
Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01 Physical Plant Safety 
 
10-01-01 Safety Rules for Painters 

 
Painters are subject to many safety hazards and exposures to include:  Fire, 
poisoning, falls, eye injury, strains, and dermatitis. 
 
a. Fire 

 
After use, cans of paint, thinners, or lacquers should be closed.  This is 
particularly important when working inside a building, or any enclosed area 
where any source of heat or spark could be prevalent.  Proper ventilation will 
reduce the chance of fire.  When moving paints, thinners, or lacquers in a truck or 
van, it is imperative that the cans be closed. 
 
All rags or towels soaked with paint, thinners, or lacquers should be disposed of 
in approved containers after work.  All paints, thinners, or lacquers returned to 
the shop, as well as the stock kept in the shop, shall be kept in appropriate 
cabinets or bins.  The shop shall be kept clean and as free as possible from 
flammable materials.  The shop must be equipped with at least one portable ABC 
fire extinguisher.  The shop should be posted against SMOKING. 

  
b. Poisoning 
 

Those using a spray painter should be protected from overspray resulting in 
harmful mists.  Protection must meet at least NIOSH/MSHA approved dual 
cartridge respirator requirements.  There are a number of disposable face masks 
which meet the above requirements.  Such protection is vital due to the possible 
effects of oil and/or lead based or other harmful mists from paints, thinners, and 
lacquers that could damage the respiratory system.  It is also important that a 
spray paint booth maintain sufficient air velocity to carry overspray and fumes 
away from the operators face.  Good maintenance and housekeeping of the 
system is a must for proper operation.  (Air ducts must be kept open, fan belts 
tight, paint accumulations removed.)  Painters must adhere to all precautions. 
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c. Eye Injury 
 

Paints, thinners, lacquers, or other solvents when introduced into the eye could 
produce painful and dangerous results.  Painters who are having to paint an 
overhead object that requires being under it and looking up should wear 
appropriate eye protection to prevent paint or other materials from dropping in 
the eye.  When painters are preparing surfaces for painting by wire brushing, 
sanding or scraping, eye protection should be used. 

 
d. Falls 
 

See section – Construction Safety, Safe Use of Wood Ladders.  (Note:  It is 
permissible for painters to use metal ladders, provided such work does not 
involve removing electrical appliances and/or working around energized 
equipment or lines.)  Ladders that are not safe should be removed from service! 

 
e. Strains 

 
Moving ladders can and has caused back and muscle strains to many painters.  
Ladders are heavy and odd-shaped; they present quite a challenge to move, lift or 
position.  Large ladders should be handled by two painters to prevent possible 
strain. 

 
f. Dermatitis 
 

Some individuals are susceptible to dermatitis caused by paints, thinners, or 
lacquers; that is, an inflammation of the skin caused by above materials usually to 
hands, arms, or neck.  To help prevent dermatitis, those who have the tendency 
should wear gloves, long sleeves, and keep the top button of their shirt buttoned 
while painting.  Painters should give consideration to wearing a hat when 
working. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-02 Safety Rules For The Use Of Slow Moving Vehicle Signs 
 

All vehicles and/or trailers pulled by vehicles which are designed to move 25 mph or 
less and travel public and/or University roads must have a slow moving vehicle 
emblem affixed to the rear of the vehicle as determined by ANSI B114.1-1971. 
 
 
         Dark red 
 reflective border 
 
 Fluorescent yellow- 
  orange triangle 
 

         
 
 
   SLOW-MOVING VEHICLE EMBLEM 
 
  NOTE:  All dimensions are in inches.   
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-03 Safety Rules For Transporting Of Personnel In Open Bed Trucks and Trailers 
 

All employees must remain entirely within the confines of the sides and tailgate of 
open bed vehicles.  The extending of arms or legs over, on or through sideboards or 
tailgates is not permitted.  Employees must, (repeat) must be seated on fixed seating 
provided in the bed of the truck or on the bed itself. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-04 General Safety Rules 
 

A. General 
 

1. Lifting can hurt.  Your back is weak, protect it.  Your legs are strong, use them. 
 
 To lift: 

a. Stand close to the load, feet apart for balance. 
b. Squat down, support spine in a straight line. 
c. Get a good grip on the load. 
d. Keep spine straight, let your legs push you up with the load (avoid sudden jerking 

motions). 
  

2. Prevent Falls 
 

a. Keep your work area free of tripping hazards— paper, wires, paper clips, etc. 
b. Wipe up spills immediately— coffee, water, or soft drinks. 
c. Use designated walk areas. 
d. Do not read or block view by carrying boxes while walking. 
e. Walk, don’t run 

 
3. Floors 
 

a. Report floor defects such as loose tiles. 
b. Report broken steps, railings and doors. 

 
4. Positively No Horseplay 
 

Practical jokes can cause serious injuries. 

5. Chairs 
 

Keep all four legs on the floor; don’t tilt the chair. 

6. Climbing 
 

a. If you must climb, use a ladder. 
b. If a ladder is not available and an emergency requires climbing, have an 

employee hold a four-legged chair for you. 
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7. Broken Glass 
 

a. Use a brush and pan to pick up broken glass— don’t try to do it with your hands. 
b. Broken glass should be wrapped, marked, and safely disposed of.  

   
8. Equipment 

 
Place equipment, typewriter, adding machines, in and out of boxes firmly on your 
desk— not at edge. 

 
9. Standard File Cabinets 

 
a. Open one drawer at a time. 
b. Close drawers right after use. 

 
10. PRACTICE GOOD HOUSEKEEPING! 

 
B. Electrical 

 
1. Equipment 

  
a. Any equipment that sparks or smokes should be immediately unplugged and the 

condition reported to the supervisor. 
b. If when touching equipment you receive an “electrical” tingle, report the 

condition to the supervisor. 
c. Extension cords or electrical cords attached to equipment that is bare or frayed 

should be reported to the supervisor. 
  
 2. Static Electricity 
   

“Static” has to do with the way we dress, i.e., nylon and other synthetic materials.  
There is little that can be done about this unless one changes clothing materials; a 
change to shoes with composition soles will sometimes help.  “Static,” while 
uncomfortable, is not necessarily dangerous. 

 
C. Fire 

 
1. If you see smoke or flame in the office, advise your supervisor immediately. 

a. If your supervisor is not around, pull the fire alarm handle down.  Alarm stations 
are conveniently located at various points throughout the building. 

b. Leave the building according to your Evacuation Plan. 
c. If a fire is detected in trash cans or boxes, remove fire extinguisher, remove pin, 

point nozzle at fire and squeeze handle. 
 2. Make sure cigarettes and cigar butts are dead out in the ash trays. 

3. Practice good housekeeping in your work area. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-05 Safety Rules For Vehicle Repair and Maintenance Shops 
 

a. Safe vehicles, trucks, and autos (and other rolling stock), are a must for 
transportation of University personnel and materials. 
 
Ironically, the maintenance and repair of motorized equipment can be almost as 
dangerous as the vehicles themselves, unless that shop is run by a supervisor who 
takes an active interest in shop safety. 

 
b. Items that bear considerable attention include, but are not confined to the 

following: 
 
1. Ventilation.  The shop should be equipped with a well maintained and 

workable ventilation system, capable of exhausting carbon monoxide fumes 
to the outside. 

 
2. Floor Fans.  Floor fans, if used, must be guarded front and back with a metal 

mesh guard with openings no more than ½”. 
 
3. Tire Airing.  Tires, particularly truck tires, with locking rims should be 

inflated in a steel airing cage.  Tires should never be over-inflated.  Defective 
locking rings should be replaced.  Rings must be seated properly!  Split ring 
rims must be handled as per OSHA requirements. 

 
4. Locking Chains.  If a tire must be mounted outside the shop, a chain should 

be placed around the locking ring and locked. 
 
5. Jacks.  If a jack must be used to raise a vehicle, the raised vehicle must be 

blocked up (blocks of metal stands).  The jack must be in good mechanical 
condition! 

 
6. Battery Charger.  Employees should be furnished and required to use 

protective equipment (glasses, gloves, and aprons), when charging batteries 
with acid.  Floors should be protected against slips and falls also against 
electrical shock.  Manufacturer’s recommendations for charging rate should 
be carefully followed to prevent potentially explosive quantities of oxygen 
and hydrogen.  Metal tools, chains, etc., should be kept well away from 
batteries to prevent possible short circuit, which could result in burns and 
explosion. 
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7. Spark Plug Cleaners.  Cleaners in good condition (sand blast), goggles or 
face shield available for mechanics. 

 
8. Parts Cleaning.  Dip tank with fusible link in cover should be available for 

parts cleaning.  Gasoline should never be used as a cleaning solvent.  
Solvents with flash points higher that gasoline are readily available and 
should be used for cleaning. 

 
9. Hand Tools.  Hand tools must be kept clean and in good repair.  Defective 

tools should be discarded if they cannot be repaired.  Also see 20-06-15. 
 
10. Chainhoist/Floor Crane.  Chains and/or cables should be inspected frequently 

for breaks or severely worn spots.  Electrical controls should operate 
smoothly, hoist or crane capacity must be visible to operator. 

 
11. Bench Grinder.  Must be securely fastened to stand or work bench to prevent 

“walking”.  Grinder wheel must be guarded, spindle and nut should be 
covered.  Grinder work rest should be adjusted to no more than 1/8” to wheel.  
A chip guard should be used and eye protection worn. 

 
12. Air Pressure.  Air pressure used for cleaning shall not exceed 30psi at 

discharge nozzle. 
 
13. Floors.  Should be free of oil and grease.  Absorbent compound should be 

available for covering oil and grease spots. 
 
14. Work Benches.  Shall be neat and clear of removed parts and tools not in use. 
 
15. Fire Protection.  Shop should be equipped with ABC type extinguishers; they 

should be properly tagged and inspected.  Approved safety cans should be 
available for disposing of oily rags and towels. 

 
16. Brake Shoes.  Care must be taken when removing wheels, especially when 

replacing brake shoes made of asbestos materials.  Appropriate removal 
procedures and personal protection must be used during this process.     
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-06 Safety Rules For Power  Industrial Trucks (Rider Operated) 
 

a. Safe Guarding 
 
1. Trucks capable of lifting loads higher than the operator’s head or operated in 

areas where there is a hazard from falling objects must be equipped with an 
overhead guard (should conform to American National Standards B56.1). 

 
2. Load backrest extension should always be used when the type of load present 

a hazard to the operator.  The top of a load should not exceed the height of 
the backrest. 

 
3. Trucks should be equipped with platforms extending beyond the operator’s 

position, strong enough to withstand a compression load equal to the weight 
of the loaded vehicle applied along the longitudinal axis of the truck against 
flat vertical surface. 

 
4. Additional operator enclosures are not recommended.  However, should 

additional enclosures be provided, they should not prevent easy ingress or 
egress. 

 
5. Exposed tires should have guards that will stop particles from being thrown 

at the operator. 
 
6. Hazardous moving parts, such as chain and sprocket drives and exposed 

gears, should be guarded to protect the operator in his normal operating 
position. 

 
7. Every powered industrial truck should carry a name plate showing the weight 

of the truck and its rated capacity as specified by the ANSI B56.1. 
 
8. Powered industrial trucks should have horns. 
 
9. Powered industrial trucks should have a reverse alarm. 
 
10. Steering wheels knobs are prohibited. 
 
11. All trucks should be equipped with an ABC fire extinguisher. 
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 12. All overhead guards should be attached to the rear of the truck body as well 
as the front portion of the body (not the mast). 

  
13. Forks should be locked to the carriage and the fork extension, if used, should 

be designed to prevent unintentional lifting of the toe or displacement of the 
fork extension. 

 
14. Lift trucks should have means or be equipped with mechanical hoist and tilt 

mechanisms to prevent over travel of hoist and tilt motions. 
 
15. Hydraulically driven lifting systems should have installed a relief valve and 

suitable stops provided to prevent over travel. 
 
 b. Operations 
 

1. All safety rules and regulations are to be observed by all operators of trucks. 
 
2. DO NOT OPERATE a powered industrial truck at excessive speeds (6 mph 

or less). 
 

3. Operator should come to a stop at blind corners and before passing through 
doorways. 

 
4. Stunt driving and horseplay is not permitted at any time. 

 
5. Three truck lengths should be kept between moving trucks. 

 
6. A truck should not pass another at intersections, blind spots, or other 

dangerous locations. 
 

7. Avoid quick starts, jerky stops, or quick turns at excessive speed. 
 

8. Use extreme caution when operating on turns, ramps, grades, or inclines. 
 

9. Reverse control should never be used for braking. 
 

10. Always drive with the load pointing upgrade unless a bulky load permits poor 
visibility. 

 
11. Do not use trucks for any purpose other than the one for which it is designed, 

e.g., bumping skids, pushing piles of material out of the way, using forks as a 
hoist, etc.. 

 
12. Dock plates or bridge plates should be anchored before a truck is allowed to 

be driven on it. 
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13. Trucks should cross railroad tracks diagonally and park at least six (6) feet 
away from nearest rail. 

 
14. Highway trucks, trailers, and railroad cars should have their brakes set and 

their wheels securely blocked by wheel chocks while they are being loaded or 
unloaded by a powered industrial truck. 

 
15. Keep all extinguishers inside operating section of truck at all times. 

 
16. NOTE: The operator should leave his truck unattended only after the 

controls have been put in neutral, the power shut off, the brakes set, the key 
removed or connector plug pulled, and the load-engaging means placed in a 
lowered and inoperative position.  This should be done when an operator is 
25 feet or more from his truck. 

 
17. If a truck is left parked on an incline (not a good practice), the wheels should 

be blocked as an added precaution. 
 

18.  Never park a truck in an aisle, doorway, or obstruct material or equipment to 
which another worker may need access. 

 
19. Only authorized employees are allowed to operate a powered industrial truck. 

 
20. Operators should take due care around pedestrians when operating a truck. 

 
21. A passenger must never be permitted to ride on a truck, coupling, or trailer.  

It is the operator’s responsibility to keep riders off. 
 

22. Gasoline operated trucks should not be allowed to idle for long periods in 
enclosed or semi-enclosed areas. 

 
23. Loads should not be raised or lowered in route.  Loaded or empty, the forks 

should be carried as low as possible, but high enough not to strike any raised 
or uneven surface. 

 
24. Tilt back all loads to steady and secure load. 

 
25. All loads, whether on trucks, trailers, skids or pallets, should be stable. 
 
26. Objects should be neatly piled and crosstied if the shape permits. 
 
27. Irregularly shaped objects should be loaded so they cannot roll or fall off. 

 
28. Heavy, odd-shaped objects should be placed with the weight as low as 

possible. 
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29. Round objects, like pipe or shafting, should be locked and if necessary, tied 
so that they can not roll. 

 
30. If a bulky load is to be carried which cannot be lowered enough to prevent its 

obstructing the view, the operator should drive the truck backward so that he 
can see where he is going. 

 
31. Trucks should ascend of descend grades slowly.  When ascending or 

descending grades in excess of 10 percent, loaded trucks should be driven 
with the load upgrade.  Uploaded trucks should be operated on all grades 
with the load-engaging means downgrade. 

 
32. On all grades, the load and load-engaging means should be tilted back, if 

applicable, and raised only as far as necessary to clear the road surface.  Low 
gear or slowest speed should be used when the truck is descending a grade.  
The operator should keep clear of the edge of loading docks and ramps, and 
never make a turn on a ramp. 

 
33. Placing extra weight on the rear of a lift truck to counterbalance an overload 

should not be permitted, as it may strain chains, forks, tires, axles and motor, 
and also may cause accidents. 

 
34. Side stability is a critical factor in making turns at speed or on a slope.  Back 

tilt of uprights reduces side stability on high lifts, and allowance should be 
made for this factor. 

 
35. When standard forks are used to pick up round objects, such as rolls or 

drums, care must be taken to see that the tips do not damage the load, or push 
it against workers.  The uprights should first be tilted, so that the tips of the 
forks touch floor and then move forward so that the forks can slide under the 
object.  Tilting the uplifts backward will then cause the load to roll back 
against the vertical face of the forks and/or carriage and the load backrest 
extension—a secure carrying position.  A block or wedge should be against 
the drum or roll. 

 
36. To unload a large case or similar object without a pallet, the operator should 

first drive into position for stacking.  He should then lower the load onto a 
base having a block near the edge, withdraw the forks so that only their tips 
hold up the end of the load, withdraw the block, tilt the uprights forward and 
back away. 

 
37. In attempting to pick up a palletized load, the forks should be fully and 

squarely seated in the pallet, an equal distance form the center stringers and 
well out toward the sides.  Forks to be inserted in a pallet should be level, not 
tilted forward or back. 
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38. Operators of lifting trucks should not move improperly loaded skids or 
pallets, broken pallets, or loads too heavy for the truck. 

 
39. NOTE: Using a lift truck as an elevator for employees should be done only 

if a work platform that is securely seated on the forks, fastened to the vertical 
face, and provided with handrails and toe boards, is used.  The truck should 
also have an overhead guard for the operator’s protection.  The operator must 
not leave the controls while the truck is used as a man lift. 

 
 c. Training 
  

Operators should be trained in the operations and operating principles of powered 
industrial trucks. 

 
 d. Inspections and Maintenance  
 

All powered industrial trucks (electrical, gasoline, or liquefied petroleum 
operated) should be inspected on a regular schedule.    
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-07 Safety Rules For The Safe Use Of Ladders 

 
a. Mishaps involving ladders produce high severity injuries.  They result from both 

unsafe physical conditions of the ladder, or surrounding area, and unsafe acts by 
the worker using the ladder. 

 
b. Ladders are from two general categories, job-built or standard manufactured 

ladders. 
 

c. Standard manufactured ladders should be of proper size and construction, well 
cared for and unpainted.  While they should not be painted, a clear coat of shellac 
or vanish on a ladder will protect the wood but not cover up defects.  They should 
be discarded when cracked or split. 

 
d. Job-built ladders should be made of good stock, free from knots and according to 

accepted standards.  The cleats should be recessed into the side rails or filler 
blocks should be attached to the side rails between the cleats.  The cleats should 
be secured with three (3) nails on each end, and in the middle if a double cleat 
ladder.  When cracked or split, the ladder should be destroyed and discarded. 

 
e. The following practices should be promoted to avoid mishaps: 

 
1. The base of each ladder should be set firm and level on the floor or ground 

and should be secured at the top and bottom. 
 
2. Walkways for access to and from ladders, as well as areas at the base and top, 

should be kept clear of ice, mud, materials, equipment, or debris.  Ladder 
rungs or steps could be free of ice or mud. 

 
3. Ladders should not be used as support for scaffolds.  While ladder jack 

scaffolds are acceptable under certain federal regulations, they are for light 
duty use only. 

 
4. Ladders should be long enough so that workers can perform their functions 

without climbing higher than the third step from the top. 
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5. Straight ladders (except fixed ladders) should be placed so that the base of the 
ladder is, horizontally, approximately ¼ the distance from the base to the 
upper point of support away from base of the wall or structures. 

 
6. Never use two ladders spliced together. 
 
7. Don’t work on a ladder in a high wind. 
  
8. Manufactured ladders used on floors or other set surfaces should be equipped 

with safety feet. 
 
9. Straight ladders should be fastened securely to a stable support at the top 

and/or bottom, to prevent movement in any direction. 
 
10. Straight ladders should extend at least 36 inches above the landing or 

platform. 
 
11. A ladder should never be set up in a walkway, driveway or in front of a door 

where the swing of the door could cause the ladder to fall.  Where this must 
be done, barricades should be used and a worker stationed at the foot of the 
ladder to keep the ladder from being struck. 

 
12. Landing should be at least 4 feet square and have guardrails and toe boards 

on open sides and around floor opening. 
 
13. Workers should face the ladder and use both hands when climbing or 

descending.  Tools and materials should be raised and lowered by handlines 
or other means; they should not be carried by the worker. 

 
14. When working while standing on a ladder, one hand should always be used to 

hold onto the ladder. 
 
15. Workers should never attempt to move a ladder while they are on it and 

should avoid over reaching.  Both actions can cause a ladder to fall. 
 
16. The length of straight manufactured ladders should not exceed 30 feet for a 

single ladder or 60 feet for an extension ladder. 
 
17. The length of job-made ladders should not exceed 24 feet for a double cleat 

ladder or 30 feet for a single cleat ladder.  
 
18. Step ladders should be used only in full opened position with spreader bars 

locked. 
 
19. Metal ladder must not be used around electricity. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-08 Safety Rules For Working Surfaces 

 
a. Light Duty Metal Scaffolds 

 
1. Do not use rusted equipment as its strength is not known. 
 
2. Provide adequate sills for scaffold posts and use base plates. 
 
3. Use adjusting screws instead of blocking to adjust to uneven grade 

conditions.  In no case shall the exposed thread exceed 12”. 
 
4. Plumb and level all scaffolds as the erection proceeds.  Do not force braces to 

fit; level the scaffold until proper fit can be made easily. 
 
5. On wall scaffolds place and maintain anchors securely between structure and 

scaffold at least every 20’ of length and 20’ of height. 
 
6. Free standing scaffold towers must be restrained from tipping by guying or 

other means. 
 
7. Proper guard rails, midrails, and toeboads must be used on all scaffolds where 

working levels are 6’ or more above grade. 
 
8. Use ladders, no cross braces, when climbing scaffolds. 

 
9. Do not use ladders or makeshift devices on top of scaffolds to increase the 

height. 
 

10. When in doubt about safety of metal scaffolding, consult the scaffolding 
supplier.  Never take chances.  Require that OSHA and local safety 
regulations be complied with. 

 
 b. Planking  
   

1. Use only lumber that is properly inspected and graded as scaffold plank. 
 
2. Planking must overlap at least 12” and extend 6” beyond center of supports, 

or be cleated at both ends to prevent sliding off supports. 
 

3. Scaffold planks must extend over their end supports not less than 6’ or more 
than 12”. 
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4. Secure plank to scaffold. 

 
5. Provide a working surface of not less than 20” in width.  For scaffold base 

width in excess of 30”, additional planking should be provided. 
 
 c. Platforms and Stairways Standard Handrails 
 

1. (a) Handrails 2 x 4 inches or 1 x 4 inches nailed at right angles. 
(b) Platform handrails to be 42 inches, not more than 45 inches, above 

platform. 
(c) Stairway handrails to be 30 to 34 inches above nose of tread. 

 
2. (a) Posts – 2 x 4 inches or heavier 

(b)  Posts – spaced not over 8 feet apart. 
 

3. Midrails – 1 x 6 inches or wider.  Spaced midway between platform and top 
rail on platforms or midway between nose of tread and top rail on stairway; 
midrails to be nailed to inside of posts. 

 
4. Toeboard – 1 x 6 inches or wider placed along floor of platform and nailed to 

inside of posts. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-09 Maintenance Safety Rules 

 
a. General 
 
 1. Keep all hand tools in safe condition.  Cutting tools must be kept sharp. 
  

2. Use only non-sparking tools when working around inflammable or explosive 
vapors or gases. 

 
3. Extension cords for power tools should be checked carefully before using to 

be sure they are free from defects. 
 
4. A tool box or holders are the safest way to carry tools. 

 
5. Never use a defective or broken ladder.  Always use the proper type of ladder 

for the type of job to be done. 
 

6. Do not use stepladders as straight ladders, and never stand on the top two 
steps of a stepladder. 

 
7. Wear the proper clothing for the job. 

 
8. Protect your feet with safety shoes when lifting or carrying heavy objects. 

 
9. Wear safety goggles or glasses whenever there is a possibility of receiving 

eye injuries from flying particles. 
 

10. Always shut off valves when working on steam and hot water pipelines. 
 

11. Lock and tag electrical switches when doing repair work. 
 

12. Do not overload electrical circuits under any circumstances.  Never fuse too 
heavily. 

 
13. Inspect your equipment regularly and be sure that the equipment is used 

correctly. 
 

14. All necessary safety precautions should be taken before performing any 
hazardous task. 
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15. Use and maintain adequate and proper guarding for all machinery in 
maintenance shops.  Keep guards in place. 

 
16. Follow the “No Smoking” rules in the maintenance shops and other 

hazardous locations. 
 

17. Store all lacquers and thinners in U.L. approved cans or flammable liquid 
storage cabinets according to state and/or local fire codes. 

 
18. Do not allow oily rags, which could produce spontaneous combustion, to 

accumulate. 
 

19. Check and maintain all stair rails and hand rails in the University. 
 

20. Place warning signs when work is being performed where it creates a hazard 
to other parties. 

 
21. Respond as promptly as possible to the request of any personnel to repair 

unsafe conditions. 
 

22. An extension cord is to service only a single portable lamp or piece of 
portable apparatus of no more than (and preferably les) than 15 amperes and 
less than 230 volts.  Extension cords shall not be used in conjunction with 
such things as portable heaters, irons, toasters, or similar heat producing 
devices.  They shall not be used in electrically susceptible locations, in the 
presence of flammables or in other high hazard areas. 

 
23. Do not use extension cords as a substitute for permanent wiring.  Do not hang 

them over electrical conductors such as pipes or place them under tension or 
coiling while in use. 

 
24. All extension cords must be continuous lengths with no splices or taps, of 

heavy duty cable, of three current carrying conductors one of which is a 
ground wire, with grounded type receptacle and plug cap.  Metal clad plug 
caps should not be used. 

 
25. Where extension cord lights are used, they shall be guarded with an insulated 

shield to protect the bulb against breakage and consequent shock hazard to 
personnel. 
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26. When working on electrical distribution panels, sub-panels, motor controls, 
etc., insure that the power source is disconnected and tagged out of service.  
Use rubber gloves, insulated tools, rubber mats, and aprons as necessary and 
required for the work at hand.  When work is complete, test the system before 
putting it back into service; restore controls to normal operating position and 
remove any tags, and replace the panel cover. 

 
27. When working on piping systems secure with wire and tag out appropriate 

cutoff valves.  Where work is with high pressure steam or other high hazard 
material, wire shut and tag out two cutoff valves where available.  When 
work is complete, test the system devices, restore system to required 
operating conditions, and remove tag. 

 
28. Clean up any spills or debris, construction products, etc.  If unable to do so 

immediately block off area to prevent injury. 
 

29. If you are required to enter special areas of the University, radiation hazard 
areas, or biohazard areas, observe the precautions for dress in those areas to 
protect yourself.  Any tools you use in such areas should be cleaned and 
treated as required for the particular area to prevent cross contamination. 

 
30. All accidents, no matter how minor, are to be reported and a First Injury 

Report completed.  A seemingly insignificant injury may develop into a 
major health problem if left untreated.  An accident report must be filled out 
to establish compensation or insurance benefits.  Additionally, prompt 
treatment serves to lessen the extent and the seriousness of the injury.  If the 
accident is serious, the employee may go directly to a hospital emergency 
room.  If you are badly injured, don’t try to move; instead, call for assistance 
in getting medical aid and arrange to have a First Report of Injury Report 
Form completed with the Personnel Office.  If the accident is a minor one 
proceed to the employee health service facility for treatment immediately, if 
practical. 

 
31. Equipment that is potentially contaminated (infectious, toxic, or radioactive) 

must be certified as safe by the appropriate branch, laboratory, or department 
chair before it is repaired or cleaned.  The certification should be in writing 
on a tag attached to the equipment.  This precaution extends to fixed building 
equipment, such as plenums and vacuum pumps. 

 
32. When batteries are being charged, open flames or other possible ignition 

sources must be kept away from them, and smoking must be prohibited in the 
area.  Hydrogen given off during the charging operation is highly flammable 
and may flash or explode. 
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33. Power-actuated tools should be operated, repaired, serviced, and handled 
only by personnel who have been certified by the department supervisor.  
Certification evidence should be documented. 

 
34. Valves and switches always are to be shut off when work is done on steam 

and hot water pipelines or electrical switches and systems.  Warning tags are 
put on valves, as well as, switches to keep other employees from operating 
them.  

 
35. Hot water thermostats are to be regulated so that the temperature is between 

110F – 125F at the faucet. 
 

36. Periodic checks are to be made to determine that all automatic door closures 
on inside fire stairs are in proper working condition and that no fire doors are 
blocked open. 

 
37. Requests to repair unsafe conditions must be handled expeditiously. 

 
38. A preventive maintenance system also helps to prevent many accidents and is 

to be implemented for all equipment. 
 

b. Safe Use of Ladders  
  

1. Safety check your ladder before using. 
 
2. Place all types of ladders so that its foot rests on a firm, level surface.  The 

surface must not be slippery.  Use non-slip feet and have the ladder held or 
tied if there is a slight chance that non-slip feet won’t hold. 

 
3. When leaning a straight ladder against a wall, make sure that its foot rests 

away from the wall at a distance approximately one-quarter of the height of 
the ladder. 

 
4. Level ladder footing by use of non-skid blocking or safety shoes. 

 
5. Step ladders should be opened fully so that the side braces latch. 

 
6. Always climb a ladder slowly and steadily, facing ladder when ascending or 

descending.  Any shifting is a good indication that it is placed improperly. 
 

7. Working only within convenient arm’s length of the ladder without bending 
the body to the right or left, or assuming other than a normal standing 
position while on the ladder. 

 
8. Do not carry tools up a ladder unless you can carry them in a pocket.  Use a 

line and haul them up after you get to the top. 
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9. Never climb a ladder when the rungs or your feet are wet with water, oil, or 

other liquid.  First clean and/or dry them carefully to eliminate slips and falls. 
 

10. Protect the ladder from being bumped into, by placing warning signs or 
barriers, and have a second person standing by to hold the ladder and warn 
off others.  Never place a ladder in front of an unguarded door opening or 
lean it against an unstable object.  

 
11. NEVER USE A METAL LADDER AROUND ELECTRICITY. 

 
12. Keep tools and other materials being used while on a ladder in a safe type of 

holder, secure to person or ladder, to prevent dropping off and striking 
someone. 

 
13. Only one person should be on a ladder at a time.  Use additional ladders, or 

erect a scaffold if others must work with you on a job. 
 

14. Use caution when carrying a ladder so that you don’t strike anyone or so 
someone will walk into it. 

 
15. Be as careful when using a four footstep ladder as you would a thirty foot 

extension ladder.  Don’t be lulled into a sense of false security just because 
the ladder is low.  A fall from either height may be fatal. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-10 Safety Rules For Grounds Maintenance 

 
Prevention of accidents and injuries from tools and machines used in grounds 
maintenance requires that equipment be chosen for its specific purpose and that it be 
used and maintained properly.  Fuel and chemicals should be stored and used 
properly.  Workers should be thoroughly trained, and should wear proper clothing 
and use protective equipment as required. 
 
It is important that maintenance workers be able to recognize poisonous vines, 
shrubs, fruits, and insects.  They should avoid poisonous growths.  They should 
guard against insects and infections, and scrub hands thoroughly after working 
outdoors.  Treat all cuts and scratches received outdoors with proper antiseptic 
coverings.  Remove all foreign matter such as glass, metal, and wire from the 
grounds to be maintained.  Use gloves and wear sturdy shoes and appropriate 
garments for protection at all times. 
 
a. Gasoline Powered Equipment 
 
 1. Never use gasoline for cleaning floors, tools, clothes, or hands.  Gasoline is 

only to be used in engines as a source of energy. 
 
 2. Always store gasoline in an approved closed container.  Never use an open 

container, a glass, or other breakable containers. 
  
 3. Pouring gasoline from one container to another may generate a charge of 

static electricity.  A metal-to-metal contact must be maintained. 
 

4. Gasoline spills should be cleaned up immediately to prevent accumulation of 
vapors.  Do not allow electrical switches to be turned on until the gasoline 
vapors have dispersed.  Electrical devices that start automatically, such as 
cold water fountains, may have to be shut off at the main switch if the main 
switch can be pulled safety. 

 
5. If gasoline is spilled on a person, remove the saturated clothing immediately, 

and keep the person away from sources of ignition.  Wash the affected area of 
the skin with soap and water to avoid a skin rash or irritation.  If the eyes are 
involved, flush with water and get the person to a doctor. 
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6. Gasoline tanks or equipment parts that are likely to contain gasoline should 
be drained or dismantled only out-of-doors, or in a well-ventilated area free 
from sources of ignition. 

 
7. Smoke only in approved areas.  Never smoke in fueling areas, fueling system 

servicing areas, maintenance areas, bulk fuel delivery areas and the like. 
 

8. Never dispense gasoline into the fuel tank while the engine is running, or a 
motor is hot. 

 
9. Never store equipment with fuel in the tank inside a building where vapors 

could reach an open flame or spark.  Allow the engine to cool before storing 
in any enclosure. 

 
10. Never run an engine indoors. 

 
b. Lawn Trimmers 
 

Edgers and trimmers should be treated with as much caution as mowers, because 
they, too, have a heavy metal cutting blade that can throw debris, or cut fingers. 
 
Keep guards in place and in working order.  Keep the blades sharp.  Do not put 
hands near the working area unless the machine is turned off. 
 
Nylon-cord weed trimmers cannot hurt as seriously as metal-blade trimmers-
edgers, but getting hit by the line can sting.  The operator must disconnect the 
power cord when adjusting the cutter cord length, or changing the reel, and apply 
the same precautions as he would to any electrical appliance – he should be 
careful of wet areas and periodically check the cord for cracks or breaks in the 
insulation. 
 
Gasoline-powered mowers and tractors should meet the standards of American 
National Standard B71.1, Safety Specifications for Power Lawn Mowers, Lawn 
and Garden Tractors, and Lawn Tractors. 

 
 c. Power Lawn Mowers 
  

 Before starting, make sure the operator is well trained in using the mower. If it is 
the first time in the season that he is using the mower, he should review the 
instruction manual.  Before starting to mow, the operator should pick up rocks, 
glass, tree branches and twigs, and other objects that could become lethal missiles 
if throw out by the mower blade.  He should observe the location of fixed objects, 
such as pipes, lawn sprinkler heads and curbs that could damage the mower or 
break off and become missiles.  Make any wheel height adjustments before 
starting the mower.  Disconnect the spark plug wire when cleaning, repairing, or 
inspection for loose nuts and bolts, check the engine oil level (if the mower has a 
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separate oil reservoir), and fill the fuel tank before starting.  Use a vented can with 
a flex spout.  The operator should wear work shoes and safety glasses.  A 
brimmed hat and full length trousers and shirt will protect against sunburn. 
 
The operator should be instructed to mow in daylight or good artificial light and 
to push the mower forward as much as possible, because feet can be injured when 
pulling a mower backward.  When mowing on a slope or terrace, make a series of 
horizontal passes along the incline.  If the operator pushes up the incline, he runs 
the risk of having the mower drift back onto his foot.  If he pushes down, he could 
lose his footing and fall into the mower. 
 
Don’t use the mower when the grass is wet and slippery.  If the grass is damp or 
high, cut it at a slower speed (if possible), and set the cutting height higher than 
for dry grass, otherwise the discharge chute may clog up. 
 
Rotary blades can also pick up stones, pieces of wire, nails, or other object hiding 
in the grass, and throw them out of the discharge chute at terrific speeds.  So 
guards should be in place any time the catcher is not used. 
 
The operator must shut off engine and be sure the blade has stopped completely 
before taking off the grass catcher to empty it, or attempting to free obstructions 
from the discharge cute, adjusting the cutting height, or performing any operation 
requiring him to put his hands or feet near the blade. 

 
 d. Riding Mowers 
 
  Suggested safe practices for riding mowers include the following: 
 
  1. The operator must be fully instructed.  He must know the controls and how to 

stop it quickly.  He must read the owner’s manual, especially at the beginning 
of each mowing season. 

 
  2. The work area must be cleared of objects that might be picked up and thrown.   

Fixed objects that might damage the mower should be identified.  Realize 
that all areas cannot be reached by a riding mower, and that some corners or 
sharp slopes will have to be mowed by a power mower.  When planting 
landscaping, leave enough space around new plantings for easy mower 
access, and allow for future growth. 

 
  3. Disengage all attachment clutches and shift into neutral before attempting to 

start the engine (motor).  Disengage power to attachment(s), and stop the 
engine before making any repairs or adjustments.  Disengage the power to the 
attachments when transporting them, or when they are not in use.  Take all 
possible precautions when leaving the vehicle unattended, such as 
disengaging the power takeoff, lowering the attachment(s), shifting into 
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neutral, setting the parking brake, stopping the engine, and removing the 
ignition key. 

 
  4. When mowing, stay alert for holes in terrain, and for other hidden hazards.  

Do not start or stop suddenly when going uphill or downhill.  Mow up and 
down the face of steep slopes, never cross them, because the wheelbase is 
longer than the thread, so the unit is more stable that way.  Reduce the speed 
on slopes and in sharp turns to prevent tipping or loss of control.  Use 
extreme caution when changing direction, especially on slopes.  Do not back 
up without looking to make certain it is safe to do so.  Watch out for traffic 
when crossing, or near roadways.  When using attachments, be sure to direct 
discharge of material away from anything that could be hurt or damaged by 
it. 

 
5. Maintain the vehicle and its attachments in good operating condition, keep 

safety devices in place.  Keep all nut, bolts, and screws tight, and make sure 
the equipment is in safe working condition; check especially, blade mounting 
bolts.  If the vehicle or its attachment(s) strike a solid object stop and inspect 
for damage; the damage should be repaired before restarting and operating 
the equipment.  Do not change the engine governor setting or overspeed the 
engine. 

 
 e. Garden Tractors 
   
  1. Assure that garden tractors have safeguards for all moving parts to reduce the 

hazard of contacting belts, chains, pulleys, and gears. 
 
  2. Garden tractors should have a throttle, gears, and brakes that are accessible, 

can be operated smoothly, and with minimum effort. 
 
  3. Be sure that safety instructions are provided with the garden tractor.  There 

should be warning labels on the machine itself. 
   
  4. The operator should read the owner’s manual and pay attention to its 

recommendations before each use of the garden tractor. 
 

5. Never allow children or unauthorized persons to operate the tractor, and keep 
them away from the areas during operation. 

 
6. The operator should wear sturdy, rough-soled work shoes, and close-fitting 

slacks and shirts to avoid entanglement in the moving parts.  He should never 
operate a garden tractor in bare feet, sandals, or sneakers. 

 
7. Always turn off the machine and disconnect the spark plug wire when the 

machine is to be adjusted. 
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8. Drive up and down the slopes – rather than across – for greater stability when 
using a garden tractor on a hill.  (This instruction is different from that for 
power lawnmowers.) 

     
9. Start the garden tractor outdoors, not in a garage where carbon monoxide gas 

can collect. 
 

10. Don’t smoke near the garden tractor, or gasoline storage can. 
 

11. Keep unauthorized persons away from the machines and the fuel. 
 

12. Replace or tighten all loose or broken parts, especially blades. 
 

13. Get expert servicing regularly – it may prevent serious injuries. 
 

f. Pesticides 
 

Insecticides, herbicides, fungicides, disinfectants, rodenticides, and animal 
repellents are all pesticides.  The safe use of pesticides is everyone’s 
responsibility.  The user, however, has the major responsibility which begins the 
day a pesticide is selected and purchased, and continues until the empty container 
has been disposed of properly. 
 
All labels must include a list of what the product will control, directions on how 
to apply the pesticide, a warning of potential hazards, and safety measures to 
follow. 
 
Before using any pesticide poison, be sure to read the label carefully.  The label 
gives you some idea of the hazards involved, antidotes, and first aid instruction 
for those involved.  Those poisons that have DANGER-POISON on the label are 
highly toxic.  If you breathe or eat them, and frequently, if you simply allow them 
to remain on your skin they could kill you.  Poisons that have WARNING are 
moderately toxic, and can be quite hazardous.  Poisons that have CAUTION on 
the label have low toxicity, but could harm you if the poison is eaten, or grossly 
misused.  Follow the label instructions for mixing, handling and applying.  Be 
sure – don’t guess. 
 
Application.  Any restricted-use pesticide used around the plant has to be applied 
by a Certified Pest Control Operator/Applicator according to a recent law (Public 
Law 92.516) 
 
Use the least toxic pesticide for the job in order to reduce hazards. 
   
Purchase just enough to last one season.  This should cut down on storage and 
disposal problems.  The following precautions should be observed. 
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1. Use pesticide poisons only for the purpose given on the label. 
  
 2. Keep pesticide poisons in the original labeled container.  Check for leaks or 

container damage. 
 

 3.  Mix pesticide poisons carefully outdoors if possible.  Keep it off your skin and 
avoid breathing dust or vapors.  Use protective clothing and equipment, 
including respirators for toxic chemicals.  See Personal Protective 
Equipment. 

 
 4.  Set aside a special set of mixing tools (measuring spoons and a graduated 

measuring cup) for use with sprays and dusts only.  Keep them with your 
chemicals. 

 
 5.  Avoid spillage.  Set aside a level shelf or bench in a well-ventilated area, 

preferably outside, for mixing chemicals.  A level, uncluttered surface helps 
avoid spills.  If chemicals do spill, wash hands at once with soap and water, 
then contact the Office of Environmental Health and Safety.  

 
 6.  Never smoke or eat while spraying or dusting. 
 
 7.  Someone should always keep an eye on those who apply dangerous 

pesticides. 
 
 8.  During application stay out of the spray drift.  Avoid outside application on a 

windy day. 
 
 9.  If pesticide poison gets on skin or clothing immediately remove clothing; and 

take a bath or shower (be sure to shampoo); use plenty of soap and water. 
 

10. When finished, wash immediately with soap and water.  Do not smoke, eat, 
or drink without washing first. 

 
11. Never allow unauthorized personnel around treated areas, or pesticide poison 

mixing, storage and disposal area.     
 

 g. Safe Storage of Pesticides   
  
 1. Store all pesticide poisons in a well-ventilated, locked area or building.  

Packages that are likely to be damaged by dampness should be kept off the 
floor. 

 
 2. Poisons should be kept in tightly closed, original containers.  The label gives 

information needed in case of accidents.  Do not store pesticides in soda pop 
or milk bottles. 
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 3. Do not store clothing, respirators, lunches, cigarettes, or drinks with pesticide 
poisons.  They may pick up poisonous fumes or dusts, or soak up spilled 
poisons. 

 
 4. Keep soap and plenty of water handy.  Seconds count when washing poisons 

from your skin. 
 
 h. Disposal of Pesticides  

 
Dispose of pesticides is through the Hazardous Waste Program only. 

 
 i. Emergency Information 

 
If an emergency strikes, additional advice and information on antidotes for 
specific pesticides ma be obtained from OEHS, TMC hospital or the Louisiana 
Poison Control Center.  The telephone numbers should be posted. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-11 Safety Rules For Lifting By Hand 
 

Physical differences make it impractical to establish safe lifting limits applicable to 
all workers.  A person’s height and weight, although important, do not necessarily 
indicate lifting capability because some small, thin individuals can handle heavier 
loads than some tall heavy persons.  A job safety analysis and medical 
recommendations should be used when establishing lifting standards. 
 
When a worker lifts a heavy or bulky object and carries it to another location, the 
route over which the object is moved should be inspected beforehand to make sure 
that there are no obstructions or spills that could cause slipping or tripping injuries.  
If clearance is not adequate for handling the load then an alternate route should be 
taken. 
 
The object should be inspected next to decide how it should be grasped and how to 
avoid sharp edges, slivers, or other things that might cause injury.  The object may 
have to be turned over before attempting to lift it.  Also, if the object is wet or greasy, 
it should be wiped dry so that it will not slip.  If this is not practical, the worker 
should use a rope sling or other device that will give a positive grip. 
 
Most strains and back injuries occur when lifting and setting down objects by hand.  
It is important that those who do this work be trained in the proper lifting techniques, 
if these injuries are to be reduced. 
 
The correct application is as follows: 
 
1. Correct position of feet. 
 
2. Straight back and bent knees. 
 
3. Load held close to the body (for lifting and carrying). 
 
4. Correct grasp. 
 
5. Chin in. 
 
6. Use body weight. 
 
Each will be discussed in turn. 
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a. Correct Position of Feet  
  

One of the causes of muscle injury, particularly to the back, is the loss of balance 
due to working with the feet too close together.  Lifting off the ground, pushing 
and pulling, or reaching (and in many instances, overreaching) may cause an off-
balance body condition.  A common reaction to this condition is a stiffening of 
muscles in the lower limbs and back. 

   
In the kinetic method, however, the feet are correctly positioned with one placed 
in the proposed direction of movement and the other in a position where it can 
give thrust to the body.  The worker can decide whether he prefers the forward 
foot to be his left or right.  Following is a description of the kinetic method of 
lifting. 

 
b. Straight Back and Bent Knees 
 

A straight back is not necessarily a vertical back.  In the kinetic method, the back 
is often inclined, particularly when lifting weights from the ground, but the 
inclination should be from the hips so that the normal curvatures are maintained.  
This normally curved spine is termed a “straight back”. 
 
With “straight back lifting”, the spine is fairly rigid (non-medically speaking) and 
the pressure on the lumbar intervertebral disks is evenly distributed.  When lifting 
with the back bent, the spine forms an arc with result that the lower back muscles 
are subject to strain causing an uneven pressure on the disks. 
 
In addition to the risk of an intervertebral disk lesion, lifting an object with back 
bent and the legs straight imposes excessive stress on the muscles of the back for 
two reasons.  First, the back must be inclined at a greater angle to the vertical for 
the hands to reach the object.  Since the “effective weight” (the object plus the 
upper part of the worker’s body) increases rapidly as this angle is increased, a 
much greater effort is required to raise the back to its vertical position.  Second, 
muscular effort is required to straighten the spine. 
 
When a weight is properly lifted from the ground with the maximum effective use 
of the legs, the back is straight but inclined forward.  As the lift proceeds by the 
extension of the knees, the back returns to the vertical position. 
 
The position of the feet and the flexion of the knees are the key factors for 
maintaining a straight back. 
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 c. Load Close to the Body 
 

While lifting and carrying weights the worker should keep the load close to the 
body and remain straight whenever possible.  Flexing the elbows and raising the 
shoulders imposes unnecessary strain on the upper arm and chest muscles. 
  

 d. Correct Grasp 
 

An insecure grasp may be caused by taking the load on the finger tips, thus 
creating undue pressure at the ends of the arm.  Because greasy surfaces often 
prevent a secure hold, surfaces should be wiped clean.  The use of suitable gloves 
should also be considered.  The worker should make certain that the gloves fit 
properly. 

 
 e. Chin-in    
  

Raising the top of the head and tucking the chin in straightens the whole spine, 
not merely the back.  This position automatically raises the chest and the 
shoulders for more efficient arm action. 
 
This chin-in action should be introduced immediately before lifting and 
maintained throughout the procedure.  The worker will be looking down at the 
early stages of the lift, which may conflict with his desire to raise his head to see 
where he is going.  However, as he returns to the upright position, his head will 
automatically be raised at the same time. 

 
 f. Use of Bodyweight  
 

Employing the correct positioning of the feet, and the flexion and the extension of 
the knees, the weight of the body can be effectively used to push and pull objects, 
and to initiate a forward movement such as placing an object on a shelf or 
walking. 
 
When lifting an object from the ground, the thrust from the back combined with 
extension of the knee joints will move the body forwards and upwards, and for a 
brief period it will be off balance.  However, it is immediately countered by 
bringing the back leg forward as in walking, but by this time the lift is completed.  
This forward movement of the body results in a smooth transition from lifting to 
carrying. 
 
Here are some techniques for specific situation: 
 
1. If the object is too bulky or too heavy to be handled by one person, help 

should be sought. 
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2. Before lifting the load to be carried, the worker should consider the distance 
to be traveled and the length of time that the grip will have to be maintained.  
The worker should select a place to set the load down and rest in order to 
make allowance for the loss of gripping power during a long-distance carry; 
this is especially important when negotiating stairs and ramps. 

 
3. To place an object on a bench or table, the worker should first set it on edge 

and push it far enough onto the support to be sure it will not fall.  The object 
should be moved in place by pushing with the hands and body from in front 
of the object.  This method prevents fingers from being pinched. 

 
4. It is especially important that an object placed on a bench or other support be 

securely positioned so that it will not fall, tip over, or roll off.  Supports 
should be correctly placed and strong enough to carry the load.  Heavy 
objects, like lathe chucks, dies and other jigs and fixtures should be stored at 
approximately waist height. 

 
5. To raise an object above shoulder height, the worker should lift it first to 

waist height.  He should then shift hand position so the object can be boosted 
after the knees are bent.  The knees should be straightened out as the object is 
lifted to the shoulders. 

 
6. To change direction the worker should lift the object to the carrying position 

and turn the entire body, including the feet.  He should avoid twisting the 
body.  In repetitive work the person and the material should both be 
positioned to prevent the person from twisting his body when moving the 
material. 

 
7. To deposit an object manually in a tight space, it is safest to slide it into place 

with the hands in the clear. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-12 Safety Rules For Work In Confined Spaces 
 

a. “Confined spaces” is intended to mean a relatively small or restricted space such 
as a tank, boiler, vault, tunnel, etc. 

 
 There are areas on campus construed to be confined spaces to include an 

extensive network of utility tunnels. 
 
b. Maintenance and/or repairs and installations are frequently performed in confined 

spaces by electricians, welders, plumbers, and others.  Such work could be 
extremely dangerous given the proper set of circumstances; it is, therefore, 
imperative that we adhere to some safety rules when working in confined spaces. 

 
1. Any employee(s) required to perform work in a confined space should assure 

himself that an unobstructed means of escape is always available. 
 

2. Before welding, burning, cutting, or brazing work commences, permission 
must be obtained from the Safety Officer. 

 
3. If ventilation is suspected to be inadequate, a blower should be made 

available to assure sufficient air supply.  The above also includes clearing 
confined spaces of fumes, vapors, or dusts. 

 
4. If removing pipe insulation is to be done in a confined space and it is 

suspected the insulation contains asbestos such work must be performed by 
trained employee(s) using appropriate personal protective equipment.  The 
Safety Officer will, upon request, take bulk samples and/or dust samples for 
analysis of suspected insulation material. 

 
5. If inflammable gases or toxic fumes are known to be in confined spaces, the 

Safety Officer must be contacted before anyone enters the area.  Emergency 
ventilation of the area will have to be carried out to make the area safe for 
work. 

 
Under any circumstances, the supervisor of those persons working in confined 
space should be aware of where they are and what the general conditions are at 
all times. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-13 Safety Rules For Excavation (Trenching, Shoring, Benching, Shielding, Sloping, and 

Other Systems that Provide Necessary Protection) 
 
a. Policy 
 

In accordance with the requirements of the Occupational Safety and Health Act of 
1970 (OSHA), the following policy and procedure for excavations has been 
established per OSHA Subpart P – EXCAVATIONS effective January 2, 1990. 

 
b. Procedure 

 
1. Before beginning any excavation (trenching, shoring, benching, shielding, 

sloping, etc.), surface encumbrances that are located so as to create a hazard to 
employees shall be removed or supported, as necessary, to safeguard 
employees. 

 
2. The location of utility installations, such as steam, condensate, sewer, 

telephone, electrical, water, or any other underground installations that 
reasonably may be expected to be encountered during excavation work, shall 
be determined prior to opening an excavation.  This may require contact 
and/or coordination with local utility companies. 

 
3. Safe access and egress for equipment and personnel shall be provided as 

necessary in accordance with OSHA 1926.651 (C) (1) and (2).  Trenches 4 
feet deep or more must have an adequate means of exit such as ladders or 
steps located so as to require no more than 25 feet of lateral travel. 

 
4. Employee exposure to vehicular traffic and falling loads shall be controlled in 

accordance with 1926.651 (d) and (e). 
 

5. A warning system, such as barricades, hand or mechanical signals, or stop 
logs, shall be established to safeguard the operation of mobile equipment 
adjacent to or which may approach the edge of an excavation in accordance 
with OSHA 1926.651 (f). 
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6. Where hazardous atmospheric conditions exist or may reasonably be expected 
to develop during work in an excavation, provisions shall be made for testing 
and controls in accordance with OSHA 1926.651 (g) (1).  Emergency rescue 
equipment shall be provided in accordance with OSHA 1926.651 (g) (2). 

 
7. Employees shall be protected from hazards associated with water 

accumulation.  These precautions will vary with each situation and shall be 
established and monitored by a competent person in accordance with OSHA 
1926 (h) (1). 

 
8. The stability of adjacent structures shall be considered in accordance with 

OSHA 1926.651 (i) (1) through (3) prior to beginning any excavation work.  
Special precautions necessitating the review and/or approval of a registered 
professional engineer may be required. 

 
9. Employees shall be protected from moving ground or cave-in of loose rock or 

soil from the faces and walls of an excavation or trench greater than 5 feet 
deep.  This will be accomplished by implementation of a protective system 
such as a shoring system, sloping of the ground, or some other equivalent 
means in accordance with OSHA 1926.652 (b) and/or (c), except when 
excavations are made in solid rock or excavations are less than 5 feet in depth 
and examination of the ground by a competent person provides no indication 
of potential cave-in 

 
Selection of the protective system will be made by the competent person 
based on soil classification as defined in accordance with OSHA Subpart P 
Appendix A. 
 
Due to the variability of soil conditions on the Uptown Campus, all soil is 
assumed to be Type C.  For all excavations requiring implementation of a 
protective system, the pre-engineered shoring system (ie., Lit-Shield) shall be 
used in accordance with the manufacturer recommendations. 
 
In all excavations where employees may be required to enter, excavated or 
other material must be effectively stored and retained at least 2 feet or more 
from the edge of the excavation. 

 
10. Adequate fall protection in accordance with OSHA 1926.651 (1) shall be 

provided where employees or equipment are required or permitted to cross an 
excavation.  Additionally, appropriate warnings and barriers shall be arranged 
to prevent persons other than employees from venturing into the work area, 
both during as well as after working hours, as long as a hazard exists.  This 
may require the use of one or a combination of the following: barricades; 
cautionary/warning signs; perimeter boundary tape; area illumination; and 
warning lights. 
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11. Daily inspection of excavations, the adjacent areas and protective systems 
shall be made by a competent person in accordance with OSHA 1926.651 (k).  
Upon finding any indication of hazardous conditions or failure of protective 
systems, employees shall be removed from the hazardous area until necessary 
precautions have been taken to ensure their safety. 

 
c. Definitions 
 

1. Benching:  A method of protecting employees from cave-ins by excavating 
the sides of an excavation to form one or a series of horizontal levels or steps, 
usually with vertical or near-vertical surfaces between levels. 

 
2. Competent Person:  A person who has had training in and has knowledge of 

soils analysis, the use of protective systems, and the requirements of this 
standard.  This person shall be capable of identifying existing and predictable 
hazards in excavation work and shall have the authority to take prompt 
measures to abate these hazards.  

 
3. Excavation:  Any man-made cut, cavity, trench, or depression in an earth 

surface, formed by earth removal. 
 

4. Face:  The vertical or inclined earth surfaces formed as a result of excavation 
work. 

 
5. Hazardous Atmosphere:  An atmosphere which by reason of being 

explosive, flammable, poisonous, corrosive, oxidizing, irritating, oxygen 
deficient, toxic, or otherwise harmful, may cause death, illness, or injury. 

 
6. Protective System:  A method of protecting employees from cave-ins, from 

material that could fall or roll from an excavation face or into an excavation, 
or from the collapse of adjacent structures. 

 
7. Registered Professional Engineer:  A person who is registered as a 

professional engineer in the state where the work is to be performed. 
 

8. Shielding:  A structure that is able to withstand the forces imposed on it by a 
cave-in and thereby protect employees within the structure.  They can be 
permanent or portable. 

 
9. Shoring:  A structure that supports the face or sides of an excavation and 

which is designed to prevent cave-ins. 
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10. Sloping:  A method of protecting employees from cave-ins by excavating to 
form sides of an excavation so as to prevent cave-ins. 

 
11. Trench:  A narrow excavation (in relation to its length) made below the 

surface of the ground. 
 
 

 38



Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 10-0  
 
10-01-14 Safety Rules For Plumbing 

 
Plumbers are subject to many safety hazards; this is particularly true when working 
in the University environment.  Plumbing involves facing those exposures most 
trades are subject to, plus additional dangers associated with removal/repair of 
science laboratory equipment. 
 
a. Diseases of primary concern (AIDS, hepatitis) are transmitted by direct contact 

with infected blood or body fluids.  Exposure may occur if infected material 
contacts a mucous membrane (eyes, mouth) or if it gets into an open sore or cut.  
Use of protective equipment such as gloves, mask, and goggles will help prevent 
disease transmission.  Exposure to AIDS or hepatitis does not occur by simply 
walking into a laboratory or down a hallway outside a laboratory. 

 
b. Maintenance personnel should assume every lab, public bath, etc. is 

contaminated.  Workers are advised to wear personal protective equipment, i.e. a 
disposable surgical mask (preferably the molded type), gloves, and goggles during 
any work on toilets, baths, or sinks - not just when special precautions are 
indicated on the lab room door.  One procedure needing special attention is use of 
a coiled wire “snake” to clean clogged drain lines.  It is difficult to manipulate the 
“snake” with gloves yet there is a strong likelihood of getting cut fingers during 
handling.  Maintenance personnel should wear rubber gloves under the metal 
mesh gloves. 

 
c. It is recommended that the “snake” be rinsed with water after each use.  If 

possible, a 1:10 dilution of household bleach should be used to disinfect any tools 
or equipment which may become contaminated.  After disinfection, equipment 
should be rinsed with water and dried to prevent rusting. 

 
d. Maintenance personnel must read all warnings indicated on caution or other type 

of signage. 
 
e. In dealing with lab sinks, drains and pipes, fume hoods, glove boxes, etc., the 

plumber should exercise great care before dismantling such equipment. 
 
f. A check with the professor or researcher in charge should be made to ascertain the 

general use of the equipment. 
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g. If a fume hood which is to be repaired or removed, has been used for work 
involving perchloric acid, a complete wash down, inside and outside, is crucial to 
doing the job safely.  Copious amounts of water is the best practical prevention 
available to combat perchloric acid. 

 
h. Sinks and pipes might contain residual acids that need neutralizing.  A check with 

the professor or researcher in charge is vital to safely completing the job. 
 

i. If indeed a plumber is, through circumstance, required to perform a task without 
benefit of information relative to safety, Chemical Hygiene Office should be 
contacted or personnel should assume it to be a contaminated system and proceed 
accordingly, taking all necessary personal protection precautions. 

 
j. If respiratory protection is indicated, please contact the University Safety Officer. 
 
k. Additionally, plumbers should consult other pertinent sections in the manual for 

other safety rules that offer protection. 
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Loyola University 
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10-01-15 Equipment Performance Check 

 
To periodically assess proper operation of all electrical devices or instruments. 
 
Users of electrical devices or instruments are responsible for conducting Performance 
Checks and for notifying the appropriate service department if operational problems 
are found. 
 
a. Procedures 
  

 1. Performance checks are intended to check the function of a device so the 
obvious malfunctions and defects may be corrected before a hazardous 
situation occurs.  Performance checks are not intended or expected to replace 
a full electrical/electronic check by the service department. 

 
 2. If operational problems are detected, the appropriate service department 

should be notified.  
 

 3. No ancillary equipment other than that used in normal operation should be 
required to conduct a performance check. 

 
4. All performance checks should include a cursory examination for any of the 

conditions outlined below. 
  

5. Checks should include a manipulation of the controls, operating parameters, 
and calibration (if necessary) to ascertain whether or not the device is 
operating properly.  

 
6. Performance checks should be done on a regular basis, either periodically 

(e.g. daily, weekly, monthly, etc.) or, preferably, before each use.  
  
 b. General Safety Precautions 
  

1. Do not use reverse cheaters, adapters not attached to the equipment, or 
extension cords.  Do not unplug equipment by pulling on the cord. 
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2. Report any device and remove it from service if: 
 

a. It has been dropped or otherwise physically abused, or if liquid has been 
spilled into or on it. 

 
b. Broken, bent, or loose plug. 
 
c. Loose cable connectors or those which do not hold securely. 
 
d. Loose switches or those which do not snap definitely from one position to 

another. 
 
e. Control knobs which are loose or do not turn smoothly. 
 
f. Switches, knobs, or other controls which do not consistently produce the 

expected result when operated. 
 
g. Burned out pilot lights. 
 
h. Events which suggest the device is not operating normally. 
  
 
 


