
 
Direct line Communications – Safety Manual                                                                                                                          Page 1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Safety Manual 
 
 
 
 
 
 
 
 

September 2018 
 
 
 
 
 
 
 
 



Direct line Communications – Safety Manual                                                                                                                          Page 2 
 

 

 

Direct Line Communications, Inc. 
 

Table of Contents 

 

 
Safety Policy ..................................................................................................4 

Job Site Rules .................................................................................................5 

Responsibilit ies ..............................................................................................7 

Safety Training...............................................................................................8 

Accident Investigation ...................................................................................9 

Emergency Response Procedures ..................................................................10 

First Aid .........................................................................................................16 

Fire Prevention/Protection .............................................................................18 

Safety Audits/Inspections ..............................................................................21 

Ergonomics ....................................................................................................23 

Safe Lifting ....................................................................................................24 

Confined Space ..............................................................................................25 

Forklift ...........................................................................................................28 

Electrical Safety .............................................................................................29 

Lockout/Tagout ..............................................................................................31 

Welding/Cutting/Burning ..............................................................................34 

Hot Work Permit System ...............................................................................36 

Cranes/Hoists/Rigging ...................................................................................42 

Fall Protection ................................................................................................45 

Transitional Duty ...........................................................................................47 

Bloodborne Pathogens ...................................................................................48 

Vehicle-Mounted/Elevating/Rotating Work Platforms .................................51 

Fleet Policy ....................................................................................................55 

Hazardous Communication ............................................................................58 

Horizontal Directional Drilling  ......................................................................61 

Ladders ...........................................................................................................66 

Personal Protective Equipment ......................................................................69 

Trenching/Excavation ....................................................................................73 

Field Telecommunications .............................................................................84 

Power Tools ...................................................................................................101 

Disciplinary Action Program .........................................................................103 

Silica Protection Program ..............................................................................104 

Chainsaw Safety Program ..............................................................................105 

Return to Work ..............................................................................................107 

Subcontractor Management Program ............................................................110 

Glossary .........................................................................................................106 

 



Direct line Communications – Safety Manual                                                                                                                          Page 3 
 

 

Direct Line Communications, Inc. 
 

 

Table of Contents      Contents Alphabettical 

 
Accident Investigation ...................................................................................9 

Bloodborne Pathogens ...................................................................................48 

Chainsaw Safety Program ..............................................................................105 

Confined Space ..............................................................................................25 

Cranes/Hoists/Rigging ...................................................................................42 

Disciplinary Action Program .........................................................................103 

Electrical Safety .............................................................................................24 

Emergency Response Procedures ..................................................................10 

Ergonomics ....................................................................................................23 

Fall Protection ................................................................................................45 

Field Telecommunications .............................................................................84 

Fire Prevention/Protection .............................................................................18 

First Aid .........................................................................................................16 

Fleet Policy ....................................................................................................55 

Forklift ...........................................................................................................28 

Glossary .........................................................................................................106 

Hazardous Communication ............................................................................58 

Horizontal Directional Drilling ......................................................................61 

Hot Work Permit System ...............................................................................36 

Job Site Rules .................................................................................................5 

Ladders ...........................................................................................................66 

Lockout/Tagout ..............................................................................................31 

Personal Protective Equipment ......................................................................69 

Power Tools ...................................................................................................101 

Return to Work ..............................................................................................107 

Responsibilities ..............................................................................................7 

Safe Lifting ....................................................................................................24 

Safety Audits/Inspections ..............................................................................21 

Safety Policy ..................................................................................................4 

Safety Training...............................................................................................8 

Silica Protection Program ..............................................................................104 

Subcontractor Management Program ............................................................110 

Transitional Duty ...........................................................................................47 

Trenching/Excavation ....................................................................................73 

Vehicle-Mounted/Elevating/Rotating Work Platforms .................................51 

Welding/Cutting/Burning ..............................................................................34 

 
 

 

 

  

 



Direct line Communications – Safety Manual                                                                                                                          Page 4 
 

 

Safety Policy Statement 

 

It is the policy of Direct Line Communications, Inc. to protect the health, safety, and quality of life of its 

employees.  It is essential that the employees understand that management fully supports an active, effective 

employee safety program.   The Management of Direct Line Communications, Inc. is committed to providing a 

safe and healthful work environment for all our Employees and others that may work, visit or enter our 

facilities.  In this Company, each Employee is very important.  Our success with customers, and consequently 

the overall success of this business, depends upon the individual, his or her personal skills, energies and 

contributions.  At the same time, we must be concerned and supportive of each other.  

 

Employees are encouraged to report any unsafe work practices or safety hazards encountered on the job.  All 

accidents/incidents (no matter how slight) are to be immediately reported to the supervisor on duty. 

 

A key factor in implementing this policy will be the strict compliance to all applicable federal, state, local, and 

company policies and procedures.  Failure to comply with these policies may result in disciplinary actions. 

 

Respecting this, Direct Line Communications, Inc. will make every reasonable effort to provide a safe and 

healthful workplace that is free from any recognized or known potential hazards.  Additionally, Direct Line 

Communications, Inc. subscribes to these principles: 

 

1. All accidents are preventable through implementation of effective Safety and Health Control policies 

and programs.  

2. Safety and Health controls are a major part of our work every day.  

3. Accident prevention is good business.  It minimizes human suffering, promotes better working 

conditions for everyone, holds Direct Line Communications, Inc. in higher regard with customers, and 

increases productivity.  This is why Direct Line Communications, Inc. will comply with all safety and 

health regulations which apply to the course and scope of operations.  

4. Management is responsible for providing the safest possible workplace for Employees.  Consequently, 

management of Direct Line Communications, Inc. is committed to allocating and providing all of the 

resources needed to promote and effectively implement this safety policy.  

5. Employees are responsible for following safe work practices, company rules and for preventing 

accidents and injuries.  Management will establish lines of communication to solicit and receive 

comments, information, suggestions and assistance from employees where safety and health are 

concerned.  

6. Management and supervisors of Direct Line Communications, Inc. will set an exemplary example with 

good attitudes and strong commitment to safety and health in the workplace.  Toward this end, 

Management must monitor company safety and health performance, working environment and 

conditions to ensure that program objectives are achieved.  

7. Our safety program applies to all employees and persons affected or associated in any way by the scope 

of this business.  Everyoneôs goal must be to constantly improve safety awareness and to prevent 

accidents and injuries. 

 

Everyone at Direct Line Communications, Inc. must be involved and committed to safety.  This must be a team 

effort.  Together, we can prevent accidents and injuries.  Together, we can keep each other safe and healthy in 

the work that provides our livelihood.                                                         

 

          Bill Pemberton, President   
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Job Site Rules & Regulations 
 
ALL EMPLOYEES WILL ABIDE BY THE FOLLOWING RULES AND REGULATIONS:  

 

1. Employees are expected to follow all federal, state, local and company safety rules, procedures and 

common safety practices. 

 

2. Immediately report all accidents, injuries, unsafe conditions, acts, tools and equipment to your Supervisor.  

 

3. The sale, possession, use or influence of alcoholic beverages and/or illegal substances will not be 

tolerated. 

 

4. The possession of firearms and other weapons is prohibited. 

 

5. Fighting, gambling, stealing and horseplay will not be tolerated. 

 

6. No soliciting, collecting, or accepting of contributions, dues, assessments, etc. will be allowed on 

company time without authorization. 

 

7. Employees are not permitted to post, deface, or remove notices, signs, or writing on company posting 

areas or distribute literature of any description without authorization. 

 

8. Use of profane, obscene, vile or abusive language to or in the presence of, other employees is not 

permitted. 

 

9. Do not smoke, eat, or drink in prohibited areas or at prohibited times. 

 

10. Never operate any machine or rotating equipment unless all guards and safety devices are in place and in 

proper operating condition. 

 

11. Compressed gas cylinders must have protective caps in place and the cylinder valve closed when not in 

use.  Cylinders must be properly secured to prevent falling. 

 

12. A portable fire extinguisher is required to be close at hand (within 50 feet) and visible whenever 

flammable gases are to be used. 

 

13. Gasoline and other flammable items must be stored and transported in approved safety cans. 

 

14. Eye and face protection must be worn where there is a danger from flying objects or particles especially 

during grinding, chipping, burning and welding activities. 

 

15. Appropriate work clothes, gloves and shoes are required.  No loose clothing, tennis shoes or jewelry 

should be worn. 

 

16. Good housekeeping will be practiced at all times.  Work and break areas will be kept free of waste and 

debris.   
Violations of any of these rules may be cause for immediate disciplinary action up to and including discharge.  Each employee is 

expected to recognize what constitutes appropriate personal conduct and to act with reasonable and proper regard for the welfare and 

rights of the company and other employees. 
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Managementôs Responsibilities 
The most important single element of effective loss control activity is the leadership and support of 

management.  If management believes that safety is worthwhile and supports a loss control program the 

probability of preventing accidents is extremely great. 

 

Directly and indirectly managementôs attitude is conveyed to employees and they will try to do what 

management wants. 

 

Loss control should be built into business operations in the same manner as other good practices of business.  

Management has the responsibility for providing a safe place of employment. 

 

Managementôs responsibilities in loss control are to: 

1. Adopt an effective loss control safety plan. 

2. Announce to employees that a loss control plan has been adopted and strongly urge that all employees 

support the program to reduce accidents.  This can be a letter or memo to all employees stating 

positively your support of loss control 

3. Actively support the plan by personally following safe practices and encouraging others to do so.  

Employees will follow the example set by management.  For instance, in areas where smoking is 

prohibited, management as well as others should not smoke. 

4. Assume direct responsibility for loss control or appoint an individual who will be responsible for 

successful operation of the program. 

5. Provide employees with safe tools and equipment to do the required job. 

6. Periodically review accident records to determine if the loss control plan is effective. 

7. Periodically review progress and reemphasize your support of the program. 

 

Acting Safety Officerôs Responsibilities 
In order for safety to be effective, one person must be assigned full responsibility for safety activity.  The 

person assigned safety responsibility should be given the authority to carry out the safety program. 

 

Accidents take no time off.  There must be someone continually alert to hazardous conditions and correct 

them ASAP. 

 

The duties and responsibilities of the safety officer are: 

1. Formulates, administers, and makes necessary changes in the accident prevention program. 

2. Makes regular monthly reports to management of the safety process. 

3. Maintains accident record system, makes accident report, investigates accidents, and checks to see 

corrective action is taken. 

4. Assists in training employees in safety. 

5. Makes personal safety inspections and supervises safety inspections made by safety committees and 

others for the purpose of discovering and correcting unsafe work practices before they cause accidents. 

6. Make certain that federal, state, and local laws or ordinances are complied with. 

7. Initiates and conducts activities that will stimulate and maintain the interest of employees in safety. 

 

Supervisorôs Responsibilities 
Supervisors have an important role for loss control in their areas.  The supervisors are indispensable to 

effective loss control, for they have immediate contact and control in their areas. 
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In the final analysis, the program succeeds or fails according to the interest and efforts that the supervisors 

put forth.  If the supervisors show attitudes and manner of conduct that they are in support of loss control, 

they will convince their employees that it is a necessary part of their work and will win their support for it.  

Supervisors should understand their responsibility for safe working conditions and safe work practices in 

their departments. 

 

Supervisorôs loss control responsibilities and duties are to: 

1. Select employees who are mentally and physically qualified for the work, which they are to perform. 

2. Give detailed instructions as to job performance and explain hazards and safety precautions in assigning 

workers to jobs. 

3. Provide workers with safe tools and equipment to perform their jobs. 

4. Check to see that protective equipment, such as eye protection, is used where required. 

5. Plan work to see that the workers, materials, and equipment are available to perform the job safely. 

6. Actively participate in loss control promotional activities. 

7. Personally supervise all hazardous work or work that is new and unusual. 

8. Regularly inspect and maintain physical properties to insure that good housekeeping practices are 

followed and that mechanical failures do not occur. 

9. Personally investigate all accidents and correct any unsafe practices or conditions to prevent 

reoccurrence. 

10. Constantly observe work procedures in order to detect and correct any unsafe practices and conditions 

and develop improved methods. 

11. Promptly report accidents occurring in their departments. 

12. See that the injured workers promptly receive first aid or medical treatment. 

 

Employeeôs Responsibilities 
The Williams-Steiger Occupational safety and Health Act of 1970 requires ñthat every employers covered 

under the Act furnish to his employees employment and a place of employment which are free from 

recognized hazards that are causing or likely to cause death or serious physical harm to his/her employees.ò  

The Act also requires ñthat employees comply with standards, rules, regulations and orders under the Act 

which are applicable to their own actions and conduct. 

 

Employee responsibilities for safety include the following: 

1. Follow all safety rules and regulations. 

2. Wear appropriate safety equipment as required. 

3. Maintain equipment in good conditions with all safety guards in place when in operation. 

4. Report all injuries, no matter how minor immediately to a supervisor. 

5. Encourage co-workers to work safely. 

 

Safety Training 
 

All new employees must complete a Safety Orientation before they will be allowed to work.  New employees 

will receive a copy of the company safety manual and a supervisor will review it with each new employee to 

familiarize them with job specific hazards and company protocols.  The safety manual must be kept available at 

all times.  In addition, new employees must complete 2 online courses (Construction Safety Orientation and 

Personal Protective Equipment).  ñShort Callò employees will be allowed to work immediately, but will be 

required to work with another PDE employee who is knowledgeable about the hazards and can instruct the new 

employee about how to avoid hazardous situations and conditions.  In essence, this will be on the job safety 

orientation.  ñShort Callò employees who stay for and extended period will complete the normal process. 
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In addition to safety orientation, employees will complete the following safety training according to the 

following schedule: 

 

¶ Complete/Attend (1) Toolbox Safety Talk per week 

¶ One employee on each jobsite shall have a current CPR & First Aid designation. 

¶ Any employee who operates an Aerial Lift must complete Aerial Lift Certification prior to beginning 

work. 

¶ Any employee who operates a forklift must complete Forklift Certification prior to operating any 

forkli ft. 

 

Accident/Incident Investigation and Reporting Procedures 
 

 

Injuries /  Immediate Treatment Not Required 

 Report all injuries immediately to Foreman/Supervisor 

 Supervisor is to report injury to the Safety Department immediately 

Supervisor is to fill out an accident report and review it with employee and then send to our Safety 

Department within 24 hours 

 If possible, take pictures as part of the investigation. 

 

Injuries /  Minor Injury Requiring Treatment  

 Report all injuries immediately to Foreman/Supervisor 

 Supervisor is to report injury to the Safety Department immediately 

   (You will receive direction on where to go for treatment) 

Supervisor is to fill out an accident report and review it with employee and then send to our Safety 

Department within 24 hours 

 If possible, take pictures as part of the investigation. 

 

Injury /  Requiring Immediate Emergency Treatment          

 Call 911 for Assistance  

  ñDO NOT HANG UP UNTIL OPERATOR DIRECTS YOU TOò 
 Report immediately to Foreman/Supervisor 

 Follow procedures from 1st aid/CPR training. 

 Supervisor is to report injury to the Safety Department Immediately 

Supervisor is to fill out an accident report and review it with employee and then send to our Safety 

Department within 24 hours 

If possible, take pictures as a part of the investigation 

  

Accidents / Vehicle and Equipment          

 Report immediately to Foreman/Supervisor 

 Report all accidents to our Safety Department immediately 

 Take pictures as part of the investigation 

 Supervisor is to make sure all of the pictures and documents are collected while onsite 

Supervisor is to fill out an accident report and review it with employee and then send to our Safety 

Department within 24 hours 

ñUSE COMMON SENSEò 

Safety Department: 574-272-9814 

Doug Grall  ext: 1017   Cell: 574-276-5457 

Kirsten Byler   ext: 1009   Cell: 574-520-0477a 
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OSHA Inspection 

 

When an OSHA Inspector arrives on your jobsite call your Supervisor immediately.  A Supervisor 

will accompany an OSHA Inspector during the jobsite inspection. 

    

The following forms and procedures shall be used: 

Accident Report:  All accidents/incidents must be recorded on the Direct Line Communications, 

Inc. Accident/Incident Report form.  This report shall be forwarded to the appropriate Human 

Resources Department. 

 

Property Damage Report: All accidents/incidents must be recorded on the Direct Line 

Communications, Inc. Accident/Incident Report form. 

 

First Report of Injury  (State Workersô Compensation Report):  For all cases requiring medical 

attention, this report shall be filed in accordance with applicable state laws.  Human Resources 

Department will file appropriate state forms with Workersô Compensation insurance carrier. 

 

Accident investigation is of prime importance in the accident prevention program.  Its chief purpose is to 

determine the cause of the accident so that recurrences can be prevented.  An accident is an indication that some 

hazard, exposure, or condition needs correction if a future accident is to be prevented. 

 

Accident/Incident investigations shall be conducted as follows: 
 

1. The Supervisor shall investigate all accident/incidents requiring doctor care, first-aid, or property 

damage. 

2. The investigation shall include a discussion with the employee and other employees who may have been 

witnesses. 

3. The Supervisor shall determine the cause of the accident/incident, take corrective action, and prepare a 

written report.  The written report should avoid general terms and clearly state the specific cause of the 

accident. 

4. Management and the Supervisor shall review accident/incident reports and insure that prompt corrective 

action has been taken. 

5. The Supervisor shall follow up to insure compliance with company policies and to offer such advice and 

assistance as he can. 

 

 

Vehicle Accidents 

 

Direct Line Communication realizes some accidents are unpreventable. Drivers should seek medical 

attention immediately, if necessary.  Supervisors and drivers are required to be trained in post-accident 

procedures to secure the details of the accident and document the damage.  Providing detailed facts of 

the accident will help our insurance carrier deter fraudulent third party insurance schemes.   

 

1. All vehicles will be supplied with accident claims kit, a pen, and a disposable camera.   

2. Drivers are required to document all details of the accident; traffic flow, speed limits, stop 

lights/signs, weather conditions, citations issued, etc.  Pictures should be taken to document the 

extent of damage to all vehicles involved. 
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3. Once this information is secured, the driver is to report all accidents immediately to the dispatcher 

and/or supervisor.  If the vehicle is inoperable, arrangements need to be made for towing and 

delivery of cargo.  Hazmat operations, containment, and clean up will be coordinated by dispatcher, 

supervisor and/or driver.   

Response to Utility Strikes 

If an existing utility is struck during the horizontal directional drilling/excavation (HDD) operation, 
emergency procedures must be initiated to reduce the likelihood of injury. Established procedures to 
follow in the event of utility strikes are summarized in the following sections. Take photographs with 
a tape measure in the photo to show distance. 

Electrical Strike 

Observe the following safety procedures if an electrical strike occur: 

1. Do not move. The voltage difference between the equipment and the ground or even between 
a personôs feet can be sufficient to cause injury or death. 

2. Do not touch the machine, drill pipe, water system, mud-mixing system, or anything 
connected to the drill. These items might be energized. 

3. Remain calm and instruct the drill operator to put on rubber gloves and reverse the direction 
of advance in an attempt to break contact with the electrical line. 

4. Contact the electrical utility company immediately. 

5. Instruct the drill operator to follow the procedure recommended by the manufacturer to 
determine if the drill is energized before attempting to dismount the machine. 

Gas Strike 

Observe the following safety guidelines if a gas line strike occur: 

1. Evacuate the area immediately. 

2. Instruct the drill operator to shut down all engines and, under no circumstance, to attempt to 
reverse the bore to break contact. Further movement can cause a spark. 

3. Contact emergency services and the gas utility company immediately. 

Fiber Optic Strike  

Observe the following safety procedures if a fiber optic strike occur: 

1. Do not look into the cut ends of the cable, which can cause severe eye injury. 

2. Stop drilling immediately. 

3. Contact the utility owner. 

Communications Line Strike 

If a communications line strike occurs, stop drilling immediately and contact the utility company. 

Sanitary or Storm Sewer and Water Strike 

Observe the following safety procedures if a water or sewer line strike occur: 

1. Stop drilling immediately. 

2. Warn all bystanders that a strike has occurred and that they should stay away. 

3. Obtain medical attention for personnel who have come into contact with sewage. 

4. Contact the utility owner immediately. 

Environmentally Sensitive Issues 

Environmental issues related to HDD may include: 
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Á Access restrictions due to wetlands, intermittent drainage channels, endangered plant or 
animal species, endangered habitat, and potential erosion. 

Á Oil and fuel spills from leaking or ruptured hoses on equipment or spillage during storage, 
fueling, and mechanical service. 

Á Drilling fluid spills on the surface that cause suffocation of small wildlife and alter flora, 
fauna, and wildlife habitat (particularly if the bore is for environmental reasons) and spills 
that enter and change the drainage characteristics of dry drainage channels or drainage pipes. 

Á Inadvertent drilling fluid returns in watercourses that might pose a significant environmental 
threat. Turbidity in the water can cause suffocation of marine wildlife. On the bottom of a 
body of water, heavy drilling fluids might cover habitats, organisms, and fish eggs. 

Á Groundwater contamination from drilling fluid additives such as soda ash, polymers, 
detergents, and bentonite. When additives approved for water well drilling are introduced 
into a microenvironment in mass quantities, the additives can be considered hazardous to that 
microenvironment. 

To prevent adverse affects to the environment, properly dispose of all drilling fluid. Containment 
equipment and/or materials will be supplied specific to the site and applicability.  

Other Considerations 

Other jobsite-related concerns vary from one location and project to another, depending on several 
factors. State and local laws and regulations, the sensitivity of the local environment, and the sensitivity 
of local residents and regulatory officials all impact the issues to be considered and the level of effort 
required to address the issues. 

Subcontractor Accident Reporting 

Any subcontractor associated with HDD work must report all accidents, including contact with power 
lines, power poles, fiber optic lines, gas lines, water lines, or sewer lines to the Company immediately. 

 

Hazardous Material Spill Clean-Up Procedure 

 

In order to be prepared for all possible spills/releases, the following information is provided for 

guidance. 

 

Employees routinely using hazardous materials (especially large quantities) should anticipate the 

types of spills that can occur, and have on hand the proper equipment and materials to clean up a 

spill.  Hazardous Spill Kits are available.  They contain absorbent-filled ñpillowsò, towels, waste 

bags, personal protective equipment (PPE), etc. appropriate for all liquid spills except hydrofluoric 

acid. 

 

A material safety data sheet will contain special clean-up information and should also be consulted. 

 

If a spill occurs, immediately alert personnel in the area.  Do what is necessary to protect life.  Use 

absorbent or other means to confine the spill if possible, and prevent the material from volatilizing 

(becoming airborne).  Follow the guidelines in this section, according to the type of hazard. 

 

If the spill is too large to handle, a threat to life or health, or involves a high hazard material, 

immediately call the Supervisor for assistance. 

 

Spill Clean-up Guidelines 
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A. Low Hazard Material Spills:  No fire hazard, not particularly volatile, toxic or corrosive (e.g. 

salt solutions). 

 

1. Use an absorbent material that will neutralize the spill.  Typical absorbent materials include 

sand, sodium bicarbonate for acids, clay-type absorbent (i.e. ñSpeed-Driò or spill kit 

ñpillowsò) and paper towels. 

 

2. A dustpan and brush should be used and rubber gloves and goggles should be worn. 

 

3. Decontaminate the area with soap and water after clean up. 

 

4. Place residue in a container, label the container, and call the Supervisor for disposal 

information. 

 

B. High Hazard Material or Significant Spills of Volatile, Flammable or Toxic Materials 

 

1. Notify all personnel in the area to vacate. 

 

2. Extinguish flames and shut off all sources of ignition such as brush-type motors. 

 

3. Immediately notify the Supervisor and emergency response personnel. 

 

In the event of petroleum products, petroleum by-products, hazardous materials, or hazardous waste spills into 

streams threatening the environment or people must notify the appropriate person or department.  
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Emergency Response Procedures 
I. Notification 

A. Alert personnel to the emergency.  Sound a site alarm to: 

 

¶ Notify personnel 

¶ Stop work activities, if necessary 

¶ Lower background noise in order to speed communication 

¶ Begin emergency procedures 

 

B. Notify the client about the emergency and include essential information: 

 

¶ What happened 

¶ Where it happened 

¶ Whom it happened to 

¶ When it happened 

¶ How it happened 

¶ The extent of the damage 

¶ What aid is needed 

 

II.  Survey the Situation 

 

A. Available information about the incident emergency response capabilities should be evaluated.  

The following information should be determined, to the extent possible: 

 

a. What happened: 

¶ Type of incident 

¶ Cause of incident 

¶  Extent of damage to structures, equipment and terrain 

 

b. Casualties: 

¶ Victims (number, location and condition) 

¶ Treatment required 

¶ Missing personnel 

 

c. What could happen?  Consider: 

¶ Types of chemicals on the job site. 

¶ Potential for fire, explosion and release of hazardous substances. 

¶ Location of all personnel on site relative to hazardous areas. 

¶ Potential for danger to offsite population or environment. 

 

                    d.   What can be done?  Consider: 

¶ Equipment and personnel resources needed for victim rescue and hazard mitigation 

¶ Number of uninjured personnel available for response 

¶ Resources available on site 

¶ Resources available from outside groups and agencies 

¶ Time for outside resources to reach the site 

¶ Hazards involved in rescue and response 



Direct line Communications – Safety Manual                                                                                                                          Page 14 
 

 

 

III.  Rescue/Response Action 

 

A. No one should attempt emergency response or rescue until back up personnel and evacuation routes 

have been identified.  Rescue/Response actions include: 

 

1. Enforce the buddy system: No one is to enter the hazardous area without a partner.  At all 

times, personnel in the hazardous area should be in line-or-sight or communications contact 

with the Supervisor. 

 

B. Survey Casualties 

 

1. Locate all victims and access their condition. 

2. Determine resources needed for stabilization and transport. 

 

C. Assess existing and potential hazards to site personnel and to the offsite population.  Determine: 

 

1. Whether and how to respond. 

2. The need for evacuation of site personnel and offsite population. 

3. The resources needed for evacuation and response. 

 

D. Allocate resources.  Allocate onsite personnel and equipment to rescue and incident response 

operations. 

 

E. Request Aid.  Contact the required offsite personnel or facilities, such as ambulance, fire 

department and police. 

 

F. Control.  Bring the hazardous situation under complete or temporary control; use measures to 

prevent the spread of the emergency. 

 

G. Extricate.  Remove or assist victims from the area. 

 

H. Stabilize.  Administer any medical procedures that are necessary before the victims can be moved.  

Stabilize or permanently fix the hazardous condition. 

 

I. Evacuate: 

 

1. Move site personnel to a safe distance from the incident. 

 

2. Monitor the incident for significant changes.  The hazards may diminish, permitting 

personnel to re-enter the site, or increase and require public evacuation. 

 

3. Inform public safety personnel when there is a potential or actual need to evacuate the 

offsite population.  DO NOT attempt large-scale public evacuation.  This is the 

responsibility of government authorities. 
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Evacuation Procedures 

When an evacuation alarm is sounded, all employees not pre-assigned to the emergency force 

are to immediately evacuate the building/area. 

 

1. Walk; do not run, to the nearest exit. 

 

2. Assemble in area(s) pre-assigned by the Supervisor for a head count. 

 

3. Everyone is to remain in the assembly areas until the head count is completed and your 

supervisor releases you or gives you further instructions. 

 

4. Supervisor will notify the client or Foreman when they have accounted for everyone under 

their jurisdiction. 

 

5. No one is to interfere with the clientôs or Supervisorôs emergency organization or with public 

emergency forces during the execution of their respective functions. 

 

6. The Supervisor, as needed, will assign all Industrial Contracting personnel duties. 

 

 

Severe Weather Procedures 
 

In the event of a ñtornado warning,ò (a tornado is imminent in the area), a decision will be 

made if and when a ñtake shelterò order will be given. 

 

When the ñtake shelterò order is sounded, all company personnel will move immediately and in an 

orderly manner to designated shelter areas. 

 

 All company personnel will remain in the shelter areas until the ñall clearò message is given. 

 

 Each shelter area will be under the direct and complete authority of the Supervisor. 

 

First -Aid Emergency Response Procedures 

The following information is given for primarily self -help.  In the event of an injury to you or a 

fellow team member always seek trained, certified assistance. 

 

 GENERAL DIRECTIONS FOR GIVING FIRST -AID:  
1. Keep the injured person lying down. 

2. Do not give liquids to the unconscious. 

3. Control bleeding by pressing on the wound. 

4. Restart breathing by giving mouth-to-mouth artificial respiration. 

5. Dilute swallowed poisons. 

6. Keep broken bones from moving. 

7. Cover burns with thick layers of cloth. 

8. Keep heart attack cases quiet. 

9. For someone who has fainted, keep head lower than heart. 

10. Cover eye injuries with a gauze pad. 
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11. ALWAYS SEEK MEDICAL ATTENTION.  

First -Aid Emergency Response Procedures 
Most often youôll run up against smaller injuries ï burns, nicks, cuts, and scratches.  The danger here is in the 

fact that most people donôt bother to get first aid for these minor injuries.  But unless they are properly treated, 

these little injuries can develop into serious infection cases.  Remember the old adage about a stitch in time.  

Work carefully ï but if you do get hurt or someone else gets hurt, get expert attention as soon as you can.  Time 

is often very important. 

 

When any injury occurs ï serious or minor ï be sure that it receives the right kind of treatment, as early as 

possible. 

 

IN CASE OF A TRUE EMERGENCY  the following procedure should be performed in the order listed: 

 

1. Survey the scene. 

2. Do a primary survey of the victim. 

3. Phone the emergency medical services (EMS) system for help. 

4. Do a secondary survey of victim. 

 

1. SURVEY THE SCENE 
 

 When you hear a call for help, there are certain things that you should do.  As you approach the 

victim, take in the whole picture.  Donôt look only at the victim.  Take a look all around the 

victim.  This should take only a few seconds and should not delay your caring for the victim.  

Here are the things you should be looking for: 

  

A. Is the Scene Safe?  Is the area safe enough for you to approach the victim?  For example, is 

there an exposed electrical wire?  Are there harmful fumes?  Is there danger from traffic?  Once 

you reach the victim, decide if it is safe for you and the victim to stay where you are.  Unless 

you or the victim is in immediate danger from a hazard at the scene, donôt move the victim. 

 

B. What Happened?  What actually happened?  Look around for clues that could tell you the type 

of injuries the victim might have.  The scene itself often gives the answers.  If a person were 

lying next to a ladder, you would suspect that he/she fell off the ladder and may have broken 

bones.  An electrical wire on the ground next to the victim might mean that the victim is 

unconscious and cannot tell you what is wrong, and there are no bystanders to give you 

information. 

 

C. How Many People Are Injured?  Look beyond the victim you see at first glance.  There may 

be other victims.  One person may be screaming in pain while another, more seriously injured, 

may go unnoticed because he/she is unconscious.  In an auto accident, car doors that are open 

can mean there are more victims nearby who were thrown out of or walked from the car. 

 

D. Are There Bystanders Who Can Help?  If there are bystanders, use them to help you find out 

what happened.  Maybe someone saw the victim fall.  If bystander knows the victim, ask if the 

victim has any medical problems.  This information can help you figure out what is wrong with 

the victim.  Bystanders can also be used to call for help and to control traffic. 

 

 

2. DO A PRIMARY  SURVEY 
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The primary survey is a series of checks to find conditions that are an immediate threat to 

the victimôs life.  When you do a primary survey, you are checking the condition of the 

bodyôs two most vital systems, - the respiratory system and the circulatory system. 

 

 This is done by checking the ABCôs: 

 

 A = Airway 

 B = Breathing 

 C = Circulation 

 

3. PHONE THE EMERGENCY MEDICAL SERVICES (EMS) SYSTEM FOR HELP.  

 

4. DO A SECONDARY SURVEY  
 

 The secondary survey of a victim is a series of checks for injuries or other problems that 

are not an immediate threat to life, but which could cause problems if not corrected.  For 

example, during the secondary survey, the rescuer may find that the person has a broken 

bone.  This may not be immediately life threatening, but could become a serious problem if 

ignored. 

 

 The secondary survey has three parts: 

 

1. Interviewing the victim. 

2. Determining if breathing, pulse, and body temperature are normal. 

3. Checking the person from head to toe, looking for injuries. 

 

Fire Protection & Prevention Procedures 
 

Good housekeeping and fire prevention go hand-in-hand for obvious reasons, not only on 

jobsites but in the home and office, as well.  Fires can start anywhere and at anytime. 

 

Always obey smoking regulations.  These are made for the protection of you and of others.  Usually 

the ñNo Smokingò sign indicates that there are flammable materials or conditions in the area.  You 

cannot see the vapors, but lighting a match could involve you in a fire. 

 

Dispose of all flammable wastes quickly and efficiently.  Put flammable scraps, wiping rags, or 

rubbish into metal containers.  Gasoline, kerosene, oil, or other flammable liquids must be disposed 

of in special containers ï never pour down drains or sewers. 

 

Know where and how to turn in a fire alarm.  Know where the fire extinguishers are kept and know 

what type fire they are meant for.  Know the fire exit to use in an emergency.  Help emergency fire 

brigades, but do not get in their way. 

 

Change clothes immediately if they get soaked with oil, kerosene, naphtha, or other flammable 

liquid.  Not only will changing prevent skin troubles, but also it will prevent a bad turn if the 

retained vapor catches on fire. 

 

 

GENERAL FIRE SAFETY:  
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¶ Debris is to be put in proper receptacles ï Leave area clean when finished. 

 

¶ Use adequate size electrical cords and GCFIôs for power tools. 

 

¶ Electrical machinery must be bonded or grounded. 

 

¶ Flammable liquids must be stored in approved containers and handled in a safe manner. 

 

¶ All state and local fire codes must be strictly adhered to. 

 

Fire Extinguisher Classifications 
 

Each class of fire requires the right type of extinguisher.  Some types are designed to fight only one 

class of fire while others are effective on two or all three common classes of fire.  Therefore, it is 

essential that you select the right size and type for each class of fire.  The wrong one could do more 

harm than good.  For example, if a water extinguisher were used on a live electrical fire it could 

cause severe shock or death.  The following table lists the types of fires and the recommended 

extinguisher for each. 

 

TYPE OF FIRE  RECOMMENDED FIRE 

EXTINGUISHER  

FIRE FIGHTING 

TECHNIQUES 

Class ñAò ï Ordinary 

combustibles such as 

rubbish, paper, rags, scrap 

lumber, etc. 

Water, through the use of 

hose 

Pump type water cans 

Pressurized extinguishers 

Soda-acid extinguishers 

Requires a cooling agent. 

 

 

Soak fire completely ï even 

the smoking embers. 

Class ñBò ï Flammable 

liquids, oils and grease. 

ABC Dry Chemical 

extinguisher 

Carbon Dioxide 

extinguisher 

Foam extinguisher 

Requires a smothering 

effect. 

Start at the base of the fire 

and use a swinging motion 

from left to right, always 

keeping the fire in front of 

you. 

Class ñCò ï Electrical 

Equipment 

ABC Dry Chemical 

extinguisher 

Carbon Dioxide 

extinguisher 

Halon extinguisher 

Requires a non-conducting 

extinguishing agent. 

 

 

Use short bursts on the fire. 

 

Our vehicles and sites require a minimum of a 2A:10B:C fire extinguisher. Vehicles that have fuel cells 

must have either (2) 2A:10B:C fire extinguishers or (1) 2A:20B:C fire extinguisher. 

 

Fire Extinguisher Inspection and Maintenance 

 

Study nameplate instructions and units carefully; familiarize you with the operating instructions.  

Most portable extinguishers operate by squeezing the lever.  Each time the lever opens the valve, the 
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stored pressure will force out some of the extinguishing agent.  If lever is not released the entire 

contents will be discharged. 

 

1. Check that extinguisher parts are intact (i.e. pull pin is seated, no cracks/holes in the nozzle or 

hose). 

 

2. Make sure the nozzle orifice is clean and not clogged. 

 

 

Annual Inspection: 

 

Recharge extinguisher, as the contents will have a tendency to ñclump togetherò over a long period 

of time. The office manager at each Direct Line Communications, Inc. location will ensure that the 

annual inspection occurs. 

 

IMPORTANT:  Recharge and service extinguisher immediately after every use, even if 

extinguisher has only been partially discharged. Notify the office manager. 

 

DISPOSABLE EXTINGUISHERS MUST NOT BE RECHARGED.  

 

Protect fire extinguishers from exposure to severe weather conditions.  Extinguishers are approved 

for temperature range ï40 degrees to +120 degrees F.  Extinguishers are pressurized vessels, which 

if exposed to excessively high temperature could rupture, and result in injury or damage.  WATER 

TYPE EXTINGUISHERS MUST BE PROTECTED FROM FREEZING.  

 

Maintain fire extinguishers in accordance with the NFPA portable fire extinguisher standard, 

available from the National Fire Protection Association, 470 Battery March Park, Quincy, MA. 

 

A qualified distributor should service fire extinguishers.  Service by inexperienced persons can be 

dangerous. 

 

 

IN CASE OF FIRE:  
 

1. Warn everyone!  Be sure everyone clears the area immediately and stays safely outside. 

 

2. Have someone call the Fire Department no matter how small the fire seems to be.  (Post the 

phone number by each telephone.) 

 

3. Evacuate area involved. 

 

4. Plan your evacuation and stay near an exit so you can escape in case the fire gets out of control. 

 

5. Stay low to avoid inhaling smoke heated fumes and poisonous gases. 

 

6. Use the proper extinguisher for class of fire involved. 

 

7. Grasp the extinguisher firmly and pull out locking pin (operating procedures are marked on 

extinguisher. 
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8. Stand 6 to 10 feet from the fire (contents of extinguisher are under pressure). 

 

9. Hold the extinguisher upright, point nozzle toward base of flames and squeeze the handle. 

 

10. Discharge contents into base of flames, sweeping back and forth across underside of flames.  

For wall fires, start at the bottom and work your way up and for floor fires, sweep side to side 

and move forward as fire is extinguished. 

 

11. After initial assault move progressively closer to fire, enabling the discharge stream or cloud to 

reach the furthest burning sections.  Keep your back toward the wind.  If extinguisher discharge 

scatters the fire, you are too close, move back until scattering action ceases. 

 

12. After the fire is out, survey area for several minutes for ñflashbackò or small recurrences or 

flame.  Check the rubble.  Where there is smoke there can be fire.  Be sure fire is out.  Clean up 

area immediately after fire is confirmed out.  Some dry chemical agents may corrode property if 

not cleaned up soon after extinguishment.  Shut off power if you suspect fire was of electrical 

origin. 

 

13. It shall be our policy to only attempt extinguishment on incipient grade fires.  Our Primary 

function in a fire emergency is to facilitate evacuation and minimize damage. 

 

Safety Procedures 

 

¶ Do not discharge extinguisher at a personôs face. 

 

¶ Avoid inhaling chemical contents.  Although not poisonous, dry chemical powders may cause 

temporary irritation and vomiting, if this occurs contact a physician immediately. 

 

¶ When using carbon dioxide extinguishers, avoid enclosed areas ï suffocation may result.  

Should a person be overcome, they should be removed immediately from the space containing 

the gas.  Call a physician and apply artificial respiration. 

 

¶ Carbon Dioxide (snow) can inflict cold burns if it touches skin. 

 

¶ Never enter an area where a fire was burning, even if it appears to be out.  Fire may reflash, 

resulting in entrapment and burns. 

 

¶ Never use water on electrical fires. 

 

¶ Never throw an extinguisher into a fire, explosion may occur. 

 

Safety Audit/Inspection Procedures 
 

Purpose and Scope 

 

The purpose and scope of this procedure is to establish requirements and responsibilities for 

performing objective safety, health and environmental inspections and audits in order to evaluate the 
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effectiveness of and determine compliance with applicable Safety and Health Procedures and to 

proactively identify enhancement opportunities. 

 

This procedure applies to all Direct Line employees, jobsites, and vehicles.  Inspections and Audits 

shall include the activities of all Direct Line Sub-Contractors. 

 

Definitions 

 

Safety Inspections ï Personnel, jobsite and vehicle inspections that are documented and performed at 

required intervals. 

 

Safety Audits ï Audits that are documented to ensure safety inspections and safe work practices are 

being understood, followed and completed properly. 

 

Inspector ï A competent person assigned the task of performing and documenting required formal 

safety inspections at the required intervals. 

 

Auditor ï A competent person assigned the task of performing random safety audits or as 

circumstances require, to ensure Safety and Health procedures are being followed properly. 

 

Responsibilities 

The Safety Coordinator is responsible for the development, administration, implementation and 

management of the Direct Line Safety Inspection and Safety Audit process. 

 

The Safety Auditor is responsible for scheduled and random safety audits, to evaluate the 

effectiveness and determine compliance of safety policies, procedures and corrective actions. 

 

Managers are responsible for the implementation of the Safety Inspection process, to ensure 

inspections are documented, recorded and performed at the required intervals.  Also to take 

corrective action in a timely manner when deficient items/conditions are observed. 

 

Direct Line employees are responsible to perform the required safety inspections at the required 

intervals that apply to their job/vehicle assignment.  Also to notify their Manager immediately of any 

deficient items/conditions, so corrective action can be taken. 

 

Procedure 

 

 Safety Inspections: 

 

¶ Employee, jobsite and vehicle inspections shall be performed as scheduled, using the correct 

 documentation and filed for a period of one year. 

 

¶ Inspections are to be reviewed by a Manager so that corrective actions can be taken. 

 

¶ Deficient items and conditions are to be corrected in a timely manner. 

 

¶ Corrective actions taken are to be noted on the inspection report and initiated by the Manager. 

 

 Safety Audits 
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Safety Audits should be performed at random intervals to ensure Safety Inspections and Safety Procedures are 

being performed properly and corrective actions are being taken. 

 

Safety audits should be performed under the following conditions: 

 

1. When deemed necessary to verify a specific task, process or procedure 

implementation 

2. When deemed necessary to assess the capabilities of a sub-contractorôs safety 

program. 

3. When significant changes are made to the scope of work, procedures or 

equipment. 

4. When it is suspected that the safety and health of employees is in jeopardy. 

5. When it is considered necessary to verify implementation of required corrective 

action. 

¶ Safety Audits shall be reviewed by the Safety Administrator and the Safety 
Committee, to analyze and recognize trends and recommend Safety & Health 
Program enhancements. 

 

Schedule 

 Inspections 

 

¶ Managers are responsible to perform a jobsite inspection once a week. 

¶ Non-DOT Vehicle Inspections are to be performed each month by the employee the 
vehicle is assigned to. 

¶ DOT Pre-Trip Inspections are to be performed by the operator at the beginning of the 
shift, and a documented inspections shall be performed at the end of the shift. 

 

    Audits 

 

¶ The Safety Committee will determine where and when audits are to be performed 

 

Ergonomics 
 

Ergonomics is the study of the interaction of humans with their work environment.  While it can 

extend to things like extremes of temperature and lightning levels, most workplace ergonomic issues 

relate to the strengths and structure of the human body and how it can be injured ï sometimes 

permanently ï from the organization of a personôs workplace and his/her use of tools. 

 

The term Repetitive Trauma Injury  (RTI) really describes itself.  These are injuries that occur a 

little at a time.  Unless stopped or corrected, these injuries can become painfully debilitating.  So, 

RTI is sometimes also called ñOver Use Syndromeò because it arises from overuse of the body in 

ways that cause an accumulation of injury to the point of disability.  Almost anyone can get RTI.  

Some examples include: construction workers, janitors, maintenance personnel, assembly line 

workers, health care workers, food servers, professional athletes, computer operators, and 

secretaries. 
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RTI results from injuries to joints, ligaments, muscles, and tendons of the body from repeated 

overuse of the body in certain work situations.  The wrists, elbows, shoulders, neck and back are 

common sites of RTI.  The injuries are usually related to incorrect job posture, uneven load carrying, 

working at extremes of reach or strength, and tools that are improper for the job.  Typically, 

workstation design is the culprit. 

 

Some guidelines to follow to reduce your chances of becoming a victim of ergonomic injury include: 

 

¶ Avoid working repeatedly at extremes of reach or strength. 

 

¶ Avoid placing constant loads on muscles; this tires them.  For example, avoid constant overhead 

work as this loads the muscles of the neck and shoulder. 

 

¶ Avoid working for long periods in awkward or uneven postures.  For example, if you work at a 

computer terminal, donôt place the screen to the side of the keyboard.  Instead, keep everything 

in a straight line. 

 

¶ Stop at least once an hour for a stretch break.  Shake out your tight muscles and take a few deep 

breaths. 

 

¶ If you work at a desk, get an adjustable desk chair ï one that provides firm back and leg 

support. 

 

¶ Avoid repeated hand motions or grasping with the wrist flexed.  Try to work with the hand in a 

ñneutral positionò. 

 

¶ Learn to lift items properly; most ñbad backsò are the result of repeated injury over time.  

Finally, one more incorrect lift throws your back out, but the process started long ago. 

 

¶ Many tools, from hammers to computer keyboards, have recently been redesigned with better 

ñhuman mechanicsò in mind.  Suggest their use in your workplace, and consider purchase of 

these for your own use. 

 

¶ If you are getting recurring limb or joint pain from your work, inform your supervisor so that 

the ergonomic problems can be corrected. 

 

¶ Seek medical attention if your pain does not improve. 

 

Safe Lifting: 
Bad backs make up the majority of disabling chronic worker injuries.  Be realistic about what you 

can lift.  Donôt try to lift or carry a load thatôs beyond your physical ability ï get help!  And weight 

just isnôt the only criterion.  Large, bulky items, because they are so awkward to carry, can cause 

other injuries like sprains or falls.  Check out the path youôll be walking before you pick up the 

object.  Prop open or get help; donôt try to balance a load and open a door at the same time. 

 

The most important rules to remember for safe lifting are these: 
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1. Footing is as important in lifting as it is in the batterôs box.  Feet close to the object; far enough 
apart for good balance (about shoulder-width).  One foot slightly ahead of the other seems best 

for many. 

 

2. Bend knees; go down to a crouch, but not a full squat.  It takes double the effort to straighten up 

from a full squat as it does from a crouch. 

 

3. Keep back as straight and upright as possible; donôt arch it. 

 

4. Get a good, firm grip; no lifting until your hold is strong and slip-proof.  Wear gloves when 

handling rough equipment or material. 

 

5. Lift object gradually by straightening your legs, keeping load close to you as you come up.  

(Tip:  Donôt frustrate your body by trying to keep your clothes clean.  A dirty shirt is better than 

a sprained back.) 

 

6. When lifting with a helper, plan your actions ahead of time so you can work together.  Discuss 

who is going first and what route you will take.  Consider enlisting the help of another to guide 

and direct you both.  Donôt suddenly drop your end without alerting your partner. 

 

7. If you have to change direction, donôt twist your body.  Lift object to carrying position, and then 
turn your whole body by changing the position of your feet. 

 

8. Lift ing a load from a low position to over shoulder-high is difficult because a change in hand 

position is generally called for.  Find a surface to rest the load on at chest height to permit the 

change.  Use bent knees to lift the load the second time.  Lifting objects to shoulder-and head-

height becomes hazardous because the load is less stable.  Also, most individuals have much 

less useable strength in that position (the lifting is now being done with the arms instead of the 

legs), and the load can be more hazardous if permitted to fall from the greater height. 

 

9. Besides straining your back, placing the load back down can be hazardous for fingers.  If 

possible, put boards or spacers under the load to leave room for you to remove your fingers.  

Reverse the body motion of the lifting action.  If youôre placing the load on a bench, first rest it 

on the edge, and then slide it onto the surface. 

 

10. In setting the load down, go down with back straight, knees bent, to a crouch. 

 

BEWARE WHEN YOUôVE BEEN AWAY ï Even if youôre a rugged, seasoned lifter, remember that 

muscles quickly get out of shape during vacation, or a spell of illness.  Be doubly careful those first few days 

back on the job; ease into it gradually.  AND REMEMBER ï Whenever conveyors, hand and lift trucks, other 

mechanical-handling equipment can do the job, let it take the strain and spare your spine! 

 

Confined Space  
 

Confined Space Entry procedures are imperative to protecting the health and welfare of its employees. 

 

ñConfined space,ò means a space that: 

 

1. Is large enough and so configured that an employee can bodily enter and perform assigned work 
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2. Has limited or restricted means for entry or exit (for example, tanks, vessels, silos, storage bins, 

hoppers, vaults, and pits are spaces that may have limited means of entry.) 

 

3. Is not designed for continuous employee occupancy. 

 

ñNon-Permit Required Confined Spaceò means a space that meets the definition of a confined space AND does 

not contain any recognized serious safety or health hazard. 

 

ñPermit-Required Confined spaceò means a space that has one or more of the following characteristics: 

 

4. Contains or has a potential to contain a hazardous atmosphere; 

 

5. Contains a material that has the potential for engulfing an entrant; 

 

6. Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly 

converging walls or by a floor which slopes downward and tapers to a smaller cross-section; or 

 

7. Contains any other recognized serious safety or health hazard. 

 

8. ñHazardous atmosphereò means an atmosphere that may expose employees to the risk of death, 

incapacitation, impairment of ability to self-rescue (that is, escape unaided from a permit space), 

injury, or acute illness from one or more of the following causes: 

 

9. Flammable gas, vapor, or mist in excess of 10 percent of its lower flammable limit (LFL); 

 

10. Airborne combustible dust at a concentration that meets or exceeds its LFL; 

 

11. NOTE:  This concentration may be approximated as a condition in which the dust obscures 

vision at a distance of 5 feet (1.52 m) or less. 

 

12. Atmospheric oxygen concentration below 19.5 percent or above 23.5 percent; 

 

13. Atmospheric concentration of any substance for which a dose or a permissible exposure limit is 

published in Subpart G, Occupational Health and Environmental Control, or in Subpart Z, Toxic 

and Hazardous Substances, of this Part and which could result in employee exposure in excess 

of its dose or permissible exposure limit; 

 

14. NOTE:  An atmospheric concentration of any substance that is not capable of causing death, 

incapacitation, impairment of ability to self-rescue, injury, or acute illness due to its health 

effects is not covered by this provision. 

15. Any other atmospheric condition that is immediately dangerous to life or health. 

16. There will not be any open flames/torches in a confined space without approval of the 

supervisor to ensure the space is safe. 

 

 

NOTE:  For air contaminants for which OSHA has not determined a dose or permissible exposure limit, other 

sources of information, such as Material Safety Data Sheets that comply with the Hazard Communication 
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Standard, section 1910.1200 of this Part, published information, and internal documents can provide guidance 

in establishing acceptable atmospheric conditions. 

 

Entry Procedures: 

 

*All permit-required confined space entry procedures must be coordinated with the host employer (i.e. General 

Contractor) prior to entry. Supervisors and/or project foreman must obtain any confined space information 

previously determined by the host employer. If there are any concerns regarding the host employerôs confined 

space entry procedures, contact the Safety Officer immediately.  

 

Non-Permit Required Confined Space Entry  

 

1. When it is determined that entry into a ñnon-permit required confined spaceò is required, the 

supervisor and/or foreman at the project must confirm that the confined space does not contain 

any recognized serious safety or health hazard before entry.  If there are any concerns regarding 

the host employerôs confined space entry procedures, contact the Safety Officer immediately. 

2. Guard ï must be set up immediately after opening the lid or door of the confined space 

3. Gas Detector ï must be used prior to entering the confined space to test for levels of 

hazardous gas or dangerous levels of oxygen (detector may be worn by employee working 

in the confined space) 

4. Space Blower ï must be operating the entire time the confined space is occupied.  

 

Permit-Required Confined Space Entry 

 

1. When it is determined that entry into a ñpermit-required confined spaceò is required, the 

Supervisor should call the Safety Officer for additional information. The confined space permit 

must be completed and maintained at the confined space until entry procedures are completed.  

Permits must be kept on file for one (1) year following the confined space entry completion date. 

 

2. Before entry can take place the space must be isolated from all other systems.  This includes the 

following:  (1) All mechanical equipment must be blocked, chocked and disengaged, (2) All 

electrical equipment must be locked and tagged out, and (3) Any lines under pressure must be 

blanked and bled. 

 

All Physical hazards must be evaluated.  These include temperature extremes, noise, slick/wet 

surfaces, falling objects, working elevation of and in the space, and the possible presence of toxic, 

flammable, or oxygen-displacing gases/vapors. 

A device used to determine Oxygen Concentrations and Explosive Limits shall be preset by the 

manufacturer or be ñzeroedò and checked for accuracy in ambient air immediately prior to each use.  

The manufacturerôs recommendation shall be followed in making accuracy checks. 

Immediately prior to entry, and continuously thereafter, the permit space will be checked to verify 

the presence of at least 19.5% but not more than 23.5% Oxygen Concentration and have an 

Explosive Limit not to exceed 0.0%.  Remember, it is necessary to test ALL  areas of a permit space 

ï TOP, MIDDLE AND BOTTOM.  

Should the Oxygen Concentration be below 19.5% or above 23.5%, Explosive Limit exceed 0.0% or 

if welding, cutting, or burning is to be done, mechanical ventilation must be provided.  The 

ventilation equipment should be placed so as not to interfere with entry, exit or rescue operations.  
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Such ventilation shall be at a minimum of 2,000 cfm.  The air intake should be placed in an area that 

will draw in fresh air only.  Caution must be exercised to prevent dead space pocketing and air 

channeling. 

Access to the permit space may occur only after Oxygen Concentrations are between 19.5% and 

23.5%, Explosive Limits are 0.0% and proper ventilation has been established.   

If the job is interrupted for two (2) or more hours, all tests must be repeated. 

The employee(s) designated to enter the permit space shall put on a harness with a rescue/lifeline 

attached.  The lifeline shall be of sufficient length to allow the employee(s) free movement to 

accomplish the assigned task with the free end remaining anchored outside the permit space. 

At least one watchperson should be assigned to remain on the outside of the permit space and be in 

constant (visual or verbal) contact with the worker(s) inside.  The watchperson should not have any 

other duties but to serve as a watch and know what procedures should be followed in case of 

emergency. 

 

WATCH PERSONNEL ARE NOT TO ENTER A CONFINED SPACE AT ANY TIME.  
 

Should the watchperson be unsuccessful in establishing contact at any point (visually or vocally), 

they shall immediately make a series of three (3) light but distinctive pulls on the appropriate 

lifelines.  These pulls should be at approximately one-second intervals.  The employee(s) inside the 

confined space shall signify a satisfactory condition by answering with an identical signal.  IF NO 

ANSWERING SIGNAL IS RECEIVED , the watchperson shall take immediate appropriate action 

as outlined in the Rescue Procedure. 

 

 

 Rescue Procedure 
 

If the watchperson has been unsuccessful in contacting the workers inside the permit space, or have 

reason to suspect that assistance is required, the watchperson shall notify the Supervisor 

immediately. 

 

 They shall then notify the emergency safety and medical personnel. 

 

PERSONNEL ARE NOT TO ENTER A PERMIT REQUIRED CONFINED SPACE UNTIL HELP 

ARRIVES, AND THEN ONLY WITH PROPER PROTECTIVE EQUIPMENT, LIFE LINES, AND 

SELF CONTAINED BREATHING UNITS.  

 

This procedure requires employee training and logged attendance. 

 

 

Forklift Safety Procedure 
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This procedure contains the safety precautions and requirements as indicated in Volume 29 of 

the Code of Federal Regulations (29 CFR), Section 1910.178 for powered industrial trucks. 

 

It is the policy of Direct Line Communications, Inc. that only trained and licensed personnel shall be 

permitted to operate forklift trucks.  For employees who need to be licensed, contact the Safety 

Officer or your supervisor. 
 

Electrical Safety 
 

ELECTRIC HAZARDS  

 

Electricity-related hazards include electric shock and burns, arc-flash burns, arc-blast impacts, and falls.  

 

Á Electric shock and burns. An electric shock occurs when electric current passes through the body. This can 

happen when touching an energized part. If the electric current passes across the chest or head, death can 

result.  At high voltages, severe burns can result.  

Á Arc-flash burns. An electric arc flash can occur if a conductive object gets too close to a high-amp current 

source or by equipment failure (for instance, while opening or closing disconnects).  The arc can heat the air 

to temperatures as high as 35,000o F, and vaporize metal in the equipment.  The arc flash can cause severe 

skin burns by direct heat exposure and by igniting clothing.  

Á Arc-blast impacts. The heating of air and vaporization of metal creates a pressure wave that can damage 

hearing and cause memory loss (from concussion) and other injuries.  Flying metal parts are also a hazard.  

Á Falls. Electric shocks and arc blasts can cause falls, especially from ladders or unguarded scaffolding.

 

 PORTABLE ELECTRICAL EQUIPMENT AND EXTENSION CORDS  

 

The following requirements apply to the use of cord-and-plug-connected equipment and flexible cord 

sets (extension cords): 

 

Á Extension cords may only be used to provide temporary power. 

Á Portable cord-and-plug connected equipment and extension cords must be visually inspected before 

use on any shift for external defects such as loose parts, deformed and missing pins, or damage to 

outer jacket or insulation, and for possible internal damage such as pinched or crushed outer jacket.  

Any defective cord or cord-and-plug-connected equipment must be removed from service and no 

person may use it until it is repaired and tested to ensure it is safe for use. 

Á Extension cords must be of the three-wire type.  Extension cords and flexible cords must be designed 

for hard or extra hard usage (for example, types S, ST, and SO). The rating or approval must be 

visible.  

Á Personnel performing work on renovation or construction sites using extension cords or where work 

is performed in damp or wet locations must be provided, and must use, a ground-fault circuit 

interrupter (GFCI).  

Á Portable equipment must be handled in a manner that will not cause damage.  Flexible electric cords 

connected to equipment may not be used for raising or lowering the equipment. 

Á Extension cords must be protected from damage.  Sharp corners and projects must be avoided.  

Flexible cords may not be run through windows or doors unless protected from damage, and then 

only on a temporary basis.  Flexible cords may not be run above ceilings or inside or through walls, 

ceilings or floors, and may not be fastened with staples or otherwise hung in such a fashion as to 

damage the outer jacket or insulation. 
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Á Cords must be covered by a cord protector or tape when they extend into a walkway or other path of 

travel to avoid creating a trip hazard. 

Á Extension cords used with grounding-type equipment must contain an equipment-grounding 

conductor (i.e., the cord must accept a three-prong, or grounded, plug). 

Á Attachment plugs and receptacles may not be connected or altered in any way that would interrupt 

the continuity of the equipment grounding conductor. Additionally, these devices may not be altered 

to allow the grounding pole to be inserted into current connector slots.  Clipping the grounding 

prong from an electrical plug is prohibited. 

Á Flexible cords may only be plugged into grounded receptacles.  The continuity of the ground in a 

two-prong outlet must be verified before use.  It is recommended that the receptacle be replaced with 

a three-prong outlet.  Adapters that interrupt the continuity of the equipment grounding connection 

may not be used. 

Á All portable electric equipment and flexible cords used in highly conductive work locations, such as 

those with water or other conductive liquids, or in places where employees are likely to contact 

water or conductive liquids, must be approved for those locations. 

Á Employee's hands must be dry when plugging and unplugging flexible cords and cord-and-plug 

connected equipment if energized equipment is involved. 

Á If the connection could provide a conducting path to employees hands (for example, if a cord 

connector is wet from being immersed in water), the energized plug and receptacle connections must 

be handled only with insulating protective equipment. 

Á Locking-type connectors must be properly locked into the connector. 

Á Lamps for general illumination must be protected from breakage, and metal shell sockets must be 

grounded. 

Á Temporary lights must not be suspended by their cords unless they have been designed for this 

purpose. 

Á Portable lighting used in wet or conductive locations, such as tanks or boilers, must be operated at no 

more than 12 volts or must be protected by GFCIôs. 

 

 WORKI NG ON DE-ENERGIZED EQUIPMENT  

 

 Electrically Safe Condition 

 

The most important principle of electrical safety is to assume all electric circuits are energized unless 

each involved worker ensures they are not.  Every circuit and conductor must be tested every time 

work is done on them.  Proper PPE must be worn until the equipment is proven to be de-energized. 

 

Á Voltage rated gloves and leather protectors must be worn 

Á Electrically insulated shoes should be worn 

Á Approved insulating mats 

Á Safety glasses must be worn 

Á The required Arc Flash PPE must also be worn 

 

The National Fire Protection Association (NFPA) lists six steps to ensure conditions for electrically safe 

work. 

Á Identify all sources of power to the equipment.  Check applicable up-to-date drawings, diagrams, 

and identification tags. 

Á Remove the load current, and then open the disconnecting devices for each power source.  
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Á Where possible, visually verify that blades of disconnecting devices are fully open or that drawout-

type circuit breakers are fully withdrawn.  

Á Apply lockout/tagout devices in accordance with a formal, written policy.  

Á Test each phase conductor or circuit part with an adequately rated voltage detector to verify that the 

equipment is de-energized.  Test each phase conductor or circuit part both phase-to-phase and phase-

to-ground.   Check the voltage detector before and after each test to be sure it is working. 

Properly ground all possible sources of induced voltage and stored electric energy (such as, capacitors) before 

touching. If conductors or circuit parts that are being de-energized could contact other exposed conductors or 

circuit parts, apply ground-connecting devices rated for the available fault current. 
 

Lockout/Tagout Procedure 
 

Lockout/Tagout helps safeguard employees from hazardous energy while they are performing 

servicing, installation or maintenance on machines and equipment.  The standard identifies the 

practices and procedures necessary to shut down and lock or tag out machines and equipment.  It 

requires that employees receive training in their role in the lockout/tagout program, and mandates 

that periodic inspections be conducted to maintain or enhance the energy control program. 

 

Direct Line Communications, Inc. recognizes that Lockout/Tagout is the preferred method of 

isolating machines or equipment from energy sources. 

 

 

 Shutdown Procedures 

 

1. Notify the client contact and all employees affected that a lockout/tagout system is going to be 

utilized on a piece of equipment, as well as the reason lockout/tagout is being performed. 

 

2. Shut down the equipment by the normal stopping procedure. 

 

3. Operate the appropriate switches, valves or other energy isolating devices so that the equipment 

is isolated from its energy sources.  Main disconnect switches should be turned off and locked 

in the off position only after the electrical power is shut off at the point of operation control.  

Failure to follow this procedure may cause arcing or an explosion.  Stored energy must be 

dissipated or restrained.  This can be accomplished by methods such as repositioning, blocking, 

bleeding down, grounding, etc. 

 

4. Install the appropriate locks and tags on the energy isolating devices. 

 

5. Check the effectiveness of the lockout/tagout by operating the start button or other normal 

operating controls to make sure the equipment will not operate.  (CAUTION: RETURN 

OPERATING CONTROLS TO THE ñNEUTRALò OR ñOFFò POSITIONS AFTER 

TESTING.) 

 

6. Notify the client contact and all employees affected that the equipment has been disabled. 

 

 Troubleshooting 
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In order to pin point the trouble in various machines, it will be necessary, on occasion to have 

ñpower onò.  When the source of the trouble has been isolated, the machine will be shut down, 

locked out and repaired.  All of the rules pertaining to removing locks and tags and restoring power 

will be followed.  The equipment, machine or process will again be locked out if it is necessary to 

continue work after completing the test or adjustments. 

 

      Testing or Positioning 

 

In situations in which lockout tagout devices must be temporarily removed from the 

isolating                    device and the machine or equipment energized to test or position 

the machine, equipment, or component, the following sequence of actions will be 

followed: 

 

¶ Clear the machine or equipment of tools and materials 

¶ Notify and remove employees from the machine, equipment and area 

¶ Remove the lockout tagout device 

¶ Energize and proceed with testing or positioning 

¶ Deenergized all systems and reapply energy control measures following the 

procedural steps outlined previously 

 
  Group Lockout or Tagout: 

 

When servicing and/or maintenance is preformed by a crew, craft, department or other group, 

each authorized employee must utilize the following procedure which affords the employees a 

level of protection equivalent to that provided by the implementation of a personal lockout or 

tagout device.  

 

Group lockout or tagout devices will be used in accordance with the procedures listed in this 

program and include: 

 

¶ Primary responsibility is vested in a single authorized employee for a set number of 

employees working under the protection of a group lockout or tagout device. The authorized 

employee with primary responsibility will be determine before lockout tagout is performed;  

¶ The authorized employee with primary responsibility will ascertain the exposure status of 

individual group members with regard to the lockout or tagout of the machine or equipment; 

¶ When more than one crew, craft, department, etc. is involved, assignment of overall job-

associated lockout or tagout control responsibility to an authorized employee designated to 

coordinate affected work forces and ensure continuity of protection will be implemented. The 

authorized employee with primary responsibility will coordinate these efforts.  

¶ Each authorized employee must affix a personal lockout or tagout device to the group 

lockout device, group lockbox or comparable mechanism when he or she begins work, and 

shall remove those devices when he or she stops working on the machine or equipment being 

serviced or maintained. Each authorized employee will notify the authorized employee with 

primary responsibility when their work is completed and prior to the removal of lockout or 

tagout devices.  

 

 

Release and Restart Procedures 
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1. Notify the client contact and all affected employees of the impending restart. 

 

2. Inspect the work area and remove tools and other non-essential items. 

 

3. Inspect the equipment and components to confirm the equipment is ready to be restarted. 

 

4. Make sure the area is clear of employees. 

 

5. Remove the lockout/tagout devices and operate the energy isolating devices to restore energy to 

the equipment.  Restart the equipment. 

 

The following are specific procedures for removing lockout and/or tagout devices when the 

Authorized Employee who applied the lockout tagout device is unavailable.  

Specific Procedures for removing lockout and/or tagout devices: 

1. Prior to removal of any lockout and/or tagout device applied by an authorized employee who 

is unavailable, a reasonable effort must be made to ensure that he or she is not at the facility 

or project.  

2. Prior to removal of any lockout and/or tagout device applied by an authorized employee who 

is unavailable, employees must make reasonable effort to contact the authorized employee to 

inform him or her that his or her lockout and/or tagout device will be removed. 

3. When all reasonable efforts have been made to inform the authorized employee that his or 

her lockout and/or tagout device will be removed, two (2) company representatives can begin 

with the specific procedures outlined below. Two (2) company representatives must be 

available during lockout and/or tagout device removal. *A Company representative can 

include a Department Manager or Supervisor, a member of the Management Team or an 

Authorized Employee. 

 

4. The authorized employee who will be removing the lock must remove the lock by any 

practical and safe means available. 

 

5. Once the lock is removed, an authorized employee must affix a lockout and/or tagout device 

to the energy isolating device immediately to ensure complete control of the hazardous 

energy. 

 

6. Once the lock is affixed to the energy isolating device, the unavailable authorized employee 

must be informed that his or her lockout and/or tagout device has been removed before he or 

she resumes work at the facility or project.   

  

 

This procedure must have training and logged attendance. 
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Welding/Cutting/Burning Procedure 
 

This procedure applies to all project locations where welding/cutting/burning tasks are conducted. 

 

1. The individual(s) planning to conduct welding/cutting/burning operations shall contact the 

Supervisor before Welding/Cutting/Burning.                                                    

 

2. The Supervisor and individual(s) will examine the proposed work area(s) to see that it meets all 

the safety precautions. 

 

 

3. After the completion of the job or work shift, employees will make a final check of the work 

area and all the adjacent areas to verify that the area is fire safe. 

 

Safety Precautions 

 

 General 

 

¶ NEVER USE OXYGEN TO VENTILATE A CONFINED SPACE.  

 

¶ Do not weld or cut containers or materials, which previously had been in contact with hazardous 

substances unless they have been properly cleaned. 

 

¶ Do not weld or cut painted or plated parts unless special precautions with ventilation have been 

taken.  They can release highly toxic fumes or gases. 

 

¶ Whenever practical, all welding, cutting and burning operations are to be shielded by fire-

resistant curtains or screens to protect employees and other persons in the vicinity.  If persons 

working nearby are unprotected by the shield, advise them to wear protective goggles. 

 

¶ Keep all equipment safety guards, covers and devices in position and in good repair.  Keep 

hands, hair, clothing and tools away from V-belts, gears, fans and all other moving parts when 

starting, operating or repairing equipment.   

 

 Cutting/Burning/Welding Operations 
 

1. Prior to commencing any welding, cutting, or burning operation, thoroughly inspect the area to 

make sure that there are no combustible or flammable materials within 35 feet.  Keep an 

appropriate fire extinguisher on hand at all times 

 

2. Insulate all body parts from work and ground using dry insulation.  When welding in damp 

locations, on metal framework such as floors, gratings or scaffolds, and when in positions such 

as sitting or lying, make certain the insulation is large enough to cover the full area of physical 

contact with work and ground. 

 

3. Welding leads and hoses should not be run through doorways.  If there is no alternative, the 

door should be blocked open and the hoses and leads protected from damage.  
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4. Welding cable is subjected to severe abuse as it is dragged over work under construction and 

across sharp corners.  Special cable with high quality insulation should be used and cables 

suspended overhead where possible.  Frequent inspections should be made to keep welding 

cables in good repair.  Defective cables are to be replaced or repaired immediately. 

 

5. Use fully insulated electrode holders (stingers).  Never dip hot electrode holders in water. 

 

6. Be sure the work cable makes a good electrical connection with the metal being welded.  The 

connection should be as close as possible to the area being welded.  Ground the work or metal 

to be welded to a good electrical (earth) ground.  When not welding, make certain no part of the 

electrode circuit is touching the work or ground.  Accidental contact can cause overheating and 

create a fire hazard. 

 

7. When electrode holders are to be left unattended, the electrodes should be removed and the 

holders placed or protected so that no electrical contact with employees or conducting objects 

can be made.  Discard the stub end properly. 

 

8. Electric welders should be turned off at the end of each shift or when not in use for extended 

periods of time.  All burning rigs must be broken down at the completion of work, with 

regulators removed and protective caps screwed down hand-tight.  Any faulty or defective 

equipment must be reported to the Supervisor immediately. 

 

Personal Protective Equipment  

 

1. Wear oil free protective garments such as leather gloves, heavy wool or cotton shirts, shoes that 

extend above the ankles or spats and cuffless trousers extending below the tops of shoes, which 

will protect the body from the rays of the arc and from hot metal sparks. 

 

2. Test for sufficient ventilation.  Natural air ventilation must be supplemented by mechanical 

ventilation if any of the following conditions exist:  ceiling is less than 16 feet high; there is less 

than 10,000 cubic feet per welder; and the welding space is confined, or cross ventilation is 

obstructed by balconies, partitions or other structural barriers. 

 

3. If an employee encounters a situation where a respirator is required, consult your supervisor 

before work begins. 

 

4. Wear earplugs when welding out of position or in confined areas. 

 

5. Always wear safety glasses when in the welding area.  Use safety glasses with side shields 

when near slag chipping operations. 

 

6. Be sure the hood is in place before striking an arc, and at all times while welding.  Wear 

hardened filter lens goggles under the hood or shield.  

 

7. The greatest hazard of welding and burning operations is the possibility of eye injuries.  

Ultraviolet radiation is generated during these operations.  After exposure to excessive 

ultraviolet radiation, eyes may develop sharp pains and/or become red and irritated.  Without 

proper protection it is possible to damage the eyes permanently. 
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Hot Work Permit System 

 
Purpose  

This procedure establishes minimum safety procedures to be followed for performing any hot 

work outside of a designated welding area. Hot wo rk includes: flame cutting, welding, brazing, 

soldering, grinding and application of roofing material with a torch.  

Scope   

This procedure applies to all of our company employees, contractors and vendors performing 

work on company property, and all other i ndividuals who are visiting or have business with our 

company.  

Responsibilities   

Management is responsible for the development and review of this program. Management is 

also responsible for appropriate employee training.   

Management and supervisors are r esponsible for the enforcement of this program.   

Employees must comply with all procedures outlined in this policy.  

 Contractors and vendors must comply with all procedures outlined in this policy.  

Definitions  

Brazing : a technique used to join base metals  with a filler metal. The base metals are not 

melted in brazing.  

 Contractor : a non -company employee being paid to perform work in our facility.  

 Cutting : use of a torch to melt metal and cut a unit part into multiple parts.  

Fire Watcher : a worker who is a ssigned to stay in the hot -work area and look out for fires. A 

fire watcher must be capable of traveling above, below and to the sides of the hot work or 

additional personnel must be assigned to watch these exposures. Fire watch personnel must be 

equipped with and trained on how to use fire -suppression equipment and must know how to 

activate the fire alarm. A fire watcher is not  a fire brigade.  

Grinding : using a grinder to remove metal or another material. Grinding creates sparks 

capable of causing accident al fires.  

Hot Work : welding, cutting and brazing.  

Hot Work Permit : a permit issued after an area has been inspected and found not to contain 

fire hazards. After issuance of the permit, hot work can be undertaken for the duration of the 

permit but never lon ger than one shift.  

Incipient Stage Fire : the beginning or initial stage of a fire. Generally, the heat and smoke 

production and fire growth are manageable. If an employee believes that a fire is too big, too 

smoky or too hot the fire is not an incipient s tage fire.  

Resistance Welding : a technique that uses the resistance of pieces of metal to create heat 

and fuse the pieces together.  

 Vendor : a non -company employee being paid to perform a service in our facility.  

Welding : the technique of joining metal by melting the base metals with or without the use of 

filler metal with an electric current or a gas - fed flame.  

Basic Precautions  

¶ Authorization : before cutting or welding is permitted, the area must be inspected by the 

individual responsible for authorizing cutting and welding operations. When granting the 

authorization, the inspector must designate the precautions to be followed if hot work is to 

proceed. Preferably, the permit will be in writing;  
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¶ Fire hazards : if the object to be welded or cut cannot readil y be relocated to a designated 

safe hot -work area, all movable fire hazards near the hot work must be taken to a safe 

place;  

¶ Relocation of combustibles : where practicable, all combustibles must be relocated at 

least 35 feet (10.7 m) from the work site. Whe re relocation is impracticable, combustibles 

must be protected with flame -proofed covers or otherwise shielded with metal or asbestos 

guards or curtains;  

¶ Floors : where combustible materials such as paper clippings, wood shavings, or textile 

fibers are on t he floor, the floor must be swept clean for a radius of 35 feet (10.7 m). 

Combustible floors must be kept wet, covered with damp sand or protected by fire - resistant 

shields. Where floors have been wet down, personnel operating arc -welding or arc - cutting 

equipment must be protected from shock;  

¶ Guards : guards must be used to confine the heat, sparks and slag, and to protect 

immovable fire hazards, if the object to be welded or cut cannot be moved;  

¶ Combustible material : wherever there are floor openings or cra cks in the flooring that 

cannot be closed, precautions must be taken so that no readily combustible materials on the 

floor below will be exposed to sparks that may drop through the floor. The same precautions 

must be observed for cracks or holes in walls, open doorways and open or broken windows;  

¶ Ducts : ducts and conveyor systems that can carry sparks to distant combustibles must be 

suitably protected or shut down;  

¶ Combustible  walls : fire - resistant shields or guards must be provided to prevent ignition 

wher e cutting or welding is done near walls, partitions, ceilings or roofs of combustible 

construction;  

¶ Noncombustible  walls : if welding is to be done on a metal wall, partition, ceiling or roof, 

precautions must be taken to prevent ignition of combustibles on  the other side, due to 

conduction or radiation. Preferably prevention will be achieved by relocating any 

combustibles. If relocating combustibles is not practicable, a fire watch on the opposite side 

of the hot work must be provided;  

¶ Pipes : cutting or wel ding on pipes or other metal in contact with combustible walls, 

partitions, ceilings or roofs must not be undertaken if the work is close enough to cause 

ignition by conduction; and  

¶ Combustible  cover : welding must not be attempted on a:  

o Metal partition, w all, ceiling or roof having a combustible covering; or  

o Wall or partition of combustible sandwich - type panel construction.  

Procedure  

¶ A hot work permit must be completed whenever heat - , flame -  or spark -producing work is 

performed outside of an area designate d for containing such fire hazards;  

¶ Hot work will not  be performed in the following situations:  

o If the area is not approved by management;  

o If cutting, welding or other equipment is not in safe condition;  

o In sprinklered areas while the protection is impaire d;  

o In the presence of explosive atmospheres such as:  

Á Flammable gasses, dust and vapor; or  

Á Explosive atmospheres that may develop inside unclean or improperly prepared 

tanks or equipment which previously contained flammable material or combustible 

dust;  
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o I n areas near the storage of large quantities of exposed, readily ignitable materials such 

as bulk sulfur, baled paper or cotton; and  

¶ The permit must be initiated by either the worker who is to perform the hot work or by the 

workerôs supervisor.  

 Permit Pr ocedure:  

¶ Permits must be authorized (signed) by the supervisor of the worker (or contract worker) 

performing the hot work (See Appendix A);  

¶ All personnel working in a hot -work area must be notified of the hot work before the hot 

work begins;  

¶ A trained fire  watcher must be assigned to oversee the hot work before it begins. The fire 

watcher must be in constant attendance (including during lunch and breaks) until 30 

minutes after the completion of the hot work;  

¶ The permit must be displayed at the job site for the duration of the hot work;  

¶ Permits are valid for a maximum of eight hours. New permits must be issued for continued 

work when a permit expires after the eight -hour period; and  

¶ Expired permits must be returned to the maintenance supervisor and be retaine d for 

examination by our fire insurance carrier. After review by the fire insurance carrier the 

expired permits can be discarded.  

 Permit Requirements:  

¶ Area preparation :  

o Remove all flammable and combustible liquids within a 35 - feet radius;  

o Seal all wall an d floor openings within a 35 - feet radius;  

o Wet down, protect with fire -proof tarps or other non -combustible shields all combustible 

flooring and any other combustible material that cannot be moved;  

o Move combustible materials away from walls, ducts and pipes  that could transfer heat 

(preferably to remote areas;  

o Shield and protect others in the area from weld flash, sparks and slag;  

o Clean and purge enclosed equipment of all combustible materials and vapor; and  

o If necessary, issue a confined space entry permit in addition to the hot -work permit;  

¶ The Supervisor :  

o Is responsible for the safe handling and use of the cutting or welding equipment;  

o Must determine the presence (or likely presence) of combustible materials and other 

hazards areas that are in the work sit e;  

o Must ensure that combustibles are protected from ignition by:  

Á Moving the work moved to a location free of combustible materials;  

Á Moving combustibles to a safe distance or properly shielding them from the hot 

work, if the work cannot be moved to a safe h ot work area;  and  

Á Scheduling cutting and welding work so that it does not coincide with plant 

operations that might expose combustibles to ignition;  

o Must secure authorization for cutting or welding operations from the designated 

management representative;  

o Must ensure that the cutter or welder secures approval for his or her work after 

certifying that conditions are safe before hot work begins;  
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o Must determine that fire protection and extinguishing equipment are properly located at 

the site; and  

o Must see tha t fire watchers are available at the work site when their presence is 

required;  

¶ Fire Protection :  

o All fixed fire -protection systems in the area must be operational;  

o Have a trained fire watcher. A fire watcher must:  

Á Be present whenever welding or cutting is performed in locations where a fire might 

develop (except for a minor fire) or if there are:  

- Appreciable combustible materials closer than 35 feet (10.7 m) to the point of 

operation;  

- Easily - ignited, appreciable combustibles more than 35 feet (10.7 m) away;  

- Combustible materials in adjacent areas (including concealed spaces) exposed by 

wall or floor openings within a 35 ïfoot (10.7 m) radius; and  

- Conduction -  or radiation -combustible materials adjacent to the opposite side of 

metal partitions, walls, ceilings or roofs where hot work will be performed;  

Á Have fire extinguishing equipment readily available and be trained in its use. The fire 

watcher must:  

- Watch for fires in all exposed areas;  

- Try to extinguish fires only when doing so is obviously within the cap acity of 

the fire -suppression equipment available to him or her; and  

- Alert others in the area in the case of a fire;  

Á Be familiar with the facilities where the hot work takes place and know how to sound 

the alarm in the event of a fire; and  

Á Keep watch for at least 30 minutes after completing welding or cutting operations to 

detect and extinguish possible smoldering fires.  

Protection of Personnel  

 General :  

¶ Railing : welders and their helpers must be protected against possible falls when working on 

platforms , scaffolds, or runways. This may be accomplished by the use of railings, safety 

belts, life lines, or some other equally effective safeguards; and  

¶ Welding cable : welders must place welding cables and other equipment so that they are 

clear of passageways, ladders, and stairways.  

 Eye protection  

¶ Selection :  

o Helmets or hand shields must be used during all arc welding or arc cutting operations, 

excluding submerged arc welding. Helpers or attendants must be provided with proper 

eye protection;  

o Goggles or other s uitable eye protection must be used during all gas welding or oxygen 

cutting operations. Spectacles without side shields, with suitable filter lenses are 

permitted for use during gas welding operations on light work, for torch brazing or for 

inspection;  

o All operators and attendants of resistance welding or resistance brazing equipment must 

use transparent face shields or goggles, depending on the particular job, to protect their 

faces or eyes, as required; and  
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o Eye protection in the form of suitable goggles must be provided where needed for 

brazing operations not covered in the Code of Federal Regulations;  

¶ Specifications for protectors :  

o Helmets and hand shields must be made of heat and electrical insulation material. 

Helmets, shields and goggles must be not readily flammable and must be capable of 

withstanding sterilization;  

o Helmets and hand shields must be arranged to protect the face, neck and ears from 

direct radiant arc energy;  

o Helmets must be provided with filter and cover plates designed for easy remova l;  

o All parts must be constructed of a material which must not readily corrode or discolor 

the skin;  

o Goggles must be ventilated to prevent fogging of the lenses as much as practicable;  

o All glass for lenses must be tempered, substantially free from striae, a ir bubbles, waves 

and other flaws. Except when a lens is ground to provide proper optical correction for 

defective vision, the front and rear surfaces of lenses and windows must be smooth and 

parallel;  

o Lenses must bear some permanent distinctive marking by  which the source and shade 

may be readily identified; and  

o The following is a guide for the selection of the proper shade numbers. These 

recommendations may be varied to suit individual needs:  

Welding operation  Shade No.  

Shielded metal -arc welding --  1/16 - , 3/32, 1/8 - , 

5/32 - inch electrodes  

10  

Gas-shielded arc welding (nonferrous) --  1/16 - , 

3/32 - ,1/8 - , 5/32 - inch electrodes  

11  

Gas-shielde d arc welding (ferrous) --  1/16 - , 3/32 -

,1/8 - , 5/32 - inch electrodes  

12  

Shielded metal -arc welding:   

3/16 - , 7/32 - ,1/4 - inch electrodes  

12  

Shielded metal -arc welding:  

5/16 -, ǖ- inch electrodes  

14  

Atomic hydrogen welding  10 -14  

Carbon arc welding  14  

Soldering  2 

Torch brazing  3 or 4  

Light cutting, up to 1 inch  3 or 4  

Medium cutting, 1 inch to 6 inches  4 or 5  

Heavy cutting, 6 inches and over  5 or 6  

Gas welding (light ) up to1/8 inch  4 or 5  

Gas welding (medium)1/8 inch to 1/2 inch  5 or 6  

Gas welding (heavy)1/2 inch and over  6 or 8  
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Health Protection and Ventilation  

¶ Contamination : health protection and ventilation requirements govern the amount of 

contamination to which welders may be exposed. These requirements have been 

established on the basis of three arc and gas welding factors. These factors are:  

o Work space dimensions where welding is to be done (with special regard to height of 

ceiling);  

o The number of welders; and  

o The likelihood of hazardous fumes, gases or dust emission related to the metals used for 

the work;  

¶ Screens : when wel ding must be performed in a space entirely screened on all sides, the 

screens must be arranged so that they do not seriously restrict ventilation. If possible, 

mount the screens about 2 feet (0.61 m) above the floor, unless the work is performed so 

low tha t the screen must be extended closer to the floor to protect nearby workers from 

welding glare;  

¶ Maximum allowable concentration : local exhaust or general ventilating systems must be 

provided and arranged to keep the amount of toxic fume, gas or dust emissi ons below the 

maximum allowable concentration;  

¶ Precautionary labels : a number of potentially hazardous materials are employed in fluxes, 

coatings, coverings, and filler metals or are released to the atmosphere during welding and 

cutting. These include, but  are not limited to, the materials itemized in the Code of Federal 

Regulations. Welding material suppliers must determine the hazard, if any, associated with 

the use of their materials in hot work.  As a best practice, the following labels should be 

placed  on the following hazardous materials if the labels are not provided by welding 

material suppliers;   

 

o All filler metals and fusible granular materials must carry the following notice, as a 

minimum, on tags, boxes or other containers:  

CAUTION  

Welding may p roduce fumes and gases hazardous to health. Avoid 

breathing these fumes and gases. Use adequate ventilation. See ANSI 

Z49.1 ï 1967 Safety in Welding and Cutting published by the 

American Welding Society.  

 

o Brazing (welding) filler metals containing cadmium  in significant amounts must carry the 

following notice on tags, boxes or other containers:  

WARNING  

CONTAINS CADMIUM -- POISONOUS FUMES MAY BE FORMED ON 

HEATING  

Do not breathe fumes. Use only with adequate ventilation such as 

fume collectors, exhaust ventila tors, or air -supplied respirators. See 

ANSI Z49.1 -  1967. If chest pain, cough or fever develops after use 

call physician immediately.  

 

o Brazing and gas welding fluxes containing fluorine compounds must have a warning to 

indicate that they contain fluorine  compounds. The American Welding Society for brazing 

and gas welding fluxes offers this sample warning:  
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CAUTION  

CONTAINS FLUORIDES  

This flux when heated gives off fumes that may irritate eyes, nose and 

throat.  

1. Avoid fumes -- use only in well - ventilated sp aces.  

2. Avoid contact of flux with eyes or skin.  

3. Do not take internally.  

 

Training  

¶ All personnel, including those performing hot work, fire watchers and hot work supervisors 

must be trained prior to their assignment to hot -work operations and fire -wat ch duties;  

¶ Training must include:  

o How to prevent and protect equipment and personnel from fires;  

o How to operate the fire alarm system;  

o How to identify hazardous conditions during hot -work operations  

o How to evaluate the operational condition of fixed fire -protection systems (if applicable);  

o Instruction on hot work permit procedures;  

o How to operate fire extinguishers and other fire -suppression equipment; and  

o Instruction on personal protective equipment requirements;  

¶ Retraining or additional training must be provided when:  

o Observations reveal that an individual or group of workers e xhibits a need for training; 

or  

o Whenever equipment or procedures change.  

 

Cranes, Hoists & Rigging 
 

Many types of cranes, hoists, and rigging devices are used for lifting and moving materials.  It 

cannot be overemphasized that only qualified and licensed individuals shall operate these devices.  

The safety rules and guidance in this chapter apply to all operations that involve the use of cranes 

and hoists installed in or attached to buildings and to all our employees, supplemental labor, and 

subcontractor personnel who use such devices. 

 

Cranes or hoists shall not be loaded beyond their rated capacity for normal operations.  Any crane or 

hoist suspected of having been overloaded shall be removed from service by locking open and 

tagging the main disconnect switch.  Additionally, overloaded cranes shall be inspected, repaired, 

load tested, and approved for use before being returned to service. 

 

 General Safety Rules 

 

1. Do not engage in any practice that will divert your attention while operating the crane. 

2. Respond to signals only from the person who is directing the lift, or any appointed signal 

person. 

3. Obey a stop signal at all times, no matter who gives it. 
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4. Do not move a load over people.  People shall not be placed in jeopardy by being under a 

suspended load.  Also, do not work under a suspended load unless the load is supported by 

blocks, jacks, or a solid footing that will safely support the entire weight.  Have a crane or hoist 

operator remain at the controls or lock open and tag the main electrical disconnect switch. 

5. Ensure that the rated load capacity of a craneôs bridge, individual hoist, or any sling or fitting is 
not exceeded.  Know the weight of the object being lifted or use a dynamometer or load cell to 

determine the weight. 

6. Check that all controls are in the OFF position before closing the main line disconnect switch. 

7. If spring-loaded reels are provided to lift pendants clear off the work area, ease the pendant up 

into the stop to prevent damaging the wire. 

8. Avoid side pulls.  These can cause the hoist rope to slip out of the drum groove, damaging the 

rope or destabilizing the crane or hoist. 

9. To prevent shock loading, avoid sudden stops or starts.  Shock loading can occur when a 

suspended load is accelerated or decelerated, and can overload the crane or hoist.  When 

completing an upward or downward motion, ease the load slowly to a stop. 

 

 Moving a Load 

 

1. Center the hook over the load to keep the cables from slipping out of the drum grooves and 

overlapping, and to prevent the load from swinging when it is lifted.  Inspect the drum to verify 

that the cable is in the grooves. 

2. Use a tag line when loads must traverse long distances or must otherwise be controlled.  Manila 

rope may be used for tag lines. 

3. Plan and check the travel path to avoid personnel and obstructions. 

4. Lift the load only high enough to clear the tallest obstruction in the travel path. 

5. Start and stop slowly. 

6. Land the load when the move is finished.  Choose a safe landing. 

7. Never leave suspended loads unattended.  In an emergency where the crane or hoist has become 

inoperative, if a load must be left suspended, barricade the post signs in the surrounding area, 

under the load, and on all four sides.  Lock open and tag the crane or hoistôs main electrical 

disconnect switch. 

 

Rigging 

 

 General Rigging Safety Requirements 

Only select rigging equipment that is in good condition.  All rigging equipment shall be inspected 

annually; defective equipment is to be removed from service and destroyed to prevent inadvertent 

reuse.  The load capacity limits shall be stamped or affixed to all rigging components. 

 

 The following types of slings shall be rejected or destroyed: 

 

¶ Nylon sling with 

-Abnormal wear. 

-Torn stitching. 

-Broken or cut fibers. 

-Discoloration or deterioration. 

¶ Wire-rope slings with 

-Kinking, crushing, bird caging, or other distortions. 

-Evidence of heat damage. 

-Cracks, deformation, or worn end attachments. 
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-Six randomly broken wires in a single rope lay. 

-Three broken wires in one strand of rope. 

-Hooks opened more than 15% at the throat. 

-Hooks twisted sideways more than 10deg. From the plane of the unbent hook. 

¶ Alloy steel chain slings with 

-Cracked, bent, or elongated links or components. 

-Cracked hooks. 

¶ Shackles, eyebolts, turnbuckles, or other components that are damaged or deformed. 

 

 Rigging a Load 

 

¶ Determine the weight of the load.  Do not guess. 

¶ Determine the proper size for slings and components. 

¶ Do not use manila rope for rigging. 

¶ Make sure that shackle pins and shouldered eyebolts are installed in accordance with the 

manufacturerôs recommendations. 

¶ Make sure that ordinary (shoulderless) eyebolts are threaded in at least 1.5 times the bolt 

diameter. 

¶ Use safety hoist rings (swivel eyes) as a preferred substitute for eye bolts wherever possible. 

¶ Pad sharp edges to protect slings.  Remember that machinery foundations or angle-iron edges 

may not feel sharp to the touch but could cut into rigging when under several tons of load.  

Wood, tire rubber, or other pliable materials may be suitable for padding. 

¶ Do not use slings, eyebolts, shackles, or hooks that have been cut, welded, or brazed. 

¶ Install wire-rope clips with the base only on the live end and the U-bolt only on the dead end.  

Follow the manufacturerôs recommendations for the spacing for each specific wire size. 

¶ Determine the center of gravity and balance the load before moving it. 

¶ Initially lift the load only a few inches to test the rigging and balance. 

 
Power Line Safety (Up to 350 kV): 

¶ The foreman and/or supervisor must ensure that prior to equipment operations, the work zone 

area 360 degrees around the equipment, up the equipment’s maximum working radius, is 

identified 

 

Exclusion: The following equipment is exempt from compliance with the 20ô power line clearance 

requirement. 

 

i. Digger derricks when used for augering holes for poles carrying electric or 
telecommunication lines, placing and removing the poles, and for handling 
associated materials for installation on, or removal from, the poles 

ii.  Cranes and related equipment used during tree trimming and tree removal work 

 

Identify the work zone by either: 

 

ü Demarcating boundaries (such as with flags, or a device such as a range limit device or range 

control warning device) and prohibiting the operator from operating the equipment past those 

boundaries, or 

ü Defining the work zone as the area 360 degrees around the equipment, up to the equipment's 

maximum working radius. 
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ü Determine if any part of the equipment, load line or load (including rigging and lifting 

accessories), if operated up to the equipment's maximum working radius in the work zone, could 

get closer than 20 feet to a power line. If so, the employer must meet the requirements in Option 

(1), Option (2), or Option (3) of this section, as follows: 

 

1. Option (1)--Deenergize and ground. Confirm from the utility owner/operator that the power line 

has been deenergized and visibly grounded at the worksite. 

2. Option (2)--20 foot clearance. Ensure that no part of the equipment, load line, or load (including 

rigging and lifting accessories), gets closer than 20 feet to the power line by implementing the 

measures specified in paragraph (b) of this section. 

3. Option (3)--Table A clearance. 

 

Power Line Safety (All Voltages) ï Equipment operations closer than the Table A Zone: 

 

TABLE AðMINIMUM CLEARANCE DISTANCES  

Voltage 

(nominal, kV, alternating current) 

Minimum clearance distance 

(feet) 

up to 50 

over 50 to 200 

over 200 to 350 

over 350 to 500 

over 500 to 750 

over 750 to 1,000 

over 1,000 

10 

15 

20 

25 

35 

45 

(as established by the utility owner/operator or 

registered professional engineer who is a qualified 

person with respect to electrical power transmission 

and distribution). 

Note: The value that follows "to" is up to and includes that value. For example, over 50 to 200 means up to and 

including 200kV. 

 

Fall Protection 
 

 Fall Restraint, Fall Arrest Systems 

 

When employees are exposed to a hazard of falling from a location six (6) feet or more in height, 

Supervisors shall ensure that fall restraint or fall arrest systems are provided, installed, and 

implemented according to the following requirements. 

 

 Fall restraint protection shall consist of: 

 

¶ Standard guardrails as described in applicable OSHA or state regulations. 

 

¶ Safety harness attached to securely rigged restraint lines. 

 

¶ Safety harness shall conform to ANSI Standard: 

 

¶ Class III- full body harness 
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¶ All safety harness and lanyard hardware assemblies shall be capable of withstanding a tensile 

loading of 4,000 pounds without cracking, breaking, or taking a permanent deformation. 

 

¶ Rope grab devices are prohibited for fall restraint applications unless they are part of a fall 

restraint system designed specifically for the purpose by the manufacturer and used in strict 

accordance with the manufacturerôs recommendations and instructions. 

 

¶ The Supervisor shall ensure component compatibility. 

 

¶ Components of fall restraint systems shall be inspected prior to each use for mildew, wear, 

damage, and other deterioration, and defective components shall be removed from service if 

their function or strength have been adversely affected. 

 

¶ Anchorage points used for fall restraining shall be capable of supporting four (4) times the 

intended load. 

 

¶ Restraint protection shall be rigged to allow the movement of employees only as far as the sides 

and edges of the walking/working surface. 

 

 Full Body Harness 

 

¶ An approved Class III full body harness shall be used 

 

¶ Body harness system or components subject to impact loading shall be immediately removed 

from service and shall not be used again for employee protection. 

 

¶ All safety lines and lanyards shall be protected against being cut or abraded. 

 

¶ Body harness system shall be rigged to minimize free fall distance with a maximum free fall 

distance allowed of 6 feet, and such that the employee will not contact any lower lever. 

 

¶ Hardware shall be drop forged, pressed or formed steel, or made of materials equivalent in 

strengths. 

 

¶  Hardware shall have a corrosion-restraint finish, and all surfaces and edges shall be smooth    

 to prevent damage to the attached body harness or lanyard. 

 

¶ When vertical lifelines (droplines) are used, not more than one employee shall be attached to 

any one lifeline. 

  

¶ Fully body harness systems shall be secured to anchorageôs capable of supporting 5,000 pounds 

per employee except: 

 

¶ When self -retracting lifelines or other deceleration devices are used which limit free fall to two 

feet, anchorages shall be capable of withstanding 3,000 pounds. 

 

¶ Independent lifelines (droplines) shall have a minimum tensile strength of 5,000 pounds, except 

the self-retracting lifelines and lanyards which automatically limit free fall distance to two feet 

or less shall have a minimum tensile strength of 3,000 pounds. 
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¶ Horizontal lifelines shall have a tensile strength capable of supporting a fall impact load of at 

least 5,000 pounds per employee using the lifeline, applied anywhere along the lifeline. 

 

¶ Lanyards shall have a minimum tensile strength of 5,000 pounds. 

 

¶ All components of body harness systems whose strength is no otherwise specified shall be 

capable of supporting a minimum fall impact load of 5,000 pounds applied at the lanyard point 

of connection. 

 

¶ Snap-hooks shall not be connected to loops made in webbing-type lanyards. 

 

¶ Snap-hooks shall not be connected to each other. 

 

¶ Full body harness systems shall be inspected prior to each use for mildew, wear, damage, and 

other deterioration, and defective components shall be removed from service if their function or 

strength has been adversely affected. 

 

Transitional Duty  
 

It is the policy of our company to provide meaningful work activity for all employees who 

temporarily become unable to perform all, or portions, of their regular work assignments due to 

work-related or non-work-related injury or illness.  By providing temporary restricted work activity, 

injured employees remain an active and vital part of the company.  Please refer to the Direct Line 

Communications, Inc. Employee Handbook for policy details. 
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Bloodborne Pathogens Program 

 

Reference Standard 

Occupational Safety and Health Administration; Bloodborne Pathogens, Subpart Z, 

29 CFR 1910.1030 

 

Purpose    

This procedure establishes minimum procedures to be followed to prevent exposure to Bloodborne 

Pathogens during potential exposure incidents. Our only exposure incidents are: responding to illness 

and injury or while performing sanitation or cleaning duties following a spill of blood or other 

potentially infected fluid. 

 

Scope   

This procedure applies to all of our company employees, all contractors and vendors performing work 

on company property, and all other individuals who are visiting or have business with our company. 

 

Definitions 

Bloodborne Pathogens: (BBP) Pathogenic microorganisms that are present in human blood and can 

cause disease to humans. Examples are: HIV, Hepatitis B and AIDS. 

Exposure incident: Any specific eye, mouth, other mucus membrane, non-intact skin, or other contact 

with blood or potentially infected material. 

Other Potentially Infected Material : (OPIM) Any bodily fluid that is visibly contaminated with blood 

or any fluids in which it is difficult or impossible to tell what the fluid is and/or if it is contaminated with 

blood. 

Personal Protective Equipment: (PPE) Gloves, safety glasses, suits, face shields, etc. worn to prevent 

contact with blood or other bodily fluids. 

Regulated Waste: Liquid or semi-liquid blood or OPIM in a liquid or semi-liquid state if compressed; 

items that are caked with dried blood or OPIM and are capable of releasing these materials during 

handling; contaminated sharps; wastes containing pathogens or microbiological waste. 

Sharps: Medical devices with a point and/or a blade capable of penetrating human skin (e.g. 

hypodermic needles, scalpers, glass, etc.). 

Universal Precautions: Our approach to infection control. All bodily fluid will be treated as if it was 

contaminated with a bloodborne pathogen and appropriate protection and sanitation steps will be taken. 

Vendor:  A non-company employee being paid to perform a service in our facility. 

 

Procedure 

 Exposure Control Plan 

 There are only two possibilities for BBP exposure in our facility: 

- While responding to an illness or injury to provide first aid care 

- When cleaning and sanitizing a bodily fluid spill 

 Additionally, an employee could experience unintended exposure from contact with blood or  OPIM. 

Accordingly, there are no engineering controls available. Our exposure control plan is: 
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1.  Only designated personnel who are trained, authorized and equipped to respond to medical 

emergencies and or bodily fluid spills will do so. All other personnel will avoid contact and 

notify their supervisor if a spill or exposure incident is encountered. 

2.  While responding to bodily fluid spills, an appropriate level of personal protective equipment 

will be worn including: 

- Safety glasses-Incidents with minimal exposure potential (e.g. a laceration with minimal 

bleeding) 

- Face Shield-Incidents with a potential of bodily fluid becoming airborne (e.g. a laceration 

with spurting, arterial bleeding) 

- Disposable liquid proof gloves-All incidents 

- Apron/disposable suit and shoe covers-Incidents with a potential of bodily fluid 

becoming airborne or incidents in which response personnel could walk through a spill or 

move against material contaminated with a spill 

- Barrier mask and/or Bag Valve Mask-Incidents requiring mouth to mouth or mouth to 

nose breathing 

 

Adequate supplies of personal protective equipment are kept in the following locations: 

Each employee will have safety glasses and each company truck must have medical gloves as well 

as a first aid kit. Each office will have safety glasses and a first aid kit with medical gloves.  

3.  Regulated Waste such as: contaminated dressings, bandages and other materials will be double 

bagged in red biohazard bags and disposed of as regulated waste using an approved disposal 

contractor. We do not use any medical sharps. 

4.  All potentially contaminated surfaces will be cleaned and sanitized with an approved sanitizing 

solution or will be disposed of as contaminated medical waste. Personnel performing this duty 

will be trained in all aspects of this plan and will be required to wear appropriate PPE as outlined 

above. 

5.  After performing necessary duties personnel will clean and sanitize any contaminated PPE, 

remove and discard it. 

6.  All personnel are required to wash their hands with soap and warm water (waterless skin 

sanitizer is available to use when potable water is remote from the scene) immediately after 

removing PPE. 

7.  Any employee (including both personnel trained and authorized to respond to incidents and those 

that are not) should immediately do the following if an exposure is suspected: 

- Wash exposed skin surfaces with large amounts of soap and warm water. Exposed mucus 

membranes should be rinsed with large quantities of warm water  

- Report any actual or suspected exposure incident to their supervisor or the plan 

administrator. The employee will immediately be referred to a physician or other licensed 

health care provider for confidential follow-up care to be provided at no cost to the 

employee. 
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Training  

All employees who are authorized to respond to potential exposure incidents will be trained annually 

regarding this exposure control plan and their duties. 

 

Employees who have no occupational contact with potentially contaminated materials will receive 

awareness training upon hire. 

 

Hepatitis B Vaccination 

All personnel who are assigned job duties where they are required to respond to potential bloodborne 

pathogen exposure incidents will be offered the Hepatitis B vaccination series at no cost. The initial 

offer of the Hepatitis B vaccination will be within 10 days of assignment. If the employee initially 

declines the vaccination s/he can rescind the declination at any time. Any employee who declines the 

Hepatitis B vaccination is required to sign the declination form.  
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Vehicle-Mounted Elevating and Rotating Work Platforms Program 
 

 

Reference Standard 

Occupational Safety and Health Administration, Powered Platforms, Manlifts and Vehicle Mounted 

Work Platforms. 

 

Purpose    

This procedure establishes minimum standards to safely operate and maintain Powered Platforms, 

Manlifts and Vehicle Mounted Work Platforms (Platforms) in our company. 

 

Scope   

This procedure applies to all of our company employees, all contractors and vendors performing 

work on company property, and all other individuals who are visiting or have business with our 

company. Further, this procedure applies to all vehicle mounted platforms: owned and leased. 

 

Definitions 

Aerial Device: Any vehicle mounted device, telescoping or articulating, or both, which is used to 

position personnel. 

Articulating Boom Platform:  An aerial with two or more boom sections 

 Contractor :  A non-company employee being paid to perform work in our   

 facility. 

Extensible Boom Platform: An aerial device (except ladders) with a telescoping or extensible 

boom. Telescopic derricks with personnel platform attachments shall be considered to be extensible 

when used with a personnel platform. 

Mobile Unit : A combination of an aerial device, its vehicle, and related equipment. 

Platform : Any personnel-carrying device, (basket or bucket) which is a component of an aerial 

device 

Vehicle: Any carrier that is not manually propelled 

Vendor:  A non-company employee being paid to perform a service in our facility. 

 

Procedure 

 Operator Selection and Training 

- Only personnel designated by our facility will be permitted to operate Platforms 

- Training will be provided: 

- At the time of job assignment 

- Whenever subsequent observation indicates a need for retraining 

- Whenever equipment or procedures change 

- Retraining and re-qualification will be conducted at least every three years 

- Personnel will be tested (for both knowledge and ability to operate the Platform) prior to being 

allowed to operate a Platform. Personnel will be issued an Operator License upon successful 

testing  

- Contractors are responsible to train and designate their employees who are required to operate 

Vehicle Mounted Platforms.  

- Training will consist of hazards of operation and addressing the hazards in a safe manner, 

including: 

- Traffic hazards encountered during vehicle movement 

- Stability and tip-over hazard during movement and as the Platform is elevated and/or 

extended 
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- Overhead hazards that are encountered as the Platform is elevated 

- Fall hazard 

- Electrical hazards that can be encountered as the Platform is elevated 

- Ground hazards, dropped objects striking personnel on the ground 

- Review of all Platform manufacturer safety rules, procedures, operational requirements as 

well as any other information provided by the Platform manufacturer 

- Operation of all controls 

- Stability requirements as provided by the manufacturer 

- Procedures to follow if the platform fails to retract 

  

Inspection and Maintenance 

- Prior to each use each Platform will: 

- Be visually inspected 

- Have the operating controls tested 

- All inspections required by the Platform manufacturer will be performed by qualified personnel 

and all inspection records will be maintained by our facility 

- Our facility will not operate any Platform that has failed an inspection 

- All manufacturer required Platform maintenance will be conducted by qualified personnel and 

appropriate records maintained 

- Our facility will not modify any Platform unless the modification is approved by the 

Manufacturer 

- The following must be displayed on the Platform in a permanent manner: 

- Special warnings, cautions, or restrictions necessary for safe operations. 

- Make, model, and manufacturer's name and address. 

- Rated work load capacity. 

- Maximum platform height. 

- Statement that device is in accordance with ANSI standards.  

- Instructions to study operating manual. 

 

Operation  

- All operating rules and procedures required by the Platform manufacturer (contained in the 

Operator Manual) will be followed at all times  

- Only trained and authorized personnel are allowed to operate Platforms 

- Stunt driving and horse play are prohibited 

- Safety interlocks, controls and switches will not be tampered with or deactivated 

- All workers working on or near an aerial lift must wear a hard hat. 

- Platforms will only be operated on terrain and in areas that meet their design criteria (as outlined 

in the Operator Manual and other literature). In general, Platforms should not be operated or set 

up on inclines unless approved by the Manufacturer. 

- Wind speed is a significant factor in Platform stability. Follow all Manufacturer 

recommendations for maximum wind speed. 

- No attempt will be made to elevate, work from or use the platform higher than the manufacturer 

maximum working height 

- Platforms will not be operated in any areas of our facility that could contain flammable vapor or 

gas or combustible dust unless the Platform is designed and approved for the area or unless a Hot 

Work Permit has been issued for temporary entry.  

- No damaged or defective equipment will be operated in our facility 

- All load limits and load distribution requirements for the Platform, basket and boom will be 

observed at all times taking into account the weight of occupants and all equipment and tools 

present in the basket 
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- Prior to moving, the platform will be lowered and secured to the base in the proper position for 

travel as defined by the Platform Manufacturer unless the unit is designed and approved for 

travel with the platform elevated 

- Guard rails must remain intact and gates must be closed prior to use 

- Operators will observe safe driving procedures at all times while the platform is in motion 

- The route to be driven and the area where the Platform will be set up will be free of: debris, pot 

holes, depressions, ruts, loose ground or pavement, etc. that could make the unit unstable on 

travel or use 

- The manufacturer requirements for placing outriggers, setting brakes, etc. must be followed prior 

to extending the unit.  

- When performing work in the vicinity of high voltage electrical equipment or when performing 

electrical installation and maintenance work, Manufacturer required precautions will be followed 

to protect basket occupants and personnel who may come in contact with the base of the unit. A 

separation of 10 feet from energized electrical equipment should be maintained. 

- The work area below the unit will be isolated with traffic cones, signs, caution tape, etc. to 

prevent personnel from being in an area where tools or equipment could be dropped on them. 

Alternately, a knowledgeable person can be assigned to warn approaching personnel of the 

potential overhead danger. 

- Prior to elevating the platform and at all times while elevating the platform the operator must 

look up. A safe distance from overhead obstacles must be maintained. Never stand between an 

obstacle and a stationary part of the Platform while positioning the Platform.  

- Placing ladders, planks or other such devices within the cage or rail system of the Platform is 

prohibited 

- All personnel must stay on the floor of the Platform within the cage or rail system. Standing on 

the rails or toe board is prohibited. 

- A harness must be worn and the lanyard connected to the Platform attachment point (in the 

basket or on the boom whenever the unit is traveling or in extended 

- Belting off or tying off to an object outside of the platform is prohibited while working from the 

Platform. Do not tie off rope, cords or other equipment outside of the basket. Do not allow ropes, 

cords, etc. to dangle outside of the basket. 

- Drivers of trucks with mounted aerial equipment shall be constantly alert to the fact that the 

vehicle has exposed equipment shall be constantly alert to the fact that the vehicle has exposed 

equipment above the elevation of the truck cab, and they shall provide necessary traveling 

clearance. 

- Riding in the basket while truck is traveling shall only be done if the lift is designed for this 

purpose. All employees must follow the manufacturerôs safety guidelines. 

- The operator shall always face in the direction in which the basket is moving, and he shall see 

that the path of the boom or basket is clear when it is being moved. 

- An employee shall not stand or sit on the top or the edge of the basket. 

- Ladders shall not be used in the basket.  

- Employeeôs feet shall be on the floor of the basket the entire time he is in it. 

- Employees shall not belt to an adjacent pole or structure. Employees shall always belt to the 

boom or ladder. Belting to the basket equipment shall be done upon entering the basket. 

- Employees shall comply with Rule Number 2 (rubber protective equipment) while working from 

basket and ladders. 

- An employee shall not enter or leave the basket by walking the boom. 

- Employees shall not transfer between the basket and a pole. On dual basket trucks, employees 

shall not transfer between baskets. 

- Employees in basket shall not wear climbers. 
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- When two men are in the basket or baskets, one of them shall be designated to operate the 

controls. One employee shall give all signals, which signals shall be thoroughly understood by 

all persons concerned. 

- Baskets shall be located under or to the side of cable or equipment being worked. Raising the 

basket directly above energized high voltage primary conductors or equipment shall not be 

permitted. 

- The operator shall be sure that hoses or lines attached to tools cannot become entangled with the 

levers that operate the boom. 

- Air or hydraulic operated tools shall be disconnected from the source when not in use. 

- When employees are working from the basket, extreme care shall be taken to avoid contacting 

live energized equipment. 
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Fleet Safety Policy 
 

Our Company recognizes that the employees are our most valuable assets, and the most important contributors 

to our continued growth and success.  Our Company is firmly committed to the safety of our employees. The 

Company will do everything possible to prevent workplace accidents and is committed to providing a safe 

working environment for all employees. 

 

Traffic related motor vehicle accidents are the leading cause of work-related fatalities. The environment in 

which these accidents occur involves numerous complex factors of which the majority is uncontrollable.  The 

purpose of Direct Line Communicationôs Fleet Safety program is to provide the means to reduce such factors to 

eliminate unnecessary injuries and fatal circumstances.  We value our employees not only as employees but also 

as human beings crucial to the success of their family, the local community and Direct Line Communication. 

 

To further this goal, our Company has developed a Fleet Safety Policy effective March 1, 2010.  The Program 

will consist of six components:  Recruitment, Job Requirements, Training, Preventative Maintenance, Accident 

Investigation and Company Vehicles for Personal Use.  This policy applies to all candidates for employment as 

well as all current employees.    

 

Recruitment:  

Direct Line Communication focuses its initial efforts on driver selection through a variety of resources, the 

first being the job application.  The application will require a prospective employee to list past driving 

experience, employers, and types of vehicles driven. In addition, the prospective employee is required to notify 

Direct Line Communication of any motor vehicle violations for at least the last 5 years.  References will be 

required.   

 

Driver selection will be made upon completion of a formal interview and background check to include 

contacting references, review of the MVR, and a negative drug screen.  Authorizations will be obtained to 

contact prior employers and personal references.  

 

MVRs will be requested upon completion of a satisfactory interview and periodically thereafter at a minimum 

of at least once per year.  Management reserves the right to use its discretion in determining an unsatisfactory 

MVR.  As a guideline, 3 violations in the past three years will be grounds for an unsatisfactory MVR 

prohibiting hiring of a prospective employee or possible termination and/or disciplinary actions of an active 

employee. 

 

Drug/Alcohol Testing:  

Initial and periodic random drug and alcohol testing is mandatory.  Testing will be conducted by a licensed 

medical facility designated by Direct Line Communication and in accordance with our policy in our 

Employee Handbook. 

   

Job Requirements:  

 

All driver positions require a written job description to include main duties, functions and the necessary 

physical requirements required to perform all associated tasks.  All prospective employees will be required to 

undergo a physical evaluation and if required, pass a Dept. of Transportation physical evaluation as well.  

Results of the physical evaluation will be compared to the necessary physical requirements to ensure the 

prospective employee can perform at the required levels of physical exertion.  Commercial Drivers Licenses are 

required per regulatory agencies.  
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As part of the recruitment process, prospective employees may be required to complete a satisfactory road test.  

Active employees will participate in periodic road tests for training purposes.  Tests will be conducted by 

Human Resources and/or management and will cover a variety of driving criteria.  The road test will require 

prospective and active employees to safely and competently complete tasks associated in the following 

categories:  

    Pretrip Inspection 

    General Vehicle Operation 

    Fifth wheel connection 

    Backing and parking 

    Turning 

    Passing 

    Railroad crossing 

 

Results of the road test will be shared with the prospective and active employees at managementôs discretion.   

 

***  Use of seat belts and other safety devices are mandatory. *** 

 

Training:  

New hire and periodic training is required. All employees are expected and required to actively participate 

identifying training needs as well as program development.  Programs will consist of classroom and on the road 

modules.  Training will focus on but not limited to defensive driving techniques and behavior modification.    

 

Direct Line Communication will monitor driver habits to identify potential unsafe driving habits that require 

additional training and/or disciplinary actions.  We will utilize ride alongs to identify areas of improvement 

combined with statistical data focusing on accident types and frequency.  Two accidents or moving violations in 

a one calendar year period will require review with a supervisor to determine what, if any, disciplinary action is 

needed and to identify possible training opportunities.  Employment may be jeopardized if accident frequency is 

above the required norm with no concentrated efforts being made for improvement.   

 

Preventative Maintenance:  

To retain the safety and integrity of the vehicle, Direct Line Communication will provide the necessary 

resources to ensure all vehicles are operating at their best.  All routine motor vehicle maintenance will be done 

according to the manufacturerôs specifications.  Critical components that must always be maintained and 

promptly repaired are; brakes, tires, suspension, steering, lights, mirrors, windows, and windshield wipers.   

 

Employees are required to conduct pre trip vehicle inspections.  Any unsatisfactory result requires a Fleet 

Hazard Identification form to be completed and forwarded to their immediate supervisor.  Thereafter, the 

identification form will be forwarded to the maintenance department to confirm the equipment malfunction, 

complete repairs, and sign off on the completed identification form. 

 

 

Safe Use of Company Vehicles:  

 

Personal use of company vehicles is prohibited without prior permission from management.  If permission is 

granted, the employee assigned to the vehicle will be the only driver allowed to operate the vehicle.  Use of the 

company vehicle is limited to travel to and from work and work related events. The vehicle is not to be used for 

personal and/or entertainment purposes.  Employees are expected to use their discretion.  
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Once again, our goal is to provide a safe working environment for all employees by protecting employees and 

Company property. Drug/Alcohol Testing is required as identified and detailed in the Direct Line 

Communications, Inc. Employee Handbook. 

 

I. At all times when driving company vehicles, drivers are required to obey all rules of the road and traffic 

regulations.   Driving of company vehicles is to be done defensively, with reserve and caution, never recklessly 

or aggressively.  This includes the regulation requiring any driver to hold a current, valid driver license. 

 

II.  Seat belts must be worn at all times when driving or riding in a company vehicle. 

 

III.  Employees who take company vehicles home with them are held to the highest expectations for the care 

of the vehicles.  You must make every effort to maintain the vehicle in good condition and repair, and to report 

any matters needing mechanical, maintenance or repair service or which could impair the safe and proper 

operation of the vehicle, to the Fleet Manager immediately upon becoming aware of the problem.    

 

No employee may alter a company vehicle in any manner without prior written consent of the Fleet Manager, 

including but not limited to: removal or deactivation of any equipment or device, installation of specialized 

equipment, customizing, afixing of signs, decals or stickers, painting, etc.  

 

Depending on the circumstances of the damage, Direct Line Communication reserves the right to hold you 

responsible for any or all of that expense.    

 

IV. The following guidelines for use of company vehicles should be observed without exception: 

   

  

A. The company vehicle may be driven ONLY by the company employee to which it has been assigned 

(other than in the event of an emergency in which life or property is eminently in danger).  The 

employeeôs spouse may also be granted permission to drive the company vehicle infrequently, subject to 

compliance with FCRA requirements to grant permission to Direct Line Communication to obtain and 

review his/her Motor Vehicle Report (MVR) and subject to favorable results of the MVR review in 

accordance with Commercial Insurance driver insurability guidelines (guidelines available for review). 

  

B. Youthful drivers (under age 21) are strictly prohibited from driving company vehicles. 

 

C. Child safety seats may only be used in the rear seat of any DIRECT LINE COMMUNICATION vehicle.  

Children requiring child safety seats in accordance with State Law may not be transported in any 

DIRECT LINE COMMUNICATION truck. 

  

D. Company vehicles shall never be used haul personal property in excess of that which could be contained 

within a normal private passenger vehicle luggage trunk. 
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Hazard Communication Program 
 

Reference Standard 

Occupational Safety and Health Administration: 

29 CFR 1910. 1200, Subpart Z Hazard Communication 

 

Purpose    

This procedure establishes minimum requirements for the following: 

1. Identification and labeling of hazardous chemicals. 

2. Employee access to hazardous chemical information. 

3. Training required preventing injury or illness due to hazardous chemical exposure. 

 

Scope   

This procedure applies to all of our company employees, all contractors and vendors performing 

work on company property, and all other individuals who are visiting or have business with our 

company. 

 

Procedure 

 

 Material  Ordering and Hazard Determination 
Any employee wishing to introduce a new chemical into the facility must obtain an SDS and 

submit the SDS to the program administrator prior to ordering the chemical. The program 

administrator will evaluate all new or replacement chemicals to determine if the chemical 

presents health or physical hazards for our employees or to our facility. If the program 

administrator determines that the new chemical can not be handled safely, the chemical will not 

be ordered. Information on new chemicals, or new information, on currently used chemicals, will 

be communicated to affected employees by the program administrator. Every effort will be made 

to select chemicals that are not hazardous or that present the minimum degree of hazard 

commensurate with necessary chemical capability. 

 

 Hazardous Chemical List  

A list of hazardous chemicals currently used within the facility will be maintained by the 

program administrator. (see Appendix A for the Hazardous Chemical Inventory) As new 

chemicals are purchased the necessary information will be added to the Inventory. Obsolete, no 

longer used chemicals will be removed from the List. MSDS and SDS for these chemicals will 

be retained on site for 30 years. 

 

The Hazardous Chemical List and SDS file will be maintained in the following location(s): 

 

Each areaôs supervisorôs office with a master copy at corporate offices 

 

 Labels and Other Hazard Warnings 

  All containers containing hazardous chemicals will be labeled with the following information: 

   -Product Identifier 

-Signal Word 

-Hazard Statement(s) 

-Pictogram(s) 

-Precautionary Statement(s) 

-Name, Address and Telephone Number of the Manufacturer, Importer, Resp. Party 
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Solid metal, wood and plastic not exempted as articles, and grain will not be labeled but will 

have label information available with the SDS. 

 

All incoming containers containing hazardous chemicals will be inspected by receiving 

personnel. Containers that are not properly labeled will be labeled by receiving personnel. 

Containers with contents not listed on the Hazardous Chemical List will be refused or will be 

placed in quarantine and the program administrator notified immediately. 

 

The program administrator will approve all labels used within our facility. Each departmental 

supervisor is responsible to assure that all hazardous chemical containers, including containers 

that are refillable from bulk containersare labeled properly and that the label is visible during 

use. Stationary tanks, reservoirs and sumps containing hazardous chemicals will also be labeled. 

 

Labels will not be removed or covered over until a container is empty. 

 

 Safety Data Sheets 

A Safety Data Sheet will be obtained and maintained for all hazardous chemicals including those 

purchased at retail locations. SDS will be available to all employees on all shifts. If our plant 

decides to use electronic (MSDS / SDS Online) means to maintain the SDS file, employee 

availability will be assured access at all times including during times of power failures. 

 

The program administrator will contact the chemical supplier or manufacturer and request an 

SDS for chemicals held in quarantine or refused by receiving. 

 

The SDS file and Hazardous Chemical List will be maintained in the following location(s):  

 

1. Each areaôs supervisorôs office with a master copy at corporate offices 

2. Website; MSDS / SDS Online using employee User Name and Password 

 

Obsolete MSDS or SDS will be removed from the active file and will be maintained separately 

by the program administrator for 30 years. 

 

 Training  

  Training as outlined below will be provided at the following times: 

¶ At time of initial assignment 

¶ Whenever a new hazardous chemical is introduced, or when the hazard information 

regarding a currently used chemical changes or when the program elements change 

¶ Whenever the program administrator or other management members determine 

through observation that retraining would be beneficial 

¶ Prior to December 1st, 2013 all employees will be trained on the new GHS labeling 

requirements and SDS format 

 

 Training will consist of: 

1. An overview  this program 

2. Review of operations where hazardous chemicals are present 

3. Location of the written hazard communication program, hazardous chemical list and SDS file  

4.  Methods and observations used to detect the presence or release of hazardous chemicals 

5. Physical and health hazards of chemicals in the work area (Note: we will present categories 

of hazards and advise employees to review labels and SDS for chemical specific information) 
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6. Measures that employees are required to take to protect themselves from hazards including: 

procedures, work practices, emergency procedures and personal protective equipment 

requirements. 

7. Explanation of the labeling system and how to read an SDS so that this information can be 

used appropriately by all personnel 

 Non-Routine Tasks 

Whenever a non-routine job involving work with hazardous chemicals is required, special 

training will be provided for all affected employees prior to the job. The training will include: 

1. Hazardous chemicals to be used in the non-routine task 

2. Protective measure required to perform the work safely 

3. Emergency procedures   

4. An opportunity to ask questions or ask for additional information 

 

 Contractors 
Contractors who will bring hazardous chemicals into our facility shall do the following: 

1. Provide the program administrator with a list and an SDS for each hazardous chemical that 

will be used in our facility. 

2. Maintain a copy of the SDS for each approved chemical on site 

3. Will not bring chemicals into our facility unless approved by the program administrator 

4. Will comply with all provisions of the Hazard Communication Standard that are applicable 

to their company 

 

Our Company reserves the right to refuse the use of chemicals based upon our evaluation. We 

also reserve the right to terminate the use of chemicals at any time based upon variable 

conditions within our facility. 

 

Contractors will be provided the following information whenever their work location could bring 

them into contact with our hazardous chemicals. 

1. Hazardous chemicals that they may be exposed to while performing the specified work and 

how to obtain a copy of appropriate SDS 

2. Necessary job precautions to work safely within the proximity of the chemicals involved. 
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Horizontal Dir ectional Drilling Safety 

 

Purpose 
To identify the minimal policies and procedures for safety, health, and environmental processes. 

Scope 

These policies and procedures apply to all Operating Unit facilities and project sites. 

General Requirements 

Horizontal Directional Drilling (HDD) safety must start at the senior management level, and every employee must be committed to 

safety to maximize effectiveness and profitability. Each HDD job is different, but all must be approached with safety as a primary 

concern. A well-planned process that is managed and executed by trained personnel and utilizes best practices allows construction to 

continue profitably without compromising safety. 

Crew Responsibilities 

Competent Person 

A competent person must ensure that all personnel understand and follow generally accepted construction safety practices and 

appropriate procedures. 

Operators 

Operators of drilling, tracking, and support equipment must be deemed qualified by the competent person or must be supervised by a 

qualified operator. Operators must have continuous two-way radio contact with the drill locator and other site personnel to coordinate 

the drilling operation.  

Support 

Support personnel must be briefed by a competent person upon arrival and must follow and maintain all safety procedures throughout 

the job. Support personnel and visitors must be informed of their responsibilities, any hazards, and any restrictions on activities. 

Hazard Recognition 

Procedures must be created to remove, isolate, or otherwise control the identified hazards. 

Hazardous activities specific to HDD that must also be addressed include: 

Á Rig operation Á Drilling fluid system operation 

Á Pilot bore tracking Á Working on the product side 

Á Utility clearances Á Communications 

Á Electrical strike protection Á Handling loose drill pipe 

Á Rotating drill pipe (drill stem and rod) Á Making and breaking tool joints 

Á Overhead electrical hazards Á Reel trailer operation 

Á Potholing Á Environmental and traffic control 

Underground 

Be aware of the potential for underground hazards, which include the following: 

Á Electrical power cables 

Á Fluid and gas pipes 

Á Fiber optic cables and communications cables 

Á Sewage, storm, and water lines 

Á Others, as determined by site conditions 
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Surface 

Thoroughly evaluate the jobsite surface for indications of potential underground hazards. Possible indications of hazards include: 

 

Á Transformer boxes 

Á Meter pads 

Á Utility boxes 

Á Depressions 

Á Road repairs 

Á Water and gas shutoffs 

Á Marking signs or casing vents 

Á Changes in vegetation 

Á Pole risers 

Á Underground feeds 

Á Manholes, handholes, and underground vaults 

Á Any other signs of existing utility marks 

Site Assessment 

Carefully document existing site conditions along and adjacent to the drilling alignment. Accurately locate and photograph cracked 

sidewalks, driveways, and facades of structures. Photograph and document trees or other vegetation that exhibit distinct signs of 

distress. 

Prejob Planning 

Take the following steps to ensure safe and efficient construction with minimum interruption: 

5. Notify owners of subsurface utilities along and on either side of the proposed drill path of the impending work through 

local One Call notification services. 

6. Obtain all necessary permits or authorizations to carry construction activities near or across all such buried obstructions. 

7. Ensure that all utility crossings are exposed using a hydro-excavation, hand excavation, or other approved method (such 

as potholing) to verify location and confirm depth. 

8. Arrange the construction schedule to minimize disruption (for example, when drilling under railroad beds, major 

highways, or river crossings). 

9. Determine and document the proposed drill path, including its horizontal and vertical alignments, and the location of 

buried utilities and substructures along the path. 

Bore Pits 

During an HDD project, the following guidelines regarding bore pits must be observed: 

Á Entrance and exit pits must be of sufficient size to avoid a sudden radius change of the drill pipe and consequent 

excessive deformation at these locations. Size of the bore pits is a function of the pipe depth, diameter, and material. 

Á All pits must be shored, sloped, or protected by an approved method as required by regulatory agencies. 

Overhead Lines 

When performing HDD operations near overhead power lines, observe the following safety guidelines: 

Á Avoid overhead lines. 

Á Overhead lines are of particular concern during mobilization and demobilization while handling drill pipe or when 

loading and unloading heavy equipment. Maintain a minimum clearance of 10 ft (3.05 m) of separation between 

equipment and power lines. When clearance is less than 10 ft (3.05 m), insulate, isolate, or guard equipment, material, 

and tools. 
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Á If necessary, place highly visible markers on either side of the overhead hazard or designate an individual to notify 

equipment operators as they approach the hazard. 

Verifying Utility Locations and Potholing 

The following guidelines must be followed to ensure safety during HDD operations where underground utilities might be encountered: 

Á The location of all identified utilities must be verified using nondestructive methods of excavation. The bore profile must 

be designed to maintain acceptable clearances between underground utilities and structures and the final reamed hole. 

Possible migration of the back reamer from the pilot bore toward the utility caused by excessive steering or a tight radius 

must be carefully considered when establishing clearances. 

Á If any risk to the utility from the drilling activity is present, a ñwindowò must be excavated at or near the utility to 

visually monitor the potentially hazardous situation. Drilling fluids must be removed during this process. 

Á Exposed existing utilities must be adequately protected and supported. 

Á When crossing or running parallel to existing utilities within 3 ft (0.91 m) of the bore, the utilities shall be visually 

confirmed by exposing the bore at appropriate intervals. 

Á Because of a high risk and hazard potential, a competent person must visually confirm the location of gas lines, electrical 

utilities, fiber, and communication lines within the immediate vicinity of the bore path.  

Á Contract documents and state and local regulations must be checked to determine responsibility for verifying locations of 

unmarked utilities. 

 

As a general guide to identifying utilities, the standard surface marking colors are shown in Table 2-1. 

Table 2-1. Surface Marking Colors 

Color Utility  

Red Electric power, including street lighting 

Yellow Gas, oil, steam, and petroleum 

Blue Water and irrigation 

Green Sewer and storm drains 

Orange Fiber optic, telephone, and cable TV 

Pink Temporary survey markings 

White Proposed construction area or work limits 

Purple Reclaimed water 

Traffic Control (Pedestrian and Vehicle) 

Considerations 

Necessary traffic control must be maintained throughout projects. Mobilization, demobilization, material handling, and intermittent 

movement of mobile equipment typically require traffic control if the activities conflict with vehicular or pedestrian traffic.  

Permits, Methods, and Accessibility 

Traffic control includes permits, planning, notification, flag persons, warning signs, and barricades. The work area, particularly around 

the drill rig and entrance and exit pits, must also be secured to prevent unauthorized entry. Emergency vehicles and buses must have 

access to the work area during construction.  

Communication and Safety Equipment 

Communication 

Communication is a critical ingredient of any successful HDD project. It is imperative that the drill locator and the drill rig operator 

have an understanding of the job before beginning the work. 

Personal Protective Equipment 

PPE that is required on an HDD jobsite is similar to that required on other construction jobsites and includes the following: 
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Á Approved safety vests 

Á Hardhats 

Á Approved eye protection 

Á Approved and inspected dielectric boots (over 6 inches in height) worn over work boots. 

Á Approved and tested dielectric gloves, leather protectors, and bag 

 Note: The bore operator must have dielectric gloves on the machine. 

Á Any other safety equipment mandated by other rules or required by the owner or regulatory agency 

Electrical Strike Sensing System and Equipment Protection 

The drilling unit must be equipped with an Electrical Strike Sensing System, which must be used according to the recommendations of 

the manufacturer. The system may include audible and visual warning alarms, grounding mats, and PPE. Electrical sensing stakes 

must be driven into the ground and the strike alert system tested before operation. 

Work Zone and General Public Protection 

Establish a work zone extending 10 ft (3.05 m) from all sides of the machine. Additionally, a safety perimeter must extend 10 ft (3.05 

m) in all directions from the drill head while drilling and back reaming. This distance must be maintained until work on the project is 

completed. Where a 10-ft (3.05-m) perimeter cannot be established, a documented alternative protection plan must be implemented. 

 

As a minimum, a work zone must consist of cones and tape. 

 

Drilling Precautions 

Observe the following precautions during drilling operations: 

Á If a hazardous obstruction or situation is suspected during drilling, stop the operation until the hazard is eliminated. 

Á Identify and avoid potential ñpinch pointsò on the drill rig and support. 

Á Ensure that workers stay clear of the rotating drill string. 

Á Do not operate the drill when personnel are working on or near the drill string. 

Á Do not operate the drill without positive communication with the drill locator or exit-side personnel. 

Á Ensure that the machine is off when personnel are working on or with the drill string. 

Á Do not exceed the maximum torque and thrust/pullback capacity of the drill pipe specified by the manufacturer. 

Á Use remote breakout wrenches (breakout tongs) in a safe manner. Never use drilling machine torque or backhoes with wrenches 

to make or break tool joints. 

Bore Path Interference 

The planned bore path must be walked with the tracking equipment to evaluate any potential fields of electromagnetic (active) 

interference and to look for signs of reinforced concrete or other possible passive interference that may hinder the operation. The 

identified hazards must then be discussed. 

Reaming and Installation Precautions 

The following precautions must be observed during reaming and product installation: 

Á Two-way radio communication must be maintained at all times between entry and exitïside personnel. 

Á The drill pipe must not be rotated until all personnel have been notified and have made acknowledgment. 

  Note: All personnel must be out of the entrance and exit pit before the drill pipe is rotated. 

Á Workers must never step over rotating drill pipe and must maintain a safe distance of at least 3 ft (0.91 m) when working 

near rotating drill pipes. 
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Subcontractors 

Subcontractor Safety Compliance 

The standards within this HDD program are the minimum acceptable safety operating procedures that apply to projects. More 

stringent standards imposed by any other agency associated with the work, material, or equipment or by subcontractors and suppliers 

of material and equipment take precedence. 
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Ladder Program 
 

Reference Standard 

Occupational Safety and Health Administration, Subpart X, including: 

 Portable Wood Ladders 

  Portable Metal Ladders 

 Fixed Ladders 

 

Purpose    

This procedure establishes minimum procedures for the selection, installation, maintenance and use 

of ladders. 

 

Scope   

This procedure applies to all of our company employees, all contractors and vendors performing 

work on company property, and all other individuals who are visiting or have business with our 

company. 

 

Definitions 

Cage: An enclosure that is fastened to the side rails of a fixed ladder or to the structure to encircle 

the climbing space for the safety of the climber. Often called a cage or basket guard. 

 Contractor :  A non-company employee being paid to perform work in our facility. 

Extension Ladder: A non-self-supporting portable ladder adjustable in length consisting of two or 

more sections traveling in guides or brackets arranged to permit length adjustment. 

 Fixed Ladder: A ladder that is permanently attached to a structure, building or equipment. 

 Ladder Safety Device: Any device other than a cage or well designed to eliminate or reduce  the 

possibility of accidental falls and which may incorporate belts, harnesses, friction brakes and sliding 

attachments. 

Landing Platform : A platform used to break the vertical length of a fixed ladder. Landing platforms 

must be equipped with hand rails and toe boards. 

 Nonconductive Ladder: A ladder made of fiberglass, wood or other nonconductive material.  

 Platform Ladder : A self supporting ladder of fixed size with a platform at the working level. 

 Rungs: Steps on a ladder. 

 Side Rails: The sides of a ladder. 

 Stepladder: A self supporting ladder, nonadjustable in length having flat steps and a hinged  back. 

 Straight Ladder: Ladders that are used in a straight manner, single section ladders and 

 extension ladders 

 Trestle Ladder: A self supporting portable ladder, nonadjustable in length hinged at the top. 

 Vendor:  A non-company employee being paid to perform a service in our facility. 

 Well: A permanent, complete enclosure around a fixed ladder. 

 

Procedure 

 Portable Ladders 

 Ladder Selection 

Á Our company will not make ladders; only purchased ladders will be used 

Á All ladders will be rated for industrial use 

Á Parts used for ladder repair will be manufacturer supplied or approved direct replacement parts 

only  

Á All ladders that could be used for electrical maintenance and installation or around electrical 

wires and equipment will be nonconductive 

Á Stepladders will be 20 feet or less in height 
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Á Straight ladders will be 30 feet or less in length 

Á Extension ladders will be 60 feet or less in length 

Á Wood extension ladders will be two sections only 

Á Two section metal ladders will not exceed 48 feet 

Á Ladders will have uniform step spacing; 12 inches or less 

Á The minimum width between the side rails at the top of the ladder will be 11½ inches 

Á Extension ladders will have the following minimum overlap between sections: 

 

  Ladder Length   Overlap Length 
  Up to 36 Feet               3 Feet 

  Over 36 Feet to 48 feet        4 Feet 

  Over 48 Feet              5 Feet 

 

 Inspection and Care 

Á All ladders will have a permanent storage location assigned 

Á If ladders are stored vertically they will be restrained by chains or other devices 

Á If ladders are stored horizontally support will be provided along the entire side rail to prevent 

damage and distortion 

Á Storage locations will be dry and protect the ladders from damage 

Á Metal and ladders will not be painted If wood preservatives are used they will be approved by 

the ladder manufacturer. 

Á Ladders will be inspected as follows: 

Á Monthly ð Documented inspection (see Appendix A) 

Á Before Use ð Visual inspection performed by the ladder user prior to use 

Á DAMAGED OR DEFECTIVE LADDERS WILL NOT BE USED. THEY WILL BE TAGGED AS 

DANGEROUS, DO NOT USE THE LADDER, TAKE IT OUT OF SERVICE 

Á The only ladder repair that will be made in our facility will be a replacement in kind of a worn or 

broken part. Welded repairs, straightening, etc. will not be undertaken. 

Á Ladders that are deemed unsafe will be tagged and stored in a secure location pending repair. 

Ladders to be discarded will be cut up to prevent improper use by someone scavenging the 

ladder from trash.  

  

 Ladder Use 

Á Conductive ladders and wet wood ladders are not to be used for electrical work or around 

energized electrical equipment 

Á Maintain at least 10 feet clearance from power lines 

Á Ladders will not be used as stages, platforms, braces etc. or for any purpose other than a ladder  

Á Any ladder that was dropped, exposed to fire or corrosive chemicals will be taken out of service 

until tested  

Á Three-point contact (minimum of two feet and one hand in contact with the ladder) will be 

observed when climbing all ladders 

Á The climber will face the ladder at all times 

Á Ladders should not be set up in front of doors unless the door is locked, blocked or guarded. 

Ladders should not be set up where foot or vehicle traffic could accidentally upset the ladder: 

adequate warning devices should be used to alert others to the presence of the ladder 

Á Bulky or heavy object will not be carried up the ladder, they will be hoisted 

Á Ladders must be placed on secure footing, never on boxes, barrels or other unstable objects 

Á Ladders should be tied-off at the top and bottem if power tools are being used or if other work is 

being conducted that could place undue stress on the ladder footing. When tying off the ladder 

always attach rope to the siderails, not the rungs. 
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Á Only one person on a ladder at one time (unless the ladder is designed for multiple persons) 

Á Step ladder rules include: 

Á Do not lean the ladder against a wall or stationary object, it can only be used when fully 

opened 

Á The spreader must be fully open and secured  

Á Never stand on the top step of a step ladder 

 

 

   Straight ladder rules include: 

Á Lean the ladder against a secure point that supports both side rails 

Á When accessing a roof or platform the ladder must extend a minimum of three rungs 

above the roof or platform elevation 

Á To achieve the proper work angle, set the ladder base one forth (1/4th) of the distance of 

the working height back from the vertical support  

 

 

 Fixed Ladders 

 Installation 

Á Cages or wells will be provided for all ladders of more than 20 feet 

Á The maximum unbroken length of a fixed ladder is: 30 feet 

Á Landing platforms are required for each 30 feet of ladder height or fraction thereof.  If a ladder 

 cage and/or ladder safety device is not provided landings must be provided for each 20 

feet (except on chimneys). 

Á Landing platforms will be equipped with standard guard rails and toe boards and be a minimum 

of 24 inches wide by 30 inches long 

 

  

 

 Ladder Safety Devices 

Á Ladder safety devices can be used. If a ladder safety device is used no cage or landing platform 

protection is required 

Á Ladder safety devices will be inspected prior to each use formally inspected on the schedule 

recommended by the manufacturer 

Á Personnel designated to use ladder safety devices will be trained at least annually in proper 

operation, inspection and emergency procedures 

 

 Training 

Á All personnel who work with ladders will be trained prior to use 

Á At a minimum, retraining will be provided whenever observations indicate that safe use rules are 

not being followed 
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Personal Protective Equipment 

 
Purpose  

To identify the minimal policies and procedures for safety, health, and environmental processes. 

Scope  

These policies and procedures applicably to all Operating Unit facilities and project sites. 

General Requirements  

Each employee is required to wear the appropriate PPE. Though PPE is designed to prevent injury or 
illness, wearing PPE should not be considered sufficient employee protection. Implementing 
engineering controls to eliminate or minimize occupational hazards is the ultimate control. 
Requirements for PPE are outlined in the following sections. 

Equipment Selection  

After it has been established that PPE is needed for a designated job, use the following guidelines in 
choosing PPE: 

Á Select PPE based on the degree of protection required and the degree of protection afforded 
by a particular piece of equipment. 

Á Select PPE that meets nationally accepted performance specifications and standards. Where 
specific regulations exist for certain types of equipment, those regulations must be followed. 

Á When making selections, consider the comfort and ease with which a particular piece of 
equipment can be used or worn. 

Á Do not use price when selecting PPE unless a choice of adequate protectors is available.  

Á Ensure that the equipment protects the employees from specific hazards identified in hazard 
assessments. 

Equipment Use  

Although employees understand the benefits of PPE, they do not always wear or use it properly. The 
following guidelines can help enforce proper use of this equipment by employees: 

Á Work with the Direct Lines Communicationôs management and employees to test proposed 
equipment or devices before the items are approved for purchase. Employee opinions about 
what equipment will be comfortable and fits well are valuable. 

Á Give each employee a clear and reasonable explanation as to why the safety equipment must 
be worn. 

Á Incorporate standards for specified safety equipment into the job description or requirements, 
and make it a condition of employment. 

Á Use disciplinary measures when the failure to wear the provided safety equipment endangers 
the well-being of the employee or those working nearby. Management has the responsibility 
to enforce regulations. 

Equipment Required  

The safety equipment currently required on Company jobsites is outlined in the following paragraphs. 

Head and Scalp Protection  

Wear ANSI Z89.1-approved hardhats in good condition in all field work areas, roads, and shops during 
working hours. ñBumpò caps and metal hardhats are not acceptable. 
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Eye Protection  

Á Wear ANSI Z87.1-approved safety glasses with side shields during working hours for all 
field jobsites and in shops. 

Á Wear approved welding hoods for all welding or cutting operations. 

Á Wear burning goggles, with no less than a #3 density lens with plastic cover plates on each 
side for all gas welding and burning. 

Á Wear monogoggles and full face shields for power chipping, grinding, sawing, or buffing 
operations. 

Á Ensure that all visitors who are not wearing ANSI-approved safety glasses are provided with 
and wear visitor goggles. 

Á Wear full face shields when handling molten materials, such as lead or tar. 

Á Ensure that prescription safety glasses meet ANSI requirements. 

Hearing Protection  

High Noise Equipment  

Evaluation of construction equipment under general use has determined that hearing protection might be 
required when employees are involved in the tasks or are working with the equipment listed in Table 3-2. This 
list of tasks and tools is representative only and is not meant to be all-inclusive. 

Table 3-2. High Noise Tasks and Equipment 

Chain saws  Concrete cut-off saws  

Table saws  Skill saws  

Air grinders  Pavement breakers 

Electric grinders Pneumatic chipping tools 

Bull dozers Concrete pumpers 

Impact wrenches Arc gouging torches 

Air compressors Cherry pickers 

Pile drivers Welding machines  

Ground tampers  Powder-actuated tools  

Vibratory Plow Tractors  Trenchers 

Blasting operations  Hammer drills 

Horizontal Directional Drilling (HDD) 
operations 

Excavation equipment 

Locate equipment (water jetting and 
vacuum truck) 

 

Training  

Employees shall receive training on the Companyôs hearing conservation program during safety 
orientation and annually, thereafter. Training includes identification of designated high noise areas, the 
tasks that expose employees to high noise levels, and the effects of high noise levels. Records are 
maintained on all training performed and on employees receiving such training. 

Documentation  

Noise surveys, hearing examinations records, and training documentation for the types and application 
of hearing protection provided are maintained by the Safety Department. 
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Hand Protection  

Wear gloves or other suitable hand protection while engaged in work that can result in hand injuries or 
exposure to toxic materials that could cause injury or illness. The jobsite supervisor will designate the 
tasks for which gloves are required. The type of gloves worn must be appropriate for the type of work 
being performed, as follows: 

Á Wear plastic or rubber-coated gloves when handling solvents, acids, or chemically-treated 
material or when the MSDS recommends the use of protective gloves. 

Á Wear leather gloves when handling iron, rebar, cable, or other materials that could cause 
injury. 

Á Wear dielectrically-tested, rubber gloves on all power line work or wherever contact with 
energized circuits is possible. 

Á Wear cotton gloves as deemed necessary. 

 

Gloves must not be worn by employees working around moving equipment or 
machinery that might catch the gloves and pull a hand into the equipment. Gloves 
are normally provided by each employee except when safety standards require 
specialized gloves. In these cases, the Company provides the necessary gloves. 

 

Foot Protection  

Good leather shoes with a defined heel (1/4 inch or greater) are minimum shoe requirements. Some 
jobsites require ANSI-approved safety shoes or boots. Protective footwear must comply with ANSI Z41. 
Under no circumstances is open-toed or canvas footwear of any type allowed. 

Respiratory Protection  

If an employee encounters a situation where a respirator is required, consult your supervisor before work 
begins. 

Skin  

Use protective skin cream when exposed to chemicals, such as creosote or other irritants. 

Life Preservers  

Wear an approved work vest or life preserver when: 

Á Working over or near inland waterways or offshore. 

Á Working below platform decks or outside of protective handrails, including boat landings 
and splash zone areas. 

Á Transferring between boats and platforms. 

Á Working in any area over water where handrails have been or are being removed. 

Á Required by offshore transportation such as helicopters, crew boats, or other vehicle. 

Fire Retardant Clothing  

Wear fire retardant clothing (FRC) on all jobs during which the clients or the nature of the work require 
FRC . 

Fall Protection  

Wear safety harnesses equipped with shock-absorbing lanyards and double-locking snaphooks and tie 
off to approved anchor points when working from elevated areas when: 

Á Work is being performed 6 ft (1.83 m) or more above ground elevation and no other fall 
protection system is in place. 

Á Two-point suspension scaffolds or stages are in use. 



Direct Line Communications – Safety Manual Page 71 
 

Á Work is being performed off of scaffolds not equipped with guardrails. 

Á Ladders are placed near the edge of a roof or floor opening. 

Á The work area is elevated and no protection is available to prevent the worker from falling. 

The Company requires 100% tie-off at all times. The Company does not allow the use of body belts for 
fall arrest. Every safety belt, safety harness, and lanyard must be inspected by the wearer before each 
use. Every employee issued a safety harness must be instructed by a qualified person in the proper 
method of wearing, using, and securing this equipment. 

Miscellaneous Safety Equipment  

The Safety Department, in concurrence with operations management, determines the type of specialized 
equipment needed for unusual or unique work environments or job tasks. 

Hazard Assessment  

The Company has assessed job classifications and jobsites to determine what hazards are most 
prevalent. Policies regarding hazards were written to comply with regulatory requirements and generally 
accepted safe work practices.  

Training  

Qualified employees must obtain training in the proper use of PPE, including: 

Á When equipment is necessary. 

Á What equipment is required. 

Á How to wear and adjust the equipment. 

Á The basic limitations of the equipment. 

Á The proper care, maintenance, useful life, and disposal of applicable PPE. 

Á Proper cleaning methods. 

Employees receive training whenever the job task requires that PPE be worn. Retraining is conducted 
when the employer believes that an employee does not have the skill or understanding to use PPE 
properly. Retraining also occurs when operational changes make previous training obsolete or when PPE 
changes are made by the Safety Department. Records are maintained on all training performed and on 
employees receiving such training. 
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Trenching and Excavation 

 
Purpose  

To identify the minimal policies and procedures for safety, health, and environmental processes. 

Scope  

These policies and procedures apply to all Operating Unit facilities and project sites. 

Definitions  

Aluminum hydraulic shoringðA pre-engineered shoring system consisting of aluminum hydraulic cylinders 
(cross braces) used in conjunction with vertical rails (uprights) or horizontal rails (walers). Shoring systems are 
designed to support the sidewalls of an excavation and prevent cave-ins. 

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

Cave-inðThe separation of a mass of soil or rock material from the side of an excavation or the loss of soil 
from under a trench shield or support system and its sudden movement into the excavation, either by falling or 
sliding, in sufficient quantity so that it could entrap, bury, or otherwise injure and immobilize a person. 

Cemented soilðA soil in which a chemical agent, such as calcium carbonate, holds the particles together such 
that a hand-size sample cannot be crushed into powder or individual particles by finger pressure. 

Cohesive soilðClay (fine grained soil) or soil with high clay content that has cohesive strength. Cohesive soil 
does not crumble, can be excavated with vertical side slopes, and is plastic when moist. Cohesive soil is hard to 
break up when dry and exhibits significant cohesion when submerged. Cohesive soils include clay, sandy clay, 
organic clay, and clay-like silt. 

ExcavationðAny man-made cut, cavity, trench, or depression formed by removal of earth. 

Faces or sidesðThe vertical or inclined earth surfaces formed as a result of excavation work. 

FissuredðThe quality of a soil material that has a tendency to break along definite planes of fracture with little 
resistance or material that exhibits open cracks, such as tension cracks, in an exposed surface. 

Granular soilðGravel, sand, or silt (coarse grained soil) with little or no clay content. Granular soil has no 
cohesive strength. Some moist granular soils exhibit apparent cohesion. Granular soil cannot be molded when 
moist and crumbles easily when dry. 

Hazardous atmosphereðAn atmosphere that by reason of being explosive, flammable, poisonous, corrosive, 
oxidizing, irritating, oxygen deficient, toxic, or otherwise harmful can cause death, illness, or injury. 

Layered systemðTwo or more distinctly different soil or rock types arranged in layers. Micaceous seams or 
weakened planes in rock or shale are considered layered. 

Protective systemðA method of protecting employees from cave-ins, material that could fall or roll from an 
excavation face or into an excavation, or the collapse of adjacent structures. Protective systems include support 
systems, sloping and benching systems, shield systems, and other systems that provide the necessary protection. 

Registered professional engineerðA person who is registered as a professional engineer in the state where the 
work is being performed. A professional engineer registered in any state is deemed to be a registered 
professional engineer within the meaning of this standard when approving designs for manufactured protective 
systems or tabulated data used in interstate commerce. 

ShieldðA structure that can withstand the forces imposed on it by a cave-in and thereby protect employees 
within the structure. Shields can be permanent structures or designed to be portable and moved along as the 
work progresses. Shields can be premanufactured or built at the jobsite. 

ShoringðA structure such as a metal hydraulic, mechanical, or timber shoring system that supports the sides of 
an excavation to prevent cave-ins. 

SlopingðA method of protecting employees from cave-ins. The sides of the excavation are inclined away from 
the excavation. The angle of the incline required to prevent a cave-in varies according to the soil type, 
environmental conditions of exposure, and application of surcharge loads. 
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Stable rockðNatural solid mineral material that can be excavated with vertical sides and that will remain intact 
while exposed. Unstable rock is considered to be stable when the rock material on the side or sides of the 
excavation is secured against caving-in by rock bolts or by another protective system that has been designed by 
a registered professional engineer. 

Tabulated dataðTables and charts approved by a registered professional engineer and used to design and 
construct a protective system. 

TrenchðA narrow excavation (in relation to its length) made below the surface of the ground. In general, the 
depth is greater than the width, but the width of a trench (measured at the bottom) is not greater than 15 ft (4.57 
m). If forms or other structures are installed in an excavation in a way that reduces the dimensions (measured 
from the forms or structure to the side of the excavation) to 15 ft (4.57 m) or less, an excavation is considered a 
trench. 

Type A soilðCohesive soils with an unconfined compressive strength of 1.5 tons per square foot (tsf) or 
greater. Examples of cohesive soils are clay, silty clay, sandy clay, clay loam, and, in some cases, silty clay 
loam and sandy clay loam. Cemented soils such as caliche and hard pan are also considered Type A. However, 
no soil is Type A if: 

Á The soil is fissured. 

Á The soil is subject to vibration from heavy traffic, pile driving, or similar effects. 

Á The soil has been previously disturbed. 

Á The soil is part of a sloped, layered system where the layers dip into the excavation on a slope of 
four horizontal to one vertical (4H:1V) or greater. 

Á The material is subject to other factors that would require it to be classified as a less stable material. 

Type B soilðCohesive soil with an unconfined compressive strength greater than 0.5 tsf but less than 1.5 tsf; 
granular cohesionless soils including: angular gravel (similar to crushed rock), silt, silt loam, sandy loam, and in 
some cases, silty clay loam and sandy clay loam; previously disturbed soils except those that would otherwise 
be classed as Type C soil; soil that meets the unconfined compressive strength or cementation requirements for 
Type A but is fissured or subject to vibration; dry rock that is not stable; material that is part of a sloped, layered 
system where the layers dip into the excavation on a slope less steep than four horizontal to one vertical 
(4H:1V), but only if the material would otherwise be classified as Type B. 

Type C soilðCohesive soil with an unconfined compressive strength of 0.5 tsf or less; granular soils, including 
gravel, sand, and loamy sand; submerged soils, including soil from which water is freely seeping; submerged 
rock that is not stable; material in a sloped, layered system where the layers dip into the excavation at a slope of 
four horizontal to one vertical (4H:1V) or steeper. 

Unconfined compressive strengthðThe load per unit area at which a soil will fail in compression. It can be 
determined by laboratory testing or estimated by a pocket penetrometer, thumb penetration, or other methods. 

UprightsðThe vertical members of a trench shoring system placed in contact with the earth and usually 
positioned so that individual members do not contact each other. Uprights placed so that individual members 
are closely spaced, in contact with or interconnected to each other, are often called ñsheeting.ò 

WalersðHorizontal members of a shoring system that are placed parallel to the excavation face and whose 
sides bear against the vertical members of the shoring system or the earth. 

General Requirements  

 

All excavations and trenches must be evaluated on a daily basis by a competent 
person before entry. 

 

The following guidelines establish the minimum requirements of the applicable state and federal safety 
regulations for all work in excavations and trenches that might expose employees to the hazards of moving 
ground: 

Á All surface encumbrances adjacent to an excavation that might create a hazard to employees must be 
removed, secured, or supported as necessary to protect employees. 
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Á The estimated location of underground installations, such as sewer, telephone, electric, water, or 
other underground utilities must be identified before opening an excavation. Utility companies, 
owners, and local One Call locator services must be contacted within established or customary local 
response times, advised of the proposed work, and asked to establish the location of the utility 
underground installations before the work begins. 

When excavations approach the estimated location of underground installations, the exact location is 
determined by probing or hand digging, as necessary, to prevent accidental contact with the underground 
installations. While the excavation is open, underground installations that create a hazard to employees will 
be supported, protected, or removed as necessary to protect employees and the general public. 

Á Appropriate access and egress in the form of a stairway, ladder, or ramp must be provided in all 
excavations deeper than 4 ft (1.23 m). In trenches, the stairway, ladder, or ramp must be installed so 
that a worker does not have to travel farther than 25 ft (7.62 m) in any direction to exit. 

Á Employees exposed to vehicular traffic must wear hard hats and highly visible vests or other 
equivalent apparel. 

Á Employees must be protected from falling loads that might be dropped by lifting or excavating 
equipment. 

Á A warning system must be provided when mobile equipment is operated adjacent to an excavation 
and the operator does not have a clear and direct view of the edge of the excavation. The warning 
system may include barricades, signals, stop logs, or other authorized methods. 

Á When deemed necessary by a competent person, excavations are tested to identify and prevent 
exposure to hazardous atmospheres. Emergency rescue equipment, such as rescue breathing 
apparatus, a safety harness and line, or a basket stretcher must be available where a hazardous 
atmosphere exists or could be expected to develop in an excavation. 

Á Employees will not work in excavations where they are exposed to the hazards associated with water 
accumulation. If water accumulation in an excavation is controlled using pumps, the operation of the 
pumps must be monitored by a competent person. 

Á The stability of adjacent structures, such as buildings, walls, and sidewalks must be maintained using 
a support system as necessary to protect employees. 

Á Employees must be protected from loose rock or soil that could fall or roll into the excavation by 
placing and keeping such material at least 2 ft (0.61 m) from the edge of the excavation. 

Á A competent person must make daily inspections of excavations to identify and eliminate conditions 
that could result in cave-ins, failure of support systems, hazardous atmospheres, or other unsafe 
conditions. Inspections must be conducted before the start of work each day and after every 
rainstorm or other occurrence that might increase the hazard of moving ground. 

Á Where employees or equipment are allowed or required to cross over excavations that are 6 ft (1.83 
m) or greater in depth, appropriate fall protection in the form of walkways or bridges with standard 
guardrails must be provided. 

Protective Systems  

Sloping, shoring, or shielding will be provided in excavations, except where the excavation is made in stable 
rock or the excavation is less than 5 ft (1.52 m) deep and an examination by a competent person does not 
indicate a potential for cave-in. 

Sloping  

When sloping or benching is chosen as the method to protect employees in an excavation, one of the following 
optional designs of sloping and benching systems must be used: 

Á Option 1ðSlope the excavation at an angle of one and one-half horizontal to one vertical (1-
1/2H:1V) or flatter. 

Á Option 2ðPerform a soil classification and determine the acceptable slopes required. 
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Á Option 3ðUse a project-specific design prepared by a registered professional engineer. Engineered 
designs must be in writing and must include the name and registration number of the engineer, 
detailed plans, the calculations used in the design, the magnitude of slopes, and the configurations 
determined to be safe. A copy of the design will be maintained at the jobsite during the use of the 
engineered system. 

Shoring or Shielding  

Only the following methods for support systems, shield systems, and other protective systems can be used at a 
Company jobsite: 

Á Option 1ðPerform a soil classification and determine the appropriate aluminum hydraulic shoring 
configuration using the shoring manufacturerôs tabulated data. 

When using the manufacturerôs tabulated data, the shoring system must be installed in accordance with all 
the specifications, recommendations, limitations, or approvals to deviate issued by the manufacturer. The 
manufacturerôs tabulated data, specifications, recommendations, limitations, and any approval to deviate 
must be in writing and maintained at the jobsite during the use of the shoring system. 

Á Option 2ðUse a project-specific design prepared by a registered professional engineer. 

Engineered designs must be in writing and include the name and registration number of the engineer, 
detailed plans, the calculations used in the design, and the sizes, types, and configurations of materials to be 
used in the support system. A copy of the design must be maintained at the jobsite during the use of the 
engineered system. 

General Guidelines  

The materials and equipment used for protective systems must be free of damage or defects that might impair 
their proper functions. Manufactured materials and equipment must be used and maintained in accordance with 
the recommendations of the manufacturer. If material or equipment used in a protective system is damaged, it 
must be inspected by a competent person before being reused. 

The installation and removal of supports must be performed in accordance with all of the following guidelines: 

Á Members of support systems must be securely fastened together to prevent sliding, falling, kickouts, 
or other predictable failures. 

Á Support systems must be installed and removed in a manner that protects employees from cave-ins, 
structural collapses, or being struck by members of the support system. 

Á Individual members of support systems must not exceed their design capacities. 

Á Before individual members can be removed, additional precautions must be taken to protect 
employees, including installing other structural members to support any additional load imposed on 
the support system. 

Á Removal begins at and progresses from the bottom of the excavation. Members must be released 
slowly to reduce the likelihood of failure of the remaining members or a cave-in. 

Á Backfilling must progress with the removal of support systems. 

Á Support systems must be coordinated with the excavation of trenches and must extend to within 2 ft 
(0.61 m) of the bottom of the trench but only if the system is designed to resist the forces calculated 
for the full depth of trench and there is no indication of a loss of soil from behind or below the 
bottom of the support system. 

Á Shield systems must not be subjected to loads exceeding their design capacities. Shields must be 
installed in a manner that restricts lateral or hazardous movement in the event that a lateral load is 
applied suddenly. Employees must be protected when entering or exiting the areas protected by a 
shield. Employees are not allowed within the shield during installation, removal, or vertical 
movement. 

Á When shield systems are used in trenches, excavation of material may proceed 2 ft (0.61 m) below 
the bottom of the shield only if the shield is designed to resist the forces calculated for the full depth 
of trench and there is no indication of a loss of soil from behind or below the bottom of the shield. 
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Soil Classification  

This section describes a method of classifying soil and rock deposits based on site and environmental conditions 
and the structure and composition of the deposits. This section describes acceptable visual and manual tests for 
use in classifying soils. 

 

A soil classification using this section is not necessary for excavations sloped at an angle of 
one and one-half horizontal to one vertical (1 1/2H:1V) or flatter. 

 

Soil and rock deposits are classified based on the results of at least one visual and one manual analysis. These 
analyses must be conducted by a competent person using the tests described in this chapter or other approved 
methods of soil classification, such as those adopted by the American Society for Testing Materials (ASTM) or 
the United States Department of Agriculture (USDA). 

The methods used for visual and manual analyses must provide quantitative and qualitative information 
sufficient to identify the properties, factors, and conditions of the deposits. 

A layered system must be classified based on the weakest layer. However, each layer may be classified 
individually when a more stable layer lies below a less stable layer. 

If, after classifying a deposit, the properties, factors, or conditions change in any way, the changes must be 
evaluated by a competent person. The deposit must be reclassified as necessary to reflect the new 
circumstances. 

Visual Analysis  

The visual analysis is conducted to collect qualitative information about the excavation site in general, the soil 
adjacent to the excavation, the soil forming the sides of the excavation, and soil samples taken from the 
excavated material. The visual analysis includes: 

Á Observing samples of the soil that are excavated and soil in the sides of the excavation to estimate 
the range of particle sizes and the relative amounts of particle sizes. Fine-grained material is 
cohesive. 

Á Observing the soil as it is excavated to determine if it stays in clumps. Soil that breaks up easily and 
does not stay in clumps is granular. 

Á Observing sides of the opened excavation and the surface area adjacent to the excavation to identify 
tension cracks or fissured material. 

Á Observing the area adjacent to the excavation and the excavation itself to identify existing 
underground utilities, structures, or previously disturbed soils. 

Á Observing the opened sides of the excavation to identify layered systems. Examine layered systems 
to determine if the layers slope toward the excavation and to estimate the degree of slope in the 
layers. 

Á Observing the area adjacent to the excavation and the areas within the excavation to identify 
potential sources of vibration that might affect the stability of the excavation. 

Á Observing the area adjacent to the excavation and the sides of the opened excavation for evidence of 
surface water, water seeping from the sides of the excavation, or the location of the water table.  

Manual Analysis  

Manual analysis is conducted to collect quantitative and qualitative information about the properties of the soil 
and provide more information to properly classify the soil. The manual analysis includes some or all of the 
following methods: 

Á Evaluating the plasticity of the soil by molding a moist or wet sample of soil into a ball and 
attempting to roll it into threads as thin as 1/8 inch (0.32 cm) in diameter. Cohesive material can be 
rolled into a thread at least 2 inches (5.08 cm) long without crumbling or breaking. 
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Á Evaluating the cohesiveness of the soil. If the soil is dry and crumbles into individual grains or fine 
powder with little or moderate pressure, it is granular. If the soil is dry and falls into clumps that 
break into smaller clumps but the smaller clumps can only be broken up with difficulty, it might be 
clay in combination with gravel, sand, or silt. If the dry soil breaks into small clumps that can only 
be broken with difficulty and there is no visual indication the soil is fissured, the soil may be 
considered unfissured. 

Á Applying the thumb penetration test to estimate the unconfined compressive strength of cohesive 
soils. Type A soils with an unconfined compressive strength of 1.5 tsf can be readily indented by the 
thumb; however, they can be penetrated by the thumb only with very great effort. Type C soils with 
an unconfined compressive strength of 0.5 tsf can be easily penetrated several inches by the thumb 
and can be molded by light finger pressure. 

The thumb test should be conducted on an undisturbed soil sample, such as a large clump of soil, as soon as 
possible after excavation to minimize the effects of drying. If the excavation is later exposed to rain, 
flooding, or other moisture, the classification of the soil must be changed accordingly. 

Á Estimating the unconfined compressive strength of soils by using a pocket penetrometer or a hand-
operated shearvane in accordance with the manufacturerôs recommendations. 

Á Performing a drying test to differentiate among cohesive material with fissures, unfissured cohesive 
material, and granular material. After thoroughly drying a sample of soil that is approximately 1 inch 
(2.54 cm) thick and 6 inches (15.24 cm) in diameter, evaluate the results as follows: 

Ç If the sample develops cracks as it dries, significant fissures are indicated. 

Ç If the sample dries without cracking and can be broken by hand, then the material is either 
unfissured cohesive or fissured cohesive. 

Ç If considerable force is necessary to break the sample, the soil has significant cohesive material 
content. The soil can be classified as unfissured cohesive material, and the unconfined 
compressive strength should be determined. 

Ç If the sample breaks easily by hand, it is either a fissured cohesive material or a granular 
material. To distinguish between the two, pulverize the dried clumps of the sample by hand or by 
stepping on them. If the clumps do not pulverize easily, the material is cohesive with fissures. If 
they pulverize easily into very small fragments, the material is granular. 

Sloping and Benching Specifications  

This section contains the specifications for using sloping and benching to protect employees working in 
excavations. 

 

These slope and bench specifications only apply if a soil classification has been 
conducted and the excavation will be 20 ft (6.10 m) deep or less. Depths 
exceeding 20 ft(6.10 m) must have a protective system designed by a registered, 
professional engineer. 
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Determine the maximum allowable slope based on the soil classification by using the information in 

Table 21-3. 

Table 21-3. Maximum Allowable Slope Based on Soil Classification 

Maximum Allowable Slopes  

Soil or Rock Type  
Maximum Allowable Slopes (H:V)¹ for Excavations 

Less Than 20 Ft Deep ³  

Stable rock Vertical (90 degrees) 

Type A² 3/4:1 (53 degrees) 

Type B 1:1 (45 degrees) 

Type C 1-1/2:1 (34 degrees) 

1. The numbers shown in parentheses next to the maximum allowable slopes are angles 
expressed in degrees from the horizontal. The angles have been rounded off. 

2. A short-term, maximum slope of 1/2:1 (63 degrees) is allowable in excavations in Type 
A soil less than 12 ft (3.66 m) deep. The short-term maximum allowable slopes for 
excavations deeper than 12 ft (3.66 m) is 3/4 (53 degrees). 

3. Sloping or benching for excavations deeper than 20 ft (6.10 m) must be designed by a 
registered professional engineer. 
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Allowable slope or bench configuration based on the soil classification is determined using Figure 21-1 and Figure 21-2: 

Figure 21-1. Excavations in Type A, B, and C Soils  
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Figure 21-2. Excavations in Type A Soil 
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The following tables (Table 21-4 through Table 21-6) provide the appropriate trench widths at the top of the excavation for each soil 

classification, based on the depth of the excavation and the width at the bottom. 

Table 21-4. Trench Widths Soil Type A 

Trench Widths Soil Type A  
at Top of Excavations, W1 (ft)  

Depth of Excavation  
TD (ft)  

Width at Bottom of Excavation  
WB (ft)  

4 5 6 7 8 9 10 

5 11.5 12.5 13.5 14.5 15.5 16.5 17.5 

6 13 14 15 16 17 18 19 

7 14.5 15.5 16.5 17.5 18.5 19.5 20.5 

8 16 17 18 19 20 21 22 

9 17.5 18.5 19.5 20.5 21.5 22.5 23.5 

10 19 20 21 22 23 24 25 

11 20.5 21.5 22.5 23.5 24.5 25.5 26.5 

12 22 23 24 25 26 27 28 

13 23.5 24.5 25.5 26.5 27.5 28.5 29.5 

14 25 26 27 28 29 30 31 

15 26.5 27.5 28.5 29.5 30.5 31.5 32.5 

16 28 29 30 31 32 33 34 

17 29.5 30.5 31.5 32.5 33.5 34.5 35.5 

18 31 32 33 34 35. 36 37 

19 32.5 33.5 34.5 35.5 36.5 37.5 38.5 

20 34 35 36 37 38 39 40 
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Table 21-5. Trench Widths Soil Type B 

Trench Widths Soil Type B  
at Top of Excavations, W1 (ft)  

Depth of Excavation  

TD (ft)  

Width at Bottom of Excavat ion  
WB (ft)  

4 5 6 7 8 9 10 

5 14 15 16 17 18 19 20 

6 16 17 18 19 20 21 22 

7 18 19 20 21 22 23 24 

8 20 21 22 23 24 25 26 

9 22 23 24 25 26 27 28 

10 24 25 26 27 28 29 30 

11 26 27 28 29 30 31 32 

12 28 29 30 31 32 33 34 

13 30 31 32 33 34 35 36 

14 32 33 34 35 36 37 38 

15 34 35 36 37 38 39 40 

16 36 37 38 39 40 41 42 

17 38 39 40 41 42 43 44 

18 40 41 42 43 44 45 46 

19 42 43 44 45 46 47 48 

20 44 45 46 47 48 49 50 

 

Table 21-6. Trench Widths Soil Type C 

Trench Widths Soil Type C 
at Top of Excavations, W1 (ft)  

Depth of Excavation  
TD (ft)  

Width at Bottom of Excavation  
WB (ft)  

4 5 6 7 8 9 10 

5 19 20 21 22 23 24 25 

6 22 23 24 25 26 27 28 

7 25 26 27 28 29 30 31 

8 28 29 30 31 32 33 34 

9 31 32 33 34 35 36 37 

10 34 35 36 37 38 39 40 

11 37 38 39 40 41 42 43 

12 40 41 42 43 44 45 46 

13 43 44 45 46 47 48 49 

14 46 47 48 49 50 51 52 

15 49 50 51 52 53 54 55 

16 52 53 54 55 56 57 58 

17 55 56 57 58 59 60 61 

18 58 59 60 61 62 63 64 

19 61 62 63 64 65 66 67 

20 64 65 66 67 68 69 70 



Direct Line Communications – Safety Manual Page 83 
 

  

Field Telecommunications 

 
Purpose  

To identify the minimal policies and procedures for safety, health, and environmental processes. 

Scope  

These policies and procedures apply to all Operating Unit facilities and project sites. 

Definitions  

Aerial liftsðAerial lifts include the following types of vehicle-mounted aerial devices used to elevate 
personnel to jobsites above ground: 

Á Extensible boom platforms 

Á Aerial ladders 

Á Articulating boom platforms 

Á Vertical towers 

Á A combination of any of the above. 

These devices are made of metal, wood, fiberglass reinforced plastic, or other material; powered or manually 
operated; and deemed to be aerial lifts, even if they are not capable of rotating about a substantially vertical 
axis. 

Aerial splicing platformðThis consists of a platform, approximately 3 ft (0.91 m) by 4 ft (1.22 m), used to 
perform aerial cable work. Aerial splicing platforms are furnished with fiber or synthetic ropes for supporting 
the platform from an aerial strand, detachable guy ropes for anchoring it, and a device for raising and lowering 
it with a handline. 

Aerial tentðA small tent usually constructed of vinyl-coated canvas that is usually supported by light metal or 
plastic tubing. It is designed to protect employees in inclement weather while working on ladders, aerial 
splicing platforms, or aerial devices. 

Alive or live (energized)ðCondition of being electrically connected to a source of potential difference, or a 
source that can potentially produce an electrical charge that is significantly different from that of the earth in the 
vicinity. The terms ñliveò and ñenergizedò are sometimes used in the place of the term ñcurrent-carryingò to 
avoid repeating the longer term where the meaning has been established and is clear. 

BarricadeðA physical obstruction such as tapes, cones, or A-frame type wood or a metal structure intended to 
warn and limit access to a work area. 

Barr ierðA physical obstruction intended to prevent contact with energized lines or equipment or prevent 
unauthorized access to work area. 

BondðAn electrical connection from one conductive element to another for the purpose of minimizing 
potential differences, providing suitable conductivity for fault current or mitigation of leakage current and 
electrolytic action. 

CableðA conductor with insulation, a stranded conductor with or without insulation and other coverings 
(single-conductor cable), or a combination of conductors insulated from one another (multiple-conductor cable). 

Cable sheathðA protective covering applied to cables. A cable sheath may consist of multiple conductive 
layers. 

CircuitðA conductor or system of conductors through which an electric current is intended to flow. 



Direct Line Communications – Safety Manual Page 84 
 

Communication linesðThe conductors and their supporting structures for telephone, telegraph, railroad signal, 
data, clock, fire, police alarm, community television antenna, and other systems used for public or private signal 
or communication services. These conductors operate at potentials not exceeding 400 V to ground or 750 V 
between any two points of the circuit and do not exceed transmitted power of 150 W. When communications 
lines operate at less than 150 V to ground, no limit is placed on the capacity of the system. Specifically designed 
communications cables can include communication circuits that do not comply with the preceding limitations. 
Circuits that do not comply with the previous limitations may also be used to supply power to communication 
equipment. 

ConductorðA material, usually in the form of a wire, cable, or bus bar, suitable for carrying an electric 
current. 

CoversðA solid barrier fastened over holes in the working surface to prevent falls. 

Effectively groundedðCondition of being intentionally connected to earth through a ground connection, or a 
connection of sufficiently low impedance, that has sufficient current-carrying capacity to prevent the build-up 
of voltages. Built-up voltages can result in undue hazard to connected equipment or persons. 

EquipmentðA general term including materials, fittings, devices, appliances, fixtures, apparatus, and similar 
items used as part of, or in connection with, a supply or communications installation. 

Ground (reference)ðThat conductive body, usually earth, to which an electric potential is referenced. 

Ground (as a noun)ðA conductive connection, whether intentional or accidental, by which an electric circuit 
or equipment is connected to reference ground. 

Ground (as a verb)ðThe connecting or establishment of a connection, whether by intention or accident, of an 
electric circuit or equipment to reference ground. 

Ground tentðA small tent usually constructed of vinyl-coated canvas supported by a metal or plastic frame. 
Ground tents protect employees from inclement weather while working at buried cable pedestal sites or similar 
locations. 

Grounded conductorðA system or circuit conductor that is intentionally grounded.  

Grounded systemsðA system of conductors in which at least one conductor or point (usually the middle wire 
or the neutral point of transformer or generator windings) is intentionally grounded, either solidly or through a 
current-limiting device (not a current-interrupting device). 

Grounding electrode conductor (grounding conductor)ðA conductor used to connect equipment or the 
grounded circuit of a wiring system to a grounding electrode. 

GuardrailsðStandard guardrails consist of a top rail, located 42 inches (1.07 m) above the floor, and a midrail. 
Screens and mesh may be used to replace the midrail as long as they extend from the top rail to the floor. 

InsulatedðSeparated from other conducting surfaces by a dielectric substance (including air space) offering a 
high resistance to current conductivity. To categorize an object as ñinsulated,ò it must be insulated in a suitable 
manner for the conditions to which it is subjected. Otherwise, it is, within the purpose of these rules, 
uninsulated. Insulating coverings of conductors is one way to make the conductor insulated. 

Insulation (as applied to cable)ðThe material that insulates the conductor from other conductors, conducting 
parts, or ground. 

Ladder platformðA device designed to facilitate working aloft from an extension ladder. A typical device 
consists of a platform (approximately 9 inches (22.86 cm) by 18 inches (45.72 cm)) hinged to a welded pipe 
frame. The rear edge of the platform and the bottom cross-member of the frame are equipped with latches to 
lock the platform to ladder rungs. 

Ladder seatðA removable seat on rolling ladders in telecommunication centers used to facilitate work at an 
elevated position.  

Microwave transmissionðCommunicating or signaling with a frequency between 1 GHz and 300 GHz. 

Nominal voltageðThe value assigned to a system or circuit of a given voltage class for the purpose of 
convenient designation. The actual voltage can vary above or below this value.  

Personal fall arrest systemsðComponents of a personal fall arrest system include a full body harness, 
lanyard, lifeline, connector, and an anchor point capable of supporting at least 5,000 lb (2,268 kg). 
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Pole balcony or seatðA balcony or seat used as a support for workmen at pole-mounted equipment or 
terminal boxes. A typical device consists of a bolted assembly of steel details and a wooden platform. Steel 
braces run from the pole to the underside of the balcony. A guardrail (approximately 30 inches (76.20 cm) high) 
may be provided. 

Pole platformðA platform intended for use by a worker in splicing and maintenance operations in an elevated 
position adjacent to a pole. Pole platforms are equipped at one end with a hinged chain binder for securing the 
platform to a pole. A brace from the pole to the underside of the platform is also provided. 

Positioning device systemsðA harness allowing a person to work on a vertical surface, such as a wall, with 
both hands free. 

Qualified employeeðAny worker who, by direct result of training and experience, has demonstrated the ability 
to safely perform required duties.  

Qualified line clearance tree trimmerðA tree worker who, through related training and  
on-the-job experience, is familiar with the special techniques and hazards involved in line clearance. 

Qualified line clearance tree trimmer traineeðAny worker regularly assigned to a line clearance tree 
trimming crew who is undergoing on-the-job training and who, in the course of the training, has demonstrated 
the ability to perform the duties required by the job. 

Safety net systemsðA system of nets installed as close as possible under the work area, designed to reduce or 
eliminate falls. 

System operator or ownerðThe person or organization that operates or controls the electrical conductors in a 
system. 

Telecommunications centerðAn installation of communication equipment under the exclusive control of an 
organization providing telecommunications service that is located outdoors or in a vault, chamber, or building 
space used primarily for such installations. Telecommunication centers are facilities established, equipped, and 
arranged in accordance with engineered plans for the purpose of providing telecommunications service. They 
may be located on premises owned or leased by the organization providing telecommunication service or others. 
This definition includes switch rooms (whether electromechanical, electronic, or computer controlled), terminal 
rooms, power rooms, repeater rooms, transmitter and receiver rooms, switchboard operating rooms, cable 
vaults, and miscellaneous communications equipment rooms. Simulation rooms of telecommunication centers 
for training or developmental purposes are also included. 

Telecommunications derricksðRotating or nonrotating derrick structures permanently mounted on vehicles 
for the purpose of lifting, lowering, or positioning hardware and materials used in telecommunications work. 

Telecommunication line truckðA truck used to transport workers, tools, and material and serve as a traveling 
workshop for telecommunication installation and maintenance work. It is sometimes equipped with a boom and 
auxiliary equipment for setting poles, digging holes, and elevating material or workers. 

Telecommunication serviceðThe furnishing of a capability to signal or communicate at a distance by means 
such as telephone, telegraph, police and fire alarm, community antenna television, or similar system, using wire, 
conventional cable, coaxial cable, wave guides, microwave transmission, or other similar means. 

Unvented vaultðAn enclosed vault in which the only openings are access openings. 

VaultðAn enclosure above or below ground that personnel can enter and is used for the purpose of installing, 
operating, and/or maintaining equipment and/or cable that need not be of submersible design.  

Vented vaultðAn enclosure with provision for air changes using exhaust flue stacks and low-level air intakes. 
Vented vaults use pressure and temperature differentials to provide airflow. 

Voltage of an effectively grounded circuitðThe voltage between any conductor and ground unless otherwise 
indicated.  

Voltage of a circuit not effectively groundedðThe voltage between any two conductors. If one circuit is 
directly connected to and supplied from another circuit of higher voltage (as in the case of an autotransformer), 
both are considered to be the higher voltage, unless the circuit of lower voltage is effectively grounded. If the 
lower voltage circuit is effectively grounded, its voltage is not determined by the higher voltage circuit. Direct 
connection implies electrical connection, as opposed to electromagnetic or electrostatic induction. 
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General Requirements  

Approach Distances to Exposed Energized Overhead Power Lines and Equipment Parts  

Employees must not approach or take a conductive object closer to any electrically energized overhead power 
lines and parts than prescribed in Table 1-7, unless: 

Á The employee is insulated or guarded from the energized parts (insulating gloves rated for the 
voltage involved are considered adequate insulation). 

Á The energized parts are insulated or guarded from the employee and any other conductive object at a 
different potential. 

Á The power conductors and equipment are de-energized and grounded. 

Table 1-7. Minimum Allowable Clearances for Employees Working on Energized or Nongrounded 
Electrical Lines or Equipment 

Voltage  
(kV, Phase -to-Phase) 

Minim um Distance  
Uncovered Line (ft)  

0 to 15  2  

15 to 35  3  

36 to 69  4  

70 to 115  6  

116 to 365 8  

500 11  

700 15  

Illumination of Field Work  

Whenever natural light is insufficient to adequately illuminate the work site, ensure that artificial illumination is 
provided to enable the employee to perform the work safely. 

Training  

Training must consist of on-the-job or classroom training and include the following subjects: 

Á Recognition and avoidance of dangers relating to encounters with harmful substances, animals, 
insects, or plant life 

Á Procedures to be followed in emergency situations 

Á First aid training, including instruction in CPR 

Employee training must be documented, and records must be prepared at the completion of training. Records 
must be maintained on file for the duration of the employeeôs employment. 

Employee Protection in Public Work Areas  

Precautions must be taken to protect employees when work is conducted in areas where vehicles or pedestrians 
might be a hazard. Such precautions include: 

Á Using warning signs, warning flags, or other traffic control devices to alert and direct approaching 
traffic. 

Á Using warning lights at night. 

Á Placing protective barriers around excavations. 

Á Placing danger signs and barriers, as needed, around exposed energized or moving parts. 

If an employee finds any crossed or fallen wires that can create a hazardous situation, the employee must: 

Á Remain on guard or adopt other means to warn other employees of the danger. 

Á Have the proper authority notified at the earliest practical moment. 
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Personal Protective Equipment and Tools (General)  

The Direct Line Communications, Inc. provides all PPE, protective devices, and special tools that employees 
need to complete their work and ensures that employees use the protective equipment and tools as intended. 

Before each dayôs use, the Company must ensure that all personal protective devices, tools, and equipment are 
carefully inspected by a competent person to ascertain whether they are in good condition. 

Appropriate head and eye protection must be provided and used 100% of the time during all work operations. 

Flame-type heaters may not be used within ground tents or on platforms within aerial tents unless: 

Á The tent covers are constructed of fire resistant materials. 

Á Adequate ventilation is provided to maintain safe oxygen levels and avoid harmful buildup of 
combustion products and combustible gases. 

Torches may be used on aerial splicing platforms or in buckets enclosed by tents if the tent material is 
constructed of fire-resistant material and the torch is turned off when not in actual use. Ensure that aerial tents 
are adequately ventilated while the torch is in operation. 

Portable generators, 120 V or less, used for providing power at work locations do not require grounding if the 
output circuit is completely isolated from the frame or the unit. 

Vehicle-mounted utility generators used for providing 240 V AC or less for powering portable tools and 
equipment need not be grounded to earth if all of the following conditions are met: 

Á One side of the voltage source is solidly strapped to the metallic structure of the vehicle. 

Á Grounding-type outlets are used with a ñgroundingò conductor between the outlet grounding 
terminal and the side of the voltage source that is strapped to the vehicle. 

Á All metal-encased tools and equipment that are powered from this system are equipped with three-
wire cords and grounding-type attachment plugs. 

Rubber Insulating Equipment  

Rubber insulating equipment, including gloves and blankets, designed for appropriate voltage levels must be 
provided and used. 

All insulating gloves and other equipment must be retested electrically, visually, and mechanically, following 
the specific retesting intervals provided in Table 1-8. 

Table 1-8. Gloves, Blankets, and Other Insulating Equipment 

 Natural Rubber  Synthetic Rubber  

New 12 months 18 months 

Re-Issued  9 months 15 months 

 

Insulating gloves must be stored in glove bags or in their original containers when not in use. Insulating 
blankets must be stored in a canister or other device that offers equivalent protection. 

Rubber gloves must be visually inspected and air tested before each dayôs use. 

Personal Climbing Equipment  

Observe the following guidelines during operations in which employees are required to climb structures: 

Á Ensure that telecommunication linemanôs belts and safety straps are provided and used when work is 
performed more that 4 ft (1.22 m) above ground, on poles, and on towers. 

Á Ensure that telecommunication linemanôs body belts, safety straps, and lanyards meet materials, 
construction, and testing requirements. 

Á Ensure that pole climbers meet material, construction, and testing requirements. 

Á Do not use pole climbers if the gaffs are less that 1/4 inch (0.64 cm) in length as measured on the 
underside of the gaff. Cover the gaffs of pole climbers with safety caps when they are not being used 
for their intended use. 
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Á Ensure that pole climbers are inspected by a competent person for fractured or cracked gaffs or leg 
irons, loose or dull gaffs, and broken straps or buckles. Defects must be corrected before using the 
climbers. 

Á Inspect pole climbers before each dayôs use and perform a gaff cut-out test at least once a week 
when in use. 

Never wear pole climbers when: 

Á Working in trees (use specifically designed tree climbers for tree climbing). 

Á Working on ladders. 

Á Working in an aerial lift. 

Á Driving a vehicle. 

Á Walking on rocky, hard, frozen, brushy, or hilly terrain. 

Ladders  

Observe the following guidelines during operations that require the use of ladders: 

Á Do not allow employees, materials, or equipment to be placed on any portion of a ladder until the 
ladder has been inspected by a competent person and is determined to be adequately strong, in good 
working condition, and properly secured. 

Á The spacing between steps or rungs permanently installed on poles and towers must be no more than 
18 inches (45.72 cm) (36 inches (91.44 cm) on any one side). This requirement also applies to fixed 
ladders on towers, when towers are so equipped. 

Á Fixed ladder rungs and step rungs for poles and towers must have a minimum diameter of 5/8 inch 
(1.59 cm). 

Á Fixed ladder rungs must have a minimum clear width of 12 inches (30.48 cm). 

Á Steps for poles and towers must have a minimum clear width of 4.5 inches (11.43 cm). 

Á The spacing between detachable steps may not exceed 30 inches (76.20 cm) on any one side, and 
these steps must be properly secured when in use. 

Á Portable wood ladders may not be painted, but it may be coated with a translucent nonconductive 
coating. 

Á Portable wood ladders may not be longitudinally reinforced with metal. 

Á Portable wood ladders that are not being carried on vehicles and are not in active use must be stored 
where they will not be exposed to the elements and where there is good ventilation. 

Á Ladders or stairways on scaffolds used for access and egress must be affixed or built into the 
scaffold by proper design and engineering. Locate ladders so that using them will not disturb the 
stability of the scaffold. 

Á When a ladder is supported by an aerial strand and ladder hooks or other supports are not being used, 
ensure that the ladder is extended at least 2 ft (0.61 m) above the strand. To secure the ladder 
adequately, lash a safety strap around the strand and ladder side rail. 

Á When a ladder is supported by a pole, securely lash it to the pole unless the ladder is specifically 
designed to prevent movement when used in this application. 

Á Ensure that metal manhole ladders are free of structural defects and free of hazards such as sharp 
edges and burrs. The metal must be protected against corrosion unless it is inherently corrosion-
resistant. 

Á The ladders may be designed with parallel side rails, with side rails varying uniformly in separation 
along the length (tapered), or side rails flaring at the base to increase stability. 

Á Ensure that ladder rungs or steps use 12-inch (30.48-cm) centers. 

Á Connections between rungs or steps and side rails must be constructed to ensure rigidity and 
strength. 

Á Rungs and steps must be corrugated, knurled, dimpled, coated with skid-resistant material, or 
otherwise treated to minimize the possibility of slipping. 
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Vehicle -Mounted Material Handling Devices and Other Mechanical Equipment  

Ensure that a competent person inspects all equipment daily to ensure that it is in good working condition. 

Ensure that a competent person inspects the braking and operating systems of all vehicles daily to ensure proper 
working condition. 

Ensure that the following equipment used in telecommunications work has rollover protective structures: 

Á Rubber-tired, self-propelled scrapers 

Á Rubber-tired front-end loaders 

Á Rubber-tired dozers 

Á Agricultural and industrial tractors 

Á Crawler tractors 

Á Crawler-type loaders 

Á Motor graders, with or without attachments 

Do not operate vehicle-mounted elevating and rotating work platforms, derrick trucks, or similar equipment 
with any conductive parts of the equipment closer to exposed energized power lines than the clearance set forth 
in Table 1-7. 

Ensure that the moving parts of equipment and machinery carried or mounted on telecommunication line trucks 
are guarded. 

Derricks and the operation of derricks must comply with the following requirements: 

Á Manufacturerôs specifications, load ratings, and instructions for derrick operation must be strictly 
observed. 

Á Rated load capacities and instructions related to derrick operation must be conspicuously posted on a 
permanent weather-resistant sign or decal in a location on the derrick that is plainly visible to the 
derrick operator. 

Á Before derrick operation, set the parking brake and extend the stabilizers if the vehicle is so 
equipped. When the vehicle is situated on a grade, chock at least two wheels on the downgrade side. 

Á Ensure that only persons who are adequately trained operate the derrick. 

Á Use hand signals to communicate with derrick operators as prescribed by ANSI B30.6, ñSafety Code 
for Derricks.ò 

Á Ensure that a competent person inspects all derricks and their associated equipment at intervals set 
by the manufacturer and at least once per year. Maintain inspection records, including the date of 
inspection, necessary repairs made, and any corrective action that was required. 

Á Modifications to the derrick and its associated equipment that alter its capacity or affect its safe 
operation must only be made with written certification from the manufacturer or other equivalent 
entity, such as a nationally recognized testing laboratory. The certification must state that modifying 
the equipment enhances equipment safety when used as intended. After any modifications, obtain 
new ratings or limitations from the manufacturer or other equivalent authority. Change and post 
revised capacity and instruction decals or plates to reflect the new modifications. 

Á Wire rope used with derricks must consist of improved plow steel or equivalent. Wire rope safety 
factors must be in accordance with ANSI B30.6. 

Á Take wire rope out of service or remove the defective portion when any of the following conditions 
exist: 

Ç The rope strength has been significantly reduced due to corrosion, pitting, or excessive heat. 

Ç The thickness of the outer wires of the rope has been reduced to two-thirds or less of the original 
thickness. 

Ç There are more than six broken wires in any one-rope lay. 

Ç There is excessive permanent distortion caused by kinking, crushing, or severe twisting of the 
rope. 
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Material Handling and Storage  

When working with poles in piles or stacks, work from the ends of the poles as much as possible and take 
precautions for the safety of employees at the other end of the pole. 

During pole hauling operations, secure all loads to prevent displacement. Display lights, reflectors, and flags on 
the end and sides of the load as necessary. 

Before unloading steel, poles, cross arms, and similar material, examine the load thoroughly to ascertain that the 
load has not shifted, the binders or stakes have not broken, and the load is not otherwise hazardous to 
employees. 

The operator must not leave the controls of the hoisting machinery while a load is suspended. 

Cable reels in storage must be chocked or otherwise restrained when there is a possibility that they might roll 
from position. 

Cable Fault Locating and Testing  

Employees involved in using high voltages to locate trouble or test cables must be instructed in the precautions 
necessary for their own safety and the safety of other employees. 

Before voltage is applied, isolate cable conductors to the extent that it is practical. Warn employees to stay clear 
while the voltage is applied by such techniques as pre-job briefing and tagging at all affected locations. 

Rubber insulated equipment designed for the voltage levels to be encountered will be provided. The competent 
person on site for Direct Line Communications, Inc. MUST inspect the equipment to be used daily before use. 

No employee will test a paper or pulp cable by the utilization of a breakdown set without approval from their 

Direct Line Communication’s supervisor that no other worker, employer or contractor is working on the 

affected route of cable before engaging the high voltage burn. Anyone who violates this policy is subject to 

immediate termination. This is a life threatening and serious situation and needs to be treated as such at all 

times. 

All Supervisors engaged in this process must obtain verification from our client that anyone potentially exposed 

to the high voltage burn for the testing of the line has been notified. The Direct Line Communication’s 

supervisor MUST receive verbal verification from the client that the cable route is clear before giving the order 

to commence the test. The supervisor must document who he/she spoke with at our client, the time and how 

everyone else was notified. This will become a part of that job’s file. Any supervisor that violates this policy is 

subject to immediate termination. 

Grounding for Employee Protection ðPole Lines  

Consider electric power conductors and equipment on pole lines (including nonworking open communication 
wires, vertical power conduit, power ground wires, and light fixtures) as energized unless the employee can 
visually determine that they are bonded to specific grounds. 

Acceptable grounds for protective grounding are as follows: 

Á A vertical ground wire that has been tested, found safe, and is connected to a power system 
multigrounded neutral or the grounded neutral of a power secondary system when there are at least 
three services connected 

Á Communication cable sheath or shield and its supporting strand where the sheath or shield is bonded 
to one of the following: 

Ç An underground or buried cable connected to a central office ground 

Ç An underground metallic piping system 

Ç A power system multigrounded neutral or grounded neutral of a power secondary system that has 
at least three services connected 

Á Guys that are bonded to the grounds identified in the previous two requirements and have continuity 
uninterrupted by an insulator 

Á Arrays of driven ground rods where the resultant resistance to ground is low enough to eliminate 
danger to personnel or permit prompt operation of protective devices (if all of the preceding grounds 
are not available) 
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When attaching grounds (bonds), make the first attachment to the protective ground. When removing bonds, the 
connection to the line or equipment must be removed first. Wear insulating gloves during these operations. 

Temporary grounding of suspension strand must comply with the following: 

 

These requirements do not apply to the installation of insulated strand. 

 

Á The suspension strand must be grounded to the acceptable grounds listed above when being placed 
on jointly-used poles or during thunderstorm activity. 

Á Where power crossings are encountered on nonjoint lines, the strand must be bonded to an 
acceptable ground as close as possible to the crossing. This bonding is not required where crossings 
are made on a common crossing pole unless there is an upward change in grade at the pole. 

Á Where roller-type bonds are used, they must be restrained to avoid stressing the electrical 
connections. 

Á Bonds between the suspension strand and the existing ground must be a least  
#6 AWG copper. 

Á Temporary bonds must be left in place until the strand has been tensioned, dead-ended, and 
permanently grounded. 

Requirements for proper grounding at antenna work-radio transmitting stations of 3 to 30 MHz include: 

Á Before grounding a radio-transmitting station antenna, the responsible person in charge must: 

Ç Prepare a danger tag including his or her signature. 

Ç Request the transmitting technician to shut down the transmitter and ground the antenna with the 
grounding switch. 

Ç Be notified by the transmitting technician that the transmitter has been shut down. 

Ç Tag an antenna ground switch personally in the presence of the transmitting technician after the 
antenna has been grounded by the transmitting technician. 

Á Do not, under any circumstances, apply power to the antenna or open the grounding switch while the 
tag is affixed. 

Á Where no grounding switches are provided, use grounding sticks, one on each side of line, and place 
tags on the grounding sticks, antenna switch, or plate power switch in a conspicuous place. 

Á All radio frequency line wires must be tested for pickup with an insulated probe before they are 
handled with bare hands or metal tools. 

Á The transmitting technician must give adequate warning about adjacent lines that are or can become 
energized. 

Á When antenna work has been completed, the person in charge of the job returns to the transmitter, 
notifies the transmitting technician in charge that work has been completed, and personally removes 
the tag from the antenna ground switch. 

Overhead Lines  

When installing cable suspension strand on poles carrying exposed energized power conductors, employees 
must wear insulating gloves and avoid body contact with the strand until after it has been tensioned, dead-
ended, and permanently grounded. 

The strand must be restrained against upward movement during installation: 

Á On joint-use poles, where there is an upward change in grade at the pole. 

Á On nonjoint-use poles, where the line crosses under energized power conductors. 

Unless adequate railings are provided, use safety straps and body belts while working on elevated work 
platforms such as aerial splicing platforms, pole platforms, ladder platforms, and terminal balconies. 

Wear safety straps and body belts when working at elevated positions on poles, towers, or similar structures that 
do not have adequately guarded work areas. 
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Before installing or removing wire or cable, the pole or structure must be guyed, braced, or otherwise 
supported, as necessary, to prevent failure of the pole or structure. 

When using cranes, derricks, or other mechanized equipment for setting, moving, or removing poles, take all 
necessary precautions to avoid contact with energized power conductors or equipment. 

The following precautions must be taken when handling poles near energized power conductors or equipment: 

Á Joint-use poles may not be set, moved, or removed where the nominal voltage of open electrical 
power conductors exceed 34.5 kV phase-to-phase (20 kV to ground). 

Á Poles that are to be placed, moved, or removed during heavy rains, sleet, or wet snow in joint lines 
carrying more than 8.7 kV phase-to-phase voltage (5 kV to ground) must be guarded or otherwise 
prevented from direct contact with overhead energized power conductors. 

Á In joint lines where the power voltage is greater than 750 V but less than 34.5 kV phase-to-phase (20 
kV to ground), insulate wet poles that are being placed, moved, or removed with a rubber insulating 
blanket, a fiberglass box guide, or equivalent protective equipment. 

Á In joint lines where the power voltage is greater than 8.7 kV phase-to-phase (5 kV to ground) but 
less than 34.5 kV phase-to-phase (20 kV to ground), insulate dry poles that are being placed, moved, 
or removed with either a rubber insulating blanket, a fiberglass box guide, or equivalent protective 
equipment. 

Á Wear insulated gloves when handling the pole with either hands or tools when there is a possibility 
that the pole might contact a power conductor. Where the voltage to ground of power conductor 
exceeds 15 kV to ground, Class II gloves must be used. For voltages not exceeding 15 kV to ground, 
Class I gloves must be used. 

Á The guard or insulating material used to protect the pole must meet the voltage test requirements of 
ANSI. 

Á If there is a possibility of contact between an energized power conductor and the pole or the vehicle-
mounted equipment used to handle the pole, observe the following precautions: 

Ç When on the vehicle that carries the derrick, avoid all contact with the ground, persons standing 
on the ground, and all grounded objects such as guys, tree limbs, or metal signposts. To the 
extent feasible, remain on the vehicle as long as the possibility of contact exists. 

Ç When it is necessary to leave the vehicle, step onto an insulating blanket and break all contact 
with the vehicle before stepping off the blanket and onto the ground. As a last resort, if a blanket 
is not available, the employee may jump cleanly from the vehicle. 

Ç When it is necessary to enter the vehicle, first step onto an insulating blanket and break all 
contact with the ground, grounded objects, and other persons before touching the truck or 
derrick. 

Climbing and working above the level of the lowest electric power conductor on a pole is prohibited, except: 

Á Where communication facilities are attached above the electric power conductors and a rigid fixed 
barrier is installed between the electric power facility and the communications facility. 

Á Where the electric power conductors are cabled secondary service drops carrying less than 300 V to 
ground and are attached 40 inches (1.02 m) or more below the communications conductors or cables. 

Do not use metal measuring tapes, metal measuring ropes, or tapes containing conductive strands when working 
near exposed energized parts. Where it is necessary to measure clearances from energized parts, use only 
nonconductive devices. 

Testing Poles 

Unless temporary guys or braces are attached, the following poles must be tested and determined to be safe 
before permitting employees to climb them: 

Á Dead-end poles, except properly braced or guyed ñYò or ñTò cable junction poles 

Á Straight line poles that are not storm guyed and where adjacent span lengths exceed 165 ft (50.29 m) 

Á Poles at which there is a downward change in grade and that are not guyed or braced corner poles or 
cable junction poles 

Á Poles that support only telephone drop wire 
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Á Poles that carry less than 10 communication line wires (on joint-use poles, power line wire can be 
considered as two communication wires) 

Refer to the ñTesting of Wood Polesò section in this chapter for detailed information about testing wood poles. 

One of the following methods, discussed in detail in the ñTesting of Wood Polesò section in this chapter or an 
equivalent method must be used for testing wood poles: 

Á Hammer method 

Á Rocking test 

Poles or structures determined to be unsafe by test or observation may not be climbed until made safe by 
guying, bracing, or other adequate means. Poles determined to be unsafe to climb must, until they are made 
safe, be tagged in a conspicuous place to alert and warn all employees of the unsafe condition. 

Testing and Inspecting Strands  

Before attaching a splicing platform to a cable suspension strand, the strand must be tested and determined to 
have strength sufficient to support the weight of the platform and the employee. Where the strand crosses above 
power wires or railroad tracks, substitute the strand test with an adequate inspection. 

The following method or an equivalent method must be used for testing the strength of the strand: 

10. Throw a rope, at least 3/8-inch (0.95-cm) in diameter, over the strand. 

11. On joint lines, pass the rope over the strand using tree pruner handles or a wire-raising tool. 

12. If two employees are present, both should grip the double rope and slowly transfer their entire 
weight to the rope and attempt to raise themselves off the ground. 
 
If only one employee is present, tie one end of the rope (which has been passed over the strand) to 
the bumper of the truck or other equally secure anchor. The employee can then grasp the other end 
of the rope and attempt to raise himself off the ground. 

Where a strand passes over electric power wires or railroad tracks, inspect it from an elevated working position 
at each pole supporting the span in question. The strand may not be used to support any splicing platform, 
scaffold, or cable car if any of the following conditions exist: 

Á Corrosion so that no galvanizing can be detected 

Á One or more wires of the strand are broken 

Á Worn spots 

Á Burn marks such as those caused by contact with electric power wires 

Microwave Transmission  

Employees must not look into an open waveguide connected to an energized source of microwave radiation. 

Accessible areas to microwave communication systems where the electromagnetic radiation level exceeds the 
radiation protection guide must be posted as required. 

When an employee works in an area where the electromagnetic radiation exceeds the radiation protection guide, 
appropriate measures must be instituted that ensure that the employeeôs exposure is not greater than that 
permitted by the radiation guide. Such measures must include, but are not limited to, those of an administrative 
or engineering nature or those involving PPE.  

Tree Trimming  

When trimming trees, adhere to the following guidelines: 

Á When pruning, trimming, removing, or clearing trees from lines, consider all overhead and 
underground electrical power conductors to be energized with potential fatal voltage, never to be 
touched (contacted) directly or indirectly. 

Á Employees engaged in line-clearing operations must be instructed on the following: 

Ç Direct contact is made when any part of the body touches or contacts an energized conductor or 
other energized electrical fixture or apparatus. 
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Ç Indirect contact is made when any part of the body touches any object in contact with an 
energized electrical conductor or other energized fixture or apparatus. 

Ç Indirect contact can be made through conductive tools, tree branches, trucks, equipment, or other 
objects or as a result of communications wires, cables, fences, or guy wires being accidentally 
energized. 

Ç Electric shock occurs when an employee, by either direct or indirect contact with an energized 
conductor, energized tree limb, tool, equipment, or other object, provides a path for the flow of 
electricity to a grounded object or the ground itself. Simultaneous contact with two energized 
conductors also causes electric shock, which can result in serious or fatal injury. 

Á The employee and the foreman or supervisor in charge must closely inspect the work area before 
climbing, entering, or working around any tree to determine whether an electrical power conductor 
passes through the tree or within reaching distance of an employee working in the tree. If any of 
these conditions exist, directly or indirectly, an electrical hazard must be considered to exist unless 
the lines are de-energized or protective equipment installed. 

Á Only qualified employees, familiar with the special techniques and hazards involved in line 
clearance, are permitted to perform work where electrical hazards exist. 

Á During all tree-working operations aloft where an electrical hazard of more than 750 V exists, there 
must be a second employee qualified in line clearance tree trimming who can clearly and audibly 
communicate with the employee aloft. 

Á Where tree work is performed by employees qualified in line clearance tree trimming, the clearances 
from energized conductors given in Table 1-7 apply. 

Á Branches hanging on an energized conductor may only be removed using appropriately insulated 
equipment. 

Á Rubber footwear, including linemanôs overshoes, are not considered as providing any measure of 
safety from electrical hazards. 

Á Ladders, platforms, and aerial devices may not be brought in contact with an electrical conductor. 
Do not rely on their dielectric capabilities. 

Á When an aerial lift device contacts an electrical conductor, the truck supporting the aerial lift device 
must be considered as energized. 

Á Storm work and emergency conditions create special hazards. In situations where energized 
electrical power conductors are involved, only authorized representatives of the electric utility 
system operator or ownerðnot telecommunication workersðmay perform tree work. 

Á When an emergency condition develops due to tree operations, work must be suspended and the 
system operator or owner must be notified immediately. 

Telecommunication Operations  

Aerial Basket Operations  

When operating aerial baskets, adhere to the following guidelines: 

Á Visually inspect the bucket truck at the first job of the day where a basket is used. With the basket 
empty, the lower controls must be operated and checked before anyone goes aloft. 

Á No one on the ground may operate the lower controls to the bucket truck or basket while someone is 
in the basket, except in an emergency or when following the direct orders from the employee in the 
basket and the manufacturerôs specifications allow the worker to remain in the bucket. 

Á Park the truck out of traffic whenever possible. 

Á Ensure that the brakes are set before setting up the bucket truck.  

Á Use outriggers when the vehicle is equipped with them. 

Á Before operating outriggers: 

Ç Check to see that everyone is at a safe distance from the equipment. 

Ç Position the outriggers on firm ground. 
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Ç Use cribbing or mats under the outrigger pads, when necessary, to provide a solid footing. 

Ç Ensure the equipment is level before operating the boom. 

Á Employees riding in a basket must wear an approved full body harness with a shock-absorbing 
lanyard properly attached to the boom. 

Á Employees in the basket/bucket must wear a hard hat. All employees working in conjunction with 
the aerial lift must also wear a hard hat. 

Á Employees may not climb into or out of the basket while the basket is elevated, except in an 
emergency. Employees may not use safety belts to attach themselves to a structure while working in 
the basket. 

Á Keep the operating control box clear of materials and tools. No objects, except approved storage 
containers, are allowed to hang on the outside of the basket when working in an energized area. 

Á Cradle the boom when the bucket truck is being moved. Do not ride in a basket when the bucket 
truck is moving. 

Á Do not exceed the load limit designated by the basket manufacturer when loading the basket. 

Á Employees must position themselves below energized equipment when working on it, when 
practical. Work may be performed on only one conductor at a time. 

Á Employees who are working in a basket must not wear climbing hooks. 

Á On a two-basket bucket truck, no employee can change basket position without the knowledge of 
both employees, except in case of an emergency. No tools or equipment can be rigged to the basket 
if it makes the basket unstable. 

Á Exercise good housekeeping in the basket. 

Á Each insulated aerial lift device must be electrically tested every 12 months or when any repair is 
made that might alter the insulating quality of the unit. 

Operations from Poles and Structures (under 200  ft)  

When working on or around poles and structures under 200 ft (60.96 m) tall, adhere to the following guidelines: 

Á Before climbing poles and structures, an inspection, using an approved method, must be made to 
determine if the poles or structures are capable of sustaining the additional or unbalanced stresses to 
which they will be subjected by climbing or adding or removing coax cables, antennas, or 
equipment. 

Note: Before climbing any pole or structure, perform an inspection to determine if it can be climbed safely. 

Á If the pole or structure cannot withstand the loads that will be imposed, the pole must be braced, 
guyed, or otherwise supported to prevent failure. 

Á Before climbing a pole or structure, the employee must become acquainted with the physical layout 
and condition of the pole, structure, guys, and equipment on the structure on which work is to be 
performed. 

Á When climbing, employees must not stand on any foreign equipment that might be attached to the 
pole or structure or located near it. Employees should not trust that antennas, coax, pins, brackets, 
braces, guy wires, lines, or other potentially unstable equipment can support their weight. 

Á When climbing or working on steel poles, towers, tanks, structures 4 ft (1.22 m) or more above the 
ground or equipment, employees must wear an approved harnesses with shock-absorbing lanyard 
(fall protection system). Complete fall protection is mandatory. 

Á When the steel pole, tower, or structure is equipped with a ladder cage, ladder climbing safety 
system, or other fall protection system, the ladder must be used according to the manufacturerôs 
instructions. 

Á When the steel pole, tower, or structure is not equipped with an approved fall protection system, a 
qualified employee may climb the structure using a ñhook over hook,ò ñFirst-Man-Up,ò or other 
procedure to install vertical lifelines or other approved fall protection systems. All other employees 
must ascend and descend using the installed fall protection system. 
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Á When climbing wood poles and structures, an approved climbing belt with a safety strap must be 
used to ascend and descend the structure. 

Á When climbing wooden poles, care must be exercised to set the gaff securely in the pole and to 
avoid weather cracks, checks, knots, holes, nails, signs, grounds, or other pole attachments. All signs 
not owned by the power company must be removed from wood poles before climbing. 

Á When using climbing belts and safety straps, employees must visually verify that their safety snap is 
secure in the D-ring when strapping off. 

Á The safety belt must not be placed above the top-most attachment of the pole, the end of an arm, 
crossarm braces, or in any place where it might possibly slip off. The safety belt must not be placed 
around pins or similar parts of the structure that might break. 

Á Climbers must not be worn on the ground unless the employee plans to immediately climb another 
pole. If there are obstructions such as fences, large rocks, or uneven terrain, remove climbers before 
walking from one pole to another. 

Á Employees must use a gaff gauge to ensure that gaffs are properly sharpened and within safe length 
limits (11/4 inch (3.18 cm) minimum). 

Á  When storing climbers, cover gaffs with approved protectors. 

Á When two or more employees work on the same pole, one must reach the working position before 
the other leaves the ground. Descend the pole one at a time. 

Á A handline must be hung from the structure any time employees are working on the pole. 

Á Employees must attach a safety strap around the pole upon reaching their work locations. 

Á An employee who has been trained in pole top or tower rescue techniques and who has the tools and 
the ability to climb the structure must be on the ground whenever employees are working aloft. The 
ground employee must have his or her climbing tools out and ready for use. 

Á Each aerial lift truck shall be equipped with a first-aid kit. This kit shall contain supplies for the 
treatment of burns and/or a water gel burn blanket. 

Operations from Steel Structures (over 200 ft)  

When working on or around steel structures over 200 ft (60.96 m) tall, adhere to the following guidelines: 

Á Design an adequate personnel platform, based on the following: 

Ç The platform itself, except the guardrail system and body harness anchorage, must be capable of 
supporting, without failure, its own weight and at least five times the maximum intended load. 

Ç The platform and the suspension system must be designed by a qualified engineer or a qualified 
person competent in structural design. 

Ç The platform must be conspicuously posted with a plate that indicates the weight of the platform 
and its rated load capacity in personnel or maximum intended load. 

Ç The platform must be equipped with a guardrail system that meets the following requirements: 

Á A standard rail must have a top rail, intermediate rail, toe board, and vertical posts 
approximately 42 inches (1.07 m) in length. 

Á The posts must be spaced no more than 8 ft (2.44 m) apart and must be able to take a force of 
200 lb (90.72 kg) in any direction. 

Á The platform must be solid or constructed of mesh with holes no larger than 1/2 inch (1.27 
cm). 

Ç A grab rail must be installed inside the entire perimeter of the platform. 

Ç Access gates, if installed, must only be able to slide or swing inward. All gates must have a latch 
to lock them in position to prevent accidental opening. 

Á Provide headroom that allows employees to stand upright in the platform. 

Á Ensure that the platform protects employees from overhead if there is a danger of falling objects. 

Á Ensure that only a welder certified in American Welding Society (AWS) procedures fabricates or 
modifies the platform. 
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Á Ensure that platforms are used only for employees, their tools, and the necessary materials to do 
their job. 

Á Ensure that employees, tools, and materials are evenly distributed so that the platform remains level 
when hoisted. 

Á Ensure that platform rigging adheres to the following guidelines: 

Ç If the cage is being lifted by a bridled sling, it must be connected to a master sling in a manner 
that ensures that the load is evenly distributed among all the bridle slings. This bridle 
configuration must not be used for any purpose other than to lift the personnel platform. 

Ç Hooks on overhaul ball assemblies, lower load blocks, or other attachments must have safeties 
that can be locked when closed. 

Ç All material must be of the ferrous alloy type and specified for lifting. 

Ç All eyes in the wire rope must be fabricated with thimbles. 

Ç All rigging material used for lifting on the platform must have a safety factor of 10. 

Ç Rotation-resistant or fiber core wire rope must not be used. 

Ç Energized rigging procedures require specific parameters. 

Fall Protection  

Scope and Application  

Fall protection is required for most construction activities whenever the work is performed in an area that is 6 ft 
(1.83 m) higher than its surroundings. Exceptions to this rule include work done from scaffolds, ladders, 
stairways, derricks, and cranes and work involving electrical transmission and distribution. Also excluded is the 
performance of inspections, investigations, or assessments of existing conditions before the beginning or after 
the completion of construction. 

Description  

Fall protection is required whenever work is performed in an area 6 ft (1.83 m) above its surroundings and can 
generally be provided through the use of guardrail systems, safety net systems, or personal fall arrest systems.  

Conventional Fall Protection Systems  

A variety of fall protection systems are available, including: 

Á Covers 

Á Guardrails  

Á Personal fall arrest systems  

Á Positioning device systems  

Á Safety net systems  

Additi onal Precautions  

Protection from falling objects should also be provided. Keep work surfaces clear of material and remove debris 
at regular intervals. Use toe boards to prevent objects from being inadvertently kicked to a lower level. When 
necessary, canopies should be provided. 

Personnel Lifting Procedures  

When lifting an employee is necessary to perform work, adhere to the following guidelines: 

Á The Company must designate a competent person to verify that lifting an employee is necessary. The 
competent person must: 

Ç Attain documented authorization from the Company. 
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Ç Develop a written lift plan that remains on-site. Send a copy of the plan to the appropriate 
Company office. 

Ç Coordinate a lift meeting between the hoist operator and the signal person. 

Á Ensure that personnel are lifted using a certified personnel basket, unless the use of a personnel 
basket would be more hazardous. In the case of emergencies, employees may ride the down-haul 
ball. 

Á Ensure that employees use a two-way selective radio frequency system when lifting personnel: 

Ç As a safety precaution to prevent the down-haul ball or traveling blocks from contacting the head 
sheave (two-blocking). 

Ç So the signal person can communicate instantly to the operator and, in the case of an emergency, 
have the ability to shut off the motor on the hoist. 

Á Ensure that all the slings are attached when running the load line through a gin pole. Inspect the 
slings and sheaves before lifting employees. 

Á Ensure that a structural engineer certifies a gin pole before running the load line through the pole. 

Á Do not lift another load and employees at the same time. 

Á Do not exceed a rate of 200 ft per minute (60.96 m per minute) when lifting employees. Maintain 
controlled lowering at all times. 

Á Ensure that employees are not hoisted or lowered in winds, electrical storms, snow, ice, sleet, 
darkness, or any other adverse condition. 

Ç Do not lift employees in winds greater than 25 mph. 

Ç Do not lift or lower employees if the visibility of the hoist operator is hindered in any way. 

Á Ensure that the following distances from a power line are maintained for the hoist, load line, tag line, 
or any other attached appurtenances: 

Ç 50 kV and below must be no closer than 10 ft (3.05 m). 

Ç Lines over 50 kV must be no closer than 10 ft (3.05 m), plus 0.4 inches (1.02 cm) for each 
kilovolt over 50 kV. 

Á Tie the personnel platform to the structure before personnel get on or off if the platform cannot be 
landed. 

Á Ensure that employees in the personnel platform use a full body harness with the lanyard attached to 
the lower load block, overhaul ball, or a structural member inside the platform that will support the 
impact of a fall. 

Á Ensure that employees are attached to the platform or the structure with a lanyard when getting in or 
out of the platform. Use a double lanyard system for this procedure. 

Á Use tag lines unless they create a greater hazard. 

Inspection of Poles and Structures  

Before climbing poles and structures, an inspection by a qualified person shall be performed. When inspecting 
the pole, the following conditions must be checked. 

General Condition  

The pole should be inspected for buckling at the ground line and for an unusual angle with respect to the 
ground. Buckling and odd angles might indicate that the pole is rotten or is broken. 

Cracks  

The pole should be inspected for cracks. Horizontal cracks perpendicular to the grain of the wood can weaken 
the pole. Vertical ones, although not considered to be a sign of a defective pole, can pose a hazard to the 
climber, and employees should keep their gaffs away from such cracks while climbing. 

Holes  

Hollow spots and woodpecker holes can reduce the strength of a wood pole. 



Direct Line Communications – Safety Manual Page 99 
 

Shell Rot and Decay  

Rotting and decay are cutout hazards and are possible indications of the age and internal condition of the pole. 

Knots  

One large knot or several smaller ones at the same height on the pole might be evidence of a weak point on the 
pole. 

Depth of Setting  

Evidence of the existence of a former ground line substantially above the existing ground level might indicate 
the pole is no longer buried to a sufficient extent. 

Soil Conditions  

Soft, wet, or loose soil might not support any changes of stress on the pole. 

Burn Marks  

Burning from transformer failures or conductor faults could damage the pole so that it cannot withstand 
mechanical stress changes. 

Testing of Wood Poles  

Á The following tests are recognized as acceptable methods of testing wood poles: 

Hammer Test  

Rap the pole sharply with a hammer weighing about 3 lb (1.36 kg), starting near the ground line and continuing 
upward circumferentially around the pole to a height of approximately 6 ft (1.83 m). The hammer will produce 
a clear sound and rebound sharply when striking sound wood. Decay pockets will be indicated by a dull sound 
or a less pronounced hammer rebound. Also, prod the pole as near the ground line as possible using a pole prod 
or a screwdriver with a blade at least 5 inches (12.70 cm) long. If substantial decay is encountered, the pole is 
considered unsafe. 

Rocking Test  

Apply a horizontal force to the pole and attempt to rock it back and forth in a direction perpendicular to the line. 
Caution must be exercised to avoid causing power lines to swing together. The force may be applied either by 
pushing with a pike pole or pulling with a rope. If the pole cracks during the test, it must be considered unsafe. 

Á If the pole or structure cannot withstand the loads that will be imposed, it must be braced, guyed, or 
otherwise supported so as to prevent failure. 

Á Before climbing a pole or structure, the employee must become acquainted with the physical layout 
and condition of the conductors, poles, guys, and equipment on the structure on which work is to be 
performed. 

Á When climbing, employees must avoid standing on any foreign equipment that might be attached to 
the pole or structure or located near it. Employees should not trust their weight to pins, braces, guy 
wires, lines, or other such equipment that might be unstable. 

Á When climbing wooden poles, care must be exercised to set the gaff securely in the pole and to 
avoid weather cracks, knots, holes, nails, signs, grounds, or other pole attachments. All signs not 
owned by the power company must be removed from wood poles before climbing above them. 

Á When attaching the safety strap snap to the D-ring of a body belt, employees must visually verify 
that the snap is attached to the D-ring before relying on the strap to support their weight. 

Á The safety belt must not be placed above the top-most attachment of the pole, at the end of an arm, 
on crossarm braces, or in any place where it can slip off. The safety belt must not be placed around 
pins or similar parts of the structure that might break. 

Á Climbers must not be worn on the ground unless the employee plans to immediately climb another 
pole. If there are obstructions such as fences, large rocks, or uneven terrain, climbers need not be 
removed before walking from one pole to another. 
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Á Employees must use a gaff gauge to ensure gaffs are properly sharpened and within safe length (1-
1/4-inch minimum) limits. 

Á When climbers are stored, the gaffs must be covered with approved protectors. 

Á When two or more employees are to work on the same pole, one must reach the working position 
before the other leaves the ground. Descending the pole must be done one at a time. 

Á A handline must be hung from the structure anytime employees are working on the pole.  

Á Employees must attach a safety strap around the pole upon reaching their work location. 

Á An employee who has been trained in pole top/tower rescue techniques and who has tools and the 
ability to climb the structure must be on the ground whenever employees are working aloft. The 
ground employee must have the climbing tools out and ready for use. 

Á When climbing poles that support energized parts, a water-gel burn blanket must be readily available 
at the work location. 

 

Power Tools 
 

ELECTRIC POWER TOOLS  

 

Á Electric power operated tools shall either be of the approved double-insulated type or grounded in 

accordance. 

Á The use of electric cords for hoisting or lowering tools shall not be permitted. 

 

PNEUMATIC POWER TOOLS  

 

Á Pneumatic power tools shall be secured to the hose or whip by some positive means to prevent the 

tool from becoming accidentally disconnected. 

Á Safety clips or retainers shall be securely installed and maintained on pneumatic impact (percussion) 

tools to prevent attachments from being accidentally expelled. 

Á All pneumatically driven nailers, staplers, and other similar equipment provided with automatic 

fastener feed, which operate at more than 100 p.s.i. pressure at the tool shall have a safety device on 

the muzzle to prevent the tool from ejecting fasteners, unless the muzzle is in contact with the work 

surface. 

Á Compressed air shall not be used for cleaning purposes except where reduced to less than 30 p.s.i. 

and then only with effective chip guarding and personal protective equipment which meets the 

requirements of Subpart E of this part. The 30 p.s.i. requirement does not apply for concrete form, 

mill scale and similar cleaning purposes. 

Á The manufacturer's safe operating pressure for hoses, pipes, valves, filters, and other fittings shall 

not be exceeded. 

Á The use of hoses for hoisting or lowering tools shall not be permitted. 

Á All hoses exceeding 1/2-inch inside diameter shall have a safety device at the source of supply or 

branch line to reduce pressure in case of hose failure. 

Á Airless spray guns of the type which atomize paints and fluids at high pressures (1,000 pounds or 

more per square inch) shall be equipped with automatic or visible manual safety devices which will 

prevent pulling of the trigger to prevent release of the paint or fluid until the safety device is 

manually released. 

Á In lieu of the above, a diffuser nut which will prevent high pressure, high velocity release, while the 

nozzle tip is removed, plus a nozzle tip guard which will prevent the tip from coming into contact 

with the operator, or other equivalent protection, shall be provided. 
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Á "Abrasive blast cleaning nozzles." The blast cleaning nozzles shall be equipped with an operating 

valve which must be held open manually. A support shall be provided on which the nozzle may be 

mounted when it is not in use. 

 

FUEL POWERED TOOLS 

 

Á All fuel powered tools shall be stopped while being refueled, serviced, or maintained, and fuel shall 

be transported, handled, and stored in a safe manner. 

Á When fuel powered tools are used in enclosed spaces, the applicable requirements for concentrations 

of toxic gases and use of personal protective equipment shall be considered. 

 

 

 

HYDRAULIC POWERED TOOLS  

 

Á The fluid used in hydraulic powered tools shall be fire-resistant fluids approved under Schedule 30 

of the U.S. Bureau of Mines, Department of the Interior, and shall retain its operating characteristics 

at the most extreme temperatures to which it will be exposed. 

Á The manufacturer's safe operating pressures for hoses, valves, pipes, filters, and other fittings shall 

not be exceeded. 

 

POWDER ACCTUATED TOOLS  

 

Á Only employees who have been trained in the operation of the particular tool in use shall be allowed 

to operate a powder-actuated tool. 

Á The tool shall be tested each day before loading to see that safety devices are in proper working 

condition. The method of testing shall be in accordance with the manufacturer's recommended 

procedure. 

Á Any tool found not in proper working order, or that develops a defect during use, shall be 

immediately removed from service and not used until properly repaired. 

Á Personal protective equipment shall be used in accordance with manufactureôs recommendations and 

other provisions of this manual. 

Á Tools shall not be loaded until just prior to the intended firing time. Neither loaded nor empty tools 

are to be pointed at any employees. Hands shall be kept clear of the open barrel end. 

Á Loaded tools shall not be left unattended. 

Á Fasteners shall not be driven into very hard or brittle materials including, but not limited to, cast 

iron, glazed tile, surface-hardened steel, glass block, live rock, face brick, or hollow tile. 

Á Driving into materials easily penetrated shall be avoided unless such materials are backed by a 

substance that will prevent the pin or fastener from passing completely through and creating a flying 

missile hazard on the other side. 

Á No fastener shall be driven into a spalled area caused by an unsatisfactory fastening. 

Á Tools shall not be used in an explosive or flammable atmosphere. 

Á All tools shall be used with the correct shield, guard, or attachment recommended by the 

manufacturer. 

Á Powder-actuated tools used by employees shall meet all other applicable requirements of American 

National Standards Institute, A10.3-1970, Safety Requirements for Explosive-Actuated Fastening 

Tools. 
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Disciplinary Action Program  
 

 PURPOSE AND SCOPE 

 

 This procedure provides the guidelines to support good safety performance through the use of adequate 

disciplinary measures designed to eliminate occasional or continuous safety violations. 

 

This procedure applies to all Direct Line employees and facilities. 

 

 

PROCEDURE 

 

 General 

 

Each employee shall be given a safety orientation.  The Safety and Health Plan will be explained and 

safety responsibilities clearly identified. 

 

a. The Disciplinary Action Procedure shall be explained to each employee during the safety 

orientation. 

 

b. Prior to the assignment of each job assignment or task, the Supervisor shall brief the employee on 

the tasks to be performed.  The briefing will encompass the individual's safe position and action, 

proper use of correct tools and safety equipment, and an assigned safe method of performing the 

work. 

 

c. Each person supervising work will be responsible for coordinating work with other supervisors in 

the work area to ensure that all tasks can be accomplished safely. 

 

 Specific Requirements 

 

The following steps shall be administered in a fair and nondiscriminatory manner. All disciplinary 

actions, including instruction for improvement of an individual, shall be documented in that individual's 

personnel file.  This disciplinary procedure is designed to be progressive in nature and disciplinary 

action taken shall be based upon violations documented during the 3 year period prior to the issuance of 

any Disciplinary Notice.   

 

a. Supervisors are responsible for ensuring that every employee receives instruction regarding the safe 

performance of their duties.  Instruction shall encompass all recognizable risks associated with the 

work and shall be clearly understood by the employee.  Additionally, every employee shall 

understand that disregarding safety instructions or rules may result in disciplinary action up to and 

including discharge. 

 

b. 1st Offense ï The first violation of a safety rule, procedure or work practice shall be promptly 

corrected.  If necessary, retraining shall be accomplished.  A written warning shall be issued by the 

employee’s immediate supervisor with copies issued to (1) the individual, (2) the Personnel Office. 

The supervisor will/must retain a copy in his local personnel file.  

 

c. 2nd Offense - A second safety violation by an individual within a 3 year period will be cause for a 

three (3) day suspension without pay.   
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d. 3rd Offense - A third safety violation committed within a 3 year period will be cause for a five (5) 

day suspension without pay. The local manager and employee must formulate a safety action plan 

for the employee to abide by as well as it must include documented safety retraining. The safety 

action plan must be signed by both the local manager and the employee. 

 

e. Immediate Termination ïDirect Line Communications recognizes that violating certain safety 

procedures could result in serious injury or death.  As a result, an employee may be immediately 

terminated for violating the following safety procedures: 

 

1. Removing a lock from a piece of equipment or a circuit that is locked out by another 

employee without following the proper procedure. 

 

2. Entering a confined space without testing for a hazardous atmosphere. 

 

3. Removing guards from machinery or tools for purposes other than maintenance or testing 

which are designed to prevent injury to employees while operating the equipment. 

 

4. Knowingly violating any Fall Protection Procedure. 

 

5. 4th offense if within a 36 month period 

 

6. Any safety violation that willfully places another individual at risk of serious injury or death 

 

 

 Other Requirements 

 

Employees, who intentionally or unintentionally violate safety rules, thereby being responsible by their 

actions for incidents causing personal injury, death, or damage to property or the environment, may be 

suspended from employment pending the outcome of a full investigation of the incident. The results of 

the investigation will be a factor in determining whether the individuals involved will be terminated for 

cause, disciplined otherwise, or returned to regular work status.   

 
 

Silica Protection Program 

 Purpose: 

The purpose of the Silica Protection Program is to protect the health and safety of Direct Line 

Communications Inc. employees and subcontractors while remaining in compliance with OSHA Silica 

Standard for Construction. 

 

Procedures: 

Drilling holes for concrete anchors 

Drilling holes with a hand-held or stand mounted drill with a commercially available shroud or cowling 

with a dust collection system. 

*A respirator is not required during and up to an 8-hour shift 

*A dust collection system is not required if exposure is limited to 15 minutes or less during an 8-hour 

shift. 

 

Cutting Concrete using a hand-held saw 

Cutting concrete with a hand-held saw equipped with an integrated water delivery system that 

continuously feeds water to the blade are as follows: 
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*Outdoors less than a 4-hour shift does not require a respirator 

*Outdoors greater than a 4-hour shift requires the use of a respirator with an APF10 rating 

*I ndoors or enclosed area requires the use of a respirator with an APF10 rating 

 

Grinding Concrete using a held-held grinder 

Grinding concrete with a hand-held grinder equipped with an integrated water delivery system that 

continuously feeds water to the blade or is equipped with a commercially available shroud and dust 

collection system are as follows: 

*When used outdoors regardless of shift does not require a respirator 

*When used indoors or an enclosed area and less than a 4-hour shift does not require a respirator. 

*When used indoors or an enclosed area and greater than a 4-hour shift requires a respirator with an 

APF10 rating 

 

Breaking Concrete with hand-held powered chipping tools (jackhammer) 

Breaking Concrete with a jackhammer or other hand-held powered chipping tools with an integrated 

water delivery system that continuously feeds water at the point of impact or is equipped with 

commercially available shroud and dust collection system. 

*When used outdoors or indoors for less than a 4-hour shift does not require a respirator 

*When used outdoors or indoors for more than a 4-hour shift requires a respirator with an APF10 rating. 

 

Any activities with suspected exposure to silica dust not previously listed must be reported to the 

Safety Department.  Safety Department personnel will determine how to proceed safely. 
 
 

Chain Saw Safety Program 

PROCEDURES 

General 

Chain saws are among the most hazardous power tools used.  The unguarded blade, difficult terrain 

upon which one must often work and stresses applied to the materials to be cut creates high potential 

hazard.  The use of proper operating procedures, personal protective equipment, safeguards on saws and 

proper work planning and execution can greatly reduce these potential hazards.  Note: safe use of a 

chain saw requires an alert operator.  Do not operate a chain saw if feeling fatigued or are taking 

prescription medication or non-prescription drugs that cause drowsiness or may otherwise impair the 

ability to function. 

Required Personal Protective Equipment 

Head Protection: Hardhats must be worn when overhead hazards are present. On-ground helpers must 

wear hard hats whenever overhead work is conducted.  Chain saw operators should wear hardhats during 

felling operations or when working from a bucket truck.  The hard hats must comply with ANSI 

standards (Subpart I, ANSI Z89.1-1986). 

Eye and Face Protection: Logger-type mesh screens provide adequate protection for chain-saw 

operation. Mesh screens provide adequate protection to keep small limbs, branches, and saplings from 

poking the employeeôs eye or cutting the employeeôs face.  Polycarbonate face shields provide adequate 

protection but have the disadvantage of fogging and becoming scratched. 
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Saw Maintenance 

Proper saw maintenance increases safety and productivity. Check controls, chain tension, and all bolts 

and handles to ensure they are functioning properly and adjusted according to the manufacturerôs 

instructions. 

Properly sharpened teeth will cut quickly, smoothly and more safely.  Wear leather gloves when 

sharpening the saw teeth.  The saw teeth can easily inflict injury. File or grind according to instructions 

for best performance. 

Check the chain tension and lubrication system for proper function.  Proper chain tension helps to ensure 

long chain life and safer cutting.  A chain that is too loose may derail and whip dangerously.  A chain 

that is too tight will bind and wear prematurely. All chains stretch with use and frequently need checking 

and readjusting. Good lubrication helps prolong chain life and maintain tension adjustment. Check the 

oil often and refill according to instructions. Use the bar oil recommended by the manufacturer. 

Follow the manufacturerôs instructions in the operatorôs manual when making adjustments to the chain or 

engine. 

Operating Procedures 

Never work alone with a chainsaw. 

Fueling:  Fuel saw outdoors only.  Always shut off engine and allow it to cool before fueling.  Fuel the saw at 

least 10 feet from sources of ignition on bare earth if possible.  Wipe up any spilled fuel and check for leaks 

especially around the cap. The chain saw must be started at least 10 feet from the fueling area. Chainsaw fuel 

must be stored in a 3 gallon or smaller approved (FM or UL) safety can. 

Transporting Saw: The chain saw should be transported in a level position with the gas cap up, the bar behind 

you and the muffler on the side away from you. Carrying the saw with the engine running is dangerous and 

should be avoided.  The saw should never be carried more than 50 feet with the engine running unless the chain 

brake is engaged. Shut off or engage the chain brake whenever the saw is carried on hazardous terrain 

Always turn off the saw before putting it down. 

Do not carry the saw in the passenger area of a vehicle. The saw should be transported in a case but if one is not 

available then keep the bar in a chain guard. 

Starting Saw 

Never ñDrop Startò a Chain Saw! This is a dangerous practice and specifically prohibited by OSHA. Always 

start it on the ground or on a stable surface. 

There is one acceptable method for starting a chain saw on the ground.  Review operatorôs manual for specific 

instructions for the equipment used. 

Ground Start:  Engage/lock the chain brake.  Place the saw on the ground where good balance and secure 

footing can be maintained.  Make sure the chain is off the ground and not touching5 anything.  Grip the front 

handlebar firmly and press down. If the saw has a rear handle that is level with the ground, place toe of foot into 
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the handle and place weight on foot. Turn the ignition on.  Pull out the starter rope until resistance is felt then 

give a brisk, strong pull. 

Prevent Kick Back 

Saw kick back is one of the primary hazards of chainsaw work.  Kickback of a chainsaw is when the teeth on 

the chain catch on something as they rotate around the tip of the blade. The teeth may have enough force to 

cause the blade to kick back violently toward you, hence the term ñkickback.ò There are three primary 

situations that can cause kickback: 

¶ When the nose of the blade strikes another object. 

¶ Starting a bore cut improperly. 

¶ When the blade nose or tip catches the bottom or side of a saw cut during reinsertion. 

The best defense against kickback is to keep the tip guard on the chain saw. However this does limit what you 

can do with the tool. 

Some kickback control can be maintained by keeping a firm hold on the saw and using a saw which has a chain-

brake or kickback guard. 

Be alert for blade-pinching situations. 

Always cut below shoulder height, otherwise the saw is difficult to control and is too close to your face.  

Helpers should never work so close to the chainsaw operator that they may be struck by the saw if it kicks back, 

or by a limb or a tree segment, which may spring due to stress. 

 

Return to Work Program 
 

 

A Return-To-Work (RTW) program is intended to help employees get back to work as soon as they are 

able, following an injury or illness.   

 

Direct Line Communications Inc. has implemented a RTW program that is intended to bring employees 

back to work as soon as they are physically able, to perform work that is meaningful, without 

aggravating their injury or illness.   

 

Return-To-Work has many benefits for the employee.  It helps reduce the financial burden of being out 

of work, it often helps in the healing process by keeping the employee physically and mentally active, 

and it keeps the employee connected to their friends and coworkers.  Therefore, Direct Line 

Communications Inc. will do its best to arrange temporary alternate or modified (aka “transitional duty”) 

assignments whenever possible, for employees who are ill or injured. 

 

Elements of a Return-To-Work Program  

   

 An effective RTW program consists of the following criteria: 

¶ Immediate reporting of injuries and illnesses to management staff 

¶ Use of Medical Provider Network, whose members utilize return-to-work principles 
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¶ Numerous potential “transitional duty” tasks 

¶ A Coordinated team approach among Direct Line Communications Inc., the employee, and the 

medical and insurance provider 

¶ Training of Direct Line employees on the elements of the RTW program 

 

Return-To-Work Coordinator  

 

The Return-To-Work Coordinator (RTWC) is an employee of Direct Line Communications Inc. 

responsible for developing and maintaining a list of transitional duty jobs and their physical 

requirements.  The RTWC will also maintain frequent communications with the injured or ill employee, 

and the medical and insurance providers.  In addition, the RTWC will train employees in their 

responsibilities under the RTW program. 

 

The Safety Director is the RTWC and is responsible for all aspects of Direct Line Communications Inc. 

Return-To-Work Program.  The RTWC will: 

¶ Maintain the Return-To-Work program, and related records and forms, up-to-date 

¶ Make sure the First Report of Injury forms are completed and sent to the appropriate parties 

¶ Locate and use members of Medical Provider Network 

¶ Give the medical provider information on the physical requirements of the employee’s job and 

potential alternate or modified transitional duty assignments 

¶ Maintain contact with the injured employee on a regular basis 

¶ Work with the physician to develop a transitional duty work plan 

¶ Communicate frequently with the medical and insurance providers 

¶ Train employees on Direct Line Communications Inc. Return-To-Work program 

 

Employee Responsibilities 

  

Supervisors employed at Direct Line Communications Inc. are responsible for ensure that: 

¶ Anyone who is injured receives prompt medical attention 

¶ They contact the injured employee on a regular basis  

¶ The RTWC is made aware of all injuries and illnesses 

¶ The RTWC has assistance needed to develop a list of transitional duty jobs that employees with 

medical work restrictions can perform 

¶ There is a positive work atmosphere and environment where the returning employee feels 

welcome 

¶ Anyone returning to work does their job (or an alternate job) within limitations established by 

the physician 

 

All employees play a critical role in the success of the RTW program they have th best understanding of 

the requirements of their jobs. 

 

All employees of Direct Line Communications Inc. will:  

¶ Report all injuries and illnesses immediately 

¶ Follow all Direct Line Communications Inc. protocols for safety and health 

¶ Assist the RTWC in completing necessary forms 

¶ Stay in touch with the RTWC on a regular basis if they become injured 

¶ Follow the physician’s directives, never working beyond medical restrictions 

¶ Take part in the RTW training that is provided by the RTWC 
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Physical requirements and Transitional Duty 

 

The RTWC will develop an analysis of the physical requirements of each job function, to be given to the 

injured employee’s treating physician if and when an injury occurs.  The RTWC will also develop a 

bank of jobs of transitional duty assignments for employees who are recovering from an injury of 

illness.  

 

It is the policy of our company to provide meaningful work activity for all employees who temporarily 

become unable to perform all, or portions, of their regular work assignments due to work-related or non-

work-related injury or illness.  By providing temporary restricted work activity, injured employees 

remain an active and vital part of the company.  Please refer to the Direct Line Communications Inc. 

Employee Handbook for policy details. 

 

 

When an Injury of Illness Occurs 

  

Direct Line Communications Inc. will assure that prompt medical attention is provided to anyone who is 

injured. If feasible in the event of serious injuries, the employee’s supervisor should accompany them to 

their initial medical treatment. 

 

Each case will be managed carefully, with the goal of bringing the employee back to work as soon as 

they are physically able, without aggravating the injury of illness.  

 

The physician is responsible for establishing work restrictions, if any.  Direct Line Communications Inc. 

will provide transitional work assignments that are within the restrictions established by the physician.  

Removal from work will be avoided whenever possible. 

 

The RTWC will take a proactive approach to providing the physician with the following information 

once an injury occurs: 

¶ The injured employee’s job title and job responsibilities 

¶ A list of alternate or modified transitional duty jobs that could be performed 

¶ Attending Physician’s Report: Teturn0to0Work Recommendations form or State equivalent (The 
employee should be asked, if possible, to bring this form with them when they receive medical 

treatment.) 

 

The medical provider or treating physician may tour Direct Line Communications Inc. to become 

familiar with the physical requirements of the jobs being performed, and to be better able to recommend 

transitional duty assignments for injured or ill employees. 

 

Once medical treatment has been provided, the RTWC should obtain the following from the treating 

physician: 

¶ Jobs or work assignments that the employee is capable of performing 

¶ Tasks that the employee is restricted from performing 

¶ Length of time restrictions are recommended to be in place 

¶ A treatment schedule that includes dates for any follow up treatment(s) and/or physical 

therapy/rehabilitation 

¶ Written acknowledgment that the physician has explained restrictions to the employee and 

provided the employee with a copy 
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¶ Estimated date the employee should be able to return to normal duties 

 

It cannot be overemphasized that the injured employee must be monitored, to assure they work within 

the restrictions recommended by the treating physician. Employees may feel well enough to return to 

their regular responsibilities, but can risk further injury or could prolong the length of transitional duty 

by doing so. If the employee wishes to exceed physical restrictions, a release must be obtained from the 

physician. 

 

Subcontractor Management Program 

Purpose 

The intent of Direct Line Communications Inc.’s Subcontractor Management Program (SMP) is to 

ensure quality work to be done on each worksite and quality relationships are built between companies.  

The SMP allows Direct Line to be assured that the work can be completed effectively and safely. 

 

Prequalification and Bidding 

The objective of the prequalification process is to make certain the hiring of a subcontractor that has the 

necessary experience and the ability to complete work safely, on time, and within the budget.  Direct 

Line Communications Inc. appreciates the cooperation in obtaining relevant information from potential 

subcontractors.  Some of the information that may be asked for to ensure that the objectives of the SMP 

are completed include, but are not limited to: 

Experience Modification Rate (EMR) if applicable 

References of previous contracts 

Experience in type of work to be completed 

Safety Programs/Record/History 

Violations, Citations, and Legal History 

 

Subcontractors, once selected, shall provide certificates of insurance show that the subcontractor has 

coverage for employees, agents, and additional subcontractors prior to the project beginning.  Insurance 

must provide adequate coverage for any worker’s compensation obligations, liability, and automobile 

liability.   

Subcontractors will be included in all safety activities conducted at the worksite, such as job safety 

analysis, hazard assessments, and safety inspections. 

Pre-work Meetings 

Before each work shift begins, subcontractors should hold a pre-work meeting to discuss the type and 

scope of the work to be performed.  The main focus of these meeting should be the safety topics of the 

shift most relevant to the work to be completed. Subcontractors should secure all necessary permits 

before work begins.   

 

 

Post-work Meeting 

Upon work completion, or shortly thereafter, representatives from each company will meet to discuss 

the preceding project.  Some topics of the discussion will be, but are not limited to: 

Quality of Work Completed 

Efficiency of Work Completed 

Cooperation between Entities 

Safety Performance 

Cost Control 

 

 



Direct Line Communications – Safety Manual Page 110 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revision History Record:  

 

Revision  

Number  

Section  

 

Revised By  

 

Description  

0 NA NA Original document.  

    

    

    

    

    

    

    

    

    

 



Direct Line Communications – Safety Manual Page 111 
 

 

Glossary of Terms 
 

ANSI: means American National Standards Institute 

Approved: means sanctioned, endorsed, accredited, certified, or accepted as satisfactory by a duly constituted 

and nationally recognized authority or agency. 

Authorized Person: means a person approved or assigned by the employer to perform a specific type of duty or 

duties or to be at a specific location or locations at the jobsite. 

Company: Direct Line Communications, Inc. 

Competent person: means one who is capable of identifying existing and predictable hazards in the 

surroundings or working conditions which are unsanitary, hazardous, or dangerous to employees, and who has 

authorization to take prompt corrective measures to eliminate them. 

 

Qualified: " means one who, by possession of a recognized degree, certificate, or professional standing, or who 

by extensive knowledge, training, and experience, has successfully demonstrated his ability to solve or resolve 

problems relating to the subject matter, the work, or the project. 

 

Safety Factor: means the ratio of the ultimate breaking strength of a member or piece of material or equipment 

to the actual working stress or safe load when in use.  
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Appendix A- Vehicle Accident Checklist 

 

 
Vehicle  Accident Checklist  

A. Employee is to Notify their Supervisor Immediately while at incident site  

B. Supervisor Duties  

*Record date of injury and time accident occurred.  

*Take pictures of both sides of other persons drivers license.  

*Take pictures of both sides of other persons insurance card.  

*Take a picture of other persons license plate.  

*Take pictures of damaged areas of both vehicles. 

*Take pictures of general area, any property damage, skid marks,  

*Take a picture of tow truck if one was used showing the name and contact information.  

*Take a picture of police car so that we know what police department was onsite. *Get accident report number 

from police officer.  

*Contact P.D.E. Safety Department for directions on where to go for mandatory drug  test. 

Safety Department:  574 -272 -9814  

ext.: 1017  Doug Grail Cell: 574-276-5457 

ext.: 1009  Kirsten Byler Cell: 574-520-0477 

C. Supervisor and Employee are to fill out a vehicle accident report the next m orning, and forward to 

our Safety Department so that it can be reported to our Insurance Company within the 24 hours 

required.  

 

 

 

 

 

 

 

 

 

 


