City of Birchwood Village

GENERAL SAFETY RULES

Approved October 12, 1993

1. In case of sickness or injury, no matter how slight, report at once to your supervisor for First Aid. Never attempt to treat your own or another worker’s injury or try to remove foreign particles from the eye.

2. Safety devices are for your protection. Never operate your machine unless all guards provided are in place.

3. Guards must never be removed except when necessary to make adjustments or repairs and they should be replaced immediately upon completion of work. If a guard is not in its proper position, report this at once to  your supervisor.

4. RUNNING on the premises is NOT PERMITTED.

5. Horseplay, throwing objects, scuffling, and fooling around are very dangerous and will not be tolerated.

6. Never distract the attention of another employee, as you might cause injury.

7. Drugs and liquor will not be permitted on the premises at any time.

8. Jewelry, rings, bracelets, watch chains, key chains, etc. shall not be worn, for these objects might catch in machines, causing serious accidents such as the loss of fingers or hands.
9. Gloves must not be worn when operating machinery unless their use has been approved by your supervisor.

10. Loose ties or torn clothing must not be worn around machinery. It is suggested that sleeves be cut off at the elbow. 

11. Before using any ladder, make sure it has good safety feet and is free from cracks, broken rungs, or other defects. When there is a danger of slipping, have another worker hold the ladder.

12. Never use makeshift or defective scaffolding, rigging, or stages.

13. When operating any power equipment, such as a chain saw, you must wear ear and eye protective devices.

14. Do not attempt to lift or push objects that may be too heavy for you. ASK FOR HELP when you need it. Learn to lift the right way to avoid strains: bend your knees, keep your body erect; then push up with your legs. This is the easiest and safest way.

15. Shut down your machine before cleaning, adjusting, or repairing. Lock and tag the machine. 

16. Never oil machines while they are in motion except when points of oiling are so located or guarded that you are not subject to contact with moving parts. 

17. Never use your finger for removing chips from machines. Use a brush or a hook.
18. Never use defective chisels, sledge hammers, punches, wrenches, or other tools. Flying chips from tools with mushroomed or split heads cause many injuries. Exchange or see that the defective tools are repaired.

19. If you are provided with eye protection, you are expected to wear it.

20. Never operate any machine unless you have permission from your supervisor.

21. Caps should be worn around moving machinery by any employee with long hair.

22. If you are working where there are heavy fumes or dust, you are expected to wear the respirators provided for your protection. In some cases, a lifeline and an observer may be required.

23. Keep the area around you clean. Put all oily water, rubbish, and papers in the containers provided for those purposes.

24. Learn the location of all the fire exits and alarm boxes in your department.

25. Pile material, trucks, skids, racks, crates, boxes, ladders, and other equipment so that they do not block aisles, exits, fire fighting equipment, alarm boxes, electric lighting, power panels, etc. FIRE DOORS MUST BE KEPT CLEAR.

26. Learn the location and proper use of fire fighting equipment in  your department. Under no circumstances use a pail of water where extinguishers are provided.

a. For electrical fires, use only extinguishers approved for Class C fires (carbon dioxide or dry chemical). NEVER USE ANYTHING ELSE as danger of electrocutions exists.

b. For common fires, such as with rubbish, paper, wood, rags, etc. use water, foam, or soda-acid extinguishers.

c. For fires in flammable liquids, use foam type extinguishers or other special extinguishers provided for that purpose.

27. Slippery floors cause falls. Always keep the floor clean.

28. If you see someone working carelessly and liable to be hurt, warn and advise them to work carefully.

29. Protect your feet and head by keeping your shoes and hard hat (especially the soles of the shoes and the liner of the hard hat) in good shape. Wear safety-toe-capped shoes to prevent serious toe injuries.

30. Unless you are an electrician, never tamper with electrical circuits or switches.

31. Always obey all warning signs.

32. Read the Safety Bulletins as posted, for they will help; you do your part in the accident prevention drive.

33. Never take short cuts through dangerous places.

34. If you don’t know the safe way, stop and find out.

DISCIPLINARY ACTION WILL BE TAKEN IF VIOLATIONS OF THESE SAFETY RULES OR UNSAFE ACTS ARE NOTED.
