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AIM
Safety Policy Statement
AIM is committed to providing a workplace free of undue hazards for all students and
visitors. AIM firmly believes that students are our most important assets. The safety of
each student is our primary concern. We view all injuries as preventable and unacceptable.
Every student has a responsibility to him/herself and the company for his/her own safety.
All students will use good judgment and observe facility safety rules and regulations, in
order to prevent personal injury and damage to property. Unsafe behavior and failure to
follow established safety procedures will be cause for disciplinary action. Students have a
responsibility to report any observed unsafe behavior or conditions immediately to their
supervisor.
Every member of management has the responsibility to see that this policy is followed.
Anyone who supervises, directs, or controls the work of others is personally responsible
for the safety of each of these individuals.
We fully support our Safety Committee. It assembles once a month to discuss safety
concerns and issues. The committee reviews all injuries and conducts department
inspections to identify hazards. We believe this is a valuable method for promoting and
improving our safety culture.
The programs outlined in the attached Safety Program Manual address key areas of our
safety program. They are to be used as a resource and followed by all students.
It is necessary for all members of the AIM Team to work together to make our safety
program successful.
Thank you for your support and cooperation.

John Ralston
President
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Tip of the Iceberg
An employee lacerates his finger.
He is sent to the hospital and requires sutures.
Direct costs:
$1,000 - Hospital Bill

Indirect costs:
$63 - Wages paid for 3.5 hours off of job
$15 - Benefits paid for 3.5 hours off the job
$50 - Transportation to hospital
$108 - Overtime for operator to cover the remaining 4 hours
$ 2479 - 25 % decrease in production of employee for 10 days
$18 - Four employees assist injured worker for 15 min.
$21 - 7 employees discuss the incident for 10 minutes. 70 minutes
$1,600 - Employee sees the doctor for 2 follow up visits
$75 - Supervisor must investigate and fill out accident reports 1 Hour
$180 - Supervisor time juggling restricted employee
$1,500 - Administrative employees dealing with adjuster and bills
$2,500 - Experience Mod impact for three years

Total Cost -$9,609
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Total direct
costs - $1,000

Total indirect
costs - $8,609

Sturgeon Consulting
Guidelines for Safe and Successful Employment

Job Knowledge Awareness and
and Skill
Motivation
Know the accident
potential within your
job tasks
Know the proper
procedures for
performing all job
tasks
If you don’t know –
ASK!!
Accept your
limitations
Provide new students
with assistance
whenever possible

Work
Environment

Assume an active role
in injury prevention
Perform all tasks with
a “best way” mentality
– always practice the
best procedure for
working incident free,
regardless of other
priorities

Don’t create or allow
conditions that may
result in an incident

Remember that injury
prevention is an
absolute priority!

Look for unsafe
conditions and report
them promptly

Follow all company
policies and
procedures – They are
developed and
enforced for your
benefit

Practice good
housekeeping!
This is your home
away from home

Be an example!
Demonstrate attitudes
and behaviors that
reflect a commitment
to safety and health

Policies and
Procedures

Identify and
recommend
Make a constant effort opportunities to
to improve conditions improve health and
within your work area safety policies and
procedures
Help co-workers
identify opportunities
to improve work
conditions

Continually remind
yourself and others of
the benefits of
working safely

Communicate unsafe
conditions to coworkers until such
time as they may be
addressed

Remember: Always stay focused on the task at hand!!
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Injury Reporting Procedures
• We fully committed to our retaliation free injury reporting program.

• All work-related injuries must be reported immediately to your supervisor.
If you fail to report an injury when it first occurs, the insurance carrier can
deny your claim. We also miss the opportunity to investigate the incident
for corrective action and prevention of other injuries.
• When you report a claim, you will be required to complete the Injury
Management Packet. This packet contains forms that are necessary for the
insurance carrier and claim management.
• If you require medical attention, you must treat with a panel physician for
the first 90 days of care. The list of approved panel physicians is posted
throughout the building. An appointment will be made for you with a
physician. The only exception is for emergency treatment. If you treat with
a provider that is not on the panel of physicians, you may be responsible for
paying any fees out of your own pocket.
• Our goal is to get you the best medical attention available. We want to get
you back to your pre-injury health status as soon as possible. Your
cooperation is vital for us to meet this goal.
• Sometimes people exaggerate claim symptoms or attempt to falsify claims.
The company insurance carrier is very aggressive at handling claims that are
not work related. Pennsylvania has workers’ compensation insurance fraud
penalties of up to 7 years in prison and fines that can exceed $50,000.
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AIM

Form # 1

Student Injury Report
Student Name:
Last

First

Middle Initial

Address:
Street

Phone Number:

City

County

Marital Status:

State

Sex:

Date of Birth:
Date of Hire:
Number of Dependents:
Job Title:
Personal Physician:
Physician’s Address:
Date Employer Notified of Incident:
Date of Incident:
Time of Incident:

Zip Code

Age:
SS #
Full or Part Time:

Phone Number:
Student’s Supervisor:
AM / PM Time Work Started:

Type of Injury & Parts of Body Affected:

Student Statement - Describe in detail how you were injured:

What Equipment, Tools, Materials, Etc. Was Involved?
Were Safeguards or Safety Equipment Provided?
Were Safeguards or Safety Equipment Utilized?
Was Student Seen by a Physician?
Yes
When?
Was First Aid Administered?
Yes
Witness Statement – Describe in detail what you observed:

No
No

If Yes, Who?
Where?
By Whom?

Signature of Injured Student:

Date:

Signature of Witness:

Date:

Signature of Student’s Supervisor:

Date:

Signature of Safety Team Member

Date:
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NOTICE: MEDICAL TREATMENT FOR YOUR WORK INJURY OR OCCUPATIONAL ILLNESS
Your employer has selected a list of 6 or more physicians and other health care providers who are available to
treat your work related injuries and illnesses during the first 90 days of treatment. This list is posted on the
company bulletin board for your review. You may also get a copy of this list from your supervisor.
If you are injured at work or suffer an occupational illness, you have certain RIGHTS and DUTIES under
Section 306(f.1)(1)(i) of the Workers’ Compensation Act regarding your medical treatment. These rights and
duties are summarized below.
MEDICAL TREATMENT: DURING THE FIRST 90 DAYS
You have the RIGHT to receive reasonable and necessary medical treatment for your work injury or
occupational illness. Your employer must pay for the treatment, as long as the treatment is by one of the listed
providers.
You have the RIGHT to choose which of the listed providers will treat you for your work injury or illness.
You have the RIGHT to switch among any of the listed providers when you receive treatment; and if a listed
provider refers you to a provider not on your employer’s list, you have the RIGHT to receive treatment from
the referral provider.
You have the RIGHT to receive emergency medical treatment from any provider. However, non-emergency
treatment must be given by a listed provider.
If a listed provider prescribes surgery for you, you have the RIGHT to receive a second opinion from any
provider of your choice. If that opinion is different from the opinion of the listed provider, you have the
RIGHT to choose which course of treatment to follow. If you choose the treatment prescribed in the second
opinion, you must receive the treatment from a listed provider for a period of 90 days after the date of your
visit to the provider of the second opinion.
You have the DUTY to visit one or more of the listed providers for the first 90 days of treatment for your work
injury or illness if you expect your employer to pay for the medical treatment you receive.
If you seek treatment for your work injury or illness from a provider who is not on the list, your employer may
not have to pay for this medical treatment during this 90-day period. Therefore, you should talk to your
employer before seeking treatment form a provider who is not on the list.
IMPORTANT: Your employer is required to have at least 6 providers listed on the doctor panel. If the list
does not meet these requirements, it is not a valid list, and you have the right to seek medical treatment for
your work injury or occupational illness from any health care provider of your choice.
MEDICAL TREATMENT: AFTER THE FIRST 90 DAYS
Your signature on this form indicates that you have been informed of and you understand these rights
and duties. If you have questions, be sure you have your rights and duties explained to you before signing
this form.
I HAVE BEEN INFORMED OF MY MEDICAL TREATMENT RIGHTS AND DUTIES WITH
REGARD TO WORK-RELATED INJURIES AND OCCUPATIONAL ILLNESSES. THIS
NOTICE WAS PRESENTED TO ME AT (CHECK ONE):

□ TIME OF HIRE

□ WHEN I WAS INJURED

□ OTHER

STUDENT: _______________________________________ DATE: ___________________
EMPLOYER REPRESENTATIVE: __________________________ DATE: _______________
Form # 2
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OSHA 1910.1020
Access to Employee Exposure and Medical Records
The purpose of this section is to provide students and their designated
representatives a right of access to relevant exposure and medical records; and to
provide representatives of the Assistant Secretary a right of access to these records
in order to fulfill responsibilities under the Occupational Safety and Health Act.
Access by students, their representatives, and the Assistant Secretary is necessary
to yield both direct and indirect improvements in the detection, treatment, and
prevention of occupational disease. Each employer is responsible for assuring
compliance with this section, but the activities involved in complying with the
access to medical records provisions can be carried out, on behalf of the employer,
by the physician or other health care personnel in charge of student medical
records. Except as expressly provided, nothing in this section is intended to affect
existing legal and ethical obligations concerning the maintenance and
confidentiality of student medical information, the duty to disclose information to a
patient/student or any other aspect of the medical-care relationship, or affect
existing legal obligations concerning the protection of trade secret information.
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Fit for Duty
• AIM expects each student to report to work on time and in a fit condition for
duty. Each student of AIM is responsible for managing their personal lives
to achieve this goal, and help make the organization successful. This
includes basic behavior such as:
 Getting enough sleep
 Maintaining a healthy life style
 Abiding by the drug and alcohol-free work culture
 Remembering safety priorities in activity off the job
• AIM is committed to a drug and alcohol-free work culture. Students may be
subject to pre-employment, post-accident, and reasonable suspicion testing.
• It is your responsibility to report any personal injuries that could impact the
ability to perform your work tasks. The injuries must be reported to your
supervisor before starting any work activity.
• It is your responsibility to report any prescription medication side effects
that could impact your ability to safely perform your work tasks. The
reporting must be done to your supervisor before starting any work activity.
It is also important to be aware of the side effects of over the counter
medication, and avoid choices that could impact your work performance.
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Emergency Evacuation
Evacuation of buildings or areas of a facility may be necessary for events such as
fires, chemical spills, bomb threats, or weather events. Preparation and knowledge
of facility programs and procedures is critical for safe and efficient evacuations.
Basic Evacuation Rules
1. Always evacuate away from the hazard and proceed to the nearest building
exit door
2. Be familiar with primary and secondary means of egress
3. Remain Calm - DO NOT PANIC
4. Turn off all machinery and equipment, except lights
5. Walk - do not run to the assigned assembly area
6. Do not use elevators
7. Remain in the assembly area until instructed to leave
8. Report missing persons from your department during the assembly area head
count
9. Always assume the evacuation is real and not a drill
Evacuation Signal
1. An evacuation order from a member of management
2. An intercom announcement or fire system alarm
3. A direct observation of a fire, spill, or other hazard
Facility Emergency Number
For any facility emergency – (fire, accident, spill, etc.)
Contact your supervisor and then Dial 911
Evacuation Routes and Assembly Areas
The current assembly areas are as follows:
Outdoor Assembly Area - The flag pole in the front parking lot.
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Indoor Assembly Area – The severe weather assembly area is located in the utility
tunnel.
It is extremely important for students to stay in the assembly area until directed to
leave by a member of management.
Facility Hazardous Areas:
During an emergency event, some areas of the facility can pose a greater risk to
students and/or emergency responders. These areas of the facility should be
avoided whenever possible. The following areas have been identified for AIM :
• Outdoor Flammable Gas Storage
• Department Flammable Material Cabinets
• Materials Room
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Fire Extinguisher
Portable fire extinguishers are located throughout the facility. Fire extinguishers
are designed to fight fires in their initial stages. If a fire is too large, then evacuate
the building immediately.

Before using a fire extinguisher:
1. Make sure you have a clear evacuation route
2. Make sure the extinguisher is fully charged
3. Follow the PASS technique

PASS Technique

P ull the pin
A im low
S queeze the handle
S weep side to side (at the base of the fire)
FIRE EXTINGUISHER TYPES
Class A – Ordinary Combustibles– wood, paper, cloth, rubber, plastic, etc.
Class B – Flammable or Combustible Liquids
Class C – Live Electrical Equipment
Class D – Combustible Metals

Do you know how long a fire extinguisher lasts?
Size and Type
5 lb CO2
5 lb dry chemical
10 lb CO2
10 lb dry chemical
15 lb CO2
15 lb dry chemical
20 lb CO2
20 lb dry chemical

Horizontal Stream
3-8 feet
5-12 feet
3-8 feet
5-20 feet
3-8 feet
5-20 feet
3-8 feet
5-20 feet

Discharge Time
8 to 30 seconds
8 to 10 seconds
8 to 30 seconds
10 to 25 seconds
8 to 30 seconds
10 to 25 seconds
10 to 30 seconds
10 to 25 seconds
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Hazard Communication
Program
The purpose of a Hazard Communication Program is to help students understand the
potential hazards of the chemicals in use at their worksite. Hazard Communication or
Right to Know is a long-standing OSHA regulation. A 2012 revision of the standard
requires significant changes that employers and students need to adopt and understand.

Key Components
• Written program
• List of business hazardous chemicals
• Safety Data Sheets (SDS)
Contact your supervisor if you have any questions about a chemical in your work
area. Specific protocols have been established for safely working with chemicals.
Additional information can be obtained from the Safety Data Sheet inventory.

All chemical and material containers must be clearly labeled with contents and
hazard warning information. The original material containers usually contain this
information. If you place a chemical into a secondary container (spray bottle,
bucket, etc.) then it is your responsibility to make sure the container is properly
labeled with the chemical name and hazard information. Ask your supervisor for
assistance if you are not familiar with the secondary container labeling process.
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Older Style Sample
Warning Labels
NFPA Label
Hazard Rating
Key: The higher
the number
from 0 – 4, the
greater the
hazard.

DOT Label

HMIS Label
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New Labeling Format under OSHA’s Globally Harmonized System
Pictograms will quickly convey specific information; make warnings more noticeable and
easier for students to understand. The specific pictograms that are required on a particular
label are determined by the hazard classification.

HCS Pictograms and Hazards

Flame

Health Hazard
•
•
•
•
•
•

Carcinogen
Mutagenicity
Reproductive Toxicity
Respiratory Sensitizer
Target Organ Toxicity
Aspiration Toxicity

Gas Cylinder
• Gasses Under
Pressure

Flame Over Circle
• Oxidizers

•
•
•
•
•
•

Flammables
Pyrophorics
Self-Heating
Emits Flammable Gas
Self-Reactives
Organic Peroxides

Corrosion
• Skin Corrosion / Burns
• Eye Damage
• Corrosive to Metals

Environment
• Aquatic Toxicity
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Exclamation Mark
•
•
•
•
•
•

Irritant (Skin and Eye)
Skin Sensitizer
Acute Toxicity
Narcotic Effects
Respiratory Tract Irritant
Hazardous to Ozone Layer
(Non-Mandatory)

Exploding Bomb
• Explosives
• Self-Reactives
• Organic Peroxides

Skull and Crossbones
• Acute Toxicity (Fatal
or Toxic)

Sample GHS Label

1

Product Name Or Identifier – Chemical name or number on the SDS.
List all chemicals included in mixes.

2

Signal Word – The signal word indicates the relative degree of severity
of the hazard.

3

Hazard Statement – Describes the nature of each hazard associated with
the chemical.

4

First Aid Statement – Emergency care information.

5

Precautionary Statement – Recommended measures to minimize or
prevent adverse effects.

6

Supplier Information – Name, address and telephone number of the
manufacturer or supplier of the chemical.

7

Pictograms – Conveys specific information about the hazard or hazards
of the chemical.
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Safety Data Sheets (Formerly
Material Safety Data Sheets):
All students will have ready access to SDSs during their work shift. The SDSs are maintained
by the facility Hazard Communication Coordinator. The SDS files are located in the safety
station outside the main office and outside the bathrooms near Line 10. The master SDS file
is kept in the main office and electronically through designated computer terminals.
The SDS file will be updated by the Hazard Communication Coordinator upon receipt of a new or
revised SDS from a supplier.
Safety Data Sheet Format
Section 1: Identification
Section 2: Hazard identification
Section 3: Ingredients
Section 4: First-aid measures
Section 5: Firefighting measure
Section 6: Accidental release measures
Section 7: Handling and storage
Section 8: Personal protection

Section 9: Physical and chemical properties
Section 10: Stability and reactivity
Section 11: Toxicological information
Section 12: Ecological information*
Section 13: Disposal considerations*
Section 14: Transport information*
Section 15: Regulatory information*
Section 16: Other information
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P

Proper Use of Personal
Protective Equipment
• PPE is an additional tool for the prevention of injuries.
However, like any tool it must be properly used and
respected.
• Eye Protection - Must have side shields and safety lenses
(no street glasses), and worn at all times
• Ear Protection - Ear plugs must be inserted completely and
never worn sideways.
• Respiratory Protection - Always be clean shaven and have
both straps properly adjusted - conduct a positive/negative
fit test each time.
• Foot Protection - Keep boots/shoes dry and clean, and don’t
subject them to unnecessary heat or sharp objects.
• Hand Protection - Follow the PPE codes for selecting the
proper glove for the job. Don’t exceed the limitations of
the glove.
• Clothing - Clothes should comfortable, but never loose or
baggy. Cotton material provides heat and cut resistance.
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PPE Inspection/Maintenance
• Always inspect PPE for damage. Before
each use, look for cracks, cuts, holes, tears,
etc., and replace as needed.
• Take time to clean and care for your
protective gear. Wipe down ear muffs and
respirators with a damp rag. Clean glasses,
goggles, and face shields with a soft cloth.
Regularly wash your work clothes for good
hygiene.
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AIM – PPE Assessment
Summary – 11/15/19
JOB/LOCATION
PROCESS ENGINEERING
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
HAND HAZARD
* cuts, abrasions, and burns
FOOT HAZARD
* material handling and equipment exposure
PPE REQUIRED
ANSI approved safety glasses w/side shields
General work gloves for hot part contact
Safety toe shoes/boots for mold changes
JOB/LOCATION
DRYER OPERATOR
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
HAND HAZARD
* cuts, abrasions, and burns
PPE REQUIRED
ANSI approved safety glasses w/side shields
Hot work gloves
JOB/LOCATION
MAINTENANCE
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, chemicals etc.
HAND HAZARD
* cuts, burns, abrasions, and chemicals
FOOT HAZARD
* material handling and equipment exposure
PPE REQUIRED
ANSI approved safety glasses w/side shields
Safety glasses and face shield for grinding
and water treatment chemical handling
Leather or similar work gloves for sharp or
rough material handling
Neoprene gloves for corrosive material
contact
Welding helmet, gloves, and jacket for hot
work activity
Fall protection equipment must be worn on
manlift equipment and any unprotected work
more than 4 feet off the floor/ground

JOB/LOCATION
OPERATORS
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
HAND HAZARD
* cuts, abrasions, and burns
FOOT HAZARD
* material handling and equipment exposure
PPE REQUIRED
ANSI approved safety glasses w/side shields
General work gloves for hot part contact
Nitrile gloves for part protection
Safety toe shoes/boots for mold changes
JOB/LOCATION
WAREHOUSE
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
HAND HAZARD
* cuts and abrasions
PPE REQUIRED
ANSI approved safety glasses w/side shields
General work gloves for rough or sharp
material handling
JOB/LOCATION
CLEAN ROOM
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
PPE REQUIRED
ANSI approved safety glasses w/side shields
Nitrile gloves for part protection
Lab coat, hair net, beard net, shoe covers for
clean room protocols
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JOB/LOCATION
MATERIAL LAB
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, chemicals, etc.
HAND HAZARD
* cuts, abrasions, and chemicals
PPE REQUIRED
ANSI approved safety glasses w/side shields
Nitrile gloves for chemical handling

JOB/LOCATION
GRINDER OPERATOR
Associated hazard
EYE HAZARD
* dust, projectiles, hand and power tools,
compressed air, etc.
NOISE HAZARD
* equipment noise exposure
PPE REQUIRED
ANSI approved safety glasses w/side shields
Earplugs or earmuffs

Knife Safety
• Keep cutting tools sharp - a dull blade
requires more force
• Always cut away from your body especially your other hand
• Wear cut resistant gloves
• Store knives with blades retracted or
covered
• Do not leave knives laying around the work
area
• Only personal knives with two inch or
smaller blades are permitted at the facility
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Back Injury Prevention
Don’t Become a Statistic
• About 90% of the adult population has acute or chronic back
problems.
• Genetics, physical condition, and age can all play a role in back
injuries.
• Most can be prevented by following proper injury prevention
behavior.

Anatomy & Injuries

Spine – 3 Main functions
• To protect the spinal cord
• To allow movement
• To support the upper body
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Biomechanics
101 lbs
100 lbs
101
lbs

101
lbs
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Techniques for Safe Lifting
Safe lifting means keeping your back aligned while you lift, maintaining your
center of balance and letting the strong muscles in your legs do the actual lifting.
By using the following techniques, you can learn how to lift safely and save your
back from accidental strain and injury.

1. Bend Your Knees
Bend your knees, not
your waist. This helps
you keep your center of
balance and lets the
strong muscles in your
legs do the lifting.

The Safe Way To Lift
Before you lift anything
think about it. Ask
yourself:"Can I lift it
alone?" "Do I need
mechanical help?" "Is it too
awkward for one person to
handle?" Should I ask a coworker for help?" If the
load is manageable, follow
the steps to lift it safely.

2. “Hug” The Load
Try to hold the object
you're as close to your
body as possible, as
you gradually
straighten your legs to
a standing position.

Tips To Remember
In addition to these
techniques, remember to
make sure that your footing
is firm before you start and
that your path is clear. And
be sure to use the same safe
techniques when you set
down your load. It takes no
more time to do a safe lift
than to do an unsafe lift, so
why not play it safe and lift
right?

3. Avoid Twisting
Twisting can overload
your spine and lead to
serious injury. Make
sure your feet knees
and torso are pointed
in the same direction
when
you
are lifting.
The
Safe To
Lift
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Give Your Back the
Rest it Deserves!
A proper night’s sleep is essential for a healthy back. Good posture is as
important when you are asleep, as it is when you are awake.
The following sleeping postures will help maintain a healthy back;

Best Sleep Posture
• Sleep on your side with your hips and knees bent towards chest
• Place a small firm pillow between your knees and under your neck
• Sleep on a firm mattress

Good Sleep Posture
• Sleep on your back with a pillow under your knees
• Use a small pillow under your neck
• Sleep on a firm mattress

Poor Sleep Posture
•
•
•
•
•

Sleeping on your stomach
Sleeping on a soft mattress
Using to large of a pillow
Sleeping with your spine twisted awkwardly
Sleeping in a chair
25

Stretching Guide
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Pedestrian Forklift Safety
Pedestrians and forklifts share the same aisle ways in most businesses.
During our daily tasks, we can become complacent to the dangers of
mobile equipment. Forklift/pedestrian collisions can result in very serious
injuries.
The following list provides some general rules we all need to
remember:
• Always stay alert and treat facility aisle ways as you would a busy
street.
• Look both ways before walking across an aisle way, or stepping away
from a workstation.
• Always assume the forklift driver does not see you.
• Check the overhead mirrors as you approach blind spots.
• Slow down and use additional caution at blind spots, doorways, and
in congested areas.
• Never try to cross the path of an oncoming vehicle.
• Do not walk or cross directly behind a forklift.
• Do not read literature or only look at the ground while walking.
• Never walk under elevated forks/loads.
• Stay alert for forklift horns and back up alarms.
• Walk in the designated pedestrian aisle ways whenever possible.
• Remember the tripping hazard from the forks on a parked truck.
• Never stand/walk between a running truck and a load or other fixed
object (pinch point).
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Heat Stress
Purpose: To prevent students from suffering a heat related disorder.

Heat Stress Disorders
Heat Stress - Relative amount of thermal strain from the environment
Heat Strain - The series of physiological responses to heat stress

Types of Disorders
Heat Rash - Occurs when sweat is not easily removed from the surface
of the skin by evaporation. The sweat glands become inflamed, and a
rash soon appears.
Heat Cramps - Painful, sometimes severe cramps of the muscles used
while working, such as leg, arm, and stomach muscles. These cramps
will often occur after the work shift, when the worker is relaxing at
home.
Heat Exhaustion - Occurs when the body’s heat-control mechanism is
overactive, but has not broken down completely. May occur in
combination with heat cramps, and can advance to heat stroke.
Heat Stroke - A rapid deterioration of the victim, that often leads to
death. It results from heat sweat suppression and increased storage of
body heat. Occurs more readily if the body has suffered a previous heat
disorder.

Prevention
• Proper Acclimatization
• Consume plenty of liquid
• Take sufficient rest in a cool area
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Heat Stress
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Bloodborne Pathogen
♦ Bloodborne Pathogens are pathogenic microorganisms present in
human blood and body fluids that can cause disease in humans
Common Types of Bloodborne Pathogens
Non-A Hepatitis
Non-B Hepatitis
Hepatitis B (HBV)
Hepatitis C, D, E……
Syphilis
Malaria
Human Immunodeficiency Virus (HIV)
Examples of Potential Exposure Incidents
♦ Student is lacerated and bleeds on equipment/products, and/or the
floor on his/her way to the dispensary /first aid station
♦ Student bleeds while being cared for by first aid personnel
♦ Unconscious student is given mouth to mouth resuscitation
Infection Control Measures
♦ Universal Precautions - Treat all human blood and certain body
fluids as if known to be infectious for bloodborne pathogens
♦ Always wear impervious gloves when administering first aid or
cleaning up after an injury that produces blood or other fluids
♦ Wash your hands immediately after any potential exposure
♦ Do not eat, drink, smoke, etc., before washing your hands
♦ Remember that your eyes, nose, mouth, or any skin breaks are
potential entry points for bloodborne diseases
♦ Report any potential exposure immediately to Human Resources
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Lockout / Tagout
Purpose: to protect students from the unexpected release of energy, or start up of
machinery or equipment.
Why is a Lockout/Tagout Program so important?
It helps to prevent maintenance or set-up personnel from becoming seriously
injured or killed while working on machinery and equipment. It can be as simple
as pulling a plug out of a wall socket or as complex as locking electrical
disconnects, process valves, blocking cylinder travel, etc.
Types of energy sources that can be locked out:
• Electrical

• Chemical

• Pneumatic

• Natural Gas

• Hydraulic

• Stored Energy

• Propane

• Vacuum

• Water

• Battery

• Steam

• Other

There are many types of lockout devices including: padlocks, warning tags, valve
covers, plug enclosures, breaker covers, chains/cable, blanks, hasps, etc.
General Student Rules:
•
•
•
•

Never attempt to work on equipment that is not locked and tagged out
Never remove someone else’s lock and tag
Never attempt to operate equipment that is locked out
Unplug even simple power tools / equipment before changing blades, bits –
or placing your hand in the point of operation
• Each person working on a piece of equipment must have their own lock and
tag in place on the primary power source, with signed out back-up locks in
place on any other applicable power sources
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Electrical Safety
Electricity is such an integral part of modern life that it is easy to become
complacent about its hazardous effects on the body. Even contact with small
amounts of current can be lethal under the right conditions.
The smallest electrical circuits in your home are 15-20 amps. Electrical
circuits in the work environment can be hundreds of amps. (A=amps, mA =
milliamps)

Potential Electrical Health Effects:
•
•
•
•
•

3 mA can cause painful shock
10 mA can cause involuntary muscle contraction
30 mA can cause temporary lung paralysis
100 mA can cause ventricular fibrillation
4 A can cause severe burns and heart paralysis

Exposure Sources:
• Damaged insulation on extension cords
• Extension cords run through doors, wall openings, or under material – that
can easily be cut or damaged
• Power cords that are run through standing water or in machine sumps
• Cord ends that are not completely plugged into the outlet or socket
• Breaker panels with open breaker slots or missing panel covers
• Open electrical disconnect boxes
• Electrical conduit that is damaged or has open junctions or pulling points
• Sealtite that is damaged or pulled apart at machinery
• Flexible wiring used for permanent installations
• Non ground fault circuits in wet or damp areas
• Damaged power tools or equipment
• Overhead or underground power lines

32

AIM
Safety Rules & Regulations
INTRODUCTION
The following pages contain a list of general safety rules. These are meant to serve as a brief
summary for many of the established company programs. They are also intended to be utilized
for basic training with new students. It is a requirement that all students abide by established
company safety rules and regulations. Failure to follow safety protocols can result in
disciplinary action.
INJURY MANAGEMENT
1. All injuries must be reported immediately to your supervisor. Students are required to
complete the injury management packet as soon as possible.
2. Students are required to treat with a medical provider on the established panel of physicians
for at least the first 90 days following an injury.
3. We do not expect you to work under unsafe conditions. If you see an unsafe condition,
report it to your supervisor immediately. If you do not understand a job/task always ask your
supervisor for clarification before starting the work.
4. Unsafe behavior is the leading cause of injuries. It is important that all students follow the
established safe behavior work fundamentals. If you observe unsafe behavior occurring in
the work environment, let you supervisor know as soon as possible.
PERSONAL PROTECTIVE EQUIPMENT (PPE)
PPE is required at the facility, and at some customer sites. The specific details of this program
are posted throughout the facility and outlined in the PPE section of the safety plan.
ELECTRICAL
1. Only authorized students may perform electrical work. All electrical work will be performed
in compliance with the National Electric Code.
2. It is important to always inspect extension cords before each use, and to protect them from
damage. You should immediately report damaged or defective electrical items to your
supervisor. This includes: open knockouts; damaged conduit, extension cords, or other electrical
equipment; missing breaker slots or panel covers; etc.
3. When repairing or servicing the building or equipment, the main power controls should be
turned to the off position and locked out. The lockout procedure must be in accordance with the
protocols outlined in the Lockout/ Tagout Program.
4. Ground Fault Circuit Interrupters (GFCI) should be used in all wet or damp locations.
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5. Students working on energized equipment will utilize the required arc flash gear, follow
established safe work procedures, and only use tools that have been inspected and are in good
condition.
6. Keep at least a three foot opening in front of all electrical panels and disconnects so that they
can be easily accessed in an emergency to shut off the power to a piece of equipment.
MACHINERY
1. Machine guards must be in place before equipment is returned to service. Removal of guards
or other safety devices or the blocking out of guards or safety devices without proper authority is
prohibited.
2. A lockout procedure should be in place for all fixed equipment, and the procedure followed
during applicable maintenance activity.
3. Machinery shall not be cleaned, oiled, or adjusted while in operation.
4. Equipment operators shall avoid conversing with others while their machine is operating.
5 Supervisors should ensure only qualified, trained individuals operate, clean, or repair
machinery.
TOOLS
1. All hand and power tools should be inspected before use by the operator. Unsafe tools will be
tagged and removed from service until repaired. This includes defects such as mushroomed
heads, cracked handles, loose tool heads or components, worn or damaged items.
2. Do not use tools for tasks which they are not intended – such as a screwdriver as a chisel.
3. Do not lift or lower portable electric tools by the power cord - use a rope. Refrain from
placing cords/extensions across walkways where students may trip over them, or they could be
damaged.
4. Grinding wheels must not be operated at speeds in excess of the specifications prescribed by
the manufacturer. When first starting grinding wheels, stand to the side for a few seconds to
make sure the wheel is not cracked. Cracked wheels can fly apart, causing serious injury. A
"ring test" shall be performed prior to mounting of a new wheel. Work rests and tongue guards
will be adjusted prior to use, and set at 1/8” and 1/4” respectively.
5. The company personal protective equipment guidelines must be closely followed when using
hand or power tools/equipment.
LADDERS
Ladders can be a safe and effective tool for accessing overhead work. The general ladder rules
outlined below shall act in conjunction with our formal Fall Prevention Program outlined in the
Master Safety Program.
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1. Ladders shall be of the proper height and type for the job, with evenly spaced rungs.
2. Straight ladders shall be equipped with non skid shoes to prevent slippage and provide a solid
footing.
3. The distance between the foot of the ladder and wall shall be l/4 the length of the ladder (4:1
ratio) – or for every 4 foot of vertical height, the base should be 1 foot out from the wall.
4. Straight ladders shall extend at least three feet above the landing point to aid in getting on/off
the ladder.
5. Before using a ladder, inspect it for missing cleats, cracked rungs or broken spreaders. Rungs
and steps should be free of oil and grease. A periodic formal inspection must be completed at
least annually and documented.
6. Never over-reach while working on a ladder. You should only work within easy arm's length
to the side. Your chest should never extend over half way beyond the side rail of the ladder.
7. Never stand on or above the second rung from the top of a ladder.
8. Ladders, stairs, platforms, or designated man lift equipment shall be used at all times to
access items off the ground. Chairs, boxes, barrels, etc. shall not be used as stepladders.
9. Only approved fiberglass ladders will be used when working near energized electrical
equipment.
10. The ladder must be used within its rated load capacity – with both the user’s weight and any
clothing/gear worn by the user taken into account. The capacity should also be clearly marked
on the ladder.
11. Ladders should only be used for their intended purpose – do not use a step ladder as a
straight ladder, a ladder as a scaffold plank, a material support, etc.
12. Any ladder defects identified during inspection, or damage that occurs during use must be
reported immediately. The damaged ladder must be tagged and taken out of use. If proper
repairs cannot be made then the ladder must be destroyed and then discarded.
WELDING AND CUTTING
Welding and cutting operations shall be performed by qualified persons. Hot Work equipment
must be inspected before each use, and damaged items removed from service.
1. Welding or cutting in areas where flammable/combustible materials are used or stored, or
areas having a fire potential, is not permitted without a hot work permit. Permits are issued
through the Safety or Maintenance Department. A specific Hot Work Program is included in the
Master Safety Program.
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2. When welding or cutting, proper eye protection and clothing must be worn. Any student
assisting a welder should also be wearing proper personal protective equipment.
3. Portable curtains or shields shall be used whenever possible to protect other people in the
work area from arc flash and spark exposure. After the welding/cutting operations are complete,
hot metal or equipment should be marked to warn others.
4. When welding in a booth, protection should also be taken to protect students passing by from
being flashed. Also, local exhaust systems must be used when welding in a booth.
5. Before a welding/cutting operation begins, the area must be cleared of all fire hazards. If they
cannot be removed, they must be guarded against sparks or ignition – see the hot work permit.
6. A fire watch with appropriate fire extinguishers must be assigned to the area whenever
welding or cutting is performed and must be maintained at least thirty minutes after completion
of cutting or burning. If the possibility exists for a spark to travel to a lower level, a fire watch
must be placed on each level.
7. Compressed gas cylinders shall be kept secured at all times. Valve protection caps shall
always be in place on cylinders except when in use. Cylinders shall be stored in properly marked
storage racks and properly secured and separated, and designated as a “No Smoking” area.
8. Fuel gas and Oxygen cylinders must be kept separated by 20 feet, or at least a five foot tall
and one half hour rated fire wall.
MOBILE EQUIPMENT
1. Motorists and mobile equipment operators shall obey all posted speed limits and obey
directives issued by management. Each operator must complete a formal training class with
minimum 3 year refresher courses.
2. A daily inspection checklist must be completed at the beginning of each shift that a piece of
equipment is operated. Any equipment deficiencies identified during the inspection shall be
reported immediately to appropriate supervisor.
3. Equipment that unsafe to operate must be parked and tagged out of service.
4. See the specific sections of the Master Safety Program for additional information.
HOUSEKEEPING
Good housekeeping is an important practice for injury prevention and improving efficiency.
Every student has a responsibility to keep their work area neat and clean.
1. Supervisors and managers will be held responsible for maintain good housekeeping
conditions throughout the work environment.
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2. Scrap, trash, or rubbish will not be allowed to accumulate on floors, building structure, or in
areas not designated as collection or disposal points.
3. Scrap paper and other combustible trash will be placed in approved receptacles, and will be
emptied on a regular basis. Upon removal, trash will be deposited in receptacles located at safe
distances from structures, equipment, and materials.
4. Failures or unsatisfactory service in scrap, rubbish, or garbage pick-up by contractors needs
reported to the project manager, and the area supervisor.
5. Flammable and combustible material must be stored in designated areas, away from ignition
sources.
6. Dirty rags impregnated with flammable or combustible material needs placed in approved self
closing containers, and removed from the facility at the end of the shift.
7. Clothing and other flammable materials will not be placed near, or hung over, radiators, steam
pipes, or other heat sources.
8. Flammable material will be kept in approved cabinets when not in use. Flammable material
shall only be stored in approved metal containers that are bonded and grounded during any fluid
transfer activity.
FACILTY AREAS
1. All departments will remove obstructions and debris, which constitute fire hazards.
Combustible material, sawdust, trash and refuse should be cleaned up daily or more often, if
necessary, to prevent fires or injuries.
2. Dust accumulations will be wiped from fixtures, structural members, and other locations,
where it tends to accumulate, as often as necessary, to prevent such accumulations from
becoming fire or explosion hazards. See the Combustible Dust program in the Master Safety
Program.
3. Cardboard, plywood, or similar combustibles will not be used to cover work areas where heat
producing apparatus are used, or hot work is conducted.
4. Benches, floors, and equipment will be cleaned of noticeable accumulations of oil, grease or
paint; all spills of flammable fluids will be cleaned up immediately.
5. Duct work, exhaust fans, and similar equipment will be cleaned at frequent intervals; at no
time will there be appreciable accumulations of grease or dust.
6. Coveralls and overalls, which contain excessive grease and oil, such as to constitute a fire
hazard, will be removed and cleaned as soon as possible.
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7. Flammable liquids and highly combustible materials will be stored in NFPA approved
containers and will be labeled as to the contents.
8. Solvents and other flammable liquids will be kept in approved safety cans and quantities in
use will be limited to a one day's supply; quantities of acids and corrosive liquids are similarly
limited and restricted to appropriate containers.
9. Oily and greasy rags and waste will be kept in approved lid-covered metal containers and
removed from buildings after working hours unless inside locations are approved by the Safety
Department.
WAREHOUSING AND STORAGE
1. Materials will be stored so as to minimize hazards and obstructions detrimental to fire control.
Materials will not block fire aisles or exits, fire extinguishers or water distribution equipment, or
any utility valves, switches, or controls.
2. Materials susceptible to spontaneous combustion, explosion, or easy ignition will not be
stored where there is inadequate ventilation or excessive heat. When such materials are stored
behind windows, the windows will be painted or insulated from the sun's heat. Acids, corrosive
substances and chemicals with oxidizing properties will be stored in a designated area, in
containers of inert materials; acid carboys and compressed gas cylinders will be segregated from
other stored materials and protected from impact and direct sunlight. In all above instances,
storage locations will permit isolation or quick removal in the event of fire. None of the
foregoing materials will be stored in any location without prior approval of the Safety
Department.
3. No materials will be stored within 12 inches of radiators or steam lines, nor within 28 inches
of any other heating units; cabinets, desks and similar fixtures will not be placed closer than 18
inches to any heating units (except radiators).
4. Fire doors and building exits will not be obstructed at any time, and no material will be stored
within 36 inches of fire door openings. Doors that are not intended to be used as an exit shall be
marked accordingly.
5. Flammable or combustible scrap material will be stored in a designated area – preferably in
an outdoor area.
6. Oxygen, acetylene cylinders and propane tanks will be stored in designated areas, storage
racks, or storage facilities. Cylinders and tanks when empty will be removed to proper storage
areas and marked empty.
GENERAL
1. Running by students in the facility or on the premises is not permitted.
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2. Air hoses shall not be used for cleaning clothing. Air hoses shall be equipped with safety
nozzles when used for blowing down equipment, machinery, tooling, etc., and care shall be used
when doing so. Air nozzles shall be limited to 30 PSI static pressure.
3. Good posture should be used to prevent injury. Try and keep your back straight and use your
legs and arms to lift and move objects. Avoid working in positions with awkwardly bent wrists,
raised elbows, or other postures. Get help or use mechanical lifting devices if the object is too
heavy.
4. Horseplay, scuffling, and other acts which tend to endanger the safety or well being of
students is prohibited.
5. Do not throw material, tools, or other objects, from heights. Always lower items with a rope
and/or bucket.
6. The use of illegal drugs or alcohol in the work environment is prohibited. Any adverse side
effects from prescription or over the counter medicine must be reported immediately to your
supervisor.
7. Students are required to report any work related injury to their supervisor on the same shift
the injury occurred. Students needing medical treatment must use the established panel of
physicians for at least the first 90 days of treatment. Any student put on restrictions from a
personal injury, must report this to their supervisor before starting work.
8. Do your part to keep washrooms, toilets, drinking fountains, locker rooms, and cafeterias neat
and sanitary – as part of our housekeeping program. Students should wash hands before eating
and drinking. Food should be consumed in the break or lunch area, unless approved by
management.
9. Use designated walkways to move through the facility. Don't take a shortcut over, under, or
between unguarded conveyors and equipment.
10. Make your work area safe, efficient and pleasant by keeping it clean and orderly.
Discarding of paper and other debris on top, around and under machinery and on the floor is
strictly prohibited.
11. Compressed gas cylinders (oxygen, acetylene, propane, shield gas, etc.) shall be properly
secured in their racks/holders. When not in use, regulators shall be removed and cylinders
capped. Oxygen and fuel gases shall not be stored in the same area without the presence of an
approved barrier. Never store compressed gas cylinders in direct sunlight or near extreme heat.
Acetylene cylinders shall always be stored/ used in an upright position.
12. Desk drawers, filing drawers, and toolbox drawers, etc., shall be kept closed at all times
while not in use.
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13. Always ask your supervisor if you do not completely understand a job task. We want all
students to be properly instructed in order to eliminate any possible injury.
14. It is very important that all personnel dress appropriately for the work environment. Loose
and baggy clothing is not permitted as it can get caught in moving equipment. Hair longer than
should length needs tied back when working around moving equipment components. Students
who wear hooded sweatshirts shall not wear the hoods up over their heads while in any company
building. This blocks visibility and creates a hazard.
15. Rings, watches, and other jewelry shall not be worn around moving machinery or other
places of entanglement.
16. Students must follow the established personal protective equipment requirements for their
department and assigned work tasks.
17. All students are permitted access to their personnel file to view any sampling or medical
records. Access to these files is obtained through the Human Resources Department.
18. All exit doors must be kept free from obstruction. In the event of an emergency, evacuate
out the nearest exit that is away from the hazard. Once outside report immediately to the
assembly area and stay there until excused by a member of management.

The above general rules may be subject to additions, deletions, or change as conditions dictate.
The goal of these established rules is to prevent injury and facility damage.
DISCIPLINARY ACTION
Rules and training protocols are established to promote a safe work culture. Unsafe behavior is
the leading cause of injury. Students are required to follow all established rules and regulations.
Failure to follow any established safety protocol will result in disciplinary action. See the
Company Handbook for an outline of the progressive disciplinary policy.
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Voluntary Respirator Use Policy
Appendix D to Sec. 1910.134 (Mandatory) Information for students using respirators when
not required under the standard
Respirators are an effective method of protection against designated hazards when properly
selected and worn. Respirator use is encouraged, even when exposures are below the exposure
limit, to provide an additional level of comfort and protection for workers. However, if a
respirator is used improperly or not kept clean, the respirator itself can become a hazard to the
worker. Sometimes, workers may wear respirators to avoid exposures to hazards, even if the
amount of hazardous substance does not exceed the limits set by OSHA standards. If your
employer provides respirators for your voluntary use, of if you provide your own respirator, you
need to take certain precautions to be sure that the respirator itself does not present a hazard.
You should do the following:
1. Read and heed all instructions provided by the manufacturer on use, maintenance, cleaning
and care, and warnings regarding the respirators limitations.
2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH,
the National Institute for Occupational Safety and Health of the U.S. Department of Health
and Human Services, certifies respirators. A label or statement of certification should appear
on the respirator or respirator packaging. It will tell you what the respirator is designed for
and how much it will protect you.
3. Do not wear your respirator into atmospheres containing contaminants for which your
respirator is not designed to protect against. For example, a respirator designed to filter dust
particles will not protect you against gases, vapors, or very small solid particles of fumes or
smoke.
4. Keep track of your respirator so that you do not mistakenly use someone else’s respirator.
I have read and understand the information above. I understand that I am using a respirator
voluntarily in an area not mandated.
____________________________________
Student Name (Print)
____________________________________
Student Signature

______________
Date
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AIM
Safety Orientation Checklist

Student’s Name (print): ______________________________________________
Department: __________________________

Items Covered
__________ 1. General Safety Rules & Regulations
__________ 2. Hazard Communication – SDS, Protocols, Labels, etc.
__________ 3. Personal Protective Equipment
__________ 4. Control of Hazardous Energy (Lockout/Tagout)
__________ 5. Bloodborne Pathogens
__________ 6. Fire Prevention / Hot Work Protocols
__________ 7. Emergency Response / Evacuation / Inclement Weather
__________ 8. Back Injury Awareness – Body Mechanics, Lifting Techniques
__________ 9. Housekeeping / Fall Prevention
__________ 10. Injury Reporting Procedures / Doctor Panel
__________ 11. Mobile Equipment Operation – certification required before use

The above named student has been trained and understands the items listed above.

___________________________________
Student

_____________________
Date

___________________________________
Supervisor

_____________________
Date
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