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	I. WORKPLACE ENVIRONMENT AND SAFETY


Mid-Atlantic Realty Management is committed to maintaining an injury free workplace.   You can contribute a great deal to this effort by being alert to, recognizing and reporting potential hazards in and around your work area and by observing the safety policies that follow:

1. Do not use drugs or alcohol prior to being or while on the job, including when your job requires you to be on 24 hour emergency call.

2. Immediately report any accidents which occur while on the job.

3. Wear seat belts at all times while traveling by car on Company-approved business.

4. Keep your work area clean and neat at all times.

5. Do not remove or bypass any safety guards on any machinery at any time.

6. All machinery and electrical panels must be de-energized and locked out before beginning repair or maintenance.

7. Use the appropriate safety equipment for the task you are completing.  Ask your supervisor if you need additional equipment or instruction to get a job completed safely.

8. Lift with your legs, not your back and get assistance from a fellow Associate when lifting loads over 20 lbs. or at your discretion.

In the interest of maintaining an injury-free environment, your supervisor needs to know if you have any physical or mental conditions that could restrict or limit your ability to perform the essential functions of your job.  If there is reason to believe that you are not fully capable of performing the essential functions of your job, Mid-Atlantic reserves the right to ask you to take a company paid physical examination or to provide a doctor’s statement of your condition and limitations, if any, as a condition of continued employment.

	II. RECOGNIZING HAZARDS


Everyone faces two types of hazards on and off the job. The first type comes from the tools you hold in your hands. In your job you may use pneumatic drills, power staplers, circular saws and other hand held tools. These tools can cause serious injuries. The second type of hazard involves heights. When you get up on a ladder or walk on a scaffold, an accident becomes much more serious than when on the ground. Falls are second only to traffic accidents as a cause of accidental death in the United States.

The safeguards are well known by experienced workers, supervisors and managers in the work area. Some people, however, bend the rules a little now and then, or they forget. Whenever you are making a repair either at work or home, never neglect to take the ordinary and special precautions necessary to avoid injuries.
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	A. Using Tools Safely


The basic rules for using tools safely are the same, no matter what kind of tool is involved. When a jackhammer is used instead of a hammer, or a band saw is used instead of a hand saw, the possibility of injury becomes greater and the rules become more complicated. The more power, size or weight a tool has, the greater the potential for injury. Still, everything that is true about using hand tools safely is just as true about using portable power tools safely. The basic rules of safety apply to all tools and to all workers who use them.

	B. Hand Tools


There are five causes for most accidents with hand tools. They are listed as follows:

· The tool is defective

· It is the wrong tool for the job

· It is being used incorrectly

· It has not been maintained properly

· It is in the wrong place

Defective Tools
Some tools are "born" defective and others are made defective. If you have ever taped up or wired a split handle, you know what it means to make a tool defective. The quick repair is sometimes more convenient than buying another tool or replacing a handle. But a lot of people have been injured by quick repairs.

A good tool can also be made defective by trying to make it do a little more than it was designed to do. For example, a wrench with a “cheater” added. A cheater is a length of pipe slipped over the wrench handle to increase leverage. Wrench handles are designed to provide the maximum safe leverage. If the wrench you have will not do the job, get a bigger wrench, not a cheater. If you use a cheater and the nut or bolt suddenly breaks off, the result can be a mashed hand or a broken arm or leg. If you use a cheater, you are the one who is likely to be cheated.

Wrong Tool
It is tempting to use the wrong tool when the right one is not handy. The wrong screwdriver may damage the screw head or the threads, but it drives the screw home. The wrong wrench may damage the points on the nut or bolthead, but it does the job. However, if the wrench slips, your hands may slip with it. If the screwdriver slips, it can bruise your knuckles or puncture your skin. The tool can also be damaged and the next time you want to use the tool for its proper purpose, you may find it so damaged that you cannot use it.

Incorrect Use
It is possible to use the right tool in the wrong way. A good example is the adjustable wrench. Such a wrench should always he used so the fixed jaw exerts most of the force. The movable jaw cannot withstand as much force as fixed jaw and the wrench can slip or break without warning.

Whatever kind of wrench you are using, always try to pull it toward you instead of pushing it away. If you push it and it slips or if the nut suddenly turns, you may be thrown off balance and injured. If you are up on a ladder when this happens, the injury can be very serious.

Improper Maintenance
All tools should be inspected before they are used to make sure they are in safe operating condition. Handles must be intact and securely attached. Guards and safety devices must be in working order.

Chisels, punches and drills are tools for cutting holes in materials. These tools become dangerous when their cutting edges are dull or their striking surfaces are deformed.

Cutting surfaces should be grounded and dressed. They should be sharp. Sharp tools do the job better and are less likely to slip when they are used.

When either the cutting edge or the striking surface of a tool becomes deformed, bits of metal can break off and fly about like bullets when the tool is used. Watch out for them and do not use them. Even when a tool has been properly maintained, protect yourself from injury by wearing safety glasses or a full-face shield.

Wrong Place
A good saw, knife, chisel, punch, awl or screwdriver is sharp. Its sharpness makes it dangerous. Any hazard that is necessary for the proper operation of a tool is called a built-in hazard. If you put a tool with a built-in hazard in the wrong place, it can injure you or someone else.

When you put sharp tools in your toolbox, place them carefully. When you take them out, do not set them down where others can trip over them, step on them, bump them or cover them with something else.

Always carry a sharp tool in a pouch or in a sheath attached to your belt. If you stick a screwdriver or a chisel in your pocket and then bump into someone or something, you can drive the screwdriver into your leg. If you reach for a sharp tool without looking, you can hurt yourself with it. Protective pouches and sheathes do more than protect the sharp edges and points of your tools--they also protect you.
	C. Electric-Powered Hand Tools


There are two kinds of hazards associated with electric power tools--mechanical and electrical.

Mechanical hazards. The cutting element of an electrical tool (the bit, blade, disk, grinding wheel or other element) is very sharp and moves very fast. Electric tools should not be used unless all their guards and covers are in place.

Circular saws and portable grinders have guards to reduce the hazard from flying chips. The guards also protect the operator from coming into accidental contact with the blade or wheel. Also be sure to wear safety glasses or goggles with side shields.

Be especially careful when using electric tools with spinning chucks or shafts. They can catch and entangle your sleeves, your hair, your fingers and other parts of your body or clothing.

Electrical hazards. The chief electrical danger in using power tools is the short circuit. When a short circuit occurs, the handle or case of the tool comes into contact with the power source. Electricity takes any path available to the ground. If the tool has not been properly grounded, one path to the ground is through the body of the worker holding the tool. The result may be only a mild shock, but it might also be a serious burn or even a fatal jolt of electricity.

A properly wired tool has three wires in the line cord. One of these wires is a grounding wire connected to the metal housing of the drill. If there is a short circuit to the housing of the drill, this wire carries the current to the ground. The fuse blows, the circuit trips, but the worker feels nothing.

Some electric tools with only two wires have double insulation. They have an extra layer of insulation to isolate all parts of the wiring from any possible connection to the worker. The cases, frames and switches of these tools are made of materials that do not conduct electricity.

Tools with double insulation are the only two-wired electric tools that can be used safely. They should be plainly labeled to show they are double-insulated or be marked with a double square.

Many electric tools have a safety feature called a "dead man" control or switch. This switch automatically cuts off the power when the pressure of the operator's hand or finger is removed.

Special Precautions. When you use electric power tools, follow these safety rules. If you do, your chances of being injured will be reduced:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
· All power tools should be inspected, serviced, repaired and maintained to make them safe as well as efficient.

· Before using a power tool, check all the guards, the case, the line cords, extension cords, hoses and accessories.

· Report any damage or defects to your supervisor.

· Turn in the tool if it is damaged or defective or repair it yourself if you are authorized to do so.

· Never lift or move an electric tool by its line cord.  The cords are easily damaged and damaged cords cause short circuits.  Always lift power tools by their handles.

· Do not unplug a power tool by jerking the cord out of the outlet.  You may damage the cord that way.  Always remove the plug by grasping it and pulling it straight out of the outlet.

· Do not cut or drill into any surface until you have made sure there are no electric wires that you might cut into or scrape.  If you cut into a concealed wire, a short circuit may result.  Make certain the tool is grounded.

· Be sure that any electrical power lines you are working on or near are turned off.  Many accidents result from cutting into power lines.

· Route electric cords so that they will not be cut or tripped over.

· Do not operate an electric tool on a wet surface and do not set it down on one.  A wet surface increases the possibility and the severity of an electric shock.

· Make particularly sure that all the circuits are in safe operating condition before you use the tool.  Remember, the tool will work even if the equipment grounding wire is disconnected, broken or bypassed.

· Do not use a lock-on switch.  Use a dead man switch.
	ELECTRIC-TOOL SAFETY CHECKLIST


Visual Check
· Tool case intact, not cracked, broken, dented

· Air and cooling opening(s) clean and clear

· Check jaws, tool holders, drives, arbors are in safe and operable condition

· Supply cords undamaged, plug prongs straight and intact, insulation unbroken

· Guards and covers intact and operating

· Extension cords with three-wire service, intact and complete
Electrical Check
· Independent grounding circuit OK for continuity

· Motors run at operating speed, no overheating

· Tool operates without blowing fuses/tripping circuits
Environmental Check
· Power supply extension cords protected from traffic, no tripping hazards

· Tools set or laid where they are not hazards

· Sources of flammable-explosive vapors and gases recognized, avoided

· Wet, damp, humid conditions avoided

· Exposure to flying chips, debris avoided

· Personal protective equipment ready for use

	D. Gasoline-Powered Tools


Gasoline-powered equipment, including power mowers, chain saws, leaf blowers, snow throwers, generators, welders, pumps and compressors, are hazardous because of the danger of fires and explosions. Operators of gasoline-powered tools should be instructed in the safe handling of gasoline, as well as in the handling of the tools.

Gasoline engines should be refueled only after the engine has cooled. Gasoline spilled on a hot engine can ignite. Refuel only in open, well-ventilated areas that have been cleared of combustibles.

If you spill any fuel on or around an engine, wash it away before you start the engine. Never smoke while you are handling gasoline or start the engine in the area in which you have refueled it. Carry and store gasoline only in metal safety cans. Before you perform any maintenance on a gasoline engine, disconnect the spark plug. Store metal safety cans in approved locations.

The rotary blade of lawnmowers and snow throwers can pick up and throw small objects even when guards and catchers are in place. Debris in the snow is usually hidden and cannot be seen. But you can see debris on a lawn. Remove it before you start the lawnmower. Then watch carefully as you use the mower and remove small objects in its path.

Many fingers and toes have been lost or mutilated because careless operators tried to clear debris from the discharge chute while the mower or snow thrower was running. Always turn off the engine before you work on any machinery. Wear goggles, safety shoes and ear protection.

Special precautions. Using gasoline-powered machinery calls for special safety precautions. Following all these precautions all the time will reduce the risk of injuring yourself or others.

· Avoid loose clothing.  When using a chainsaw, tie back or cover loose hair.  If there is danger of falling limbs, wear a hard hat.  If you are using a chainsaw for any length of time, wear earplugs.

· Pull the starting cord away from your body.  Never wind it around your hand.

· Never allow anyone to stand in front of a snow thrower or lawnmower.  People can be hit by flying debris.

· Never leave the equipment running when it is not attended.

· Keep a first-aid kit handy when using gasoline-powered machinery. 

· Wear safety glasses to prevent debris from hitting the eye.

	E. Power-Actuated Tools


Powder-actuated fastening tools are powered by explosive cartridges; thus, firing the cartridge drives studs, bolts and other fasteners into concrete, steel and other suitable materials.

Operating the tool and storing and handling the explosive cartridges, require special care. There is a uniform color code and numbering system for each type of explosive cartridge. The cartridge, the tool and the fastener must match the job. If the cartridge is too powerful, it can drive the fastener through the work piece and injure someone on the other side.

Special precautions. Many safety features are built into powder-actuated tools.

Even so, you must take special precautions when using them.

· Protect your face and eyes against flying debris that may result from the fastener penetrating the work surface. Wearing safety glasses may help to prevent this.

· Wear earplugs to protect your ears against the noise of this equipment.

· Always review the “operators manual” thoroughly before using the tool.

In many parts of the United States, only licensed operators may use powder-actuated tools. In all states, special training is required by law.

	F. Ladders


The ladders, scaffolds and platforms on which you work present two special hazards. Unless you take proper precautions, you may fall, or a tool might fall, injuring someone below. Each year, more than two and one half million Americans are injured by falls serious enough to report. Safe equipment and safe working habits can reduce that number and make falls less serious.

Portable straight ladders. All such ladders should be equipped with self-leveling, nonskid feet. If the surface is slippery or wet, it may be necessary to add spikes, pads, rubber or leather to the feet. Blocks and ties can also be used at the base of the ladder to prevent it from sliding. On soft ground, a wide board under the feet will keep them from sinking. Have another worker steady the base of the ladder as you climb up or down.

In order to position a ladder safely, you must know its length. It should be long enough to extend at least three feet above the top support on which it is to rest. The rest of the ladder-the length between the ground and the top support- is called its working length. Never work on any part of a ladder that extends beyond the top support. The base of the ladder should be placed one fourth of the working length out from the top support. This angle of placement is the only position in which straight ladders are safe. When the base is placed closer to the wall, the ladder can tip over backward while you are on it. If it is placed farther from the wall, the base can slip away from the wall.

The top of a straight ladder must also rest securely and firmly on its support. It may be necessary to brace it, tie it down or fasten it at the top so it cannot slip down or to the side. This is especially important when you are using the ladder as a working platform. Never brace it against a stack of materials. The stack might collapse.

When you climb a ladder, use both hands.  Face the ladder when climbing up and coming down. Keep your hands free to grip the ladder.

Extension ladders. Extension ladders with several sections are safe up to 60 feet in length. A ladder with only two sections is safe up to 48 feet in length. The overlap between the sections must never be less than three feet for ladders up to 30 feet long. If the ladder is between 30 and 40 feet long, the overlap should be four feet. If the ladder is more than 40 feet long, the overlap should be five feet.

Stepladders. Folding stepladders are not designed to be climbed while they are still folded. Open them fully and lock the spreader braces. The legs should have nonskid feet. Position them firmly. Then, before you climb the ladder, place barricades or warning signs to prevent someone from bumping into the ladder or being hurt if you drop something from above.

Make sure the stepladder is the correct height. Never stand on the top platform or on the top step of a stepladder. The top of a stepladder is not a safe working platform. The higher you climb on a stepladder, the less stable it becomes.

Do not overreach when you are on a ladder. Get down and move the ladder. Reaching too far to the side may cause the ladder to shift or fall.

Fixed ladders. Ladders attached permanently to a structure are vertical or nearly vertical. They should be anchored firmly at both the top and the bottom and have intermediate support.

Fixed ladders are usually at least 16 inches wide. Their rungs or steps are evenly spaced, not more than 12 inches apart. The fixed ladders on tall structures such as water storage tanks or smoke-stacks are usually caged. Shorter fixed ladders are usually open.

Ladder Inspection. Before using a ladder, you should inspect it carefully for loose or damaged rungs or side rails. If a rung is loose enough to be moved by hand, you should not use the ladder until it is repaired. A ladder with cracked, split or broken parts or with worn safety feet should be removed from service and either discarded or fixed.

Extension ladders should be carefully inspected to make sure the extension locks work properly and that the rope for raising and lowering the sections is in good condition.

Fixed ladders are subject to damage and deterioration at their bases. The anchoring points should be checked from top to bottom. The side rails and rungs should be sound. Metal ladders should be checked for rust. Any parts of fixed ladders that are worn or defective should be reported and fixed immediately.

Special precautions. Ladders should be inspected when they are received and every three months thereafter. In addition, you should follow these special precautions.

(
Keep the rungs and the feet of ladders clean and free of grease, mud, oil or anything else that might cause slips.

(
Wear shoes with nonskid soles and make sure the soles are clean.

(
Ladders set up in aisles or passageways or near doorways should be guarded with barricades and signs.

(
Do not lay a ladder across other objects to make a working surface.

(
When you are working around electrical wires or equipment, use a ladder made of wood or fiberglass. Do not use a metal ladder.

(
Store ladders where they are handy, but out of the way and secured.

(
Do not ascend a ladder when someone else is on it. Ladders are not made to hold two people at once.

LADDER INSPECTION CHECKLIST


Needs

Condition

Item to be checked
repair

OK



General:

Loose steps or rungs (if they can be moved by hand)

Loose nails, screws, bolts or other metal parts

Cracked, split or broken uprights, braces, steps or rungs

Slivers on uprights, rungs or steps

Damaged or worn non-slip bases

Stepladders:

Wobbly (from side strain)

Loose or bent hinge spreaders

Stop on hinge spreaders broken

Broken, split or worn steps

Loose hinges

Extension Ladders:

Loose, broken or missing extension locks

Defective locks (do not seat properly when extended)

Deterioration of rope (exposure to acid or other agents)

Fixed Ladders:

Loose, worn or damaged rungs or side rails

Damaged or corroded parts of cage

Corroded bolts and rivet heads (inside metal stacks)

Damaged or corroded handrails or brackets on platforms

Weakened or damaged rungs on brick or concrete slabs

Base of ladder obstructed

	G. Scaffolds and Work Platforms


Scaffolds and work platforms must be firm, stable and strong enough to support about four times the weight of the workers and materials on it. This gives the structure a safety factor of four.

Before working on a scaffold or work platform, check with your supervisor to make sure the platform is designed to hold the weight you intend to put on it.  Planks of different widths and different thickness are able to support different maximum weights. Never use a scaffold in a high wind.

For safety, any scaffold or platform elevated three feet or more should have a guard rail to prevent workers from accidentally stepping off or falling off. This railing should be approximately 42 inches above the floor of the platform. There should be a midrail between the floor of the platform and the top rail.

When you are working on an elevated platform, make sure the controls are locked and tagged to prevent anyone from starting the machinery while you are working. Refer to the Lockout/Tagout section of this manual for more information.

	H. Summary


Accidents are caused when (1) a tool is defective; (2) it is the wrong tool for the job; (3) it is handled wrong; (4) it has not been maintained properly, and/or (5) it is in the wrong place.

Electric-powered hand tools can be both mechanically and electrically dangerous. The working part of the tool moves very rapidly. Such tools should be equipped with guards. Workers who operate them should wear protective equipment and avoid loose clothing. A major electrical hazard is improper grounding.

Rotating tools should always be used within the speed limits printed on them and the drive mechanism should be equipped with a governor. The tool should be started and tried out in a safe place before they are used on the job and they should be inspected carefully.

There are safe ways to use ladders and to work on scaffolds and there are practices to avoid. Ladders should be inspected regularly in accordance with a checklist. Workers should know the safe weight of a scaffold or work platform before getting on it.

	Ladder Safety Do’s and Don’ts Checklist


Do:

· Select a ladder that is the right length and weight capacity for the job.

· Inspect ladders before use.

· Make sure rungs or steps are in good condition, have non-slip surfaces and are free of grease and oil.

· Keep metal parts lubricated.

· Check that there are no splinters or sharp edges.

· Check that support braces, bolts, screws, etc., are in good condition.

· Store ladders in a dry, well-ventilated area with moderate temperatures.

· Store ladders either vertically or horizontally with supports at each end and in the middle.

· Set up ladders on a firm, level surface.

· Set ladder feet parallel to the surface it rests against.

· Anchor the ladder top.

· Have the ladder bottom tied or held.

· Extend the ladder at least three feet above the top support.

· Angle the ladder so the distance from the bottom to the wall equals one fourth the ladder’s working length.

· Position an extension ladder before extending it.

· Wear shoes with clean, non-skid soles.

· Face the ladder when climbing up or down.

· Use both hands to climb.

· Carry tools up with a rope, belt, etc.

· Keep one hand on ladder while working.

· Keep tools in a holder while working.

· Keep between the side rails while working.

· Move slowly and cautiously on a ladder.

Don’t

· Use a ladder for any other purpose.

· Use boxes, chairs or anything else in place of a ladder.

· Use a metal ladder near live electric wires.

· Use a ladder with missing or broken parts.

· Use a ladder with worn or frayed rope.

· Use a ladder that’s been exposed to fire or corrosive chemicals.

· Store anything on a ladder.

· Rest a ladder on a window or window sash.

· Place a ladder in front of a door unless it’s locked or blocked.

· Allow more than one person on a ladder.

· Climb ladders if you’re afraid of heights or tend toward fainting or dizziness.

· Move a ladder while you’re on it.

	Hand Tools Safety Checklist


· Use the right tool for the job.

· Check that tools are in good condition before use.

· Use tools correctly.

· Position yourself so that a tool that falls or slips won’t cause an injury.

· Wear safety goggles and clothes that won’t get in the way of the tools.

· Store tools safely, with sharp edges away from people.

· Carry tools in a box or belt.

· Carry tools with sharp edges pointed away from your body.

· Haul tools up ladders in a container; don’t carry them.

· Don’t leave tools lying around, especially in locations above ground level.

· Pass tools to another person handle first.

	Power Tool Safety Checklist


· Check that all power tools have guards around point of operations and one-move on/off switches.

· Keep body parts and clothes away from the point of operation.

· Select the right tool for the job.

· Inspect each tool before use.

· Follow manufacturer’s instructions.

· Check electrical safety:

· Sound cord insulation

· Good insulation

· Outlets that match plugs

· Turn off tool and power before adjusting or fixing a tool.

· Wear safety goggles.

· Wear a face mask if you’re creating a lot of dust.

· Don’t wear loose clothes, ties, jewelry or gloves that could get caught in the machinery.  (Don’t wear rings that can be caught in machinery.)

· Keep the work area clean.  Be especially careful with anything flammable.

· Keep cords off the floor.

· Store power tools in their assigned locations.

	Home Safety Checklist


Trips, Slips and Falls:

· Keep floors, halls and stairs clear.

· Provide good lighting on all stairways.

· Have sturdy railings on all stairs.

· Tack down loose carpet or linoleum.

· Use non-skid mats or decals in bathtubs or showers.

Fires:

· Have smoke detectors on each floor, including basement and attic.

· Change smoke detector batteries regularly.

· Have at least one fire extinguisher and check it regularly.

· Store flammable liquids and chemicals in tight, labeled containers away from heat and electricity, preferably outside the house.

· Use oil-based paints only in ventilated areas with no ignition sources.

· Store dry rags soaked with flammable materials outside or dispose of them in closed containers.

· Make sure all wiring insulation is in good condition.

· Don’t overload circuits.

· Don’t run cords under rugs.

· Use a screen on a fireplace and clean the chimney yearly.

· Don’t smoke around flammable liquids or anywhere there could be flammable vapors.

· Don’t smoke in bed.

· Don’t tuck in electric blankets or pile things on top of them.

· Turn pot handles away from the stove edge and other burners.

· Post fire, police, ambulance and poison control center phone numbers next to each telephone.

· Develop and practice a fire evacuation plan.

· Teach everyone in your home what to do if clothing catches fire:  STOP, DROP AND ROLL. 

Poisoning:

· Read labels on all household cleaners, paints, garden supplies, etc. and follow their recommendations for use and storage.

· Store cleaning solutions, pesticides and other hazardous chemicals in places where children can’t reach them.

· Keep containers closed when not in use.

· Dispose of old, used or unlabeled substances carefully and properly, preferably on community hazardous materials collection days.

· Keep medicines in childproof containers out of children’s reach.

· Dispose of outdated medicines properly.

Electrical Problems:

(
Don't overload circuits,

(
Match the plug to the outlet.

(
Check insulation on cords and wires.

(
Don't use extension cords unless you have to.

(
Use outdoor electric cords for outdoor uses.

(
Keep electric appliances away from water and don't use them with wet hands.

(
Use GFCI outlets in the bathroom and kitchen.

(
Don't touch an electrical appliance with anything metal.

(
Unplug electric appliances and tools when they're not being used.

(
Don't use an electric appliance that sparks, smokes or otherwise demonstrates that there's

    something wrong.

Home Shops:

· Read instructions on tools and machinery before you use them.

· Choose the right tool for the job.

· Keep tools in good working condition.

· Keep your work area neat and the floor clear.

· Turn off and unplug tools and machines before making repairs or adjustments.

· Use protective clothing.

	III. HAZARD COMMUNICATION


	    POLICY:

The Property Manager and Maintenance Manager/Supervisor/Supervisor must ensure that Mid-Atlantic’s Hazardous Communication Program is properly executed and that the procedures outlined in this manual are followed.

The Property Manager and Maintenance Manager/Supervisor/Supervisor must also ensure that the list of Chemicals Known to be Present, the MSDS file/notebook and all other parts of the program are updated and accurate at all times.

Mid-Atlantic's Hazard Communication Program is intended to further the safety of every

Associate. It is available to any Associate, outside contractor or US Department of Labor representative who wishes to see it.
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	A. What is the Hazard Communication Standard?


The Occupational Safety and Health Administration (OSHA) has issued a rule, known as the Hazard Communication Standard (HCS), intended to help reduce the incidence of illness and injuries which result from exposure to hazardous chemicals on the job.
The basic goal of the standard is to ensure that employers and Associates understand the following:

· Those substances on-site which may be hazardous

· The potential hazards of those substances

· Appropriate protection against these hazards

Employers have many responsibilities under the Hazard Communication Standard (HCS). Among the most important are these:

1. Developing a specific written Hazard Communication Program.  The written program must include a list of all hazardous chemicals in the workplace, as well as guidelines for proper container labeling and the use of Material Safety Data Sheets (MSDSs).

2. Communicating with outside contractors who work on-site around possible chemical hazards, Mid-Atlantic’s written communication program and the contractors’ responsibilities within the program.

	B. Mid-Atlantic’s Hazard Communication Program


Pursuant to the OSHA Hazard Communication Standard (HCS), Mid-Atlantic is required to:

(
Compile a list of hazardous chemicals used on-site using MSDSs

(
Ensure proper container labeling

(
Provide employee training

Hazard Communication applies to all on-site operations where Associates may be exposed to hazardous substances during normal working conditions or during an emergency situation.

Since most potential hazards exist in the area of maintenance, the Maintenance Manager/Supervisor/Supervisor has primary responsibility for the Hazard Communication Program. (In some cases, the Property Manager may designate another individual to administer the program.) This person should review and update the program on a continual basis. This person may not delegate responsibility for the program without prior approval of the Vice President of Operations. Copies of the written program are on file with, and may be obtained from this person.

List of Hazardous Chemicals

The Maintenance Manager/Supervisor/Supervisor must maintain a complete list of all hazardous substances used on-site. The Maintenance Manager/Supervisor/Supervisor should compile the list using the Hazardous Chemicals Known to be Present form. This list must also identify the corresponding MSDS for each chemical. The inventory must be updated whenever a new material is stored/used on-site. Complete Hazardous Chemicals Known to be Present records must be on file with the Maintenance Manager/Supervisor/Supervisor.

Material Safety Data Sheets

Material Safety Data Sheets (MSDSs) provide specific information on the chemicals used on-site. The Maintenance Manager/Supervisor/Supervisor must maintain a notebook with an MSDS for every substance on the List of Hazardous Chemicals Known to be Present. The MSDS notebook must be updated whenever a new material is stored/used on-site. The Maintenance Manager/Supervisor/Supervisor must store the MSDS notebook in an area that makes the documents readily available at all times, to all Associates.

Container Labeling

The Maintenance Manager/Supervisor/Supervisor must ensure that all hazardous chemicals on-site are properly labeled and updated, as necessary. Labels must be consistent with the information on the corresponding MSDS. Labels must include at least the following:

· Chemical identity
· Appropriate hazard warnings

· Name/address of the manufacturer or distributor

The Maintenance Manager/Supervisor/Supervisor must ensure that all new shipments of hazardous chemicals are labeled properly.

Non-Routine Tasks

Associates who are required to perform hazardous, non-routine tasks will receive special instruction from the Maintenance Manager/Supervisor/Supervisor regarding hazardous chemicals to which they might be exposed and the proper precautions to take to reduce or avoid exposure.

Training

  All Associates who work with or are potentially exposed to hazardous chemicals will receive initial training on the Hazard Communication Standard (HCS) and the safe use of hazardous chemicals. This training will be conducted with all new Groundskeepers, Housekeepers and Maintenance Assistants by the Maintenance Manager/Supervisor/Supervisor using the Position Development Program (PDP). The Property Manager will conduct the training program for a new Maintenance Manager/Supervisor/Supervisor. The Maintenance Manager/Supervisor/Supervisor must submit a completed HCS Orientation Checklist as part of the Associate's new hire paperwork.

This formal orientation includes the following:

(
Review of the OSHA Hazard Communication Standard and Mid-Atlantic’s written hazard communication program.

(
Chemical and physical properties of hazardous materials.

(
Methods for detecting the presence or release of chemicals.

(
Health hazard, including signs and symptoms of exposure, associated with exposure to chemicals and any medical condition known to be aggravated by exposure to the chemicals.

(
Procedures to protect against hazards, including proper use and maintenance of required personal protective equipment, proper work practices and methods to assure proper use and handling of hazardous chemicals and procedures for emergency response.

(
Location of MSDSs, how to read and understand the information on labels and MSDSs and how Associates may obtain additional hazard information.

  The Maintenance Manager/Supervisor/Supervisor must retrain Associates if the hazard

changes or if a    

new hazard is introduced on-site. He/she should remember that changing the brand of a

    certain material may introduce a new hazard (e.g. switching paint thinner from Brand X to   

    Brand Y).

Mid-Atlantic encourages the Maintenance Manager/Supervisor/Supervisor to provide training regularly in safety meetings to ensure the effectiveness of the program. The Maintenance Manager/Supervisor/Supervisor should obtain input from Associates regarding the training they have received and their suggestions for improvement.

Outside Contractors

The Maintenance Manager/Supervisor/Supervisor must advise outside contractors in person of any chemical hazards that may be encountered in the normal course of their work on the property, the labeling system in use, the protective measures to be taken. The safety handling procedures to be used and the location and availability of MSDSs.

    Each outside contractor who brings chemicals on-site must provide the Maintenance 

Manager/Supervisor with the appropriate hazard information on these substances, including the labels used and the precautionary measures to be taken in working with these chemicals.

All contracts with outside contractors must include the Notification of HCS Program 

addendum. Every present and future outside contractor, whether working with a contract or 

not, must sign a Notification of HCS Program form.

Additional Information

Associates who are interested in learning more about hazardous chemicals may want to refer to the reference listings in this manual. References include reading material and addresses and phone numbers of OSHA offices.

	C. STARTING THE PROGRAM


CHEMICALS LIST
STEP 1:

Inventory the workplace and write down the names of chemicals that have a label or MSDS indicating a potential hazard.


Copy the List of Hazardous Chemicals Known to be Present form in your community's MSDS notebook and use it as necessary.

Write down the appropriate chemicals on the List of Hazardous Chemicals Known to be Present. This list is to be placed in your community's MSDS Hazardous Communication notebook.

List chemicals on the appropriate MSDS and label. The list may also include common or trade names, Chemical Abstract Service (CAS) Registry numbers or MSDS reference numbers.

In addition to recording the name of the chemical, place a check mark in the MSDS column to show that an MSDS is on file and record the source/supplier of each chemical and any other pertinent comments.

(Refer to the "List of Hazardous Chemicals" in your MSDS HAZCOM notebook for more information on properly completing the list.)

MATERIAL SAFETY DATA SHEETS
STEP 2:
Obtain the MSDSs for all chemical substances on the list, Store all MSDSs in your MSDS notebook, behind the "MSDS File" tab.

Vendors must submit an MSDS with the first shipment of any chemical to any

customer, The MSDS does not need to be physically attached to a shipment, but it must accompany or precede the shipment.

If the manufacturer/distributor does not send an MSDS with a shipment labeled as a hazardous chemical (or if you do not have one on file for any reason), you must obtain one as soon as possible. You can use the sample MSDS request letters to vendors if the MSDS in incomplete, unclear or unavailable. These letters are in the MSDS notebook.

IMPORTANT! Keep copies of any request letter. It is important to have documentation of this request until you receive the correct, accurate MSDS. Refer to the MSDS notebook for more information on obtaining, filing and reading MSDSs.


STEP 3:
Ensure that the MSDS is complete and accurate.

Refer to the MSDS Checklist in your MSDS notebook to ensure that the MSDS is complete. If it is incomplete, contact the manufacturer or distributor for more information (as referenced in STEP 2.)

Note: If you are unable to obtain an MSDS from a manufacturer or distributor, refer to the instructions in your MSDS notebook.

CONTAINER LABELING
STEP 4:
Keep all Chemicals in their original containers, with manufacturer's 



labels, whenever possible.

Container labels for purchased chemicals must also include the name and address of the chemical manufacturer or distributor.

Do not remove or deface existing labels on containers unless the container is immediately marked with the required information.

STEP 5:
If the manufacturer's labels are not available, label the chemical.

The best solution is to contact the manufacturer for a new label to attach to the container. If you cannot get a label, you must at least contact the manufacturer for label information to prepare the label yourself.


STEP 6:
If the manufacturers' containers and labels are not available, store 





chemicals in approved containers and label them clearly.


STEP 7:
DO NOT leave any unmarked containers unattended at any time.

Although small quantities of a chemical must be set aside for immediate use, these must be returned to their original containers when work is completed.

STEP 8:
Instruct Associates to label portable receptacles used to store hazardous substances.

Unless a portable container is for immediate use, it must be labeled.


TRAINING


STEP 9:

Review the Common Information Forms in your MSDS/HAZCOM 




 
notebook.  Include these instructions/procedures in your training                     





program.

  Refer to the Common Information Forms in your MSDS/HAZCOM Manual   

  



  for items which should generally be included in any training program.

STEP 10:
Review all MSDSs and container labels for chemicals at your community.

Look for any special instructions/procedures that are suggested. Include these instructions/procedures in your training program, as necessary.

STEP 11:
Ensure that the HCS Orientation Checklist is completed and distributed to each current Associate.

This checklist is in your MSDS/HAZCOM notebook and must be completed as part of the PDP.

(Refer to your MSDS/HAZCOM Manual for more information on the HCS training program.)

OUTSIDE CONTRACTORS

STEP 12:  
Ensure that each current outside contractor signs a NOTIFICATION OF HCS ADDENDUM.

Retain the signed documents in the property's vendor files.

Refer to your MSDS/HAZCOM Manual for more information on the rights and responsibilities of outside contractors under the company's Hazard Communication Program.)

STEP 13:
Read the next section, "Maintaining the Program."

Make sure you understand the steps to take in order to stay in compliance with the Hazard Communication Program and further the safety of everyone who works on-site.

	D. Maintaining the Program


STEP 1:
Whenever a new substance is Introduced on-site, add the new substance to the list of Hazardous Chemicals Known to be Present.

ALL new hazardous chemicals which will be used on-site must be listed on the List of Hazardous Chemicals Known to be Present.

STEP 2:
Whenever a new substance is introduced on-site, pull the MSDS from the first shipment of the new chemical that you receive from a vendor.

Store all MSDSs in the MSDS/HAZCOM notebook, behind the MSDS file tab.

The vendor must, as per government regulations, submit the MSDS with the first shipment of any chemical to any customer. The MSDS does not need to be physically attached to a shipment, but it must accompany or precede the shipment.

If the manufacturer/distributor does not send an MSDS with a shipment labeled as a hazardous chemical (or if you do not have one on file for any reason) you must obtain one as soon as possible. You can use the sample MSDS request letters to vendors contained in your MSDS/HAZCOM notebook to request a new MSDS.

IMPORTANT! Keep copies of any request letters. It is important to have documentation of the request until you receive the correct, accurate MSDS.

STEP 3:
Check to ensure that the MSDS is complete and accurate.

Refer to the MSDS Checklist to ensure that the MSDS is complete. If it is incomplete, contact the manufacturer or distributor for more information (as referenced in STEP 2 "Starting the Program".)

You can use the sample MSDS request letter to vendors if the MSDS is incomplete, unclear or unavailable.

IMPORTANT! Keep copies of any request letter. It is important to have documentation of this request until you receive the correct, accurate MSDS.

NOTE: If you are unable to obtain an MSDS from a manufacturer or distributor, refer to the instructions in your MSDS/HAZCOM notebook.


STEP 4:
Whenever a new substance is introduced on-site, update the MSDS, if necessary.

When new and significant information becomes available concerning a product's hazards or ways to protect against the hazards, chemical manufacturers or distributors must add it to their MSDS. The revised MSDS should be provided with the next shipment of the chemical.

If you receive an MSDS with a chemical shipment, check it against the MSDS you have on file. Replace an out-of-date MSDS, if necessary.

STEP 5:
Whenever you receive a shipment of hazardous chemicals from a vendor, 



check to see that the new shipments are labeled correctly.


STEP
6:
Whenever a new substance is introduced on-site, review the MSDS and 


container label for special instruction/procedures. Include these in your training program.

STEP 7:
Whenever a new employee begins working on-site, ensure that the HCS

Orientation Checklist is completed correctly as part of the Associate

PDP.

STEP 8:
Whenever an outside contractor begins working on-site, ensure that a Notification of HCS Program Addendum is signed.

Retain the signed documents in the property’s vendor files.

STEP 9:
By December 31 of each year, repeat STEP 1-13 of "Starting the 

Program".

After verifying your compliance with the company's program by completing these steps, send a written report to the Vice President of Operations.

You should use the HCS PROGRAM COMPLIANCE UPDATE to complete the report. (Refer to the sample on the following page.)

HCS PROGRAM COMPLIANCE UPDATE


NOTE:  You must complete this update each year by December 31. Send this form to your Divisional/Regional Manager/Vice President and to Engineering Services upon completion.

I have followed STEPS 1-13 ("Start the Program") of Mid-Atlantic's Hazard Communication Program in order to check compliance with OSHA's Hazard Communication Standard:


STEP 1


STEP 2


STEP 3


STEP 4


STEP 5


STEP 6


STEP 7


STEP 8


STEP 9


STEP 10


STEP 11


STEP 12


STEP 13

Maintenance Manager/Supervisor Signature



Date Completed

	IV. HANDLING MATERIAL SAFELY


About 25% of all serious injuries on the job happen when materials are being moved, lifted, stored or handled in some other way.  There are many reasons for this large number of injuries.  People lift things that are too heavy for them, they do not lift things correctly, they do not put things down safely, the things they lift have sharp edges and they move carelessly.  Sometimes there are several reasons why a worker is injured moving a load of material.  Even when good moving equipment is provided, it can be misused and cause an injury.
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	A. Handling Materials


The manner in which material is accepted, moved, stored and moved again affects your safety. How you lift things, how you carry them, how you use equipment, how you put things down, how you handle your own body--all these actions involve ways you can protect yourself and ways you can avoid injuring yourself when moving materials at your community.

	B. Causes of Injuries


About 80% of the workers who are injured while handling materials hurt the lower part of their backs. These injuries are painful. They sometimes mend slowly and they happen again and again to some people.

Other accidents result in broken arms, fingers and legs. Bruises, cuts, punctures, crushed hands, arms or legs, even amputations occur every day to someone who is simply moving something from here to there. Specialists in Occupational Safety have studied these accidents and have information about how they are caused.

Most people who are injured while moving materials are the causes of their own accidents. They do not lift things safely, carry them safely, or put them down safely. Even people who know they need to move heavy materials often, as a regular part of their jobs, sometimes do not take care of themselves properly.

Most plants have motorized equipment for moving materials. The fact that the equipment is motorized makes it more dangerous than a simple hand truck.

Moving materials around your community should be thought out carefully. Your supervisor is thinking about safety, but you should also be alert for hazards. One worker might be able to wiggle through a narrow door easily and never report that it is not wide enough. Another worker can be injured in that doorway. Not taking built-in hazards seriously and not reporting them is an important link in the chain leading to injuries on the job.

	C. Avoiding Injuries


The best way to avoid hurting yourself on the job when you are moving materials is to stay in top physical shape. If you come home from the job and sit in front of the television set all weekend, you are getting set for an accident.

Exercise regularly. Keep yourself in shape. But remember that your back is part of you that is most likely to be hurt if you have an accident while moving something. Keep your back strong.

As people grow older, the disks in their spines become weaker. Still, you may have seen someone who could play a very good game of tennis at the age of 70 or 80.  Maybe you have an elderly friend who has challenged you, or even your children, to bend over with your knees straight and place both palms on the floor.

Next time you have a moving job to do, plan ahead. Find out what equipment is available. Make sure there is enough room to do the lifting and the carrying and that the places where you will put things down are not blocked or cluttered. Make sure the aisles you will move through are not blocked.

Wearing extra clothing can be just as important as taking off jewelry and loose clothing.

If you are wearing a tie or scarf, take it off. Take off your watch, any rings on your fingers and any bracelets or chains you usually wear. They can catch on things and cause an accident. If you are handling chemicals, you may need special gloves, aprons, shoes, facemask, or breathing equipment. Heavy gloves and shoes are usually a good idea when you are handling materials. But do not wear gloves when you are working around the moving parts of machines. Like your tie or watchband, gloves can get caught--and you along with them. Look at your shoes. Are they strong enough and do they have nonskid soles? Walk through the area you will be working in and observe the area before you take charge of a load of materials.

If something is too heavy, ask for help. Most people think they can carry things that are really too heavy for them to handle properly. Remember that the farther you have to carry something, or the higher you lift it, the more effort it takes. This is one reason people drop things or end up with a back injury. Don't show off.

Just because something is light does not mean it is safe to move by yourself. It is hard to control long boards, large sheets of plywood or long pipes as you walk along with them. The weight may not be heavy, but you can have a hard time seeing where you are going.

A red flag on each end of a long board or pipe serves as a warning to other people.

The ends can be wrapped so they will not hurt anything they may bump into. You

and everyone else are better off when two people carry a load that is long or tall.

Just make certain to share the load fairly.

Sometimes you must work alone when you are carrying a long ladder, a pipe or a board. Try to keep the front end up, higher than your head. If you cannot do it, get help.

There are right and wrong ways to handle anything. If you lift, carry or set something down incorrectly, you can hurt yourself, usually the lower part of your back.

Your back is a complicated assembly of bones, disks, muscles, ligaments and nerves. Your spine is a column of short bones. Every connection between these bones is a weak spot. When you injure your back, the muscles and ligaments stretch, or some of the disks between bones may become crushed or slide out of place. If your spine cannot support your weight, you will be "flat on your back."

You can strengthen your back by doing exercises. You must also be careful at home and on the job. Do not lift anything that is too heavy. Warm up before you lift something. Keep your body trim and fit. Use lifting equipment at the community whenever it is available.

	D. Rules For Lifting


Most people do not stop to think before lifting something. People lift all the time and they do it in a "natural" way. But the way that seems natural is not always the safe way. The following rules are the ones most safety experts agree on.

· Get close to the load.  When you lift, keep your arms and elbows close to your sides.  Do not stand so far away that you will have to reach out.

· Keep your feet apart.  Place one foot beside the object you are going to lift and place one foot under you.  Spread your feet comfortably.  The rear foot is in a position to help you lift the object upward.  As you lift, keep the weight of your body on both feet.

· Bend your knees.  Do not bend over from the hips.

· Tuck your chin.  This helps your head to continue the straight line of your back.

· Grip the load with your palms, not just your fingers.  Extend your fingers around the object you are lifting.

	E. Built-In Hazards


Some of the hazards built into the job of moving materials have to do with the space in which the items are located. Others have to do with the material you are handling. Before you start, make sure you have enough room to pick up the load, move it and put it down.

If there is not enough room for your hands, they can get bruised or broken. If there is not enough room for the load, it can bump into something and throw you off balance. The shock or sudden stop can cause a sprain. In fact, any twisting of your body while you are lifting, carrying or putting down a load is dangerous.

Before you pick it up, check the object for slivers or projecting nails. Make sure the object is not slippery. If it has sharp edges or points, find them before you lift the object, so that you can position the load safely. Remember to wear gloves.

Welding rods and other round objects--loose pipe, conduit, rods or tubing--roll easily when you step on them. They should be stored carefully. If they are on racks, make sure there are no ends sticking out that you can walk into. Compressed gas cylinders and large pipe fittings are also not very stable. They may fall over if bumped only slightly. Make sure they are secured.

Chemicals, whether liquid or dry, present special handling problems. They are usually safe to move when they have been properly stored in their original containers, unopened. But if they are spilled or dumped, they can be dangerous. That is why it is so important to know the appropriate cleanup and disposal procedures. Special handling equipment makes it easier and safer to move chemicals stored in barrels, drums, or cylinders.

	F. Teamwork


If you cannot handle a load easily and safely by yourself, get help. But when two or more workers move something, they must work as a team. They should decide ahead of time how they are going to handle the job and who will be the leader.

Try to select team members that are all about the same height and strength. If one handler is tall and another is short, the tall one may carry one end of the load too high. A strong mover may cause an uneven distribution of the load.

Care and planning are necessary when a team moves an object. Make sure everyone is ready before you start. Never put workers in a position where they can be pushed or backed up into a tight spot.

Make sure the handlers do not shift the weight or direction of the load suddenly or without warning. If they do, someone can strain a muscle. Work everything out ahead of time.

	G. Summary


On the average, it takes 50 tons of raw materials to produce one ton of finished goods. The workers who lift, move and put down these materials must know how to do their jobs safely.

Most of the injuries to workers who move materials occur in the lower back. The best way to protect your back is to stay in good physical shape. Regular exercise, even easy exercise, is good insurance.

When you have a moving job to do, plan ahead. Size up the load and look over the route. When you lift the load, get close to it, place your feet apart, bend your knees, straighten your back, tuck in your chin, squat and grip the load with your palms.

There are many tools to help you. Some are designed for special jobs and others can be used for many different kinds of jobs. They must be used correctly and maintained well.

	V. PERSONAL PROTECTIVE EQUIPMENT (PPE)




Personal Protective Equipment (PPE) includes all clothing and accessories designed to create a barrier against workplace hazards.



No single combination of protective equipment and clothing is capable of protecting against all hazards. Thus, PPE should be used in conjunction with other protective methods.


Using Personal Protective Equipment requires hazard awareness and training on the part of the user. Associates must be aware that the equipment does not eliminate the hazard. To reduce the possibility of failure, equipment must be properly fitted and maintained in a clean condition.

	Contents




Cleaning and Maintenance



Required Equipment



Use of Personal Protective Equipment (PPE)



Summary

	A. Cleaning And Maintenance



It is important that all PPE be kept clean and properly maintained. Cleaning is particularly important for eye and face protection where dirty or fogged lenses could impair vision. PPE should be inspected, cleaned, and maintained at regular intervals.

	B. Required Equipment


The following is a list of required safety equipment that should be made available


  to each and every Associate on your property.


 ITEM




COUNT (per community unless otherwise stated)


Safety Glasses
3-4 Pair


Safety Goggles
1 Pair Per Maintenance Associate


Dust Masks
1 Box (20) Count


Ear Plugs
I Box (200) Count


Rubber Gloves
1 Pair Per Maintenance Associate


Disposable Rubber Gloves
1 Box (100) Count


Canvas Gloves
1 Pair Per Maintenance Associate


30 Minute Eyewash Station
1 Per Shop


First Aid Kit
1 Per Shop


Hand Truck/Dolly
1 Per Shop


Lockout/Tagout Kit
1 Per Shop


Bloodborne Pathogen Kit
1 Per Shop


Back Supports
See Note

NOTE:
Back Supports are not a requirement of OSHA at this time. If a back support is prescribed by a doctor, then it will be supplied.

	C. Use Of Personal Protective Equipment (PPE)


SAFETY GLASSES

Safety glasses should be worn anytime an Associate is working in an area where dust or any foreign object can come in contact with the eye (i.e. the use of saws, drills, or spray painting).

SAFETY GOGGLES

Safety goggles should be kept near and worn when using the following equipment:  key duplicating machines, bench grinders, drill presses, etc.  (More information can be found in the Eye Protection section of this manual.)

DUST MASKS

Dust masks should always be worn when working in areas where dust or heavy concentrations of airborne contaminants are present, such as spray painting or cutting lumber.

EAR PLUGS

Earplugs should be worn when working or entering areas where machinery is in use (e.g. boiler rooms, pump rooms, areas where circular saws or chainsaws are in use).  Additionally, earplugs should always be worn when operating a leaf blower, snow blower or lawnmower, or working near one in operation.

RUBBER GLOVES

Rubber gloves should be worn by any Associate working with chemical substances or working in extremely dirty areas.

DISPOSABLE RUBBER GLOVES

This type of glove should always be worn by Associates picking up litter, trash or working in any area that bodily fluids may be present.

CANVAS GLOVES

Canvas gloves should be worn when any Associate is working with dry material that is abrasive to the skin (e.g. lumber or drywall).

OSHA APPROVED SHOES

It is Mid-Atlantic policy that all Maintenance Associates, as part of their uniform, wear OSHA approved shoes. OSHA approved shoes are specially designed to prevent damage to Associates’ feet.  These should be worn at all times.

EYE WASH STATION

It is an OSHA requirement that all work areas have a thirty minute eyewash station.  It is acceptable, depending on the location of the maintenance shop, to use eye wash bottles while transporting the Associate to the eyewash station.

FIRST AID KIT

First aid kits must be present in all work areas at each community (i.e. the rental office and maintenance shop).  The requirements for the first aid kit depends on the major job function of that area and the number of people working in the area.  In the leasing office, for example, a kit should contain materials to handle such things as paper cuts, headaches and pinched fingers.  Remember, always call 911 for any serious medical injury or illness.

HAND TRUCK/DOLLY

A hand truck or dolly should be used whenever an Associate is lifting over 20 lbs., unless it is impossible to use such equipment.  When this situation arises, the Associate is to solicit additional help with the load.  

LOCKOUT/TAGOUT KIT

Each community is required to have a Lockout/Tagout Kit.  The kit must have enough locks and tags for each authorized Associate to Lockout hazardous energy.

BLOODBORNE PATHOGEN KIT

Each community is required to have a Bloodborne Pathogen Kit.  This kit will provide all the equipment necessary to safely control and clean up hazardous body fluids.  Refer to the Bloodborne Pathogen section of this manual for more information. 

BACK SUPPORTS

Back supports are not an OSHA requirement.  However, Mid-Atlantic provides each associate a back support upon hiring.  Refer to the Handling Materials Safely section of this manual for proper lifting techniques.

	D. Summary




It is the responsibility of the Maintenance Manager/Supervisor/Supervisor to ensure that the personal protective equipment is used and used properly. Mid-Atlantic's greatest asset is the Associate and their protection is our greatest concern.


If you have any doubts on how or when to use certain safety equipment, contact your immediate supervisor before starting the job. If at any time during such a job you feel that there is an unsafe risk, stop the work and contact your immediate supervisor.

	VI. HEARING CONSERVATION




Noise is recognized as an occupational hazard that can cause temporary or permanent hearing loss, stress and other physical problems. Noise is described as unwanted or unpleasant sound. We are all exposed to noise every day at home, work and in traffic. How we are affected by sound depends on several things--loudness and frequency of the sound, length of exposure and even your age and health.


A temporary hearing loss can occur from a short exposure to loud sounds, but returns soon after the noise stops. However, if the noise level is high enough for a sustained period, it can cause health problems--including permanent hearing loss.
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	A. Different Kinds of Noise


There are three types of noise:

· Wide band noise is distributed over a wide range of frequencies, such as the noise produced in most manufacturing settings and by the operation of most internal combustion engines (e.g. snow blowers, leaf blowers).

· Narrow band noise is restricted to a narrow range of frequencies. Examples include noise from various kinds of power tools, circular saws, fans and planers.

· Impulse noise is composed of temporary "beats" that can occur in on-and-off repeating patterns. Jack hammers or power or punch presses are good examples of tools that cause impulse noise.

	B. How Does Noise Hurt


Hearing loss due to noise in the workplace is often underrated as an occupational hazard.



Noise is frequently ignored because hearing loss usually takes place over a long period of time and may not be readily apparent until the damage is done. There is no visible wound or sign of injury.



But too much noise can cause a variety of problems. It can make you tired and irritable from the strain of talking or trying to listen over loud sounds. You might not be able to hear important work or safety instructions because of excessive noise.



Other physical damage occurs because of the way the body reacts to noise. Studies link noise with high blood pressure, ulcers, headaches and sleeping disorders. Add these potential dangers to the obvious damage that noise can do in causing either temporary or permanent hearing loss. High levels of noise are dangerous and the situation needs to be reviewed carefully if you find yourself in this kind of work environment.

	C. Noise Can Be Controlled



Various kinds of hearing protection devices are available for use in the workplace.   

 The selection of the right hearing protection depends on several factors:

The noise hazard:  what noise levels will you be dealing with?

Frequency of the noise:  will it be continuous or intermittent?

Fit and comfort:  the protective devices must fit properly and be comfortable enough to wear as long as they are needed.

Noise Reduction Rating or NRR:  all hearing protectors carry a label indicating the NRR; a higher number on the label means more effectiveness.

	D. Types of Hearing Protection


The first lines of personal defense against excessive noise are engineering and administrative controls. After determining the types of noise you can determine the types of hearing protection devices needed.

Hearing protectors filter out the loud noise. This means they do not block out sound completely, but they reduce the amount of sound reaching the delicate parts of the ear. There are four types of hearing protection devices available:

Enclosure:
Enclosure:  The enclosure type of hearing protection completely surrounds the head like an astronaut's helmet. This type of protection is not too popular due to its cost and the discomfort factor caused by the size and weight of the helmet.

Earnings:  Earplugs, also known as aurals, fit in the ear canal. They come in three forms:

· Formable-plugs fit all ears, made of waxed cotton or acoustical fibers and are disposable.

· Custom-molded earplugs are made for specific individuals, molded to the exact shape of the person’s ear.  Silicone rubber or plastic molding compound is placed in each ear and allowed to set; these may then be used directly as earplugs or serve as molds for the final plugs.

· Molded inserts often called pre-molded, made from soft silicone rubber or plastic, are reusable and should be kept very clean to avoid infection.

Canal Cain: This type of hearing protector seals the external edge of the ear canal to reduce sound. The caps are made of a soft, rubber-like substance and are held in place by a headband. This type of ear protection is a good alternative for those who can't use earplugs or for workers who enter and leave high noise areas frequently during the course of their work day.


Earmuffs:  They fit over the whole ear to seal out noise. Earmuffs usually reduce sound levels. A typical muff is made up of three basic parts--cups, cushions and headband. The cups are made of molded plastic and are filled with foam or other material. They vary in size and are adjustable. The cushions are covered with plastic and filled with liquid, air or foam. Liquid or grease-filled cushions give better noise protection than plastic or foam types, but can be prone to leakage.

	Engineering Controls Can Help


Additional actions can be taken to reduce noise. These steps might include:

· Placing noisy machinery in a separate area.

· Placing machinery on rubber mountings to reduce vibration

· Using sound-absorbing acoustical dies and blankets on floors, walls and ceilings.

· Arranging work schedules to cut down on the time each worker spends in a noisy area.

· Changing or adjusting noisy machinery.

	E. Summary


You are responsible for protecting your own hearing. You have the most to lose if you suffer hearing loss as a result of on-the job noise hazards. The following are a few important reminders about hearing conservation:

1. Disposable earplugs may be more convenient to use than long-term plugs, but make sure they fit you correctly.

2. Check your hearing annually with your doctor if you work in an excessively noisy environment.

3. Keep hearing protectors in good operational order with routine maintenance and replacement of defective parts.

4. Don't use homemade hearing protectors.

5.  Wear ear protection at home for any noisy job like operating a chainsaw or using various kinds of shop equipment.

	VII. EYE PROTECTION


PURPOSE:

The purpose of this program is to establish procedures for the wearing of eye protection at all Mid-Atlantic Communities.  This program supports compliance with the Occupational Safety and Health Administration Eye Protection Standard.  This program applies to all Mid-Atlantic Associates who work in areas that contain eye hazards.  

When it comes to eye protection, you share the responsibility for your safety. Mid-Atlantic can provide safety equipment and first aid facilities, but you have to take safety seriously and use these protections.
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Summary

	A. Eye Injuries Are Often Permanent


An eye injury resulting in blindness cannot be cured.  Excuses like “I don’t wear my goggles because my hair gets messed up” or “I look silly in safety glasses” seem unimportant when compared with the value of a pair of healthy eyes.  Proper eye protection reduces your chances of injury and reduces the severity of injury if an accident does occur.

	B. How Do Injuries Happen?


The main cause of job-related eye injuries is objects striking a worker's eye. Contact with chemicals also accounts for a large group of injuries. Among other causes of injury are tools and swinging objects like ropes and chains striking worker's eyes.

	C. What Are the Hazards?


The majority of workers who have had eye injuries were not wearing eye protection.  Most say that the eye protection was not normally used or they felt it wasn't needed.

Most eye injuries could be avoided by following safety precautions and wearing proper protective equipment.  The following are causes of eye injuries and some workplace operations where they are often found:

Injurious gases, vapors and liquids:  Workers handling acids or caustics and doing welding are subject to these hazards.

Dusts or powders, fumes and mists:  Some sources are scaling, light grinding, spot welding, and woodworking; they can also include very small flying particles. 

Flying objects or particles:  Some sources include caulking, chiseling, grinding, hammering and metal working; remember that these cause the majority of eye injuries.

Splashing metal:  Some sources are babbitting, casting of hot metal and dripping in hot metal baths.

Thermal and radiation hazards such as heat, glare, ultra-violet and infrared rays:  Sources include welding, metal cutting and furnace tending.

Lasers:  Recent addition to the list of eye hazards, laser beams can present dangerous and unusual exposure.  Different kinds of laser beams require different methods of eye protection.

Electrical hazards:  Sources include arcing and sparks.

	D. How Can You Protect Your Eyes?



The first step to prevent eye injuries is to reduce the occurrence of foreign objects, install equipment guards and provide Personal Protective Equipment.

Equipment guards: Plant equipment and machinery is the source of many eye injuries. Be sure to use the guards, screens and shields that are attached to any equipment. Make sure they are always in place and used along with additional eye protection.


Ventilation and lighting: It is also important that work areas have good lighting and ventilation. Proper lighting reduces glare and eye strain and enables you to see your work clearly. A good ventilation system will carry away flying debris that might be hazardous to the eyes if it remains in the atmosphere.

Eyewash facilities: No one can predict when and where an accident will occur. Therefore, you should be familiar with the location and operation of the emergency eyewash facilities. These can include eyewash fountains, drench showers, hand-held drench hoses and emergency bottles.



Personal Protective Equipment: A wide variety of safety equipment is available to keep you safe and injury free.

· Safety glasses - The most common type of protective equipment for the eyes is safety glasses. They may look like normal street-wear glasses, but they are made of glass, plastic, or polycarbonate. They are made much stronger than street-wear lenses, are impact resistant and come in prescription or nonprescription forms. The choice of lens material will depend on your work situation.

· Goggles - Goggles are very similar to safety glasses but fit closer to the eyes. They can provide additional protection in hazardous situations involving liquid splashes, fumes, vapors and dust. Some models can be worn over prescription glasses and other are made with fabric eye cups to provide better ventilation.

· Face shields - Full face protection is often required to guard against molten metal and chemical splashes. Face shields are available to fit over a hard hat or to wear directly on the head. A face shield should always be used with other eye protection such as goggles and glasses.

You should maintain and clean your safety glasses, goggles and face shields regularly. Dirty, scratched or cracked lenses reduce vision and seriously reduce protection. Replace damaged equipment immediately.

	E. Summary


You are ultimately responsible for the protection of your eyes.  You have the most to lose if you don’t follow good eye safety practices.  The following eye safety rules will aid you in protecting your eyes:

1. Match safety equipment to degree of hazard present.

2. Know what protective devices are available on the job and how they can protect you.

3. Make sure equipment guards are in place on machinery and that they are used with additional eye protection.

4. Know location and operation of emergency eyewashes.

5. Inspect eyewashes and showers frequently to make sure they work effectively and that the water is potable.

6. Face shields should not be used alone, but always with other eye protection, such as goggles or glasses.

7. Street-wear eyeglasses are not designed to be safety glasses and should never be used as such.

8. Make sure any safety device you use fits properly.

9. Safety equipment should be maintained in good condition and replaced when defective.

10. Have your eyes tested regularly.  If you need corrective lenses, get them and use them! 

	VIII. RESPIRATORY PROTECTION


PURPOSE:



The purpose of this plan is to establish a program and procedures for wearing respiratory protection at Mid-Atlantic Communities.


This program supports compliance with the Occupational Safety and Health


Administration Respiratory Protection Standard. This program applies to all Mid-Atlantic


Associates who work in areas whose exposures to airborne contaminants require the use

of respirators.

Respirators are among the most important types of Personal Protective Equipment available to persons working in hazardous environments. These devices prevent harmful fumes, dust, vapors and gases that may cause cancer, lung impairment or other respiratory diseases from entering your respiratory system.
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	A. Who Needs To Wear A Respirator



If you work with hazardous substances, there could be danger in the air. You can't always see or smell the hazards, but dust, smoke, fog, mist, flames, gases, vapors and sprays can be hazardous to your health. The decision for respirators in the workplace is based on:

· Exposure limits allowed for particular contaminants.

· Scientific measurement of hazard level in the work area.

· Amount of oxygen in the work area.

	B. What Are The Types Of Respirators


There are two basic types of respirators:

1. Air-Purifying or Filtering:  This type is used where there is enough oxygen present, but the air in the area is contaminated with gases, vapors dusts, etc. Respirators screen out dangerous materials or diverts air through a chemical filter that removes the offending materials.

2. Air-Supplying:  This type is used whenever there is not enough oxygen in a confined space or area and where the concentration of the airborne substance that is present is immediately dangerous to life or health. Air-supplying respirators might be facemasks that are connected by hoses to a stationary air supply or self-contained breathing apparatus with portable air supply tanks like those used by scuba divers.

	C. Selecting A Respirator



When selecting a respirator, you must consider several factors. Among them are the chemical and physical nature of contaminants, the toxicity and concentration, and the amount of oxygen present in the atmosphere. The nature and extent of the hazard, amount of area to be covered, mobility, and related conditions must also be considered.


All respirators must be approved for the contaminant or situation to which you are exposed. Because of the serious effects that contaminants in your work area may have, you must use the respirator you have been told to use for each different hazard.

	D. How To Fit A Respirator




Proper respirator fit is as important as its selection. Even a tiny gap between the respirator and your skin can let in contaminated air, causing injuries and possible death.


A respirator must fit securely, but not too tightly. Your nose should not be pinched. The respirator should not slip on your face, and you should be able to move your head and talk.

FIT TESTS

There are two types of "fit tests" used and both include harmless vapor, smoke, gas or aerosol injected into a small enclosure where you are wearing the respirator.

The respirator can also be tested by performing positive and negative pressure tests.

1.
Positive Pressure Test - Close the respirator's exhalation valves and breathe out gently into the face piece. This should cause the face piece to bulge out slightly. If no air leaks out, you have a good fit.

2.
Negative Pressure Test - Close the respirator's inhalation valves and breathe in gently. The face piece should collapse slightly against your face. Hold your breath for ten seconds. If the face piece stays collapsed and no air leaks in, you have a good fit.


Remember, a respirator won't do you a bit of good unless you can get a good fit. Some people's faces just don't fit well into a respirator. Modifications may be required for people with facial hair, people who wear glasses with temple pieces and people with breathing problems.

	E. Care and Maintenance of Respirators




Before you put on a respirator, check for wear and damage. You should look for holes, tears, cracks, or snags that could let in contaminated air. Make sure all connections are tight. You should take special note of any rubber parts that are susceptible to deterioration.



Check the face piece, headband, valves, connecting tube, fittings and canister/cartridge. If you are using a respirator that has an air or oxygen cylinder supply, make sure it is fully charged according to the manufacturer's instructions.


After using a respirator, carefully clean and disinfect it every time.

	F. Respirator Users Need Training


Everyone who uses a respirator MUST practice using the equipment.  Get use to putting the 

equipment on, moving around with it, keeping hoses untangled, and watching air supplies. 

A buddy system should be set up in which you watch each other for signs of fatigue.

	G. Summary


Always remember to do your part to make your workplace as free from contaminants as possible and to protect yourself by understanding how to use, wear, and maintain respiratory equipment.

Remember to work at working safely and follow these rules:

1. Wear only respirators you know how to wear.
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