solvent will not dissolve the plastic) or sealable container and dispose of as flammable waste.

Fires
Have a fire extinguisher readily available when working with flammables. An ABC extinguisher is
suitable for most flammable liquids, but always consult the SDS for the proper fire extinguisher.

Waste Disposal
Collect flammable waste in appropriate containers and clearly label them as flammable. Apply the same
handling precautions as used for flammable liquids. Be aware that flammable waste counts towards the
maximum allowable limits.

Page 78 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Fire Protection/Extinguishers
The four goals to fire protection are:
•

Prevent fire from starting

•

Prevent loss of life in case fire does start

•

Confine fire to its origin

•

Extinguish fire

New Kent County (County) is committed to preventing as many fires as is possible and to protecting life
and property by ensuring that all County employees have the tools and knowledge to extinguish fires if
they do occur.

Responsibilities
The HR Safety Coordinator along with the Fire and Rescue Department are responsible for developing
procedures for the use and care of fire extinguishers and for developing a training program for the
proper use of these devices. The Department Head is responsible for implementing fire extinguisher
training in their respective departments. All County employees are responsible for following these
provisions.

Procedures
Fire
Typically, fire comes from a chemical reaction between oxygen in the atmosphere and some sort of fuel
(e.g., wood or gasoline). Workplace fire hazards include but are not limited to:
•

Sparks and spark-producing activities including grinding metal

•

Hot objects including use of space heaters

•

Open flames used in various applications (such as welding)

•

Electric wires, higher loads, loose connections, and old electrical equipment

•

All cooking and heat generating appliances

•

Smoking and the use of personal lighters or matches

•

Improper or unauthorized storage of combustibles, flammable, and hazardous materials and
chemicals

•

Insufficient capacity and numbers of emergency exits and stairs

•

Hindrance to sight or reach of firefighting equipment, markings, and alarm systems

•

Insufficient numbers and types of fire extinguishers

•

Absence of fire detection and alarm system

•

Violation of building and fire codes
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Fire Prevention
The importance of good housekeeping ties in closely with fire prevention. If you allow debris or
flammable material to accumulate, the risk of starting a fire increases. Everyone must help to keep the
work area clutter-free and safe from other fire hazards, such as improperly used or stored chemicals.
Prevention is the key to eliminating fire hazards and can be accomplished in the following ways:
•

Keep work areas clean and clutter-free

•

Know how to handle and store the chemicals you work with

•

Know what you are expected to do in case of a fire emergency

•

Make sure you are familiar with your facility’s emergency action plan for fires

Extinguisher Selection and Distribution
Portable fire extinguishers shall be provided for employee use and selected and distributed based on the
classes of anticipated workplace fires and on the size and degree of the hazard which would affect their
use. Fire extinguishers used are for four classes of fires, as follows:
•

Class A Fire Extinguishers. Use on ordinary combustibles or fibrous material, such as wood,
paper, cloth, rubber, and some plastics. Travel distance for employees to any extinguisher is
75 feet or less.

•

Class B Fire Extinguishers. Use on flammable or combustible liquids such as gasoline, kerosene,
paint, paint thinners, and propane. Travel distance from the Class B hazard area to any
extinguisher is 50 feet or less.

•

Class C Fire Extinguishers. Use on energized electrical equipment, such as appliances, switches,
panel boxes, and power tools. Travel distance from the Class C hazard area to any extinguishing
agent is 50 feet or less.

•

Class D Fire Extinguishers. Use on combustible metals, such as magnesium, titanium, potassium,
and sodium. Travel distance from the combustible metal working area to any extinguishing
agent is 75 feet or less.

Workplace fire extinguishers are required to be mounted in accordance with NFPA 10 paragraph 6.1.3.8
as seen in the image below. The extinguishers are required to be inspected annually by a licensed third
party. A tag will be attached to the fire extinguisher indicating the name and phone number of the
service as well as the month and year it was inspected. General Services is required to complete a
monthly inspection reviewing the specifics in the image below and document the reverse of the tag
indicating the date and initials of the person that performed the monthly inspection.
Department Heads shall immediately replace deficient extinguishers.
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Types of Extinguishers
Water - Air-Pressurized Water Extinguishers (APWs)
Water is one of the most commonly used extinguishing agents for type A fires. You can recognize an
APW by its large silver container. They are filled about two-thirds of the way with ordinary water, then
pressurized with air. In some cases, detergents are added to the water to produce a foam. They stand
about two to three feet tall and weigh approximately 25 pounds when full.
APWs extinguish fire by cooling the surface of the fuel to remove the “heat”
element of the fire triangle.
APWs are designed for Class A (wood, paper, cloth, rubber, and certain plastics)
fires only. Note the following:
•

Never use water to extinguish flammable liquid fires. Water is
extremely ineffective at extinguishing this type of fire and may make
matters worse by the spreading the fire.

•

Never use water to extinguish an electrical fire. Water is a good
conductor and may lead to electrocution if used to extinguish an
electrical fire. Electrical equipment must be unplugged and/or deenergized before using a water extinguisher on an electrical fire.

CO2 or Dry Chemical - Carbon Dioxide Extinguishers
This type of extinguisher is filled with Carbon Dioxide (CO2), a non-flammable gas under extreme
pressure. These extinguishers put out fires by displacing oxygen or taking away the oxygen element of
the fire triangle. Because of its high pressure, when you use this extinguisher, pieces of dry ice shoot
from the horn, which also has a cooling effect on the fire.
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You can recognize this type of extinguisher by its hard horn and absent pressure gauge.
CO2 cylinders are red and range in size from five to 100 pounds or larger.
CO2 extinguishers are designed for Class B and C (flammable liquid and
electrical) fires only. Additionally:
•

CO2 is not recommended for Class A fires because they may continue
to smolder and re-ignite after the CO2 dissipates.

•

Never use CO2 extinguishers in a confined space while people are
present without proper respiratory protection.

•

Carbon dioxide extinguishers will frequently be found in industrial
vehicles, mechanical rooms, offices, computer labs, and flammable
liquid storage areas.

Multi-purpose - Dry Chemical Extinguishers
Dry chemical extinguishers put out fires by coating the fuel with a thin layer of
fire-retardant powder, separating the fuel from the oxygen. The powder also
works to interrupt the chemical reaction, which makes these extinguishers
extremely effective.
Dry chemical extinguishers are usually rated for Class B and C fires and may be
marked multiple purpose for use in A, B, and C fires. They contain an
extinguishing agent and use a compressed, non-flammable gas as a propellant.
ABC fire extinguishers are red in color, and range in size from five pounds to
20 pounds.
Dry chemical extinguishers will have a label indicating they may be used on
Class A, B, and/or C fires.

Class K - Dry and Wet Chemical Extinguishers for Kitchen Fires
Due to the higher heating rates of vegetable oils in commercial cooking appliances, NFPA 10 Portable
Fire Extinguishers now includes a Class K rating for kitchen fires extinguishers which are now required to
be installed in all applicable restaurant kitchens. Once a fire starts in a deep fryer, it cannot always be
extinguished by traditional range hoods or Class B extinguishers.
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The following procedures apply:
•

Do not attempt to use a Class A extinguisher containing water or CO2 on a deep fat fryer fire. An
explosive type reaction may result.

•

Place a placard near the Class K fire extinguisher which states: “In
case of appliance fire, use this extinguisher only after the fixed fire
suppression system has been actuated”. Class K fire extinguishers are
only intended to be used after the activation of a built-in hood
suppression system. If no commercial cooking system hood and fire
suppression system exists, Class K extinguishers are not required.

•

Extinguishing agents in many Class K extinguishers are electrically
conductive and should only be used after electrical power to the
kitchen appliance has been shut off. Class K extinguishers use a
variety of agents. Potassium bicarbonate is used in some Class K dry
chemical extinguishers, and there are also Class K wet chemical
extinguishers which spray a fine mist.

•

Travel distance to a Class K extinguisher shall not exceed 30 feet.

•

These extinguishers will be found in commercial cooking operations
such as restaurants, cafeterias, and other locations where food would be served.

Most fire extinguishers operate using the following P.A.S.S.
technique:
1. PULL... Pull the pin. This will also break the tamper seal.
2. AIM... Aim low, pointing the extinguisher nozzle (or its
horn or hose) at the base of the fire.
3. SQUEEZE... Squeeze the handle to release the
extinguishing agent.
4. SWEEP... Sweep from side to side at the base of the fire
until it appears to be out. Watch the area. If the fire
re-ignites, repeat steps 2 - 4.
If you have the slightest doubt about your ability to fight a fire… EVACUATE IMMEDIATELY!

Training
New employees will be given the training upon hire.

Initial Training Outline
•

General principles of a fire

•

Hazards employed with an incipient stage fire(s)

•

When to “back off’ (evacuate) of an incipient stage fire(s)

•

General fire principles of a fire extinguisher

•

Hazards employed with the use a fire extinguisher

•

Use of a fire extinguisher
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Retraining
Retraining shall reestablish employee proficiency and introduce new or revised control methods and
procedures, as necessary. Retraining shall be provided for all authorized and affected employees:
•

Periodically; and

•

If there is a change in job assignment; or

•

The Department Head has reason to believe that there are deviations from or inadequacies in
the employee’s knowledge or use of fire extinguishers or fire prevention procedures.

Training Documentation
•

All training will be documented.

•

Each employee’s understanding will be subject to a “hands-on” test.

•

Documentation will include the employee’s name, the trainer’s name, the date of the training,
and an outline of training provided.
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First Aid and Cardio-Pulmonary Resuscitation (CPR)
It is the policy of New Kent County (County) to provide prompt emergency medical services and first aid
support to all personnel and visitors at any County facility who are injured or become ill.

Administration
Responsibilities
Human Resources is responsible for implementation of the first aid and CPR plan and will maintain,
review, and update it whenever necessary to include new or modified tasks and procedures. Human
Resources will maintain evidence of training for first aid and CPR. The department will maintain
worker’s compensation claims files.

Plan Review and Update
The First Aid and CPR policy will be reviewed annually to determine if it continues to address the needs
of all of County’s workplaces and facilities. Training, supplies, equipment, and policies will be modified
to account for changes in workplace safety and health hazards, facilities, and worker schedules since the
last program review.

Implementation
The Director of Human Resources shall ensure the ready availability of medical personnel for advice and
consultation on matters of occupational health.

Job Hazard Evaluation
The Director of Human Resources, in coordination with the HR Safety Coordinator, will evaluate and
periodically re-evaluate information about job hazards, injuries, illnesses, and fatalities at the facility in
order to keep this first aid program up-to-date. The evaluation will include a review of the following
information:
•

Job Hazard Analysis reports

•

OSHA Form 300 Logs of Work-Related Injuries and Illnesses and OSHA Form 301 Injury and
Illness Incident Reports

•

Worker’s compensation insurance carrier reports

•

Near-miss reports

•

Estimates of the response times for emergency medical services for determining the proximity
of such services to County work areas

•

Reports and notes on observations of work activities

The Director of Human Resources, in coordination with the HR Safety Coordinator, will consult with fire
and rescue services and medical care professionals concerning the effectiveness of the first aid program.
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Equipment & Personal Protective Equipment (PPE)
First Aid Kits
The American National Standards Institute (ANSI) and International Safety Equipment Association (ISEA)
– Minimum Requirements for Workplace First Aid Kits and Supplies (ANSI/ISEA Z3-8.1-2015) establishes
minimum performance requirements for first aid kits and their supplies. First aid kits are classified
based on the assortment and quantity of first aid supplies intended to deal with most types of injuries
and sudden illnesses that may be encountered in the workplace. These may include major and minor
wounds; minor burns; sprains and strains; and eye injuries. As each work environment is unique, it is
expected that the contents of each kit will be supplemented as needed based upon the
recommendations of a person competent in first aid.
There are two classes of first aid kits: Class A and Class B. Class A kits are designed to deal with the most
common types of workplace injuries. Class B kits are designed with a broader range and quantity of
supplies to deal with injures in more complex or high-risk environments. The table on the next page is a
listing of the minimum required components for both Class A and Class B kits. The assortment and
quantity of supplies included in the kits were chosen based upon reviews of workplace incidents
requiring first aid treatment, similar international standards, and current injury treatment practices.
Most County locations/facilities require a Class A kit. Locations such as the Airport, Wastewater
Treatment Plant, and others shall be equipped with a Class B kit. Additionally, water or neutralizing
agents shall be available where corrosive chemicals or other harmful substances are stored, handled, or
used.
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Eyewash & Drench Showers
Where the eyes or body of any person may be exposed to injurious corrosive materials, suitable facilities
for quick drenching or flushing of the eyes and body shall be provided within the work area for
immediate emergency use.
The three primary types of emergency eyewash and shower stations include:
1. Eyewash stations for splashes or spills where only the eyes are likely affected—Require flushing
of 0.4 gallons per minute at 30 PSI for 15 minutes.
2. Eye/face wash equipment for splashes or spills where the eyes and face are affected—Require
flushing of 3.0 gallons per minute at 30 PSI for 15 minutes.
3. Emergency showers for splashes or spills that affect the larger areas of the body—Require
flushing of 20 gallons per minute at 30 PSI for 15 minutes.
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The water temperature for the flushing fluid in an eyewash station must be tepid, which is between 60°
and 100°F or 16° and 38°C. Tepid water helps encourage worker compliance to meet the full 15 minutes
of flushing which helps prevent further absorption of chemicals and injury to the eyes.
Eyewash stations should be located on the same level as the hazard in a well-lit area that is properly
marked as an emergency eyewash station. It must be positioned within 10 seconds (about 55 feet) of
the hazard along a path that is free of obstructions. An obstruction-free path is critical because the
vision of injured worker is impaired.

Inspection, Testing and Maintenance
To ensure the completeness and usable condition of all supplies, first aid kits should be inspected and
maintained on a quarterly basis by the County’s third party vendor. All first aid kits in County vehicles
will be inspected annually by the County’s third party vendor. Some supplies may have expiration dates,
and if they are beyond the marked date, they should be replaced.
Hard-plumbed flushing stations shall be activated weekly for a period long enough to verify operation
and ensure that flushing fluid is available. Portable equipment shall be visually checked to determine if
flushing fluid needs to be changed or supplemented.

Personal Protective Equipment (PPE)
All employees administering CPR or first aid will use universal precautions and wear appropriate PPE in
order to prevent contact with blood or other potentially infectious materials (OPIM) during the
administration of first aid and any other associated tasks (cleanup, disposal, etc.) that may involve
exposure to blood or OPIM. All blood and OPIM will be considered infectious regardless of the
perceived status of the source.
PPE for administering first aid is obtained through the Department Head. Each Department Head will
ensure that applicable PPE in the appropriate sizes is readily accessible or is issued to employees as
appropriate. Hypoallergenic gloves, glove liners, powderless gloves, or other similar alternatives will be
readily accessible to those employees who are allergic to the gloves normally provided.
All PPE will be cleaned, laundered, and disposed of by the employer at no cost to employees. All repairs
and replacements will be made by the County at no cost to employees.
All employees using PPE must:
•

Wash hands immediately or as soon as feasible after removing gloves or any other PPE.

•

Remove PPE after it becomes contaminated and before leaving the work area.

•

Place used PPE in designated disposal area.

•

Wear appropriate face and eye protection when splashes, sprays, spatters, or droplets of blood
or OPIM pose a hazard to the eyes, nose, or mouth.

•

Wear appropriate protective clothing in occupational exposure situations.

•

Remove immediately, or as soon as possible, any garment contaminated by blood or OPIM in
such a way so as to avoid contact with the outer surface.
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Disposable PPE
Disposable PPE, such as gloves and paper face masks, must not be used again once removed.
Disposable PPE may be discarded in the regular trash if it has no visible contamination with blood or
OPIM. Place PPE with visible contamination with blood or OPIM in a sharps or biohazard container.
To reduce the risk of exposure, follow these engineering and work practice controls:
•

Use biohazard bags to dispose of contaminated materials, such as used gloves and bandages.

•

Biohazard warning labels are required on any container holding contaminated materials.

•

Use sharps disposal containers to place sharps items, such as needles.

•

Clean and disinfect all equipment and work surfaces soiled by blood or body fluids.

•

Use a disinfectant solution of approximately 1½ cups of liquid chlorine bleach to 1 gallon of
water (1 part bleach to 9 parts water, or about a 10% solution) and allow it to stand for at least
10 minutes. Scrub soiled boots, leather shoes, and other leather goods, such as belts, with soap,
brush, and hot water. If worn, wash and dry uniforms according to the manufacturer’s
recommendations.

In addition, the following work practices will be followed:
•

Employees must wash hands immediately after contact with blood or OPIM.
o If handwashing facilities are not immediately available after exposure, exposed
employees will be provided with an antiseptic hand cleanser with cloth or paper towels
or antiseptic towelettes. Exposed employees will wash their hands with running water
and soap as soon as possible after using the antiseptic alternatives.

•

When skin or mucous membranes are exposed to blood or OPIM, those areas of the body will be
washed or flushed with running water as soon as possible after contact.

•

After removal of PPE used during exposure to blood or OPIM, the employee(s) will wash hands
or other exposed skin areas with running water and soap as soon as possible.

•

Do not eat, drink, smoke, apply cosmetics or lip balm, or handle contact lenses in work areas
where there is a reasonable likelihood of exposure to blood or OPIM.

See the Bloodborne Pathogens Policy and Exposure Control Plan for more detailed information about
procedures for universal precautions, engineering controls, housekeeping, laundry, labeling procedures,
and hepatitis B vaccinations.

Training
The Human Resources Department will coordinate and track first aid and CPR training. All employees
with current, valid first aid or CPR certificates are considered approved for administering first aid.
First aid and CPR training is provided to those personnel who require it due to the nature of their work
and responsibility. First aid training is required for:
•

Personnel who work at remote sites

•

Personnel whose jobs pose high risks of injury
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•

Supervisors of personnel who are required to have first aid training

First aid responders trained in CPR and/or AED will participate in instructor-led retraining for lifethreatening emergencies will occur at least every two (2) years.
Employees who could be exposed to a hazardous chemical splash or severe dust must be properly
trained in the location, use, and operation of an eyewash station.

Bloodborne Pathogens Training
Employees designated as responsible for rendering first aid or medical assistance will be instructed in
the sources, hazards, and avoidance of bloodborne pathogens, including universal precautions and the
use of PPE. Please see the Bloodborne Pathogens Policy and Exposure Control Plan for more
information.
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Golden Rules of Safety
Golden Rules of Safety are designed to ensure the health and safety of New Kent County (County)
employees and subcontractors, as well as members of the public that come in contact with our
operations and personnel.
The Golden Rules are intended for the people who organize work, the people who carry out the work,
and the people who inspect the work.
The Golden Rules are based on systematic processes for identifying, assessing, and managing risks.

FIELD PERSONNEL
1. SAFETY OF PERSONS: I will not knowingly place myself, a co-worker, or a subordinate in a
situation of imminent danger. Imminent danger is defined as: a condition or act causing or likely
to cause a life-threatening injury or death.
2. CONFINED SPACE: I WILL NOT ENTER unless certified. Atmospheres must be tested, and
hazards controlled prior to any entry.
3. FIT FOR WORK: I am always fit for work, trained, and competent to undertake my tasks. If I
have not been trained to perform the task at hand, I stop and notify my supervisor.
4. VEHICLE OPERATION: I am licensed, trained, and competent. I am not impaired while driving,
and I wear my seatbelt, obey the speed limit, and only use a hands-free device while driving.
5. UP & DOWN: Work at heights and work in trenches pose significant hazards.
UP - I will only work at height when the required safety measures that follow the hierarchy of
controls to prevent falls are in place.
DOWN – I will not perform work that involves a manmade cut, cavity, trench, or depression in
the earth’s surface (trenches and excavations) formed by earth removal unless:
•

A hazard assessment of the work site is completed by the competent person;

•

All underground hazards (i.e., pipelines, electric cables, etc.) have been identified,
located, and, if necessary, isolated; and

•

A daily inspection is documented by the competent person prior to entry to deem the
excavation safe to enter.

6. PERSONAL PROTECTIVE EQUIPMENT, TOOLS, & EQUIPMENT: I will not perform any work
without wearing general or task-specific personal protective equipment. I will use the right tool
for the job that is fit for the use and purpose, and I will inspect all equipment to ensure it is good
condition for use.
7. PERMIT TO WORK: Prior to conducting any hazardous work, I will check to ensure a permit has
been obtained and authorized by the responsible person (hot works, lifting, lockout of powered
systems, confined spaces, excavation, work at height, etc.).
8. ENERGY ISOLATION: I will not perform work on equipment until all sources of energy are
isolated, removed, and discharged to make the equipment with which to work on safe. This
includes all energy sources (mechanical, electrical, process, hydraulic, and others).
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OFFICE PERSONNEL
1. SAFETY OF PERSONS: I will not knowingly place myself, a co-worker, or a subordinate in a
situation of imminent danger. Imminent danger is defined as: a condition or act causing or likely
to cause a life-threatening injury or death.
2. FIRE PROTECTION & PREVENTION: I will always know the exit path to safety. I will do all I can to
control sources of ignition. I will maintain good housekeeping in my work areas. I will not block
fire extinguishers or exits. I will ensure that combustibles are not in close proximity to space
heaters. I will only smoke in designated areas.
3. HAZARD IDENTIFICATION & MITIGATION: I will identify hazards in my work area and I will take
immediate action to mitigate each hazard. I will report all unsafe conditions that I cannot
correct. I will remain knowledgeable about and follow all safety procedures, and I will respect
signs, warnings, and emergency signals.
4. ELECTRICAL SAFETY: I will avoid use of poorly maintained tools and equipment. I WILL NOT
overload outlets. I will keep all liquids away from electricity and electrical equipment. I will
unplug all electrical equipment when not in operation.
5. PROTECT YOUR BODY: I will protect my back and use mechanical aids whenever possible. I will
lift properly avoiding stooping and twisting. I will take regular breaks, reduce workplace stress,
ensure proper ergonomic workstation set-up, and make every effort to eat well and drink plenty
of water.
6. WALKING & WORKING SURFACES: I will clean up the clutter – boxes, papers, and cords should
not clog walkways or block emergency equipment. I will use only approved ladders to reach
something on a higher level. I will immediately clean up spills and splashes to prevent slips and
falls.
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Hand and Power Tools
Scope
This program is applicable to all New Kent County (County) employees while engaged in work at County
facilities.

Responsibilities
Any tool which is not in compliance with any applicable requirement of this plan is prohibited and shall
either be identified as unsafe by tagging or locking the controls to render them inoperable or shall be
physically removed from its place of operation.

Department Heads
Department Heads and supervisors shall:
•
•

Ensure that all employees using portable tools have been trained and fully understand the
operations and maintenance procedures of such tools, including their proper use and storage.
Provide and train employees with all additional personal protective equipment (PPE) that may
be needed for the safe operation of portable tools.

Employees
Employees shall:
•
•

Ensure they have and properly use the correct tool for each task.
Follow the manufacturer’s safety and operating instructions before using.

Requirements
General
All tools, regardless of ownership, shall be of an approved type and maintained in good condition.
Additionally:
•
•
•

Tools are subject to inspection at any time.
All employees have the authority and responsibility to condemn unsafe tools, regardless of
ownership.
Unsafe tools shall be tagged with a “DO NOT USE OR OPERATE” tag to prevent their use.

Employees shall always use the proper tool for the job to be performed. Makeshift and substitute tools
shall not be used.
Hammers with metal handles, screwdrivers with metal continuing through the handle, and metallic
measuring tapes shall not be used on or near energized electrical circuit or equipment.
Tools shall not be thrown from place-to-place or from person-to-person; tools that must be raised or
lowered from one elevation to another shall be placed in tool bags/buckets firmly attached to hand
lines.
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Tools shall never be placed unsecured on elevated places.
Impact tools such as chisels, punches, and drift pins that become mushroomed or cracked shall be
dressed, repaired, or replaced before further use.
Chisels, drills, punches, ground rods, and pipes shall be held with suitable holders or tongs (not with the
hands) while being struck by another employee.
Shims shall not be used to make a wrench fit.
Wrenches with sprung or damaged jaws shall not be used.
Tools shall be used only for the purposes for which they have been approved.
Tools with sharp edges shall be stored and handled so that they will not cause injury or damage. They
shall not be carried in pockets unless suitable protectors are in use to protect the edge.
Wooden handles that are loose, cracked, or splintered shall be replaced. The handle shall not be taped
or lashed with wire.
Tools shall not be left lying around where they may cause a person to trip or stumble.
When working on or above open grating, a canvas or other suitable covering shall be used to cover the
grating to prevent tools or parts from dropping to a lower level where others are present, or the danger
area shall be barricaded or guarded.
The insulation on hand tools shall not be depended upon to protect users from high voltage shock
(except approved live line tools).

Portable Electric Tools
The non-current-carrying metal parts of portable electric tools such as drills, saws, and grinders shall be
effectively grounded when connected to a power source unless:
•
•

The tool is an approved double-insulated type; or
The tool is connected to the power supply by means of an isolating transformer or other
isolated power supply.

All powered tools shall be examined prior to use to ensure general serviceability and the presence of all
applicable safety devices.
Powered tools shall be used only within their design and shall be operated in accordance with
manufacturer’s instructions. The use of electric cords for hoisting or lowering tools shall not be
permitted.
All tools shall be kept in good repair and shall be disconnected from the power source while repairs or
adjustments are being made.
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Electrical tools shall not be used where there is hazard of flammable vapors, gases, or dusts without a
valid Hot Work Permit.

Pneumatic Tools
Pneumatic tools shall never be pointed at another person.
Pneumatic power tools shall be secured to the hose or whip by some positive means to prevent the tool
from becoming accidentally disconnected.
Safety clips or retainers shall be securely installed and maintained on pneumatic impact (percussion)
tools to prevent attachments from being accidentally expelled.
Compressed air shall not be used for cleaning purposes, except where reduced to less than 30 psi and
then only with effective chip guarding and PPE.
Compressed air shall not be used to blow dust or dirt from clothing.
The manufacturer’s stated safe operating pressure for hoses, pipes, valves, filters, and other fittings
shall not be exceeded.
The use of hoses for hoisting or lowering tools shall not be permitted.
Before making adjustments or changing air tools, unless equipped with quick-change connectors, the air
shall be shut off at the air supply valve ahead of the hose. The hose shall be bled at the tool before
breaking the connection.
Compressed air tools, while under pressure, must not be left unattended.
All connections to air tools shall be made secure before turning on air pressure.
Air at the tool shall not be turned on until the tool is properly controlled.
All couplings and clamps on pressurized air hoses shall be bridged (pinned) with suitable fasteners. Use
of “whip checks” is preferred (NOTE: Whip checks are safety cables used to prevent injury. They attach
the hose to the equipment and prevent the air hose from whipping around if accidental disconnect
occurs).
Hose and hose connections used for conducting compressed air to utilization equipment shall be
designed for the pressure and service to which they are subjected.
Use only approved end-fitting clamps (screw type heater hose clamps are not acceptable).
While blowing down hose, do not point it toward people.
Power tools are to be operated only by competent persons who have been trained in their proper use.
Conductive hoses should not be used near energized equipment.
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Foot protection shall be worn while operating paving breakers, tampers, rotary drills, clay spades, and
similar impactor-type tools or at other times when instructed by supervision.
All pneumatically driven nail guns, staplers, and other similar equipment provided with automatic
fastener feed which operate at more than 100 psi at the tool shall have a safety device on the muzzle to
prevent the tool from ejecting fasteners, unless the muzzle is in contact with the work surface.
Airless spray guns of the type which atomize paints and fluids at high pressures (1,000 pounds or more
per square inch) shall be equipped with automatic or visible manual safety devices which will prevent
pulling of the trigger to prevent release of the paint or fluid until the safety device is manually released.
In lieu of the above, a diffuser nut (which will prevent high pressure), high velocity release (while the
nozzle tip is removed), plus a nozzle tip guard (which will prevent the tip from coming into contact with
the operator), or other equivalent protection, shall be provided.

Powder Actuated Tools
NOTE: Powder actuated tools are those actuated by an explosive charge.
Only those employees who have been certified in their use shall operate these tools.
Explosive charges shall be carried, transported, and stored in approved locked containers.
Operators and assistants using these tools shall be protected by means of eye, face, and hearing
protection.
Tools shall be maintained in good condition and serviced regularly by qualified persons. The material
upon which these tools are to be used shall be examined before work is started to determine its
suitability and to eliminate the possibility of hazards to the operator and others.
Prior to use, the operator shall ensure that the protective shield is properly attached to the tool.
Before using a tool, the operator shall inspect it to determine to his/her satisfaction that it is clean, that
all moving parts operate freely, that all guards and safety devices are in place, and that the barrel is free
from obstructions.
Before using tools, the operator shall read and become familiar with the manufacturer’s operating
guidelines and procedures.
When a tool develops a defect during use, the operator shall immediately cease usage of it, until it is
properly repaired in accordance with the manufacturer’s specifications.
Tools shall not be loaded until just prior to the intended firing time, nor shall an unattended tool be left
loaded. Empty tools are not to be pointed at any workers.
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In case of a misfire, the operator shall hold the tool in the operating position for at least 30 seconds.
He/she shall then try to operate the tool a second time. The operator shall wait another 30 seconds,
holding the tool in the operating position, and then he/she shall proceed to remove the explosive load in
strict accordance with the manufacturer’s instructions.
A tool shall never be left unattended in a place where it would be available to unauthorized persons.
Fasteners shall not be driven into very hard or brittle materials including, but not limited to, cast iron,
glazed tile, surface hardened steel, glass block, live rock, face brick, or hollow tile.
Driving into materials easily penetrated shall be avoided unless such materials are backed by a
substance that will prevent the pin or fastener from passing completely through and creating a flying
missile hazard on the other side.
Tools shall not be used in an explosive or flammable atmosphere.

Hydraulic Power Tools
The manufacturer’s safe operating pressures for hoses, valves, pipes, filters, and other fittings shall not
be exceeded.
All hydraulic tools which are used on or around energized lines or equipment shall use non-conducting
hoses having adequate strength for the normal operating pressures.

Hydraulic Jacks
The following requirements are in place for loading and marking:
•

The operator shall make sure that the jack used has a rating sufficient to lift and sustain the
load; and

•

The rated load shall be legibly and permanently marked in a prominent location on the jack by
casting, stamping, or other suitable means.

The following requirements are in place for operation and maintenance of hydraulic jacks:
•

In the absence of a firm foundation, the base of the jack shall be blocked. If there is a possibility
of slippage of the cap, a block shall be placed in between the cap and the load.

•

The operator shall watch the stop indicator, which shall be kept clean, in order to determine the
limit of travel. The indicated limit shall not be overrun.

•

After the load has been raised, it shall be cribbed, blocked, or otherwise secured at once.

•

Hydraulic jacks exposed to freezing temperatures shall be supplied with adequate antifreeze
liquid.

•

All jacks shall be properly lubricated at regular intervals.

Each jack shall be thoroughly inspected before each use. Jacks which are in unsafe condition shall be
tagged accordingly and shall not be used until repairs are made.
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Fuel-Powered Tools
All fuel-powered tools shall be stopped while being refueled, serviced, or maintained, and fuel shall be
transported, handled, and stored in accordance with the Flammable and Combustible Liquids Program.
When fuel-powered tools are used in enclosed spaces, the applicable requirements for concentrations
of toxic gases and use of PPE shall be adhered to.

Guarding Portable Tools
Guards shall be in place and operable at all times while the tool is in use. The guard may not be
manipulated in such a way that will compromise its integrity or compromise the protection for which
intended. Guarding shall meet the requirements set forth in ANSI B15.1.

Portable Circular Saws
•

All portable, power-driven circular saws having a blade diameter greater than 2 inches shall be
equipped with guards above and below the base plate or shoe.

•

The upper guard shall cover the saw to the depth of the teeth, except for the minimum arc
required to permit the base to be tilted for bevel cuts.

•

The lower guard shall cover the saw to the depth of the teeth, except for the minimum arc
required to allow proper retraction and contact with the work.

•

When the tool is withdrawn from the work, the lower guard shall automatically and instantly
return to covering position.

•

All cracked saw blades shall be removed from service.

Switches and Controls
•

All hand-held powered tools, circular saws, drills, tappers, fastener drivers, horizontal or vertical
angle grinders, etc., shall be with a constant pressure switch or control, and may have a lock-on
control provided that turn off can be accomplished by a single motion of the same finger or
fingers that turn it on.

•

All hand-held powered circular saws having a blade diameter greater than 2 inches, electric,
hydraulic, or pneumatic chain saws, and percussion tools without positive accessory holding
means shall be equipped with a constant pressure switch or control that will shut off the power
when the pressure is released. All hand-held gasoline-powered chain saws shall be equipped
with a constant pressure throttle control that will shut off the power to the saw chain when the
pressure is released.

•

The operating control on hand-held power tools shall be so located as to minimize the possibility
of its accidental operation, if such accidental operation would constitute a hazard to employees.

•

Grounding of portable electric powered tools shall meet the electrical requirements that can be
found in the Electrical Safety Program. All electric power tools shall be equipped with a threeprong plug.
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Portable Abrasive Wheels
A safety guard shall cover the spindle end, nut, and flange projections. The safety guard shall be
mounted to maintain proper alignment with the wheel, and the strength of the fastenings shall exceed
the strength of the guard.
Guards shall be made of steel or other material with adequate strength.

Safety Guards Exceptions
•

Wheels used for internal work while within the work being ground.

•

Mounted wheels used in portable operations 2 inches and smaller in diameter.

•

Types 16, 17, 18, 18R, and 19 cones, plugs, and threaded hole pot balls where the work offers
protection.

•

Safety guards on all operations where the work provides a suitable measure of protection to the
operator may be so constructed that the spindle end, nut, and outer flange are exposed. Where
the nature of the work is such as to entirely cover the side of the wheel, the side covers of the
guard may be omitted.

•

The spindle end, nut, and outer flange may be exposed on portable machines designed for, and
used with, type 6, 11, 27, and 28 abrasive wheels, cutting off wheels, and tuck-pointing wheels.

Mounting and Inspection of Abrasive Wheels
Immediately before mounting, all wheels shall be closely inspected and a ring test performed, to make
sure they have not been damaged in transit, storage, or otherwise. The following shall apply:
•

Ring test – “tap” wheels about 45 degrees each side of the vertical centerline and about 1 or 2
inches from the periphery; then rotate the wheel 45 degrees and repeat the test; a sound and
undamaged wheel will give a clear metallic tone – if cracked, there will be a dead sound and not
a clear “ring.”

•

The spindle speed of the machine shall be checked before mounting of the wheel to be certain
that it does not exceed the maximum operating speed marked on the wheel.

•

Grinding wheels shall fit freely on the spindle and remain free under all grinding conditions.

•

A controlled clearance between the wheel hole and the machine spindle (or wheel sleeves or
adaptors) is essential to avoid excessive pressure from mounting and spindle expansion.

•

The machine spindle shall be made to nominal (standard) size plus zero minus .002 inch, and the
wheel hole shall be made suitably oversized to ensure safety clearance under the conditions of
operating heat and pressure.

•

All contact surfaces of wheels, blotters, and flanges shall be flat and free of foreign matter.

•

When a bushing is used in the wheel hole, it shall not exceed the width of the wheel and shall
not contact the flanges.

Portable Grinders
Special “revolving cup guards”, which mount behind the wheel and turn with it, shall be used. They shall
be made of steel or other material with adequate strength and shall enclose the wheel sides upward
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from the back for one-third of the wheel thickness. It is necessary to maintain clearance between the
wheel side and the guard. The clearance shall not exceed one-sixteenth inch.
Vertical portable grinders, also known as right angle grinders, shall have a maximum exposure angle of
180 degrees and the guard shall be located between the operator and the wheel during use.
Adjustment of the guard shall ensure that pieces of an accidentally broken wheel will be deflected away
from the operator.

Other Portable Grinders
The maximum angular exposure of the grinding wheel periphery and sides for safety guards used on
other portable grinding machines shall not exceed 180 degrees and the top half of the wheel shall be
enclosed at all times.

Personal Protective Equipment
Employees using hand and power tools and are exposed to the hazard of falling, flying, abrasive, and
splashing objects, or exposed to harmful dust, fumes, mists, vapors, or gases shall be provided with the
particular PPE necessary to protect them from the hazard. Refer to the PPE Policy for specific
information and for PPE Hazard Assessments.
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Hazard Communication
This program applies to all work operations at New Kent County (County) where employees may be
exposed to hazardous chemicals under normal working conditions or during an emergency situation.
Under this program, our employees will be informed of the contents of the Hazard Communication
Standard, the hazards of chemicals with which they work, safe handling procedures, and measures to
take to protect themselves from these chemicals, among other training elements.
The Director of Human Resources, HR Safety Coordinator, and Department Head are the County Hazard
Communication Program Coordinator and have overall responsibility for the program, including
reviewing and updating the program, as necessary. Copies of this written program may be obtained
from the HR Safety Coordinator. All County employees, or their designated representatives, may obtain
further information about this written program, applicable safety data sheets (SDSs), and our chemical
list from each Department Head.

List of Hazardous Chemicals
Our “chemical inventory”, also known as the “Comprehensive List of Chemicals”, is a list of product
identifiers of hazardous chemicals known to be present at our workplace. Anyone who comes in contact
with the hazardous chemicals on the list needs to know what those chemicals are and how to protect
themselves. That is why it is so important that hazardous chemicals are identified, whether they are
found in a container or generated in work operations (e.g., welding fumes, dusts, and exhaust fumes).
The hazardous chemicals on the chemical inventory can cover a variety of physical forms including
liquids, solids, gases, vapors, fumes, and mists.
The Department Head updates the hazardous chemical inventory as necessary and shall be responsible
for maintaining their individual SDS inventories for all hazardous chemicals to which their employees are
exposed. The Department Heads shall train their employees on the location the SDS’s and ensure access
is always readily available. The chemical inventory serves as a list of every hazardous chemical for which
a SDS must be maintained.
•

The County Department Head will coordinate chemical specific training for workers assigned to
the facilities. County Department Heads are required to inform all County employees of the
location of the SDSs and the associated chemical inventory when working at a facility. County
Department Heads are also required to notify the Director of Human Resources if there is a new
employee exposed to hazardous chemicals who has not received training or an when employee
is exposed to a chemical that is not currently listed in the hazardous communication program.

Safety Data Sheets (SDSs)
SDSs are fact sheets for products that have the potential to pose a physical or health hazard in the
workplace. These SDSs provide our employees with specific information on the products with which
they may come in contact.
The Department Head is responsible for obtaining and maintaining the SDSs at our workplace and will
contact the chemical manufacturer or vendor if additional chemical information is needed. Department
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Heads must notify the HR Safety Coordinator of all new procurements for hazardous chemicals for
County use.
Department Heads shall be responsible for maintaining their individual SDS inventories for all hazardous
chemicals that their employees are exposed too. The Department Heads shall train their employees on
the location the SDS’s and ensure access is always readily available.

Secondary Container Labels
Hazardous chemical containers at the workplace shall be clearly labeled, tagged, or marked in
accordance with the Hazard Communication Standard, either with:
•

The product identifier, signal word, hazard statement(s), pictogram(s), and precautionary
statement(s); or

•

The product identifier and words, pictures, symbols, or combination thereof, which provide at
least “general” information regarding the hazards of the chemicals, and which, in conjunction
with the other information immediately available to employees under the Hazard
Communication Program, will provide employees with the “specific” information regarding the
physical and health hazards of the hazardous chemical.

New Kent County and the Hazard Communication Standard require pictograms on labels to alert users of
the chemical hazards to which they may be exposed. Each pictogram consists of a symbol on a white
background framed within a red border and represents a distinct hazard(s). The pictogram on the label
is determined by the chemical hazard classification.
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While not required for in-house labeling, the name and address of the manufacturer, importer, or other
responsible party may also be found on the label, tag, or marking because shipped containers of
hazardous chemicals must bear this information. Hazards not otherwise classified, if any, do not have to
be addressed on a container but must be addressed on the SDS.
Because the product identifier is found on the label, the SDS, and our chemical inventory, the product
identifier links these three sources of information, permitting cross-referencing. The product identifier
used by the supplier may be a common or trade name, a chemical name, or a number. County
employees should be aware that label information can be verified by referring to the corresponding SDS.
The Department Heads are responsible for ensuring that all hazardous chemicals in containers at the
workplace and customer sites have proper labels or other forms of warning that are legible, in English
(although other languages may also be included), and displayed clearly on the container in the work
area throughout each work shift, as required. The Department Head is responsible for enduring all
labels are updated as necessary. The Department Head or the receiving clerk also ensures that newly
purchased chemicals are checked for labels when containers are received.
The Department Head is responsible for ensuring the proper labeling, tagging, or marking of any shipped
containers leaving the workplace. These labels, tags, or markings must provide not only the product
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identifier, signal word, hazard statement(s), pictogram(s), and precautionary statement(s) but also the
name, address, and telephone number of the chemical manufacturer, or importer.
If employees transfer chemicals from a labeled container to a portable, secondary container that is
intended only for their IMMEDIATE use, then no labels, tags, or markings are required on the portable
container. Otherwise, portable containers must be labeled, tagged, or marked in accordance with our
in-house labeling system for workplace containers.

Training
Everyone who works with or is potentially “exposed” to hazardous chemicals on the job will receive
initial training on the Hazard Communication Standard and the safe use of those hazardous chemicals
before starting work. “Exposure” means that “an employee is subjected in the course of employment to
a chemical that is a physical or health hazard, and includes potential (i.e., accidental or possible)
exposure.” Whenever a new chemical hazard is introduced or an old hazard changes, additional training
is provided. All training is conducted by qualified personnel. The Department Head will ensure all
training is provided to their department.
Effective information and training is a critical part of the Hazard Communication Program. We train our
employees to read and understand the information on labels and SDSs, determine how the information
can be obtained and used in their own work areas, and understand the risks of exposure to the
chemicals in their work areas, as well as ways to protect themselves. Our goal is to ensure employees
know that they have potential to be exposed to hazardous chemicals, have the skills to read and use
labels and SDSs, and understand how to appropriately follow the protective measures we have
established. We urge our employees to ask questions for greater comprehension.
The County training program emphasizes these elements:
•

Summary of the Hazard Communication Standard

•

What hazardous chemicals are present in operations in employee work areas

•

Chemical and physical properties of hazardous chemicals (e.g., flash point, reactivity, etc.) and
how to detect the presence or release of these chemicals (including chemicals in unlabeled
pipes)

•

Physical hazards of chemicals (e.g., potential for fire, explosion, etc.)

•

Health hazards, including signs and symptoms of overexposure, associated with exposure to
chemicals and any medical condition known to be aggravated by exposure to them

•

Any simple asphyxiation, combustible dust, and pyrophoric hazards, as well as hazards not
otherwise classified, of chemicals in work areas

•

Any steps County has taken to reduce or prevent exposure to hazardous chemicals, such as
engineering controls

•

Procedures to protect against hazards and exposure (i.e., work practices or methods to ensure
proper use and handling of chemicals and any required personal protective equipment and its
proper use and maintenance)

•

Hazards associated with non-routine tasks and unlabeled pipes at facilities

•

Procedures for reporting and responding to chemical emergencies
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•

How to read and use both the workplace labeling system and labels received on shipped
containers

•

The order of information found on SDSs and how to read the information and understand what
it means

•

How to access SDSs and the written Hazard Communication Program, including the chemical
inventory

Training logs are signed by employees upon completion of their training and are kept by the Department
Head and Human Resources Department.
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Hearing Conservation
New Kent County (County) strives to prevent occupational illnesses and accidents. As part of providing a
safe and healthy workplace for all employees of County, employees must be made aware of substances
that they may be exposed to in various work environments. This policy contains information to increase
awareness and procedures to mitigate potential hazards for all County employees.

Noise/Hearing Conservation
Exposure to loud noise kills the nerve endings in our inner ear. More exposure will result in more dead
nerve endings. The result is permanent hearing loss that cannot be corrected through surgery or with
medicine. Noise-induced hearing loss limits your ability to hear high frequency sounds and understand
speech, which seriously impairs your ability to communicate.
Any County employee having an 8-hour, time-weighted average
(TWA) noise exposure of 85 decibels or greater measured on the
A-weighted scale [dB(A)] will participate in the New Kent County
Hearing Conservation Program (HCP). If you need to raise your
voice to speak to someone three feet away, noise levels might be
over 85 decibels.
Use of hearing protection is mandatory for employees having an
8-hour, TWA noise exposure of 90 dB(A) or greater, using a
5 dB(A) exchange rate as a minimum. Use of hearing protection
is also mandatory for employees working in areas where the
continuous noise level exceeds 90 dB(A), regardless of the
duration of exposure.

Noise Control
In areas of noise equal to or greater than 85 dB(A), steps must be taken to reduce sound levels to below
85 dB(A) TWA. This can be accomplished by engineering controls, administrative controls, or use of
personal hearing protection devices.
The following noise controls apply:
•

When technically and economically feasible, engineering controls will be used to eliminate or
reduce noise to acceptable levels.

•

Administrative controls will be used when engineering controls are not feasible. Administrative
controls, such as production schedule changes or job rotation, are practices used to reduce an
employee’s noise exposure time so that their TWA is within acceptable limits. Administrative
controls must be approved by the Department Head and HR Safety Coordinator.

•

Hearing protection will be used where engineering and administrative controls are not feasible,
or while these controls are being implemented. The following will apply:
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o
o
o

Hearing protection devices are mandatory for anyone working in areas where the
continuous noise level exceeds 90 dB(A), regardless of the duration of exposure, and in
areas where an employee’s TWA is 90 dB(A) or greater.
Hearing protectors will be mandatory for any employee who has experienced a standard
threshold shift due to their present job, regardless of the noise levels in the employee’s
work area.
Employees will be given the opportunity to select a hearing protection device from a
variety of protectors provided by County to all employees free of charge.
 Hearing protector attenuation must reduce employee noise exposure to below
85 dB(A).
 Employees will be properly fitted and instructed in the use and care of hearing
protection devices.

Posting of High Noise Areas
New Kent County Department Heads will discuss known high noise areas with the HR Safety Coordinator
prior to the assignment of personnel. Areas with noise levels equal to or greater than 85 dB(A) must be
posted with appropriate signs. As an example, signs could state: CAUTION! HEARING PROTECTION
REQUIRED IN THIS AREA.

Audiometric Testing
Audiometric testing will be performed on all employees whose exposures equal or exceed an 8-hour
TWA of 85 decibels. Audiometric tests shall be performed by a licensed or certified audiologist,
otolaryngologist, or other physician, or by a technician who is certified by the Council of Accreditation in
Occupational Hearing Conservation or who has satisfactorily demonstrated competence in administering
audiometric examinations, obtaining valid audiograms, and properly using, maintaining, and checking
calibration and proper functioning of the audiometers being used. A technician who operates
microprocessor audiometers does not need to be certified. A technician who performs audiometric
tests must be responsible to an audiologist, otolaryngologist, or physician.
Baseline Audiogram
Within 6 months of an employee’s first exposure at or above the action level, the employer shall
establish a valid baseline audiogram against which subsequent audiograms can be compared.
Annual Audiogram
Audiograms will be conducted at least annually after obtaining the baseline audiogram for each
employee exposed at or above an 8-hour TWA of 85 decibels.
The HR Safety Coordinator will determine the testing location for each employee that is in the HCP. The
Human Resource Department shall maintain a record of all employee audiometric test records. This
record will include:
•

Name and job classification of the employee

•

Date of the audiogram

•

The examiner’s name
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•

Date of the last acoustic or exhaustive calibration of the audiometer

•

Employee’s most recent noise exposure assessment

Follow-Up Procedures
If a standard threshold shift has been determined, the following steps will be taken:
1. A retest must be performed within 30 days to determine if the shift is permanent.
2. Employees who are not using hearing protection will be fitted with, trained in the use and care
of, and required to wear hearing protection, regardless of their measured TWA exposure.
3. Employees already using hearing protection will be refitted, retrained, and if necessary,
provided with protectors that offer greater protection.
4. If retesting reveals that the standard threshold shift was temporary, the use of hearing
protectors by that employee may be discontinued, unless the employee is working in an area
where hearing protection is required.
5. If the threshold shift is permanent, further follow-up is required.
•

The employee will be notified in writing within 21 days of the determination of the
existence of a permanent standard threshold shift.

The employee shall be referred for a clinical audiological evaluation or an otological
examination if additional testing is necessary, or if the technician suspects that a
medical problem of the ear is caused or aggravated by the wearing of hearing
protectors.
6. Persistent significant threshold shifts which are ≥ 25dB must be entered on the OSHA 300 Log if
determined to be work-related.
•

Hearing Protection Devices (HPDs)
There are several different types and many different brands of hearing protection devices (HPDs).
Because of air leaks, vibration, material transmission, and bone and tissue conduction, no HPD is 100%
effective.
For maximum protection, the HPD must form an airtight seal with the side of the head or the ear canal.
Failure to achieve an airtight fit can reduce the HPD’s effectiveness by 5-15 dB. HPDs are rated by the
number of decibels the device can reduce the noise or its noise-reducing capabilities. The rating is
designated NRR for Noise Reduction Rating. The NRR of the hearing protector must be considered when
choosing an HPD. For noise reduction, the NRR must be at least the surrounding noise level minus the
targeted noise level. For example, if the surrounding noise level is 92 dB and the targeted noise level is
80 dB, the HPD’s NRR must be at least 12.
A combination of earplugs and earmuffs may be used for greater protection, but the noise reduction will
not be additive. Noise reduction is logarithmic, and every 5 dB is double the pressure. Dual hearing
protection use of earmuffs over earplugs adds an additional NRR of 5. Refer to the New Kent County
PPE Policy for more information on protective devices to be used.
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Employee Training
Employees participating in the HCP will receive annual training. The Department Heads of the affected
employees will ensure that all participating employees complete the training. Topics to be covered in
training include:
•

The effects of noise on hearing

•

An overview of County’s HCP

•

Facility work areas with excessive noise levels and where hearing protection is mandatory or
recommended

•

The purpose, selection, fitting, use, and care of HPDs and the advantages, disadvantages, and
noise-reducing capabilities of the various types

•

An explanation of audiometric test procedures and their purpose

Page 109 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Incidents & Accidents
All members of the New Kent County (County) team share the responsibility for maintaining safety by
practicing good safety habits and by avoiding carelessness. Any real or potential safety hazard or
environmental health hazard should be reported immediately to the Department Head, who will
develop a plan to mitigate the hazard(s).

Incidents
An incident is any happening involving an employee, sub-contractor, client, vendor, volunteer, visitor, or
member of the public that is not consistent with the routine operation of the jobsite. It may be an
accident, near-accident, or a situation that could cause an accident.
All accidents or personal injuries are to be reported immediately to the supervisor by the employee.
The supervisor will determine if the injury can be properly treated with routine on-site first aid or if it
requires medical treatment by a doctor. All doubts regarding whether or not an injury requires medical
treatment by a doctor should be resolved in favor of treatment by a physician.
If injuries do not require emergency (911) services, then the employee shall contact CompCare On-Call
at 1-877-234-0898 (the employer or member number is 017) and follow the instructions provided. If the
employee is going to visit a healthcare facility, the paperwork will be provided directly to the facility.
The employee is responsible to communicate all updates pertaining to the incident with their
supervisor. A County representative should accompany the injured employee to the designated
healthcare facility, so the injured employee can be assisted, and the doctor may be advised of return-towork options.

Emergency Assistance
1. Emergency Medical Assistance: Employees needing emergency medical assistance should call
911. This number is for emergencies only. At a minimum, all callers should relay the following:
•

Caller’s name and telephone number;

•

Type and location of emergency; and

• Name of injured and extent of injury if known.
2. Minor Injuries: A minor injury is defined as: any injury that requires no medical treatment
beyond a first aid kit. No doctor’s visit is required. First aid kits for minor injuries are located in
the following locations:
•

Each County building

•

Each County vehicle

Immediately call the Human Resources Department at: (804) 966-8512 when it is known that the injured
employee will see a doctor. The employee shall always be allowed to see a doctor if the employee
requests one.
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Accident/Incident Reporting
Reporting accidents and injuries promptly helps County provide the most appropriate care for injured
employees and return them to work as safely and swiftly as possible. The accident should be reported
whether the injured part is an employee (full-time or part-time), vendor, client, or visitor.
If an employee is involved in work-related duties off-site and is injured or involved in an accident,
immediately telephone the supervisor. An informational written report should be filed with VRSA – the
County Workers’ Compensation Insurance Company – within 24 business hours of the injury or accident.
All accidents resulting in injury, regardless of severity, will be documented and investigated by the
Human Resources (HR) Department. Additional investigations may be conducted by other agencies
(e.g., police, fire, OSHA). The following procedures apply:
•

The HR Department will keep a copy of the initial report on all accidents and injuries.

•

VRSA develops the first report of injury with the employee when the employee calls in.

•

Copies of the reports involving employee injuries are kept on file in the HR Department.
Employees requiring copies of these reports should contact the HR Office.

County may direct medical treatment as allowed by the state workers’ compensation statute. Any
request for medical treatment should be made to the Department Head or the Director of Human
Resources.
If you choose to seek care on your own without authorization, it may be at your own expense. If you
receive medical care and, after an investigation, your condition is deemed not work-related according to
the workers’ compensation statutes, you or your insurance company will be liable for the medical
charges.
Medical care will NEVER be delayed or withheld during an emergency event, regardless of workrelatedness.

Return to Work
When the employee requires medical attention from a doctor, the Physician’s Release Form must be
filled out by the doctor before the employee may return to work. The Physician’s Release Form specifies
the following return-to-work options:
•

Return to full duty. This means that the employee can do his/her normal work activities. Care
should be taken by department management so that the work assignment will not aggravate an
otherwise minor injury.

•

Return to restricted duty. Under this option, the physician may direct the employee to return to
work with specified restrictions (i.e., light duty) or direct that the employee not return to work
for a specified period of time.

County has developed transitional duties to help you return to productive work. Be sure to inform your
medical providers that the County offers transitional duty options, so they can help you provide written
documentation to the County about the type of work you can perform.
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If you are off work more than one week due to a work-related injury or illness, you must contact the
HR Department at least once per week to provide updates on your medical status and probable returnto-work date. Transitional duty is a temporary remedy, and the length of time allowed will be decided
on a case-by-case basis.

Incident Investigation
Preventing future workplace accidents in our departments is the principal purpose of accident
investigation. The complexity of the accident determines the scope of the investigation. Investigation
and root cause analysis shall be conducted for cases of injury and illness that include death, days away
from work, restricted work or transferred medical treatment beyond first aid, loss of consciousness, a
significant injury or illness, or an incident involving a member of the public or property damage of $500
or more.
The accident investigation should be guided by the following:
•

The primary purpose of an accident investigation is to determine the causes of the accident and
eliminate them so that similar accidents do not occur

•

Protect/preserve the accident scene so as not to alter evidence while the investigation is
conducted
o Barricade the area; and
o Take photographs if possible

•

Maintain activity log throughout the investigation

•

Confiscate defective tools or defective equipment, and do not repair until authorized

•

Collect statements from witnesses, along with names, phone numbers, and addresses

•

Drug screening shall be conducted as directed by VRSA

The time to begin an accident investigation is immediately upon discovery of the accident. There are
often circumstances that delay the investigative process, such as medical treatment on the scene,
elimination of danger, etc.
An overview of the four incident components provides a framework for the investigation. They include:
•

Incident sequence

•

Human factors

•

Equipment factors

•

Environmental factors

Accident Sequence
The incident sequence is established based only on the facts determined during the investigation. [Refer
to Appendix B: Incident Investigation Checklist]
1. Events occurring before the incident: Establish the sequence of events leading to the incident to
answer the questions: who, what, when, where, and how. Identify factors such as site
conditions and layout, urgency, weather, equipment condition, and/or terrain.
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2. Incident: Describe the incident in detail.
3. Written Statements: Involved personnel, operators, Forepersons, supervisors, vendors, and
witnesses should provide their written statement immediately following the event. All parties
should be separated from others involved to ensure that fact checking or comparison does not
affect their recollection of the events. Unless a literacy issue exists, each individual shall write
and sign their own statement. An interview with each person that supplies a statement may
yield clarification of details provided by the written statement.
4. Timeline: Develop a detailed timeline of events leading up to, during, and post-incident. [NOTE:
Witness statements taken during the investigation phase may allow additional detail to be
added to the timeline or may alter the perceived sequence of events.] The timeline may not be
finalized until the investigation is completed and the analysis of root causes has commenced.
5. Events occurring after the incident: Identify the sequence of events that occurred after the
incident (such as search and rescue or medical efforts), how the incident was first reported, and
the locations of personnel and equipment after the incident. Note any disturbance to the
incident site and security or preservation measures taken, as well as any contributing factors to
events that occurred after the accident, such as rescue and medical response. Photographs and
sketches of the incident area should be used to document the overall environment where the
incident occurred, as well as details such as, but not limited to, position of personnel and/or
vehicles/equipment including all associated guards, switches and devices, personal protective
equipment, debris, and damage caused (if any) by the incident.
6. Injuries: Record all injuries and describe rescue, first aid, and evacuation efforts. Identify all
medical facilities that provided treatment, document the condition of the patients, and
summarize any reports, if applicable.
7. Damage: Estimate the cost of the equipment or property damage and define the damage as
minor, major, destroyed, or repairable.

Human Factors
Human factors play a large role in most incidents. Investigators need to be able to identify the human
factor(s) that contribute to an incident. The human factor may be analyzed without blame being placed
on a person or a group. Thorough analysis can result in effective intervention, prevention strategies,
and recommendations.
•

Qualifications, Training, and Competency. Determine the qualifications and training of
individuals directly involved in the incident (i.e., the vehicle operator, passengers, and
supervisor). Identify any contributing factors such as the lack of operator certifications,
insufficient training, distraction, or sense of urgency.

•

Duties. Identify the duties of individuals directly involved in the accident, such as primary and
additional duties, and work and rest schedules. Note any contributing factors, such as employee
fatigue. Conduct a work/rest analysis covering at least 72 hours before the accident. Include an
examination of time and attendance records as well as input from appropriate supervisors on
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tasks completed and actual time worked (may not necessarily match recorded time), off duty
activities, and sleep duration cycles.
•

Management. Determine the organization, supervision, and external control of individuals
directly involved in the incident. Identify any contributing factors, such as a failure to emphasize
safety by the supervisor or organization.

•

Compliance. Note deviations from policies, procedures, practices, and contract specifications.
Review the job hazard analysis (JHA), relevant permits, O&M manuals, operation manuals,
safety equipment, and other items pertinent to the accident investigation.

•

Substance Testing. Substance testing shall be performed in accordance with the County policy
located in the employee manual.

Root Cause Analysis (RCA)
Root Cause Analysis (RCA) is a systematic process which can form part of an incident/accident
investigation and which focuses on three main aspects:
•

Immediate Causes

•

Underlying Causes

•

Root Causes

All three stages of the analysis are important to create a picture of how and why the incident/accident
occurred and what can be done to prevent recurrence.
Immediate Causes are aspects of the incident/accident which directly influenced the outcome (damage
or injury) and are often referred to as “direct causes”. They are the features of an incident/accident
which immediately contributed to harm or damage being caused.
As an example, if an employee is injured by items falling off shelving, the items falling and striking the
employee are an immediate cause. It can be useful to work back from the very point of harm when
identifying immediate causes. All too often we assume that these are known and move too swiftly to a
judgement. These can be easily confused with underlying causes.
Underlying Causes are the aspects of the incident/accident which are effectively contributory breaches
which in themselves did not cause harm but made a significant contribution to the incident/accident.
They are often referred to as “indirect causes”. As an example which follows along with the previous
one, poor maintenance of the shelving could be an underlying cause.
It is generally when identifying underlying causes that you may discover more than one reason why a
problem exists. In the example above, this could be a faulty shelf or incorrect stacking of materials. This
means you now have two lines of inquiry or another branch to your “event” or “fault” tree.
Root Causes are aspects of our safety management performance which have in some way failed. You
may have identified in immediate and underlying causes there have been individual, equipment, or
structural failings which directly or indirectly contributed to the incident/accident. Continuing the
example, the failure to supervise the shelving/racking maintenance program is a root cause.
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If the root cause is removed from the sequence of events, the incident definitively would not have
occurred. By addressing root causes, you effectively remove the key reason why the circumstances
developed that allowed the incident/accident to occur. By only addressing immediate and/or
underlying causes, you may allow the fundamental management deficiencies to remain and therefore
make recurrence more likely [see Appendix C: Root Cause Analysis Example].
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Appendix A: Incident/Accident Report Form

Incident Investigation Report
Instructions: Complete this form as soon as possible after an incident that results in serious injury or illness.
(Optional: Use to investigate a minor injury or near miss that could have resulted in a serious injury or illness.)
This is a report of a:

 Death

Date of incident:

 Lost Time

 Dr. Visit Only

 First Aid Only

 Near Miss

This report is made by:  Employee  Supervisor  Team

 Other

Step 1: Injured employee (complete this part for each injured employee)
Name:
Department:

Sex:  Male  Female
Job title at time of incident:

Part of body affected: (shade all that apply)

Nature of injury:
(most serious one)
 Abrasion, scrapes
 Amputation
 Broken bone
 Bruise
 Burn (heat)
 Burn (chemical)
 Concussion (to the head)
 Crushing injury
 Cut, laceration, puncture
 Hernia
 Illness
 Sprain, strain
 Damage to a body system:
 Other:

Step 2: Describe the incident
Exact location of the incident:

Age:
This employee works:
 Regular full-time
 Regular part-time
 Seasonal
 Temporary
Months with this employer:
Months doing this job:

Exact time:

What part of employee’s workday?  Entering or leaving work
 Doing normal work activities
During meal period
 During break
 Working overtime
 Other
Names of witnesses (if any):
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Written witness statements:
Photographs:
Number of
attachments:
What personal protective equipment was being used (if any)?

Maps / drawings:

Describe, step-by-step, the events that led up to the accident. Include names of any machines, parts, objects, tools,
materials, and other important details.

Description continued on attached sheets: 

Step 3: Why did the incident happen?

Unsafe workplace conditions: (Check all that apply)

Unsafe acts by people: (Check all that apply)

 Inadequate guard
 Unguarded hazard
 Safety device is defective
 Tool or equipment defective
 Workstation layout is hazardous
 Unsafe lighting
 Unsafe ventilation
 Lack of needed personal protective equipment
 Lack of appropriate equipment / tools
 Unsafe clothing
 No training or insufficient training
 Other:

 Operating without permission
 Operating at unsafe speed
 Servicing equipment that has power to it
 Making a safety device inoperative
 Using defective equipment
 Using equipment in an unapproved way
 Unsafe lifting
 Taking an unsafe position or posture
 Distraction, teasing, horseplay
 Failure to wear personal protective equipment
 Failure to use the available equipment / tools
 Other:

Why did the unsafe conditions exist?

Why did the unsafe acts occur?

Is there a reward (such as “the job can be done more quickly”, or “the product is less likely to be damaged”) that
may have encouraged the unsafe conditions or acts?
 Yes  No
If yes, describe:

Were the unsafe acts or conditions reported prior to the incident?

 Yes

 No

Have there been similar incidents or near misses prior to this one?

 Yes

 No
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Step 4: How can future incidents be prevented?

What changes do you suggest to prevent this incident/near miss from happening again?
 Stop this activity

 Guard the hazard

 Redesign task steps  Redesign work station
 Routinely inspect for the hazard

 Train the employee(s)

 Train the supervisor(s)

 Write a new policy/rule  Enforce existing policy

 Personal protective equipment

 Other:

What should be (or has been) done to carry out the suggestion(s) checked above?

Description continued on attached sheets: 

Step 5: Who completed and reviewed this form? (Please Print)

Written by:

Title:

Department:
Names of investigation team members:

Date:

Reviewed by:

Title:
Date:
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Appendix B: Incident Investigation Checklist
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Appendix C: Root Cause Analysis (RCA) Example
An example of an incident which would benefit from RCA is provided below.
An admin employee was excitedly leaving work and instead of using the designated and marked
walkway, they decided to take a shortcut across the warehouse, through the aisles of pallet racking to
an exit via a loading bay. Meanwhile, a colleague was driving a forklift and was busy paying attention to
gathering materials. When the operator suddenly saw the pedestrian, they firmly applied the brakes,
and the forklift skidded on a small puddle of oil. The load fell from the forks and struck the pedestrian
with significant force. The employee/pedestrian sustained a fractured arm and badly bruised leg.
In this case, the analysis is in the form of a flow diagram to illustrate how the “causal tree” was
developed.
Immediate Causes were identified as:
•

Load from forklift truck struck employee

•

Forklift truck skidded and the load tipped

•

Forklift truck was going too fast

•

Driver had to brake sharply

The Underlying Causes were identified as:
•

A patch of oil on the warehouse floor

•

The unexpected appearance of the pedestrian in a truck zone

•

Employee took a shortcut across warehouse

•

The driver was rushing to finish a job

•

Poor maintenance of the forklift truck

The Root Causes were identified as:
•

Poor work practice and supervision of the admin employee

•

Poor work practice and supervision of the driver

•

Lack of supervision of the County maintenance program

•

Poor implementation of County health and safety policy and procedures
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One of the major problems with any incident/accident is the temptation to blame an individual or
individuals for their failings and shortcomings, concluding that that is solely where any fault lies. This is
too simplistic of a way of looking at incidents. Although it makes for simple, clean, efficient, and cheap
accident investigation, it does not fully address the reasons for the incident/accident.
If employee blame was applied in the above example, the investigator would have merely
recommended disciplinary action against both the admin employee and the forklift driver. There would
not have been any review or improvements to the following areas:
•

Maintenance

•

Health and safety policy

•

Supervision of staff

•

Supervision of maintenance program

All of these items, if left unaddressed, could lead to the swift recurrence of the incident with potentially
more serious consequences.
The Human Resources Department shall complete separate disciplinary inquiries outside of the accident
investigation where measures could be taken to address breaches in County rules as applicable and on a
case-by-case basis.
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Materials Handling & Associated Devices
The Virginia Occupational Health and Safety Law (VOSH) has a broad, diverse definition of Materials
Handling. Handling and storing materials involves diverse operations such as hoisting tons of steel with
a crane; driving a truck loaded with concrete blocks; carrying bags or materials manually; and stacking
palletized bricks or other materials such as drums, barrels, kegs, and lumber.
New Kent County (County) personnel will require materials handling devices, rigging materials and, in
some instances, hoists to move, install, replace, and repair materials including pallets, piping, motors,
pumps, etc. Using mechanical equipment to move and store materials increases the potential for
employee injuries. Workers must be aware of both manual handling safety concerns and safe
equipment operating techniques.
Hoists include, but are not limited to:
•

Wheeled/track cranes

•

Vehicle-mounted cranes

•

Excavators

•

Boom lifts

•

Chain falls

•

Winches

•

Telehandlers

•

Come-alongs

•

Pallet jacks

•

Gantry/overhead cranes

Attaching lifting devices such as nylon straps, wire rope, and chains is often referred to as “rigging” a
load. The load being the item being lifted or hoisted.
A safe rigging operation requires the rigger, the person making the choice of which devices to use and
actually attaching them to the load, to know:
•

The weight of the load and rigging hardware;

•

The capacity of the hoisting device; and

•

The working load limit of the hoisting rope, slings, and hardware.

When the weights and capacities are known, the rigger must then determine how to lift the load so that
it is stable.
Training and experience enable riggers to recognize hazards that can have an impact on a hoisting
operation. Riggers must be aware of elements that can affect hoisting safety, factors that reduce
capacity, and safe practices in rigging, lifting, and landing loads. Riggers must also be familiar with the
proper inspection and use of slings and other rigging hardware. Each rigger is responsible to inspect all
rigging and lifting devices prior to each use.

Responsibilities
Rigger
This is the person choosing what lifting devices will be used to lift a load as well as configuration of the
devices. Riggers must be trained and experienced. They must know how to:
•

Establish weights;
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•

Judge distances, heights, and clearances;

•

Select tackle and hardware suitable to the load; and

•

Rig the load safely.

Signaler
Signalers must be competent and capable of directing the hoist and load to ensure safe and efficient
operation. Knowledge of the hand signals for hoisting is a must, as it is for the operator.

Operator
The operator is responsible for the safety of the operation as soon as the load is lifted clear of the
ground. Whenever there is reasonable cause to believe that the lift may be dangerous or unsafe, the
operator must refuse to proceed until the concern has been reported to the supervisor, any hazard has
been corrected, and safe conditions have been confirmed. The Department Head of the department
that owns the equipment is responsible for ensuring the operator is competent, experienced, and
licensed (as applicable). Operators must know:
•

The particular model of crane they operate, as well as its characteristics, functions, and
limitations

•

The information in the crane’s operating manual

•

The hoist’s/crane’s load chart, including all notes and warnings, and how to calculate or
determine the hoist’s/crane’s actual net capacity in every possible configuration

•

Proper inspection and maintenance procedures to be followed in accordance with the
guidelines of manufacturer and owner

•

Any site conditions that may affect crane operation, including the presence of overhead
powerlines

•

Basic load rigging procedures

Additional operator responsibilities include:
•

Checking that the site is properly prepared for lifting operation

•

Reviewing plans and requirements with site supervision

•

Following the manufacturer’s operating instructions in accordance with the load chart

•

Finding out the load and rigging weight and where the load is to be placed

Lifting Devices
Slings, chokers, shackles, and hoists are available in many different materials and styles. Slings are
commonly used in combination with a lifting device, such as an overhead crane, hoist, or forklift. The
four main types of slings are wire rope, chains, fiber rope, and synthetic webs.

Wire Rope
Wire rope is the most commonly used sling and is typically used in the construction and other
applications where heavy loads and rugged conditions exist. Wire rope is composed of individual wires
that have been twisted to form strands, which are then twisted to form the wire rope. When wire rope
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has a fiber core, it is usually more flexible but less resistant to environmental damage. Conversely, wire
rope with a core that is made of a wire rope strand tends to have greater strength and is more resistant
to heat damage.

When selecting a wire rope sling to give the best service, there are four characteristics to consider:
strength, ability to withstand fatigue (i.e., to bend without distortion), ability to withstand abrasive
wear, and ability to withstand abuse. The characteristics are explained as follows:
•

Strength – Strength of wire rope is a function of its size (e.g., diameter of the rope), grade, and
construction, and must be sufficient to accommodate the maximum applied load.

•

Fatigue (Bending without Failure) – Fatigue failure of wire rope is caused by the development
of small cracks during small radius bends. The best means for preventing fatigue failure of wire
rope slings is to use blocking or padding to increase the bend radius.

•

Abrasive Wear – The ability of wire rope to withstand abrasion is determined by the size and
number of the individual wires used to make up the rope. Smaller wires bend more readily and
offer greater flexibility but are less able to withstand abrasion. Larger wires are less flexible but
withstand abrasion better.

•

Abuse – Misuse or abuse of wire rope slings will result in their failure long before any other
factor. Abuse can lead to serious structural
damage, resulting in kinks or bird caging. (In bird
caging, as seen here, the wire rope strands are
forcibly untwisted and become spread outwards.)
To prevent injuries to workers and prolong the life
of the sling, strictly adhere to safe and proper use
of wire rope slings.
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Wire rope slings must be visually inspected before use. Slings with excessive broken wires, severe
corrosion, localized wear, damage to end-fittings (e.g., hooks, rings, links, or collars), or damage to the
rope structure (e.g., kinks, bird caging, distortion) must be removed from service and discarded.

Chains
Combines superior strength, ease of handling, and durability. The combination of heavy loads, elevated
working temperatures, and severe lift conditions usually dictate that an alloy chain sling be used. Alloy
steel chains are strong and able to adapt to the shape of the load. Care should be taken when using
chain slings because sudden shocks will damage them. This may result in sling failure and possible injury
to workers or damage to the load.
Chain slings must be visually inspected prior to use. During the inspection, pay particular attention to
any stretching, nicks, gouges, and wear in excess of the allowances made by the manufacturer. These
signs indicate that the sling may be unsafe and must be removed from service immediately.

Fiber Rope and Synthetic Web
Fiber rope and synthetic web slings are used primarily for temporary work, such as construction or
painting, and are the best choice for use on expensive loads, highly finished or fragile parts, and delicate
equipment.
Fiber rope slings deteriorate on contact with acids and caustics and, therefore, must not be used around
these substances. Fiber rope slings that exhibit cuts, gouges, worn surface areas, brittle or discolored
fibers, melting, or charring must be discarded. A buildup of powder-like sawdust on the inside of a fiber
rope indicates excessive internal wear and that the sling is unsafe. Finally, if the rope fibers separate
easily when scratched with a fingernail, it indicates that the sling has suffered some kind of chemical
damage and should be discarded.
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Synthetic web slings are commonly made of nylon, polypropylene, or polyester and have the following
properties in common:
•

Strength – Depending upon their size, synthetic web slings can handle loads of up to 300,000
pounds.

•

Convenience and Safety – Synthetic web slings adjust to the load contour and hold it with a
tight, non-slip grip.

•

Load Protection – Unlike other sling materials, synthetic web is less likely to mar, deface, or
scratch highly polished surfaces.

•

Shock Absorbency – Regardless of the construction material, shock loading (e.g., excessive
speed, rapid acceleration, or deceleration) of slings should be minimized. However, it should be
noted that synthetic web slings can absorb heavy shocks without damage.

•

Temperature Resistance – The lifting capacity of synthetic web is unaffected by temperatures
up to 180 degrees Fahrenheit.

•

Economy and Long Life – Synthetic web slings have a low initial cost and a long service life.
They are unaffected by mildew, rot, or bacteria, resist some chemical action, and have excellent
abrasion resistance.

Synthetic web slings must be inspected before use and should be removed from service if found to have
acid or caustic burns, melting, or charring of any part of the surface, snags, tears, or cuts, broken
stitches, distorted fittings, or wear or elongation beyond the manufacturer’s specifications.
Workers involved in hoisting and rigging must exercise care when selecting and using slings. The
selection of slings should be based upon the size and type of the load, as well as the environmental
conditions of the workplace. Slings should be visually inspected before each use to ensure their
effectiveness. Improper use of hoisting equipment, including slings, may result in overloading, excessive
speed (e.g., taking up slack with a sudden jerk, shock loading), or sudden acceleration or deceleration of
equipment.
Factors to consider when choosing the best sling for the job include size, weight, shape, temperature,
and sensitivity of the material being moved, and the environmental conditions under which the sling will
be used.
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Hooks
Rigging hooks lift and carry chains, ropes, and slings supporting large items.

Factors That Affect Capacity
The working load limits of hoisting and rigging equipment are based on ideal conditions. Such ideal
circumstances are seldom achieved in the field. Riggers must therefore recognize the factors that can
reduce the capacity of the hoist.

Sling Angles
The total weight that you can pick up with a set of slings is reduced
when the slings are used at angles (formed the with horizontal). For
instance, two slings used to lift 1,000 pounds will have a 500-pound
force on each sling (or leg) at a sling angle of 90 degrees. The force on
each leg increases as the angle goes down. At 30 degrees, the force
will be 1,000 pounds on each leg. Keep sling angles greater than 45
degrees whenever possible. Using any sling at an angle lower than 30
degrees is extremely hazardous. In such cases, an error of 5 degrees
in estimating the sling can be very dangerous.
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Center of Gravity
It is always important to rig the load so that it is stable. The load’s center of gravity must be directly
under the main hook and below the lowest sling attachment point before the load is lifted. Center of
gravity is the point around which an object’s weight is evenly balanced. The entire weight may be
considered concentrated at this point. A suspended object will always move until its center of gravity is
directly below its suspension point. To make a level or stable lift, the crane or hook block must be
directly above this point before the load is lifted.

If an object is symmetrical in shape and uniform in composition, its center of gravity will lie at its
geometric center. The center of gravity of an oddly shaped object, however, can be difficult to locate.
One way to estimate its location is to guess where the center of gravity lies, rig the load accordingly,
signal for a trial lift, and then watch the movement of the suspended load. The center of gravity will
seek to move, within the constraints of your rigging, toward the line drawn vertically from the hook to
the ground (just like a plumb bob). Adjust the sling suspension for the best balance and stability.
When the center of gravity is closer to one sling leg than to the other, the closest sling leg bears a
greater share of the weight. When a load tilts after it is lifted, the tension increases in one sling leg and
decreases on the other sling leg. If your load tilts, land the load and rig it again to equalize the load on
each leg.

Swing
The swinging of suspended loads creates additional dynamic forces on the hoist in addition to the
weight of the load. The additional dynamic forces are difficult to quantify and account for and could
cause tip-over of the crane or failure of hoisting hardware. The force
of the swinging action makes the load drift away from the machine,
increasing the radius and side-loading on the equipment. The load
should be kept directly below the boom point or upper load block.
This is best accomplished by controlling the load’s movement with
slow motions.
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Condition of Equipment
The rated working load limits apply only to equipment and hardware in good condition. Any equipment
damaged in service should be taken out of service and repaired or destroyed.

Dynamic Forces
The working load limits of rigging and hoisting equipment are determined for static loads. The design
safety factor is applied to account, in part, for the dynamic motions of the load and equipment. To
ensure that the working load limit is not exceeded during operation, allow for wind loading and other
dynamic forces created by the movements of the machine and its load. Avoid sudden snatching,
swinging, and stopping of suspended loads. Rapid acceleration and deceleration also increase these
dynamic forces.

Weight of Tackle
The rated load of hoisting equipment does not account for the weight of hook blocks, hooks, slings,
equalizer beams, and other parts of the lifting tackle. The combined weight of these items must be
added to the total weight of the load, and the capacity of the hoisting equipment, including design
safety factors, must be large enough to account for the extra load to be lifted.

Safety Lifting Practices
Selection of the sling is only the first step in the rigging process. The next step is learning how to safely
use it to hold and move a suspended load. There are four primary factors to consider when lifting a load
safely. These are:
•

Load Size, Weight, and Center of Gravity – The center of gravity of an object is that point at
which the entire weight may be considered to be concentrated. To make a level lift, the hoist
hook must be located directly above this point. If the hook is too far to either side of the center
of gravity, dangerous tilting will result, causing unequal stress in the sling legs. Load imbalances
must be corrected immediately.

•

Number of Legs and Angle with the Horizontal – The smaller the angle between the sling legs
and the horizontal, the greater the stress on the individual sling legs. This increased stress
effectively decreases the weight that can be safely lifted with any given sling size. Large (heavy)
loads can be safely moved by keeping this angle as large as possible and, when necessary,
distributing the weight of the load among more sling legs.

•

Rated Capacity of the Sling – The rated capacity of a sling varies depending upon the type of
material the sling is made of, the size of the sling, and the type of hitch. Workers must know the
capacity of the sling and can obtain this information through charts or tables available through
the manufacturer. The rated capacity of a sling must not be exceeded, under any
circumstances.
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•

History of Care and Use – Mishandling and misuse of slings are the leading causes of sling
failure. Following the manufacturer’s recommendations for proper care and use are essential
for maximum sling service life and safety.

•

Taglines – Taglines are used in low-to-midlevel lifting to help guide or direct machine-lifted
loads. Attaching a rope tagline to a suspended load allows employees on the ground to safely
guide the load to the ground. Employing taglines helps prevent and control any swinging or
turning of the load. Taglines shall be used on all loads to be lifted.

•

Hoisting Routes – Avoid carrying loads over people. Barricade the area to stop pedestrians from
inadvertently crossing under a suspended load. Where available, hoisting routes that minimize
the exposure of employees to hoisted loads must be used, to the extent consistent with public
safety. Standing under or crossing under a suspended load is prohibited. Never raise the load
more than necessary or leave the load suspended in the air.

•

Swing Radius - The swing radius is the entire circle from a given point that parts of the
equipment may move within. Generally, when we think of swing radius, we picture the
superstructure of a crane, but the movement of any boom, bucket, or cab is also included.
Accessible areas within the swing radius must be barricaded to prevent employees from being
struck or crushed by the equipment. A barricade is defined as a device that delineates and
warns of a boundary that is not to be crossed.
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Working Near Powerlines
KEEP YOUR DISTANCE. Surrounding every live powerline is an area where an electric arc is capable of
jumping from the powerline to a conductor of electricity. All equipment and its load must be kept at
least the minimum permitted distance away from the powerline.

If there is a chance for any part of the hoisting operation to encroach on that distance, protective
measures must be taken to prevent this encroachment. You must take these measures unless you have
controlled the hazard by de-energizing or moving the lines, or by re-routing the electricity around the
work.
The only exception to these requirements occurs under both of these conditions:
•

The powerline cannot be de-energized or moved, nor the electricity re-routed; and

•

Under the authority of the owner of the electrical conductor, protective devices and equipment
are installed and written procedures are implemented that are adequate to protect equipment
operators from electrical shock and burn.
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Inspections
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HOOK INSPECTION POINTS

SHACKLE INSPECTION POINTS

Training
Workers involved in hoisting and rigging operations shall receive training in the following:
• Sling and hitch types
• Sling capacity determination
• Equipment inspection, care, and maintenance
• Load weight and center of gravity determination
• Safe lifting techniques
• Hoist operation procedures and communication
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Appendix A: Hoist/Crane Hand Signals

[Images in this document are reprinted with permission from Brookhaven National Laboratory]
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Office Safety
The Office Safety Program has many of the same elements found in other non-office environments.
However, different potentials for personal injury and property damage are present. The office has
relatively few hazardous chemicals and no heavy or moving machinery. Office employees should know
what to do in case of an emergency, be provided with a safe and efficient work station, and have
periodic safety training.

Responsibilities
The Department Heads with assigned office staff and/or clerical assistants shall:
1. Manage all aspects of the Office Safety Program for their assigned personnel
2. Ensure that each workstation reasonably meets the individual’s ergonomic needs
3. Where applicable, provide safety training

Hazard Communication Program
Each office employee must be made aware of all hazardous materials they may contact in their work
area. The Hazard Communication Program includes:
1. Written program
2. A comprehensive list of chemicals
3. Safety data sheets (SDSs) for each hazardous substance used
4. Specific safe handling, use, and disposal
5. Instructions regarding secondary container labeling
6. Employee training

Emergency Action Plans
Emergency Action Plans (EAPs) are designed to control emergency events and minimize the effects.
Through careful pre-planning, training, and drills, employees can be safeguarded and potential for
damage to New Kent County (County) assets can be minimized.
Emergency Action Plans include:
1. Exits routes and employee accountability
2. Emergency evacuation and notification to emergency services
3. Personal injury and property damage
4. Severe weather (floods, tornadoes, snow, etc.)
5. Bomb threats and facility security
6. First aid response
7. Chemical spills or releases
8. Violent disturbances
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Training requirements and accountable personnel may be found in the site-specific County EAP
document. For information regarding the document, contact the HR Safety Coordinator, your
supervisor, or a member of the Safety Committee.

Housekeeping and Material Storage
A critical aspect of the Office Safety Program, the housekeeping and storage of office materials and
supplies are addressed for convenience, for efficiency, and to reduce fire and personal injury hazards.
The County Housekeeping Program covers:
1. Trash removal
2. Destruction of discarded sensitive County or client information
3. Office maintenance
4. Office storage
5. Removal of ice/snow during inclement weather
6. Walking-working surfaces
Material Storage programs are established to maintain office materials for the convenience of the users,
purchasing efficiency and fire prevention. The following general procedures are to be followed:
1. Shelf storage should be used for office supplies
2. Paper products and flammable materials should not be stored in HVAC closets, electrical rooms,
or within 36 inches of circuit breaker panels or electrical outlets
3. Materials should not be stored within 3 feet of exits/emergency equipment or within 18 inches
of ceilings/sprinkler heads
Heavy items, such as cartons of office supplies and boxes of paper, should be broken-down to individual
reams and stored at waist level. Commonly used items, like pens, paper clips, and staples are stored at
chest to eye level. Proper stepstools or ladders should be provided to reach items stored overhead or
out of reach. Materials should not be stored on a bare floor or within 18 inches of the sprinkler heads
nor should they block any isles or exits.
For convenience and safe handling, material should be stored near areas of use. Training should include
asking for assistance when lifting bulky/heavy items, using hand carts or dollies when possible.
Employees should be trained to lift with their legs, keeping a straight back while holding bundles close to
their center of gravity. Carrying small loads close to the body and below chest level will reduce chances
of slips and falls. New materials should be properly stored as soon as possible after arrival. This will
avoid creating trip hazards and clutter.
Clean and maintained storage areas will prevent serious injury and costly property damage. Employee
training and periodic inspections will ensure that safe material handling and storage is maintained.

Electrical Safety and Related Work Practices
Today’s office utilizes numerous electronic equipment (i.e., personal computers, printers, etc.). A
common occurrence is that some offices’ work areas have only one or two poorly placed outlets. The
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result is overloaded circuits and use of extension cords. Hazards in this situation would include fire,
electric shocks, trips, and falls.
Solutions or hazard mitigations include:
1. Efficient workstation design
2. Adding convenient outlets
3. Use of fixed power strips with ground fault circuit and circuit overload interrupters in place of
extension cords
4. Replacing worn or broken power cords
5. Never running power cords under carpet or chair pads
Office employees should be trained to never operate or repair electrical equipment unless they have
read and understood the directions and to always un-plug the equipment before attempting any
adjustments or repairs.

Environmental Control and Quality
County provides their employees a smoke-free office and facility, including freedom from both e-cig and
tobacco products. Environmental Control and Quality programs are designed for employee comfort and
removal of indoor air pollutants. Some problems associated with poor climate and air quality control
include illness, increased turnover, and employee complaints. Symptoms of poor environmental control
and quality may include:
•

Stiffness

•

Hot flashes/chills

•

Fatigue

•

Dizziness/headaches

•

Respiratory irritation

•

Itches/rashes

Maintaining an environment near 72 degrees Fahrenheit year-round is comfortable for most employees.
Employees should be instructed to add or remove outer layers of clothing for their personal comfort. Air
quality can be controlled with good ventilation. Highly energy efficient buildings are designed to keep
outside air out and inside air in, and do not have much fresh air exchange.
Some sources of indoor air pollution include:
1. Cigarette smoke
2. Carbon monoxide from: furnaces, fueled heaters, parking lots
3. Formaldehyde from: carpet adhesives, furniture bindings, and construction materials
4. Radon gas through bricks and cement
5. Organic chemicals from: copier fluids, paints, inks, and paper
6. Microorganisms from: people, plants, condensed water in air conditioners
7. Pollens, allergens, and dusts
The first priority is to gather as much information as possible and then combat the problem. The best
solution to indoor air pollution is increased fresh air. Other solutions include removal of the offending
problem or increasing ventilation around them. Monthly, air filters on climate control systems should
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be replaced and ducts checked and cleaned when necessary or in accordance with the system
manufacturer’s recommendations.
The compliant use of electric space heaters is permitted, as a temporary measure, if the following
requirements are met:
•

The space heater is kept a minimum of 3 feet away from any and all combustible materials (e.g.,
file cabinets, desks, trash cans, and paper boxes). Refer to the manufacturer’s instructions.

•

The space heater is always turned off when the area being heated is not occupied.

•

Nothing is ever placed on top of or touching the space heater.

•

The space heater is plugged directly into a wall outlet. Do not use extension cords or power
strips because of the risk of overheating and possibly catching fire.

•

The space heater is in plain sight.

•

All heaters must be Underwriters Listed or Factory Mutual approved for their intended use.

•

Heaters must have a thermostat to automatically shut down the unit when the desired
temperature is achieved.

•

Heaters must have a tip-over automatic shutdown feature.

•

Heaters must be monitored when in operation.

•

Heaters missing guards, control knobs, feet, etc. must be taken out of service immediately and
repaired by a competent person. Do not use heaters in rooms that will not be continually
occupied.

•

Do not use portable space heaters if small children are expected in the area.

•

Space heaters of any type are prohibited in laboratories.

Ergonomics
Also known as human factors engineering, ergonomics is used to fit machines to people. Lately, much
concern has been placed on visual display terminals (VDTs), the use of personal computers
(PCs)/laptops, and work station design and layout.
Ergonomic design is used to remove some of the stress that is placed on the body. Use of VDTs and
PCs/laptops stresses the body in the eyes, head, neck, shoulders, arms, hands, back, and hips. The root
of the problem is that the work causes the body to move in uncommon motions. VDT and PC use strains
the eyes when glare from artificial and natural light is reflected from the screen. High and low color
contrasts of print versus background also causes the eyes to work “overtime”. Color monitors or amber
print over a brown background reduces eye strain and the monitor should be positioned away from
windows and direct lighting to remove glare.
The neck, back, shoulders, arms, and hands are affected by the position of the work station and office
machines relative to the body. The keyboard should be at waist level, the monitor at eye level or lower
and the chair adjusted so that the employee’s feet rest flat on the ground and back support is
maintained. Use of under-desk foot rests are also recommended to allow the employee to shift their
posture during a work cycle. Chairs should be positioned so that the knees are not below the hip joint.
This prevents stress to the hips and lower back and also eliminates excessive pressure on the lower
thigh behind the knee which can reduce blood flow to the lower leg. Adjustable VDT/PC desks and
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monitor stands and training should be provided for employees. To relieve mental and physical fatigue,
periodic breaks and rest periods or job rotation could be appropriate.

Figure 1: Recommended placement of workstation components.
Other ergonomic designs may be used to remove physical stresses. Bringing the work closer to the
employee and reducing the amount of reaching, bending, and routine hand/wrist movements will
remove problems with fatigue and musculoskeletal strains.

Stress Management
Opening lines of communication is an important first step to solve emotional stress and provide a
healthier work environment. Emotional stresses can be caused by undefined work goals and ambiguity
about what is required on the job. Emotional stress can also affect employee performance and
efficiency.
Stress Management elements are:
1. Clearly written policies and procedures
2. Thorough initial and follow-up training in work assignments
3. Employee participation in decisions that will affect them
4. Fair and objective written performance appraisal guides
5. Established career paths that define opportunity for advancement
6. Conducting time management workshops/trainings
7. Conducting stress management workshops/trainings

Dealing with Angry Customers:
From time to time employees may encounter an angry customer although the situation may vary per
situation the steps below can help guide employees through the encounter.
1. Remain calm
2. Don’t take it personally
3. Actively listen and sympathize
4. Apologize gracefully
5. Find a solution
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6.
7.
8.
9.

Take a few minutes on your own to regroup or process
Report incident to supervisor
If at any time you feel you cannot handle the situation, contact your supervisor
If violence is threatened, contact 911
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Personal Protective Equipment
Personal protective equipment, commonly referred to as PPE, is equipment worn to minimize exposure
to hazards that cause serious workplace injuries and illnesses. These injuries and illnesses may result
from contact with chemical, radiological, physical, electrical, mechanical, or other workplace hazards.
Personal protective equipment may include items such as gloves, safety glasses and shoes, earplugs or
muffs, Hard Hat, respirators, or coveralls, vests, and full body suits.
Protective clothing will be provided whenever it is necessary by reason of hazards, processes, or
environmental conditions. To the extent that it is possible and feasible, New Kent County (County) will
remove or eliminate hazards or exposures through engineering means to eliminate the need for
personal protective equipment (PPE).

Responsibilities
The Department Head will be responsible for assessing the hazards and exposures that may require the
use of PPE, determining the type of equipment to be provided, and purchasing the equipment. Input
from managers, supervisors, and employees will be obtained and considered in selecting appropriate
equipment. The Department Head shall ensure employees that are required to utilize respiratory
protection are medically cleared and fit tested prior to the use of such PPE.
Project managers/supervisors will be responsible for training employees in the use and proper care of
PPE, ensuring that all employees are assigned appropriate PPE, and ensuring that PPE is worn by
employees when and where it is required. Project managers shall identify and provide client-required
PPE to assigned personnel.
Employees are responsible for following all provisions of this program and related procedures. They are
expected to inspect, care for, and wear PPE when and where it is required.

Hazard Assessment
Department Heads will perform an assessment of the workplace to determine if hazards are present, or
likely to be present, which necessitate the use of PPE. This assessment will consist of a survey of the
workplace to identify sources of hazards to workers. Consideration will be given to hazards such as
impact, penetration, laceration, compression (dropping heavy objects on foot, roll-over, etc.), chemical
exposures, harmful dust, heat, light (optical) radiation, electrical hazards, noise, etc. Where such
hazards are present, or likely to be present, County will:
•

Select, and have each affected employee use, the types of PPE that will protect the employee
from the hazards identified in the hazard assessment; and

•

Communicate equipment selection decisions to each affected employee.

Where such hazards are present, or likely to be present, County will:
•

Train employees in the use and care of PPE as described elsewhere in this program

•

Select PPE that properly fits each affected employee
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County will verify that the workplace hazard assessment has been performed by completing the
document in Appendix A of this section. This certification will be dated and signed by the HR Safety
Coordinator or person conducting the assessment. Whenever there is a change in process or in the
workplace that might introduce or change an exposure or hazard, County will perform an assessment to
determine if there needs to be additional PPE or a change in the PPE provided. These supplemental
hazard assessments will also be documented, signed, and dated by the person performing the
assessment. The County will review and update the workplace hazard assessment on an annual basis.

Selection of Personal Protective Equipment (PPE)
Personal protective equipment (PPE) will be selected on the basis of the hazards to which the workers
are exposed or potentially exposed. All selections will be made with input from project managers,
supervisors, and workers.
PPE will meet the following minimum standards:
•

Eye and Face Protection devices - ANSI Z87.1-1989 “American National Standard Practice for
Occupational and Educational Eye and Face Protection”

•

Head Protection devices - ANSI Z89.1-1986 “American National Standard for Personal Protection
- Protective Headwear for Industrial Workers”

•

Foot Protection devices - ANSI Z41-1991 “American National Standard for Personal Protection Protective Footwear”

•

Hand Protection - No national standard available. Selection will be based on task performed,
conditions present, duration of use, and the hazards and potential hazards identified.

•

Electrical Protective equipment – 29 CFR 1910.137 “Electrical Protective Equipment” and NFPA
70E “Standard for Electrical Safety in the Workplace”

Provision of PPE
County provides all PPE. Employees are expected to provide their own safety boots/shoes that comply
with the foot protection provision of this document.

Care for PPE
Whenever practical, PPE will be assigned to individual workers for their exclusive use. Employees will be
responsible for the PPE assigned to them or used by them.
PPE will be regularly cleaned, inspected, and stored according to instructions given during the training
sessions or as directed by supervisors or managers. Defective or damaged PPE shall not be used.
Employees are to report any defective or damaged equipment to their supervisor for repair or
replacement.

Equipment Specifications and Requirements
Engineering controls shall be the primary methods used to eliminate or minimize hazard exposure in the
workplace. When such controls are not practical or applicable, PPE shall be employed to reduce or
eliminate personnel exposure to hazards.
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All personal protective clothing and equipment will be of safe design and construction for the work to be
performed. Only those items of protective clothing and equipment that meet National Institute of
Occupational Safety and Health (NIOSH) or American National Standards Institute (ANSI) standards will
be procured or accepted for use.

Eye and Face Protection
The majority of occupational eye injuries can be prevented by the use of suitable/approved safety
spectacles, goggles, or face shields. Approved eye and face protection shall be worn when there is a
reasonable possibility of personal injury. Supervisors, with assistance from the HR Safety Coordinator,
determine jobs and work areas that require eye protection and the type of eye and face protection that
will be used.
Typical hazards that can cause eye and face injury include:
•

Splashes of toxic or corrosive chemicals, hot liquids, and molten metals;

•

Flying objects, such as chips of wood, metal, and stone dust;

•

Fumes, gases, and mists of toxic or corrosive chemicals; and

•

Aerosols of biological substances.

Prevention of eye accidents requires that all persons who may be in eye hazard areas wear protective
eyewear. This includes employees, visitors, vendors, contractors, or others passing through an
identified eye hazardous area. If these personnel wear personal glasses, they shall be provided with a
suitable eye protector to wear over them.
Employees must use appropriate eye or face protection when exposed to eye or face hazards from flying
particles, molten metal, liquid chemicals, acids or caustic liquids, or chemical gases or vapors. Eye and
Face PPE must comply with ANSI Standard Z87.1-2003 (Z87+), Occupational and Educational Personal
Eye and Face Protective Devices.
Eye and face protectors procured, issued to, and used by County personnel must conform to the
following design and standards:
•

Provide adequate protection against the particular hazards for which they are designed

•

Fit properly and offer the least possible resistance to movement and cause minimal discomfort
while in use

•

Be durable

•

Be easily cleaned or disinfected for or by the wearer

•

Persons who require corrective lenses for normal vision, and who are required to wear eye
protection, must wear goggles or spectacles of one of the following types:
o Spectacles with protective lenses which provide optical correction.
o Goggles that can be worn over spectacles without disturbing the adjustment of the
spectacles.
o Goggles that incorporate corrective lenses mounted behind the protective lenses.
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Description and Use of Eye/Face Protectors
•

Safety Spectacles. Protective eyeglasses made with safety frames, tempered glass or plastic
lenses, temples, and side shields which provide eye protection from moderate impact and
particles encountered in job tasks such as carpentry, woodworking, grinding, scaling, etc.

•

Single Lens Goggles. Vinyl-framed goggles of soft pliable body design provide adequate eye
protection from many hazards. These goggles are available with clear or tinted lenses,
perforated, port-vented, or non-vented frames. Single lens goggles provide similar protection to
spectacles and may be worn in combination with spectacles or corrective lenses to ensure
protection along with proper vision.

•

Welders/Chippers Goggles. These goggles are available in rigid and soft frames to
accommodate single or two eyepiece lenses. Welders goggles provide protection from sparking,
scaling, or splashing metals and harmful light rays. Lenses are impact resistant and are available
in graduated shades of filtration. Chippers/grinders goggles provide eye protection from flying
particles. The dual protective eye cups house impact resistant clear lenses with individual cover
plates.

•

Face Shields. These normally consist of an adjustable headgear and face shield of
tinted/transparent acetate or polycarbonate materials, or wire screen. Face shields are
available in various sizes, tensile strength, impact/heat resistance, and light ray filtering
capacity. Face shields will be used in operations when the entire face needs protection and
should be worn to protect eyes and face against flying particles, metal sparks, and
chemical/biological splash. Full face shields shall be worn over safety glasses when operating
handheld or stationery grinders with abrasive or wire wheels, while chipping paint or concrete,
or while performing jobs where there is the potential for flying objects striking the face and
safety glasses or goggles would not provide adequate protection.

•

Welding Shields. These shield assemblies consist of vulcanized fiber or glass fiber body, a
ratchet/button type adjustable headgear or cap attachment, and a filter and cover plate holder.
These shields will be provided to protect workers’ eyes and face from infrared or radiant light
burns, flying sparks, metal spatter, and slag chips encountered during welding, brazing,
soldering, resistance welding, bare or shielded electric arc welding, and oxyacetylene welding
and cutting operations.

Hearing Protection
Hearing protection devices are the first line of defense against noise in environments where engineering
controls have not reduced employee exposure to safe levels. Hearing protective devices can prevent
significant hearing loss, but only if they are used properly. Permissible exposure guidance is as follows:
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When signs are not posted, employees shall wear hearing protection when noise caused by machinery,
tools, etc., prevents normal conversations to be heard clearly. Rule of thumb: If you have to yell to be
heard, then hearing protection is required.
The most popular hearing protection devices are earplugs which are inserted into the ear canal to
provide a seal against the canal walls.
Earmuffs are another form of hearing protection device which enclose the entire external ears inside
rigid cups. The inside of the muff cup is lined with acoustic foam and the perimeter of the cup is fitted
with a cushion that seals against the head around the ear by the force of the headband.
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Inspect hearing protection prior to each use.
Hearing protection must be kept clean to
prevent ear infections.
Most earplugs used today are disposable
and must be discarded when they become
dirty, greasy, or cracked.
Earmuffs that have deteriorated foam
inserts, have cracked seals, or are defective
must be replaced.
Preformed earplugs and earmuffs should be
washed periodically and stored in a clean
area, and foam inserts should be discarded
after each use.
It is important for you to wash your hands
before handling pre-formed earplugs and
foam inserts to prevent contaminants from
being placed in the ear which may increase
your risk of developing infections.
The figure presented above depicts proper
insertion of ear plugs.

Head Protection
Employees must wear Hard Hat Hard Hat when working in areas where there is a potential for injury to
the head from employee-initiated impact or impact from falling or other moving objects. Hard Hats
must comply with ANSI Standard Z89.1-1997 Class E, American National Standard for Industrial Head
Protection for Type II head protection or be equally effective.
Additionally:
•

Employees must wear Hard Hat when working in areas where there is a potential for injury to
the head from falling objects.

•

Hard Hats are to be worn at all field, shop, and warehouse locations, or where deemed
necessary as per each location’s PPE Hazard Assessment.

•

Hard Hats will not be altered in any way.

•

Do not paint or apply unauthorized stickers, name plates, etc.

•

Do not drill, cut, bend, or apply heat.

•

Do not alter the suspension system.

•

Hard Hats will be inspected by the employee regularly for cracks, chips, scratches, signs of heat
exposure (sun cracks), etc.

•

Hard Hat suspension and the entire hard hat shall be replaced according to the manufactures’
recommendations.
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•

Defective Hard Hats will be replaced immediately.

•

Hard Hats shall not be placed in rear windows of vehicles where they will be exposed to the sun
or become projectiles during an accident.

•

A supply of Hard Hats must be made available to visitors.

•

County shall provide Hard Hats.

•

Employees will be trained in the use, care, and maintenance of head protection equipment.

Hand Protection
Gloves
•

Gloves are required to be worn when performing work which may expose the hands to extreme
temperatures, cuts and abrasions, or exposure to chemicals.

•

Welding: Welding gloves made of leather or other heat-resistant materials shall be worn when
performing arc welding or oxy/gas cutting.

•

Chemical: Impervious (chemical-resistant) gloves shall be worn when handling chemicals that
specify gloves as PPE when handling.
o Refer to the specific chemical’s safety data sheet (SDS) for the correct glove type.
o Persons assigned to working with chemicals (e.g., solvent vats) shall be issued their own
individual gloves for hygiene purposes.

•

Leather: Leather gloves should be worn when working with sharp materials or when handling
rigging equipment.

•

Cloth: Cloth gloves should be worn when handling objects or materials which could cause
blisters, splinters, cuts, etc.

•

Heat-Resistant: Heat-resistant gloves shall be worn when handling hot bearings, races, or other
materials or objects that have been heated beyond ambient temperatures.

•

Insulated: Insulated gloves shall be worn to prevent frostbite in extreme cold climates.

•

Glove Inspections:
o Gloves shall be inspected before each use for holes, tears, and worn areas.
o Chemical gloves shall be periodically air tested for pinholes by twisting the cuff tightly,
apply low air pressure to expand the glove, and then submersing in water to check for
bubbles.
o Defective gloves shall be discarded immediately.

•

Exception: machinists are exempted from wearing gloves while working with rotating
machinery.
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Electrical Safety Gloves
Rubber insulating gloves are among the most important articles of personal protection for electrical
workers. To be effective, electrical safety gloves must incorporate dielectric properties and physical
strength, along with flexibility and durability. To help ensure safety and performance, they should meet
and/or exceed the requirements of the ASTM International ASTM D120-14a – Standard Specification for
Rubber Insulating Gloves. Gloves should also be electrically tested following ASTM D120-14a and the
International Electrotechnical Commission IEC 60903:2014 standard.
Glove System
A glove system consists of:
•

Rubber insulating gloves – Classified by the level of voltage and protection they provide.

•

Liner Gloves – Reduce the discomfort of wearing rubber insulating gloves. Liners provide
warmth in cold weather and absorb perspiration in the warm months. They can have a straight
cuff or knit wrist.

•

Leather Protector Gloves – Worn over rubber insulating gloves to help provide the mechanical
protection needed against cuts, abrasions, and punctures.

Classifications
Employees who work in close proximity to live electrical current may require a variety of electrically
insulating protective equipment.
Electrical safety gloves are categorized by the level of voltage protection they provide and whether or
not they’re resistant to ozone. Rubber is susceptible to the effects of the ozone, which can cause
cracking and compromise the integrity of the glove. Ozone cutting/checking is a series of interlacing
cracks produced by the action of ozone on rubber under mechanical stress.
If the gloves are used in an environment where the levels of ozone are high due to pollution, ozone
resistance is critical. Ozone resistance is covered by the "Type" designation. A Type I glove is not ozoneresistant; Type II is ozone-resistant.

Page 148 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

Gloves must be inspected for any damage before each day’s use. Gloves must also be inspected
immediately following any incident that may have caused damage. OSHA also requires that insulating
gloves be given an air test along with the inspection.
The air testing method is described in ASTM F496-14a Standard Specification for In-Service Care of
Insulating Gloves and Sleeves. The glove is filled with air, either manually or with a powered inflator,
and then checked for leakage. The leakage is detected by listening for escaping air or by holding the
glove against the tester’s cheek to feel for air that is escaping. In accordance with ASTM F496-14a,
gloves and sleeves should be expanded no more than 1.5 times their normal size for Type I, and 1.25
times normal for Type II during the air test. The procedure should then be repeated with the glove
turned inside out.
Since sleeves cannot be inflated, they should be inspected along the edge as they are rolled. Rolling will
stretch the sleeve along the edge, making cuts, tears, and ozone cutting more visible. After the outside
of the sleeve is inspected, the procedure should also be repeated with the sleeve turned inside out.
Before each use, gloves and sleeves should be inspected for holes; rips or tears; ozone, cutting/check, or
ultraviolet damage; and signs of chemical deterioration per ASTM F1236-14, Standard Guide for Visual
Inspection of Electrical Protective Rubber Products. Gloves and sleeves should also be examined to
determine if they show any damage as a result of chemical contamination, particularly from petroleum
products. The first sign of chemical exposure is swelling in the area of contamination. Should any glove
or sleeve be exposed to chemical contaminants or suspected of any other physical damage, they should
be retested per ASTM D120-14a requirements.
Testing
In addition to the daily inspection, OSHA requires electrical safety equipment to be subjected to periodic
electrical tests as specified in 29 CFR 1910.137(c)(2)(viii). Rubber insulating gloves must be tested
before first issue and every six months thereafter; upon indication that the insulating value is suspect;
after repair; and after use without protectors. If the insulating gloves have been electrically tested but
not issued for service, they may not be placed into service unless they have been electrically tested
within the previous 12 months.
An alternating glove color program is suggested to help ensure all gloves in use are in the proper test
cycle. This program creates a visual reminder of the proper test cycle by using one color for the first six
months and a different color for the following six months.
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Storage
To help ensure the integrity of the gloves and worker safety, gloves need to be stored properly when
not in use. Proper storage means that gloves must not be folded and need to be kept out of excessive
heat, sunlight, humidity, ozone, and any chemical or substance that could damage the rubber.

Foot Protection
Safety footwear shall be worn by all employees with regularly assigned duties at field locations, in shops,
and in warehouses. The following shall be adhered to:
•

Office workers and visitors who enter these areas on an infrequent basis will not be required to
wear foot protection provided they stay clear of the work being performed.

•

If required to be in the close proximity of the work, the work will be stopped while visiting the
area or safety footwear will be worn.

•

Shops, field locations, warehouses, and parts departments: Leather or equivalent boots, lace up
only, shall be worn.
o The boot must provide ankle protection and have soles designed to protect from
punctures with defined heels for climbing ladders.

•

Metatarsal guards will be worn when duties present a hazard of equipment or material crushing
the foot.

•

All safety footwear must meet ANSI Z41-1999 standards.

•

Client locations may require safety footwear to be worn by everyone; check with the local
supervisor for client requirements before visiting field locations.

Fall Protection
Personal fall protection is required when performing certain elevated jobs in excess of four feet above a
lower level and for all tasks while performing construction and repair related work elevated six feet or
more above a lower level. Consult the New Kent County Work at Height Program for specifics.

Monitoring
Supervisors and site managers monitor worksite tasks for changes in, or the introduction of new
hazards. If new hazards are discovered, they advise the Safety Manager who then conducts a hazard
assessment for appropriate PPE. The HR Safety Coordinator monitors the effectiveness of the PPE
Program and makes recommendations to management to improve the program.

Training
Employees who require or may need to wear PPE shall be properly trained and PPE must be fitted to
each affected employee. Training shall include:
•

When PPE is necessary

•

What PPE is necessary

•

How to properly don, doff, adjust, and wear PPE

•

The limitations of PPE
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•

Useful life and disposal of PPE

•

How to clean and maintain PPE in a sanitary and reliable condition

•

Reporting and replacing defective or damaged PPE, which shall NOT be used

Retraining
Retraining is required when:
•

The workplace changes, making the previous training obsolete;

•

The type of PPE changes; or

•

The employee demonstrates lack of use, improper use, or insufficient skill or understanding in
PPE selection, necessity, use, and limitations.

Documentation
Training shall be documented, and records kept in the employee’s personnel file. The training
certification shall include:
•

Name of employee(s) trained;

•

The dates of training; and

•

The certification subject.
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Appendix A: PPE Hazard Assessment

HAZARD ASSESSMENT FORM
For

New Kent County, New Kent VA
(Company Name) (City), (State)

Required by the Occupational Safety & Health Administration (OSHA)
Personal Protective Equipment Standard
(29 CFR 1910.132-138)
Prepared by: ______________________________________________________________
(Name)
________________________________________________________________________
(Company and Position)
_________________________________________________________________________
(Email Address)
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Pesticides and Herbicides
Emergency Numbers
Fire, Police, Ambulance Emergency: 911
Poison Information Center: 800-222-1222
Poison Information Centers are providers of immediate, free, and expert treatment advice and
assistance over the telephone in case of exposure to poisonous, hazardous, or toxic substances. Poison
Information Centers are toll-free and available 24 hours a day, 7 days a week, 365 days a year.

Animal Poison Control Center: 888-426-4435
The ASPCA Animal Poison Control Center is dedicated to helping animals exposed to potentially
hazardous substances by providing 24-hour veterinary diagnostic and treatment recommendations.

Roles and Responsibilities
Employees who apply pesticides shall:
•

Complete necessary training

•

Maintain certification

•

Report any problems that are encountered

•

Use appropriate personal protective equipment (PPE)

•

Complete all required records as required

•

Follow rules of application specific to the pesticide in accordance with the manufacturer’s
specifications

Supervisors who have employees who apply pesticides shall:
•

Ensure these individuals receive the necessary training and are appropriately certified

•

Maintain records as required

•

Provide PPE for employee use

•

Follow up on reported problems

•

Ensure waste pesticides are properly managed

Program
Pesticide means:
•

Any substance or mixture of substances intended for preventing, destroying, repelling, or
mitigating any pest;

•

Any substance or mixture of substances intended for use as a plant regulator, defoliant, or
desiccant;

•

Any nitrogen stabilizer; or
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•

Biorational products (e.g., microbials and botanicals).

The term “pesticide” does not include liquid chemical sterilant products.
When the need to apply a pesticide is determined, consideration shall be given to the following:
•

That the agent is effective for the pest

•

That the agent will not create a hazard for occupants of the area, unless the area has been
vacated

•

Potential impact on other buildings, crops, plants, or other animals (e.g., honeybees)

•

Environmental fate – where will the pesticide be carried by air, water, or on land?

The need for hazard mitigation, application of hazard controls, and use of PPE shall be ascertained
before use and application by completion of a written hazard assessment. Occupant safety, including
signage, re-entry times, and time of application shall be considered.
New Kent County (County) employees shall ensure that any pesticide being applied does not contact,
either directly or as spray drift, any worker or other person other than those trained and equipped as
pesticide handlers (40 CFR §170.210). Before beginning pesticide application, County employees shall
inform unprotected persons that they must leave the pesticide target site area and remain out of the
area until re-entry is permissible as indicated by the pesticide’s labeling.
Please refer to the separate New Kent County Parks and Recreation Nutrition Management Plan for
further information regarding the care of County parks.

Transportation
When transporting pesticides from a dealer/distributor or other location to a County facility or other
destination over a public road, an invoice or manifest that lists each pesticide and its quantity and a
safety data sheet (SDS) for each pesticide must be in the vehicle.
Whenever possible, transport pesticides in their original, labeled containers. When transporting
secondarily packaged amounts of premeasured pesticides on public roads, a manifest that lists each
pesticide and its quantity and an SDS for each pesticide must be in the vehicle.

Working Safely
Choose the least hazardous product for the task being performed. Keep the label intact and make sure
it is readable. Only use product as intended, and never use additional pesticide for an increased effect.
Wear appropriate personal protective equipment (PPE), such as gloves, long pants, boots, a face shield,
a hat, and goggles. The specific PPE ensemble used shall be in accordance with the manufacturerprovided SDSs. The SDSs for the County-used pesticides and herbicides are located in the Appendix B of
this document. After use, properly discard contaminated leather boots, shoes, and belts.
PPE shall be stored separate from personal clothing and apart from pesticide-contaminated areas.
Thoroughly clean all spills and isolate the spill area. Do not burn pesticides or pour them down a drain.
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Wash skin and change clothes after using a pesticide. Keep people away from the applied area until the
pesticide has dried. Clearly label treated surfaces where residue may remain.
Pesticide handlers who work alone, and handle pesticides labeled with skull and crossbones, shall be
monitored visually or by voice communication at least every two hours by the handlers’ supervisor or
Department Head.

Hazard Management
No persons shall store materials covered by this policy until a hazardous material management response
plan and an emergency response plan have been completed and approved by the authority having
jurisdiction.
An emergency response coordinator shall be designated on the emergency response plan. The
coordinator shall be responsible for implementing the emergency response plan and coordinating with
outside agencies.
Equipment and materials necessary for implementing the emergency response plan shall be available
and accessible. The emergency response plan and the hazardous material management response plan
shall be reviewed when facilities are modified, or biennially, whichever is more frequent.
Accumulation of combustible waste materials in pesticide storage areas shall be prohibited.
Leaking or damaged containers of pesticides shall be dealt with immediately by using overpacking,
repackaging, or other approved methods. Overpacked material shall be segregated and stored until
final disposition in accordance with the manufacturer’s instructions.

Storage
Pesticide storage shall be separated from food and personal contact items such as clothing, linens,
furniture, animal feeds, and animal health products by a liquid-tight wall. Buildings, or portions thereof,
in which pesticides are stored shall be constructed of noncombustible materials.
Pesticides shall be stored only on the first floor. Any other storage or occupancy in a basement below
the pesticide storage shall be approved by the authority having jurisdiction.
Indoor storage areas and buildings for the storage of pesticides shall be provided with emergency
mechanical exhaust ventilation, which shall be manually actuated upon detecting a spill, leak, or release.
The ventilation system shall be designed to do the following:
•

It shall maintain the pesticide concentration below the accepted human exposure levels, or for a
minimum of six air changes per hour, whichever method yields the higher number of air
changes.

•

The location of both the exhaust and inlet air openings shall be arranged to provide, as far as
practicable, air movements across all portions of the floor to prevent accumulation of toxic or
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flammable vapors. Air shall be exhausted from the room directly to the exterior of the building
without recirculation.
Smoking shall be prohibited in all storage areas containing pesticides. “No Smoking” signs shall be
placed conspicuously within storage areas and at all entrances to storage areas.
All pesticide storage areas shall be identified as such by a sign in accordance with NFPA 704, Standard
System for the Identification of the Hazards of Materials for Emergency Response.
Additionally, a sign that reads PESTICIDES in black 2-inch letters on a white background shall be posted.
These signs shall be located in accordance with the authority having jurisdiction and shall meet EPA
requirements.

Disposal
Employees who use pesticides while on the job shall properly dispose of the container and any residual
in accordance with the manufacturer’s guidelines. These guidelines may be found on the container’s
label or SDS.
Empty, unrinsed containers shall be treated as full containers.
Additionally:
•

If the guidelines are lost or otherwise unavailable, the manufacturer must be contacted.

•

If the manufacturer is out of business or can’t be located, contact Environmental Health and
Safety.

•

If the label is missing or the contents can’t be identified, Parks and Recreation shall manage the
substance as an “unknown” under the hazardous waste management program.

•

No waste pesticide may be discarded via the storm sewer system.

•

Aerosol cans that hold pesticides should be given to General Services for proper disposal.

Training
Applicators shall be trained in accordance with the County Hazard Communication Program and shall
review the details of the GHS-compliant SDSs. Department Heads are responsible for maintaining SDSs
and shall train their employees on their location and ensure access is always readily available.
Additionally, each applicator shall be trained in the processes of donning and doffing required PPE as
well as in the PPE’s uses and limitations and its storage and maintenance requirements. Each applicator
shall be trained in the use of each tool or piece of equipment used to apply pesticides and fertilizers.
County employees who apply any type of pesticide within (or on the lawns or ornamental plants
surrounding) a County building must have a valid limited-certification license.
A limited-certification license holder has no authority to provide direct supervision of any pesticide
handling task. Each person doing limited-certification pesticide work must have his or her own valid
limited-certification license.
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Recordkeeping
The following records shall be kept in accordance with the Virginia Department of Agriculture:
•

Employee training based on certification requirements

•

Certificates for licensed and certified applicators

•

Any necessary permits

•

Ancillary training for pesticide application – such as PPE

•

Application records

•

SDSs for the pesticides

•

Medical records for those individuals who are licensed pesticide applicators

References
•

The OSHA Hazard Communication Standard [29 CFR, Part 1910.1200]

•

The Worker Protection Standard for Agricultural Pesticides [40 CFR 170,122]

•

The Emergency Planning and Community Right-To-Know Act (EPCRA) of 1986 [Title III;
Superfund Amendments and Reauthorization Act (SARA)]

•

NFPA 434: 2002 – Storage of Pesticides

•

Federal Insecticide, Fungicide, and Rodenticide Act (FIFRA) 1996 [7U.S.C. §136 et seq.]

•

Virginia Pesticide Control Act
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Appendix A: Maps of Application Areas
Pesticide Application Map
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High School Football Field
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High School Practice Fields
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High School Softball and Baseball Fields
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Parks and Recreation Fields
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Quinton Park
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Courthouse Field
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Tree Trimming Operations
New Kent County (County) employees will only prune and trim trees and bushes as necessary.
Additional tree work may include:
•

Bush removal

•

Brush and branch cleanup

•

Removal of fallen trees to a maximum of 8” diameter branches and/or trunks

•

Felling trees to a maximum of 6” diameter

Responsibilities
The Department Head will be responsible for assessing the hazards and exposures that may require the
use of personal protective equipment (PPE), determining the type of equipment to be provided, and
purchasing the equipment. Input from managers, supervisors, and employees will be obtained and
considered in selecting appropriate equipment.
The Department Head/supervisor will be responsible for training employees in the use and proper care
of PPE, ensuring that all employees are assigned appropriate PPE, and ensuring that PPE is worn by
employees when and where it is required. Department Heads shall identify and provide client required
PPE to assigned personnel.
Employees are responsible for following all provisions of this program and related procedures. They are
expected to inspect, care for, and wear PPE when and where it is required.
Employees shall institute the following safety precautions:
•

Traffic Control:
o When tree maintenance operations are going to interrupt the flow of pedestrian or
vehicular traffic, effective means for controlling that traffic shall be instituted.
o A perimeter barrier shall be established to identify the work zone area. Signs, cones,
barricades, or traffic control officers should be used to redirect or control the
movement of pedestrians and vehicles outside of the work zone.
o Traffic control will be set up in accordance with the VDOT Virginia Work Area Protection
Manual requirements or in accordance with applicable public safety emergency
response operations.

•

Fire Protection:
o Gasoline powered equipment shall be refueled only when the engine is off.
o Spilled fuel must be removed before restarting.
o Keep other running equipment, smoking, and other ignition sources at least 10 feet
away from the refueling area.
o Refueling areas shall have a portable fire extinguisher located within reach.

•

Electrical Hazards:
o All overhead and underground electrical conductors and all communication wires and
cables shall be considered energized with potentially fatal voltages.
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o

Only qualified line-clearance arborists shall be assigned to work where an electrical
hazard exists in accordance with ANSI Z133.1 Section 5 and 29 CFR 1910.269 “Electric
Power Generation, Transmission, and Distribution”.

•

Climbing: Employees are NOT permitted to climb trees or other things to gain a higher level to
conduct tree maintenance.

•

Aerial devices: Such devices shall not be used by County employees.

•

Tree Trimming:
o All cut branches shall be removed from trees before completion of work.
o Pole pruners and pole saws, when hung, shall be securely positioned to prevent
dislodgement, and shall be removed when a tree care worker leaves a tree.
o Saw sheaths and scabbards and closed folding saws shall be hooked to the saddle when
not in use.
o A job briefing shall be held with all crew members before commencing work.
o Workers shall be positioned, and their duties organized so that the actions of one
worker will not create a hazard for any other worker.

•

Tools:
o Tools shall be used according to manufacturer’s operating and safety instructions.
o Tools will be maintained in serviceable condition, with handles that are tight-fitting,
properly shaped, and free of splinters or sharp edges.
o Tools shall be inspected daily before use and adjusted, repaired, or replaced if they are
unsafe or damaged.
o Pole tools with poles made of metal or other conductive material shall not be used
where electrical hazards exist.
o Chopping tools that have loose or cracked heads or splintered handles shall not be used.
o Chopping tools shall not be used while working aloft.
o Chopping tools shall be swung away from the feet, legs, and body, using minimum
forces practical for function and control using a secure grip, firm footing, and after
ensuring clearance of overhead hazards.
o Chopping tools shall not be driven as wedges or used to drive wedges.

•

Brush Chipping:
o Remove brush to a designated location for chipping, so that hazards are not created in
the tree cutting area.
o Brush and logs shall be fed into chippers, butt, or cut end-first from the side of the feed
table centerline, and the operator shall immediately turn away from the feed table
when the brush is taken into the rotor or feed rollers.
o The brush chipper discharge chute or cutter housing cover shall not be raised or
removed while any part of the chipper is turning or moving.
o Do not feed foreign materials such as stones, nails, sweepings, or rakings into chippers.
o Do not wear loose clothing, climbing equipment, body belts, or gauntlet-type gloves
during chipper operation.
o Do not place hands or other body parts into the infeed hopper. Use a long stick to assist
branches into the hopper.
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o
o
o

•

o

All enclosures and guards must be in place before using the equipment.
Workers shall not, under any circumstance, reach into the feed hopper of a chipper
unless the machine is turned off and locked out.
Towable equipment must be chocked or otherwise secured in place when detached
from the vehicle.
Housekeeping is vital around these machines to avoid trip hazards.

Trucks and Other Vehicles
o Logs and brush shall be securely loaded onto vehicles.
o Attention needs to be made to the weight of the vehicle and the load being placed onto
it. Overloading a vehicle can cause serious safety hazards. It will increase stopping
distance and negatively affect handling of the vehicle. A second trip or truck should be
used when needed to prevent overloading.
o Logs and brush shall not overhang the sides or obscure tail lights, brake lights, and
vision.
o Wood chips should not be left in a truck bed for an extended period of time to avoid
spontaneous combustion.

Gas Powered Chain Saws
•

When carrying a chainsaw, make sure the chain guard or scabbard is on and always walk with
the bar pointing behind you.

•

Before beginning work, clear the area of debris and obstructions that might cause you to trip
and fall or block your retreat path.

•

Ensure saw chains are properly adjusted; mufflers, chain breaks, and nose shielding devices are
in place and operational; and cutting edges are sharp and shaped properly.

•

Employees must wear appropriate PPE including: hearing, eye, and hand and body protection.

•

When being started, chainsaws shall be held firmly on the ground or otherwise held in a manner
that does not allow movement of the saw when pulling the handle and the chain brake shall be
engaged. Drop starting chainsaws is prohibited.

•

When a tree care worker is working in a tree or from a bucket of an aerial lift device, dropstarting a chain saw is permissible only after ensuring that the area below is not occupied.

•

The chainsaw shall be held with the thumbs and fingers of both hands encircling the handles
during operation.

•

Chainsaws shall be started at least 10 feet from the fueling area.

Before Starting the Chainsaw
•

Check controls, chain tension, and all bolts and handles to ensure they are functioning properly
and adjusted according to the manufacturer’s instructions.

•

Ensure the chainsaw engine is the appropriate size for the project.

•

Fuel the saw at least 10 feet away from ignition sources.

•

Check that all safety devices are working properly.

•

Do not operate a chainsaw that is damaged or has disengaged safety devices.

Page 172 of 193
Copyright 2020 J. J. Keller & Associates, Inc.

New Kent County Workplace Safety Manual

•

Look for nails, spikes, or other metal objects prior to cutting.

•

Clear away dirt, debris, small tree limbs, and rocks from the chainsaw’s path.

•

Never work alone.

•

Use proper PPE.

Operating the Chainsaw
•

Always follow the manufacturer’s instructions for chainsaw operation and maintenance.

•

Start the saw on the ground or another firm support with the brake engaged.

•

Keep both hands on the handles and maintain secure footing.

•

Plan where the object will fall; ensure that the fall area is free of hazards; and avoid felling an
object into other objects.

•

Plan the cut; watch for objects under tension; and use extreme care to bring objects safely to
the ground.

•

Be prepared for kickback; avoid cutting in the kickback zone and use saws that reduce kickback
danger (chain brakes, low kickback chains, guide bars, etc.).

•

Shut off or release throttle prior to retreating.

•

Shut off or engage the chain brake whenever the saw is carried more than 50 feet or across
hazardous terrain.

•

Take breaks as needed, as fatigue increases the risk for accident and injury.

•

Do not cut directly overhead.

Personal Protective Equipment (PPE)
New Kent County provides all PPE with the exception of safety boots/shoes. Employees are expected to
provide their own safety boots/shoes that comply with the foot protection provision of this document.
All personal protective clothing and equipment will be of safe design and construction for the work to be
performed. Only those items of protective clothing and equipment that meet National Institute of
Occupational Safety and Health (NIOSH) or American National Standards Institute (ANSI) standards will
be procured or accepted for use.
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Eye and Face Protection:
•

Eye protection, in accordance with ANSI Z87.1, shall be worn during all phases of tree
maintenance. A minimum of impact-resistant safety glasses with side shields shall be worn at all
times to protect against limbs, sticks, splinters, wood chips, saw dust, and other flying objects;
however, impact-resistant goggles are recommended.

Hearing Protection
The operation of gas-powered chain saws and
chippers requires hearing protection. Hearing
protective devices can prevent significant hearing
loss, but only if they are used properly.
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Head Protection
Head protection, in accordance with ANSI Z89.1, shall be worn during all tree trimming activities.

Hand Protection
Gloves are required to be worn when performing work which may expose the hands to extreme
temperatures, cuts and abrasions, or chemicals.

Foot Protection
Employees exposed to impact or compression hazards from objects falling or rolling onto their toes, or
weight pressing on their toes, shall use protective footwear with toe guards – either composite or steel
toe. The laces shall be tied at all times and kept short enough to avoid snagging. The boot is also
required to have a defined heel and adequate traction.

Leg Protection
Employees that will use a chainsaw are required to wear leg protection at all times the chain saw is in
operation. Leg protection shall be designed to be utilized as protection for chainsaws. Leg protection
should be adjusted for a snug fit and allow for them to be positioned correctly on the employees’ legs.
Always use these chaps in conjunction with all other required PPE.

Care for PPE
Employees will be responsible for the PPE assigned to them or used by them.
PPE will be regularly cleaned, inspected, and stored according to instructions given during the training
sessions or as directed by supervisors or managers. Defective or damaged PPE shall not be used.
Employees are to report any defective or damaged equipment to their supervisor for repair or
replacement.

Fall Protection
Personal fall protection is required when performing certain elevated jobs in excess of four feet above a
lower level and for all tasks while performing tree related work elevated six feet or more above a lower
level. Consult the New Kent County Work at Height Program for specifics.

Communication
Department Heads/supervisors may choose to use verbal communication, hand signals, or whistles for
communication if necessary.

Training
Employees who will be involved with tree trimming or felling shall be properly trained on the tools to be
used, safe work protocols, and the specific PPE ensemble to be employed while performing the tasks.
Supervisors shall ensure that all employees who are required to perform tree trimming operations are
trained prior to being directed to perform tree trimming operations.
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Retraining
Retraining is required when:
•

The workplace changes, making the previous training obsolete.

•

The type of PPE to be used changes.

•

The type of tools to be used changes.

•

When the employee demonstrates lack of use, improper use, or insufficient skill or
understanding in PPE selection, necessity, use, and limitations.

Documentation
Employee training records shall be documented, and include:
•

Name of employee(s) trained;

•

The dates of training; and

•

The certification subject.
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Trench and Excavation
This policy sets forth the official practices required for excavations made by New Kent County (County)
employees on county-owned property.

Responsibilities
County Administrator
The County Administrator, in counsel with the Director of Human Resources and the respective
Department Head, shall appoint one or more trench and excavation competent persons in writing.

Department Heads
Department Heads shall determine which employees within his/her department is required to receive
trench and excavation training. Human Resources shall select a training facility or use an in-house
qualified trainer to deliver the training.
Only trained personnel can be involved in working in or around trenches or excavations.

Competent Person
The County shall assign one or more trench and excavation competent persons in writing. A competent
person is a County employee one who is capable of identifying existing and predictable hazards in the
surroundings, or working conditions that are unsanitary, hazardous, or dangerous to employees, and
who has authorization to take prompt corrective measures to eliminate them. A competent person
should have and be able to demonstrate the following:
•

•

•

Training, experience, and knowledge of:
o Soil analysis;
o Use of protective systems; and
o Requirements of 29 CFR 1926 Subpart P.

Ability to detect:
o Conditions that could result in cave-ins;
o Failures in protective systems;
o Hazardous atmospheres; and
o Other hazards including those associated with confined spaces.

Authority to take prompt corrective measures to eliminate existing and predictable hazards and
to stop work when required.

A competent person for trenching and excavations shall have the following duties:
•

Classifying soil and rock deposits, by both visual analysis and by testing, to determine
appropriate protection, as well as re-classifying, if necessary, based on changing conditions. All
soils in New Kent County are classified as Class C.

•

Determining cave-in potential to assess need for shoring or other protective systems.
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•

Inspections prior to entry and authorizing immediate removal of employees from the hazardous
area where evidence of possible cave-in, failure of protective systems, hazardous atmospheres,
or other hazardous conditions exists.

•

Monitoring water removal equipment and operations.

•

Removal of workers if conditions dictate.

•

Atmospheric testing.

•

Inspecting excavations subject to runoff from heavy rains to determine need for diversion
ditches, dikes, or other suitable protection.

•

Examining damaged material or equipment used for protective systems to determine its
suitability for continued use.

•

Determining the appropriate slope of an excavation to prevent collapse due to surcharge loads
from stored material or equipment, operating equipment, adjacent structures, or traffic, and
ensuring that such slope is achieved.

County Employees
County employees shall not enter a trench or excavation unless they have received the required training
and the space has been inspected and cleared by a County-assigned competent person.

Procedures
Utilities and Pre-work Site Inspection
The location of underground installations shall be determined before excavation. The working Foreman
shall contact VA811 by dialing 811 or 1-800-552-7001 at least three working days (excluding weekends
and legal holidays) before beginning any digging project or three hours for an emergency excavation.
The Miss Utility reference number shall be maintained as a reference for one year.
Hand digging shall be performed whenever within 3 feet of a known or suspected utility. Trench and
excavation activities shall be performed in a manner that does not endanger the underground
installations or the employees engaged in the work. Utilities left in place shall be protected by
barricades, shoring, suspension, or other means as necessary to protect employees.

Protection of the Public
Barricades, walkways, lighting and posting shall be provided as necessary for the protection of the public
prior to the start of excavation operations.
Guardrails, fences, or barricades shall be provided on excavations adjacent to walkways, driveways, and
other pedestrian or vehicle thoroughfares. Warning lights or other illumination shall be maintained as
necessary for the safety of the public and employees from sunset to sunrise.
Wells, holes, pits, shafts, and all similar hazardous excavations shall be effectively barricaded or covered
and posted as necessary to prevent unauthorized access. All temporary excavations of this type shall be
backfilled as soon as possible.
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Protection Against Falls
Walkways or crossings shall be protected by standard guardrails or railings shall be provided where
employees and the general public are permitted to cross over excavations. Where workers in the
excavation may pass under these walkways or bridges, a standard guardrail and toe board shall be used.

Protection of Workers in Excavations
Employees are not allowed in the trench or excavation while a machine is digging or backfilling unless
determined by a competent supervisor on-site that the employee can remain at a safe distance from the
excavation.
Access and Means of Egress
Stairs, ladders, or ramps shall be provided where employees are required to enter trench excavations
over 4 feet deep. The maximum distance of lateral travel (e.g., along the length of the trench) required
to reach the means of egress shall not exceed 25 feet.
Structural Ramps
Structural ramps used solely by employees as a means of access or egress from excavations shall be
designed by a competent person. Structural ramps used for access or egress of equipment shall be
designed by a person qualified in structural design and shall be constructed in accordance with the
design.
Ramps and runways constructed of two or more structural members shall have the structural members
connected together to prevent movement or displacement.
Structural members used for ramps and runways shall be of uniform thickness.
Cleats or other appropriate means used to connect runway structural members shall be attached to the
bottom of the runway or shall be attached in a manner to prevent tripping.
Structural ramps used in place of steps shall be provided with cleats or other surface treatments on the
top surface to prevent slipping.
Ladders
When portable ladders are used, the ladder side rails shall extend a minimum of 3 feet above the upper
surface of the excavation.
Ladders shall have nonconductive side rails if work will be performed near exposed energized
equipment or systems.
Two or more ladders, or a double-cleated ladder, will be provided where 25 or more employees will be
conducting work in an excavation where ladders serve as the primary means of egress, or where ladders
serve two-way traffic.
Ladders will be inspected prior to use for signs of damage or defects. Damaged ladders will be removed
from service and marked with “DO NOT USE” until repaired.
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Ladders shall be used only on stable and level surfaces unless secured. Ladders placed in any location
where they can be displaced by workplace activities or traffic shall be secured, or barricades shall be
used to keep these activities away from the ladder.
Non-self-supporting ladders shall be positioned so that the foot of the ladder is one-quarter of the
working length away from the support.
Employees shall not be allowed to carry any object or load while on the ladder that could cause them to
lose their balance and fall.
Exposure to Vehicular Traffic
Employees exposed to vehicular traffic shall adhere to the latest VDOT specifications for traffic control
including signage, safety vests, etc.
Employee Exposure to Falling Loads
No employee shall be permitted underneath loads (or where loads may fall) handled by lifting or digging
equipment. Employees shall be required to stand away from any vehicle being loaded or unloaded to
avoid being struck by any spillage or falling materials. Operators may remain in the cabs of vehicles
being loaded or unloaded when the vehicles provide adequate protection for the operator during
loading and unloading operations.
Warning System for Mobile Equipment
A warning system shall be used when mobile equipment is operated adjacent to the edge of an
excavation if the operator does not have a clear and direct view of the edge of the excavation. The
warning system shall consist of barricades, hand or mechanical signals, or stop logs. If possible, the
grade should be away from the excavation.
Hazardous Atmospheres
The atmosphere shall be tested for air contaminants (oxygen, flammable gases, etc.) in excavations over
4 feet deep or if a hazardous atmosphere exists or could reasonably be expected to exist. A hazardous
atmosphere could be expected, for example, in excavations in landfill areas, in excavations in areas
where hazardous substances are stored nearby, or in excavations near or containing gas pipelines.
Adequate precautions shall be taken to prevent employee exposure to atmospheres containing less than
19.5 percent oxygen and other hazardous atmospheres. These precautions include providing proper
respiratory protection or forced ventilation of the workspace. Forced ventilation will be provided where
necessary to ensure the atmosphere is safe.
When controls are used that are intended to reduce the level of atmospheric contaminants to
acceptable levels, continuous air monitoring will be performed. Atmospheric testing will be performed
using a properly calibrated direct reading gas monitor. The device used for atmospheric monitoring
shall be equipped with an audible and visual alarm.
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Personal Protective Equipment
All employees working in trenches or excavations shall wear approved hard-hats and steel-toed shoes or
boots with a defined heel.
Employees exposed to flying fragments, dust, or other materials produced by drilling, sawing, sanding,
grinding, and similar operations shall wear approved safety glasses with side shields.
Employees exposed to hazards produced by, or performing, welding, cutting, or brazing operations shall
wear approved spectacles or a welding face shield or helmet.
Employees entering bell-bottom pier holes or other similar deep and confined footing excavations shall
wear a harness with a lifeline securely attached to it. The lifeline shall be separate from any line used to
handle materials and shall be individually attended at all times while the employee wearing the lifeline is
in the excavation.
Employees shall wear approved gloves or other suitable hand protection.
Employees using, or working in the immediate vicinity of, hammer drills, masonry saws, jackhammers, or
similar high noise producing equipment shall wear suitable hearing protection.
Each employee at the edge of an excavation 6 feet deep or more shall be protected from falling. Fall
protection shall be provided by guardrail systems, fences, or barricades.
Protection from Hazards Associated with Water Accumulation
Employees shall not work in excavations that contain or are accumulating water unless precautions have
been taken to protect employees against the hazards posed by water accumulation. The precautions
taken must include inspection by a competent person before work begins, special support or shield
systems to protect from cave-ins, water removal to control the level of accumulating water, or the use
of safety harnesses and lifelines.
If water is controlled or prevented from accumulating by the use of water removal equipment, the
water removal equipment and operation shall be monitored by a competent person trained in the use of
the equipment.
If excavation work interrupts the natural drainage of surface water (such as streams), then diversion
ditches, dikes, or other suitable means shall be used to prevent surface water from entering the
excavation. Precautions shall also be taken to provide adequate drainage of the area adjacent to the
excavation.
The competent person shall inform workers of the precautions or procedures that are to be followed if
water accumulates or is accumulating in an excavation.
Stability of Adjacent Structures
The competent person will determine if the excavation work could affect the stability of adjoining
buildings, walls, sidewalks, or other structures.
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Support systems (such as shoring, bracing, or underpinning) shall be used to ensure the stability of
structures and the protection of employees where excavation operations could affect the stability of
adjoining buildings, walls, or other structures.
Excavation below the level of the base or footing of any foundation or retaining wall that could be
reasonably expected to pose a hazard to employees shall not be permitted.
Protection of Employees from Cave-In, Falling Objects, and Loose Rocks
All excavations are hazardous because they are inherently unstable. If they are restricted spaces, they
present the additional risks of oxygen depletion, toxic fumes, and water accumulation. If you are not
using protective systems or equipment while working in trenches or excavations at your site, then you
are in danger of suffocating, inhaling toxic materials, fire, drowning, or being crushed by a cave-in.
The different types of protective systems include the following:
•

Sloping involves cutting back the trench wall at an angle inclined away from the excavation.

•

Shoring requires installing aluminum hydraulic or other types of supports to prevent soil
movement and cave-ins.

•

Shielding protects workers by using trench boxes or other types of supports to prevent soil
cave-ins.

Examples of Trench Sloping and Shielding
Pre-job planning is very important to prevent these types of accidents when trenching. In other words,
safety cannot be improvised as the work progresses.
The following concerns must be addressed by a competent person:
•

Evaluate soil conditions and select appropriate protective system

•

Construct protective systems in accordance with the standard requirements

•

Pre-plan: contact utilities (gas, electric) to locate underground lines

•

Plan for traffic control, if necessary

•

Determine proximity to structures that could affect your choice of protective system

•

Test for low-oxygen, hazardous fumes, and toxic gas, especially when gasoline engine-driven
equipment is running, or the dirt has been contaminated by leaking lines or storage tanks
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•

Provide safe access into and out of the excavation

•

Inspect the site daily at the start of each shift, following a rainstorm, or after any other hazardincreasing event

Adequate protection shall be provided to protect employees from loose rock or soil that could pose a
hazard by falling or rolling from an excavation face. Such protection shall consist of:
•

Scaling to remove loose material;

•

Installation of protective barricades, such as wire mesh or timber, at appropriate intervals on
the face of the slope to stop and contain falling material; or

•

Benching sufficient to contain falling material.

Excavation personnel shall not be permitted to work above one another where the danger of falling rock
or earth exists.
Employees shall be protected from excavated materials, equipment, or other materials that could pose a
hazard by falling or rolling into excavations.
Protection shall be provided by keeping the toe or base of piles of such materials or equipment a
minimum of 2 feet from the edge of excavations.
Materials and equipment may, as determined by the competent person, need to be stored further than
2 feet from the edge of the excavation if a hazardous loading condition is created on the face of the
excavation.
Materials piled, grouped, or stacked near the edge of an excavation must be stable and self-supporting.
The devices should be used while in good repair and maintenance. If damaged, they must be inspected.
Employees should be protected from hazards of falling, rolling, or sliding materials or equipment.
Shields should not be subjected to excessive forces and will be installed to protect employees from
lateral loads. Employees are restricted from being in the shield when installing or removing. The shield
must be designed to resist calculated trench forces.
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Soil Types
Soil classifications must be determined by
testing and protective systems designed
according to soil classifications.
•

The most stable type of soil is
Type A. It is dense, heavy, and
consists primarily of clay.

•

Type B has a medium level of
stability and is made of soils such
as silt, sandy loam, and medium
clay.

•

The least stable soil is Type C,
which consists of gravel, loamy
sand, and soft clay.

Using the following categories, soil is classified into different types, which determine the kind of cave-in
protection required. Only a competent and trained person can determine the soil type by using these
classifications. Additionally:
•

Grain sizes are usually classified into four types: gravel, sand, silt, and clay. Gravel is the least
stable and clay is the most stable.

•

Saturation is the amount of water that the soil is currently holding. Complete saturation is much
less stable than soil that is only slightly damp. However, soil with no water content is unstable.

•

Cohesiveness is a test that determines how well the soil sticks together. The more it sticks
together, the more stable the trench walls will be. The field test usually consists of rolling the
soil in your hand into the shape of a worm and observing how and when it separates.

•

Unconfined compressive strength determines how much weight per square foot the soil can
withstand. This will determine how easily the soil will shear and cave in.

Daily Inspection
The competent person shall conduct daily inspections of excavations, adjacent areas, and protective
systems for evidence of a situation that could result in possible cave-ins, failure of protective systems,
hazardous atmospheres, or other hazardous conditions. An inspection shall be conducted by the
competent person prior to the start of work and as needed throughout the shift. Inspections shall also
be made after every rainstorm or other hazard increasing occurrence. These inspections are only
required when the trench will be or is occupied by employees.
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Where the competent person finds evidence of a situation that could result in a possible cave-in, failure
of protective systems, hazardous atmosphere, or other hazardous conditions, exposed employees shall
be immediately removed from the hazardous area until precautions have been taken to assure their
safety.
There shall be a written log of all inspections conducted. This log shall include the date, work site
location, results of the inspection, and a summary of any action taken to correct existing hazards.

Training
All employees involved in trenching or excavation work shall be trained in the requirements of this
program and regulatory requirements. Training shall be performed before the employee is assigned
duties in or near excavations.
Retraining will be performed whenever a Department Head indicates that an employee does not have
the necessary knowledge or skills to safely work in or around excavations.
Training records shall include the date(s) of the training program, the instructor(s) of the training
program, a copy of the written material presented, and the names of the employee(s) to whom the
training was given.
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Appendix A: Definitions
Bell-bottom pier hole means a type of shaft or footing excavation, the bottom of which is made larger
than the cross section above to form a bell shape.
Benching (Benching system) is a method of protecting employees from cave-ins by excavating the sides
of an excavation to form one or more horizontal steps, usually with vertical or near-vertical surfaces
between levels.
Cave-in means the movement of soil or rock into an excavation, or the loss of soil from under a trench
shield or support system, in amounts large enough to trap, bury, or injure and immobilize a person.
Competent Person means the person(s) assigned by the employer (the company creating the
trench/excavation) who is, by way of training and/or experience knowledgeable of applicable standards,
capable of identifying existing and predictable hazards in the surroundings or working conditions which
are unsanitary, hazardous, or dangerous to employees, and who has authorization to take prompt
corrective measures to eliminate them.
Cross braces mean the horizontal members of a shoring system installed from side to side of the
excavation. The cross braces bear against either uprights or wales.
Excavation means any man-made cut, cavity, trench, or depression in an earth surface formed by earth
removal.
Faces or sides mean the vertical or inclined earth surfaces formed as a result of excavation work.
Failure means the movement or damage of a structural member or connection that makes it unable to
support loads.
Hazardous atmosphere means an atmosphere that is explosive, flammable, poisonous, corrosive,
oxidizing, irritating, oxygen-deficient, toxic, or otherwise harmful, which may cause death, illness, or
injury.
Health Safety Officer means the individual at County responsible for developing and implementing this
program, conducting unannounced work site inspections, and ensuring that the departments comply
with the program requirements.
Protective system means a method of protecting employees from cave-ins, from material that could fall
or roll from an excavation face into an excavation, or from the collapse of adjacent structures.
Protective systems include support systems, sloping and benching systems, shield systems, and other
systems that provide the necessary protection.
Ramp means an inclined walking or working surface that is used to gain access to one point from
another. A ramp may be constructed from earth or from structural materials such as steel or wood.
Sheeting means the members of a shoring system that retain the earth in position and in turn are
supported by other members of the shoring system.
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Shield (Shield system) means a structure used in an excavation to withstand cave-ins and which will
protect employees working within the shield system. Shields can be permanent structures or portable
units moved along as work progresses. Shields used in trenches are usually referred to as “trench
boxes” or “trench shields.”
Shoring (Shoring system) means a structure that is built or put in place to support the sides of an
excavation to prevent cave-ins.
Sloping (Sloping system) means sloping the sides of the excavation away from the excavation to protect
employees from cave-ins. The required slope will vary with soil type, weather, and surface or near
surface loads that may affect the soil in the area of the trench (such as adjacent buildings, vehicles near
the edge of the trench, and so forth).
Stable rock means natural solid mineral material that can be excavated with vertical sides that will
remain intact while exposed.
Structural ramp means a ramp built of steel or wood, usually used for vehicle access. Ramps made of
soil or rock are not considered structural ramps.
Support system means a structure such as underpinning, bracing, or shoring, which provides support to
an adjacent structure, underground installation, or the sides of an excavation.
Trench (Trench excavation) means a narrow excavation (in relation to its length) made below the
surface of the ground.
Trench box or shield - See “Shield”.
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Vehicle Safety and Driving
Introduction
The purpose of this policy is to ensure the safety of pedestrians and those individuals who drive any
vehicle for the purpose of conducting New Kent County (County) business and to provide guidance on
the proper use of county-owned vehicles.
Vehicle accidents are costly to our county, but more importantly, they may result in injury to you or
others. It is each driver’s responsibility to operate vehicles in a safe manner and to drive defensively to
prevent injuries and property damage. As such, we endorse all applicable state, federal, and local motor
vehicle regulations relating to driver responsibility.
We expect each driver to drive in a safe and courteous manner. The attitude you take when behind the
wheel is one of the most important factors in driving safely.
Failure to comply with the provisions of this policy may result in disciplinary action up to and including
termination of employment.

County-Owned Vehicles and Drivers of County-Owned Vehicles
County-Owned Vehicle Driver Safety Rules
•

County-owned vehicles are to be used for business purposes only.

•

Each vehicle operator is required to perform a walk-around safety check of the vehicle prior to
operation. Contact your supervisor for one-on-one training regarding vehicle inspections.

•

While driving a County-owned vehicle, drivers are required to obey all federal, state, and local
motor vehicle laws.

•

The driver and all vehicle occupants are required to wear seat belts, even if air bags are
available.

•

No driver shall operate any County-owned vehicle when his or her ability to do so safely has
been impaired by alcohol, drugs (whether prescribed or not), illness, fatigue, injury, or any other
circumstance which could result in impaired driving.

•

Using any mobile device while driving a County-owned vehicle is prohibited. Except in the
situation where operator of emergency vehicles are engaged in performance of official duties.

•

No unauthorized personnel are allowed to operate or ride in County-owned vehicles.

•

The use of tobacco products, including e-cigarettes, is prohibited in County-owned vehicles.

•

Drivers are responsible for the security of County vehicles assigned to them. Vehicle doors
locked whenever the vehicle is left unattended. All County property inside of the vehicle is the
employee’s responsibility.

•

Drivers are responsible for any fines, parking expenses, and automated citations (e.g., red-light
camera tickets).

•

Head lights shall be used in low light and low visibility conditions.

•

Radar detectors are strictly prohibited in County vehicles. Drivers are to drive at the speed of
traffic but never to exceed the posted speed limit.
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County-Owned Vehicle Driver Qualifications
Anyone who may hold a position which requires that they drive a County-owned vehicle to perform
their job duties will be subject to the following requirements in addition to the County’s standard hiring
requirements:
•

Motor vehicle record (MVR) review – standards are defined by our insurance company, who
makes the sole determination regarding a candidate’s insurability. Should an individual fail to
satisfy the insurance company’s requirements for insurability, that individual will be prohibited
from holding a position which requires that they drive any vehicle for County business.

•

All drivers must be at least 18 years of age.

County-Owned Vehicle Driver Criteria and Administration
Drivers must have a valid and current Virginia driver’s license and current auto insurance to operate a
County vehicle.
MVRs will be obtained on all drivers prior to employment and is continually monitored thereafter. A
driving record that fails to meet the criteria stated in this policy or is considered to be in violation of the
intent of this will result in a loss of the privilege of driving a County vehicle. In these cases, the
employee will be transferred to a position which does not require driving any vehicle for County
business. If no such position is available, the employee may be terminated.
Employees are expected to drive in a safe and responsible manner and to maintain a good driving
record. The County is responsible for reviewing records, including accidents and moving violations, to
determine if an employee’s driving record indicates a pattern of unsafe or irresponsible driving, and to
make a recommendation to County Administration for suspension or revocation of driving privileges.
Driving records must indicate under three accidents and/or moving violations.

County-Owned Vehicle Driver Guidelines and Reporting Requirements
County-owned vehicles are to be driven by authorized employees only, except in case of repair testing
by a mechanic.
Any employee who has a driver’s license revoked, suspended, or otherwise modified in any way shall
immediately discontinue operation of the County vehicle and notify his or her supervisor of the
revocation/suspension. If immediate notification is not feasible, the employee must provide notification
no later than 9 a.m. eastern time on the first business day following the revocation/suspension. Failure
to do so may result in disciplinary action, including termination of employment.
All accidents in County vehicles, regardless of severity, must be reported to the police and to the
Department Head. Accidents are to be reported immediately either from the scene, during the same
day, or as soon as practicable if immediate or same day reporting is not possible.
Drivers must report, to Management, all ticket violations received during the operation of a County
vehicle by close of business on the day of the incident.
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County-Owned Vehicle Accident Procedures
Drivers are required to follow the following procedure in the event of a vehicle accident:
•

Call for medical aid if necessary.

•

Move vehicles to a safe location, out of the way of traffic, if possible.

•

Call the police. All accidents, regardless of severity, must be reported to the police.

•

Take pictures of the damage to all vehicles and the scene, if appropriate.

•

Record names and addresses of driver, witnesses, and occupants of the other vehicle(s) and any
medical personnel who may arrive at the scene.

•

Pertinent information to obtain includes:
o License plate number of the other vehicle(s)
o License number of other driver(s)
o Insurance company names and policy numbers of other vehicles
o Make, model, and year of other vehicles
o Date and time of accident
o Overall road and weather conditions

Do not discuss the accident with anyone at the scene except the police. Do not accept any responsibility
for the accident. Do not argue with anyone.
Provide the other party with your name, address, driver’s license number, and insurance information.
Immediately report the accident to the County and your supervisor. Provide a copy of the accident
report and/or your written description of the accident to the County as soon as possible.

County-Owned Vehicle Road Observations
Conveying the image that the County is a safe and responsible organization to our customers and to the
general motoring public is critically important. Drivers have the most direct influence on this image,
since they are the County’s most visible public representatives.
In order to maintain and enhance our County’s image, drivers for the County are expected to drive in a
defensive manner and exercise road courtesy at all times. Reported road observations that are either
phoned in or written are taken seriously.
A reported negative road observation (NRO) has an adverse impact on the County’s image. Reports of
drivers operating in aggressive, careless, or reckless manners shall be investigated. If found to be
accurate, they are recorded in the driver’s Safety Performance File.
Drivers involved in repeated NROs over a span of time are demonstrating a pattern of unacceptable
driving behavior contrary to County policy. Such drivers will be subject to disciplinary action as
described in the employee handbook.
A record of all reported NRO and positive road observation (PRO) incidents shall be entered in the
driver’s employee file. All NRO/PRO entries shall include the following information:
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•

Date and time of the observation

•

Name of individual reporting the observation, address, and phone number (if given)

•

The original letter (if the NRO was in written form)

•

A written report by the County personnel who conducted the investigation

•

A brief description of driving behavior observed

Drivers of Personal Vehicles Conducting County Business
(Including driving personal vehicles between work locations)

Personal Vehicle Driver Safety Rules
1. While driving personal vehicles for the purpose of conducting County business, drivers are
required to obey all federal, state, and local motor vehicle laws.
2. The driver and all vehicle occupants are required to wear seat belts, even if air bags are
available. The driver is responsible for ensuring that passengers are wearing safety belts.
3. No driver shall operate any vehicle for the purpose of conducting County business when his or
her ability to do so safely has been impaired by alcohol, drugs (whether prescribed or not),
illness, fatigue, injury, or any other circumstance which could result in impaired driving.
4. Use of any mobile device while driving for County business is prohibited.
5. The County is not responsible for payment of any fines or citations that an employee may incur
while driving any vehicle for County business.
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Personal Vehicle Driver Criteria and Administration – All Others
All other employees who may drive a personal vehicle for County business must have a valid and current
Virginia driver’s license and must hold comprehensive insurance coverage.
The County does not provide liability insurance for employees who use their own vehicles for County
business. Employees who use their personal vehicles for County business are responsible for all liability
resulting from the use of their vehicles.

Personal Vehicle Driver Guidelines and Reporting Requirements
While driving on County business, including driving between work locations, drivers must report any
accidents, regardless of severity, to the police and to the County. Accidents are to be reported
immediately from the scene, during the same day, or as soon as practicable if immediate or same day
reporting is not possible.

Personal Vehicle Driver Accident Procedures
We strongly recommend that Personal Vehicle drivers abide by the following procedure in the event of a
vehicle accident:
1. Call for medical aid if necessary.
2. Move vehicles to a safe location, out of the way of traffic, if possible.
3. Call the police.
4. Take pictures of the damage to all vehicles and the scene, if appropriate.
5. Record the following information:
•

Names and addresses of driver, witnesses, and occupants of the other vehicle(s) and any
medical personnel who may arrive at the scene

•

License number of other drivers

•

License plate numbers of other vehicles

•

Insurance company names and policy numbers of other vehicles

•

Make, model, and year of other vehicles

•

Date and time of accident

•

Overall road and weather conditions

Do not discuss the accident with anyone at the scene except the police. Do not accept any responsibility
for the accident. Do not argue with anyone.
Provide the other party with your name, address, driver’s license number, and insurance information.

Operation of Emergency Vehicles
Refer to your departmental policy for standard operating procedures and required training.
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